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Introduction  
What  is  a  Self-Assessment  and  why  should  we  do  it?   

Continuous quality improvement is a central tenet of the Head Start program, with the 
goal of meeting Performance Standards and moving toward program excellence for serving 
children and families throughout the country. As part of this process, the annual Self-
Assessment provides programs with the means to regularly assess their own management 
systems and program operations in order to continually strengthen the program and the 
services delivered to children and families. 

Head Start Performance Standards clearly state that at least once each program year, 
with the consultation and participation of the policy groups and, as appropriate, other 
community members, grantee and delegate agencies must conduct a Self-Assessment 
of their effectiveness and progress in meeting program goals and objectives and in 
implementing Federal regulations. 

The objectives of Head Start and Early Head Start are clear: 
■	 Enhance children’s growth and development 
■	 Strengthen families as the primary nurturers of their children 
■	 Provide children with educational, health and nutritional services 
■	 Link children and families to needed community services 
■	 Ensure well-managed programs that involve parents in decision-making 

How can Head Start programs be sure that the services they provide meet these objectives 
as well as strive to continuously improve the quality of services? 

By using the Self-Assessment process described here, grantees can annually assess how 
specific aspects of their program’s operations impact services delivered to children and 
families. Self-Assessment is not an isolated event, but along with ongoing monitoring, is 
an integral part of a program’s planning cycle. Programs seeking continuous improvement 
should constantly ask the questions: 

■	 Is the program meeting all national Head Start Performance Standards? 
■	 Are our services responding effectively to the changing needs of children and  
families?
	

■	 Are we doing what we need to, or are we just doing it the way we have always done it? 
■	 Can we refine our program design and management systems to further improve 
outcomes for children and families? 

The Self-Assessment process involves the collection of information from a variety of 
sources to determine if systems and services have been implemented and are working 
effectively.  In the Self-Assessment process we encourage programs to analyze, review and 
incorporate information from multiple sources, such as ongoing monitoring reports, the 
Program Information Report (PIR), child outcome data, Community Assessment, and the 
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Program Review Instrument for Systems Monitoring (PRISM) report. In total this information 
is used to identify program strengths, determine areas to strengthen, and plan appropriate 
strategies to effectively address the identified weaknesses of the program. 

Who is responsible for the Self-Assessment? 

Section 1304.50, Appendix A (Governance and Management Responsibilities), of the 
Head Start Program Performance Standards designates the Head Start program director as 
having operational responsibility for carrying out the Self-Assessment. Most Head Start 
directors engage a team of program managers and leaders in outlining a process and 
timeline for conducting the Self-Assessment and analyzing the results. The results of the 
Self-Assessment serve as a driving force in determining needs for program improvement.  
The Self-Assessment portion of the Governance and Management Responsibilities chart is 
provided below: 

Grantee  Agency Delegate  Agency Grantee  or  Delegate  
Management  Staff 

Governing  Body  
has  general  
responsibility 

Policy  Council  
must  approve  or  
disapprove 

Governing  Body  
has  general  
responsibility 

Policy  Committee  
must  approve  or  
disapprove 

Head  Start  
program  director  
has  operating  
responsibility 

Agency  director’s  
responsibility  is  
determined  locally 

How do we ensure shared decision-making? 

The Head Start director does not pursue this process alone. The Self-Assessment process 
provides an opportunity for involving program leaders, such as parents, Policy Council 
members, governing body members, and community stakeholders, and for making staff 
more aware of how the program operates and is viewed by its consumers. Through 
Self-Assessment, Head Start programs reinforce how program leaders engage in shared 
decision-making. 

How does a Self-Assessment differ from the Federal monitoring that occurs 
every three years? 

The primary purpose of Federal monitoring is described in Section 641A(c)(1) of the Head 
Start Act: 

…to determine whether Head Start agencies meet standards…and results-based educational 
performance measures developed by the Secretary…with respect to program, administrative, 
financial management, and other r equirements… 

The purpose of Self-Assessment is explained in section 1304.51(i)(1) of the Head Start 
Performance Standards as a method of measuring agency accomplishments, strengths, and 
weaknesses. Self-Assessment promotes continuous improvement of program service 
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delivery and quality, as well as focuses attention on issues that arise in the community, 
the program, and among enrolled families. The processes of Self-Assessment and Federal 
monitoring complement each other and both are intended to ensure quality. The following 
table Comparing Self-Assessment and Federal Monitoring distinguishes the features of 
the two forms of review. 

Comparing Self-Assessment and Federal Monitoring 

Review  Process Schedule ResponsibleEntity Instrument Perspective How Results are Used 

Self-Assessment At  least  once  
a  year 

Head  Start  Grantee Self-Assessment  
Guide  that  is  
comprehensive  and  
based  on  Head  
Start  Program  
Performance  
Standards  

Self-critique Shared  with  managers,  
staff  and  governing  bodies;  
used  to  develop  Program  
Improvement  Plans  to  reach  
and  exceed  compliance 

Federal  
Monitoring 

At  least  
every  three  
years 

Federal  Regional  
Offi ce 

Standardized;  
Program  Review  
Instrument  for  
Systems  Monitoring 
of  Head  Start  and  
Early  Head  Start  
Grantees  (PRISM) 

 

Outside  
Experts 

Shared  with  managers,  staff  
and  governing  bodies;  used  
to  ensure  program  compliance 

Although these two forms of review and quality assurance are similar, Self-Assessment is 
the annual opportunity for programs to obtain objective and reflective feedback about their 
ability to meet Head Start Program Performance Standards and ensure the delivery of quality 
services each year.  

How long should a Self-Assessment take? 

The time required to perform a Self-Assessment will vary with each program. While 
many programs have thought that the Self-Assessment is extra work, well-managed Head 
Start programs view the time and effort needed to complete the annual Self-Assessment 
as an important, integral part of the program year. The Self-Assessment process should 
allow for the continuation of Head Start services without interruption, yet provide time 
for staff participating in the process to both gather and contribute information through 
observations, document reviews, and interviews. 
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How will this Guide be useful? 

This Guide is intended to be a workbook that will help you: 

■ Review your program’s operations and program’s management systems 
■ Analyze the results of the Self-Assessment  
■ Assess your program’s progress in meeting its own goals and objectives 
■ Identify program strengths 
■ Identify areas where improvement is needed 
■ Develop and implement strategies for program improvement 
■ Identify training and technical assistance needs 
■ Prepare for a Federal monitoring review 
■ Ensure quality Head Start services are delivered each year 
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About this Guide  
One of the key management responsibilities of all Head Start programs is to: 
conduct a Self-Assessment of their effectiveness and progress in meeting program goals 
and objectives and in implementing Federal regulations…at least once each program year 
(1304.51(i)(1) Head Start Performance Standards). 

Programs are also required to incorporate child outcome data into their Self-Assessment 
process (ACYF-IM-HS-00-18). 

Each Head Start program is required to develop a comprehensive process for Self-
Assessment that addresses all of the management systems and service areas that are part of 
every well-run Head Start program. Head Start Self-Assessment: Your Foundation for Building 
Program Excellence supports programs with their Self-Assessment process. 

Historically, many Head Start programs have struggled to develop a system for Self-
Assessment. Consequently, many programs have used the existing Federal monitoring 
instrument, PRISM, as a basis for creating their own system because it addresses all of the 
Federal requirements that Head Start programs must meet.   

This Guide, Head Start Self Assessment: Your Foundation for Building Program Excellence, 
assists programs to create a system that provides an in-depth assessment of all Head Start 
service areas and management systems, yet remains user-friendly and manageable for 
staff, parents and other participants. This Guide incorporates the essential ingredients of 
the PRISM, as well as feedback received from experienced Head Start directors, program 
managers, parent leaders, Head Start Bureau and Regional Office staff, the Regional 
Technical Assistance (TA) Network, and program review team members.  

Principles 

The workgroup that originally convened to create a vision for this resource developed four 
key principles to guide the work. They determined that local programs will benefit from a 
Self-Assessment instrument that:  

■	 Adequately addresses all areas of the Head Start Performance Standards 
■	 Can be administered by a diverse Self-Assessment team that includes not only child 
development and family services professionals, but also governing body members, 
parents and community representatives 

■	 Promotes an efficient use of time and resources 
■	 Provides valuable information to inform program leaders about ways to strengthen 
and improve the program 
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Four Stages of Self-Assessment 
This Guide outlines four distinct stages of the Self-Assessment process. Each stage is 
critical and supports programs in meeting Head Start Performance Standards and in building 
programs of excellence. While it requires programs to devote significant time and energy, 
this process will culminate in the development and implementation of a plan to meet and 
exceed standards and promote continuous program improvement. 

The Guide is divided into four sections representing the stages of the Self-Assessment 
process: 

Stage 1: Preparing 
Stage 2: Collecting and Synthesizing 
Stage 3: Interpreting 
Stage 4: Strengthening 

The first stage is Preparing Your Self-Assessment 
The Head Start director must take steps to prepare for Self-Assessment by convening a 
team to lead the process, determining how the program will use the Guide, informing the 
Policy Council and governing body, selecting and recruiting qualified participants to serve 
on the various Self-Assessment teams, and informing others who will be affected.  Team 
members need to receive training on the regulations as well as the process they will use to 
complete the Self-Assessment booklets assigned to their team. 

The second stage is Collecting and Synthesizing the Information 
Once the program has identified the Self-Assessment teams and recruited and trained 
the members, the teams engage in the actual assessment process. Team members observe 
activities, review documents, interview people, and record and summarize their findings 
according to the instructions provided in the eighteen individual Self-Assessment booklets. 
Using this information, which is based on the eighteen Core Questions in the PRISM, team 
members begin the analysis process by synthesizing the data from multiple sources and 
consolidating this information into a Booklet Analysis.  This Booklet Analysis identifies 
program strengths, specific weaknesses and areas to strengthen. 

The third stage is Interpreting the Information 
Once the Self-Assessment teams have completed their assigned booklets and the team 
leaders have analyzed the results, their work is then forwarded to the Self-Assessment 
leadership team. The Self-Assessment leadership team closely examines the booklet 
analyses. This information is further analyzed by displaying the data in a useful manner; 
establishing patterns of identified needs; uncovering underlying causes and systemic 
issues; and determining priorities for change and improvement. At this stage, programs 
should ask for clarifications on regulations or policy from Federal staff, if needed. 

6 — Introduction Ê



  

 

 

The fourth stage is Strengthening Your Program 
The Self-Assessment has little value unless the program uses the information to drive 
program improvements. In this final stage, leaders use Self-Assessment results as a driving 
force to develop program improvement goals, desired outcomes, and action plans. 

Both the results of the Self-Assessment and the plan for program improvement should 
be communicated widely to the governing body, staff, Policy Council, parents, and 
community partners. Both the Regional Office staff and the TA Network staff can provide 
assistance and support to Head Start programs as they develop and implement Program 
Improvement Plans. 
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Self-Assessment is a Cyclical Process
As indicated below, Self-Assessment is a cyclical process founded on the principles 
of Continuous Quality Improvement. This process requires continually monitoring, 
evaluating, and improving program quality and outcomes for children and families. 
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As a result of using Head Start Self-Assessment: Your Foundation for Building Program 
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■ Promoting shared understanding and appreciation of Head Start goals and 

Performance Standards among the governing body, program stakeholders, and 
community partners 

■ Integrating multiple sources of data 
■ Conducting a thorough analysis of program data
■ Creating effective Program Improvement Plans
■ Designing meaningful training and technical assistance plans

Together these elements strengthen the program’s foundation, support program excellence 
and lead to the ultimate goal   —improved outcomes for children and families. 
(See chart on the following page).
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Team

FOUR STAGES OF SELF-ASSESSMENT  
Stage 1: Preparing Your Self-Assessment  

The Self-Assessment leadership team consists of a team of managers who work together to design the 
Self-Assessment process. The team is led by the Head Start director and may include program managers, 

representatives from the governing board and policy groups, and community partners. 

Helpful  Tools:
 ■   Team  Assignment  Worksheet   ■   Team  Leader  Worksheet

 ■   Team  Participant  Worksheet ■ Self-Assessment  Training  Worksheet   
     ■   Focusing  the  Assessment  Worksheet   

 ■   Self-Assessment  Timeline  Worksheet 

              
              

        

  

 
                ■  

Stage 2: Collecting and Synthesizing the Information  
Team leaders recruit staff, parents, and community volunteers to serve on their individual assessment 

teams. Each team is responsible for collecting the information for their assigned Self-Assessment booklets. 
This information is consolidated and synthesized into Booklet Analyses. 

Helpful  Tools:
 ■   18  Self-Assessment  Booklets,  which  include  sample  observation  tools,  charts,  

                               checklists,  and  interview  questions 

Team Team Team 

Stage 3: Interpreting the Information 
The  Self-Assessment  leadership  team  reconvenes  to  review  the  summary  reports  prepared  during  Stage  2.  

These  summaries  are  reviewed  to:  identify  contained  areas  of  weaknesses,  patterns  of  identifi ed  needs  and  
systemic  issues;  reveal  underlying  causes;  and  determine  priorities  for  change  and  improvement.   

 

Helpful  Tools:
 ■   Program  Strengths  Worksheet  

■   PRISM  Framework   ■■   Priorities  Worksheet 

Stage 4: Strengthening Your Program 
In  this  fi nal  stage,  members  of  the  Self-Assessment  leadership  team  design  and  oversee  plans  for  program  

improvement  and  establish  a  time  frame  for  monitoring  and  assessing  progress. 

Helpful  Tools: 
 ■   Identifying  Resources  Worksheet    ■   Program  Improvement  Plan 

 ■   Evaluating  Your  Self-Assessment  System 
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Format 
Overview of Stages 1, 2, 3 and 4 
The first page of each stage of the Guide begins with an overview. The overview identifies 
key participants and outlines the specific activities that will take place.  

Booklets 
The largest of the four sections is Stage 2, Collecting and Synthesizing the Information, 
which contains 18 booklets. The booklets correspond to the PRISM core questions and 
each addresses a critical Head Start management system or service area. The PRISM core 
question on Health is made up of two parts, (a) Prevention and Early Intervention and 
(b) Tracking and Follow-Up. They have been divided into two separate booklets in the 
Guide. In addition, unlike the PRISM, the Guide does not contain a booklet to address Self-
Assessment. Instead, you are encouraged to evaluate your Self-Assessment process after 
completing all four stages. An evaluation form follows in Stage 4 of this Guide.  

Sample observation tools, charts, checklists, and interview questions are included as 
helpful tools in each booklet. Team members may use these tools or modify them as needed 
to support the Self-Assessment process. Some of these tools have been adapted from the 
PRISM instrument.   

All 18 booklets follow a similar format. Each booklet opens with a core question describing 
the system or service area to be assessed. Next is a compilation of related performance 
standards and a number of bullets that capture the essence of each section in user-friendly 
terms. Assessment team members are instructed to pay close attention to this bulleted 
description to gain a better understanding of the critical elements of each section. Team 
members are encouraged to review all related Performance Standards and to refer to them 
repeatedly during the assessment process. 

Team members are expected to use the following data collection methods to gather 
information to complete their booklets: 

■	 Observe (e.g., observing classrooms, Policy Council meetings) 
■	 Review (e.g., various data sources, such as PRISM, PIR, Community Assessment, 
as well as ongoing monitoring reports, written plans, documents, records)  

■	 Interview (e.g., interviewing managers, direct service staff, parents) 

Individual team members summarize their work and submit these summaries to their 
team leaders. Team leaders review these summaries and consolidate and synthesize the 
information into a Booklet Analysis. These 18 separate Booklet Analyses provide the basis 
for further distillation and analysis in Stage 3. The Self-Assessment leadership team works 
to: display the data in a useful manner through the PRISM Framework; establish patterns 
of identified needs; reveal underlying causes and systemic issues; and prioritize goals for 
strengthening the program.  
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Assistance is Available 
You are not alone in conducting your Self-Assessment. The Regional Office staff, the 
Regional TA Network, and your colleagues in other Head Start programs are available 
to support you. In particular, the members of the Head Start TA Network can serve as 
coaches and facilitators throughout the continuous quality improvement process. The TA 
staff is trained in the use of the Self-Assessment Guide and can support you through all 
four stages of the process. We encourage you to fully utilize these resources as you work 
through the Self-Assessment process to build your program of excellence. 

Self-Assessment and the Technical Assistance Network 

The TA Network is available to support you throughout your Self-Assessment process. 
While the TA specialist is not to be assigned to a particular Self-Assessment team, your TA 
specialist can work with you as you design how the Self-Assessment process will look in 
your program and assist you in the synthesis and analysis of information, as well as in the 
development of the Program Improvement and T/TA Plans. 

To obtain or download copies of this document… 

Head Start Self-Assessment: Your Foundation for Building Program Excellence, is available in 
electronic format at: 

www.HeadStartInfo.org 

Introduction — 13 Ê
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Stage 1: Preparing Your Self-Assessment  

Overview 

Key participants in Stage 1 include: 

The Self-Assessment leadership team, which is made up of the Head Start director (or 
designee) and a team of managers and program leaders. The leadership team designs 
and leads the Self-Assessment process, analyzes the results, and incorporates the results 
into program improvement efforts. Your assigned TA specialist can work with you as you 
design how the Self-Assessment process will look in your program. 

In this stage you will: 

Determine how the Self-Assessment process will look in your program by: 

■	 Introducing Head Start Self-Assessment: Your Foundation for Building Program Excellence 
to Self-Assessment leaders 

■	 Dividing and assigning the responsibilities to make the process more manageable 
■	 Selecting team leaders 
■	 Recruiting participants to serve on your Self-Assessment teams 
■	 Training Self-Assessment teams 
■	 Focusing your assessment 
■	 Establishing a timeline 

Consult with the Policy Council in order to: 

■	 Meet the regulatory requirement 
■	 Ensure meaningful participation 
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Stage 1: Preparing Your Self-Assessment 

Determine How the Self-Assessment Process Will Look in Your Program 

The Head Start Self-Assessment: Your Foundation for Building Program Excellence is a guide 
to be adapted to meet the individual needs of your program. Stage 1 provides you with 
helpful tools to assist you as you plan how the Self-Assessment process will look in 
your program. This planning is essential for the development and implementation of a 
comprehensive Self-Assessment that yields valuable information for continuous program 
improvement. 

To plan your Self-Assessment, you will need to: 
■	 Convene the Self-Assessment leadership team and introduce them to the Self- 
Assessment Guide
	

■	 Divide the responsibilities among various teams 
■	 Designate Self-Assessment team leaders 
■	 Recruit participants to serve on the Self-Assessment teams 
■	 Provide training for participants 
■	 Focus your Self-Assessment by selecting representative child and family records, 
centers, classrooms, program options, child care partners, and delegate agencies 

■	 Establish a timeline for completion of Self-Assessment activities 
■	 Present this plan to the Policy Council for review 

These steps are described in detail on the following pages, along with examples and helpful 
worksheets to support the planning process. 

Introduce Head Start Self-Assessment: Your Foundation for Building Program 
Excellence to Self-Assessment Leaders 

One of the first responsibilities of the Head Start director is to provide Self-Assessment 
leaders with an understanding and appreciation of the role that Self-Assessment plays in 
maintaining program quality and fostering positive change and continuous improvement. 
The director, who by Head Start regulation has operating responsibility for the Self-
Assessment process, may choose to facilitate the work of the Self-Assessment leadership 
team or designate that responsibility to one of its members. 

When recruiting members to join the Self-Assessment leadership team, directors need to 
consider the role of governing bodies, delegates and child care partners on that team. As 
stated in 1304.51(i)(1) of the Head Start Program Performance Standards, the Self-Assessment 
is conducted “…with the consultation and participation of the policy groups and, as appropriate, 
other community members.” Directors should recruit these partners to the table. 
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The group leader should then share the Guide with the membership. Team members 
should become familiar with all of the materials, including the instructions, booklets, 
and data collection instruments. They should discuss why the Self-Assessment is being 
conducted, who should be involved as team leaders and team members, and whose 
cooperation is needed in order for it to be successful.  

Dividing and Assigning the Responsibilities to Make the Process 
More Manageable 

A quality Self-Assessment takes considerable time and effort. The process of assessing all 
program services and systems may be more manageable if you divide the responsibilities 
among various teams, designating program managers and other key decision makers as 
team leaders. Creating teams will have several advantages: 

■	 The work will be spread among a larger group of individuals to lessen the burden 
and add depth, knowledge and valuable perspectives of many individuals to the 
experience 

■	 Staff, parents, Policy Council members, participants, community partners and others 
serving on Self-Assessment teams will have greater access to team leaders who can 
provide support and guidance throughout the process 

■	 Individual teams can focus on particular areas or systems that are more appropriate 
to their experience (e.g. members with expertise in fiscal matters should be on the 
team which covers this system) 

■	 By recruiting managers and staff representing delegates and child care partners, you 
are fully investing delegates and partners in the Self-Assessment process. They will 
gain a fuller understanding of the Head Start Program Performance Standards and their 
importance to a quality program 

Programs can determine team assignments by dividing the 18 booklets in a way that makes 
sense for your program. Factors that can help you determine the number and composition 
of each group might be: 

■	 Your program’s organizational structure and the manner in which responsibilities are 
assigned to management staff 

■	 The size of your program 
■	 The time it will take to adequately complete each booklet 
■	 Sufficient expertise of members 
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The following chart illustrates just two examples of ways that the Self-Assessment 
responsibilities can be divided among various teams. Use these examples to come up with 
your own configuration and record your decisions on the Team Assignment Worksheet 
provided on page 5. 

Sample Team Assignment Worksheet 

Example A Ê

4 — Stage 1: Preparing Your Self-Assessment 

TEAM 1: Management Systems 
■  Governance  
■  Communication 
■  Ongoing  Monitoring 
■  Fiscal  Management 

■  Planning 
■  Record-Keeping  &  Reporting 
■  Human  Resources 
■  Child  Outcomes 

TEAM  2:  Child  Development  and  Health  Services 
■  Prevention  &  Early  Intervention 
■  Disabilities Services 
■  Tracking  and  Follow-up 

■  Individualization 
■  Curriculum 

TEAM  3:  Family  and  Community  Partnerships:  
■  Family  Partnership  Building 
■  Community  and  Child  Care  Partnerships 

■  Parent  Involvement 

TEAM  4:  Program  Design 
■  Eligibility,  Recruitment,  Selection,  Enrollment,  and  Attendance  

(ERSEA)  
■  Facilities,  Materials,  Equipment  &  

Transportation 

Example  B 
TEAM  1:  Management  
■  Community  and  Child  Care  Partnerships  
■  Communication 
■  Ongoing  Monitoring 
■  Fiscal  Management 

■  Planning 
■  Record-Keeping  &  Reporting 
■  Human  Resources 
■  Facilities,  Materials  ,  Equipment  &  

Transportation 
TEAM  2:  Education  and  Disabilities 
■  Individualization  
■  Disabilities  Services 

■  Curriculum 
■  Child  Outcomes 

TEAM  3:  Health,  Nutrition,  and  Mental  Health 
■  Prevention  and  Early  Intervention ■  Tracking  and  Follow-up 

TEAM  4:  Family  Partnerships  and  ERSEA 
■  Family  Partnership  Building 
■  Governance 

■  Parent  Involvement, 
■  Eligibility,  Recruitment,  Selection,  

Enrollment,  and  Attendance  (ERSEA) 



       

  

   

   

  

  

Team Assignment Worksheet  

Record your decisions about how the Self-Assessment responsibilities should be divided.  
List the booklets that will be used by each of the teams. 

TEAM  __ : 

TEAM __ : 

TEAM __ : 

TEAM __ : 

TEAM __ : 
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Selecting Team Leaders 

Persons who serve as leaders for each Self-Assessment team are responsible for: 

■	 Recruiting a diverse group of team members to engage in the assessment process 
■	 Training members of the Self-Assessment team on the content of the regulations and 
the process they will use to assess the program 

■	 Describing the program structure and layout to members, pointing out key locations 
they will visit, and introducing them to members of the staff and Head Start 
community who they may need to speak with 

■	 Assisting team members in distributing the work load, assigning tasks that 
correspond to the skills and abilities of members, and pairing team members, as 
appropriate 

■	 Establishing a time frame for completing the assignments 
■	 Arranging to check in with members at certain intervals to assess their progress and 
assist with any problems that arise  

■	 Providing on-going support to team members 
■	 Assisting members in summarizing the data and information they have collected and 
drawing conclusions 

■	 Synthesizing information into a Booklet Analysis that identifies program strengths 
and areas to strengthen 

■	 Recognizing team members for their contributions to the program 

Many programs choose leaders with experience and expertise in the service or 
management areas to which they are assigned. Other programs choose leaders from 
different content areas in order to enhance the objectivity of the process. 
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Team Leader Worksheet  

Use the following Team Leader Worksheet to help you make decisions about what kinds 
of skills your team leaders should have and who would be the best candidate to assume a 
team leadership position. 

Title Skills/Perspectives Team  Leader  
(name,  position) 

Team  1: 

Team  2: 

Team  3: 

Team  4: 

Team  5: 
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Recruiting Participants to Serve on your Self-Assessment Teams 

Although the Self-Assessment process will be heavily supported by program staff, it 
provides a wonderful opportunity to involve others. The guidance attached to Regulation 
1304.51(i)(1), program Self-Assessment and monitoring, reads: “consider including staff, 
policy group members, parents, representatives from community organizations, governing body 
members, and staff from other Head Start agencies on the Self-Assessment team.” To the extent 
possible, it is desirable to recruit a team that is representative of the diversity of enrolled 
children, families and the local community.  

Serving on a Self-Assessment team provides parents with an opportunity to learn 
important new skills that can be applied to their goals for personal or professional 
development. Including individuals from outside your program can offer a tremendous 
learning opportunity for both parties. You may want to contact peers from nearby Head 
Start programs and offer to assist with their assessment if they will assist with yours. 
Consider inviting early childhood development programs in the local area that would be 
willing to lend a hand. Affirmatively recruit team members who have the right skills and 
will contribute to the team. When recruiting, be sure your candidates have the time to 
engage in the process. 

In selecting potential team members, take into consideration the different skills and 
qualities that the task requires. In addition to having an interest and/or expertise relating 
to Head Start services or systems, participants serving on the assessment team should have 
the following skills and qualities: 

■	 Objectivity 
■	 Professional conduct 
■	 An appreciation for confidentiality 
■	 One or more of the following:
	
✓ Observation skills
	
✓ Interview skills
	
✓ Reading and documentation skills
	

Use the following Team Participant Worksheet to record your ideas for staff and 
volunteers who might serve on each of the Self-Assessment teams. We recommend that you 
list more persons than are actually needed, in the event that some volunteers have limited 
availability. 
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Team Participant Worksheet 

List the positions, titles, or specific names (e.g., parent, board member, education content 
expert, Mary Jones, etc.) of staff and volunteers who you would like to recruit to serve on 
each of the Self-Assessment teams. 

Team 1 — Title: Ê

Team  2  —  Title: 

Team  3  —  Title: 

Team  4  —  Title: 

Team  5  —  Title: 
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Training Self-Assessment Teams  

Team leaders should give careful thought to the training that they provide to team 
members so their team will be fully prepared to engage in the assessment process. The 
quality of the initial orientation and training as well as on-going support have a direct 
impact on the quality and usefulness of the results. Key elements of the training should 
include: 

■	 Discussion of the purpose of Self-Assessment and how the results are an integral 
part of the planning process 

■	 Overview of the program’s organizational structure and description of program 
services and options 

■	 Distribution of Head Start regulations and booklets relating to team assignments 
(duplicate the booklets as needed to provide everyone with a copy) 

■	 Overview of regulations and discussion of their intent 
■	 Review of the booklets and the three methods of collecting information:  review, 
observe, and interview 

■	 Distribution of written plans describing services in each of the content areas 
■	 Review of important data sources that may be relevant to your work such as the 
PRISM Report, PIR data, Community Assessment, child outcome information, 
strategic plan, short and long term program goals, ongoing monitoring reports, 
and summaries of staff development plans 

■	 Discussion of the qualities that make for a good team member (e.g. they are 
objective, honest, respectful of staff) and review of professional conduct expected 
of the team 

■	 Sharing of the skills, expertise, and qualities of each member of the team 

There are a number of different approaches to training staff and volunteers who serve on 
Self-Assessment teams. You may choose to: 

■	 Keep all participants together for the entire training 
■	 Provide an orientation to the full group followed by individual team training 
■	 Conduct all training in individual teams 

Use the following Self-Assessment Training Worksheet to assist you in designing the 
orientation and training session(s) for your Self-Assessment teams. 
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Self-Assessment Training Worksheet  

FFull  Group 
Training Content Trainer(s) 

Individual Teams 
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Focusing Your Assessment 

Many programs enroll large numbers of children and families and operate classrooms 
in more than one location. Your Self-Assessment leadership team may determine that 
including every classroom and every child’s file in the Self-Assessment process will be too 
time-consuming. Decide if the Self-Assessment team will look at the entire program or 
focus their efforts on a representative sample. 

A sample should be chosen which represents a cross-section of children, families, program 
options and services. Your sample should be large enough to establish whether quality is 
consistent throughout the program. 

For grantees with delegate agencies and child care partnerships, it is important to make 
sure that these segments of your program are fully included in the Self-Assessment 
process. Determine if your Self-Assessment teams are responsible for assessing delegate 
programs and child care partners at this time, or if the delegate or partner will engage in an 
independent assessment. 

Use the following Focusing the Assessment Worksheet to record your decisions. 
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Focusing the Assessment Worksheet  

Select centers, classrooms, program options and records that will give you a full picture of 
the effectiveness of systems and services. Determine the approach you will take to assess 
partners and delegates. Record your decisions in the space provided. 

Centers  

Classrooms  

Program  Options 

Child  and  Family  
Records 

Child Care Partners 

Delegate Agencies 
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Establishing a Timeline  

Develop a timeline for teams to begin and end the process. Programs may wish to conduct 
Self-Assessment in phases. Others may choose to focus their efforts so that the Self-
Assessment takes place over a number of weeks. Since Self-Assessment is an integral part 
of program planning, be sure to coordinate your Self-Assessment with your planning 
calendar. It is important that you adapt the process to best meet the needs of your 
particular program. Think about scheduling your own Self-Assessment at a time during the 
program year when: 

■	 The Policy Council has enough experience to be full participants in the process 
■	 Services are well underway 
■	 Time remains before the end of the program year to correct any issues that arise, 
to maximize outcomes for children and families currently participating in the 
program 

■	 The results can be used to support the development of the program’s Training 
and Technical Assistance Plan and annual grant application 

Many programs prefer to stagger their schedule so that the assessment of program services 
precedes the assessment of management systems. Teams assigned to assess Head Start 
management systems may benefit from the information gathered during the assessment of 
program services. They can use the information to draw conclusions about the relationship 
between systems and services and determine how systems are affecting services to children 
and families. Staggering the schedule also permits staff and volunteers to serve on more 
than one assessment team. 

The following Month-At-A-Glance Chart shows, as an example, how the Self-Assessment 
might look in a program that chooses to complete Stage 2 of the process within one month. 

Month-At-A-Glance 
1ssttt  Week Week

u Self-Assessment  Teams    
   receive  orientation  and  
   training 

 Week 2nd  Week 
u Team  conducts  
   Self-Assessment 

3rd  Week 
u Team  conducts  
   Self-Assessment 

u Team  Leaders  check  in  
   with  team’s  progress 

4th  Week 
u Team  summarizes  
   results 

Use the following Self-Assessment Timeline Worksheet to set target dates for steps in the 
Self-Assessment process. 

Stage 1: Preparing Your Self-Assessment — 23 Ê



       24 — Stage 1: Preparing Your Self-Assessment Ê



       

Self-Assessment Timeline Worksheet  

Activity Date 
St

ag
e 1 

Pre
pa

rin
g 

Recruit  and  convene  the  Self-Assessment  leadership  team 

Convene  the  Self-Assessment  leadership  team  to  design  the  Self-Assessment  process  

Present  process  to  Policy  Council  for  consultation  

Recruit  participants  to  serve  on  Self-Assessment  teams 

Convene  teams  for  orientation  and  training 

St
ag

e  2
 

Co
lle

cti
ng

  an
d  S

yn
the

siz
ing

g ni4 n e ehg ta gt nS ertS

Draw  on  multiple  data  sources  to  complete  service  area  booklets 

Draw  on  multiple  data  sources  to  complete  management  system  booklets  

Summarize  booklet  information  for  Individual  Team  Member  Summary 

Consolidate  information  from  individual  team  members  into  Team  Leader  Booklet  
Analysis 

St
ag

e  3
 

Int
erp

ret
ing

 

Reconvene  Self-Assessment  leadership  team  to  review  and  analyze  results  

Identify  program  strengths 

Display  information  from  the  18  Booklet  Analyses  in  a  useful  manner 

Establish  patterns  of  identifi ed  needs 

Reveal  underlying  causes  and  systemic  issues 

Classify  and  prioritize  the  identifi ed  weaknesses  and  areas  to  strengthen 

Develop  a  program  improvement  plan  by  identifying  goals,  desired  outcomes,  and  
specifi c  action  steps 

Develop  and  implement  a  Training  and  Technical  Assistance  (T/TA)  Plan  

Monitor  and  assess  progress  in  implementing  the  Program  Improvement  Plan  and  T/TA  
Plan  
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Including the Policy Council 

Once you have completed the worksheets in Stage 1, present your completed package to 
the Policy Council for review. Ask members of your Self-Assessment leadership team who 
serve on the Policy Council to assist you in making the presentation. 

Section 1304.51(i)(1) of the Head Start Performance Standards requires the consultation 
and participation of the Policy Council in the Self-Assessment process. Section 
1304.50(d)(1)(viii) provides the following guidance:  

As active participants in the ongoing process of annual Self-Assessment . . . 
the Policy Council and Policy Committee consider the extent to which: 

■	 The time schedule for Self-Assessment is reasonable 
■	 An appropriate assessment team has been formed, which includes parents and 
adequate representation from the community 

■	 The Self-Assessment team receives training on how to conduct an assessment 
■	 All team members are fully aware of the results of the last Self-Assessment, as well as 
of the Federal monitoring review 

■	 The measures used to conduct the Self-Assessment adequately evaluate the program 
■	 Findings from the Self-Assessment are reported to the Policy Council, Policy 
Committee, Parent Committees and governing bodies 

■	 Improvement Plans are appropriate and feasible in terms of resources and timeframes 
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Stage 2: Collecting and Synthesizing the Information 

Overview 

Key participants in Stage 2 include: 

Team leaders and the team members they have recruited to serve on the various Self-
Assessment teams. 

In this stage: 

Team members engage in the collection of information and data to assess if the program is 
meeting the Head Start Performance Standards. Team members use the helpful tools provided 
in each booklet to collect information. Methods for gathering information include: 

■ Reviewing documents 
■ Interviewing people 
■ Observing activities 
■ Incorporating relevant data sources 

Team members summarize their findings.  

Team leaders begin the analysis process by consolidating and synthesizing the information 
they have collected. 

Team leaders will produce a succinct and focused Booklet Analysis that identifies program 
strengths, specific weaknesses and areas to strengthen. 
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Program Self-Assessment Booklet 1 Ê

Management Systems: Program Governance 

Core Question to be answered by Self-Assessment team: 

How effective is your system of shared governance in supporting the implementation of quality 
services to children and families? 

Purpose: 

The objective is to ensure that programs have a policy group and governing body that share 
responsibility for overseeing the delivery of high quality services to children and families. 
Parents and community representatives should be empowered to actively participate in 
the shared decision-making process. (Introduction to 1304.50, p. 158, Head Start Program 
Performance Standards, hereafter referred to as “Performance Standards”.) 

This booklet will help the Self-Assessment team determine if the program meets Federal 
Performance Standards relating to Program Governance. Related Performance Standards: 
1304.50, including Appendix A; 1304.52 (k). 

As you conduct your Self-Assessment of program governance systems, pay close attention 
to the following: 

■	 Do the governing body, the Policy Council and the staff have a formal structure 
of shared decision-making which supports the delivery of high quality services to 
children and families? 

■	 Do the governing body, Policy Council, and program managers work in partnership 
to lead the Head Start program? 

■	 Do program leaders (governing body, Policy Council, and program managers) 
embrace the spirit and intent of the Head Start regulations and help to ensure that 
parents have direct participation in program planning and operations? 

■	 Do governing body members successfully carry out their fiduciary (legal and fiscal) 
responsibilities and ensure effective and appropriate expenditures of Head Start 
dollars? 

■	 Is the Policy Council actively involved in informed decision making? 

Helpful tools to support data collection in this area follow. 
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 report, 

Observe: 
The Self-Assessment team member(s) should sit in and observe a meeting of the Policy 
Council and the governing body. During your observations, look for evidence that 
members are engaged in informed decision-making and have the opportunity to review 
and discuss information prior to making a decision to approve or disapprove. 

Review: 
Ask the Head Start director and/or responsible manager to provide you with access to the 
following documents: 

■	 Organizational chart 
■	 Grant application 
■	 Written policies or procedures that describe the Head Start program’s system for 

program governance and shared decision-making 
■	 Governing body and Policy Council by-laws 
■	 Evidence of ongoing training for the governing body and Policy Council 
■	 Agendas, minutes, handouts and materials from the governing body, Policy Council, 

Policy Committee and Parent Committee meetings 
■	 Ongoing monitoring reports 
■	 Important data sources relevant to this area such as the PRISMPRISM report, PRISM report, PIR data, 
Community Assessment, strategic plan or short and long term program goals 
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Use the checklist below to assist you in your document review: 

Does the organizational chart accurately reflect all decision-making bodies? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Is there any documentation of ongoing training of governing body and Policy Council 
members (e.g. memos, invitations, sign-up sheets, training materials)? Does the training 
plan include orientation to the Performance Standards and support in carrying out roles and 
responsibilities in relation to the Head Start program? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Do governing body members receive training specific to their oversight responsibilities in 
financial and legal matters? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Do minutes and records from governing body and Policy Council meetings provide an 
accurate account of decisions and establish accountability? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Do the minutes reflect that the governing body and policy groups have the opportunity to 
review and discuss issues prior to approval? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Do agendas, minutes and records show evidence that the governing body and Policy 
Council review ongoing monitoring reports, including child outcome data and assessment 
information, to help determine the direction of program improvement efforts? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Is there documentation that shows that parent members of the Policy Council or Policy 
Committee are elected once a year? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Are all parents encouraged and given an opportunity to participate and serve as Policy 
Council members? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Are any parent members of the Policy Council or Policy Committee serving for more than 
three years? (Check old meeting minutes, membership lists, ask Policy Council members 
and staff.) 
❏ Yes ❏ No Comment: _________________________________________________________ 
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Is there a handbook or letter that explains Head Start parents’ rights and responsibilities? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Are there written procedures approved by the governing body and Policy Council to help 
resolve community complaints about the program? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Are there written procedures to resolve disputes between the governing body and Policy 
Council? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Is there documentation that shows that community representatives of the Policy Council or 
Policy Committee are elected once a year? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Are any community representatives of the Policy Council or Policy Committee serving for 
more than three years? (Check old meeting minutes, membership lists, ask Policy Council 
members and staff.) 
❏ Yes ❏ No Comment: _________________________________________________________ 

Is there evidence that the grant and budgets have been approved and signed by the Policy 
Council prior to submission to the regional office? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Stage 2: Collecting and Synthesizing the Information — Booklet 1 ■ 4 



          

_________________________________________________________________________________ 

_________________________________________________________________________________ 

                  
_________________________________________________________________________________ 

_________________________________________________________________________________ 

 
 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Interview: 
A Self-Assessment team member should speak with at least two members of the governing 
body and Policy Council. 

Questions for the governing body: 
How would you describe the role you play in leading and supporting the Head Start 
program? 

Can you describe for us some of the goals and issues facing the Head Start program at this time? 

Relevant to your stewardship responsibilities, what types of Head Start financial reports 
do you routinely review? What is your understanding of the program’s current financial 
situation? Is it on target, under budget, over budget? 

Does the governing body engage in a self-evaluation process to determine their level of 
effectiveness and ways they can improve?  

Is the governing body involved in the annual review and evaluation of the Head Start 
director? Can you describe that process? 
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_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Questions for the Policy Council: 

How does the Policy Council participate in the hiring and termination process? 

Describe the ways parents are involved at the parent committee level. How regularly 
do they meet? How are parents supported financially to carry out their activities (i.e., 
reimbursements)? Are all parents encouraged to participate? 

If your prIf your program has both Head Start and Early Head Startogram has both Head Start and Early Head Start, ar, are both re both reprepresented adequatelyesented adequately 
and proportionately on the Policy Council? 

Questions to ask members of the governing body and Policy Council: 

Many programs have exceeded Head Start Performance Standards by improving 
communication between the governing body and the Policy Council by appointing a 
liaison or providing for cross-membership within the governance structure. How does your 
program achieve two-way communication between the two groups? 

Describe the ways in which the Policy Council receives information on how the program 
is progressing so that the Policy Council can make decisions that will be of benefit to the 
program. 

What specifi c kinds of documents and reports do you receive to help inform you about the 
Head Start/Early Head Start prHead Start/Early Head Start programogram? (Listen for information about fi nancial reports and 
child outcome data.) 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Questions to ask members of the governing body and Policy Council: 

Describe the training and support you have received from Head Start to assist you in your role. 

Describe the governing body’s (or Policy Council’s) involvement in the Head Start grant 
application process.  

Describe the annual Self-Assessment process. Who is involved in evaluating the program? 
How are the results reported to the governing body and the Policy Council? How are the 
results used to make improvements in the program? 

Can you provide examples of how child outcome data has been used to plan for changes in 
the program? 

How does the program recruit volunteers in the community? 

Ask Policy Council and governing body members if the Policy Council and/or Policy 
Committee develop, review, approve/disapprove program policies and procedures. How 
do they accomplish this? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Incorporating Relevant Data Sources:
	

Additional observations, document reviews, or interview questions that this team may 
choose to add: 

Include any key insights you may have learned from reviewing important data sources 
such as the PRISM report, PIR data, Community Assessment, strategic plan or short and 
long term program goals: 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Team Member Summary Worksheet Ê

Summary of Results for Governance 

Areas where the program is working well. Provide examples of program strengths or areas 
where the program exceeds Performance Standards: 

Areas where the program needs improvement: 

Additional areas of concern: 
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Program Self-Assessment Booklet 2 Ê

Management Systems: Planning 

Core Question to be answered by the Self-Assessment team: 

How effective is the grantee’s ongoing system of program planning in supporting the 
implementation of quality services to children and families? 

Purpose: 

Planning is a multi-faceted, dynamic, and ongoing activity that involves key members 
of the Head Start community. Agencies that plan well are better equipped to meet the 
unexpected and create a vision for the future.  

This booklet will help you to assess if the program meets Federal Performance Standards 
relating to planning, which includes such activities as developing the Community 
Assessment, formulating program goals and objectives, selection of program options, and 
development of written plans for implementing services. Related Performance Standards 
include: 1304.51(a); 1305.3; 1306.30(a); 1306.30(d); 1306.31-1306.36; 1308.4. 

As you conduct your assessment of the program’s planning process, pay close attention to 
how the: 

■	 Community Assessment is used for program planning 
■	 Program consults with the governing body, policy groups, staff and other community 
organizations in the process 

■	 Program develops and revisits long-range goals and short-term program and  
financial objectives
	

■	 Conclusions drawn from the Community Assessment affect program plans 
■	 Results of the Self-Assessment impact plans for program improvement  
■	 Program’s analysis of outcomes for children affects the planning process 

Helpful tools to support data collection in this area follow. 
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Review:  

Ask the Head Start director and/or responsible manager to provide you with access to the 
following documents: 

■	 Community Assessment 
■	 Statement of long-range goals and short-term objectives 
■	 Service plans for each program area (Early Childhood Development and Health  
Services, Family and Community Partnerships, and Program Design and  
Management)
	

■	 Timelines depicting the yearly planning calendar 
■	 Results of the most recent Self-Assessment 
■	 Results of the most recent child outcome data 
■	 Ongoing monitoring reports 
■	 Results of staff, parent, and community surveys 
■	 Important data sources relevant to this area such as the PRISMPRISM report and PRISM report and PIR data 
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Use the checklist below to assist your document review: 

Has the Community Assessment been completed within the last three years? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Has this document been updated within the last year? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Does the Community Assessment include some description of the community’s strengths, 
needs, and resources? 

❏ Yes ❏ No Comment: _________________________________________________________ 

Is there a strategic plan or other document that includes the program’s long-term goals and 
short-term objectives? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Do long-range goals and short-term objectives logically follow from the Community 
Assessment? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Are they consistent with the philosophy of Head Start?  
❏ Yes ❏ No Comment: _________________________________________________________ 

Is information from ongoing monitoring and Self-Assessments feeding into planning 
activities? 
❏ Yes ❏ No Comment: _________________________________________________________ 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Interview:  

The Self-Assessment team members should gather information about planning by 
interviewing: 

■ Head Start director and program planner 
■ Members of the governing body and Policy Council 

Questions to ask: 

What process is used to develop the Community Assessment, and how do you utilize the 
results? (i.e., Is the Community Assessment used for making plans, determining program 
options, and deciding how and where services will be delivered?) 

What were some of the key findings from last year’s Self-Assessment?  

How did these findings impact your program improvement plans? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

             
              

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

What progress has been made in achieving goals from last year’s Self-Assessment?
	

Can you describe how your analysis of child outcome data has impacted program 
improvement planning? 

How would you describe your program planning process? Who is involved? What data 
sources and information do you use to determine what your goals and objectives should be? 

How are the governing body, policy groups, staff, and other community organizations 
consulted while plans are being made? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

               
               

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

What process do you use to develop written plans?  How are the plans utilized once they 
are written? (i.e., Do plans “sit on the shelf” or are they dynamic documents that are 
constantly referred to, reviewed, revised and updated as needed?) 

What progress has your program made in achieving the goals and objectives contained in your 
strategic plan? What challenges have you faced? Have you revised any of your initial goals? 

Answer if applicable to your program:  If your Community Assessment indicates needs 
such as full day/full year or Early Head Start for children from birth to three, how does this 
influence the planning process? 

In planning for parent involvement, does your program collect information about fathers in 
addition to mothers? (i.e., Do your intake forms prompt staff to include this information?) 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

To support transitions for young children and families, how does your Community 
Assessment collect information about continuity of services from pregnancy through age 
five? 

In conducting your Community Assessment, how do you gather information on youth 
services to benefit siblings of Head Start children? Does your Community Assessment 
process include identifying marriage strengthening or marriage preparation services for 
couples who choose to participate? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Incorporating Relevant Data Sources:
	

Additional observations, document reviews, or interview questions that this team may 
choose to add: 

Include any key insights you may have learned from reviewing important data sources 
such as the PRISM report, PIR data, Community Assessment, strategic plan or short and 
long term program goals: 

Stage 2: Collecting and Synthesizing the Information — Booklet 2 ■ 8 



          

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Team Member Summary Worksheet Ê

Summary of Results for Planning 

Areas where the program is working well. Provide examples of program strengths or areas 
where the program exceeds Performance Standards: 

Areas where the program needs improvement: 

Additional areas of concern: 
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Program Self-Assessment Booklet 3 Ê

Management Systems: Communication 

Core Question to be answered by the Self-Assessment team: 

How effective is the grantee’s communication system in supporting the implementation of quality 
services to children and families? 

Purpose: 

Communication ensures the exchange of information that allows individuals to become 
fully involved in program activities and to make group decisions that promote a quality 
program (Rationale for 1304.51(b), p.181). 

This booklet will help you to assess if the program is meeting Federal Performance Standards 
relating to communications involving governing bodies, parents, policy groups, staff, 
partners in the community, and the community in general.  Related Performance Standards 
include: 1304.22(a)(4); 1304.20(c)(1); 1304.22(b)(3); 1304.41(a)(1); 1304.51(b)-1304.51(f); 
1308.4(l). 

As you conduct your assessment of this program’s communication system, pay close 
attention to how information is shared: 

■	 Among staff, governing bodies, and policy groups 
■	 Between staff and parents 
■	 With community partners and child care partners 
■	 With delegate agency governing bodies, Policy Committees, and staff (where  
appropriate)
	

■	 With the public and news media 

Helpful tools to support data collection in this area follow. 
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Review: 
Ask the Head Start director and/or responsible manager to provide you with access to the 
following documents: 

■	 Policies and procedures pertaining to communication systems 
■	 Written communication among staff 
■	 Meeting minutes 
■	 Sample communications with families 
■	 Policies and procedures pertaining to communication 
■	 Communications with the governing body and policy groups 
■	 Ongoing monitoring reports 
■	 Sample communications with community partners 
■	 Important data sources relevant to this area such as the PRISM report, PIR data, 
Community Assessment, strategic plan or short and long term program goals 
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Use the checklist below to assist your document review: 

Does the program have written policies and procedures pertaining to communication 
systems? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Are communications with families provided in their primary language? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Is an orientation packet provided to new members of governing bodies and policy groups 
which explains their role and participation in shared decision-making? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Does the program have a way to communicate with staff such as memos, bulletins or 
electronic means such as e-mail or bulletin boards? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Does the program have a regular schedule of meetings: 

For staff?  ❏ Yes ❏ No 

For parents? ❏ Yes ❏ No 

For policy groups?  ❏ Yes ❏ No 

Do governing body members and policy groups receive pertinent information in a timely 
manner in order to make informed decisions? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Stage 2: Collecting and Synthesizing the Information — Booklet 3 ■ 3 



          

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Interview:
	

The Self-Assessment team member(s) may want to interview members of the Head Start 
management team, staff, members of the governing body or Policy Council, and Head Start 
families. 

Questions to ask staff: 

How do you find out what’s happening in the program? 

What opportunities do you have on a regular basis to communicate with other staff, 
including supervisors? 

How do you foster effective two-way communication with families? 

Are you able to communicate with families in their primary or preferred language? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

How does the program obtain information from each family in order to plan services for 
their child? 

Does the program communicate with both parents when they live in separate households? 

Questions for policy group and governing body members: 

How are you oriented to your roles and responsibilities as a policy group or governing 
body member? 

Is required information such as reports, federal policies, guidelines, program plans, policies 
and procedures and grant applications, shared with you? Is information received in a 
timely manner? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Questions for Managers: 

Is there a system in place for staff to communicate regularly about services to children and 
families so that services become integrated and coordinated?  Describe the system. 

In what ways does the program seek information from families to plan opportunities 
within the program that meet their needs and desires? 

How is good communication ensured between the program and its community partners? 

Describe the system for orienting new employees. 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

What is the process for parent orientation to your program and services?
	

Questions for Families: 

How do you find out about what’s happening in the program? 

Did you participate in an orientation to the program?  Describe that experience. 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Incorporating Relevant Data Sources:
	

Additional observations, document reviews, or interview questions that this team may 
choose to add: 

Include any key insights you may have learned from reviewing important data sources 
such as the PRISM report, PIR data, Community Assessment, strategic plan or short and 
long term program goals: 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Team Member Summary Worksheet Ê

Summary of Results for Communication 

Areas where the program is working well.  Provide examples of program strengths or areas 
where the program exceeds Performance Standards: 

Areas where the program needs improvement: 

Additional areas of concern: 
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Program Self-Assessment Booklet 4 

Management Systems: Record-Keeping and Reporting 
Core Question to be answered by the Self-Assessment team: 

How efficient and effective are the record-keeping and reporting systems in providing accurate, 
confidential, and timely information regarding children, families, and staff and in supporting quality 
services? 

Purpose: 

Effective record-keeping and reporting systems provide the information needed to 
individualize programs for children and families, to monitor the quality of program 
services, to assist in program planning and management, and to ensure the delivery of 
quality services (Rationale for 1304.51(g), p. 184). 

This booklet will help you to assess if the program meets Federal Performance Standards 
relating to maintaining publicly accessible records, records on refusals of health services, 
records relating to the dispensing of medication, etc.  Performance Standards: 1301.30; 
1304.20(e)(5); 1304.22(c)(3)-1304.22(c)(5); 1304.51(g)-1304.51(h); 1304.52(k)(3)(i); 1308.4(l); 
1308.6(e)(4). 

Note: At least one staff person should sit on this review team so they can access and 
review child/family fi les. Other team members may not have access to these fi les based 
on the program’s confi dentiality policy. 

As you conduct your assessment of the program’s record-keeping and reporting systems, 
pay close attention to: 

■	 The way that child/family files are maintained and the contents of each file 
■	 The reports that are used by program managers to maintain program accountability 
and keep them advised of the program’s progress in delivering services to children 
and families 

■	 The reports that are generated on child outcomes for children three to five years 
old that provide information on progress on the required domains, elements, and 
indicators when they enter the program, at a mid-point in the year, and at the end of 
the year 

The Child/Family Audit Checklist has been included in this booklet as an optional 
instrument. Team members may find it to be a helpful tool in assessing the effectiveness of 
the program’s record-keeping and reporting systems 

Other helpful tools to support data collection in this area follow. 
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 report, Community 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Review: 

Ask the Head Start director and/or responsible manager to provide you with access to the 
following documents: 

■	 Program policies and procedures pertaining to confidentiality 
■	 A sample number of child/family records to review. Team members may choose 
to use the attached Child/Family Audit Checklist, modify it to meet the individual 
needs of your program, or develop your own data collection tool to record the 
results of record reviews (In order to comply with policies pertaining to the 
confidentiality of records, these files should be reviewed by staff participating on the 
assessment team.) 

■	 A selection of reports used by supervisors and managers to determine the status of 
program operations and services (e.g., ongoing monitoring reports, weekly activity 
reports, computerized tracking reports, and child outcome reports) 

■	 The program’s most recent Program Information Report (PIR) 
■	 Important data sources relevant to this area such as the PRISMPRISM report, Community PRISM report, Community 
Assessment, strategic plan or short and long term program goals 

Parents serving on this team may choose to review their own child and family file and 
compare the format and contents with Head Start regulations pertaining to record-keeping. 

File Audit (Child/Family Files): 

After completing your audit, summarize the strengths and identify any patterns that 
emerge that point to weaknesses in the system. 

Summary comments: 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Interview and questionnaire: 

Ask your team leader to identify who within the organization is in charge of maintaining 
child/family records. Interview that individual and ask the following: 

Describe the system you use to maintain records for children and families. 

Who has access to child/family records? 

Describe the safeguards in place to keep information on families and children confidential. 

What procedures do you follow when a parent asks to see his/her child’s file? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

With the assistance of the person(s) in charge of maintaining child/family 
records, complete the following questionnaire: 

Are standardized forms used for record-keeping throughout the program? 
❏ Yes ❏ No  
Comment: _______________________________________________________________________
	

Are there documents that record when parents refuse permission for health services for 
their children? 
❏ Yes ❏ No  
Comment: _______________________________________________________________________
	

Are there physician instructions and written parent authorizations for all medications 
administered by staff ? 
❏ Yes ❏ No  
Comment: _______________________________________________________________________
	

When medication is given to the child, is the amount, time, date and person giving it 
recorded? 
❏ Yes ❏ No  
Comment: _______________________________________________________________________
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

               
 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Do files on enrolled children indicate that follow-up occurred when health needs 
were identified? Were parents contacted? If necessary, was assistance provided with 
transportation or payment for medication? 
❏ Yes ❏ No  
Comment: _______________________________________________________________________
	

Is there a method for staff to report observations of child abuse and neglect in accordance 
with local laws? 
❏ Yes ❏ No  
Comment: _______________________________________________________________________
	

Do you seek parents’ permission to transfer file information when a child leaves Head Start? 
❏ Yes ❏ No  
Comment: _______________________________________________________________________
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Reporting Systems: 

Interview: 

Interview members of the program management team and ask: 

What kinds of data are collected and what kinds of reports are generated to inform you 
about program operations?  

What procedures are in place for producing and disseminating status reports, including 
those related to child outcomes? 

How do you use these reports to manage the program? Are reports shared with other 
managers and the program director? 

To what extent is your program engaged in using automated information systems? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Do you seek parents’ permission to transfer file information when a child moves from Early 
Head Start to Head Start? 

Interview the Head Start director and ask: 

Are there record-keeping and reporting systems that help decision-makers track the 
program’s progress in achieving goals and objectives? 

When you determine that services need to change to better meet the needs of children and 
families, are these changes reflected in your written plans? What is the process you use to 
make this happen? 

How is information regarding this Head Start program made available to the public? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Specific questions for the program director about the Head Start Program Information Report  
(PIR):
	
How is the information needed for the PIR collected across the program?
	

Is the information analyzed for accuracy and correctness in any way? For example, is 
the information compared to the same data contained in other management information 
reports for the same time period to see if it is in agreement? 

Is the information in the PIR used by managers and staff to identify possible performance 
problems and make improvements?  Give examples. Is the information integrated with the 
program’s annual planning process?  
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Incorporating Relevant Data Sources:
	

Additional observations, document reviews, or interview questions that this team may 
choose to add: 

Include any key insights you may have learned from reviewing important data sources 
such as the PRISM report, PIR data, Community Assessment, strategic plan or short and 
long term program goals: 
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CHILD/FAMILY FILE AUDIT 

Instructions: 

For each file you review, place the child’s name and identifying information in the space 
provided across the top of the instrument. Review each file and mark (X) if you find 
verification of the Head Start requirement within the file.  Mark (0) if no evidence is found. 

Before starting, ask a staff member to show you how the files are organized and where each 
piece of information is typically located. 

While conducting your audit, note patterns that emerge which point to a potential 
weakness in the program’s overall record-keeping system, such as lack of documentation, 
incorrect documentation by new staff, etc. Include the information in your summary. 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Team Member Summary Worksheet Ê

Summary of Results for Record-Keeping and Reporting 

Areas where the program is working well.  Provide examples of program strengths or areas 
where the program exceeds Performance Standards: 

Areas where the program needs improvement: 

Additional areas of concern: 
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Program Self-Assessment Booklet 5 

Management Systems: Ongoing Monitoring 

Core Question to guide the Self-Assessment team: 

How effective is the grantee’s ongoing monitoring system in supporting the implementation of 
quality services to children and families? 

Purpose: 

Ongoing Monitoring helps to ensure that Federal regulations and local goals and objectives 
are being achieved, and to ensure that appropriate interventions are being taken in a timely 
manner (Rationale to 1304.51(i)(2), p. 188). 
This booklet will help the team assess if the program meets Federal Performance Standards 
relating to monitoring program operations and those of delegate agencies (if applicable).  
Related Performance Standards include: 1304.51(i)(2)-1304.51(i)(3); 1308.4(d); Part 74.51; Part 
92.40 
As you conduct your assessment of the program’s ongoing monitoring systems, look for 
evidence that managers: 

■	 Analyze Early Head Start and Head Start data and information contained in 
tracking systems and written reports 

■	 Engage in on-site observation and supervision of Early Head Start and Head 
Start staff 

■	 Have a system in place for tracking family and community partnerships 
■	 Have a system in place for tracking patterns of progress and accomplishments 
for groups of three to five year old children in the eight domains of learning in 
addition to health and disabilities services. The eight domains of learning and 
development for three to five year old children are: 
✓ Language Development 
✓ Literacy 
✓ Mathematics 
✓ Science 
✓ Creative Arts 
✓ Social & Emotional Development 
✓ Approaches Toward Learning 
✓ Physical Health and Development 

■	 Use information from reports, observations, etc. to take corrective action and 
make program changes 

Helpful tools to support data collection in this area follow. 
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 report, 

Review:
	

Ask the Head Start director and/or responsible manager to provide you with access to the 
following documents: 

■	 Program policies and procedures relating to ongoing monitoring 
■	 Sample tracking reports 
■	 Ongoing monitoring reports 
■	 Written documentation of periodic monitoring activities, including reports to any 

delegate agencies 
■	 Important data sources relevant to this area such as the PRISMPRISMPRISM report, PIR
data, Community Assessment, strategic plan or short and long term program 
goals 
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Use the checklist below to assist your document review:
	

Are there tracking/reporting systems in place and regular monitoring activities occurring 
in each of the following service areas? Identify who is receiving such reports and describe 
how they are being used. 

EHS HS 

Yes No Yes No Describe 

Chil  d Development 

Health  

Mental  Health 

Disabilities 

Nutrition 

Famil  y Partnerships 

Transition 

Communi  ty Partnerships 

Parent  Involvement 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Interview:
	

Interview program management staff and ask them to describe their system for ensuring 
that program operations are being implemented properly and according to plan. Questions 
may include: 
In what ways are staff supervised and observed on-site to assure that services are delivered 
with consistent quality? 

How are services to children with disabilities tracked and monitored? 

How do you use program tracking reports and other reports? 

How does the program check on the quality and completeness of ongoing child assessment 
data? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Can you share an example of how your analysis of child outcome information for three-to-
five year old children has resulted in program change? 

For programs with child care partnerships: 

What is your system for monitoring partnership classrooms to assure quality services are 
implemented? What have your recent monitoring efforts revealed?  

For programs with delegate agencies: 

What is your system for monitoring your delegate agencies to assure quality services are 
implemented? What have your recent monitoring efforts revealed? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Incorporating Relevant Data Sources:
	

Additional observations, document reviews, or interview questions that this team may 
choose to add: 

Include any key insights you may have learned from reviewing important data sources 
such as the PRISM report, PIR data, Community Assessment, strategic plan or short and 
long term program goals: 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Team Member Summary Worksheet Ê

Summary of Results for Ongoing Monitoring 

Areas where the program is working well.  Provide examples of program strengths or areas 
where the program exceeds Performance Standards: 

Areas where the program needs improvement: 

Additional areas of concern: 
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Program Self-Assessment Booklet 6 

Management Systems: Human Resources 

Core Question to be answered by the Self-Assessment team: 

How effective is the grantee’s human resources management system in supporting the 
implementation of quality services to children and families? 

Purpose: 

The objective is to ensure that programs recruit and select dynamic, qualified staff 
who possess the knowledge, skills and experience needed to provide high quality, 
comprehensive and culturally sensitive services to children and families in the program.  
Staff should be regarded as one of the program’s greatest assets. 

This booklet will help you to assess if the program meets Federal Performance Standards 
relating to personnel, staff qualifications, hiring, performance appraisals, etc.   Performance 
Standards: 1301.31, including Appendix A; 1304.24(a)(2)-1304.24(a)(3); 1304.52; 1306.20-
1306.23; 1308.4(e); 1308.4(k); 1310.16-1310.17. 

As you conduct your assessment of human resources management, pay close attention to: 

■ How staff are organized to support the program 
■ How staff are oriented to their positions and supervised 
■ The program’s system to support training and professional development, especially 
in the area of teacher qualifications 

Helpful tools to support data collection in this area follow. 
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 report, 

Review:
	

Ask the Head Start director and/or responsible manager to provide you with access to the 
following documents: 

■	 Organizational chart of staff or list of staff and their functions 
■	 Program personnel policies 
■	 Professional development/training plans for staff (individual and agency-wide) 
■	 Child abuse reporting policy 
■	 Sample of staff files from all areas of the organization plus sample performance 
appraisals (to maintain confidentiality, personnel files should be reviewed by a 
manager or staff member who has access to these files) 

■	 Ongoing monitoring reports 
■	 Important data sources relevant to this area such as the PRISMPRISM report, PRISM report, PIR data, 
Community Assessment, strategic plan or short and long term program goals 
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Use the checklist below to assist your document review: 

Are there job descriptions of each staff position, including qualifications and roles and 
responsibilities? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Are there formal procedures for the recruitment, selection and termination of staff? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Are references verified and background checks conducted in accordance with state law and 
administrative requirements before hiring job applicants? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Does the program have in place standards of conduct by which all employees must abide? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Is there evidence that regular volunteers are asked and required to have tuberculosis 
testing? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Are there procedures for conducting staff performance appraisals? Is there evidence that 
procedures are being followed? Are appraisals conducted at least once each year? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Is there an assurance that the program is an equal opportunity employer and does not 
discriminate on the basis of gender, race, ethnicity, religion or disability? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Are there procedures for managing employee grievances and adverse actions?  
❏ Yes ❏ No Comment: _________________________________________________________ 
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Checklist for reviewing personnel files: 

Content Area Expert Qualifications: 

Is there evidence that lead teachers have proper qualifications? 

Classroom (lead) teacher qualifications:  
50% of teachers have Associate, Baccalaureate, or advanced degree in early childhood  
education or Associate, Baccalaureate, or advanced degree in a field related to early  
childhood education, with experience in teaching preschool children.
	
❏ Yes ❏ No Comment: _____________________________________________________ 

Or 

Child Development Associate (CDA) state certificate for preschool teachers or degree 
in a field related to early childhood education, with experience in teaching preschool 
children and a state certificate to teach preschool. 
❏ Yes ❏ No Comment: _____________________________________________________ 

Or 

If the teacher does not have the above qualification, enrollment in a 2 or 4-year degree or 
CDA program that will grant degree or credential to the individual within 180 days of 
employment. 
❏ Yes ❏ No Comment: _____________________________________________________ 

Note: For programs that use consultants to provide content area expertise, consultants must also 
meet qualifications outlined in Performance Standards.  

Are health services supported by a content area expert with experience and training 
in public health, nursing, health education, maternal and child health, or health 
administration? 
❏ Yes ❏ No Comment: ___________________________________________________________ 

Are nutrition services supported by a content area expert who is a registered or licensed 
dietitian or nutritionist? 
❏ Yes ❏ No Comment: ___________________________________________________________ 

Are mental health services supported by a content area expert who is a licensed or certifi ed 
mental health professional with experience and expertise in serving young children and 
their families? 
❏ Yes ❏ No Comment: ___________________________________________________________ 
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Are family and community partnership services supported by a content area expert who 
has training or experience in fields related to social, human or family services? 
❏ Yes ❏ No Comment: ___________________________________________________________ 

Are parent involvement services supported by a content area expert who has training, 
experience and skills in assisting the parents of young children in advocating and decision-
making for their families? 
❏ Yes ❏ No Comment: ___________________________________________________________ 

Are disability services supported by a content area expert who has training or experience in 
securing and individualizing needed services for children with disabilities? 
❏ Yes ❏ No Comment: ___________________________________________________________ 

Do home visitor staff have knowledge and experience in child development and early 
childhood education, the principles of child health, safety, and nutrition, adult learning 
principles and family dynamics? Are they skilled in communicating with and motivating 
people? Do they have knowledge of community resources and the skills to link families 
with appropriate agencies and services? 
❏ Yes ❏ No Comment: ___________________________________________________________ 

Do transportation services staff have the proper qualifications (including licenses)?  
❏ Yes ❏ No Comment: ___________________________________________________________

 Do transportation services staff receive ongoing training to increase knowledge and skills? 
❏ Yes ❏ No Comment: ___________________________________________________________ 

Do Early Head Start staff have training and experience necessary to develop supportive 
relationships with very young children and their families? 
❏ Yes ❏ No Comment: ___________________________________________________________ 

Are professional development plans created and implemented? 
❏ Yes ❏ No Comment: ___________________________________________________________ 

Is there evidence that employees are in good health and have been screened for tuberculosis? 
❏ Yes ❏ No Comment: ___________________________________________________________ 

Does the program’s child abuse policy comply with state law? 
❏ Yes ❏ No Comment: ___________________________________________________________ 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Interview: 

Interview the Head Start director, managers and staff from all segments of your 
organization (e.g., food service, transportation, etc.). 

Guiding questions: 

Tell me about how you learn what is expected of you in your position and the kinds of 
support you get to help you do a better job. 

How did you learn about the Head Start philosophy and Performance Standards? 

Describe your agency’s plan and ongoing efforts to support continuing education for 
teachers in need of early childhood degrees. 

Stage 2: Collecting and Synthesizing the Information — Booklet 6 ■ 6 



          

 

 

 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Who has the responsibility for the following tasks associated with child outcomes and how 
were these staff persons trained? 

■ Summarizing child assessment information 
■ Analyzing and interpreting results 
■ Planning 
■ Data collection and tracking 

Describe the performance appraisal process. How often does it occur? 

Are you provided opportunities for professional development? Do any of these 
opportunities afford course credit or lead to higher degrees? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Are you aware of the program’s policies regarding the reporting of child abuse and 
neglect? Can you briefly describe the process? 

For programs with child care partnerships: 

What is your system for monitoring partnership classrooms to assure quality services are 
implemented? What have your recent monitoring efforts revealed?  

For programs with delegate agencies: 

What is your system for monitoring your delegate agencies to assure quality services are 
implemented? What have your recent monitoring efforts revealed? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Incorporating Relevant Data Sources:
	

Additional observations, document reviews, or interview questions that this team may 
choose to add: 

Include any key insights you may have learned from reviewing important data sources 
such as the PRISM report, PIR data, Community Assessment, strategic plan or short and 
long term program goals: 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Team Member Summary Worksheet Ê

Summary of Results for Human Resources 

Areas where the program is working well.  Provide examples of program strengths or areas 
where the program exceeds Performance Standards: 

Areas where the program needs improvement: 

Additional areas of concern: 
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Program Self-Assessment Booklet 7 

Management Systems: Fiscal Management 

Core Question to be answered by the Self-Assessment team: 

How effective is the fiscal management system in supporting the implementation of quality services 
to children and families? 

Purpose: 

Fiscal Management means having a system of administering resources including funds, 
property and equipment. A fiscal management system is necessary to ensure that limited 
resources, allocated carefully and accountably, support the program’s delivery of quality 
services. 
This booklet will help you to assess if the program meets Federal Performance Standards 
relating to fiscal management, budgeting, and expenditures. Related Performance 
Standards include: 1301.10-1301.13, Subpart B; 1301.20-1301.21, Subpart C; 1301.32-
1301.33; 1304.20(c)(5); 1304.23(b)(1)(i); 1304.50(f); 1304.50(g)(2); 1304.51(h)(1)-1304.51(h)(2); 
1304.52(d)(8); 1305.9; 1308.4(m)-1308.4(o); 1310.23(b); Part 74, Subpart C; Part 92, Subpart C; 
OMB Circular A-21; OMB Circular A-87; OMB Circular A-110; OMB Circular A-122; OMB 
Circular A-133. 
As you conduct your assessment of the program’s fiscal management systems, pay close 
attention to: 

■ How Federal regulations regarding fiscal management are met 
■ How the budget is developed and approved 
■ How expenditures are monitored 
■ What fiscal reports are produced and how they are used 
■ How the grantee maintains accountability 
■ How investment choices are made 

Given the increased emphasis on fiscal management and oversight, the official PRISM 
Fiscal Checklist has been included in this booklet. It will provide you with a useful tool to 
ensure that the program is meeting its fiscal oversight and management responsibilities. 

Helpful tools to support data collection in this area follow. 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Interview:
	

The Self-Assessment team member should interview the program’s fiscal officer and Head 
Start director. Use the questions below to assist you with the interview: 

Describe the fiscal system and how the management team and the fiscal officers work 
together to support the delivery of Head Start services. How do they interact during the 
year to support the Head Start program? 

How is the budget developed and approved? Describe the involvement of the governing 
body and Policy Council. Are there written procedures describing this process? Is there a 
timeline? 

How are expenditures monitored? What reports are produced and how are they used? 
(Find out who receives regular financial reports, how often, and how the budget is 
compared to actual expenditures.) 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

  

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

  
 

Has the program conducted a cost analysis of providing transportation services? If so, does 
your cost analysis reflect the true cost of providing transportation services? Do the results 
suggest any changes to these services? 

Review: 

Review salary information for the grantee’s executive and staff positions. Are salaries in 
general and teacher salaries in particular, sufficient to recruit and retain qualified staff? Is 
the level of compensation consistent with the mission and goals of an anti-poverty agency 
and reasonable by community standards? 

Use your interview with the director and chief financial officer to obtain copies of 
documents and other information to complete the attached fiscal checklist. 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Incorporating Relevant Data Sources:
	

Additional observations, document reviews, or interview questions that this team may 
choose to add: 

Include any key insights you may have learned from reviewing important data sources 
such as the PRISM report, PIR data, Community Assessment, strategic plan or short and 
long term program goals: 
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Fiscal Checklist 

Instructions for completing the Fiscal Checklist: 

This checklist is designed to assist you in monitoring the fiscal health of the grantee and 
any delegate agencies (as applicable). The checklist is divided into three sections (with all 
questions receiving either a “Yes” or “No” answer). The answers to the questions in the 
first two sections will help you, in the third section, assess fiscal health in each of two major 
areas: 

1. Internal Controls [45 CFR Parts 74.21(b)(3), 92.20(b)(3)]; and 

2. Governance [45 CFR Part 1304.50(g)(2)]. 

These two major areas receive substantial emphasis because, together, effective internal 
controls and governance help grantees ensure successful and efficient operations of their 
own programs (and those of their delegates), reliable financial reporting, and compliance 
with applicable laws and regulations. 

The first section of this checklist (Section I) includes 24 questions that serve as indicators 
(i.e., “flags”) designed to help identify underlying fiscal problems. Circle “Y” (yes) or “N” 
(no) when answering each question. Responses with flags immediately below them might 
indicate an underlying fiscal problem. (For several of the questions, one or more follow-up 
questions appear that are related to the main question. Answer these questions as directed.) 
After completing the first section, refer back to the questions with “flag” responses to gain 
a preliminary sense of the fiscal health of the grantee (and/or its delegates) and to identify 
areas that may need additional attention. 

The second section of this checklist (Section II) includes 28 questions that directly assess 
compliance with specific program requirements (i.e., each question contains citations to the 
regulation(s) and/or Office of Management and Budget (OMB) Circulars that are applicable 
to the respective question). Circle “Y” (yes) or “N” (no) when answering each question. (For 
several of the questions, one or more follow-up questions appear that are related to the main 
question. Answer these questions as directed.) If a flag appears under the response that you 
circled, and if the weight of the answers to the main and follow-up questions (if applicable) 
suggest the grantee/delegate is not in compliance with the specified requirement(s), place a 
check in the box under the “Potential Area of Noncompliance” heading. 

Toward the end of the fiscal review (i.e., after you have completed Sections I and II of the 
checklist, gathered all relevant information from document reviews and interviews, and 
followed up on all outstanding issues), turn your attention to the two major areas identified 
above (i.e., internal controls and governance). These items also appear in question form in 
Section III (page 20). For each of these items on page 20, place a check in the box under the 
heading “Potential Area of Noncompliance” if the weight of the evidence you have collected 
(including the answers to the questions in Sections I and II of the checklist) suggests that the 
grantee/delegate is not in compliance with the specified requirement. 
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Under the “Documents Reviewed” column, list the evidence, in the form of documents, 
you gathered and reviewed to support your conclusion. Under the “People Interviewed” 
column, list the individuals you interviewed when answering the checklist questions, and 
in the “Additional Comments” column, write any additional remarks that pertain to the 
question. 

In answering the questions on this checklist, some of the documents you might find useful 
to review include: 

■	 current and prior financial statements from the audit report, 
■	 most recent financial reports as delivered to the governing bodies, 
■	 Policies and Procedures manual(s) covering fiscal operations (e.g., written accounting 
procedures and procurement procedures), 

■	 detailed general ledger or accounts payable (AP) disbursements journal, 
■	 monthly trial balances, 
■	 bank reconciliations, 
■	 administrative costs documentation, 
■	 program budget planning documents (e.g., forms, memorandums, work papers, 
GABI, and grant proposals), 

■	 chart of accounts, 
■	 property inventory and files for recent major purchases, 
■	 audit reports and the management letter that accompanies the audit report (including 
the most recent), 

■	 current and prior year Financial Assistance Award (FAA), 
■	 notice of grant award, 
■	 indirect cost agreement and/or cost allocation plan, 
■	 lease agreements, 
■	 codes of conduct from personnel policies, 
■	 organizational chart or list of staff and function of each staff person, including any 
vacancies, 

■	 payroll journal and/or payroll service summary, 
■	 most recent SF-269, with supporting documentation 
■	 PMS-272 with supporting documentation from the past four quarters, 
■	 insurance policies (e.g., liability, vehicles, child accident), 
■	 interagency agreements, 
■	 Non-Federal share documentation, 
■	 Department of Agriculture (USDA) accounting records and source documents (e.g. 
meal counts, etc.), 

■	 Vendor contracts, 
■	 grantee charter document, 
■	 delegate agencies and other partnership contracts as required. 

*Please note that questions 12, 27, 40, and 50 apply to grantees only, and question 45 is only applicable to private non-profits. 

Stage 2: Collecting and Synthesizing the Information — Booklet 7 ■ 6 



          

 
Fis

ca
l C

he
ck

lis
t Ê

Do
cu

me
nt

s 
Re

vie
we

d 
Pe

op
le  

In
ter

vie
we

d 
Ad

dit
ion

al  
Co

mm
en

ts 
Ê

1 
Y 

N
Is  

the
  ra

it o
  of

  cu
rre

nt  
as

se
ts  

to  
cu

rre
nt  

lia
ib l
itie

s  
les

s  t
ha

n  1
  i( 

.e.
,  a

re  
the

re  
ins

uf
 fi c

ien
t  f

un
ds

  to
  

pa
y  d

eb
ts  

du
e  w

it
ih n

  a  
ye

ar)
?  

 
[If

  ye
s,  

ple
as

e  a
ns

we
r  t

he
  qu

es
it o

n  b
le o

w.
   

If  
no

,  g
o  t

o  q
ue

sit 
on

  2
.] 

Y  
   

 N
    

  H
as

  th
e  r

ait 
o  d

ec
rea

se
d  o

ve
r  t

he
  pa

st  
thr

ee
  ye

ars
? 

2 
Y 

N 
H a

 s  t
 h e

  g r
 a n

 t e e
  b o

 r r o
 w e

 d  m
on

ey
  w

it
ih n

  th
e  l

as
t  

1 2
  m

 o n
 t h s

 ? 

3
Y 

N
Ha

s  t
he

  am
ou

nt  
of  

ca
sh

  re
po

rte
d  o

n  t
he

  b
la a

nc
e  

sh
ee

t  (
pe

r  a
u

id t
  re

po
rt)

  de
cre

as
ed

  ov
er  

the
  pa

st  
thr

ee
  ye

ars
?  

 

4 
Y 

N
Ha

ve
  ve

nd
or  

pa
ym

en
ts  

be
en

  la
te?

   

5 
Y 

N
Do

es
  th

e  m
os

t  r
ec

en
t  a

u
id t
  co

nt
ia n

  a  
dis

lc o
su

re  
(fo

otn
ote

)  r
eg

ar
id n

g  c
as

h  
 fl o

w  
sta

tus
? 

Se
cti

on
  I 

Ê

	Ê 	Ê 	Ê

■Stage 2: Co llect ing and Synthes izing the Informat ion — Book let 7 7 



          

 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

  
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Do
cu

me
nt

s
Pe

op
le 

Ad
dit

ion
al 

Re
vie

we
d 

In
ter

vie
we

d 
Co

mm
en

ts 
Ê

6 
Y 

N 
D o

 e s
 t h

 e m
 o s

 t r
 e c

 e n
 t a

 u d
 i t 

s h
 o w

 a n
 y p

 r o g
 r a m

 s 
w i

 t h 
n e

 g a
 t i v

 e o
 p e

 r a t
 i n g

 b a
 l a n

 c e
 s ?

 

7 8 
Y 

N

Y 
N

Are
 th

ere
 la

rge
 un

fun
de

d l
iab

 ilit
ies

 (e
.g.

, a
nn

ua
 l 

an
d s

ick
 le

av
e a

ccr
ua

 ls,
 ta

xe
s p

ay
ab

 le,
 4

01
(k

) 
pa

ym
en

ts 
ou

tst
an

d in
g; 

lar
ge

 m
ort

ga
ge

 or
 la

rge
 

lin
e -o

f -c
red

 it 
pa

ym
en

ts)
 or

 re
ce

nt 
sig

n fii 
ca

nt 
co

st 
inc

rea
se

s?
 

Ha
ve

 th
e g

ran
tee

 an
d/

or 
de

 leg
ate

s p
rov

 ide
d 

ad
eq

ua
te 

do
cu

me
nta

t io
n t

o d
em

on
str

ate
 ti

me
 ly 

pa
ym

en
t o

f e
mp

 loy
ee

 be
ne

fi ts
 (i

.e.
, F

ed
era

 l a
nd

 
sta

te 
tax

es
, h

ea
 lth

 an
d r

et i
rem

en
t c

on
tr ib

ut i
on

s)?
 

9 10
 

Y 
N

Y 
N

Are
 th

e g
ran

tee
 an

d/
or 

de
 leg

ate
 na

me
d i

n 
pe

nd
 ing

 or
 re

ce
nt 

liti
ga

t io
n?

 A
re 

the
re 

pe
nd

 ing
 

or 
cu

rre
nt 

dis
a ll

ow
an

ce
s f

rom
 an

y f
un

d in
g s

ou
rce

 
su

ch
 as

 U
SD

A, 
CS

BG
, o

r c
h il

d c
are

? 
[O

bta
 in 

th i
s 

inf
orm

at i
on

 th
rou

gh
 in

ter
v ie

ws
 w

ith
 st

aff
.] 

Is 
the

re 
an

y i
nd

 ica
t io

n t
he

 ag
en

cy
 m

ay
 lo

se
 on

e o
r 

mo
re 

ma
 jor

 pr
og

ram
s a

nd
/o

r f
un

d in
g s

ou
rce

s?
 

■Stage 2: Co llect ing and Synthes izing the Informat ion — Book let 7 8 

	Ê 	Ê



 
Do

cu
me

nt
s

Pe
op

le 
Ad

dit
ion

al 
Re

vie
we

d 
In

ter
vie

we
d 

Co
mm

en
ts

N 

12
 

Y 
N 

13
 

Y 
N 

14
 

Y 
N 

16
 

Y 
N 

11
 

Y 
Do

es
  th

e  F
ed

era
 l  t

ax
  in

for
ma

it o
n  r

ep
ort

ed
  ag

ree
  

wi
th  

oth
er  

 fi n
an

ic a
l  re

po
rts

?  
(S

pe
c i fi

 c
la l
y,  

is  
th

 e 
tax

  in
for

ma
it o

n  o
n  t

he
  IR

S  
99

0  
in  

ag
ree

me
nt  

wi
th  

the
  au

id t
  re

po
rt?

) 
[ T

 H I
 S  

Q U
 E S

 T I O
 N  

A P
 P L

 I E S
  T O

  T H
 E  G

 R A
 N T

 E E
 

O N
 L Y

 ]  D
 o e

 s  t
 h e

   fi n
 a l  

S 
-F 2

 6 9
  r e

 c o
 n c

 i l e
  w

 i t h
  t h

  e 
a p

 p r o
 p r i

 a t e
  q u

 a r t
 e r l

 y  P
 M 

-S 2
 7 2

  f o
 r  t

 h e
  s a

 m 
 e 

pe
ir o

d
 ? 

Do
  ba

nk
  st

ate
me

nts
  re

 fl e
ct  

an
y  n

eg
ait 

ve
  ca

s
 h 

b
la a

nc
es

,  o
ve

rdr
aft

,  o
r  

 fi n
an

ce
  ch

arg
es

? 

Ha
s  t

he
re  

be
en

  a  
rec

en
t  r

ed
uc

it o
n  o

f  p
rog

ra
 m 

sta
ff  

or  
se

riv 
ce

s,  
a  s

ih f
t  t

ow
ard

s  o
uts

ou
ric 

ng
,  

ex
ce

sis 
ve

  tu
rno

ve
r  o

f  s
up

er
iv s

ory
  st

aff
,  o

r  h
av

e  
k e

 y  p
 e r s

 o n
 n e

 l  q
 u i t

  u n
 e x

 p e
 c t e

 d l y
 ? 

Do
es

  th
e  a

ge
nc

y  m
ia n

tia 
n  a

  co
m

lp e
te  

an
d  u

-p t
-o 

d a
 t e  

l i s 
t  o

 f  a
 l l  e

 m p
 l o y

 e e
 s 

 ? 

A r e
  s e

 p a
 r a t

 i o n
 / t

 e r m
 i n a

 t i o
 n  o

 f  e
 m p

 l o y
 m e

 n  t 
i n s

 t a n
 c e

 s  i
 m m

 e d
 i a t

 e l y
  r e

 p o
 r t e

 d  t
 o  t

 h e
  p a

 y r o
  l l 

de
pa

rtm
en

t
 ? 

15
 

Y 
N 

          

 Ê

■Stage 2: Co llect ing and Synthes izing the Informat ion — Book let 7 9 



Stage 2: Collecting and Synthesizing the Information — Booklet 7 ■ 10

Do
cu

me
nt

s
Re

vie
we

d
Pe

op
le

In
ter

vie
we

d
Ad

dit
ion

al 
Co

mm
en

ts

17
Y

N
Ha

ve
 po

sit
ion

s b
ee

n v
ac

an
t f

or 
a s

ign
ifi c

an
t p

eri
od

 
of 

tim
e (

i.e
., 

mo
re 

tha
n 9

0 
da

ys
)?

 

18
Y

N
Are

 or
igi

na
l ti

me
 re

co
rds

 pr
op

erl
y p

rep
are

d a
nd

 
pro

pe
rly

 ap
pro

ve
d b

y s
up

erv
iso

rs?
  

19
Y

N
Are

 pa
yro

ll r
ec

ord
s r

eg
ula

rly
 co

mp
are

d w
ith

 th
e 

rec
ord

s o
f t

he
 pe

rso
nn

el 
de

pa
rtm

en
t?

 

20
Y

N
Are

 th
ere

 w
ritt

en
 ac

co
un

tin
g p

roc
ed

ure
s?

21
Y

N
Are

 th
ere

 sp
ec

ifi c
 pr

oc
ed

ure
s f

or 
ma

int
ain

ing
 

ch
ec

ks
 an

d b
ala

nc
es

 fo
r c

as
h m

an
ag

em
en

t a
nd

 
oth

er 
fi s

ca
l fu

nc
tio

ns
? 

[To
 as

sis
t in

 an
sw

eri
ng

 th
is 

qu
es

tio
n, 

co
ns

ide
r t

he
 qu

es
tio

ns
 be

low
.] 

Y 
   

 N
   

  A
re 

ca
sh

 an
d n

eg
oti

ab
le 

se
cu

riti
es

 
un

de
r lo

ck
 an

d k
ey

, a
nd

 is
 ac

ce
ss 

to 
the

m 
str

ict
ly 

co
ntr

oll
ed

?



Stage 2: Collecting and Synthesizing the Information — Booklet 7 ■ 11

Do
cu

me
nt

s
Re

vie
we

d
Pe

op
le

In
ter

vie
we

d
Ad

dit
ion

al 
Co

mm
en

ts

Y 
   

 N
   

   
Are

 fo
rm

s s
uc

h a
s b

lan
k 

ch
ec

ks
 an

d p
urc

ha
se

 or
de

rs 
se

qu
en

tia
lly

 
pre

-nu
mb

ere
d, 

ph
ys

ica
lly

 se
cu

red
, a

nd
 

is 
ac

ce
ss 

to 
the

m 
str

ict
ly 

co
ntr

oll
ed

?
Y 

   
 N

   
  A

re 
me

ch
an

ica
l c

he
ck

 si
gn

ers
 an

d
sig

na
tur

e p
lat

es
 ph

ys
ica

lly
 pr

ote
cte

d, 
an

d i
s a

cce
ss 

to 
the

m 
str

ict
ly 

co
ntr

oll
ed

?
Y 

   
 N

   
  I

s o
ne

 in
div

idu
al 

all
ow

ed
 to

co
ntr

ol 
all

 ke
y a

sp
ec

ts 
of 

a t
ran

sa
cti

on
 

or 
ev

en
t?

Y 
   

 N
   

   
Are

 du
tie

s a
ssi

gn
ed

 
sy

ste
ma

tic
all

y t
o a

 nu
mb

er 
of 

ind
ivi

du
als

 to
 en

su
re 

tha
t e

ffe
cti

ve
 

ch
ec

ks
 an

d b
ala

nc
es

 ex
ist

?
Y 

   
 N

   
  D

oe
s t

he
 gr

an
tee

 ha
ve

int
ern

al 
co

ntr
ols

 fo
r m

ail
 pr

oc
es

sin
g, 

ca
sh

 re
ce

ipt
s, 

an
d c

as
h d

isb
urs

em
en

ts?
Y 

   
N 

   
 Ar

e a
ll g

ran
tee

 ba
nk

sta
tem

en
ts 

rec
on

cil
ed

 on
 a 

mo
nth

ly 
ba

sis
?



Stage 2: Collecting and Synthesizing the Information — Booklet 7 ■ 12

Do
cu

me
nt

s
Re

vie
we

d
Pe

op
le

In
ter

vie
we

d
Ad

dit
ion

al 
Co

mm
en

ts

Y 
   

 N
   

   
Are

 th
ere

 sa
feg

ua
rds

 in
 pl

ac
e

for
 fi n

an
cia

l d
ata

 sy
ste

ms
 in

 th
e e

ve
nt 

of 
da

ta 
fai

lur
e?

Y 
   

 N
   

   
Are

 ch
an

ge
s i

n p
ay

rol
l   

   
pro

pe
rly

 au
tho

riz
ed

? 

22
Y

N
Are

 th
ere

 co
mp

lia
nc

e fi
 nd

ing
s o

ve
r in

ter
na

l 
co

ntr
ols

 in
 th

e c
urr

en
t a

ud
it?

 
[If

 ye
s, 

ple
as

e a
ns

we
r t

he
 qu

es
tio

n b
elo

w.
 If

 no
, 

go
 to

 qu
es

tio
n 2

3.
]

Y 
   

N 
   

  H
av

e t
he

 fi n
din

gs
 be

en
 

co
rre

cte
d o

r is
 th

ere
 a 

co
rre

cti
ve

 ac
tio

n 
pla

n i
n p

lac
e?

23
Y

N
Did

 a 
rev

iew
 of

 ye
ar-

en
d p

ay
me

nts
 di

scl
os

e a
ny

 
un

us
ua

l o
r ir

reg
ula

r it
em

s (
e.g

., 
lar

ge
 pu

rch
as

es
 

of 
su

pp
lie

s o
r e

qu
ipm

en
t o

r p
ay

 ou
t o

f e
nd

-of
-ye

ar 
“b

on
us

es
”)

?
24

Y
N

Do
 th

e g
ran

tee
 an

d/
or 

de
leg

ate
 ag

en
cie

s h
av

e 
po

lic
ies

 an
d p

roc
ed

ure
s f

or 
the

 us
e o

f c
red

it c
ard

s 
(e

.g.
, r

eq
uir

e d
oc

um
en

tat
ion

 fo
r e

xp
en

dit
ure

s, 
reg

ula
rly

 m
on

ito
r e

xp
en

dit
ure

s, 
an

d i
mp

os
e o

the
r 

cle
ar 

sp
en

din
g l

im
its

)?
 



          

 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

  
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
  

 
 

 
 

 

 
 

 
  

 
  

 
 

  
 

 
 

Se
cti

on
 II

Po
ten

tia
l 

Ar
ea

 o
f

Do
cu

me
nt

s
Pe

op
le 

Ad
dit

ion
al

No
nc

om
pli

an
ce

 
Re

vie
we

d 
In

ter
vie

we
d 

Co
mm

en
ts 

( ✓
) 

25
 

Y 
N 

Ha
ve

 H
ea

d S
tar

t f
un

ds
 be

en
 dr

aw
n d

ow
n i

n 
ex

ce
ss 

of 
do

cu
me

nte
d c

as
h r

eq
u ir

em
en

ts?
 [

45
 

CF
R 

Pa
rts

 7
4.

22
(b

)(
2)

, 9
2.

21
(c)

] 

26
 

27
 

Y 
N

Y 
N

Ha
ve

 pr
 ior

 ye
ar 

sa
 lar

 ies
 or

 ot
he

r p
r io

r y
ea

r c
os

ts 
be

en
 ch

arg
ed

 to
 th

e c
urr

en
t b

ud
ge

t y
ea

r?
 [4

5 
CF

R 
Pa

rts
 7

4.
28

, 9
2.

23
(a

)]
 

[T
H I

S 
QU

ES
T IO

N 
AP

PL
 IES

 TO
 TH

E G
RA

NT
EE

ON
LY

] H
as

 th
e g

ran
tee

 su
bm

 itt
ed

 ti
me

 ly 
an

d 
ac

cu
rat

e S
F -2

69
s a

nd
 PM

S -2
72

s?
 [4

5 
CF

R
Pa

rts
 1

30
4.

51
(h

)(
2)

, 7
4.

52
(a

)(
1)

&(
2)

,
92

.4
1(

b)
&(

c)]
 

28
 

Y 
N

Ha
ve

 H
ea

d S
tar

t f
un

ds
 be

en
 us

ed
 to

 co
ve

r c
os

ts 
no

rm
a ll

y p
a id

 by
 ot

he
r f

un
d in

g s
tre

am
s (

i.e
., 

int
erf

un
d b

orr
ow

 ing
)?

 [
45

 CF
R 

Pa
rts

 7
4.

27
(a

), 
92

.2
2(

a)
(1

)&
(2

), 
92

.2
2(

b)
] 

29
 

Y 
N 

D o
 e s

 t h
 e g

 r a n
 t e e

 h a
 v e

 a 
q u

 a l i
 fi e

 d fi
 s c a

 l o
 f fi c

 e r ?
 

[ 4
 5 

C F
 R 

P a
 r t 

1 3
 0 4

 . 5
 2 (

 d )
 ( 8

 ) ]
 

 Ê

■Stage 2: Co llect ing and Synthes izing the Informat ion — Book let 7 13 

	Ê 	Ê



          

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

  
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

Po
ten

tia
l 

Ar
ea

 o
f

Do
cu

me
nt

s
Pe

op
le 

Ad
dit

ion
al

No
nc

om
pli

an
ce

 
Re

vie
we

d 
In

ter
vie

we
d 

Co
mm

en
ts 

( ✓
) 

30
 

31
 

Y 
N

Y 
N

Are
 an

y s
taf

f m
ak

 ing
 in

 ex
ce

ss 
of 

$1
00

,0
00

? 
[C

on
s id

er 
gro

ss 
pa

y f
rom

 al
l fu

nd
 ing

 so
urc

es
.] 

Are
 th

e w
ag

es
 of

 st
aff

 ( i
nc

 lud
 ing

 th
os

e i
de

nt 
fii e

d 

by
 ap

pro
pr i

ate
 w

ag
e c

om
pa

rab
 ilit

y d
ata

? 
[O

MB
 

i n 
q u

 e s
 t i o

 n 3
 0 

a b
 o v

 e )
 r e

 a s
 o n

 a b
 l e 

a n
 d s

 u p
 p o

 r t e
 d 

C i r
 c u

 l a r
 s A

 -1 2
 2 

( A
 t t a

 c h
 m e

 n t 
B ,

 I t
 e m

 8
 ( c

 ) )
 , A

 -8 7
 

( A
 t t a

 c h
 m e

 n t 
B ,

 I t
 e m

 8
 ( b

 ) )
 

32
 

Y 
N 

Did
 th

e g
ran

tee
 aw

ard
 CO

LA
/Q

ua
 lity

 fu
nd

s 
in 

co
mp

 lia
nc

e w
ith

 th
e t

erm
s o

f it
s g

ran
t 

ap
p li

ca
t io

n?
 [4

5 
CF

R 
Pa

rts
 7

4.
21

(b
)(

3)
, 

92
.2

0(
b)

(3
)]

 

33
 

Y 
N 

A r e
 t h

 e r e
 a p

 p r o
 p r i

 a t e
 i n

 t e r
 n a

 l c
 o n

 t r o
 l s 

f o r
 p a

 y r o
 l l 

c h
 e c

 k s
 d i

 s t r
 i b u

 t e d
 t o

 e m
 p l o

 y e
 e s

 ? 
[ 4

 5 
C F

 R 
P a

 r t s
7 4

 . 2
 1 (

 b )
 ( 3

 ) , 
9 2

 . 2
 0 (

 b )
 ( 3

 ) &
 ( 6

 ) ]
 

34
 

Y 
N 

If 
the

 gr
an

tee
 ha

s s
ha

red
 co

sts
, h

as
 th

e g
ran

tee
 

us
ed

 an
 al

loc
at i

on
 ba

se
 th

at 
be

st 
me

as
ure

s 
the

 re
 lat

 ive
 de

gre
e o

f b
en

efi
 t f

or 
all

 be
ne

fi ti
ng

 
fun

ct i
on

s?
 [4

5 
CF

R 
Pa

rt 
92

.2
0(

b)
(5

), 
OM

B 
Cir

cu
 lar

s A
-12

2 
(A

tta
ch

me
nt 

A, 
su

bs
ec

t io
n D

.1
b)

, 
A-8

7 
(A

tta
ch

me
nt 

A, 
su

bs
ec

t io
n C

.3
), 

an
d A

 -21
 

(S
ec

t io
n C

, s
ub

pa
rt 

4)
] 

■Stage 2: Co llect ing and Synthes izing the Informat ion — Book let 7 14 

	Ê



          

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

  
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

  
 

 
 

Po
ten

tia
l 

Ar
ea

 o
f

Do
cu

me
nt

s
Pe

op
le 

Ad
dit

ion
al

No
nc

om
pli

an
ce

 
Re

vie
we

d 
In

ter
vie

we
d 

Co
mm

en
ts 

( ✓
) 

35
 

Y 
N 

Do
es

 th
e g

ran
tee

 re
gu

 lar
 ly 

co
mp

are
 bu

dg
ete

d 
co

sts
 to

 ac
tua

 l c
os

ts?
 [4

5 
CF

R 
Pa

rts
74

.2
1(

b)
(4

), 
92

.2
0(

b)
(4

)]
 

36
 

Y 
N 

Do
 th

e P
o li

cy
 Co

un
c il 

an
d P

o li
cy

 Co
mm

 itt
ee

s 
wo

rk 
in 

pa
rtn

ers
h ip

 w
ith

 ke
y m

an
ag

em
en

t s
taf

f 
an

d t
he

 go
ve

rn i
ng

 bo
dy

 to
 de

ve
 lop

, r
ev

 iew
, 

an
d a

pp
rov

e o
r d

isa
pp

rov
e a

ll p
roc

ed
ure

s f
or 

ref
un

d in
g a

pp
 lic

at i
on

s a
nd

 am
en

dm
en

ts 
to 

ref
un

d in
g a

pp
 lic

at i
on

s f
or 

Ea
r ly

 H
ea

d S
tar

t a
nd

 
He

ad
 S

tar
t, 

inc
 lud

 ing
 ad

m i
nis

tra
t iv

e s
erv

 ice
s, 

pr i
or 

to 
the

 su
bm

 iss
 ion

 of
 su

ch
 ap

p li
ca

t io
ns

? 
[4

5 
CF

R 
Pa

rt 
13

04
.5

0(
d)

(1
)(

 i)]
 

37
 

Y 
N 

A r e
 fi n

 a n
 c i a

 l r e
 p o

 r t s
 c u

 r r e
 n t 

a n
 d a

 v a
 i l a

 b l e
 u p

 o n
 

r e q
 u e

 s t ?
 [ 4

 5 
C F

 R 
P a

 r t s
 1

 3 0
 4 .

 5 1
 ( h

 ) (
 1 )

 & (
 2 )

 ,
7 4

 . 2
 1 (

 b )
 ( 1

 ) &
 ( 2

 ) , 
7 4

 . 5
 3 (

 b )
 , 

9 2
 . 2

 0 (
 b )

 ( 1
 ) &

 ( 2
 ) ]

 

38
 

Y 
N

Ha
ve

 th
e g

ran
tee

 an
d d

e le
ga

te 
ag

en
c ie

s f
a il

ed
 

to 
su

bm
 it 

tim
e ly

 an
d a

ccu
rat

e I
RS

 9
41

, I
RS

 9
90

 
an

d o
the

r o
ffi c

ial
 re

po
rts

 as
 re

qu
 ire

d?
 [

45
 CF

R 
Pa

rt 
13

04
.5

1(
h)

(2
)]

 

■Stage 2: Co llect ing and Synthes izing the Informat ion — Book let 7 15 

	Ê



Stage 2: Collecting and Synthesizing the Information — Booklet 7 ■ 16

Po
ten

tia
l

Ar
ea

 of
 

No
nc

om
pli

an
ce

 
(✓

)

Do
cu

me
nt

s 
Re

vie
we

d
Pe

op
le 

In
ter

vie
we

d
Ad

dit
ion

al 
Co

mm
en

ts

39
Y

N
Ha

s t
he

re 
be

en
 a 

fai
lur

e t
o d

iss
em

ina
te 

tim
ely

 an
d 

ac
cu

rat
e fi

 sc
al 

inf
orm

ati
on

 to
 th

e m
an

ag
em

en
t 

sta
ff,

 go
ve

rni
ng

 bo
dy

, a
nd

 po
lic

y g
rou

ps
? 

[4
5 

CF
R 

Pa
rts

 1
30

4.
51

(d
)(

3)
, 1

30
4.

51
(h

)(
1)

]

40
Y

N
[T

HI
S 

QU
ES

TIO
N 

AP
PL

IES
 TO

 TH
E G

RA
NT

EE
 O

NL
Y]

 
Ha

s t
he

 gr
an

tee
 im

ple
me

nte
d p

roc
ed

ure
s f

or 
pro

gra
mm

ati
c a

nd
 fi s

ca
l m

on
ito

rin
g o

f it
s o

wn
 

op
era

tio
ns

 an
d e

ac
h o

f it
s d

ele
ga

tes
? 

[4
5 

CF
R 

Pa
rt 

13
04

.5
1(

i)(
2)

]

41
Y

N
Ha

ve
 th

e g
ran

tee
 an

d/
or 

de
leg

ate
 ag

en
cie

s m
ad

e 
ch

an
ge

s t
o t

he
 bu

dg
et 

tha
t r

eq
uir

ed
 pr

ior
 ap

pro
va

l 
be

for
e r

ec
eiv

ing
 su

ch
 ap

pro
va

l in
 w

riti
ng

? 
 [4

5 
CF

R 
Pa

rts
 7

4.
25

, 9
2.

30
][

Se
lec

t s
ub

se
cti

on
(s)

 
of 

45
 CF

R 
Pa

rts
 7

4.
25

 an
d/

or 
92

.3
0 

tha
t a

re 
ap

pro
pri

ate
 to

 th
e c

irc
um

sta
nc

e.]

42
Y

N
Wa

s t
he

 la
st 

req
uir

ed
 an

nu
al 

au
dit

 no
t c

om
ple

ted
 

an
d/

or 
no

t s
ub

mi
tte

d t
im

ely
 an

d/
or 

un
av

ail
ab

le?
 

[O
MB

 Ci
rcu

lar
 A-

13
3 

(S
ub

pa
rt 

B.
22

0)
, 4

5 
CF

R 
Pa

rts
 1

30
1.

12
(a

), 
74

.5
3(

b)
, 9

2.
42

] 



          

 
 

 
 

 
 

 
 

 
 

 
  

  
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

  
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

  
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

  
 

 
 

 
 

 

Po
ten

tia
l 

Ar
ea

 o
f

Do
cu

me
nt

s
Pe

op
le 

Ad
dit

ion
al

No
nc

om
pli

an
ce

 
Re

vie
we

d 
In

ter
vie

we
d 

Co
mm

en
ts 

( ✓
) 

43
 

Y 
N 

H a
 s t

 h e
 g r

 a n
 t e e

 c o
 r r e

 c t e
 d p

 r e v
 i o u

 s a
 u d

 i t 
fi n

 d i n
 g s

 ? 
[ O

 M B
 C i

 r c u
 l a r

 A -
1 3

 3 
( S

 u b
 p a

 r t 
C . 3

 1 5
 , P

 a r a
 g r a

 p h
 s 

( a
 ) &

 ( b
 ) )

 ] 

44
 

Y 
N 

Ha
s t

he
 gr

an
tee

 im
p le

me
nte

d p
roc

ed
ure

s
to 

de
ter

m i
ne

 al
low

ab
 ilit

y, 
all

oc
ab

 ilit
y, 

an
d 

rea
so

na
b le

ne
ss 

of 
co

sts
 as

 re
qu

 ire
d?

 [4
5 

CF
R 

Pa
rts

74
.2

1(
b)

(6
), 

92
.2

0(
b)

(5
)]

 

45
 

Y 
N 

[ T
 H I

 S 
Q U

 E S
 T I O

 N 
A P

 P L
 I E S

 T O
 P R

 I V A
 T E

 N
 O N

 -P R
 O F

 I T S
 

O N
 L Y

 ] D
 o e

 s t
 h e

 g r
 a n

 t e e
 f a

 i l t
 o h

 a v
 e t

 h e
 r e

 q u
 i r e

 d 
i n s

 u r a
 n c

 e c
 o v

 e r a
 g e

 ? 
[ 4

 5 
C F

 R 
P a

 r t s
 1

 3 0
 1 .

 1 1
 , 

7 4
 . 3

 1 .
 ( N

 o t 
a p

 p l i
 c a

 b l e
 f o

 r g
 r a n

 t e e
 s s

 u b
 j e c

 t t
 o 

P a
 r t 

9 2
 , w

 h o
 a r

 e g
 e n

 e r a
 l l y

 s e
 l f -i

 n s
 u r e

 d . )
 ] [

 S e
 l e c

 t 
s u

 b s
 e c

 t i o
 n (

 s ) 
o f 

4 5
 C F

 R 
P a

 r t 
1 3

 0 1
 . 1

 1 
t h a

 t a
 r e 

a p
 p r o

 p r i
 a t e

 t o
 t h

 e c
 i r c

 u m
 s t a

 n c
 e . ]

 

46
 

Y 
N

Do
es

 th
e g

ran
tee

 m
ee

t p
rop

ert
y m

an
ag

em
en

t 
sta

nd
ard

s f
or 

no
ne

xp
en

da
b le

 pe
rso

na
 l p

rop
ert

y, 
inc

 lud
 ing

 co
nd

uc
t in

g a
 ph

ys
 ica

 l in
ve

nto
ry 

at 
lea

st 
on

ce
 ev

ery
 2

 ye
ars

 an
d h

av
 ing

 al
l v

eh
 icl

e t
itle

s 
av

a il
ab

 le?
 [T

o a
ss i

st 
in 

an
sw

er i
ng

 th
 is 

qu
es

t io
n, 

fi rs
t c

on
s id

er 
the

 qu
es

t io
ns

 be
 low

.] 
[4

5 
CF

R 
Pa

rts
 

74
.3

0,
 7

4.
33

(a
)(

1)
, 7

4.
34

(f)
(1

)(
 ix)

(3
), 

92
.3

1 -
92

.3
2]

 

■Stage 2: Co llect ing and Synthes izing the Informat ion — Book let 7 17 

	Ê



Stage 2: Collecting and Synthesizing the Information — Booklet 7 ■ 18

Po
ten

tia
l

Ar
ea

 of
 

No
nc

om
pli

an
ce

 
(✓

)

Do
cu

me
nt

s 
Re

vie
we

d
Pe

op
le 

In
ter

vie
we

d
Ad

dit
ion

al 
Co

mm
en

ts

Y 
   

N 
   

  I
s e

qu
ipm

en
t v

uln
era

ble
 to

 th
eft

, s
ec

ure
ly

fas
ten

ed
 or

 pr
ote

cte
d i

n s
om

e o
the

r 
ma

nn
er?

Y 
  N

   
  A

re 
ide

nti
fi c

ati
on

 pl
ate

s a
nd

nu
mb

ers
 af

fi x
ed

 to
 of

fi c
e

fur
nit

ure
 an

d fi
 xt

ure
s,

eq
uip

me
nt,

 an
d o

the
r p

ort
ab

le 
as

se
ts?

47
Y

N
Do

es
 th

e g
ran

tee
 ha

ve
 in

ad
eq

ua
te 

su
pp

lie
s o

r 
ma

ter
ial

s o
r o

utd
ate

d e
qu

ipm
en

t?
 [4

5 
CF

R 
Pa

rt 
13

04
.5

3(
b)

(1
)]

 

48
Y

N
Are

 co
sts

 fo
r d

ev
elo

pm
en

t a
nd

 ad
mi

nis
tra

tio
n 

ne
ce

ssa
ry 

an
d o

f b
en

efi 
t t

o t
he

 pr
og

ram
, p

rop
erl

y 
all

oc
ate

d a
nd

 do
cu

me
nte

d, 
an

d n
ot 

in 
ex

ce
ss 

of 
15

% 
of 

tot
al 

co
sts

 un
les

s a
 w

aiv
er 

ha
s b

ee
n 

gra
nte

d?
 [4

5 
CF

R 
Pa

rt 
13

01
.3

2]
 [S

ele
ct 

su
bs

ec
tio

n(
s) 

of 
45

 CF
R 

Pa
rt 

13
01

.3
2 

tha
t a

re 
ap

pro
pri

ate
 to

 th
e c

irc
um

sta
nc

e.]



          

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
  

 
 

 
 

  
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

  
  

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

Po
ten

tia
l 

Ar
ea

 o
f

Do
cu

me
nt

s
Pe

op
le 

Ad
dit

ion
al

No
nc

om
pli

an
ce

 
Re

vie
we

d 
In

ter
vie

we
d 

Co
mm

en
ts 

(✓
) 

49
 

Y 
N

If 
the

 gr
an

tee
 an

d/
or 

de
leg

ate
 ag

en
cie

s c
ha

rge
 

ind
ire

ct 
co

sts
, a

re 
the

se
 co

sts
 su

pp
ort

ed
 by

 a
cu

rre
nt 

ne
go

tia
ted

 in
dir

ec
t c

os
t r

ate
? 

[O
MB

Cir
cu

lar
s A

-12
2 

(A
tta

ch
me

nt 
A, 

Pa
rag

rap
h E

.2
.c.

 &
g.)

, A
-87

 (A
tta

ch
me

nt 
A, 

Pa
rag

rap
h H

), 
an

d A
-21

(S
ec

tio
n G

, s
ub

pa
rt 

11
.g)

] 

50
 

Y 
N 

[T
HI

S 
QU

ES
TIO

N 
AP

PL
IES

 TO
 TH

E G
RA

NT
EE

 O
NL

Y]
Did

 th
e u

se
 of

 Fe
de

ral
 fu

nd
s i

n t
he

 gr
an

tee
’s 

las
t b

ud
ge

t e
xc

ee
d 8

0%
 of

 th
e t

ota
l c

os
t 

wi
tho

ut 
a w

aiv
er?

 [
45

 CF
R 

Pa
rts

 1
30

1.
20

(a
),

13
01

.2
1(

a)
&(

b)
] 

51
 

Y 
N

Do
 th

e s
ou

rce
, u

se
, a

nd
 ac

co
un

tin
g o

f n
on

-Fe
de

ral
 

fun
ds

 m
ee

t t
he

 sa
me

 re
qu

ire
me

nts
 as

 Fe
de

ral
 

fun
ds

, a
nd

 is
 th

e a
cco

un
tin

g o
f f

un
ds

 su
pp

ort
ed

 by
pro

pe
r s

ou
rce

 do
cu

me
nts

? 
[4

5 
CF

R 
Pa

rts
 7

4.
23

,
92

.2
4]

[S
ele

ct 
su

bs
ec

tio
n(

s) 
of 

45
 CF

R 
Pa

rts
an

d/
or 

92
.2

4 
tha

t a
re 

ap
pro

pr
74

.2
3 

iat
e t

o t
he

 
cir

cu
ms

tan
ce

.] 
 

 
 

 
 

 
 

  
 

 
 

 
 

 
 

 
 

 
 

 
 

 

	Ê 	Ê

52
 

Y 
N 

Are
 an

y o
f t

he
 pr

oc
ure

me
nt 

tra
ns

ac
tio

ns
 co

nd
uc

ted
 

in 
a m

an
ne

r t
ha

t d
oe

s n
ot 

pro
vid

e f
or 

op
en

 
an

d f
ree

 co
mp

eti
tio

n?
 [4

5 
CF

R 
Pa

rts
 7

4.
43

,
92

.3
6(

c)]
 

Stage 2: Collecting and Synthesizing the Information — Booklet 7 ■ 19 



Stage 2: Collecting and Synthesizing the Information — Booklet 7 ■ 20

Se
cti

on
 II

I
Po

ten
tia

l
Ar

ea
 of

 
No

nc
om

pli
an

ce
 

(✓
)

Do
cu

me
nt

s 
Re

vie
we

d
Pe

op
le 

In
ter

vie
we

d
Ad

dit
ion

al 
Co

mm
en

ts

Pla
ce

 a 
ch

ec
k i

n t
he

 bo
x u

nd
er 

the
 “P

ote
nti

al 
Are

a o
f N

on
co

mp
lia

nc
e”

 he
ad

ing
 if 

the
 w

eig
ht 

of 
the

 ev
ide

nc
e y

ou
 ha

ve
 co

lle
cte

d d
uri

ng
 th

is 
rev

iew
 (i

nc
lud

ing
 th

e 
an

sw
ers

 to
 th

e q
ue

sti
on

s i
n S

ec
tio

ns
 I 

an
d I

I o
f t

he
 ch

ec
kli

st)
 su

gg
es

ts 
tha

t t
he

 gr
an

tee
/d

ele
ga

te 
is 

no
t in

 co
mp

lia
nc

e w
ith

 th
e s

pe
cifi

 ed
 re

qu
ire

me
nt:

53
Gr

an
tee

 la
ck

s e
ffe

cti
ve

 co
ntr

ol 
ov

er 
an

d a
cco

un
tab

ilit
y f

or 
all

 
gra

nte
e a

nd
/o

r d
ele

ga
te 

fun
ds

, p
rop

ert
y, 

an
d o

the
r a

sse
ts.

 [4
5 

CF
R 

Pa
rts

 7
4.

21
(b

)(
3)

, 9
2.

20
(b

)(
3)

]

54
Go

ve
rni

ng
 bo

dy
 do

es
 no

t e
ns

ure
 th

at 
ap

pro
pri

ate
 in

ter
na

l 
co

ntr
ols

 ar
e e

sta
bli

sh
ed

 an
d i

mp
lem

en
ted

 to
 sa

feg
ua

rd 
fun

ds
.  

[4
5 

CF
R 

Pa
rt 

13
04

.5
0(

g)
(2

)]



          

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Team Member Summary Worksheet  

Summary of Results for Fiscal Management 

Areas where the program is working well.  Provide examples of program strengths or areas 
where the program exceeds Performance Standards: 

Areas where the program needs improvement: 

Additional areas of concern: 

Stage 2: Collecting and Synthesizing the Information — Booklet 7 ■ 21 



          

TE
AM

 LE
AD

ER
 B

OO
KL

ET
 A

NA
LY

SIS

Bo
ok
le
t #
 _
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
_

Bo
ok
le
t N
am
e:
 _
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__
__

P r o
 g r a

 m  
S t

 r e n
 g t h

 s 
D a

 t a  
S o

 u r c
 e 

S p
 e c

 i  fi c
  P r

 o g
 r a m

  W
 e a

 k n
 e s

 s e
 s  a

 n d
  A r

 e a
 s  t

 o  S
 t r e

 n g
 t h e

 n 
D a

 t a  
S o

 u r c
 e 

■Stage 2: Co llect ing and Synthes izing the Informat ion — Book let 7 22 



          

 
 

 
 

Program Self-Assessment Booklet 8 Ê

Child Development and Health Services:  Prevention & Early Intervention 

Core Question to be answered by the Self-Assessment team: 

How does the grantee implement a comprehensive system of services for preventing health problems 
and intervening promptly when they exist? 

Purpose: 

The objective is to support healthy physical development by encouraging practices that 
prevent illness or injury, and by promoting positive, culturally relevant health behaviors 
that enhance life-long well-being (Introduction to 1304.22, p. 83). 

This booklet will help you assess if the program meets Federal Performance Standards 
relating to  Prevention & Early Intervention. Related Performance Standards include: 
1304.20; 1304.21(c)(1)(iii); 1304.22-1304.24; 1304.40(c)(2)(3); 1304.40(f); 1304.41(a)(2); 
1304.41(b); 1304.53(a)(6); 1304.53(a)(8); 1304.53(a)(10)(i)-1304.53(a)(10)(iii); 1304.53(a)(10)(v)-
1304.53(a)(10)(xvii); 1306.30(c); 1306.33(c)(3); 1308.6; 1308.20; 1304.40(c)(1)(i)-
1304.40(c)(1)(iii); 1310.21. 

As you conduct your assessment of the program’s prevention and early intervention 
activities, pay close attention to how the program ensures that: 

■	 Parents are involved as full partners in prevention and early intervention 
■	 Children and families are linked to an ongoing source of continuous, accessible 
health care and children are kept up-to-date on a schedule of well-child care 

■	 Preventive health practices are taught to children and parents 
■	 Nutrition and mental health services are provided to children and families that are 
responsive to their needs 

Helpful tools to support data collection in this area follow. 

Stage 2: Collecting and Synthesizing the Information — Booklet 8 ■ 1 

http:1304.22-1304.24


          

 
 

 
 
 
 
 

 
 

 report, 

 
 

 

Review:
	

Ask the Head Start director and/or responsible manager to provide you with access to the 
following documents: 

■	 Community Assessment 
■	 The results of the child/family record audit conducted by the team assessing record 
keeping and reporting and/or a sample of children’s records 

■	 Written plans describing health, nutrition, and mental health services 
■	 Health and safety policies and procedures 
■	 Sample menus 
■	 Health and Safety Checklists completed by program staff 
■	 Transportation Services Checklist completed by program staff 
■	 PIR information 
■	 Evidence of pedestrian safety training 
■	 Ongoing monitoring reports 
■	 Other important data sources relevant to this area such as the PRISMPRISM report, PRISM report, 
strategic plan or short and long term program goals 

In addition, obtain the results of the Health and Safety Checklist and the Transportation 
Services Checklist administered by the team responsible for the Facilities, Materials, 
Equipment and Transportation booklet. 

Note:  The team reviewing record-keeping and reporting systems is responsible for 
completing an audit of children/family records as a part of their assessment. Review the 
results of their audit and ask team members if they discovered answers to the following 
questions. You may want to supplement this information by reviewing a number of sample 
files on your own. 

Do children’s files indicate that the program assessed whether the child has an ongoing, 
continuous source of health care within 90 days of entry into the program? 
❏ Yes  ❏ No Comment: _________________________________________________________ 

Do fi les contain the information necessary to assess if children are up-to-date with well-
child care visits and have received recommended immunizations and screenings? 

❏ Yes  ❏ No Comment: _________________________________________________________ 

Do fi les for infants and toddlers indicate that screenings for developmental, sensory, and 
behavioral concerns are completed within 45 days of entry into the program? 

❏ Yes  ❏ No Comment: _________________________________________________________ 
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Do fi les for 3-5 year olds indicate that screenings for developmental, sensory, and 
behavioral concerns are completed within 45 days of entry into the program? 

❏ Yes  ❏ No Comment: _________________________________________________________ 

Are the 45 day screenings done in collaboration with each child’s parent and are they 
linguistically and age appropriate for the following areas: developmental, sensory 
(auditory and visual), behavioral, motor, language, social, cognitive, perceptual and 
emotional skills? 

❏ Yes  ❏ No Comment: _________________________________________________________ 

If the program did not identify a source of health care, is there evidence of assistance 
provided to the parents to fi nd one? 

❏ Yes  ❏ No Comment: _________________________________________________________ 

Is there evidence in the fi le that parents are informed and made aware of the various 
screenings as they occur (permission forms, contact notes, home visit reports, notification of  
results)? 

❏ Yes  ❏ No Comment: _________________________________________________________ 

Review written plans describing health, nutrition, and mental health 
services to answer the following: 

Is there evidence that these plans have been updated so that services respond to 
Community Assessment data and meet the current needs of children and families? 
❏ Yes  ❏ No Comment: _________________________________________________________ 

Do plans describe the use of early intervention and education strategies so that services are 
preventive in nature? 
❏ Yes  ❏ No Comment: _________________________________________________________ 

Is there evidence that parents and children have received training on pedestrian safety and 
bus safety practices? 
❏ Yes  ❏ No Comment: _________________________________________________________ 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Review sample menus to answer the following: 

Are there a variety of foods made available to children, taking into account cultural and 
ethnic preferences? 
❏ Yes  ❏ No Comment: _________________________________________________________ 

Do the menus contain nutritious well-balanced meals that are age-appropriate? 
❏ Yes  ❏ No Comment: _________________________________________________________ 

Interview: 

Make arrangements to meet and interview health, nutrition, mental health, and 
transportation services staff. Sample questions for the manager of health and nutrition 
services and/or the nutrition consultant: 

Describe your approach to providing preventive health services to children and families at 
Head Start. 

How do you go about accessing medical services for families who are not connected to a 
regular system of health care? (i.e., Does the program assist families in accessing their State 
Children’s Health Insurance Program (CHIP)?) 

What do you do when families do not have dental services? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Describe how nutrition services are provided to children and families in this program.
	

How do you ensure that the meals served to children meet all USDA regulations? 

How do you accommodate special dietary needs for individual children? 

Describe how health and nutrition education is provided to children. Are these services 
integrated into child development experiences? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

How do you share information with families that promotes nutrition, health, and safety at 
home? 

Sample questions for the manager of mental health services and/or the 
mental health consultant: 

Is there a regular schedule of visits by a mental health professional? 

Describe how the mental health consultant works with staff. 

Describe how the mental health consultant works with children and families. 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Sample Questions for Early Head Start Managers: 

How does this team make sure there is a comprehensive system for preventing health 
problems and for intervening when problems exist, especially with regard to pregnant 
women and children from birth to three years of age? 

If your Early Head Start program serves pregnant women, describe how you assist women 
to access comprehensive prenatal and postpartum health care. 

If your Early Head Start program serves expectant families, how do you provide prenatal 
education about fetal development, including the risks from smoking and alcohol, labor 
and delivery, postpartum recovery, including information on maternal depression and the 
benefits of breastfeeding? 

Sample Question for Person Responsible for Transportation Services: 

How does the program ensure that all parents and children are trained on pedestrian safety 
and bus safety practices? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Incorporating Relevant Data Sources:
	

Additional observations, document reviews, or interview questions that this team may 
choose to add: 

Include any key insights you may have learned from reviewing important data sources 
such as the PRISM report, PIR data, Community Assessment, strategic plan or short and 
long term program goals: 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Team Member Summary Worksheet  

Summary of Results for Prevention and Early Intervention
	

Areas where the program is working well. Provide examples of program strengths or areas 
where the program exceeds Performance Standards: 

Areas where the program needs improvement: 

Additional areas of concern: 

Stage 2: Collecting and Synthesizing the Information — Booklet 8 ■ 9 



 
 

 
 

 
 

 
 

 
 

 

TEAM LEADER BOOKLET ANALYSIS

Booklet # ____________________________________________________________

Booklet Name: _______________________________________________________

P r o g r a m  S t r e n g t h s D a t a  S o u r c e 

S p e c i  fi c  P r o g r a m  W e a k n e s s e s  a n d  A r e a s  t o  S t r e n g t h e n D a t a S o u r c e 

■
Stage 2: Co llect ing and Synthes izing the Informat ion —

 Book let 8 
10 



          

 

 

 

 

Program Self-Assessment Booklet 9 Ê

Child Development and Health Services:  Tracking and Follow-up 

Core Question to be answered by the Self-Assessment team: 

How does the grantee track the provision of all child health and developmental services and ensure 
that follow-up services are received in a timely manner? 

Purpose: 

The objective is to ensure that all child health and developmental concerns are identified, 
and children and families are linked to an ongoing source of continuous, accessible care to 
meet their basic needs (Introduction to 1304.20, p. 41). 

This booklet will help you assess if the program meets Federal Performance Standards 
relating to monitoring and necessary follow-up of all child health and developmental 
services. Related Performance Standards include: 1304.20(c)-1304.20(f); 1304.41(a)(1); 
1304.51(g); 1308.18. 

As you conduct your assessment of the program’s health care tracking and follow-up, pay 
close attention to how the program: 

■	 Utilizes a system for tracking health and developmental services to provide a safety 
net for children to ensure that they receive all necessary services 

■	 Promotes communication between and among managers and staff to plan and 
coordinate follow-up services in an integrated way 

■	 Accesses community resources to connect children and families with follow-up 
services 

Helpful tools to support data collection in this area follow. 
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Review:
	

Ask the Head Start director and/or responsible manager to provide you with access to: 
■	 Sample child/family files 
■	 Written plans and procedures describing health services 
■	 Sample tracking reports 
■	 Important data sources relevant to this area such as the PRISM report, PIR data, 
Community Assessment, strategic plan or short and long term program goals 

Are there procedures to track the provision of health care services? 
❏ Yes  ❏ No Comment: _________________________________________________________ 

Are there written procedures on the handling, storage and administration of medications? 
❏ Yes  ❏ No Comment: _________________________________________________________ 

Are there procedures by which staff can identify any new or recurring medical, dental or 
developmental concerns so that they may quickly make appropriate referrals? 
❏ Yes  ❏ No Comment: 

Note: At least one staff person should sit on this review team so they can access and 
review child/family files. Other team members may not have access to these files based on 
the program’s confidentiality policy. 

Ask your team leader to provide you with a number of children’s records that represent 
children with identified health and nutritional needs. Review these records to answer the 
following: 
Are parents requested to inform the program of a child’s particular health needs and 
dietary considerations (allergies, medications) upon enrollment? 
❏ Yes  ❏ No Comment: _________________________________________________________ 

Do the fi les indicate that follow-up plans have been developed and implemented for health 
conditions that have been identified?  
❏ Yes  ❏ No Comment: _________________________________________________________ 

Are doctor’s instructions and parental consent obtained before medication is administered? 
❏ Yes  ❏ No Comment: _________________________________________________________ 

Is there a record maintained of all medications dispensed? 
❏ Yes  ❏ No Comment: _________________________________________________________ 

Is the record reviewed regularly with parents? 
❏ Yes  ❏ No Comment: _________________________________________________________ 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Interview: 

The Self-Assessment team member should interview the health manager. Use the questions 
below to assist you with interviews: 

What are your procedures for tracking child health services? 

How do you make sure follow-up treatments are provided in a timely manner? 

Describe the system that you use within your own program to integrate and coordinate 
services to children and families. Do managers meet regularly to communicate about and 
coordinate services?  Describe that process. 

Do direct service staff (e.g., teachers and family service workers) meet to coordinate 
services? Describe that process. 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Describe the role that the parent plays in arranging and providing for follow-up services to  
children.
	

Describe the role that direct service staff (e.g., teachers, family service workers) have in 
implementing follow-up services to children. 

How has the program reached out to partner with health care providers and other 
providers in the community to link children and families with needed services? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Incorporating Relevant Data Sources:
	

Additional observations, document reviews, or interview questions that this team may 
choose to add: 

Include any key insights you may have learned from reviewing important data sources 
such as the PRISM report, PIR data, Community Assessment, strategic plan or short and 
long term program goals: 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Team Member Summary Worksheet Ê

Summary of Results for Tracking and Follow-Up
	

Areas where the program is working well. Provide examples of program strengths or areas 
where the program exceeds Performance Standards: 

Areas where the program needs improvement: 

Additional areas of concern: 
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Program Self-Assessment Booklet 10 Ê

Child Development and Health Services:  Individualization 

Core Question to be answered by the Self-Assessment team: 

How does the grantee, in consultation with the family, individualize the program of child 
development and health services to meet each child’s unique characteristics, strengths and needs? 

Purpose: 

Individualization assures that the program recognizes the uniqueness of each child and 
staff respond by individualizing approaches to child development, education and family 
partnership. 

This booklet will help the team assess if the program meets Federal Performance Standards 
relating to how services are responsive to each child. Related Performance Standards include: 
1304.20(d); 1304.20(f); 1301.21(a); 1304.21(b); 1304.21(c)(1)(i); 1304.23(b)(1); 1304.40(a)(2); 
1308.19. 

As you conduct your assessment of the program’s ability to individualize child 
development and health services for children, look for evidence that: 

■	 Families are involved in establishing goals for their children to meet their social/ 
emotional, language and academic needs in order to be prepared for school 

■	 The system used by the program to assess children is ongoing 
■	 Individualization addresses:
	
✓ Child interests
	
✓ The eight domains of learning and development  
✓ Temperament
	
✓ Language
	
✓ Cultural background
	
✓ Learning style
	

■	 Teaching staff tie individual children’s goals into the overall curriculum 

Helpful tools to support data collection in this area follow. 
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 report, 

 

  

  
  
  

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Review:
	

Ask the Head Start director and/or responsible manager to provide you with access to the 
following documents: 

■	 Evidence of individualized planning 
■	 Evidence that plans address child interests, developmental strengths, temperament, 
needs, oral language and early literacy skills, cultural background and learning style 

■	 Ongoing monitoring reports 
■	 Important data sources relevant to this area such as the PRISMPRISM report, PRISM report, PIR data, 
Community Assessment, strategic plan or short and long term program goals 

Reminder: a member of the staff serving on the Self-Assessment team must conduct file 
reviews. 

Record your results below: 

My review of ____(fill in number) child files revealed that: 

___ all files show evidence of individualized planning 
___ a substantial number of files show evidence of individualized planning 
___ very few files show evidence of individualized planning 

Comments: 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Observe:
	

Two members of the assessment team, one staff person with a child development 
background and another staff person or parent, should select a specific number of 
children to observe. The “observation team” might have two or three “focus” children. 
In conducting an observation, team members should focus on one child at a time for an 
extended period (typically no less than 30 minutes). 

The following questions are adapted from the PRISM Classroom Observation and PRISM 
Home Visit Observation tools and the National Institute for Child Health and Development 
Caregiver Language Checklist. Use your observations of children to answer the following 
and record your comments:  

Is there evidence that the teacher or caregiver responds to the child’s vocalizations or bids 
for attention? (e.g. the caregiver responds verbally by repeating a sound or naming the 
object the infant/toddler is pointing to or comments on what the child said to expand the 
conversation.) 

❏ Yes  ❏ No Comment: _________________________________________________________ 

Is there evidence that the teacher or caregiver supports the learning of the child? (e.g., 
notices what the child is working on, takes out a special puzzle or helps a child with a 
disability participate in a physical game by holding hands or going slowly.) 

❏ Yes  ❏ No Comment: _________________________________________________________ 

Is there evidence that the teacher or caregiver adjusts the activity to reflect the needs of the 
child? (e.g., accepts non-verbal response to a question or offers adaptive equipment like 
larger crayons or double-handled scissors to the child.) 

❏ Yes  ❏ No Comment: _________________________________________________________ 

Is there evidence that the teacher or caregiver provides a supportive learning environment? 
(e.g., offers a hand to a new walker, moves furniture to accommodate a child with motor 
planning problems.) 

❏ Yes  ❏ No Comment: _________________________________________________________ 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Interview: 

A member of the assessment team should interview teachers and/or home visitors, family 
child care providers, and a sample of parents. Use the following questions to assist you 
with interviews: 

Questions for education managers, teaching staff and home visitors: 

How does the curriculum support individual needs, abilities and learning styles of 
children? 

How does the curriculum support individual needs in the areas of oral language, literacy, 
and school readiness? 

What information is taken into account to individualize planning for each child? 

Talk about three children you currently work with. What have assessments revealed?  
How have you used this information to design activities and experiences to support these 
children in attaining new goals? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Describe the practices within your program that ensure a continuity of services and care for 
children as they enter and exit the program. 

How does the program involve parents in supporting individualized child development? 

How does the program involve parents in supporting individualization based on oral 
language, early literacy and academic skills? 

For Early Head Start: 

Are there adequate transitions from Early Head Start to Head Start or another setting in 
the community? Does transition planning for Early Head Start children begin six months 
before the child’s third birthday? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Questions for parents include: 

What kinds of things is your child learning by participating in Head Start? 

Are there other things that you would like to see your child learning? If yes, have you 
discussed this with your child’s teacher/home visitor? 

Have you participated in home visits with the teaching staff as well as staff/parent 
conferences? Tell me about those visits and conferences. 

Do you work together with your child’s teacher/home visitor to plan activities that you can 
do with your child in your home? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Incorporating Relevant Data Sources:
	

Additional observations, document reviews, or interview questions that this team may 
choose to add: 

Include any key insights you may have learned from reviewing important data sources 
such as the PRISM report, PIR data, Community Assessment, strategic plan or short and 
long term program goals: 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Team Member Summary Worksheet Ê

Summary of Results for Individualization
	

Areas where the program is working well. Provide examples of program strengths or areas 
where the program exceeds Performance Standards: 

Areas where the program needs improvement: 

Additional areas of concern: 
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Program Self-Assessment Booklet 11 Ê

Child Development and Health Services: Disabilities Services 

Core Question to be answered by Self-Assessment team: 

How does the grantee ensure that individual services are effectively provided to children with 
diagnosed or suspected disabilities? 

Purpose: 

The purpose is to ensure that children with disabilities enrolled in the program receive all 
of the services to which they are entitled in the least restrictive environment. (Purpose and 
application of Part 1308, p. 255.) 

This booklet will help the Self-Assessment team determine if the program meets Federal 
Performance Standards relating to disabilities services. Related Performance Standards include: 
1304.20(c)(4); 1304.20(f); 1304.21(a)(1)(ii); 1304.23(a)(2); 1304.24(a)(3)(iii); 1304.41(a)(4); 
1304.53(a)(10)(xvii); 1304.53(b)(1)(iii); 1308; 1310.22(b). 

As you conduct your Self-Assessment of program services to children with disabilities, pay 
close attention to: 

■	 The process used by the program to assess children’s needs for special services 
■	 How the program engages parents as partners when planning special services for 
children 

■	 Evidence of the inclusion of children with disabilities in the Head Start program 
■	 Evidence of Individualized Family Service Plans (IFSPs) in Early Head Start 
programs and Individualized Education Plans (IEPs) for Head Start programs 

Note: Individual programs may wish to substitute terms used in this booklet with terms used by 
your local school district (e.g., special needs, disabilities, special services, disabilities services). 

Helpful tools to support data collection in this area follow. 
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 report, 

 

Observe: 

Check in with Self-Assessment team members assigned to curriculum and individualization. 
Ask them to summarize for you what they discovered about the program’s approach to 
serving children with disabilities during their assessment process. In particular, review 
with them the results of the Curriculum Observation Instrument pertaining to serving 
children with disabilities. 

Review: 

Ask the Head Start director and/or responsible manager to provide you with access to the 
following documents: 

■	 Written plans describing how disabilities services will be delivered 
■	 Copies of all Interagency Agreements with Local Education Agencies (LEAs), Part C, 
and other programs serving children with disabilities and their families 

■	 A sample of records for children with disabilities (Note: assign this task to 
someone on your team who can review children’s records without breaching the 
confidentiality policy of the program.) 

■	 Ongoing monitoring reports 
■	 Important data sources relevant to this area such as the PRISMPRISM report, PRISM report, PIR data, 
Community Assessment, strategic plan or short and long term program goals 

As you review the above documents and records answer the following: 

Is there evidence that the disabilities services plan has been updated annually? 

❏ Yes  ❏ No Comment: _________________________________________________________ 

Are there interagency agreements between the program and LEAs that provide services to 
enable the effective participation of children with disabilities? 

❏ Yes  ❏ No Comment: _

Do files demonstrate a timely process for assessing children with suspected disabilities, 
engaging parents, and arranging for services, as needed? (Note: A meeting to develop the 
IEP must be held within thirty calendar days of a determination that the child needs special 
education and related services.) 

❏ Yes  ❏ No Comment: _________________________________________________________ 

If you have an Early Head Start program, is there evidence of a formal partnership with the 
local Part C agency (provider of early intervention services)? 

❏ Yes  ❏ No Comment: _________________________________________________________ 
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If you have an Early Head Start program, is there an agreement that describes the process 
for coordinating services for infants and toddlers? 

❏ Yes  ❏ No Comment: _________________________________________________________ 

Is there evidence of the family’s involvement in the development of IEPs and IFSPs? 

❏ Yes  ❏ No Comment: _________________________________________________________ 

Do IEPs and IFSPs identify persons responsible for planning, delivering, and supervising 
services and projected dates for services to begin? 

❏ Yes  ❏ No Comment: _________________________________________________________ 

Are transition plans developed for children that provide continuity of care as children with 
disabilities move from one program to the next? 

❏ Yes  ❏ No Comment: _________________________________________________________ 

Interview: 

The Self-Assessment team member should interview the: 

■	 Manager of disabilities services 
■	 Teachers, home visitors, family child care providers, family service workers 
■	 Parents of children with disabilities 
■	 If possible, a representative from the local LEA (Head Start) and/or Part C agency 
(Early Head Start) 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

  

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Use the questions below to assist you with interviews: 

Questions for the disabilities services manager: 

What efforts are taken to recruit children with disabilities (including children with severe 
disabilities)? 

Is there a system in place to track the provision of disabilities services? Describe the follow-
up that occurs when timeframes are not met. 

How are children with disabilities included in ongoing assessment? Are all children 
included? Give examples of how appropriate accommodations were made for their special 
needs. 

What types of modifications has the program made to meet the specific needs of children 
with disabilities over the past year? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

How does the program provide parents with information and assistance in understanding 
and advocating for services and supports needed to address their child’s special needs? 

Has the program been successful in accessing the additional resources (including 
transportation) that may be outlined in the IEPs and IFSPs of the children you serve? 

Questions for education staff: 

Provide us with some examples of how you have modified the program and individualized 
services to ensure the inclusion of children with disabilities in the full range of program 
activities. 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

               

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Questions for education/family services staff: 

Provide us with some examples of the information, support, and guidance available to 
assist you in providing services to children with disabilities and their families. 

Questions for families: 

Describe how the Head Start program involved you in planning services for your child. 

What resources in the community have you heard about through Head Start that can offer 
you assistance? 

Have you participated in any training that specifically prepares you to advocate for your child? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Questions for Program Partners:
	

Describe your relationship with the Head Start program.
	

Do you have an interagency agreement in place that describes the process you and Head 
Start will follow to provide services to children with disabilities? If yes, describe the major 
components of the interagency agreement. 

Are there challenges or barriers you face in providing services to Head Start children? 

How are you working with Head Start to overcome these barriers? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Incorporating Relevant Data Sources:
	

Additional observations, document reviews, or interview questions that this team may 
choose to add: 

Include any key insights you may have learned from reviewing important data sources 
such as the PRISM report, PIR data, Community Assessment, strategic plan or short and 
long term program goals: 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Team Member Summary Worksheet  

Summary of Results for Disabilities Services
	

Areas where the program is working well. Provide examples of program strengths or areas 
where the program exceeds Performance Standards: 

Areas where the program needs improvement: 

Additional areas of concern: 
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Program Self-Assessment Booklet 12 

Child Development and Health Services: Curriculum and Assessment 

Core Question to be answered by the Self-Assessment team: 

How has the grantee engaged in a process of curriculum selection and/or development, 
implementation, and evaluation resulting in a written plan that supports the growth of children’s 
social competence, including school readiness, for each identified program option? 

Purpose: 

The objective is to provide all children with a safe, nurturing, engaging, and secure learning 
environment, in order to help them gain the awareness, skills, and confidence necessary to 
succeed in their present environment, and to deal with later responsibilities in school and 
in life. (Introduction to 1304.21, p. 58.) 

This booklet will help the team assess if the program meets Federal Performance Standards 
relating to curriculum development and implementation. Related Performance Standards 
include: 1304.21; 1304.23(b)-1304.23(c); 1304.3(a)(5); 1304.40(e)-1304.40(f); 1306.30(b); 
1308.4(c); 1310.21. 

As you conduct your assessment of the program’s ability to develop an appropriate 
curriculum, see if you can confirm that: 

■	 Families have been given the opportunity to be involved in curriculum development 
that meets the social/emotional, language and literacy, and academic needs of their 
children in order to be prepared for school 

■	 The written curriculum contains core elements of sound child development and 
learning principles and developmentally appropriate practices 

■	 The implementation of the curriculum is evident in classrooms, family child care 
homes, or in other program options offered by the program 

Included are adapted tools from the PRISM: the Classroom, Family Child Care or 
Socialization Experience Observation Instrument (page 8); the Early Head Start Classroom, 
Family Child Care or Socialization Experience Observation Instrument (page 15) and; the 
Head Start Home Visit Observation Instrument (page 22). These are optional tools that 
team members may find helpful in assessing the program’s curriculum. Other helpful tools 
to support data collection in this area follow. 
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 report, 

Observe:  

The team member should observe a sample of classrooms, socialization settings, and/or 
family child care homes (depending on the options offered by your program). Use the 
attached curriculum observation instrument or your own data collection tool. Duplicate 
the instrument as necessary to complete a good sampling of the child development services 
offered by the program. 

Review: 
Ask the Head Start director and/or responsible manager to provide you with access to the 
following documents. (In order to maintain confidentiality, only a staff member serving on 
your Self-Assessment team can review these files.) 

■	 The written curriculum 
■	 The written plan describing child development services 
■	 Daily and weekly classroom plans 
■	 Child progress records 
■	 Documentation of parent involvement 
■	 Ongoing monitoring reports 
■	 Important data sources relevant to this area such as the PRISMPRISM report, PRISM report, PIR data, 
Community Assessment, strategic plan or short and long term program goals 

Use the checklist below to assist your document review: 

Does the Early Head Start written curriculum include: 
Goals for children’s development, learning and school readiness?  ❏ Yes    ❏ No 
The experiences through which they will achieve these goals?  ❏ Yes    ❏ No 
What staff and parents do to help children achieve these goals?  ❏ Yes    ❏ No 
The materials needed to support the implementation of the curriculum? ❏ Yes    ❏ No 

Does the Head Start written curriculum include: 
Goals for children’s development, learning and school readiness?  ❏ Yes    ❏ No 
The experiences through which they will achieve these goals?  ❏ Yes    ❏ No 
What staff and parents do to help children achieve these goals?  ❏ Yes    ❏ No 
The materials needed to support the implementation of the curriculum? ❏ Yes ❏  No 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Is the curriculum consistent with the Performance Standards and based on 
sound child development and learning principles? ❏ Yes ❏ No 

Does it provide appropriate and comprehensive programming for the oral 
language, early literacy, social-emotional, cognitive, and physical development 
of children of all ages served by the program? ❏ Yes ❏ No 

For preschool children, does the curriculum include experiences in the eight 
domains (language, literacy, mathematics, science, creative arts, social and 
emotional development, approaches to learning, and physical development 
and health)? ❏ Yes ❏ No 

Does the curriculum and assessment process support the inclusion of children 
with disabilities? ❏ Yes ❏ No 

Does the curriculum and assessment process support the inclusion of the home 
language of the children? ❏ Yes ❏ No 

Are health, nutrition, mental health, and safety education integrated into 
the curriculum? ❏ Yes ❏ No 

Does the curriculum include transition issues? ❏ Yes ❏ No 

Does curriculum implementation, including assessment, provide appropriate 
environments and comprehensive programming for children, from birth to 
five years old? ❏ Yes ❏ No 

Is there a written plan describing child development services that gets updated 
annually to reflect the changing needs of children?  ❏ Yes ❏ No 

Do the ongoing assessment tools address the eight domains and thirteen 
mandated elements and indicators? ❏ Yes ❏ No 

Is the tool appropriate to children’s ages, home languages, cultures, and special 
needs? ❏ Yes ❏ No 

Comments: 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Interview: 

A Self-Assessment team member should interview the education manager and ask: 
How does your team engage with parents to select, develop, implement and evaluate the 
curriculum for each program option? How do you ensure that the curriculum supports 
the oral language development, literacy skills, and the growth of the social competence of 
children? 

How have you incorporated outcome-based measures into curriculum development and 
implementation? 

How do you ensure that the curriculum supports children whose home language is 
different than English? 

Does ongoing assessment align with the curriculum and cover all the major goals and 
objectives? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Are teachers and other staff members well-trained in using the ongoing assessment tools to 
provide accurate and consistent information on children’s progress? 

Are teachers and other staff members provided adequate time and support to record 
and review ongoing assessment information so that they can understand it and use it 
appropriately in adjusting teaching strategies, materials and learning opportunities for 
groups of children and for individual children? 

For children who are transported to the program, how is the time spent riding the bus used 
to reinforce the curriculum and otherwise foster healthy child development? 

A Self-Assessment team member should interview teachers and/or home visitors and 
family child care providers and ask: 

How is the curriculum consistent with the Performance Standards and sound child 
development and learning principles? 

Stage 2: Collecting and Synthesizing the Information — Booklet 12 ■ 5 



          

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

How are parents involved in curriculum development and reporting child progress?
	

Tell me how your classroom environment and daily schedule supports the curriculum. 

Tell me how your classroom environment supports an enriched language and early literacy 
environment. 

What process do you use for curriculum planning? 

How do you evaluate children’s progress? 

Stage 2: Collecting and Synthesizing the Information — Booklet 12 ■ 6 



          

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Incorporating Relevant Data Sources:
	

Additional observations, document reviews, or interview questions that this team may 
choose to add: 

Include any key insights you may have learned from reviewing important data sources 
such as the PRISM report, PIR data, Community Assessment, strategic plan or short and 
long term program goals: 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Team Member Summary Worksheet  

Summary of Results for Curriculum and Assessment
	

Areas where the program is working well. Provide examples of program strengths or areas 
where the program exceeds Performance Standards: 

Areas where the program needs improvement: 

Additional areas of concern: 

Stage 2: Collecting and Synthesizing the Information — Booklet 12 ■ 30 



 
 

 
 

 
 

 
 

 
 

 

TEAM LEADER BOOKLET ANALYSIS

Booklet # ____________________________________________________________

Booklet Name: _______________________________________________________

P r o g r a m  S t r e n g t h s D a t a  S o u r c e 

S p e c i  fi c  P r o g r a m  W e a k n e s s e s  a n d  A r e a s  t o  S t r e n g t h e n D a t a S o u r c e 

■
Stage 2: Co llect ing and Synthes izing the Informat ion —

 Book let 12 
31 



          

 
 

 
 
 

  
 

Program Self-Assessment Booklet 13 Ê

Family and Community Partnerships: Family Partnership Building 

Core Question to guide the Self-Assessment team: 

How does the grantee engage in a process of collaborative partnership-building with families? 

Purpose: 

The objective is to support mothers and fathers as they identify and meet their own goals, 
nurture the development of their children in the context of the family and culture, and 
advocate for communities that are supportive of children and families of all cultures 
(Introduction to 1304.40, p. 125). 

This booklet will help the Self-Assessment team determine if the program meets Federal 
Performance Standards relating to working with parents. Related Performance Standards 
include: 1304.20(e); 1304.21(a)(2); 1304.23(b)(4); 1304.40; 1304.50(a)(1); 1306.30(b); 1308.19(j); 
1308.21. 

As you conduct your assessment of the program’s services in the area of family 
partnerships, pay close attention to: 

■	 The approach that the program uses to build a partnership relationship with families 
■	 How staff works with families to identify family goals, strengths, necessary services 
and supports to formulate a family partnership agreement 

■	 The program staff’s knowledge of community resources 
■	 The system the program uses for tracking and follow-up with families 
■	 How the program provides assistance to pregnant women so they can obtain  
comprehensive prenatal and postpartum care (for Early Head Start programs)
	

■	 If the program adopts a broad and inclusive definition of family 
■	 The inclusion of mothers and fathers in meaningful ways 

Helpful tools to support data collection in this area follow. 
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Review: 

Ask the Head Start director and/or responsible manager to provide you with access to the 
following documents: 

■	 A family partnership written plan 
■	 A sample number of family records (In order to maintain confidentiality, only a staff 
member serving on your Self-Assessment team can review these files) 

■	 A listing of the community resources most commonly used to support families 
■	 Ongoing monitoring reports 
■	 Important data sources relevant to this area such as the PRISM report, PIR data, 
Community Assessment, strategic plan or short and long term program goals 

Use the questions below to assist your document review. 

Has the written plan been updated within the past year to reflect how the program will 
respond to any new needs of families? 
❏ Yes ❏ No Comment: _________________________________________________________ 

Is there evidence of the family partnership agreement process in the majority of family fi les 
that describe: 
⇒ individualized developmental approach   ❏ Yes ❏ No 

⇒ family goals       ❏ Yes ❏ No 

⇒ strength-based      ❏ Yes ❏ No 

⇒ timetables       ❏ Yes ❏ No 

⇒ strategies for achieving the goals    ❏ Yes ❏ No 

⇒ progress in achieving goals    ❏ Yes ❏ No 

⇒ inclusion of fathers      ❏ Yes ❏ No 

⇒ family driven approach     ❏ Yes ❏ No 

Do file notes and reports indicate that families are being referred to appropriate resources 
in the community? 
❏ Yes  ❏ No Comment: _________________________________________________________ 

Do family services staff conduct follow-up with families to determine the quality of 
services received through Head Start referrals? 
❏ Yes  ❏ No Comment: _________________________________________________________ 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Is there evidence of family involvement in identifying and participating in appropriate 
community resources? 
❏ Yes  ❏ No Comment: _________________________________________________________ 

Do community resource listings include resources for: 
⇒  emergency or crisis assistance   ❏ Yes  ❏ No 

⇒  counseling services     ❏ Yes  ❏ No 

⇒  education and employment training  ❏ Yes  ❏ No 

⇒  prenatal health services (Early Head Start) ❏ Yes  ❏ No 

Interview: 

The Self-Assessment team member should interview: 

■ 
■ 
■ 

The manager of family partnership services and members of his/her staff  

A number of families  

The Early Head Start manager and staff (if appropriate)  

Use the questions below to assist you with interviews: 

Questions for managers: 

How do you document and monitor family partnership activity to ensure that services are 
being delivered according to the written plan? 

Where do you think you should focus your attention and resources to further improve 
family partnership services in the program? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Questions for family partnership staff:
	

How do you build partnerships with families? What are the first things you do?
	

Can you describe the process you use for obtaining information on pre-existing plans so 
that they can be integrated into the Family Partnership Agreement? 

How often do you meet one-on-one with families to review the Family Partnership 
Agreement, assess progress in attaining goals, and make adjustments? 

Can you describe any goals you have with families that are related to family literacy? How 
about goals related to school readiness? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Can you talk about some of the resources that work best for families in this community? 
How do you find out when resources are not working? Can you name any that are not 
working? What are you doing about it? 

What are some of the new or emerging needs of the low-income families that you work 
with? Describe how you are able to assist families in meeting goals in this area. 

How do you help families transition from Early Head Start and other early care and 
education programs into Head Start or from Head Start to public school? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Questions for staff providing Early Head Start services to expectant 
families: 

Describe how you assist pregnant women to access comprehensive prenatal and 
postpartum health care. Provide one or two examples. 

How does your program provide for prenatal education? What does that education 
include? 

How does your program include expectant mothers and fathers in services? 

The Performance Standards require programs to provide early and continuing risk 
assessments. How is that done in this program? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

How does the program educate pregnant women about the benefits of breastfeeding?
	

Describe your procedures for transitioning families into a program option after the birth of 
the child. 

Questions for Head Start and Early Head Start families: 

Tell me how you first learned about the family services that Head Start provides. 

Can you describe how you have worked with family services staff throughout the year? 
What goals have you been working on? How have staff supported you in reaching those 
goals? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Questions for Early Head Start expectant families: 

Briefly describe the types of services you have received from the Early Head Start program. 
(Listen for evidence that that the program is honoring family input and providing for risk 
assessments, timely referrals to community resources for prenatal and postpartum health 
care as well as mental health services, as appropriate.) 

Other Family Service Considerations 

Interview 

Ask the manager responsible for coordinating family services: 

Are some of your program’s families considering marriage or having difficulty with their 
marriage? If so, what services, either offered directly or by referral, are available? For those 
families that wish to participate, how do you connect them to these resources? 

How do you talk with parents about issues and concerns that are affecting older siblings of 
their Head Start children? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Have you identified supportive services for youth in your community? How do you link 
older siblings of Head Start children to these resources? 

How do you provide opportunities for young children to get involved with your Head 
Start program (e.g., reading books to children, volunteering in classroom)? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Incorporating Relevant Data Sources:
	

Additional observations, document reviews, or interview questions that this team may 
choose to add: 

Include any key insights you may have learned from reviewing important data sources 
such as the PRISM report, PIR data, Community Assessment, strategic plan or short and 
long term program goals: 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Team Member Summary Worksheet Ê

Summary of Results for Family Partnership Building
	

Areas where the program is working well. Provide examples of program strengths or areas 
where the program exceeds Performance Standards: 

Areas where the program needs improvement: 

Additional areas of concern: 
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Program Self-Assessment Booklet 14 Ê

Family and Community Partnerships: Parent Involvement 

Core Question to guide the Self-Assessment team: 

How does the grantee provide parent involvement opportunities in all aspects of the Head Start 
program? 

Purpose: 

The objective is to ensure that parents are provided opportunities for growth that reflect 
their needs, desires and input so they become strong partners in the education of their 
child. 

This booklet will help the Self-Assessment team determine if the program meets Federal 
Performance Standards relating to parent involvement. Related Performance Standards 
include: 1304.20(e)(4); 1304.23(d); 1304.24(a)(1); 1304.40(b)-1304.40(h); 1304.50; 1308.19(j); 
1308.21. 

As you conduct your assessment of the program’s services in the area of parent 
involvement, pay close attention to: 

■	 How the program promotes parent involvement in each of the service areas:  
education, mental health, health, nutrition, disabilities, transition and family  
partnerships
	

■	 Information pertaining to opportunities in the program for parent leadership (e.g.,  
Advisory Committee meetings, Policy Council, community partnership activity, etc.) 

■	 The different opportunities that the program offers for families and whether or not 
they are responsive to the expressed needs of the families they serve 

■	 How the program reaches out to both mothers and fathers whether or not they live 
together 

Helpful tools to support data collection in this area follow. 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Observe:
	

As you spend time in the Head Start program during the Self-Assessment process, take 
note how parents are involved in the program. 

As you enter each center, is the atmosphere warm and inviting to families, including fathers? 

Are current or former parents serving as volunteers and paid staff? 

Are parents engaged in group meetings? What are the meetings about? 
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 report, 

 

 

Review: 

Ask the Head Start director and/or responsible manager to provide you with access to the 
following documents: 

■	 Sample files to review for documentation of home visits and parent/teacher 
conferences (only staff serving on Self-Assessment teams are permitted to review files) 

■	 Records of parent involvement activities 
■	 Parent training records and training calendars 
■	 Plan for parent involvement (this may be integrated into other program plans) 
■	 Participation records or referrals for family literacy services 
■	 Community resource directory 
■	 Parent surveys, including identified areas of interest 
■	  Ongoing monitoring reports 
■	 Important data sources relevant to this area such as the PRISMPRISM report, PRISM report, PIR data, 
Community Assessment, strategic plan or short and long term program goals 

Use the questions below to assist you in your review: 

Is there evidence in child/family records of at least two staff-parent conferences conducted 
per program year? 
❏ Yes  ❏ No Comment: _________________________________________________________ 

Do you see evidence that the information obtained from families during home visits and 
parent/teacher conferences influences the services that ar e provided to children and 
families? 
❏ Yes  ❏ No Comment: _________________________________________________________ 

In files pertaining to children with disabilities, is there evidence that parents are involved in 
the process of developing an Individualized Education Plan (IEP)? 
❏ Yes  ❏ No Comment: _________________________________________________________ 

Early Head Start: 

In files pertaining to children with disabilities, is there evidence that parents are involved in 
the process of developing an Individualized Family Services Plan (IFSP)? 

❏ Yes  ❏ No Comment: _________________________________________________________ 
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Does  the  program  provide  the  following  opportunities  for  mothers  and  fathers: Yes No 
Opportunities  to  enhance  parenting  skills?
Opportunities  for  children  and  families  to  participate  in  family  literacy  services?
Medical,  dental,  nutrition  and  mental  health  education  programs?
Opportunities  to  participate  in  community  advocacy?
Parent  involvement  and  education  and  employment  opportunities  responsive  to  the  needs  
expressed  by  families? 
Parent  involvement  in  curriculum  development?
Opportunities  for  families  of  children  with  disabilities  to  recognize  their  role  in  advocating  for  
their  child? 
Opportunities  for  parents  to  learn  about  rights  and  responsibilities  concerning  the  education  of  
the  child  in  the  school  they  attend  after  Head  Start? 
Opportunities  to  participate  in  Early  Head  Start  to  improve  skills  and  knowledge  in  prenatal  
education  on  fetal  development,  labor  and  delivery  and  post-partum  recovery? 

 Ê
 Ê

 Ê
 Ê

 Ê

Interview: 

The Self-Assessment team should attempt to speak with as many program managers as 
possible, asking each manager how he/she promotes parent involvement in the service 
areas they manage. Another strategy you may use is to check in with the other Self-
Assessment teams charged with reviewing child development, health, nutrition, education, 
mental health, disabilities and transition services. You can ask for their assistance in 
assessing the extent to which parent involvement is an integral part of each of these service 
areas. 
As part of your assessment, interview some families, teachers and members of the family 
services staff. Use the following questions to assist you with interviews: 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Questions for each content area specialist (manager): 

In what ways are mothers and fathers involved in services for children in the content 
area that you manage? (Answers should address home visits, health care, curriculum 
development, nutrition services, disabilities services and transition to/from Head Start.) 

Describe current practices which ensure that parents have a strong voice in planning for 
the transition of their child into Head Start from Early Head Start or other child care/child 
development arrangements or from Head Start into elementary school. 

How does the program ensure that parents have opportunities for community advocacy 
so they can influence services in this community? Can you give me a few examples of 
community advocacy efforts being supported by this program? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

How does the program ensure that opportunities for involvement are responsive to the 
needs and interests of individual parents (e.g., parents with disabilities, parents whose 
primary language is not English, working parents, homebound parents, incarcerated 
parents, non-custodial parents, grandparents, etc.)? Can you share a few examples of the 
ways you have changed or enhanced the opportunities you offer to families to respond to 
their changing needs? 

What procedure do you follow if parents refuse health care services offered through Head 
Start? 

What procedure do you follow if parents choose not to follow up with recommended 
treatment or services proposed by the Head Start program (e.g., mental health, health, 
Individualized Education Plan (IEP))? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Questions for staff working directly with families: 

How do parents find out about the different ways they can get involved? 

What are some of the different opportunities (e.g., learning, community involvement, etc.) 
that this program offers families? 

Describe your role in connecting families to these different opportunities. 

Questions for mothers and fathers: 

Tell me how you learned about some of the various opportunities that Head Start offers to 
families. Can you name some of them? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

How have you chosen to be involved in Head Start and how has the program benefited 
your family? 

Have you participated in an end of the year staff-parent meeting to understand the 
progress your child has made while in Head Start? Did it better prepare you to advocate for 
your child in public school? If so, how? 

Do you know what to do if you have a complaint? 

Stage 2: Collecting and Synthesizing the Information — Booklet 14 ■ 8 



          

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Other Parent Involvement Considerations
	

The following questions are adapted from Building Block 2, First Thoughts on Getting Dads 
Involved in Head Start and Building Block 3, Building Your Foundation to Work with Fathers, 
Department of Health and Human Services, ACF, ACYF, Head Start Bureau, 2004. 

In what ways are fathers an asset to the program? 

Do staff members have an understanding and appreciation for the important role that 
fathers play in child development? Describe any training and technical assistance they have 
received regarding father involvement. 

Can you talk about the ways that this program has helped fathers to appreciate the 
important roles they play in their child’s development? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

What steps are being taken to fully involve fathers in the enrollment process? How is 
information gathered on fathers who do not live with their children? 

Are fathers personally invited and encouraged to participate in the program and given 
practical ideas for how to participate? 

What are the most common services provided to fathers during the family partnership 
process? How are these services working? 

Describe some of the key community resources for fathers and the community partnerships 
that help you to improve services to fathers. 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 
 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Question for fathers:
	

Describe the services that this program offers to you and other fathers. 

Document review: 

Can you find evidence that staff involve fathers in the family partnership process? Are 
there specific goals established with fathers? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Incorporating Relevant Data Sources:
	

Additional observations, document reviews, or interview questions that this team may 
choose to add: 

Include any key insights you may have learned from reviewing important data sources 
such as the PRISM report, PIR data, Community Assessment, strategic plan or short and 
long term program goals: 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Team Member Summary Worksheet Ê

Summary of Results for Parent Involvement
	

Areas where the program is working well. Provide examples of program strengths or areas 
where the program exceeds Performance Standards: 

Areas where the program needs improvement: 

Additional areas of concern: 
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Program Self-Assessment Booklet 15 Ê

Family and Community Partnerships: Community and Child CareFamily and Family and Community Partnerships: Community and Child Care
Partnerships 

Community Partnerships: Community and Child Care 

Core Question to guide the Self-Assessment team: 

How does the grantee take an active role in community planning and advocacy to improve the 
delivery of services to children and families? Is this program engaged in effective child care 
partnerships? 

Purpose: 

The objective is to ensure that programs collaborate with partners in their communities 
in order to provide the highest level of services to children and families, to foster a 
continuum of family centered services and to advocate for a community that shares 
responsibility for the healthy development of children and families of all cultures 
(Introduction to 1304.41, p. 147). 
This booklet will help the team assess if the program meets Federal Performance 
Standards relating to developing and maintaining community and child care 
partnerships. Related Performance Standards include: 1304.23(b)(4); 1304.24(a)(3)(iv); 
1304.40(e)(4); 1304.41; 1308.4(l)(1)-1308.41(l)(7); 1310.23. 
As you conduct your assessment of this program’s approach to community 
partnerships and child care partnerships, pay close attention to: 

■	 How the program goes about developing a plan to guide their partnership 
activity 

■	 How partnership responsibilities are shared among the managers and staff 
■	 The program’s progress in formulating interagency agreements 

Helpful tools to support data collection in this area follow. 
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 report, 

 

 

         

  
  

  
      

    
  
  
       

    
      

           

Review:
	

Ask the Head Start director and/or responsible manager to provide you with access to the 
following documents: 

■	 Interagency agreements 
■	 Child care partnership agreements 
■	 The program’s plan for community involvement 
■	 Documentation of the program’s partnership efforts 
■	 Copies of the program’s transition plan 
■	 Ongoing monitoring reports 
■	 Advisory committee rosters and minutes 
■	 Important data sources relevant to this area such as the PRISMPRISM report, PRISM report, PIR data, 
Community Assessment, strategic plan or short and long term program goals 

Use the questions below to assist your document review: 

Does the program document their community partnership efforts? ❏ Yes ❏ No 

Is there an interagency agreement with local education agencies? ❏ Yes ❏ No 

If no interagency agreement exists, is there documentation of efforts to establish such an 
agreement? ❏ Yes ❏ No 

Is  there  evidence  that  the  program  has  on-going  collaborative  relationships  with  the Ê 
following  community  agencies: Yes No 

Health care providers? 
Mental health providers? 
Nutritional service providers? 
Providers of services to children with disabilities? 
Family preservation and support services? 
Child protective services? 
Local elementary schools? 
Other educational and cultural institutions (libraries, museums, etc.)? 
Providers of child care services? 
Organizations and businesses that provide transportation services? 
Other organizations and businesses that provide support and resources to mothers, 
fathers  and  families? 

Are there procedures in place to facilitate transitions to/from other child care programs 
and Early Head Start or Head Start, and from Head Start to elementary school? 

❏ Yes  ❏ No Comment: _________________________________________________________ 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

         

 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

Interview:
	

Ask your team leader to assist you to connect with: 

■	 Members of the management team who have primary responsibility for overseeing 
community partnerships 

■	 Community partners 
■	 Child care partners 

When interviewing Head Start managers, ask: 

How does the program establish and maintain advisory committees to address program 
issues and to help the program respond to family and community needs? 

How does the program coordinate services to children with disabilities and their families 
with community agencies? 

Does the program have relationships with the following community agencies: 

Health care providers      ❏ Yes  ❏ No 
Describe the benefits to children and families: 

Mental health providers       ❏ Yes  ❏ No 
Describe the benefits to children and families: 

Nutritional service providers      ❏ Yes  ❏ No 
Describe the benefits to children and families: 
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_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

Providers of services to children with disabilities       ❏ Yes ❏ No 
Describe the benefits to children and families: 

Family preservation and support services        ❏ Yes ❏ No 
Describe the benefits to children and families: 

Child protective services          ❏ Yes ❏ No 
Describe the benefits to children and families: 

Local elementary schools          ❏ Yes ❏ No 
Describe the benefits to children and families: 

Other educational and cultural institutions (libraries, museums, etc.) ❏ Yes ❏ No 
Describe the benefits to children and families: 

Providers of child care services          ❏ Yes ❏ No 
Describe the benefits to children and families: 

Organizations and businesses that provide transportation services     ❏ Yes ❏ No 
Describe the benefits to children and families: 

Organizations that provide job readiness and employment services     ❏ Yes ❏ No 
Describe the benefits to children and families: 

Other organizations and businesses that provide support and resources to families
           ❏ Yes ❏ No 
Describe the benefits to children and families: 
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______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

How does the program encourage volunteers to participate in Head Start?
	

Can you provide examples of how Head Start parents work with staff to improve the 
quality of services available to children and families? 

Do you have practices in place to coordinate services between this program and other 
programs that children attend before, after and during their Head Start experience? Please 
describe. 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Do you coordinate joint training with early childhood programs in this community? 

Is there a group in your community working to coordinate transportation and do you 
participate in it? If not, have you explored the possibility of creating one? 

For Early Head Start: 

How does the program promote the access of children, families and expectant parents to 
community services that are responsive to their needs?  
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Questions for Community Partners:
	

If possible, see if you can meet and speak with several of the program’s community 
partners (all programs must engage in community partnerships). Four sample interview 
questions follow: 

Could you briefly describe your agency and the services it provides to the community?
	

How and why did your agency’s partnership with Head Start develop? 

What activities and initiatives are underway as a result of this partnership? 

What do you see as the major effects of this partnership? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Questions for others:  

For members of the Health Services Advisory Committee or other Head Start Advisory 
Committees: How long have you been a member of the Advisory Committee? What sort of 
issues has the committee addressed during that time? 

For Local Education Agencies (LEAs) or early intervention programs funded by Part C 
of the Individuals with Disabilities Education Act (Part C agencies): How do you work with 
Head Start to support children with disabilities? What arrangements do you have to assist 
children and families in their transition from Head Start? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Questions for child care partners:
	

Tell me about your partnership with Head Start. How did it begin and how is it working?
	

How does your partnership with Head Start assist in meeting the needs of children and 
families in this community? 

What do you bring to the partnership? What does Head Start bring? 

How was the division of responsibilities decided? Is there a written agreement? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

How is information shared between agencies? What records are shared? How do you 
handle confidentiality? 

How do you ensure that you are meeting all of the Head Start Performance Standards? What 
kinds of oversight and training does Head Start provide?  

Other Community Partnership Considerations 

Do you work with faith-based organizations in your community? Describe the nature of 
any partnership you may have developed. 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Incorporating Relevant Data Sources:
	

Additional observations, document reviews, or interview questions that this team may 
choose to add: 

Include any key insights you may have learned from reviewing important data sources 
such as the PRISM report, PIR data, Community Assessment, strategic plan or short and 
long term program goals: 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Team Member Summary Worksheet Ê

Summary of Results for Community and Child Care Partnerships
	

Areas where the program is working well. Provide examples of program strengths or areas 
where the program exceeds Performance Standards: 

Areas where the program needs improvement: 

Additional areas of concern: 
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Program Self-Assessment Booklet 16 Ê

Program Design: Eligibility, Recruitment, Selection, Enrollment and Attendance Ê

Core Question to guide the Self-Assessment team: 

How does the grantee approach eligibility, recruitment, selection, enrollment and attendance in 
an attempt to meet the needs of Head Start-eligible families and in response to the Community 
Assessment? 

Purpose: 

The purpose is to ensure that the program is abiding by Federal requirements and 
procedures for determining eligibility, recruitment, selection, enrollment, and attendance of 
children.  

This booklet will help you to assess if the program meets Federal Performance Standards 
relating to eligibility, recruitment, selection, enrollment and attendance.  Related 
Performance Standards include: 1305.3-1305.8; 1308.5 

As you conduct your assessment of the program’s approach to eligibility, recruitment, 
selection, enrollment and attendance, pay close attention to: 

■	 How the program determines who in their community is most in need of Head Start 
services 

■	 The strategies used to recruit children and families who are most in need 
■	 The process used to select children for the program 
■	 How the program ensures full enrollment 
■	 How the program responds to children who are absent 

An adapted version of the PRISM Income Eligibility Data Collection Form (and its 
instructions) has been included. Team members may find it to be a helpful tool in assessing 
the program’s selection of eligible children and families. Other helpful tools to support data 
collection in this area follow. 
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Review: 

Ask the Head Start director and/or responsible manager to provide you with access to the 
following documents: 

■ Community Assessment 
■ Eligibility and selection criteria 
■ Written information on the recruitment process and the recruitment areas 
■	 Prioritized waiting list of eligible children (Caution: in order to maintain 
confidentiality, only staff persons serving on your assessment team are able to view 
this information) 

■	 Attendance records 
■ Ongoing monitoring reports 
■ Class lists and home visitor assignments 
■	 Important data sources relevant to this area such as the  report, PRISM report, PIR data, 
strategic plan or short and long term program goals 

PRISMPRISM

Use the questions below to assist your document review: 

Does the Community Assessment include the following information about the Early Head Start 
and/or Head Start geographic area? Yes No 

Demographic  makeup  of  eligible  children  (number,  where  they  live,  race,  ethnicity) 
Community strengths and assets 
Other child care and child development programs that are serving Head Start eligible children 
(include publicly funded programs) 
Estimated number of children with disabilities (birth to 4 years old), including types and relevant 
services available 
Data regarding the education, health, nutrition and social service needs of 
Head Start eligible children and their families 

Resources in the community that could be used to address the needs of Head Start eligible children 
and families, including an assessment of their availability and accessibility 
Summary and analysis of the data collected for the Community Assessment
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The  education,  health,  nutrition,  and  social  service  needs  of  Head  Start  eligible  
children  and  their  families  as  defi ned  by  families  and  by  institutions  in  the  community  that  serve  
young  children 



          

       

       

 

Is there evidence that the program uses the information from the Community Assessment 
to determine the following: 

A plan for recruiting eligible families?   ❏ Yes  ❏ No 

Determining selection criteria?     ❏ Yes  ❏ No 

Are there procedures for selecting children based on: 

Family income? ❏ Yes ❏ No 

Age of the child? ❏ Yes ❏ No
	

The extent to which a child or family meets 
program-specifi c selection criteria?     ❏ Yes  ❏ No

 

	

Are at least 90% of your currently enrolled families living below the poverty guideline? 
❏ Yes  ❏ No Comment: _________________________________________________________ 

If a vacancy occurs more than 60 days before the end of the program year, is it filled with 
another child within 30 days? 
❏ Yes  ❏ No Comment:

Does the program regularly calculate average daily attendance?  Does the program analyze 
the causes for absenteeism when the monthly average daily attendance falls below 85%? 
❏ Yes  ❏ No Comment: _________________________________________________________ 

Is there a waiting list that ranks children according to selection criteria? 
❏ Yes  ❏ No Comment: _________________________________________________________ 

In cases where children have four or more unexcused absences, has the program 
documented its attempt to intervene with family support procedures? 
❏ Yes  ❏ No Comment: _________________________________________________________ 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Interview: 

One or two members of the Self-Assessment team should interview a number of Head Start 
families as well as staff persons responsible for the recruitment, selection, and enrollment 
of Head Start families. In many programs, this responsibility rests with the family services 
manager and his/her staff. 

Questions for families: 

How did you find out about Head Start and what was it like for you to get into the 
program? 

Questions for staff: 

How do families in your community find out about Head Start? (See if the program uses 
a variety of strategies to reach out to families; see if the program staff is willing to assist 
families through the application process.) 

Tell me how the decision is made to accept a particular child into the program. (Listen to 
be sure that there are established criteria used to evaluate applications and that a consistent 
process is used to make decisions.)  
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

What is the current average daily attendance of your program? What are you doing to 
address the low attendance if it is below 85%? 

How does the program recruit those most in need of Head Start services, including 
previously underserved populations? 

How does your program ensure that at least 10% of those served are children with 
disabilities? What is your progress in meeting this goal? 

How do you assign children to program options offered by your program? (Listen to be 
sure that options are offered to families in accordance with their needs.) 

Stage 2: Collecting and Synthesizing the Information — Booklet 16 ■ 5 



          

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

What is your funded enrollment for children? How many children are currently in the 
program? How do you maintain the funded enrollment level? Do you fill vacancies as they 
occur? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Incorporating Relevant Data Sources:
	

Additional observations, document reviews, or interview questions that this team may 
choose to add: 

Include any key insights you may have learned from reviewing important data sources 
such as the PRISM report, PIR data, Community Assessment, strategic plan or short and 
long term program goals: 
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Instructions for Completing the Income Eligibility Data Collection Form
(Adapted from PRISMPRISMPRISM 2005)

 Ê
 Ê

The Income Eligibility Data Collection Form is included to support the Head Start Bureau’s 
efforts to identify potential income eligibility-related areas of non-compliance. An adapted 
version of this form is included here to help the Self-Assessment team conduct a thorough 
review of a sample of income eligibility determination records. 

Note: The Income Eligibility Data Collection form requires the reviewer to examine 
children’s files. Only a staff person may access and review these files based on the program’s 
confidentiality policy. 

Data Collection Form Completion: 
1. Column A:  To  facilitate  this  process,  programs  should  select  an  appropriate  sample  of  
fi les  to  review.  Programs  with  actual  enrollment  of  less  than  20  should  review  all  of  the  
children’s  fi les  (e.g.,  a  program  with  17  enrolled  children  should  review  all  17  fi les).  For  
actual  enrollment  of  20-37  children,  programs  should  review  a  sample  of  20  fi les;  for  
actual  enrollment  of  38-77  children,  programs  should  review  a  sample  of  25  fi les;  for  
actual  enrollment  of  78-597  children,  programs  should  review  30  fi les;  and  for  actual  
enrollment  of  598  children  or  more,  programs  should  review  a  sample  of  35  fi les. 

2. Column B:  For each child, determine if the program identifi ed the child as income 
eligible or as part of the program’s enrollment from “over-income” families. 
a. For all children identified by the pr ogram as income eligible (i.e., from a 
household that meets the low-income guidelines), enter a Y in column B and 
proceed to step 3 (column C). 

b. If the child was enrolled as an “over-income” child, note that on the attached form 
by entering an N in column B. If you enter an N in column B, your work for that 
specifi c child’s fi le has been completed and you should proceed to the next file.  

3. Column C:  Determine if there is a signed statement by a Head Start program employee 
stating that the child was determined to be income eligible to participate in the 
program. 
a. If the file contains a signed determination statement, enter a  Y in column C and 
proceed to step 4 (column D). 

b. If the fi le does not contain a signed determination statement, enter an N in column 
C. If you enter an N in column C, your work for that specifi c child’s fi le has been 
completed and you should proceed to the next file.  

4. Column D:  Determine if there is additional documentation that was used in verifying 
and determining the child’s income eligibility. 
a. If the fi le contains additional documentation used to verify the child’s income 
eligibility status, enter a Y in column D and proceed to step 5 (column E). 

b. If the fi le does not contain additional documentation used to verify the child’s 
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income eligibility status, enter an N in column D. If you enter an N in column D, 
your work for that specific child’s file has been completed and you should proceed 
to the next file. 

Column E:  Review the documentation used to determine eligibility and make your 
own determination about the child’s eligibility. 
a. If you concur with the program that the child is income eligible (i.e., from a 
household that meets the low-income guidelines), enter a Y in column E. 

b. If you conclude that the child is not income eligible (i.e., “over-income”), enter an 
N in column E. 

Below are correct and incorrect examples of form completion. Please review these examples 
before beginning your work. 

5. 

Example of Correct Data Collection Form Completion: 

A B C D E 
Program  has  enrolled  the  
child  as  an  income  eligible  

(from  a  low-income  
household)  child 

Reviewer  fi nds  a  signed  
statement  in  folder  

identifying  that  eligibility  
has  been  verifi ed 

Reviewer  fi nds  in  folder  
documentation  used  by  the  
program  for  determining  

eligibility 

Reviewer  supports  
grantee’s  determination  of  

income  eligibility 

Fil  e Number   (Y or N)   (Y or N)   (Y or N)   (Y or N) 
1 Y N 
2 N 

Y Y Y Y 3 

 

 

  

 Data Collection Form Completion:

In the above example, the reviewer correctly stopped working on File Number 1 after 
entering N in column C. Also, the reviewer correctly filled out the form by leaving the rest 
of the columns blank after writing N in column B for File Number 2. For File Number 3, 
the reviewer filled in all four columns because every column had a Y in them. This example 
demonstrates the correct completion of the form because once an N is entered into a column, 
the reviewer should stop work for that file and move on to begin work on the next file. 

Example of IncorrIncorrectectect Data Collection Form Completion: 

A B C D E 

File  Number 

Program  has  enrolled  the  
child  as  an  income  eligible  

(from  a  low-income  
household)  child 

(Y  or  N) 

Reviewer  fi nds  a  signed  
statement  in  folder  

identifying  that  eligibility  
has  been  verifi ed 

(Y  or  N) 

Reviewer  fi nds  in  folder  
documentation  used  by  the  
program  for  determining  

eligibility 

(Y  or  N) 

Reviewer  supports  
grantee’s  determination  of  

income  eligibility 

(Y  or  N) 
1 Y Y N Y 

In the above example, the reviewer should have stopped work on File Number 1 after 
entering N in column D. Since there is no additional documentation verifying income 
eligibility, it would be impossible for the reviewer to make a determination of support for the 
grantee’s initial determination of income eligibility. Therefore, column E should have been 
left blank and the reviewer would begin work on File Number 2. 



          

Income Eligibility Data Collection Form 

Actual enrollment: 

Number of fi les to be reviewed:

A B C D E 
  Program has enroll  ed the  Revi     ewer finds a signed  Revi   ewer finds  i  n folder  Revi  ewer supports  

chil   d as an  i  ncome eligible  statement  i  n folder  documentati    on used by the   grantee’s determinati  on of  
 (from a  low-income  identifyi   ng that eligibility    program for determining  i  ncome eligibility 

househol  d) child   has been veri  fied eligibility 

File  Number   (Y or N)   (Y or N)   (Y or N)   (Y or N) 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

18 

____________________________
	

 _______________________________
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A B C D E 
  Program has enroll  ed the  Revi     ewer finds a signed  Revi   ewer finds  i  n folder  Revi  ewer supports  

chil   d as an  i  ncome eligible  statement  i  n folder  documentati    on used by the   grantee’s determinati  on of  
 (from a  low-income  identifyi   ng that eligibility    program for determining  i  ncome eligibility 

househol  d) child   has been veri  fied eligibility 

File  Number   (Y or N)   (Y or N)   (Y or N)   (Y or N) 

19 

20 

21 

22 

23 

24 

25 

26 

27 

28 

29 

30 

31 

32 

33 

34 

35 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Team Member Summary Worksheet Ê

Summary of Results for Eligibility, Recruitment, Selection, Enrollment and 
Attendance 

Areas where the program is working well. Provide examples of program strengths or areas 
where the program exceeds Performance Standards: 

Areas where the program needs improvement: 

Additional areas of concern: 
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Program Self-Assessment Booklet 17 Ê

Program Design: Facilities, Materials, Equipment, and Transportation 

Core Question to guide the Self-Assessment team: 

How does the grantee ensure that the facilities, materials, equipment and transportation services 
are supportive of learning and reflective of different ages and stages of development of each child 
including children with disabilities, and that appropriate space is provided for the conduct of all 
program activities? 

Purpose: 

The objective is to ensure that Head Start’s physical environment and transportation 
services supports the delivery of high quality services to all children and families. This 
booklet will help the Self-Assessment team to determine if the program meets Federal 
Performance Standards relating to facilities, materials, equipment and transportation.  
Related Performance Standards include: 1304.21(a)(4)(iv); 1304.21(a)(5)-1304.21(a)(6); 1304.2 
2(e)(7);1304.23(e); 1304.53(a)(1)-1304.53(a)(5); 1304.53(a)(7)-1304.53(a)(9); 1304.53(a)(10)(iv); 
1304.53(a)(10)(xiv)-1304.53(a)(10)(xv); 1304.53(a)(10)(xvii); 1304.53(b); 1306.30(c); 
1308.4(o)(4)-1308.4(o)(6); 1310.10; 1310.12(b); 1310.13-1310.15(b); 1310.15(d); 1310.20; 
1310.22(b); 1310.23; 45 CFR 84.5 

As you conduct your assessment of the program’s facilities, materials, equipment, and 
transportation, pay close attention to how: 

■	 Inspections, maintenance and repairs are carried out 
■	 The need for materials and equipment is determined and how they are ordered 
■	 Programs comply with all relevant Federal, state, and local requirements regarding 
facilities and transportation vehicles 

Adapted versions of the PRISM Health and Safety Checklist, and Transportation Services 
Checklist have been included. Team members may find them to be helpful tools in 
assessing the program’s facilities, materials, equipment and transportation services. Other 
helpful tools to support data collection in this area follow. 
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Review:
	

Ask the Head Start director and/or responsible manager to provide you with access to the 
following licenses, inspections and other documents: 

■	 Child care 
■	 Sanitation 
■	 Fire/safety 
■	 Food handlers 
■	 Other locally required licenses 
■	 Ongoing monitoring reports 
■	 Vehicle maintenance logs 
■	 Important data sources relevant to this area such as the PRISM report, PIR data, 
Community Assessment, strategic plan or short and long term program goals 

In addition, ask your team leader to provide you with copies of the following policies and 
procedures and check the appropriate box: 
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Medication  administration 

Short-term  exclusion  for  health  reasons 

Emergency  procedures 

Child  abuse/neglect  reporting  procedures 

Equipment  and  vehicle  maintenance  logs 

Available  
 and current 

Not  
available Comment 



          

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Observe: 

The Self-Assessment team member should visit a number of centers and classrooms 
(including family child care homes) and complete the attached Health and Safety Checklist 
and the Transportation Services Checklist. Share your results with the team administering 
the booklet on Prevention and Early Intervention. The checklist results will also assist them 
in their work. 

Interview: 

The Self-Assessment team member should interview management staff responsible for 
facilities and materials. Use the questions below to assist you with interviews: 

How do you make sure that the program’s facilities, materials, equipment, and 
transportation services are appropriate for the children you serve? 

How do you make sure that the program’s facilities, materials, equipment and 
transportation services are appropriate for children with disabilities? 

When choosing a facility, what things do you consider? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

How do you ensure that the facilities, materials and equipment are accessible and useful to 
persons with disabilities? 

Besides classroom space, what are the other uses for space in your Head Start facilities? 

How do you ensure that arrangements and space, as well as types and uses of materials 
and equipment support the curriculum? 

How do you ensure that facilities are free of toxins such as smoke, lead, pesticides and 
herbicides? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

How do you ensure that required inspections, maintenance and repairs are taking place 
and the facility is in compliance with all other relevant Federal, state, tribal and local 
requirements? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Incorporating Relevant Data Sources:
	

Additional observations, document reviews, or interview questions that this team may 
choose to add: 

Include any key insights you may have learned from reviewing important data sources 
such as the PRISM report, PIR data, Community Assessment, strategic plan or short and 
long term program goals: 
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am
 D

es
ig

n
 a

n
d 

M
an

ag
em

en
t

(Q
u

es
ti

on
s 

28
-4

0)

T
h

e 
qu

es
ti

on
s 

m
ar

ke
d 

w
it

h
 ��

ap
pl

y 
to

 a
ll 

H
ea

d 
St

ar
t 

gr
an

te
es

 a
n

d 
th

ei
r 

de
le

ga
te

s,
w

h
et

h
er

 t
h

ey
 p

ro
vi

de
 t

ra
n

sp
or

ta
ti

on
se

rv
ic

es
 o

r 
n

ot
. T

h
es

e 
it

em
s 

ap
pe

ar
 in

 
qu

es
ti

on
s 

13
-1

5,
 1

7,
 a

n
d 

26
-3

0.
 

T
h

e 
qu

es
ti

on
s 

m
ar

ke
d 

w
it

h
m

ay
 b

e 
ob

se
rv

ed
 o

n
 b

u
s 

ri
de

(s
).

 



ac
tu

re
r

__
__

__
__

2.
A
ny
 a
u
xi
lia
ry
 s
ea
ti
n
g 
u
se
d 
in
 v
eh
ic
le
s 
pr
ov
id
in
g 
tr
an
sp
or
ta
ti
on
 s
er
vi
ce
s 
h
as
 b
ee
n
 b
u
ilt
 in
to
 t
h
e 
ve
h
ic
le
 b
y 
th
e 
m
an

          

 

 
 

 
 

 

ac
tu

re
r
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Fa
ci

lit
ie

s,
 M

at
er

ia
ls

, E
q

u
ip

m
en

t,
 a

n
d

 T
ra

n
sp

o
rt

at
io

n

Ye
s 

N
o

 

__
__
 
__
__
 

__
__

__
__
 
__
__

__
__
 

__
__
 
__
__
 

__
__
 
__
__
 

__
__
 
__
__
 

__
__
 
__
__
 

1.
 

E
ac
h
 v
eh
ic
le
 u
se
d 
in
 p
ro
vi
di
n
g 
tr
an
sp
or
ta
ti
on
 s
er
vi
ce
s 
h
as
:

• 
a 
co
m
m
u
n
ic
at
io
n
 s
ys
te
m
 t
o 
ca
ll 
fo
r 
as
si
st
an
ce
;

• 
em
er
ge
n
cy
 s
af
et
y 
eq
u
ip
m
en
t,
 in
cl
u
di
n
g 
a 
ch
ar
ge
d 
fi
re
 e
xt
in
gu
is
h
er
 p
ro
pe
rl
y 
m
ou
n
te
d 
n
ea
r 
th
e 
dr
iv
er
's
 

se
at
 a
n
d 
a 
si
gn
 in
di
ca
ti
n
g 
it
s 
lo
ca
ti
on
;

• 
a 
fi
rs
t 
ai
d 
ki
t 
an
d 
a 
si
gn
 in
di
ca
ti
n
g 
it
s 
lo
ca
ti
on
; a
n
d 

• 
a 
se
at
 b
el
t 
cu
tt
er
 a
n
d 
a 
si
gn
 in
di
ca
ti
n
g 
it
s 
lo
ca
ti
on
. [
13
10
.1
0(
d)
(1
-4
)]
 

2.2.
	­

AA
nnyy
 a
u
xi
lia
r

au
xi
lia
ryy
 s
ea
ti
n
g

se
at
in
g 
u
se
d

u
se
d 
inin
 vv
eeh
ic
le
s

h
ic
le
s 
prpr
oovv
id
in
g

id
in
g 
ttrr
an
sp
or

an
sp
or
ta
ti
on

ta
ti
on
 s
erse
rvv
icic
eses
 h
as
h
as
 b
ee
n

be
en
 b
u
ilt

bu
ilt
 in
t

in
too
 t
h
e

th
e 
vvee
h
ic
le

h
ic
le
 bb
yy 
th
e

th
e 
m
an

m
an
u
f
u
f
u
fa
ct
u
re
r

as
 p
ar
t 
of
 i
ts
 s
ta
n
da
rd
 d
es
ig
n
, m
ai
n
ta
in
ed
 in
 p
ro
pe
r 
w
or
ki
n
g 
or
de
r,
 a
n
d 
in
sp
ec
te
d 
an
n
u
al
ly
. [
13
10
.1
0(
e)
]

3.
 

B
ag
ga
ge
 a
n
d 
ot
h
er
 i
te
m
s 
tr
an
sp
or
te
d 
in
 t
h
e 
pa
ss
en
ge
r 
co
m
pa
rt
m
en
t 
ar
e 
pr
op
er
ly
 s
to
re
d 
an
d 
se
cu
re
d,
 a
is
le
s 
re
m
ai
n
 

cl
ea
r,
 a
n
d 
do
or
s 
an
d 
em
er
ge
n
cy
 e
xi
ts
 a
re
 u
n
ob
st
ru
ct
ed
 a
t 
al
l t
im
es
. [
13
10
.1
5(
b)
]

4.
	­

T
h
er
e 
ar
e 
pr
oc
ed
u
re
s 
in
 p
la
ce
 t
o 
en
su
re
 t
h
at
 t
h
e 
bu
s 
or
 a
lt
er
n
at
iv
e 
al
lo
w
ab
le
 v
eh
ic
le
 i
s 
m
ai
n
ta
in
ed
 i
n
 s
af
e 
op
er
at
in
g

co
n
di
ti
on
. T
h
e 
or
ga
n
iz
at
io
n
 o
pe
ra
ti
n
g 
th
e 
ve
h
ic
le
 h
as
 e
st
ab
lis
h
ed
 a
n
d 
im
pl
em
en
te
d 
pr
oc
ed
u
re
s 
fo
r:

• a
n
 a
n
n
u
al
 s
af
et
y 
in
sp
ec
ti
on
 t
h
ro
u
gh
 a
n
 in
sp
ec
ti
on
 p
ro
gr
am
 li
ce
n
se
d 
or
 o
pe
ra
te
d 
by
 t
h
e 
St
at
e;

•
sy
st
em
at
ic
 p
re
ve
n
ti
ve
 m
ai
n
te
n
an
ce
; a
n
d 

 
 

a 
da
ily
 p
re
-t
ri
p 
in
sp
ec
ti
on
 b
y 
th
e 
dr
iv
er
. [
13
04
.5
3(
a)
(7
),
 1
31
0.
13
] 

 

5.
 

E
ac
h
 v
eh
ic
le
 i
s 
n
ot
 r
eq
u
ir
ed
 t
o 
ba
ck
 u
p 
or
 m
ak
e 
"U
" 
tu
rn
s,
 e
xc
ep
t 
if
 n
ec
es
sa
ry
 f
or
 s
af
et
y 
re
as
on
s 
or
 b
ec
au
se
 o
f

ph
ys
ic
al
 b
ar
ri
er
s.
 [
13
10
.2
0(
b)
(3
)]

6.
 

Tr
ip
 s
to
ps
 m
in
im
iz
e 
tr
af
fi
c 
di
sr
u
pt
io
n
s 
an
d 
af
fo
rd
 t
h
e 
dr
iv
er
 a
 g
oo
d 
fi
el
d 
of
 v
ie
w
 i
n
 f
ro
n
t 
an
d 
be
h
in
d 
th
e 
ve
h
ic
le
.

[1
31
0.
20
(b
)(
4)
]

• 



et
y 

of
__
__

__
__

7.
T
h
er
e 
ar
e 
sp
ec
if
ic
 p
ro
ce
du
re
s 
fo
r 
u
se
 o
f
al
te
rn
at
e 
ro
u
te
s 
in
 t
h
e 
ca
se
 o
f
h
az
ar
do
u
s 
co
n
di
ti
on
s 
th
at
 c
ou
ld
 a
ff
ec
t 
th
e 

          

et
y 

of
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Fa
ci

lit
ie

s,
 M

at
er

ia
ls

, E
q

u
ip

m
en

t,
 a

n
d

 T
ra

n
sp

o
rt

at
io

n
 (c

o
n

t.
)

Ye
s 

N
o

 

__
__

__
__
 
__
__

__
__
 
7.7.

	­
T
h
er

T
h
er
ee 
arar
ee 
sp
ec
if
ic

sp
ec
if
ic
 p
rpr
ococ
ed
u
r

ed
u
re
ses
 f
orfo
r 
u
se
u
se
 o
fof
 a
ltal
te
rer
n
at
n
at
ee 
rro
u
t

ou
te
ses
 i
nin
 t
h
e

th
e 
ca
se

ca
se
 o
fof
 h
az
ar

h
az
ar
do
u
s

do
u
s 
ccoo
n
di
ti
on
s

n
di
ti
on
s 
th
at

th
at
 cc
ou
ld

ou
ld
 a
ff
ec
t

af
fe
ct
 t
h
e

th
e 
sa
f

sa
f

sa
fe
ty
  o
f

th
e 
ch
ild
re
n
 w
h
o 
ar
e 
be
in
g 
tr
an
sp
or
te
d.
 [
13
10
.2
0(
b)
(7
)]

__
__
 
__
__
 

__
__
 
__
__
 

__
__
 
__
__
 

__
__
 
__
__
 

__
__
 
__
__
 

__
__
 
__
__
 

8.
 

Tr
an
si
t t
im
es
 fo
r 
ch
ild
re
n
 g
oi
n
g 
to
 a
n
d 
fr
om
 th
e 
pr
og
ra
m
 d
o 
n
ot
 e
xc
ee
d 
on
e 
h
ou
r 
ea
ch
 w
ay
 u
n
le
ss
 th
er
e 
is
 n
o 
sh
or
te
r 

ro
u
te
 a
va
ila
bl
e 
or
 a
ny
 a
lt
er
n
at
iv
e 
sh
or
te
r 
ro
u
te
 is
 e
it
h
er
 u
n
sa
fe
 o
r 
im
pr
ac
ti
ca
l. 
[1
31
0.
20
(b
)(
1)
]

9.
 

W
h
en
 p
os
si
bl
e,
 s
to
ps
 d
o 
n
ot
 r
eq
u
ir
e 
ch
ild
re
n
 t
o 
cr
os
s 
th
e 
st
re
et
 o
r 
h
ig
hw
ay
 w
h
en
 b
oa
rd
in
g 
or
 e
xi
ti
n
g 
th
e 
ve
h
ic
le
.

[1
31
0.
20
(b
)(
5)
] 

10
. 

If
 c
h
ild
re
n
 m
u
st
 c
ro
ss
 th
e 
st
re
et
 b
ef
or
e 
bo
ar
di
n
g 
or
 a
ft
er
 le
av
in
g 
th
e 
ve
h
ic
le
, t
h
e 
ch
ild
re
n
 a
re
 e
sc
or
te
d 
ac
ro
ss
 th
e 
st
re
et
 

by
 t
h
e 
bu
s 
m
on
it
or
 o
r 
an
ot
h
er
 a
du
lt
. [
13
10
.2
0(
b)
(6
)]
 

11
. 

T
h
e 
n
u
m
be
r 
of
 o
cc
u
pa
n
ts
 in
 t
h
e 
ve
h
ic
le
 d
oe
s 
n
ot
 e
xc
ee
d 
m
ax
im
u
m
 p
as
se
n
ge
r 
ca
pa
ci
ty
 a
t 
an
y 
ti
m
e.
 [
13
10
.2
0(
b)
(2
)]
 

12
. 

A
ll 
ve
h
ic
le
 o
cc
u
pa
n
ts
 (
ex
ce
pt
 f
or
 t
h
e 
bu
s 
m
on
it
or
s 
w
h
o 
ar
e 
as
si
st
in
g 
ch
ild
re
n
) 
ar
e 
se
at
ed
 i
n
 h
ei
gh
t-
an
d 
w
ei
gh
t-

ap
pr
op
ri
at
e 
re
st
ra
in
t 
sy
st
em
s 
w
h
ile
 t
h
e 
ve
h
ic
le
 is
 in
 m
ot
io
n
. [
13
10
.1
5(
a)
, 1
31
0.
15
(d
)]
 

E
xc
ep
ti
on
: 
A
pp
ro
va
l l
et
te
r 
fr
om
 t
h
e 
H
ea
d 
St
ar
t 
B
u
re
au
 i
s 
re
qu
ir
ed
 f
or
 a
n
 e
xt
en
si
on
 o
f 
th
e 
ef
fe
ct
iv
e 
da
te
 o
f 
th
e 
po
rt
io
n
 o
f

th
e 
H
ea
d 
St
ar
t 
re
gu
la
ti
on
 r
el
at
in
g 
to
 c
h
ild
 s
af
et
y 
re
st
ra
in
t 
sy
st
em
s 
u
p 
to
 J
an
u
ar
y 
20
, 2
00
6.

13
. 
��
C
h
ild
re
n
 a
re
 o
n
ly
 r
el
ea
se
d 
to
 a
 p
ar
en
t,
 le
ga
l 
gu
ar
di
an
, o
r 
ot
h
er
 i
n
di
vi
du
al
 a
s 
de
si
gn
at
ed
 i
n
 w
ri
ti
n
g 
by
 t
h
e 
pa
re
n
t 
or
 l
eg
al
 

gu
ar
di
an
. T
h
e 
ag
en
cy
 m
ai
n
ta
in
s 
lis
ts
 o
f 
th
e 
p
er
so
n
s,
 in
cl
u
di
n
g 
al
te
rn
at
es
 in
 c
as
e 
of
 e
m
er
ge
n
cy
, a
n
d 
u
p-
to
-d
at
e 
ch
ild
 r
os
te
rs

ar
e 
m
ai
n
ta
in
ed
 a
t 
al
l t
im
es
 t
o 
en
su
re
 t
h
at
 n
o 
ch
ild
 is
 le
ft
 b
eh
in
d,
 e
it
h
er
 a
t 
th
e 
cl
as
sr
oo
m
 o
r 
on
 t
h
e 
ve
h
ic
le
 a
t 
th
e 
en
d 
of
 t
h
e

ro
u
te
. [
13
10
.1
0(
g)
] 

C
om
m
en
ts
: 
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Ea
rl

y 
C

h
ild

h
o

o
d

 D
ev

el
o

p
m

en
t 

an
d

 H
ea

lt
h

 S
er

vi
ce

s

Ye
s 

N
o

 

__
__
 
__
__
 

__
__
 
__
__
 

__
__
 
__
__
 

__
__
 
__
__
 

__
__
 
__
__
 

__
__
 
__
__
 

14
. 
��
C
h
ild
re
n
 r
ec
ei
ve
 d
ev
el
op
m
en
ta
lly
 a
pp
ro
pr
ia
te
 s
af
et
y 
tr
ai
n
in
g 
w
it
h
in
 3
0 
da
ys
 o
f 
th
e 
st
ar
t 
of
 t
h
e 
pr
og
ra
m
 y
ea
r 
on
:

• s
af
e 
ri
di
n
g 
pr
ac
ti
ce
s;

• s
af
et
y 
pr
oc
ed
u
re
s 
fo
r 
bo
ar
di
n
g 
an
d 
le
av
in
g 
th
e 
ve
h
ic
le
;

• s
af
et
y 
pr
oc
ed
u
re
s 
in
 c
ro
ss
in
g 
th
e 
st
re
et
s 
to
 a
n
d 
fr
om
 t
h
e 
ve
h
ic
le
 a
t 
st
op
s;

• r
ec
og
n
it
io
n
 o
f 
da
n
ge
r 
zo
n
es
 a
ro
u
n
d 
th
e 
ve
h
ic
le
; a
n
d

• e
m
er
ge
n
cy
 e
va
cu
at
io
n
 p
ro
ce
du
re
s,
 in
cl
u
di
n
g 
pa
rt
ic
ip
at
io
n
 in
 a
n
 e
m
er
ge
n
cy
 e
va
cu
at
io
n
 d
ri
ll 
co
n
du
ct
ed
 o
n
 t
h
e 
ve
h
ic
le
 t
h
e

ch
ild
 w
ill
 b
e 
ri
di
n
g.
 [
13
10
.2
1(
a)
, 1
31
0.
21
(b
)(
1)
-(
5)
]

15
. 
��
C
h
ild
re
n
's
 s
af
et
y 
tr
ai
n
in
g 
re
m
in
de
r 
ac
ti
vi
ti
es
 h
av
e 
be
en
 d
ev
el
op
ed
 a
n
d 
ar
e 
de
ve
lo
pm
en
ta
lly
 a
pp
ro
pr
ia
te
, i
n
di
vi
du
al
iz
ed
, a
n
d

an
 in
te
gr
al
 p
ar
t 
of
 p
ro
gr
am
 a
ct
iv
it
ie
s.
 [
13
10
.2
1(
e)
]

16
.	­

A
t 
le
as
t 
tw
o 
bu
s 
ev
ac
u
at
io
n
 d
ri
lls
 in
 a
dd
it
io
n
 t
o 
th
e 
on
e 
re
qu
ir
ed
 t
o 
be
 p
ro
vi
de
d 
w
it
h
in
 t
h
e 
fi
rs
t 
th
ir
ty
 d
ay
s 
of
 s
er
vi
ce
 h
av
e 

be
en
 c
on
du
ct
ed
 d
u
ri
n
g 
ea
ch
 p
ro
gr
am
 y
ea
r.
 [
13
10
.2
1(
b)
(5
),
 1
31
0.
21
(d
)]

17
. 
��
G
ra
n
te
e 
an
d 
de
le
ga
te
 a
ge
n
ci
es
 h
av
e 
ar
ra
n
ge
d 
fo
r 
or
 p
ro
vi
de
 t
ra
n
sp
or
ta
ti
on
 f
or
 c
h
ild
re
n
 w
it
h
 d
is
ab
ili
ti
es
 t
o 
an
d 
fr
om
 t
h
e

pr
og
ra
m
 a
n
d 
to
 s
p
ec
ia
l c
lin
ic
s 
or
 o
th
er
 s
er
vi
ce
 p
ro
vi
de
rs
 w
h
en
 th
e 
sp
ec
ia
l e
du
ca
ti
on
 a
n
d 
re
la
te
d 
se
rv
ic
es
 c
an
n
ot
 b
e 
pr
ov
id
ed
 

on
-s
it
e.
 [
13
08
.4
(h
)(
6)
, 1
31
0.
22
(b
)]

18
. 

U
p-
to
-d
at
e 
fa
m
ily
 c
on
ta
ct
 i
n
fo
rm
at
io
n
 a
n
d 
au
th
or
iz
at
io
n
 f
or
 e
m
er
ge
n
cy
 c
ar
e 
fo
r 
ea
ch
 c
h
ild
 i
s 
re
ad
ily
 a
va
ila
bl
e.

[1
30
4.
22
(a
)(
2)
, 1
30
4.
51
(g
)]

19
. 

A
pp
ro
pr
ia
te
 s
ta
ff
 i
s 
in
fo
rm
ed
 o
f 
an
y 
h
ea
lt
h
 o
r 
sa
fe
ty
 a
cc
om
m
o
da
ti
on
s 
or
 a
da
pt
at
io
n
s 
n
ee
de
d 
fo
r 
ch
ild
re
n
 i
n
 a
cc
or
da
n
ce
 

w
it
h
 t
h
e 
pr
og
ra
m
's
 c
on
fi
de
n
ti
al
it
y 
po
lic
y.
 [
13
04
.2
2(
b)
(3
)]
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Ea
rl

y 
C

h
ild

h
o

o
d

 D
ev

el
o

p
m

en
t 

an
d

 H
ea

lt
h

 S
er

vi
ce

s 
(c

o
n

t.
)

Ye
s 

N
o

 

__
__
 
__
__
 

__
__
 
__
__
 

__
__
 
__
__
 

20
.	­

T
h
e 
ag
en
cy
 
m
u
st
 
es
ta
bl
is
h
, 
m
ai
n
ta
in
, 
an
d 
im
pl
em
en
t 
w
ri
tt
en
 
pr
oc
ed
u
re
s 
re
ga
rd
in
g 
th
e 
ad
m
in
is
tr
at
io
n
, 
h
an
dl
in
g,

an
d 
st
or
ag
e 
of
 m
ed
ic
at
io
n
 f
or
 e
ve
ry
 c
h
ild
. 
[1
30
4.
22
(c
)]
 

21
. 

B
u
s 
dr
iv
er
s 
an
d 
m
on
it
or
s 
en
co
u
ra
ge
 s
el
f-
co
n
tr
ol
 b
y 
u
si
n
g 
po
si
ti
ve
 m
et
h
od
s 
of
 c
h
ild
 g
u
id
an
ce
 b
y 
se
tt
in
g 
cl
ea
r,

co
n
si
st
en
t 
lim
it
s.
 [
13
04
.2
1(
a)
(3
)(
i)
(C
),
 1
30
4.
52
(h
)(
1)
(i
v)
] 

22
. 

R
ou
ti
n
es
 a
n
d 
tr
an
si
ti
on
s 
oc
cu
r 
in
 a
 t
im
el
y,
 p
re
di
ct
ab
le
, 
an
d 
u
n
ru
sh
ed
 m
an
n
er
 a
cc
or
di
n
g 
to
 e
ac
h
 c
h
ild
's
 n
ee
ds
.

[1
30
4.
21
(a
)(
3)
(i
i)
] 

C
om
m
en
ts
:: 
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Family and Community Partnerships

Yes No 

____ ____ 

____ ____ 

____ ____ 

____ ____ 

____ ____ 

23. Effective two-way communication between staff and parents is facilitated on a regular basis throughout the program 

year. [1304.51(c)(1)]  

24. Interactions with families are respectful. [1304.40(a)(5)] 

25. Communication with parents is conducted in the parents' primary or preferred language or through an interpreter,

to the extent feasible. [1304.40(a)(5)] 

26. ��

 ��

Parents receive safety training within 30 days of the start of the program year that:

• emphasizes the importance of escorting their children to the vehicle stop and reinforcing the vehicle safety training.
• complements the training provided to their children so that safety practices can be reinforced both in the program and at 
home by the parent. [1310.21(a), 1310.21(c)] 

27. Reasonable efforts are made to coordinate transportation resources with other human services agencies in the community.

[1310.23(a)] 

Comments: 
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Program Design and Management (cont.)

Yes No 

___ ____ 

____ ____ 

39.	­ Each bus monitor has been trained prior to duty on:

• child boarding and exiting procedures;
• us  e of chil  d restrain  t systems; 
• an  y require  d paperwork; 
• response  s to emergencies; 
• emergenc  y evacuatio  n procedures; 
• use of special equipment; 
• child pick-up and release procedures; 
• pre- and post-trip vehicle check. [1310.17(f)(2)]    
Exception: Approval letter from the Head Start Bureau is required for an extension of the effective date of the portion of 
the Head Start regulation relating to bus monitors up to January 20, 2006. 

40.	­ Each agency has identified the true cost of providing transportation in order to knowledgeably compare the costs 

of providing transportation directly versus contracting for the service. [1310.23(b)(1)]

Comments: 



          

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Team Member Summary Worksheet Ê

Summary of Results for Facilities, Materials, Equipment, and 
Transportation 

Areas where the program is working well. Provide examples of program strengths or areas 
where the program exceeds Performance Standards: 

Areas where the program needs improvement: 

Additional areas of concern: 
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Program Self-Assessment Booklet 18 Ê

Using Child Outcomes in Program Self-Assessment 

Core Question to guide the Self-Assessment team: 

Does the program have an effective system for measuring child outcomes that informs program 
leaders of patterns of progress for three to five year old children and how the program might be 
improved? 

Purpose: 

The purpose is to ensure that programs have a system for measuring child outcomes and 
using the results to plan for continuous program improvements. 

This booklet will help the Self-Assessment team determine if the program has responded 
to program outcomes as outlined in Section 641A(b) of the Head Start Reauthorization Act of 
1998 and related guidance that appears in ACYF-IM-HS-00-03 and ACYF-IM-00-18. These 
IM’s address: 

■	 Head Start Child Outcomes Framework 
■	 Timelines for Implementation and Program Monitoring 

Related Performance Standards include: 1304.21(a)(1)(i); 1304.40(e)(5); 1304.51(a)(1)(ii)-
1304.51(a)(1)(iii); 1304.51(g); 1304.51(i)(1)-1304.51(i)(2); Head Start Act, Sections: 
641A(a)(1)(B); 641A(b)(4); 642(e); 648A(a)(1)(A). 

As you conduct your assessment of the program’s outcome measurement system, pay close 
attention to the: 

■	 Effectiveness of the system in demonstrating patterns of progress for three to five 
year old children participating in the program 

■	 Conclusions and results of the program’s analysis of information on child outcomes 

Helpful tools to support data collection in this area follow. 
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 report, 

 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Review:
	

Ask the Head Start director and/or responsible manager to provide you with access to the 
following documents: 

The Self-Assessment team member should review: 
■	 Child assessment instruments 
■	 Written plans that have been revised to include information on measuring child 
outcomes 

■	 Written procedures describing methods for data collection, data analysis and how 
child outcome information will be used in program planning 

■	 Sample data collection reports 
■	 Report of child outcome data analysis 
■	 Ongoing monitoring reports 
■	 Staff training and development plans 
■	 Important data sources relevant to this area such as the PRISMPRISM report, PRISM report, PIR data, 
Community Assessment, strategic plan or short and long term program goals 

Use the following checklist to guide your document review: 

Do written plans reflect responsibilities associated with collecting, analyzing and utilizing 
child outcome data? 
❏ Yes  ❏ No
	
Comment: _______________________________________________________________________
	

Are child outcome responsibilities reflected in management systems such as pr ogram 
planning, record keeping and reporting, Self-Assessment, ongoing monitoring and human 
resources as well as in service areas? 
❏ Yes  ❏ No
	
Comment: _______________________________________________________________________
	

Do child assessment procedures and the instruments used by the program address, at a 
minimum, the eight domain areas and the thirteen required indicators listed in the Child 
Outcomes Framework? 
❏ Yes  ❏ No
	
Comment: _______________________________________________________________________
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Is there evidence that the program staff measure children’s progress, at a minimum, in the 
beginning, middle, and end of the year? 
❏ Yes  ❏ No
	
Comment: _______________________________________________________________________
	

Does the program have a system for recording the results of child outcome measurement so 
they can be analyzed effectively?  Can the reports be used to identify patterns of progress 
for children? 
❏ Yes  ❏ No
	
Comment: _______________________________________________________________________
	

Do program long-range goals and short-term objectives reflect the findings of ongoing   
monitoring and the Self-Assessment, including analysis and use of child outcome data? 
❏ Yes  ❏ No
	
Comment: _______________________________________________________________________
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Interview: 

The Self-Assessment team member should interview the Head Start director, members 
of the management team, and other program leaders involved in the child outcome 
measurement system. 

Questions you may use to guide your interview: 

Describe your systems for collecting child outcome data and ongoing monitoring to track 
patterns of progress and accomplishments. 

What process is used by program managers and leaders to analyze data collected during 
outcome measurement? 

How is the child outcome data analysis information shared with the governing body, Policy 
Council and other stakeholders? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

How has the program used the child outcome data analysis information in planning for 
continuous improvement in the following areas: 

Services for individual children?
	

Strengthening individual classrooms? 

Identifying staff training and professional development needs? 

Program planning? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Does analysis and use of ongoing assessment data include attention to the progress of 
different groups of children such as English language learners and children who enter 
Head Start with different levels of knowledge and skills? 

Are there examples of “mid-course corrections” in curriculum, teaching and other child 
development services occurring based on review of ongoing assessment information at the 
beginning and mid-points of the program year? 

Does analysis of child outcomes information incorporate comparison of trends from 
past years to highlight patterns of continuity, new areas of need or concern, or enhanced 
progress of children? 

How do you include all children in your process, including children with disabilities? 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Is your program measuring outcomes in areas other than those that are mandated (e.g., 
family outcomes)? Describe which ones. 

❏ Yes  ❏ No
	
Comment: _______________________________________________________________________
	

Special Instructions: 

Review the results of the program’s outcome data analysis. Include this information 
with your booklet summary so that the Self-Assessment leadership team can use this 
information in planning program improvements. 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Incorporating Relevant Data Sources:
	

Additional observations, document reviews, or interview questions that this team may 
choose to add: 

Include any key insights you may have learned from reviewing important data sources 
such as the PRISM report, PIR data, Community Assessment, strategic plan or short and 
long term program goals: 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Team Member Summary Worksheet Ê

Summary of Results for Using Child Outcomes in Program Self-Assessment
	

Areas where the program is doing well. Provide examples of program strengths or areas 
where the program exceeds Performance Standards: 

Areas where the program needs improvement: 

Additional areas of concern: 
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Stage 3: Interpreting the Information 

Overview 

Key participants in Stage 3 include: 

Your designated team of managers and program leaders who are charged with leading 
the process, analyzing the information, and incorporating the results into program 
improvement efforts. In addition, your assigned TA specialist is available to support the 
work of the team as you interpret the information collected through your Self-Assessment. 
You may also want to seek input from and share key findings with program leaders, staff 
and other Head Start stakeholders. 

In this stage you will: 

■	 Review and further analyze all of the summary materials generated by each of the 
Self-Assessment teams 

■	 Examine program strengths and accomplishments 

■	 Analyze and interpret areas to strengthen 

■	 Display the data in a useful manner 

■	 Identify underlying causes and systemic issues 

■	 Classify and prioritize health and safety concerns 

■	 Classify and prioritize short-term improvements 

■	 Classify and prioritize long-term improvements 

Stage 3: Interpreting the Information — 1 Ê
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Stage 3: Interpreting the Information 

Interpreting the Information You Have Collected 

After completing Stage 2, Collecting and Synthesizing the Information, you will find that your 
Self-Assessment teams have generated a great deal of information and data. A significant 
amount of effort went into completing each booklet, with notes reflecting the results of 
observations, document reviews, surveys, and interviews. 

In this stage, the Self-Assessment leadership team will review, process and make sense 
of this information. This is one of the most challenging, yet critical, steps in the Self-
Assessment process. This information analysis is necessary to draw meaning from the 
data that was gathered and compare existing program practice with Head Start Performance 
Standards. 

Analysis of information requires: 
■ consolidating the data into a more manageable size 
■ displaying the data in a useful manner 
■ uncovering underlying causes, including systemic issues 
■ classifying and prioritizing the information 

You have already begun the process of analysis in Stage 2 by having Self- Assessment team 
leaders consolidate the information into Booklet Analyses. At this point, it is necessary 
to further consolidate the data and display it in a way that enables you to identify 
weaknesses, and determine underlying causes and systemic issues. This process will enable 
you to gain insight and draw reasonable conclusions from the data, which is necessary for 
the development of your Program Improvement Plan and your Training and Technical 
Assistance Plan in Stage 4. 



       

Examining Strengths 

Before turning your attention to the concerns and needs that emerged from the Self-
Assessment process, take time to identify and document the key strengths and 
accomplishments of the program. Take stock of the information regarding strengths that 
appears in the Booklet Analyses prepared by team leaders. Focus on new accomplishments, 
exceptional strengths or other areas that exceed the Head Start Program Performance 
Standards, and record the information on the following Program Strengths Worksheet. 

The information you record will inform your work in Stage 4 by providing a broader 
program context. To support continuous quality improvement, you will need to draw upon 
the strengths of the program in order to develop and support new strategies to improve 
outcomes for children and families. This information should also be included in any Self-
Assessment summary reports you prepare for the staff, families, Policy Council, governing 
body, and the greater community. These reports will provide a balanced program 
perspective so that others are aware of the good work you do. 
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Program Strengths Worksheet  

Record the key strengths and significant achievements that you want to share with others 
and build upon in the future. 

Key Strengths and Achievements 
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Analysis and Interpretation 

Analyzing information is a complex process. Analysis of data needs to be conducted in 
a systematic and logical way so that information can be reviewed and processed, and 
reasonable and reliable conclusions can be drawn. While some problems are readily 
identifiable, others may not be as obvious. In addition, while some issues may be limited to 
specific program functions or segments, others may be more overarching. The identification 
of problems, the determination as to whether they are contained or systemic, and the 
formation of conclusions about their underlying causes, will form the basis for developing 
the Program Improvement Plan and the T/TA Plan. 

Displaying the Data 

There are many different methods for the analysis of Self-Assessment information and 
data. As the purpose of the Head Start Self-Assessment process is to assure consistency 
with the Performance Standards and help programs strive for excellence, a method that has 
proven especially effective for Head Start programs is the use of the PRISM Framework. 
This framework, a matrix of all eighteen systems and services contained in the Head Start 
Program Performance Standards, provides a tool to display the information from the Booklet 
Analyses and identify systems and services needing improvement. 

The PRISMPRISMPRISM Framework: Analysis of Areas to Strengthen is included on page 11 to assist 
programs in organizing and displaying their Self-Assessment data to determine areas of 
contained weaknesses, patterns of identifi ed needs and systemic issues. 

Take each of the specific program weaknesses and areas to strengthen that appear in the 
Booklet Analyses and use the PRISM Framework to determine the relevant service and 
system. Once you have made your decision, record the information in the corresponding 
square. Some programs use sticky notes to physically place each item onto the 
corresponding square on the grid. This will provide a picture or map of all the identified 
weaknesses and can assist you to identify any patterns within or across individual systems 
and service areas. 

The sample PRISM Framework on page 13 shows examples of specific areas to be 
strengthened that are mapped onto the grid. For example, the Self-Assessment data may 
have demonstrated a lack of follow-up on recorded changes in children’s behavior while on 
medication. This need would be mapped onto the grid along the system of Record-Keeping 
and Reporting and under the services of Prevention and Early Intervention. 

Issues that have been identified through the Self-Assessment process may reflect contained 
areas of weaknesses, or they may reflect larger systemic problems. The PRISM Framework 
is a useful tool to help you visually display both isolated areas of weaknesses as well as 
systemic issues within or across particular systems and service areas. 
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Underlying Causes 

Once you have displayed all the information onto the PRISM Framework, take time to 
review the weaknesses that you have identified. For each area to strengthen, you will need 
to uncover the underlying cause(s). Identifying these underlying causes will facilitate the 
development of appropriate and effective strategies to strengthen program systems and 
services. 

To uncover underlying causes, it may be necessary to refer back to the information 
collected in each of the 18 Self-Assessment booklets. In addition, members of the Self-
Assessment teams may be able to provide insight and clarification based on their review 
of particular program and service areas. Examples of common underlying causes include: 
lack of knowledge in a particular area; inadequate supervision and support for staff; and 
inadequate documentation systems (forms, communication mechanisms, tracking systems, 
etc) in place to facilitate and record the process or service. 

Contained Areas of Weaknesses 

Some items displayed on the PRISM Framework are contained problems that do not reflect 
larger systemic issues. For each of these items, the leadership team should review the 
information collected in Stage 2, as well as other relevant program documents and records 
to uncover the underlying causes. 

In Example A on page 15, the issue of under-enrollment has been identified as a contained 
area of weakness. In order to develop effective strategies to address this issue, it is essential 
to uncover the underlying problems that have caused the under-enrollment. Underlying 
causes may include, but are not limited to: changes in community demographics, problems 
in the program’s recruitment system, lack of transportation, lack of availability and 
accessibility of services, inappropriate program options to meet families’ needs, or poor 
program reputation within the community. 

Patterns and Systemic Issues 

The PRISM Framework display may also demonstrate an underlying systemic problem 
within specific management systems and service areas. As your program’s management 
systems exist to support program services, a breakdown in a key management system 
may result in negative effects in a particular program area or across multiple program 
service areas. A pattern of multiple issues within a particular system (along one row of the 
grid) often points to an underlying systemic issue. Similarly, multiple weaknesses within 
one service area (within one column of the grid) may indicate a significant problem in 
that particular service area. Identifying such patterns will help programs plan effective 
strategies to improve and strengthen management systems and program service areas. 
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In the sample PRISM Framework grid provided on page 13, multiple weaknesses have 
been mapped onto the system of Record-Keeping and Reporting and the service area of Parent 
Involvement. When patterns such as these emerge, programs must investigate these areas to 
uncover underlying causes of these systemic issues. 

In Example B on page 16, Program XYZ has identified weaknesses within their system of 
Record-Keeping and Reporting. Underlying causes may include, but are not limited to: lack of 
understanding of the purpose and procedures for record-keeping; inadequate supervision 
to ensure staff follow-through; ineffective forms or tracking systems; and inadequate time 
allowed to complete records and reports. 

Similarly, Example C on page 17 shows a weakness within the service area of Parent 
Involvement. Underlying causes may include, but are not limited to: staff not understanding 
the value of parent involvement or not knowing how to promote it; inadequate supervision 
to assist staff to support parent involvement; and ineffective tracking systems to promptly 
identify any problems. 

Identifying underlying causes is critical for the development of effective strategies to 
promote continuous quality improvement. In Stage 4, you will apply the information you 
have uncovered about underlying causes to the development of a Program Improvement 
Plan and a T/TA Plan. 
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Example A Identifying underlying causes for a contained area of weakness 

Issue: Program XYZ is more than 20% under-enrolled. 
What are the underlying causes of under-enrollment for this program? 

In addition to the Self-Assessment Booklets, it would be helpful to review: 
■ Community Assessment 
■ Staff surveys 
■ Parent surveys 
■ Community partnership agreements 
■ Enrollment data from past years 
■ Program recruitment policies and procedures 
■ Program waitlists 
■ Other sources identified by the Self-Assessment leadership team 

Questions to consider: 
■ Has the community population changed in the past year? 
■ How are program options meeting the community’s needs? 
■ How does the program ensure services are available and accessible to families? 
■ Is the under-enrollment program-wide or limited to some sites? 
■ Is there a waitlist? Is this list program-wide or limited to some sites? 
■ How does the program know the extent to which parents are satisfied with services? 
■ What is the reputation of the Head Start program within the community? 

Underlying causes: 
A review of the Community Assessment shows that program options are meeting the 
needs of families in the community, but that there has been a change in the community 
population over the past few years; many families have had to relocate in response to 
increasing housing costs in the northern part of the city. A review of enrollment and wait 
list documents reveals that under-enrollment is limited to sites in the northern part of the 
city. Sites in the southern part of the city have long waiting lists. It appears that the services 
provided by Program XYZ are not available for many eligible families in the southern part 
of the city, while classrooms are under-enrolled in the northern part of the city where fewer 
eligible families reside. 

Developing strategies: 
Plans to address under-enrollment in Program XYZ will need to focus on these underlying 
causes, and consider issues related to program design, site locations, transportation, wait-
list policies and procedures, recruitment strategies, resources, and facilities, as well as other 
relevant management systems and service areas. 
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Example B Identifying underlying causes of a systemic issue 

Issue: Program XYZ has demonstrated signifi cant problems in its system of record- 
 keeping and reporting across program service areas. 
 What are the underlying causes of systemic record keeping issues? 

In addition to the Self-Assessment Booklets, it would be helpful to review: 
■	 Child records 
■	 Family partnership agreements 
■	 Lesson plans 
■	 Home visit and parent teacher conference forms 
■	 Policies and procedures manual 
■	 Staff Training logs 
■	 Staff surveys 
■	 Staff evaluations 
■	 Supervision documentation 
■	 LEAs 
■	 Work order system 
■	 Program plans 

Questions to consider: 
■	 Do program plans, procedures and policies clearly reflect record-keeping and  
reporting responsibilities and requirements?
	

■	 Are staff receiving adequate and ongoing training regarding their record-keeping and 
reporting roles and responsibilities? 

■	 Are current forms and tracking systems efficient and effective? 
■	 Does the supervision system include regular review and discussion of record-keeping 
and reporting documentation? 

■	 Do staff work schedules allow time for record-keeping? 

Underlying causes: 
A review of staff surveys and evaluations reveals a lack of staff understanding of the 
purpose and procedures of record-keeping and reporting. In addition, supervision 
documentation does not address record-keeping and reporting responsibilities, and the 
tracking mechanism is unreliable. 

Developing strategies: 
Plans for improving the record-keeping and reporting system will need to focus on these 
underlying causes and address: ongoing staff development and competence; tracking 
systems that monitor services and ensure program compliance; supervisory systems; 
program policies and procedures regarding record-keeping and reporting; as well as other 
management areas to ensure strong and comprehensive systems that will support quality 
services. 
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Example C Identifying underlying causes of a pattern of weaknesses in a service area 

Issue: Program XYZ has demonstrated a signifi cant lack of parent involvement in 
 the program. 
 What are the underlying causes for the lack of parent involvement for this program? 

In addition to the Self-Assessment Booklets, it would be helpful to review: 
■	 Policy Council roster and minutes 
■	 Bylaws, in particular sections on maintaining membership 
■	 Program plans 
■	 Annual Self-Assessment and minutes from planning meetings 
■	 Child/family records 
■	 Parent surveys and program evaluations 
■	 Staff/parent training records 
■	 Hiring procedures and documentation of interviews 
■	 Parent Committee minutes and notices 
■	 Notices for parent meetings and program activities 

Questions to consider: 
■	 Does the program philosophy and culture promote parent involvement? 
■	 Is there an expectation that parents are partners in all aspects of program planning 
and policy development? 

■	 Are parent involvement and education activities responsive to the ongoing expressed 
needs of parents? 

■	 Are there opportunities to include parents in the development of the program’s 
curriculum and approach to child development and education? 

■	 What methods are used to communicate with non-English speaking families? 
■	 What role does staff play in supporting parent involvement? 
■	 Does the supervision system include regular review and discussion of parent  
involvement?
	

Underlying causes: 
The review of the Policy Council materials revealed a well-defined process for establishing 
a Council but lacked a process for maintaining membership. Bylaws did not include a 
process to monitor Policy Council attendance or replace members who have not attended. 
Written program plans include a separate section dedicated to parent involvement but do 
not indicate how parents would be active participants in program operations, planning 
and development. A monthly calendar of parent activities is distributed to parents the last 
week of every month. It is the only method used to notify parents of upcoming events and 
is printed in English only. 
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                    Example C Identifying underlying causes of a pattern of weaknesses in a service area …continued 

Developing strategies: 

Plans for increasing parent involvement in Program XYZ will need to focus on these 
underlying causes, and consider ways in which the program’s mission statement, 
philosophy and culture are aligned with program practices and how policies and 
procedures integrate parent involvement throughout the program. In addition, plans to 
encourage parent involvement will need to address the program’s communication systems 
and support effective staff and parent leadership. 
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Classifying and Prioritizing Areas to Strengthen 

Use the information collected through the Self-Assessment process to classify the areas to 
strengthen. Complete the following Priorities Worksheets as you identify three types of 
concerns you want to address in your final Program Improvement Plan: 

Section 1: Health and Safety. The team should determine if there are areas of concern 
that affect the health and safety of children, families and staff. The team will need to 
resolve these issues immediately. All health and safety issues should be considered high 
priority. 

Section 2: Short-Term Improvements. The team should identify any service area or 
operational issues that managers and content area experts can address in a quick and 
efficient manner. 

Section 3: Long-Term Improvements. The team should also identify any major areas 
of concern that require prolonged effort. Often, these are systemic issues that cut across 
program areas and services. These may necessitate major program improvement. Long 
term improvements typically require an action plan that entails a focused effort by key 
staff and program leaders, creative strategies, time commitment and the shift or addition 
of program resources through expansion or development of community partnerships. 

Frequently, a team will need to prioritize multiple program improvement goals to ensure 
that it does not jeopardize its chance of success by spreading resources too thin. 

As you prioritize the areas you want to strengthen, you may want to have the team revisit 
the core objectives of Head Start found at the beginning of the Guide: 

■ Enhance children’s growth and development 
■ Strengthen families as the primary nurturers of their children 
■ Provide children with educational, health and nutritional services 
■ Link children and families to needed community services 
■ Ensure well-managed programs that involve parents in decision-making 

Program managers will want to give priority to areas where they are not meeting these core 
objectives. Goals that address weaknesses in management systems or service areas also 
deserve top priority. For example, teams may place a priority on the following issues: 

■ Lack of an active Policy Council 
■ Significant under-enrollment 
■ Failure to conduct behavioral screenings 
■ Inadequate ongoing monitoring systems 
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PRIORITIES WORKSHEET

Section 1: Health and Safety 

Health  and  Safety
Health  and  Safety  issues  are  considered  high  priority  and  must  be  resolved  immediately. 
(List  in  order  of  importance)

Areas  to  Strengthen Data  Sources Timeframe Need  for  T/TA?

Use the last column of this worksheet to note the area where training and/or technical assistance may be needed. 
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PRIORITIES WORKSHEET 

Section 2: Short-Term Improvements 

Short-Term Improvements
Operat iona l issues that managers and content area experts can address in a qu ick and effi cient manner. 
( L i s t  i n  o r d e r  o f  i m p o r t a n c e )

A r e a s  t o  S t r e n g t h e n D a t a  S o u r c e s T i m e f r a m e N e e d  f o r  T / T A ? 
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Use the last column of this worksheet to note the area where training and/or technical assistance may be needed.
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PRIORITIES WORKSHEET 

Section 3: Long-Term Improvements  

Long-Term Improvements
System ic issues and ma jor areas of change that take sign fii cant time, resources and comm itment of program leaders. Ê
( L i s t  i n  o r d e r  o f  i m p o r t a n c e )

A r e a s  t o  S t r e n g t h e n D a t a  S o u r c e s T i m e f r a m e N e e d  f o r  T / T A ? 
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Stage 4: Strengthening Your Program  

Overview 
Key participants in Stage 4 include: 

Your team of managers and program leaders designated to coordinate the process, as 
well as analyze and incorporate the results into program improvement efforts. Again, 
you may want to include your TA specialist as you incorporate your results into program 
improvement efforts. 

In this stage you will: 
■	 Recall the areas to strengthen that you identified in Stage 3 and develop plans for 
program improvement by: 

➤ Identifying resources available to you that can support your program 
improvement effort such as: 
✓ Expertise within your program   
✓ Regional Office staf f 

 
 
✓ Other Head Start programs  
✓ Outside consultants, trainers and technical assistance providers  
✓ Head Start Technical Assistance Network  

➤ Designing specifi c plans to achieve your goals that include: 	

✓ Goal identification   
✓ Desired outcomes  
✓ Action steps  
✓ Persons responsible  
✓ Resources  
✓ Timelines  

■	 Develop your Training and Technical Assistance Plan 
■	 Determine how you will evaluate your progress toward completing your Program 
Improvement Plan 

■	 Reflect on your experience with the Self-Assessment process and determine ways 
that it can be improved for the following year 

■	 Provide your Head Start program specialist with a brief summary of your Self-
Assessment including program strengths identified by the Self-Assessment team and 
your plans for addressing areas that need improvement 
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Stage 4: Strengthening Your Program 

Developing Plans for Program Improvement 

Now it is time to develop the goals for program improvement with members of the 
leadership team and make concrete plans to move the program forward in its quality 
improvement efforts. Leadership team members may choose to use the attached Program 
Improvement Plan on page 7 or use a format more familiar to the program for this 
purpose. The team begins this process by identifying all of the available resources that can 
be applied to the plan. Your TA specialist is available to assist you in this regard. 

Identifying Resources 

Engage members of the team in a discussion to generate a complete list of resources that 
can be incorporated into your plan for strengthening the program. Record their ideas in the 
Identifying Resources Worksheet that is attached on the following page. As you compile 
your list of resources, include resources that are available within the program, external to 
the program and within the TA Network. 

Resources available within the program might include: 
■	 Members of the governing body, Policy Council parents and community 
representatives, and members of your various advisory groups who have expertise in 
a variety of different areas 

■	 Staff members who hold expertise in specific areas 
■	 Other professionals within the grantee agency 

External sources include: 
■	 Community Partners 
■	 Peers in other Head Start programs 
■	 Workshops, conferences, and seminars 
■	 Academic institutions and courses 
■	 Consultants and trainers 

Resources within the TA Network include: 
■	 Your locally-based TA specialist who is available to support your improvement effort, 
can link you to TA content specialists, and help you to identify and access other 
resources both within and outside the TA Network 

If you are seeking clarification on Federal policy or Head Start regulations, you should 
contact your Head Start program specialist at the Regional Office. 
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Identifying Resources Worksheet

The following resources are available to assist in program improvement efforts. These resources should be incorporated, as 
needed, into the action plans developed for each goal area.

Resources Comments 
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Developing Your Program Improvement Plan  

In Stage 3 you determined the specific health and safety, short-term, and long-term 
improvements you would like to see in your program. Your next step is to involve team 
members and staff with distinct expertise in designing specific action plans to serve as your 
roadmap for change. 

Goals 
Revisit the priorities you identified during Stage 3 and determine how they can be 
translated into goals that will strengthen the program and improve outcomes for children 
and families. Examples of goals might include: 

■	 Redesigning Head Start management systems such as communication, record- 
keeping, or ongoing monitoring
	

■	 Improving services in a particular content area 
■	 Strengthening professional development of staff 

Outcomes 
The team should identify the desired outcomes relative to each goal. A desired outcome 
should be stated as an end-result that will demonstrate improvement. For example, if the 
Self-Assessment or other data sources indicate that there is a lack of documented follow-up 
in child/family health files, a desired outcome might be: “All identified child/family health 
issues are tracked and appropriate follow-up action taken.” However, if the issue is actually 
that the health issues are being tracked and follow-up actions taken, but not documented, 
then the desired outcome statement might be: “All follow-up actions taken are documented 
in children’s health files”. 

You may want to divide your leadership team into small groups, assigning members to 
work on one or two goals most aligned with their area of interest and expertise. Assign 
managers and your program’s content area specialists to address goals related to the 
service areas in which they work. 

Action Steps 
For each of your goals, you must identify the necessary steps to reach the desired outcome 
successfully. As you work through this process, consider ways in which the program can 
build upon its existing strengths. 

Action steps might include: 
■	 Modifying policies and procedures 
■	 Shifting resources from one program area to another  
■	 Securing new resources 
■	 Developing new partnerships 
■	 Obtaining training or technical assistance 
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Provide each team with copies of the Program Improvement Plan on the following page. 
The plan provides space for team members to identify: 

■	 Goals 
■	 Outcomes 
■	 Action steps 
■	 Person(s) responsible 
■	 Resources that will be applied to the effort 
■	 Expected dates of completion 

As a final step, program leaders should coordinate the new Program Improvement Plan 
with other plans that address program improvement efforts such as a Quality Improvement 
Plan or strategic plan. This will help you to: 

■	 Reexamine and identify the goals that are most critical to the program 
■	 Avoid moving in too many different directions and spreading resources too thin 
■	 Improve the likelihood of attaining goals and reaching higher outcomes for children 
and families 

■	 Use the results to develop a comprehensive T/TA Plan for your program 
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Program Improvement Plan 

GOAL:

DESIRED  OUTCOMES: 

ACTION STEP PERSON(s) RESPONSIBLE RESOURCES DATES 
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Training and Technical Assistance Plan 

One strategy related to the overall continuous quality improvement process will be 
the development and implementation of a Training and Technical Assistance Plan. The 
development of this plan should be a natural progression from the Self-Assessment process 
and the development of the Program Improvement Plan. The Regional Office and the TA 
Network will work with you as you develop and implement your T/TA Plan. This plan 
will need to be submitted with your annual grant application. 

Your Regional Office and the TA Network will work together to support you through this 
process and help you implement the specific activities outlined in your T/TA Plan. 

Monitoring and Assessing Progress in Reaching Goals and Improving 
Outcomes 

To ensure that programs achieve the goals they have established, it is critical to identify a 
process for monitoring and assessing implementation of the Program Improvement Plan.  
When following up on the Program Improvement Plan it is important to ask: 

■ Have we completed the action steps as outlined in the plan? If not, why not? 
■ What barriers do we face in implementing change? How can they be overcome? 
■ Do we need to make adjustments to our plan? 
■ Are we making substantial and timely progress towards reaching our goal? 
■ Are we likely to attain our anticipated outcome at our present rate of progress? 

By conducting routine follow-ups, the team can identify barriers to change and make 
necessary adjustments to the original plan. You may discover during a follow-up review 
that you need to institute new strategies and action steps to achieve your intended outcome 
or that you may want to apply new and different resources to the plan. 

Evaluating Your Self-Assessment System 

Before adjourning your Self-Assessment leadership team, while memories are still fresh, 
you should solicit their assistance in evaluating the entire Self-Assessment process. The 
feedback they provide will give you valuable information that can be used to refine and 
improve the process for subsequent years. The following Evaluating Your Self-Assessment 
System Worksheet can help you in that evaluation. 
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______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

______________________________________________________________________________ 

Evaluating Your Self-Assessment System Worksheet  

Think about the process that you recently used to conduct your Self-Assessment. What 
worked well for team members, staff, parents, etc.? 

What aspects of the Self-Assessment did not work well? 

Were there enough participants so that the team was inclusive and able to spread the work 
out appropriately? 

Was adequate time allowed for team members to complete their work? Did the time 
frame cause undue interruptions for staff or others who had to be responsive to the Self-
Assessment team’s need for information? 

How do the results of the Self-Assessment compare with your most recent Federal 
monitoring review? 

What would you do differently next year? Make specific recommendations that can be 
considered for next year’s Self-Assessment. 
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Sharing Your Results with the Regional Office  

The Head Start Bureau views Self-Assessment as a critical management and evaluation 
tool. Strong, well-managed programs conduct comprehensive Self-Assessments based on 
Head Start Program Performance Standards and use the results to guide continuous quality 
improvement towards program excellence. The following Regional Office Summary 
Report should be used to summarize the results of the Self-Assessment.  

The following information should be submitted with your annual grant reapplication: 
summary of the annual Self-Assessment, Program Improvement Plan, and T/TA Plan.  

Celebration 

Now that you have completed this year’s Self-Assessment process, it is time to celebrate 
this important team accomplishment and to acknowledge and thank all who have 
participated. 
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Program Self-Assessment Results  
Regional Office Summary Report  

Program Year 20___  

Program Name:_________________________________________________________________ 

Dates of Self-Assessment:________________________________________________________ 

Participants in the Self-Assessment Process: Provide the positions or titles of the various 
stakeholders who participated in the Self-Assessment process such as staff, parents, Policy 
Council, governing body, community partners (no need to list specific names). 

Program strengths identified:  

Description Strength 

1. 

2. 

3. 

4. 

5. 

Other 
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      Policy Council Chair    

Goals for program improvement:  

Goals for Improvement Ê Description 

1. 

2. 

3. 

4. 

5. 

Other 

Head Start Director Date Date 

Attach your Training and Technical Assistance Plan here. 

Stage 4: Strengthening Your Program — 17 Ê




