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2 -/ DEPARTMENT OF HEALTH & HUMAN SERVICES
’frhc ADMINISTRATION FOR CHILDREN AND FAMILIES

Office of Head Start

1250 Maryland Avenue, SW
8th Floor

Washington, DC 20024

February 1, 2008

Dear Colleagues,

This Community Assessment Workbook presents information that will help Head Start and Early
Head Start programs conduct a thorough and up-to-date community assessment. The Workbook
also will help programs identify new or underserved populations in the service area, assess their
needs and identify available resources during the community assessment.

This Workbook describes the process of conducting a community assessment as a series of five
steps: Plan and Organize, Design Data Collection, Gather Data, Review and Analyze, and Make
Decisions. Each step is described in detail and examples are given from actual community assess-
ments conducted by Head Start programs around the country. Guidance about how to write the
community assessment report is presented. The Appendix includes extensive worksheets, checklists
and charts for each step. In addition, URLs for e-resources on demographics, health and other
information are provided.

Material from this Workbook has been used in trainings by Regional Offices. A draft of this
Workbook was presented at the National Head Start Institute on Hispanic & Other Emerging
Populations in 2007. Earlier versions of the Workbook have been distributed in Migrant and
Seasonal Head Start and AI/AN programs and at the Second National Head Start Hispanic Institute
2006. Descriptions of the five steps have appeared in these earlier documents.

This Workbook was prepared prior to the signing of the Improving Head Start for School
Readiness Act of 2007 (P.L. 110-134). Therefore, the Workbook does not reflect the new statutory
requirements. In the coming year, regulations will be issued to reflect the new legislative mandates.
At a later date, the Workbook will be revised to reflect the new requirements.

OHS has decided to make this Workbook available at this time because it is a valuable resource to
programs and offers useful tools. As OHS continues to respond to the Act of 2007, it will be
important for programs to consider any implications for their community assessment.

Sincerely,

For sh.

Patricia E. Brown
Acting Director
Office of Head Start
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Introduction

For over 40 years, Head Start’s mission has been to serve the
greatest number of eligible children and families and those in
greatest need of its services. Who are these children and families
in each service area and how can they best be served?

The answers lie in the Community Assessment (CA) that must
be conducted by every Head Start and Early Head Start grantee
every three years and reported in their grant application. In the
interim two years, the grantee must review its CA and update
it, if necessary. The CA is an assessment of the needs and
resources of eligible families, the program, and the community
within the service area. The Head Start Program Performance
Standards and Other Regulations specify the kinds of informa-
tion that must be collected and the programmatic decisions that
must be based on the CA.

Five Steps to Community Assessment: A Workbook for Head
Start and Early Head Start Programs Serving Hispanic and
Other Emerging Populations will help your program conduct
a thorough and up-to-date CA. The Workbook will help you
understand the process of conducting a CA— the “how”—and

also help you appreciate the value of a well-done CA—the “why.” “Head Start is a community

The guidance is useful for all programs because a well-done CA based program.Without a

is critical to thorough understanding of

community—its strengths
B make informed decisions about service area and challenges, resources,

plans and service delivery and needs—Head Start can

) not fulfill its mission.”
B develop strategic plans for the agency

) . Head Start Director
B respond to new Federal regulations or initiatives
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INTRODUCTION TO THE COMMUNITY ASSESSMENT WORKBOOK

B mobilize community resources and partnerships

B reach out to additional funders

The material in the Workbook will guide all Head Start and
Early Head Start programs to conduct a CA that will strengthen
their programs and strengthen their ties in the community.

The guidance in the Workbook also will help programs conduct
aCAto

B identify new or underserved populations in the
service area and assess their needs and available
community resources

Meeting this purpose of the CA is important because there are
demographic changes affecting Head Start programs in every
state and territory—in cities, suburbs, and rural areas; these
affected Head Start programs are large, small, and medium-
sized. They may be faced with declining enrollment, or they
may have full enrollment, yet they may not be reaching the
newcomers or emerging populations in their communities. The
children and families include Hispanics and many other nation-
alities and language groups.

Your program may be responding to these population shifts
already or it may be anticipating them in the near future or it
may not be aware of them yet. At whatever point your program
may be, this Workbook will offer support and ideas about
identifying and serving new and unserved populations.

The Workbook addresses the CA that is required every three
years from grantees—referred to as the triennial CA. In the
interim two years, grantees are required to conduct a review of
information in the Community Assessment, and if necessary,
provide an update. The last chapter of the Workbook discusses
this process.

Background

Five Steps to Community Assessment: A Workbook for Head
Start and Early Head Start Programs Serving Hispanic and Other
Emerging Populations is one in a series of similar guidebooks
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INTRODUCTION TO THE COMMUNITY ASSESSMENT WORKBOOK

made available to Head Start programs. Material in this Work-
book has been compiled, in part, from these earlier publications.

Region XII, Migrant and Seasonal Head Start, identified the
need for guidance in conducting community assessments, and
as a result, published Demystifying the Community Assessment
Process in 1997. A more extensive publication, Five Steps to
Community Assessment Workbook: A Model for Migrant and
Seasonal Head Start Programs and Other Special Populations,
was produced in 2004 by the Region XII Technical Assistance
Center, the Academy for Education Development (AED). Region
XI, American Indian/Alaska Native Head Start, adapted the
Migrant and Seasonal Workbook to the Tribal programs.

Subsequently, another version, Five Steps to Community
Assessment Workbook: A Model for Head Start Programs
Serving Existing and Emerging Hispanic Communities was
distributed in draft form at the Second National Head Start
Hispanic Institute in February 2006. In particular, that version
was intended to guide the many Head Start programs around
the country that have growing numbers of eligible Hispanic
children and families who are not migrant or seasonal farm-
workers.

All of these guides to the CA, including this Workbook have in
common: an overarching framework of five steps, related con-
tent, and certain design elements.

Organization

Chapters I-VIII

The Workbook is organized into eight chapters of basic text
followed by extensive Appendices. Chapters I-III provide an
overview, starting with this Introduction. Chapter II focuses
on changing demographics and their impact on Head Start. In
Chapter III, the CA is described in detail including when it is
required, who does it, and why it is done. The benefits of con-
ducting a thorough CA are explained.

A Workbook for Head Start Programs Serving Hispanic and Other Emerging Populations. Version|. December 2007 3
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Chapters V-VIII describe the CA process as a series of five steps
(as have previous version of the Workbook). They are

Step |:Plan and Organize

the CA team, the CA content, the service area, a
time line, tips for getting started

Step 2: Design Data Collection

the definition of data, different kinds of data,
sources of data, developing questions, quantitative
and qualitative data, visual presentation of the data

Step 3: Gather Data

methods of data collection, guidelines for getting
started, cultural considerations, large databases

Step 4: Review and Analyze

what is data analysis, its purpose, how to plan data
analysis, analytic procedures

Step 5: Make Decisions

decisions based on the CA data, guidelines for rec-
ommendations and priorities, trend data, the CA
Report

Each Step is discussed in depth and examples are given from
actual CAs conducted by Head Start programs around the
country. Information about how to write the CA Report also
is presented.

As a user of the Workbook, you can approach the material in
different ways. Some readers will want to start at the beginning
of the Workbook and read each chapter in sequence. This
approach will help ensure that your CA is conducted in a thor-
ough, manageable way. However, others may decide to start
with the chapter that interests them the most or that addresses
their primary concerns about the CA process. You are encour-
aged to make this Workbook yours and make comments or
notes on the white space in the margins.

4 FIVE STEPS TO COMMUNITY ASSESSMENT
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Appendices A-E

Throughout the Workbook, reference is made to additional
information that appears in the Appendices. A Table of
Contents appears at the beginning of each Appendix.

Appendix A: CA Report

There are worksheets and guidelines for writing the
CA Report

Appendix B:Worksheets for Steps |-5

There are checklists and charts for each step of the
CA. These tools are designed to lead you through
the CA process — from the beginning step when you
plan and organize your CA team and their tasks to
the final step when you prepare a CA Report about
your findings and their impact on your program.
Examples of how to use these tools are given.

Appendix C:Worksheets for Data Collection

There are worksheets for data collection with
specific questions about demographics, child care
options and other required information along with
samples of survey instruments that can be used
with Head Start parents and community agencies.

Appendix D: National Resources

A list of national resources (many of them Web-
based) provides useful information for the CA.
The resources include government agencies and
nonprofit organizations.

Appendix E: Regulations

There are copies of background material, such as
the Head Start Program Performance Standards
and Other Regulations (CFR 1304;1305); Program
Instructions (PIs), and Information Memorandums
(IMs).

A Workbook for Head Start Programs Serving Hispanic and Other Emerging Populations. Version|. December 2007 5
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Some of the worksheets and accompanying material have been
adapted from the Training Guides for the Head Start Learning
Community: Planning and Reviewing for Success (1999) and
from The Program Manager’s Guide to Evaluation (1997).
These resources are available at the Early Childhood Learning
and Knowledge Center, or ECLKC, offered by the Office of
Head Start at http://eclkc.ohs.acf.hhs.gov/hslc.
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You may have noticed some changing demographics of chil-
dren and families in your community. This chapter describes

B how these changes affect Head Start and Early
Head Start programs

B how a program’s Community Assessment is
used to gather information about new and
emerging populations

B how decisions made by a Head Start program
about selection, recruitment, and services are
guided by findings from its Community
Assessment

Finally, a snapshot of Hispanic and other emerging populations
is presented.

References to the Community Assessment in the Head Start
Program Performance Standards and Other Regulations are
included in this chapter.

Changing Demographics

There may be new population groups that historically have not
resided in your area; there may be growth in other population
groups who have lived in your area for a while but have re-
mained almost invisible. By far, the largest population change
in the U.S. is the growth in Hispanics, but there are large
numbers of immigrants, including refugees, from all parts of
the world. In many urban, rural, and suburban communities,
populations are in flux.

A Workbook for Head Start Programs Serving Hispanic and Other Emerging Populations. Version |. December 2007

Serving Hispanic and
Other Emerging Populations

Changing demographics
should result in a changing
Head Start program.

Achieving and Maintaining
Full Enrollment
ACYF-HS-PI-04-03
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ENROLLMENT BY PRIMARY
LANGUAGE OF THE FAMILY

As reported in the Head
Start Program Information
Report for the 2006-2007

Program Year:
English

749,571 69.94%
Spanish

272,585 25.43%
East Asian

11,234 1.05%
Middle Eastern/South Asian

7,080 0.66%
European/Slavic

6,419 0.60%
African

5,233 0.49%
Central/South American,
Mexican

3,726 0.35%
Caribbean

3,551 0.33%
Pacific Island

3,224 0.30%

Native North American/
Alaska Native

1,466 0.14%
Other

733 0.07%
Unspecified

6,875 0.64 %

What do these changing demographics mean for Head Start
and Early Head Start? For over 40 years, Head Start’s mission
has been to serve the greatest number of eligible children and
families and those with the greatest need of Head Start services
(as stated in the Head Start Program Performance Standards and
Other Regulations (45CFR 1305.3(f)(2)(i-ii)). As the populations
change, Head Start’s mission remains the same but programs
should take steps to reach out and provide services to new popu-
lations and unserved neighborhoods (see ACYF-HS-PI-04-03).

As indicated in the 2005-2006 Program Information Report
(PIR), Head Start is already serving diverse populations and
this trend will continue in the years ahead. There are over 140
different languages spoken in Head Start. From 2000 to 2005,
the percentage of families whose primary language was Spanish
rose from 20.8 to 24.5. Head Start enrolled 20,000 more fami-
lies of Hispanic or Latino origin in 2005-2006 than in the pre-
ceding program year. A large increase in the Hispanic and
Latino Head Start population was in Region IV, the southeast.

How does a Head Start program know if it is affected by the
demographic changes sweeping the country? The program’s
Community Assessment (CA) is the key.

A Brief Look at the Community Assessment

The Head Start Program Performance Standards and Other
Regulations (45 CFR 1305.3(c)) require that all grantees con-
duct a CA every three years. The CA must be reviewed in the
intervening years and if necessary, updated for years 2 and 3
(45 CFR 1305.3(e)). A summary of the significant findings
from the most recent CA must be included in the grant appli-
cation (ACYF-IM-HS-00-12).

The CA covers the entire service area and must gather infor-
mation on these general categories of information (45 CFR
1305.3(c)(1-6)):

B the demographics and the racial, cultural, and
linguistic characteristics of low income families

m children and families’ needs who are eligible for
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Head Start including children with disabilities

B the availability of program and community
resources

The information is analyzed and used to help reach decisions in
six areas (CRF 45 1305.3 (d) (1-6)). The goal is to ensure that
the program is serving the greatest number of eligible families
with the greatest needs in its service area. (More information
on the requirements in the Head Start Program Performance
Standards appears in Chapters IV-VIII of the Workbook).

What kinds of decisions might be affected by information in
the CA about emerging populations? Where might a Head Start
program need to do some rethinking in order to serve changing
populations? The answers are straightforward. Information
from the CA guides decisions in three broad areas: recruitment,
selection, and program design and services.

Rethinking Recruitment

The Office of Head Start has charged all programs to increase
their efforts to identify and recruit families that are new to their
community. Head Start programs that are underenrolled are in
danger of losing their funding. There have been a number of
Program Information (PIs) and Information Memorandums
(IMs) issued by the Office of Head Start (formerly the Head
Start Bureau) with the purpose of clarifying eligibility, stressing
the importance of service delivery to all eligible children, and
identifying challenges in serving these populations. (See Appen-
dix E for relevant PIs and IMs from the Office of Head Start.)
The CA can help you determine if there has been a population
shift in your service area that could result in under-enrollment
or that could require enrolling new populations. If under
enrollment is related to the availability of state-funded pre-
school for Head Start eligible children, the CA also can help
you understand and respond to that growing initiative across
the nation.

Here is an example that illustrates how changing employment
patterns in a service area have meant that the Head Start pro-
gram will need to reach out to the eligible newcomers.

A Workbook for Head Start Programs Serving Hispanic and Other Emerging Populations. Version|. December 2007
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HEAD START ELIGIBILITY
AND NEW POPULATIONS

Head Start remains a
program for ALL families
and children including
recently arrived families.

There are two Federal
eligibility criteria that apply
to all Head Start and Early
Head Start programs

(45 CFR 1305.4).

I. Families must fall within
the income poverty
guidelines (up to 10%
of the enrolled children
may be from over-
income families), and

2. Children must be age
eligible.

The Office of Head Start
has charged all programs to
reach out and address the
needs of the eligible Hispanic
and other emerging popula-
tions. It is important that all
grantees review the regula-
tions, the IMs, and the Pls to
ensure they are meeting this
charge (see Appendix E for
relevant documents).

Migrant and Seasonal
programs and American
Indian/ Alaskan Native
programs have additional
eligibility criteria. Contact
their Branches for more
information.
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“In many communities
throughout the country,
there have been dramatic
changes in population and
demographics over the past
decade, such as the large
number of Hispanics living
in areas where they have
not traditionally lived. Are
there new populations who
have moved into parts of
your service area where
your Head Start program
does not recruit children?
Does the location of your
program’s centers or its
transportation services
make it difficult or impossible
for these families to enroll
in Head Start? It is important
that you regularly review
your designated recruitment
areas to be sure they con-
tinue to be appropriate. We
urge you to make special
efforts to reach populations
who historically have been
underserved. Changing
demographics should result
in a changing Head Start
program.”

Achieving and Maintaining
Full Enrollment
ACYF-HS-PI-04-03

The service area consists of one semi-rural county
and the recruitment area targets several small towns.
Over the last decade, there has been a steady attri-
tion of young families as they move into adjoining
counties in search of jobs. As a result, enrollment
declined in the Head Start program. A few years
ago, a poultry business started up and employed
Spanish-speaking immigrants. At first, the newcom-
ers were men; now there are many families who are
living in a trailer park in one end of the county.
The Head Start program’s Community Assessment
verifies the need for an expanded recruitment area in
order to serve these eligible families and for some new
recruitment strategies including Spanish language bro-
chures about Head Start that can be distributed in the
Hispanic neighborhoods.

Rethinking the Selection Criteria

The two criteria in the Head Start Act and the Head Start
Program Performance Standards and Other Regulations regard-

ing eligibility for Head Start participation in all programs are
(45 CFR 1305.4):

1. Families must fall within the income poverty
guidelines, as published every year. Additionally,
up to 10 percent of the children enrolled may be
from families that exceed the low-income guide
lines.

2. Children must be age eligible.

There are additional eligibility criteria for Migrant and Seasonal
programs and American Indian/Alaska Native programs (45
CFR 1305.3 (a); 1305.4 (b)(3)). More information can be
obtained from their Branches.

Each Head Start program may set additional criteria that define
the types of eligible children and families who will be given
priority for local recruitment and selection (see CRF 1305.6 for

FIVE STEPS TO COMMUNITY ASSESSMENT
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information on the selection process). As your Head Start pro-
gram conducts its CA, you may identify Hispanics and emerging
populations that have not been previously enrolled. It may be
necessary to re-evaluate the selection criteria in order to ensure
that they can enroll and benefit from Head Start. For an example
of how a Head Start program might give priority to newcomers,
consider this situation:

Generally, an urban area has many Head Start
eligible families; programs have long waiting lists.
Over the last ten years, the families that have been
traditionally served by Head Start are moving into
higher paying jobs and recent immigrants from
other parts of the world are taking over the lower
paying jobs. As a result of the Community Assess-
ment, the Head Start program has revised its selec-
tion criteria to target the emerging populations who
are in greatest need of services. Priority is given to
families where:

B the child is not exposed to English at home or

B the parents need help with their transition to
the U.S. or

B the families are suffering post-traumatic stress,
having fled civil war in their homeland.

Rethinking Program Design and Services “Although | am a director

As the population being served in a Head Start program that welcomes change, it can

changes, it is essential to review the program design to ensure be difficult to convince the

that it meets the needs of families and children. For example, staff that change is good for

your program might re-examine these program features which our program.We can’t keep

are required in the Head Start Program Performance Standards doing things the way we do

and Other Regulations: because our environment is
changing”

B hiring staff who can communicate with families

and children -
Executive Director

B cquipping classrooms with materials that reflect of a grantee
the cultures of the new families

A Workbook for Head Start Programs Serving Hispanic and Other Emerging Populations. Version|. December 2007 |1
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B providing meals that include foods from the
WHO IS families’ cultures

HISPANIC/LATINO? _ _
B supporting the children’s home language

The US. Department of Program options might also be reconsidered, as in this example:
Agriculture’s (USDA)

Economic Research Service
in their December 2005

R A new population has come into the service area. As
Rural Hispanics At a Glance

S part of the Community Assessment, interviews were
resource uses the followin . . o
PSP g conducted with community leaders and families not
efinition: “Hispanic refers . . -
C _P yet being served in Head Start. The results indicated

to those individuals who . . . .
o that their culture values caring for young children in
identified themselves as . . .
e home settings rather than in classroom settings. The
Spanish,” of “Hispanic . Sy .
L Head Start program is now considering expanding its
origin” or “Latino” on the tions to include a h based
rogram options to include a home-based program.

Decennial Census in 1980, prog p prog

1990, and 2000 (or the

Current Population Surveys
of 2002, 2003, and 2004). Other reasons for rethinking program design and services may

emerge from the CA such as the expansion of state-funded

Some respondents identify
prekindergarten programs. Findings from the CA may lead

with all three terms while

others may identify with your program to collaborate in innovative ways with the public
only one. Hispanic ident- schools in order to serve families and children. A well-done CA
ification is an ethnicity, provides a solid foundation for establishing the direction and
which is independent of services of your program.

race. In 2000, roughly 48
percent of Hispanics
identified race as White, 42
percent as some other race,
and the remaining 10
percent as Black, Native
American, or Asian. Roughly
half of all Hispanics refer to
themselves as “Latinos.”
Note that Hispanics’
ethnicity encompasses a
wide span of experience,
ranging from families having
lived many generations in
the United States to
recently arrived migrants...”
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A Snapshot of Hispanic and Other Emerging Populations

Learning as much as possible from reliable sources about new populations in your community will
help your program to develop positive approaches to gathering community and family data for the
Community Assessment. There can be great diversity in lifestyles among people who speak the same
language or who come from the same country. As you conduct your CA, aim to learn about the
unique characteristics of your population groups. Keep in mind that the information presented in
this “snapshot” is very general and may not apply to groups in your service area.

Family Life

The traditional Hispanic family is a close-knit group and the most important social unit. The term
“familia” usually refers to more than the nuclear family of parents and children and includes extended
family. Many emerging populations from Africa and Asia define the family in similarly broad ways.
Grandparents, aunts, and uncles and non-biologically related members of the same tribe, clan or
village may be considered “family.”

In many emerging populations, extended families share a living space. However, for some immigrants
or refugees, the traditional extended family has been disrupted. The grandparents or other family
leaders continue to reside in the home country while the younger generation has relocated to the U.S.

Residential Patterns

The Department of Agriculture’s Economic Research Service (2005) reports that rural America is home
to a fifth of the nation’s people. Hispanics are both newcomers to some regions of rural America but
they also are some of the oldest inhabitants in parts of California, New Mexico, Texas, and Arizona
where they pre-date statehood. Many newcomers are settling in rural or suburban areas where jobs
can be found.

In general, rural residents have a lower cost of living than urban residents, usually due to more
affordable housing and food costs. Urban and suburban low-income families are primarily renters;
one third to half of their income may be used for rent. That does not leave much money for other
necessities, including quality food which may be expensive in their locale.

Whereas in the past, most inner cities had a section that was settled by an emerging population,
nowadays the group may be widely dispersed because low-income housing is hard to find. There
may be a high turnover of low income, eligible families in neighborhoods as they search for more
affordable housing elsewhere.

In many communities, the presence of Head Start eligible families may not be noticed by other
residents, agencies, or organizations. This means that it may be difficult to identify emerging Hispanics
or other population groups as your program undertakes the CA.
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Community Life

In some rural areas, families may live far apart and travel long distances to meet up. They may have
a favorite gathering place, such as a store, a restaurant, or a place of worship. Emerging populations
in urban or suburban areas may also be spread out because of the scarcity of affordable housing.
For populations that may have lived in a village or small community before coming to the U.S., this
is a new experience. Now they may be living among many others who do not share their language
or culture. Some families may end up feeling isolated, but for others, this is an opportunity to share
traditions and lifestyles.

Gathering information on the transportation needs of Hispanics and emerging populations is an
important part of the CA. The findings may have implications for the location and hours of opera-
tion of your Head Start program and for the provision of buses to transport children.

Among many newcomers, information is passed mostly by word of mouth. Grocery stores and places
of worship are the main places people meet, visit, and exchange information. In many areas, there are
Spanish language media that include newspapers, TV and radio stations. Media outlets are one avenue
for disseminating information about Head Start and recruiting eligible families.

As you conduct your CA, identify the places which serve as “gatekeepers” for the emerging popula-
tions—where they find resources, services, translators, and assistance of many kinds. Often, a com-
munity service agency or a faith-based organization will be the “gatekeeper.” Locating the “gate-
keepers” will lead you to people who can provide you with information about the new families,
available resources, and unmet needs. They also may be willing to serve on the CA team.

Attitudes Toward Hispanics and Other Emerging Populations

In some areas, newcomers may be welcomed because they provide much-needed labor and bring
about economic re-vitalization. Many refugees who are settling in new places may be welcomed too
because the local community knows of the hardships they have endured.

Whether settling in urban, suburban, or rural areas, some newcomers may find an initial wariness
and suspicion. At first, local residents may feel very uncomfortable around people who do not speak
English or speak it with an accent they are not used to or who have different customs. Many com-
munities may be challenged to provide services for the working poor who are long-term residents as
well as for the newcomers.

As you collect information from eligible families and from community organizations as part of your
CA, your program will learn more about the prevailing views and attitudes. Head Start programs
can be good-will ambassadors and advocates for Hispanic families, refugees, and other immigrants.
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The Community Assessment is an important undertaking for
every Head Start and Early Head Start grantee. This chapter
provides useful information about many aspects of the Com-
munity Assessment including:

B when it is required
B who does it
B why it is done

At the end of this chapter, there is a list of suggested materials
that will help you prepare for and conduct the Community
Assessment.

What is a Community Assessment?

The Community Assessment (CA) is the collection and analysis
of information on the needs and characteristics of Head Start
and Early Head Start eligible children and families in the
grantee service area. It identifies program and community
resources available to meet their needs and specifies where
there are gaps.

The CA also identifies issues and trends in the service area (i.e.
geographic area) having the greatest impact on families with
young children. For example, the CA might identify a low-
income housing shortage that could result in under-enrollment
for your program. It might report a population shift from one
geographic area to another that means the location of centers
needs to be re-assessed.

Ultimately, the completed CA report is used to make decisions
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“Population changes in our
community are not a chal-
lenge to be feared. Rather,
they lead us to a new way
of doing things to help these
families and children who
need us. That’s what Head
Start is all about.”

Executive Director
of a grantee



PURPOSE OF THE COMMUNITY ASSESSMENT

If staff, parents, and commu-
nity partners consider the
Community Assessment a
vital part of the Head Start
program’s work then they
will understand that each of
them has a “stake” in making
it the best Community
Assessment possible!

and influence program planning and evaluation, both at the
grantee level and the Federal level through the Regional Office.
Areas where the CA report can influence decisions include, but
are not limited to, recruitment and selection criteria, staffing
patterns, program options, location of centers, and how services
will be delivered to children and families. Your CA report also
provides a basis for funding decisions made by the ACF
Regional Office.

When is a Community Assessment Required?

As stated in the Head Start Program Performance Standards
and Other Regulations (Management Systems and Procedures
(45 CFR 1304.51(a)(1) (i-iii)) and Eligibility, Recruitment,
Selection, Enrollment and Attendance (45 CFR 1305.3)) grantees
must prepare a comprehensive Community Assessment every
three years and include a summary in their first year grant appli-
cation. Problems or issues with the CA may delay processing of
the grant application. In the intervening two years, grantees are
required to review their Community Assessment Report and if
necessary, update the information and reconsider the decisions.

Who Does a Community Assessment?

Each Head Start grantee is required to conduct a Community
Assessment. For grantees with delegate agencies, the CA is a
two-tiered process. The grantee determines the overall process,
and each delegate participates in the process. For example, if
you work for a delegate, your program may be responsible for
answering certain questions based on information about your
enrolled children and families and about the local community,
including population shifts. You then provide this information
to the grantee to use in its final CA report. The grantee and its
delegate agencies must agree on the tasks and the timeline related
to the CA.

Why Conduct a Community Assessment?

There are eight basic reasons why programs conduct a compre-
hensive Community Assessment. Some reasons have more to do
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with the program’s funding requirements and internal planning;
others relate more to the program’s external relations with the
community. But all reasons point to this essential question: how
can Head Start serve the greatest number of eligible children
and families and those who are in greatest need?

. Meeting Federal Requirements

The Head Start Program Performance Standards
and Other Regulations —specifically, Programs,
Management Systems and Procedures (45 CFR
1304.51(a)(1) (i-iii) and Eligibility, Recruitment,
Selection, Enrollment and Attendance (45 CFR
1305.3)—detail the content and uses of the Com-
munity Assessment (see Appendix E).

The Office of Head Start and the Regional Offices
use data from the CAs to stay informed about
pockets of emerging populations throughout the
country. Regional Offices use the data to assist
programs in serving eligible families most in need.

2. Making Decisions and Program Planning

The CA is an integral part of the Head Start and
Early Head Start program planning process. The CA
is the basis for designing service area plans and for
implementing comprehensive services that meet the
needs of eligible children and families. The Policy
Council and the governing body are required to use
information from the CA in making decisions about
program options, types of services, the location of
centers, hours/months and length of operation,
recruitment areas, recruitment and selection priori-
ties, and program goals and objectives.

3. Educating Staff and Others

A comprehensive CA is an effective way to educate
staff, parents, policy advisory groups, and the gov-

erning body about the needs, strengths, and charac-
teristics of families and about trends in the commu-
nity. The CA can be used to orient new staff and
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“l have found that new staff,
community members, Federal
program specialists, consult-
ants and trainers, as well as
monitoring reviewers use
the Community Assessment
to learn about our Head
Start program.”

Head Start Director



PURPOSE OF THE COMMUNITY ASSESSMENT

volunteers and to plan training. If new populations
have been identified in the CA who are eligible for
Head Start, it is important to share information
about them with decision-makers in the community.
It is possible that agencies and organizations will
rely on the CA results to improve their services.

4. Addressing Changing Priorities and Policies

The Office of Head Start routinely identifies priorities
based on the latest evidence and research findings.
Recent Federal priorities include full enrollment
and oral health that need to be addressed at the
local level. Broad policy initiatives, such as early
literacy, or Federal or state legislation, such as wel-
fare reform, also impact programs. These changing
priorities and policies can present challenges to pro-
grams, but the CA can help you respond by identi-
fying the populations affected and the resources
that are available or that need to be put in place.

5. Responding to Trends and Changes in the Community

It is crucial for you to develop a variety of sources
of information for the purpose of identifying trends
and changes in the community. Changes in the
economy or local infrastructure, as well as natural
disasters, impact Head Start programs in a variety
of ways. These events can become the tipping point
that cause a program to temporarily close, relocate
or adopt a different approach for service delivery.
The CA can help you anticipate the impact of such

. . . changes and meet them successfully.
“The sign of the growing

number of Hispanic families A growing trend is the increased enrollment of chil-
moving into our service area dren in state-funded preschool programs. In 2004-
is the increase in the number 2008, these programs in 38 states served more than
of Hispanic businesses. We 17 percent of the nation’s 4-year-olds, making them
see them everywhere.” an even larger provider than Head Start which
served 11 percent of 4-year-olds (National Institute
Executive Director of Early Education Research, 2005). Many Regional
of a grantee Offices report that Head Start eligible children are

now being enrolled in the state preschool programs.
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Families prefer them for many reasons which may
include accessibility, provision of transportation,
and hours of operation.

If your service area includes a state-funded pre-
school program, your CA should be sure to include
discussion with school officials about this trend
and how it might affect your Head Start program.
If your state is considering a preschool initiative,
your data-gathering for the CA will include discus-
sions with school officials so that your program
can plan ahead.

6. Mobilizing Community Resources

The CA process can aid in identifying a range of
community resources, especially agencies that have
begun to serve new populations. The collection of
information and opinions from employers, commu-
nity groups, and organizations increases awareness
about the available services and the gaps. A primary
resource for your Head Start program might be the
local school district which can have useful data
bases as well as resources for families who are new-
comers to the area. State and local child care offices
often have extensive information about low-income
families and children who need services.

7. Maximizing Community Partnerships

Head Start and Early Head Start programs, in con-
junction with their community partners, are expected
to strive to improve the quality of life for eligible
children and families. Working together with your
partners can result in improved service delivery, the
optimal use of existing resources, and the expansion
or creation of new services. The CA demonstrates
the need for a concerted effort and provides infor-
mation to help establish community-wide priorities.
The CA also can identify new community partners
that your program may not have worked with in
the past.
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PURPOSE OF THE COMMUNITY ASSESSMENT

8. Applying for Additional Funds

The CA can be used to develop new programs or
explore new partnerships to broaden service delivery.
A comprehensive CA can be used to support appli-
cations for private, state, or other Federal funding
where demographic information and needs assess-
ment are required. Findings from the CA also can
be used to support your requests to local businesses
for funds, supplies, or other kinds of contributions.
Head Start programs can partner with other pro-
grams, such as child care, to pursue joint funding
options that will utilize information from the CA
Report.

How is a Community Assessment Done?

In preparation for conducting a CA, teams should familiarize
themselves with the following:

B Head Start Program Performance Standards
and Other Regulations that pertain to Community
Assessments: (45 CFR 1304.51(a)(1)(i-iii))
Management Systems and Procedures and (45
CFR 1305.3 Eligibility, Recruitment, Selection,
Enrollment, and Attendance (see Appendix E).

B the grant application process, including require-
ments and timelines

B contents of this Workbook, including the five
basic steps in the Community Assessment process
which are addressed in the chapters that follow

Step 1:  Plan and Organize
Step 2:  Design Data Collection
Step 3:  Gather Data

Step 4:  Review and Analyze
Step 5:  Make Decisions

B Appendices in this Workbook which provide
guidelines for the CA Report, Worksheets for
Steps 1-5, Worksheets for Data Collection, and
additional resources.
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Step 1 is about how to get started on the Community Assessment
(CA). You have to make plans and organize multiple tasks in
order to ensure that you end up with quality information and a
useful report. This chapter discusses

B how to form a CA team and what its
responsibilities are

B the content of the CA
B the focus on the service area
B how to develop a time line

B tips for getting started

Laying a solid foundation for the CA process in Step 1 will
launch you into Step 2 where you design the data collection
methods.

Establish the Community Assessment Team

In conducting a CA, a team approach is effective because it
distributes the effort among many people and adds a variety of
perspectives. As soon as the CA team is formed, a team leader
should be selected. This person will be the primary point of
contact throughout the CA process and the writing of the CA
report.
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“I moved to this community
not long ago. Being part of
the CA team has given me
an in-depth picture of my
community. This inform-
ation will help me fulfill my
responsibility as a governing
board member and in up-
holding the agency’s charter.”

Governing Board Member
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Forming the Team

Generally, the CA team should include:

B Head Start Director and key management staff

B Members of policy groups, preferably those who
serve on other committees such as the Health
Services Advisory Committee (HSAC) and/or
Education Committee

B Key community representatives from the Govern-
ing Body

B Representatives from partnering programs, social
service agencies, and city/county government

It is helpful to have at least one team member who likes to deal
with numerical (quantitative) data.

The CA team plans and implements the process, interprets the
data, and presents information for review by the Policy Council
and the agency’s governing body.

When determining the team structure that your program will
implement, remember that your goal is to obtain an accurate
and comprehensive CA while encouraging the effective partici-
pation of team members. You can explain how team members
will benefit from their active participation in the CA— they will
become better informed about their community, the Head Start
program, and the direction forward (see Appendix B—Worksheet
1.A on the roles and responsibilities of the CA team).

Roles and Responsibilities of Team Members

The Head Start Director has the responsibility for ensuring
that the CA is fully and accurately conducted and that the re-
quired CA information is submitted with the grant application
(45 CFR 1304.50 Appendix A (Governance and Management
Responsibilities)).

The Director also is responsible for ensuring that information
from the CA is used in program development and strategic
planning.
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In some grantees, the Executive Director assumes responsibility
for leading the CA process and the Head Start or Early Head
Start Program Director is the vice-chair or co-leader. In this
arrangement, the grantee can collect community assessment
information for non-Head Start programs that the agency also
sponsors (such as job training or elder care).

Head Start staff from all program areas including education,
health, family services, disabilities and transportation have
important information and insights to contribute to the CA. It
is useful to have staff at different career levels participate in the
CA. They may have different perspectives and have access to
different sources of information about the emerging populations
and community resources. The information gathered and ana-
lyzed in the CA should reflect a perspective that encompasses
all aspects of the Head Start program services.

It is important to communicate to all your program staff,
whether they are an “official” member of the CA team or not,
that they can be the eyes and ears of the CA. Everyone in Head
Start shares responsibility for learning about the community, its
families, and its resources.

Head Start parents are an important source of information
and key advisors in the CA process. Their participation includes
acting as:

B decision makers as members of policy groups
or committees,

B channels of information and views from eligible
families in the service area, and

B collectors of information and views from other
Head Start parents.

Parents also have information regarding trends in the local
economy, child health status, and service needs that impact
Head Start planning and programming.

Community partners and other agencies often have their
own needs assessments. These assessments cannot replace the
Head Start Community Assessment, but they often contain
detailed information on issues relevant to Head Start eligible
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children and families that should be included in your CA.

Grantees that are part of city/county government agencies or
large multi-purpose community action programs may find that
their personnel can be knowledgeable members of the CA
team. They may be addressing many of the same issues related
to changing demographics and emerging trends. Human serv-
ice agencies and non-profit service groups often have informa-
tion, expertise, or services that could inform your CA.

As they collaborate in the CA process, these groups may
become invested in your Head Start program and decide to
expand their role in the community. The CA process is an
opportunity to strengthen existing partnerships, create new
partnerships, and increase awareness of the contributions of
the Head Start program to the local community.

The Governing Body, Policy Council, delegate Policy
Committees and advisory committees should be kept
informed regarding the progress of the CA and have an oppor-
tunity to ask questions and provide input. Whenever possible,
discuss the findings with appropriate decision-making bodies
before the complete document is finalized and presented to tar-
geted audiences. This dialogue will enrich the CA process and
enhance participation from all stakeholders in the decision-
making process.

Consultants may be used if your Head Start program does
not have the expertise to conduct the process. A consultant
who knows Head Start and has worked with similar agencies
would be an asset. Select a consultant whom you know can
work with the CA team in a collaborative fashion and will pre-
pare a final product that can be used as intended. The consult-
ant should be a partner through each step of the CA process.
You will want the consultant to provide ongoing updates and
keep you informed along the way. If a consultant is used, the
CA team still needs to lead the way forward and ensure that
the final report meets their expectations.

Your program may want to request assistance including train-
ing of the CA team from your Head Start technical assistance
provider or from an agency familiar with the community
assessment process.
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What Must Be Included in the Community
Assessment?

The Head Start Program Performance Standards and Other
Regulations (45 CFR 1304.51(a) (1)(i-iii) and 45 CFR 1305.3)
specify the information that must be included in the
Community Assessment and submitted with the grant applica-
tion (see Appendix E for the relevant regulations).

To summarize, the grantee agency is required to collect and
analyze information in the CA about:

1. the demographic make-up of Head Start eligible
children 0-5 years old and their families, includ-
ing their racial and ethnic composition;

2. other child development and child care programs
that are serving Head Start eligible children;

3. the estimated number of children with disabilities,
four years old or younger; their types of disabili-
ties; and available community services and
resources;

4. the education, health, nutrition, and social
service needs of Head Start eligible children and
their families;

5. the education, health, nutrition, and social service
needs of Head Start eligible children and their
families as defined by the families themselves and
local institutions;

6. community resources that could address the needs
of Head Start eligible children and their families.

After you have collected and analyzed all the information rele-
vant to these six areas, you will be able to make decisions as
required in your grant application. You will use the CA find-
ings to prioritize key issues, determine the unmet need for Head
Start and Early Head Start services among eligible children, and
identify recruitment areas. You will present information about
your service area and your conclusions in the CA report.
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The Community Assessment
provides information about
the entire service area, as
defined in the grant
application.
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Target the Service Area in the Community
Assessment

Keep in mind that the CA must provide information on the
entire service area, not just on recruitment areas.

B The service area is defined as the geographic
area identified in an approved grant application
with in which grantee may provide Head Start
services. The service area may be one or more
counties, a municipality, or even a particular
section of a city.

B The recruitment areas are the geographic areas
within which the grantee and delegate agency
recruit Head Start children and families to
participate in the program. Recruitment areas
may be identical to the service area or smaller
areas within the service area.

Maps submitted, as part of the CA document, must show both
the service area and recruitment areas.

The CA addresses the entire service area which may include
areas that are not currently targeted for recruitment. It could be
that Hispanics and emerging populations are living in these
areas. The CA is designed to identify eligible children and their
families who are most in need of Head Start services, and as a
result, your program may need to revise its recruitment and
selection criteria to reach these populations. In turn, changes

in enrollment may require relocation of existing centers or
redesigning program options.

Establish a Timeline

The length of time it takes to gather information for the CA
and then to write the CA report will vary, depending on the
size and complexity of the Head Start grantee, of the communi-
ty at large, and of the service area. Many programs start the
CA process 12 months before their grant application is due—
the first 9 months are spent collecting and analyzing the infor-
mation, writing the CA report, and making plans to integrate
the CA findings into program planning for the grant application.
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The last 3 months are spent finalizing the grant application.
(A sample timeline is included in Appendix B.)

The CA report feeds into the grant application because it pro-
vides the evidence and the rationale for certain decisions. For
example, proposed changes to program options, locations or
recruitment criteria that are presented in the grant application
must be guided by the information previously gathered and
analyzed in the CA report.

Getting Started

It is very helpful to have a well-thought out plan to guide the
process of the Community Assessment. As you begin to make
plans, you will need to make some decisions and plan ahead:

B Decide on the structure you will use—a CA Work
Group that is composed primarily of members of
existing committees and functioning groups in the
Head Start program, or one that involves the cre-
ation of a new CA Committee.

B Select the CA team members from the agency and
from the community at large.

B Make sure that each staff member’s time has been
“freed up” or partially reassigned by their super-
visor so that they have the necessary time to
devote to the CA.

B Ensure that all CA participants are trained to
understand the importance of the CA and its
impact on the provision of Head Start and Early
Head Start services to children and families.

B [dentify the resources that you will need to
implement the process. Examples include the
translation of key pieces of information for
parents, additional clerical support, and schedul-
ing meetings in conjunction with other activities.

To ensure an efficient process it will help to use some organiza-
tional tools:
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“As | participated on the CA
committee, | learned about
the demographic changes in
our community. It helped

me to understand the need
for changing our program
options and how to help my
colleagues understand why
this was necessary.”

Head Start
Family Service Worker
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“I think it is very important
that we talk to staff about
the community assessment
because they are the ones
that will see the trends
first”

Head Start Manager
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B Draw up a plan—a chart—that includes the

tasks and the time frames assigned to each team
member. Distribute this chart to all team mem-
bers so they can stay informed about the overall
process (see Appendix B—Worksheet 1.B).

Keep a calendar to help your CA team, the
Policy Council and the governing body informed.
Define the tasks that should be underway each
month and note the expected completion dates
(see Appendix B—Worksheets 1.C and 1.D) You
can add other important program-wide tasks to
the calendar, such as the PIR, OHS Monitoring
Review and the program self-assessment.

From the very beginning, a vital part of the CA process is com-
municating.

B Consult with the grantees’ governing body and

the Policy Council (and other policy groups at
the delegate level) regarding the CA plan prior to
its implementation. Solicit ideas and assistance
from these members regarding the proposed CA
process.

B Include a strategy for keeping the governing body,

the Policy Council, the Head Start Director, and
other key players and advisory groups informed
regarding the progress of the CA.

To be most useful, the CA process should be an ongoing part of
the grantee’s annual planning system for Head Start. The neces-
sary data gathering and identification of trends and changes in
the community can be done year-round, even when the Head
Start program is not in session. During the interim years 2 and
3, programs need to continue to collect information about
changes in their eligible populations and service area, and if
necessary, update their CA Report. (For more information, see
pages 88-89).

It is important to remember that the CA does not stand in iso-
lation. It ties into your Head Start program’s strategic planning
and decision-making. The CA provides the foundation for
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many of your program’s ongoing efforts to improve its service
delivery to the greatest number of children and families with the
greatest needs.

At the end of this chapter, there is a graphic to help you visualize
the CA process through Steps 1-5 and see how it leads to the
grant application.

Worksheets for Step |

The following worksheets found in Appendix B will assist you
in completing Step |.

1A Create the CA Team......cccceceveuncneee. pg. 125
IB Organize the CA Process.............. pg. 127
IC Planning Calendar..........ccccceeueueece. pg. 129
ID Timeline. pg. 135
ID Organize Step | pg. 137
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CA Process

Step I:
Plan and Organize

Step 2:
Design the Work

Step 3:
Gather Data

Step 4:
Review and
Analyze Data

Step 5:
Write the CA Report with
Results and Recommendations

Governing Body
Approval for
Program Priorities

Strategic
Planning

Grant
Application
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Once your CA team is in place, you will be ready to come
up with a plan for data collection. There are many decisions
that are made during this design process, and some of them
will probably change as the CA gets underway. This chapter
discusses some of the issues that you need to consider:

B what is data

B what kinds of data are needed for the CA

B collecting internal and external sources of data
B developing questions to ask

B quantitative and qualitative data

B visual presentation of the data

Step 2 is the precursor for going out to collect information
which is described in Step 3.

What is Meant by Data?

The word “data” is short hand for information. Head Start
requires the collection of data at a variety of times and in a
variety of areas. The data or information you often collect in
Head Start can take many forms, such as:

B Numbers—Teachers count the number of children
present in class on any given day; a family service worker
records the number of home visits to each family; the
program keeps track of how many children have been
referred to health clinics. Numbers are used in evaluating
every aspect of the program’s services and systems.
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The word data means
information. It is plural.
Rarely is the singular
form—datum—used.
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B Words—Interviews with family members during a
home visit, a parent teacher conference, discussions
during in-service training, or a Policy Council meeting
provide valuable data.

B Pictures or Photos—Photos provide information
about a new center or a community playground.

B Maps—Maps of the recruitment and service areas
are required for the grant application. They are an
invaluable resource for other purposes, such as a
visual depiction of data on poverty level or on
children’s ages for each census tract in a county.

B Media Reports—Newspaper articles or TV/radio
segments about the Head Start program or interviews
with staff and parents are data. A feature story about
emerging populations in the service area or a new
Head Start center also are sources of information.

It is obvious that one thing that Head Start programs do fre-
quently is gather data! During the Community Assessment
process, your Head Start program must target data collection
as a priority.

What Types of Data are Needed?

As cited in the Head Start Program Performance Standards
and Other Regulations (45 CFR 1305.3 (¢)), you are required
to collect six types of information about your service area and
include it in the Community Assessment (CA):

I. Demographic Make-up of Head Start Eligible
Children and Families

The information is used to create a portrait of
the families typically served by your program
and includes information on:

B racial and ethnic composition and primary
language(s)

B number of children by age and family and
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household composition

B average education level of parents and types
of employment

B housing and environmental conditions

B geographic location in the service area

Internal information from enrollment forms and
the Family Partnership Agreement is relevant. If
your program is using a data tracking system on
children or families, it will generate a computer-
ized report of family characteristics.

Information about newcomers and underserved
populations also is necessary. You will need to
collect data from external sources, such as the
Census Bureau, to help you estimate the number

of eligible families and to learn about their cultures,
their strengths, and their needs (see Appendix C

for suggested sources of information).

2. Information on Children’s Programs That Serve
Head Start Eligible Children in Your Service Area

For example, consider state subsidized childcare,
state-funded prekindergarten programs, and family
child care in your service area. If there are Migrant
and Seasonal or AI/AN Head Start programs, note
them, too. Identify the number of child care slots
available for infants, toddlers and preschoolers,
the location of the programs, and the approximate
number of Head Start eligible children served by
each program. Identify whether they serve or are
licensed to serve children with disabilities and if
they have the capacity to serve non-English speak-
ing children and families. Examine whether staff
reflect the culture and speak the language of chil-
dren. Assess the availability and the accessibility of
services to eligible families. You will need to collect
these data for the entire service area.

Given the growing trend for states to offer preschool
programs, it is important to find out the status of
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“Many of the groups serving
children in our service area
are “grassroots” programs
and they haven’t developed
systems to keep track of the
number and characteristics
of the children.The vast
number of these groups
makes it difficult for us to
contact them during the
CA. But it’s important that
we try, so we can minimize
the duplication of services
thereby maximizing the
effectiveness of our program.”

Executive Director
of a grantee
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state-funded programs in your service area. How
many 4- and 3-year olds do they serve? Do they
include children with disabilities? What kind, if
any, comprehensive services do they offer?

Among many population groups, young children
are cared for by relatives or neighbors (referred
to as “kith and kin” in the early childhood field).
These are often unlicensed and informal arrange-
ments. They may not appear in official counts of
child care arrangements. However, it is important
to estimate their prevalence for the CA because
they might indicate a need for child care services
for eligible families.

3. Children with Disabilities

There are three factors that must be taken into
account when you collect information on children
with disabilities. First, you must identify the num-
ber of infants, toddlers and preschool children with
disabilities in the service area including a list of the
type and range of disabilities. Second, you need to
describe the type of resources and services provided
by community agencies to young children with dis-
abilities. Third, it is necessary to report the number
of enrolled Head Start children with disabilities in
your service area and to report on the resources
and services available to them.

All this information will help your program estimate
the future enrollment of children with disabilities.

4. Education, Health, Nutrition and Social Service
Needs of Head Start Eligible Children and Families

Sources for information on these needs are both
internal and external. Collecting data from pro-
gram staff, parents, and local service providers will
give your Head Start program in-depth understand-
ing of family and child needs. (See Appendix C—
the Data Collection Worksheets for suggested ques-
tions and data sources). Your goal is to present a
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balanced, comprehensive assessment of the needs,
drawing upon a variety of sources of information.

Most likely, your program has needs assessment
information already on hand. Data for the PIR,
minutes of advisory committees, and social service
logs are just a few examples of accessible internal
information. Your community partners, media out-
lets, and Web sites will offer information about the
needs of the community at large and the newer
populations your program might serve.

5. Education, Health, Nutrition and Social Service
Needs of Head Start Eligible Children and Families
as Defined by Families and Community Institutions
Serving the Needs of Young Children

It is required that the CA include information from
eligible families who are currently enrolled in Head
Start. Information from eligible families not enrolled
also should be included—these may be underserved
Hispanic families or immigrants from other parts of
the world who have moved into your service area.
The families and local institutions should be asked
about the educational, health, nutritional, and
other needs of the children and family members.

Then, your program will need to compare the
views of the families and the community institu-
tions in order to identify needs and gaps in services.
You may find that in spite of the existence of many
community services, newcomers or other popula-
tions do not use them. The families may not know
about them; they may not find them “user friendly;”
they may encounter language barriers. In any case,
it is important to identify the obstacles faced by
low-income families.

Remember that new populations may rely on faith-
based institutions to help meet their needs. They
also may turn to advocacy organizations. In some
communities, young children attend “Saturday
schools” that instruct them in their home language
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“In our meeting, the HS staff
asked us to tell them about
what we liked, and did not
like about Head Start. It is
very nice that they care to
know what we think of their
services.”

Focus Group Parent
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and culture and possibly, their faith. All of these
institutions are places where newcomers are wel-
comed by people who speak the same language
and who can offer guidance and assistance. If you
reach out to these institutions, you may find that
their leaders and members can provide you with
very useful information for your CA.

6. Community Resources

For emerging populations, it will be very important
to gather information about programs that help new-
comers make transitions into housing, jobs, and
school situations. For refugee groups, local govern-
ment agencies are designated to provide help and
resources; if newcomers have been sponsored by
faith-based organizations, they often provide
resources, including translators and transportation
to social services. But there may be many eligible
families who are not connected to a support network
in your community, and they may be most in need
of your program’s support. By including a thorough
description of available community resources in the
CA, your program can determine which services
can be provided by Head Start and which are best
provided by your community partners (see Appendix
C: Data Collection Worksheets).

In addition to data addressing these six topics, you need to
collect other kinds of information. The transportation needs
of eligible populations should be addressed in the CA. The CA
can help identify public or private non-profit transportation
providers and other human services agencies who might be
willing to collaborate. If no local Transportation Coordinating
Council exists in your community, your agency might consider
helping to establish one.

In the course of the CA, you also need to collect information
about trends and changes in your service area. Referred to as
“trend identification,” this process can place your program in
the best position to serve the eligible children and families most
in need. Contact local employers, city or county governments,
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and community partners to obtain information on local
employment and housing trends. Document any changes in
area jobs such as in the agriculture, construction, or service sec-
tors. Your CA Report will include a discussion of trends antici-
pated over the next three years. Head Start programs can use
these trends to predict the arrival of new families and to assist
in program planning.

Collecting Internal and External Data

One useful framework for designing data collection for the
Community Assessment is to think about the sources of the
data. Where will you go to get the information you need?
Specifically,

B jnternal data include past and current program
data such as your program PIR and agency infor-
mation, enrollment forms, social service logs, bus
logs, children’s health records, IEPs, and minutes
of various advisory committees

W external data refer to sources outside your pro-
gram and agency, such as local community
agencies, faith-based organizations, families not
enrolled in Head Start, public schools, state
agencies, and the U.S. Census

In order to identify underserved or emerging populations in your
service area, you will need to rely heavily on information from
external sources (see Appendix C for guidance on identifying
data sources).

Some external data are available to you in the form of published
statistics or reports. Other external data require that you develop
data-collecting methods. For example, information about local
services for immigrant groups will probably be elicited from
surveys of community agencies and interviews or focus groups
with members of the immigrant community.
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“I participated in the focus
group meeting of Community
Partners. It allowed all of us
to share information about
our resources for our clients.
This information became
very useful to me in doing
my work at our agency.”’

Community Partner
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Developing Questions to Ask

The kind of information you are required to gather in the CA
shapes the questions you will ask (45 CRF 1304.51 (a) (1) (i-ii)).
For example, you will need to ask families about the services
they are receiving from Head Start in order to assess whether
their needs are being met. You will have to ask child care
providers about their enrollment of different age groups and
children with disabilities. In other words, you need to think
about the data you must report about your service area in order
to figure out how to get there by asking the right questions.

Another way to think about what kinds of questions to ask is
to know where you have to end up in the final CA report. As
required in the regulations (45 CFR 1305.3 (¢ )), the CA must
inform decisions in these six areas: program philosophy and
objectives; services and program options; recruitment and
service areas; program locations; and criteria for recruitment
and selection. The CA report proposes changes in the program
options, locations, and other matters if evidence gathered
during the CA process supports the need for change. As you
design the data collection process, make sure that you have
asked questions that will help you address necessary recom-
mendations in these six areas.

Designing questions that elicit useful answers is critical to con-
ducting a quality assessment. A good rule of thumb is to design
both open-ended and close-ended questions in order to get a
range of information over the course of the CA.

B Open-ended questions pose a question that has
no right or wrong answer and allow the respon-
dent to state his or her opinion. These questions
often begin with a “What do you think about..”
or “What has been your experience with...” or
“Can you tell me about...”

B Closed questions have a yes/no answer or ask the
respondent to make one choice. Examples are
“Did you use mental health services?” or “On a
scale of 1-5, how would you rate the educational
program of Head Start?”
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By using a combination of open-and closed-ended questions you
will gather data and insights about eligible families, community
resources, and your program. Relying on just one question for-
mat would not be able to provide such in-depth information.

An Important Distinction:
Quantitative and Qualitative Data

As you plan for data collection, another important distinction
to keep in mind is quantitative vs. qualitative data. The differ-
ence is in how these two types of data are expressed.

B Quantitative data are expressed in numerical
terms. An example is the number of Hispanic
children in your service area or the percentage of
enrolled families who use public transportation
to get to Head Start.

B Qualitative data are represented in words, col-
lected either verbally or in writing. For example,
a transcript of a parent focus group discussing
immigration issues is considered qualitative data,
as is a description of prekindergarten programs
in your service area.

In order to have a high quality CA, it is necessary to collect and
analyze both quantitative and qualitative data. Rating scales
and some other methods described in Step 3 provide numerical—
quantitative—data. The data collection worksheets in Appendix
C gather both quantitative and qualitative information.

At the end of this chapter, there is a list of questions that a
Migrant Head Start used during its CA process to gather data
from enrolled families about their use of social and legal services
and about fatherhood involvement. These questions are part of
a longer interview that was conducted with families. You will
note that both open and closed questions are included.

The answers to the questions also can be expressed in both
quantitative and qualitative ways. For example, a count could
be made of how many parents indicated they had used legal
services (quantitative) and then a brief description of their
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Consider ahead of time
what CA data can be
presented visually to make
it easier to communicate
complex information.
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comments and explanations could be presented. More infor-
mation about quantitative and qualitative data analysis is
presented in Step 4.

Data Collection Worksheets and Surveys

Appendix C includes examples of data collection worksheets
organized by service and system areas. They include internal
and external data sources, the data elements needed, and a
grid for filling in the information. They also include open-
ended questions to guide interviews with leaders in agencies
and organizations. These worksheets are not exhaustive. In
fact, as you conduct the CA, you will certainly discover addi-
tional data sources and tailor the questions for your program
and your community.

The worksheets focus on

B general demographics, social and economic
demographics

B health, mental health, dental health, disabilities
and nutrition

B childcare and early childhood education
B transportation

B community resources

In Appendix C, there also are two surveys developed by Head
Start grantees as part of their CA process:

B parent survey about families’ needs and
available services

B community partners survey

How to Display the Data

If you can visualize ahead of time how the data could be dis-
played in graphs, tables or charts, you will have a frame of
reference for organizing your information. Tables are frequently
used to present CA information on populations, programs, or
resources. A table organizes and consolidates information. In
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some cases, it compares variables or factors.

Maps also are very helpful during the community assessment
process. They can present complex data in a way that can be
easily understood. Population patterns, for example, can be
displayed on maps of the service and recruitment areas. If the
location of Head Start centers is overlaid on these maps, then
information about eligible families and their access to programs
can be presented visually along with the explanatory text. (For
more information about mapping procedures, read about map-
ping with Geographic Information Systems (GIS) in Step 3.)

Information displayed visually may be more understandable to
community members, Head Start staff, and parents than written
text. Also, the new and emerging populations you are attempting
to reach and serve in Head Start may prefer to “see” informa-
tion in a visual format.

At the end of this chapter, additional information is provided
about visual displays of data.

Worksheets for Step 2

The following worksheets found in Appendix B will assist you
in completing Step 2.

2A Prepare to
Collect Internal Data...................... pg.-139

2B Prepare to
Collect External Data..................... pg. 141

2C Organize Step 2 .....ccocveveveeecurennennne pg. 143
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Data Collection Form for Family Assessment

Social Services

Which of the following services do you currently use or have used in the last year?

dFood Banks dClothing donations
dPublic Transportation JESL
1 Job Search IMental Health

1 Catholic Charities or other faith based organization
What makes it difficult to access these services?

‘dTransportation (dLanguage Barriers

'JImmigration Issues JOther:

Legal

Did you have a need for legal assistance in the last year? [ Yes 1 No

Explain:

Did you receive the legal assistance you needed: If yes, from where:

‘1 Head Start dLegal Aid
[ Catholic Charities [ Other:

Fatherhood Involvement

Do you enjoy participating in your child’s education? [ Yes [ No

If yes, in what way?

Do you know of any agencies providing Fatherhood Involvement activities?

If yes, what agencies?

d Yes [ No

Would you be interested in participating in such an activity? [ Yes [ No

If yes, what kinds of activities would you suggest?
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Adapted from Training Guides for the Head Start Learning Community. Planning and Reviewing for Success. 1999.

Displaying the Data

STEP 2: DESIGN DATA COLLECTION

Data that are...
in numbers or percentages
in written or spoken words

geographic

can be explained in a :
table, pie chart, graph
narrative, case study, table

map, diagram, photograph

FIGURE I:

PIE CHART
Population of Hamilton County (389,000)

4%

Pie Chart

A pie chart shows how
often something occurs.

. Lake Mathews

Covington Corner

. Sheridan Shores @ North Pass, Alliance, & Ellery

% Green Ridge Reservation

Slices or wedges of various
sizes show the significance
of the occurrence; the larger
the slice of the pie, the
larger the number of
occurrences. The entire pie
represents all occurrences.

To create a pie chart, the
data must be converted to
percentages; each slice rep-
resents a percentage of the
total. When totaled, the
slices equal approximately
100 percent. It is best to
use a computer to construct
pie charts.
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FIGURE 2:

Lake Mathews
(290,000)

Population of Hamilton County (389,000)

Sheridan Shores
(38,000)

Chevy Shores
(18,300)

Covington Corner I

BAR CHART

(11,700)
Rural Areas
(31,000)
] ] ] ] ]
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FIGURE 3: Poverty Level and Unemployment
in Areas |-111 of Hamilton County
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Poverty Level

= = = Unemployment Level

Bar Chart

A bar chart compares data.

In this example, the popu-
lations of the urban areas

of Lake Mathews, Sheridan

Shores, Chevy Shores, and
Covington Corner are
compared with the popula-
tion of the rural areas of
Hamilton County (North
Pass, Alliance, & Ellery
and Green Ridge
Reservation).

Graph

A graph shows the rela-
tionship between two
variables. One set of data
is plotted on the side of
the graph, or the Y axis.
Another set is plotted
across the bottom, or the
X axis.
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With a sound Community Assessment (CA) process in place
and a solid design for the data collection, you will be ready to
gather data. Step 3 involves contacting the data sources that
you have identified and asking them questions in order to
obtain the information you need for your CA. There are many
ways to gather data and your CA team will have to consider
the pros and cons of various options. This chapter focuses on

B different methods of data collection
B guidelines for getting started

B cultural considerations

B using large databases

B mapping with Geographic Information Systems
(GIS)

This chapter on Step 3 will help you gather information and
prepare you to analyze the data in Step 4.

What are the Data Collection Methods?

There are a number of methods or strategies that can be used
to obtain information from internal and external sources. Some
are already in place, such as

B the questions that are addressed during your
program self assessment and

B the interview questions that are asked when
families are developing their Family Service Plan.

The data collection methods you use for the CA are designed
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Gather Data

“The biggest challenge with
the community assessment
is the gathering of data.You
don’t want to gather too
much of nothing, you want it
to be relevant.”

PDM Manager and
CA Team Leader
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with the questions in mind that you have to answer. Make sure
that whatever methods you select will enable you to get infor-
mation about your service area as required in the Head Start
Program Performance Standards and Other Regulations (45
CFR 1304.51 (a) (1) (i-iii)).

There are a number of methods or strategies that you can use
to gather information. It is a good idea to include both verbal
and written strategies. Some families, for example, may prefer
to speak with a team member as they discuss the Head Start
program; others may prefer to fill out a survey. An important
consideration is to think about which method is likely to give
you the best quality data.

In addition, if you want to obtain answers from a large group
of people (such as parents enrolled in the Head Start program),
ask yourself which method is likely to elicit a high number of
responses. A long written survey may take too much time for
busy parents in comparison to a 15 minute phone call that asks
the same questions. Also, a written survey may be intimidating
to parents who are uncomfortable reading or writing (even if
the material is translated into their home language).

Table 3.1 presents some of the most commonly used methods
in a CA process for data collection. Advantages and disadvan-
tages of each method are included.

Some of the methods can be combined. For example, after a
focus group session, participants can fill out a survey.

Preparing a Survey or Questionnaire

There are advantages to using a survey or written questionnaire
to collect certain kinds of CA data. It can be administered easily;
it can reach many people; it can ask for specific information.

The simplest type of question asks for a yes/no response. For
example, a survey question for parents might be: Did you use
any legal services this year? There are other ways of asking
questions that many Head Start programs have used, including
a Rating Scale, a Rank Order and a Root and Contingency
method. You may find that a combination of these types of
questions will elicit the information you need.
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TABLE 3.1

Methods for Data Collection

METHOD

ADVANTAGES

DISADVANTAGES

Written survey
or questionnaire

Can be widely distrib-
uted to large numbers
of respondents

Can be translated into
multiple languages

Return rate may be low
Requires reading and writing

May require that materials
be translated

Interview
in person

Allows for in-depth
responses

Time consuming to conduct

Time consuming to analyze
the responses

May require that interpreters
be available

Interview on
the phone

Allows for in-depth
responses

Time consuming to conduct

Time consuming to analyze
the responses

Requires participants to
have access to telephone

May require that interpreters
be available

Focus group

Can select participants
to ensure a variety of
views

Small enough to allow
each person to speak

Needs a facilitator and
meeting space

Time consuming to analyze
the responses

May require that interpreters
be available

May have low attendance
especially if travel is involved

Large group
meeting

Can offer a variety of
perspectives

Needs a facilitator and
meeting space

Time consuming to analyze
the responses

May require that interpreters
be available

May have low participation
rate

Some participants may feel
uncomfortable speaking in a
large group
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Rating Scale

Sometimes referred to as a Likert scale, a 5 point scale often is
used to collect data. The responses range from (1) very satisfied
to (5) not satisfied; sometimes the rating consists of only 3
points. Scales can be used to gather opinions about the quality
of the Head Start services. For example, one program asked
formerly enrolled families to express their opinion about the
services for children and for families in order to assess where
they needed to improve their service delivery (see Table 3.2).

TABLE 3.2

Rating Scale

How satisfied were you with the
Head Start services you received?

Instructions: Check the appropriate box

Service
Not
Used

Children’s Very Somewhat Satisfied Somewhat Very
Services Satisfied Satisfied Dissatisfied | Dissatisfied

Information
about my
children’s
progress

Classroom
program

Hearing

Dental
exams

Vision
services

Speech

Physical
health/exams

Immunizations

Disability

services

Mental health
services

Adapted from Community Assessment Report for Albina Head Start. Population Research Center, Portland State
University and Albina Head Start. March 2005.
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Rank Order

In this case, the respondent puts the answers in order with 1 =
first choice, 2 = second choice, and so on. The advantage to
this approach is that more information is gained than from a
yes/no response. For example, a Head Start program might ask
current Head Start parents and Head Start eligible parents (not
enrolled) a question about which preschool options they prefer;
in addition, Head Start staff could be asked their opinion about
which preschool options would be most helpful to families. The
responses from families and staff could guide decision-making
about Head Start program options, partnering with other child
care institutions, or using additional funding streams to meet
families’ needs.

TABLE 3.3

Rank Order

What type of Head Start program would help you the most?

Instructions: Put the number | by your first choice, 2 by your
second, 3 by your third, and 4 by your last choice.

PRESCHOOL OPTIONS RATING

Full day (open 6 hours or more, M-F, Sept. to May)

Half-day (open for 3 1/2 hours either morning or afternoon,
M-Th, Sept. to May)

Wraparound (open from 7 am-6 pm, M-F, full year)

Home-base (a home visitor visits the home once per week for
I /2 hours, twice a month there is a socialization activity with other
families, full year)

Adapted from Rocky Mountain SER and Denver's Great Kids Head Start. Comprehensive Community Assessment.
JVA Consulting, LLC. 2004.

Root and Contingency

With this method, a respondent is asked a general question (the
root) and then detailed questions follow (the contingencies)
that are based on the initial response. For example, respondents
are asked whether their family has needed or used health or
human service assistance and the barriers they experience in
seeking help. First, respondents answer the root question:
whether they or their families needed a service in the past year.
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TABLE 3.4
Root and Contingency

Instructions: Has your family needed any of the following services?
If your answer to question A is yes, please respond to the next three
questions (B, C and D). If your answer to question A is no, then leave
questions B, C and D unchecked, and move on to the next service listed.

A B C D
In the past year If you found If you found If you found
have you or help, did you help, did it feel help, did
anyone in your  have transporta-  comfortable? you use the
family needed...  tion to get to services you
it? found?

Please check Yes No Yes No Yes No Yes No
the correct box

Income
assistance;
for example,
welfare, SSI,
unemployment

insurance

Legal assis-
tance;
for example,
immigration,
custody

Adapted from The Head Start Community Assessment Final Report. Montgomery County Dept. of Health and
Human Services Community Action Agency. December 8, 2003.

If they answered affirmatively, they are asked three subsequent
contingency questions: (1) whether they had transportation to
access the service they needed; (2) whether the help they sought
felt comfortable; and (3) whether they used the services they
found (see Table 3.4).

Before You Begin

If staff, parents, and community partners consider the
Community Assessment (CA) an important part of the Head
Start program’s work, it will be easier to collect information.
Everyone will understand its purpose and therefore, be more
likely to participate. Keeping participants informed along the
way also will spur their interest and motivation.
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Whenever you gather written or verbal information, you must
reassure all participants that the CA process is confidential. No
one’s name will be used in the CA Report and findings will be
reported for groups, not individuals. State this rule of confiden-
tiality up front and repeatedly.

Once you have developed your interview questions or survey
questions, there are a number of decisions to make before you
begin.

Interviews and Focus Groups

B Will you take hand written notes or tape record?
Tape recordings are useful if you want to include
quotes from participants in the CA report, but it
will take a long time to listen to the tapes. Some
people may not participate openly because they
do not want a tape recording of what they have
said. Remind them that the information you
gather is confidential. But if they prefer not to be
taped, then turn off the recorder and take notes.

B How long will an interview take? Tell the partici-
pants at the beginning how much time is needed.
After an hour interview in person or fifteen min-
utes on the phone, most people begin to tire and
lose interest.

B Will you ask the same questions of all the
respondents? Or will you ask the same general
guiding questions and then follow up depending
on what the respondents say? The later approach
gives you a similar focus but allows more freedom
and adaptability in getting information from the
respondents. However, one trade-off is that
analyzing the answers to different questions is
challenging.

Surveys and Questionnaires

B How long will it take to fill out the survey?
Consider how busy respondents are and how
much reading and writing are required. Also,
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“If | had to come up with
one trait that is crucial to
the success of any Head
Start program, it is the
ability to develop trust.
Whether you are dealing
with recruitment or
teaching a second language,
you have to have the trust
of the family.”

Psychologist
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keep in mind that some emerging populations
may have limited literacy skills because they have
had few educational opportunities.

B [s it necessary to have materials translated? If
you are gathering information from non-English
speakers, make sure that the translated material
is accurate and that terminology is consistent.

B Are the instructions clear? Some respondents
from emerging populations may not be used to
filing out surveys, especially if they are asked to
give a numerical response to a question. It may
be helpful to demonstrate or give an example of
how to answer the questions.

Cultural Considerations

As you meet with families in Head Start and in the community
at large during the Community Assessment process, the more
at ease they feel, the better the quality of information you will
gather. Make sure that the CA team members who meet with
families speak the language of the parents or have interpreters
available.

In many programs, family advocates or home visitors are
responsible for distributing and collecting family survey instru-
ments. They sometimes directly assist adults who have reading
difficulties or prefer an interview type format. This approach
increases the survey response rate and supports the staff per-
son’s involvement in the CA process.

As you plan to conduct the CA, it is helpful to know something
about the social manners that you should observe when you
meet people from different cultural and linguistic backgrounds.
Initially, you may encounter wariness or suspicion, especially if
other local residents have been perceived as unfriendly by the
newcomers. You may need to be introduced by trusted individ-
uals rather than simply introducing yourself or just “showing
up.” In some cultures, it is expected that you tell others some-
thing about yourself, your family, your affiliation and where
you come from before the conversation can go any further.
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Allow time to get acquainted before getting down to business.

Managing the Data

Your CA data come from many places and in a variety of
forms. It is necessary to take a systematic approach and think
about the following questions:

B How will you keep track of all the data?

B How will you make the data available to
key members of your team?

B How will you ensure that certain data are
kept confidential?

B How will you collect and integrate data over
a period of time?

B How can you set up the system so that others
can step in if your job responsibilities change?

There may be someone on your CA team who is used to col-
lecting and reporting internal data, such as inputting data for
the PIR or management reports. This team member (or maybe
there is more than one person) could help set up a system for
managing the CA data.

It is likely that most data, especially quantitative data, will be
stored on the computer. Keep in mind that the data manage-
ment system does need to be understood by key members of the
CA team so they can make use of it as they analyze the data
and prepare the CA Report.

Using Large Databases

Although much of the CA information you gather will be in
situations where you have face-to-face contact with people or
make telephone calls, there may be times when you turn to
national data bases. Then you will be reading through reports
and statistics. Primary examples of large databases are the 2000
U.S. Census or the more recent American Community Survey
(ACS). The ACS provides better quality local-area data and
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Kids Count, a project of the
Annie E. Casey Foundation,
is a national and state-by-
state effort to track the
status of children in the U.S.
based on the Census. State
level data online include
over 75 measures of child
well-being. Depending on
the state, some data are
available at the county, city,
and school district level.

The National Survey of
Children’s Health (NSCH) is
sponsored by the Maternal
and Child Health Bureau of
the Health Resources and
Services Administration.
NSCH provides a broad
range of information about
family and children’s health
and well-being, including
medical home, health
insurance status, and speciﬁc
indicators for 0-5 and 6-17
year olds. Information is
gathered in a telephone
survey conducted in English
and Spanish.

The National Survey for
Children with Special Health
Care Needs (CSHCN)
reports on many variables at
the state level, including the
number of children with
disabilities and the kinds of
disabilities. The survey is
conducted in twelve
languages, including Spanish.
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starting in 20035, it replaces the long Census form. Other
national databases are available too, such as Kids Count and
The National Survey of Children’s Health (NSCH). Many
Federal or state databases are accessible on the Internet.

Available information from the U.S. Census includes:

B Counts of the total population and children;
counts of the Hispanic population and Hispanic
children; and counts of other popultation groups

B Statistics on income and child poverty

B Characteristics of Hispanic households, such as
the language spoken at home and educational
attainment of adults

When you use large databases as sources of information, you
can easily feel like you are drowning in data. Avoid going on a
fishing expedition in the Census data! It is very important to
shape your questions and to know just what you are looking
for. Ask yourself: what kind of information can the Census (or
other large databases) provide that can not be found elsewhere?
Depending upon your questions, the Census may provide infor-
mation about local demographics that will be useful as you
plan ahead: Who is moving into the community? Where are
they living? On average, how many children live in a family?

However, keep in mind that the Census often underestimates
the number of low income and immigrant families, the very
population that your Head Start program is seeking to identify.
The families may have arrived too recently to have been counted
in the last Census; they may be wary of sharing information
with the government; if they live in transient housing situations,
they may not show up on Census address lists.

Some data sources can help you make reasonably accurate esti-
mates and forecast trends for your locale. Regional planners
who must anticipate housing and transportation needs and
school systems that must project enrollment figures and school
construction have come up with methods to compensate for
undercounting in the official Census data. You could ask them
how they make forecasts and then apply their techniques to
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your CA.

The data collection worksheets in Appendix C can help you
identify the kinds of information you can gather from large
databases including demographics, health status, and early
education enrollment.

Mapping with Geographic Information Systems
(GIS)

Geographic Information Systems (GIS) is a collection of com-
puter hardware, software, and geographic data for capturing,
managing, analyzing and displaying all forms of geographically
referenced information. GIS is a tool that allows you to link
information to location data, such as people to addresses or
streets within a network. You can then layer that information
to give you a better understanding of how it all works together.
You can choose what layers to combine based on what ques-
tions you need to answer. GIS incorporates databases from the
U.S. Census and other sources.

Because GIS is extensively used for mapping functions, it could
be used for the CA. Using the most recent Census data, San
Francisco Head Start incorporated GIS analyses in its CA
conducted in 2002. The analysis showed the spatial distribution
of low-income children 0-5 years old in the city and of the
households headed by single mothers. This analysis showed the
magnitude and the location of the need for Head Start. GIS
maps showed the spatial distribution of existing Head Start cen-
ters and their early childhood partners — the

current supply. The conclusions addressed the shortfall of Head
Start slots and indicated where in the city there was an unmet
need that could be filled by new Head Start centers.

If your program is interested in using GIS during the community
assessment process, seek advice from others in your community.
Businesses, local governments, environmental, and social service
organizations who need information based on location have
found that GIS is a valuable tool in decision-making. Ask if
your school system or local planning agency is using GIS as
they undertake strategic planning.
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WHERE CAN YOU FIND
OUT ABOUT GIS?

Geographic Information
System (GIS) is a tool that
allows you to organize and
analyze data that can be
referenced spatially—that is,
data that can be tied to a
physical location. The soft-
ware allows you to interact
with data by selecting features
and performing related actions.
GIS enables you to access,
manage, analyze, and present

your data easily.

There are many Web sites
with information on GIS,
including:

B www.gis.com

B http://erg.usgs.gov/
isb/pubs/gis_poste

B www.gis.psu.edu/
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Worksheets for Step 3

The following worksheets found in Appendix B will assist you
in completing Step 3.

3A Gather Internal Data....................... pg. 145
3B Gather External Data..................... pg. 149
3C Organize Step 3 pg. 155
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Data collection procedures have been described in Step 3.
They might include the use of surveys and questionnaires, focus
groups and meetings with parents and staff from your program,
as well as with child care providers and community leaders.

In Step 4, the focus is on “what to do” with the data once you
have collected it. This chapter addresses:

®m what is data analysis
B the purpose of data analysis
B how to plan data analysis

B procedures for analyzing quantitative
and qualitative data and for estimating

Step 4 is about making sense out of all the information that
you have gathered from the internal and external data sources.
Then you will be ready for the final Step 5 which is about
drawing conclusions and making recommendations based on
the data analysis.

What is Data Analysis?

Data analysis is aimed at discovering what the data have to
“say.” It is the process for obtaining results from the data that
you have collected.

Does data analysis refer to one method or many? The answer is
MANY—data analysis is a collection of different procedures.
Can Head Start program staff—without a background in
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“I've always thought that it
would be great if we could
go to one source and out
would pop the data that we
need...how many Hispanic
families will enroll this year,
how many will be in our
program next year, who is
out there that we are
missing, and what do these
families need. But we can’t
do that”

Head Start Director
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statistics—learn to use data analysis in their work? The answer
is YES, assuming a minimum investment of time, effort and
practice.

In fact, data analysis is already a part of what program staff do
in their work. Here are some examples of data analysis that are
probably familiar:

B Calculating the percent of enrolled children
whose home language is Spanish

B Tallying the average scores when staff were
asked to rate the effectiveness of in service
training on a scale of 1-5

B Summarizing the most important comments
from parents about their preferences for half
day vs. full day program options.

No doubt, your program uses other procedures to analyze data
on an ongoing basis for the purposes of national reporting and
program self-assessment.

Purpose of Data Analysis

As you begin to plan for the data analysis, it is crucial to keep
in mind the overarching purpose of the CA and the reason why
your program is analyzing detailed information about the serv-
ice area:

Head Start’s mission is to serve the greatest number of eligible
families and those who are in greatest need of its services.

Frequently revisit the Head Start Program Performance
Standards and Other Regulations (45 CFR 1305.3(c)) that spec-
ify the six kinds of information to be collected and analyzed for
the Community Assessment:

1. the demographic make-up of Head Start eligible
children 0-5 years old and their families, including
their racial and ethnic composition;

2. other child development and child care programs
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that are serving Head Start eligible children;

3. the estimated number of children with disabilities,
four years old or younger; their types of disabili-
ties; and available community services and

resources;

4. the education, bealth, nutrition, and social serv-
ice needs of Head Start eligible children and
their families;

5. the education, health, nutrition, and social service
needs of Head Start eligible children and their
families as defined by the families themselves and
local institutions;

6. community resources that could address the
needs of Head Start eligible children and their
families.

In addition, remember that the transportation needs of eligible
populations are to be addressed in the CA.

As you get involved in data analysis, you will need to make
decisions about what kinds of analytic procedures to use and
how to present the findings. The process may seem overwhelm-
ing at times, but keep asking if the data analysis is addressing
these six topics. If the answer is YES, then the data analysis is
serving its intended purpose.

Planning for Data Analysis

Planning has to be an integral part of the data analysis process.
As much time as it takes to collect the data, count on at least
as much time to analyze the data. It will help enormously if
some of the CA team members can devote themselves to data
analysis and if they can even begin to analyze some of the data
as it comes in, rather than waiting for all data to be collected.
In fact, if you can provide ongoing analysis as you conduct the
CA, you may find that some of the preliminary results will lead
you to ask new questions (or revise or eliminate others) or to
contact additional people for relevant information.
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If your program has hired consultants to help with the CA, ask
them to provide preliminary analysis of some of the collected
data. Keep your key staff informed of your progress because
their input will be valuable, too, as you look over the prelimi-
nary findings. Think about data collection and data analysis as
evolving, not as a finite process, though of course, they do have
to be conducted with timelines and deadlines in mind!

Key pointers about planning for data analysis include:

B Ensure that all data analysis team members,
and others on the CA team, understand the
importance of the data analysis and its impact
on the provision of Head Start services to
eligible children and families.

| Solicit ideas from the governing body and the
Policy Council about data analysis. Do they
have particular questions they would like the
data analysis to address? Do they have sugges-
tions about the best ways to format the data,
such as in graphs? As the data analysis gets
underway, continue to elicit their suggestions.

m Identify in advance the resources you will need
to implement data analysis. For example, will
data from parents or others need to be trans-
lated? Will additional clerical or administrative
or technological support be needed? Will any
staff need to work evenings or on the weekends?

B Include a strategy to update the governing body,
the Policy Council, and other key players about
the progress and the findings from the data an-
alysis. Ensure that the results make sense to them
and that they are presented in a format that is
understandable to a lay person. In particular, ask
if the visual presentations, such as tables and
graphs, are effective and comprehensible.

How do you decide which data analysis procedures to use? The
wording of the questions you asked and the actual data collected
will influence your choice of analytical procedure(s) to use and
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the results that will follow. Because most CAs gather both quan-
titative and qualitative data, programs need to use a variety of
analytic procedures that match the data collected.

Procedures for Quantitative Data Analysis

There are a variety of procedures that may be used to analyze
quantitative data. For the purposes of the Community Assessment,
it is helpful to know how to calculate percentages and averages.

Percentages

One of the most commonly used analytic procedures is the
calculation or determining of percentages because it is relatively
easy to do and to interpret.

Using quantitative data may be as straight forward
as calculating percentages by dividing x by y—such
as dividing the number of children who are up to
date on dental examinations and preventative care
(x) by the number of enrolled children (y). This will
provide you with the percentage of enrolled children
who are up to date on dental examinations and
preventive care.

“Only using statistics to get

x = number of children up a sense of what’s going on in

to date on dental exams . a service area is like looking
and preventative care = % of enrolled children up to date on . .
- . through a dirty window.You
y =number of enrolled children dental exams and preventative care

have to go outside to really

get the clearest view of

what’s going on in the
neighborhood. You have to
walk around and talk to
people.”

CA Consultant
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Here is an example of how you calculate the percentage:
divide the top number by the bottom number (the larger

number).

250 children are up to date = 93% of enrolled children
on dental exams and are up to date on dental exams
preventative care and preventative care

270 children are enrolled in
the Head Start program

Calculating percentages in other situations can be a
more complex process, for example, determining
the percentage of enrolled children born “at risk”.
In this case, obtaining the percentage is not as easy
as dividing (x) by (y) as in the question above
because you need to consider many factors that
define “at risk.” For example, you could add

B number of children born with low birth
weight (x1) to

®m number of children born premature (x2) to

B number of children with birth-related
conditions (x3) to

B number of children who did not have
prenatal care (x4)

® and then divide that total by the number
of enrolled children in your program.

x1= number of children
born with low birth rate

+
x2= number of children
born premature

+
x3= number of children with
birth-related conditions

+
x4= number of children who

did not have prenatal care = % of enrolled children born “at risk”

y= number of enrolled children
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Averages

Another useful quantitative procedure is calculating averages
(also referred to as mean scores). They will give you a summary
of the data and indicate what is the “typical” or average value.

To calculate an average, add all the numerical
responses and divide by the number of scores. For
example, you need to collect demographic informa-
tion for the CA, including parents’ level of educa-
tion. If you want to calculate the average level of
education of enrolled parents, you would ask each
parent to note his/her final grade completed, add
them up, and then divide by the number of parents
who answered the question.

Here is how you do the calculation:

10 parents answered the question about the last
grade level of education that they completed. Their
answers were grades 6, 8, 8, 9, 9, 10, 11, 12, 12, 13.

Depending, you might compare the average educa-
tion level of this parent group to that of the emerg-
ing populations eligible for Head Start. After com-
pleting the CA, your program may decide that an
important selection criteria is parental level of edu-
cation.

6+8+8+9+9+10+11+12+12+13
(grade levels completed)

10 (number of respondents) = 9.8 is the average grade level completed

This information suggests that most of the parents completed middle
school, but did not complete high school.
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CHAPTER TITLE

There are software programs
for the analysis of qualitative
data. Whether you need a
computer program may
depend on how much
qualitative data you have to
analyze and the level of
detail you want.

64

At the end of this chapter, there is an explanation of other
summary and variance measures (ways to look at differences
in the data) that are less commonly used for the CA, but you
may find them useful.

Also, at the end of this chapter, you will find an example of
how a grantee reported and analyzed demographic data. The
data are reported for Perkins County (part of the service area)
and for the state of South Dakota. Note that the data are pre-
sented in two different ways: in a table format that is visually
appealing and in a text format where certain comparisons are

highlighted.

Procedures for Qualitative Data Analysis

Qualitative data in a Community Assessment Report often
convey how deep and meaningful a Head Start program can
be or the urgency of a family’s needs. Interviews, anecdotes
or stories are considered qualitative data. For example, a CA
Report from an AI/AN program includes this statement from
a Head Start parent:

New hearing aids for Benjamin have really helped
to expand his world. After replacing his old hearing
aids, he could better hear the conversations of his
classmates, the sounds of birds singing, and the
smile on his face says it all!

The Red Cliff Band of Lake Superior Chippewa Head Start grant application. 2006.

Qualitative data are gathered as people talk together in focus
groups or meetings. One useful procedure is a summary, such
as a listing of the main points. To be valid, you should mention
if there are divergent points of view. For example, one large
suburban Head Start program convened a Working Group of
local child care providers to explore the feasibility of child care
centers’ collaborating to provide Head Start classrooms. Here is
an excerpt from the program’s CA report which summarizes
the providers comments:
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The findings of the Working Group indicate inter-
est and concern among child care providers in pro-
viding community-based Head Start services... The
providers mentioned child benefits frequently. The
following advantages to providing Head Start serv-
ices were found:

B being able to serve more children

B having the children in one location all day
would provide consistency and stability

B reducing bus time for children since they
would not have to be transported to separate
child care centers after Head Start.

Adapted from The Head Start Community Assessment Final Report. Montgomery
County Dept. of Health and Human Services Community Action Agency. December
8,2003.

If you want to take a more systematic approach to qualitative
data analysis, you can code the data and then identify themes.
Code means that you label important pieces of information by
assigning them to a topic. You would code the qualitative data
collected from open-ended interviews and survey questions,
interviews, meetings, and other sources. For example, if a par-
ent focus group discussed their unmet service needs, you could
code their responses. Each time a parent mentioned he or she
wanted adult English language classes, you could assign that to
the category of adult education. If a parent mentioned the need
for assistance locating affordable housing, that would be anoth-
er category related to social services.

Themes are the next step up from codes and themes identify
sets of patterns. To identify the codes and then the themes, it is
often helpful to work in a team. Themes are whatever sets of
“like” information the team reaches consensus on.

The challenge with qualitative data is to find a balance between
the details and the “big picture.” You can collect many wonder-
ful anecdotes and stories from families, staff, and community
members, but to really use the data well, you also want to
analyze the data by identifying patterns that you can report.
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An example of how to use an analytic process for qualitative
data follows.

As part of its CA, a rural Head Start program in
upstate New York conducted interviews with
emerging populations to identify their service
needs, including information about why they came
to the U.S. The relevant text from three families is
recorded in the first column, then the information
is coded, then the main themes are identified (see
Table 4.1). Using this approach to analyze each
family’s interview enables you to tally the data and
report the frequency of the themes across all families
(see Table 4.2). In this case, a qualitative analysis is
combined with a quantitative analysis to provide a
rich picture of the community’s needs.

TABLE 4.1
Analyzing Qualitative Data
by Developing Codes and Themes

Interview Data Code Theme
Family 1|
...before anything, | came here Purpose for
Poverty S
because of the poverty, do you migration
understand me?
Family 2
amily . . Family Life
..and for a good quality of life, not
so much thinking about myself but Purpose for
about my smaller sisters so that . migration
; Education
they can have a better education
considering that | did not have any.
F?mlly 3 Purpose for
...in my country there are no good Work N
. . migration
jobs, and very little work.
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TABLE 4.2
Analyzing Qualitative Data
to Determine Frequency

Theme Frequency

Purpose for migration: poverty/work 2

Purpose for migration: education I

Procedures for Data Analysis—Estimation

Estimation is a procedure to assist planning for the future and
is an important part of the CA work you will do. Estimation
helps you forecast needs for your program and plan ahead.

In order to estimate, you combine information from different
data sources because the information is not available in a single
data source. Of course, planning would be so much easier if pro-
grams could identify a single data source that would yield the
exact number of eligible children and families in the service area.

Estimation works well for forecasting numbers that are closely
related to demographics and social services. They can be based
on either quantitative or qualitative data or a combination. For
example, you may need to gather information from hospitals,
county, and state health departments to obtain the number of
babies delivered each of the past three years to low-income par-
ents living in your service area; these data might offer a rough
estimate of the number of three year-olds (and future three
years olds) who qualify for Head Start services. You might also
want to interview child care programs to learn how many fami-
lies they are serving and how many are on the waiting list.
Then you can project future child care needs for the next three
years. Looking at these estimates together will help you predict
enrollment trends for your program and consider what kind of
program options (e.g., half day, full day) might be needed.

Making estimates is an important part of your data analysis
because the estimates feed directly into the recommendations
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you will make in the CA Report. At the end of this chapter,
there is an example of how to compute an estimate from a
hypothetical Program Information Report (PIR).

Analysis of Community Resources

The Head Start Program Performance Standards and Other
Regulations (45 CFR 1305.3) specify the kinds of information
that must be collected and analyzed for the Community
Assessment, including

B community resources that could address the
needs of Head Start eligible children and their
families

There are a number of strategies that might help you collect
information about community resources. Send a brief question-
naire to a large number of agencies. The strategy is to use a
short questionnaire that is not time-consuming and to target
many agencies because a low response rate is likely. You can
include a stamped, self-addressed envelope as an incentive to
respond. You can follow up with phone calls or interviews when
an agency does return the questionnaire.

The best advice is to keep in regular communication with com-
munity agencies and to maintain strong ongoing relationships
with them. Then when it is time for the CA, they are more likely
to participate in the process and provide useful information. In
fact, representatives from community organizations might be
willing to serve on your CA team or CA committee.

You are required to analyze the availability and accessibility of
community resources in your CA Report. It is not sufficient to
only provide a list of all the agencies and organizations with a
brief description of what they do (as might appear in a directory
that you distribute to parents). Rather, you need to include a
discussion of which agencies are currently providing needed
services and if available, the data on how many Head Start fam-
ilies are being served, their capacity for expansion of services,
their fee structure, the availability of interpreters, and so on.
You also need to address the gaps in services, that is, where
community resources are sparse or non-existent to meet the
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needs of low income populations. It might be useful to provide
information in the form of charts to allow for easy comparisons
across agencies and organizations.

Once your data analysis has been completed and the findings
approved by the CA team and others, you are ready to use the
CA findings to make decisions as required in the Head Start
Program Performance Standards and Other Regulations. You
will use the CA findings to

B guide your program’s philosophy and objectives

B determine the unmet need for Head Start services
among eligible families

B identify recruitment areas
B propose locations and options

B set criteria for recruitment and selection

You have reached Step 5, the final step in the Community
Assessment process.

Worksheets for Step 4

The following worksheets found in Appendix B will assist you
in completing Step 4.

4A Review the Data.......ccccoeuviuiuance pg. 157

4B Organize Step 4............. pg. 161
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Additional Procedures for Quantitative Data Analysis
There are a variety of procedures that may be used to analyze quantitative data. Two useful types
AEs

B Summary Measures

B Variance Measures

Types of Summary Measures

Questions to consider when working with summary measures include:

m How do the data converge (come together)?
m What is a “typical” (average) value?

m Where is the middle (center) of a group?

. Mean
B Mean = “Arithmetic average” of the scores
m Example: scores = 64, 70, 80, 80, 90, 98, 100
Mean = Sum of values divided by number of scores:
64 + 70 + 80 + 80 + 90 + 98 + 100 = 582
582 +7=283.14

2. Median
1st Example
® Median = score in the middle; 50th percentile
m Example: scores = 64, 70, 80, 80, 90, 98, 100
If # scores = odd: Find the score in the middle
64, 70, 80, [80], 90, 98, 100
Median = 80
2nd Example:
m Median scores = 64, 70, 80, 80, 90, 98, 100, 100
If # scores = even: Average the 2 in the middle

64, 70, 80, [80, 90,] 98, 100, 100

80 + 90 =170
170 = 2 = 85
Median = 85
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3. Mode
B Mode = largest number of scores
1st Example
m Example: scores = 64, 70, 80, 80, 90, 98, 100
Mode = 80
2nd Example
m Example: scores = 64, 70, 80, 80, 90, 98, 100, 100
Modes = 80, 100

Variance Measures
Variance measures are ways to look at differences in the data.
Questions to consider when working with variance measures include:
m How do scores differ?
m What are the differences between individuals in a group?
B What is the range of outcomes?
Example of variance measures:

50 participants rate a training. Their responses to the statement: I acquired new knowledge and/or
skills were

Strongly Disagree Disagree Agree Strongly Agree
0 5 5 40

The variance is small (or low variability). Staff agreed strongly and felt that the training lead them
to acquire new knowledge and/or skills

In another training, a different group of 50 participants respond to the same statement: I acquired
new knowledge and/or skills this way:

Strongly Disagree Disagree Agree Strongly Agree
8 13 14 15

Unlike the previous example, the variance here is large (or high variability). In this example, staff
were divided in their opinions as to whether they acquired new knowledge and/or skills.

The importance of measuring variance is that it demonstrates differences. Once the difference is iden-
tified, then you can seek an explanation and determine if it is significant. In the above examples, you
might determine the first training was valuable and you could consider a follow-up and continue to
provide the training; for the second training, you could consider the target audience and reevaluate
the material being covered and its appropriateness for staff. Further information may be needed to
explain why there was low or high variability in the responses.
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Making Estimates

Purpose: To estimate the number of children with a disability prior to enrollment for the
upcoming year.

Question: Using prior data what is a meaningful estimate of children identified with a disability
prior to enrollment in Head Start?

l. Information Needed
m# of children with disabilities prior to enrollment for 2001, 2002, 2003, 2004
®m Funded Enrollment for 2001, 2002, 2003, 2004

Funded Enrollment for Head Start Region “XX” from 2001-2004:
2001 = 28,157 2002 = 30,498 2003 = 33,188 2004 = 33,023

Total Number of Children Identified with a Disability Prior to Enrollment for HS Region “XX”
from 2001-2004

2001 = 846 2002 = 927 2003 = 1,059 2004 = 1,099

2. Data Analysis
B Take the # of children with a disability prior to enrollment and divide it by the total
enrollment for each year to calculate the %; and then

B Add the % of children identified with a disability prior to enrollment for each year
(in this example, the years are 2001, 2002, 2003, 2004).

3. Findings
% of children identified with a disability prior to enrollment for:
m 2001 - 846/28,157 = .030 = 3% m 2002 - 927/30,498 = .030 = 3%
m 2003 - 1059/33,188 =.031 = 3.1% m 2004 - 1099/33,023 = .033 = 3.3%
and then

E (2001 + 2002 + 2003 + 2004) = (.03 + .03 +.031 +.033) = .124
m Divide the total by the number of years being analyzed
H .124/4 = .031 or 3.1%

4. Interpretation

m It is estimated that 3.1 % of children enrolled in HS Region “XX” for 2005 will be
identified with a disability prior to enrollment.

B Based on the estimate, HS Region “XX” will not enroll 10% of children with disabili-
ties prior to the beginning of the program.
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Highlights From Perkins County 2000 Census

Criteria Perkins County South Dakota

% of population under age 5 5.8% 6.8%
% Caucasian 96.6% 88.7%
% American Indian and Alaskan Native 1.6% 8.3%
Average household size 231 2.5
Average family size 293 3.07
Owner-occupied housing 76.6% 68.2%
Renter-occupied housing 23.4% 31.8%
% High school graduate or higher 76.0% 84.6%
% Disabled ages 21 to 64 22.8% 15.6%
% In labor force (population 16 years and over) 63.1% 68.4%
Median household income $27,750 $35,282
Median family income $33,537 $43,237
% Families below poverty level 12.4% 9.3%
% Individuals below poverty level 16.9% 13.2%
Persons per square mile 1.2 9.9

To summarize, Perkins County is a rural, agricultural area with a very low population per square
mile. Most of its residents are Caucasians and 6.8% (195) are under age 5. Perkins County is above
the state average for owner occupied housing and has 63.1% of its residents over age 16 employed
while 76 % of them have completed high school or higher. The average median household income
level is 78.7% that of the statewide average and the median family income is 77.6% of the state-
wide average. Approximately 12% of its families live below the federal poverty level. Perkins
County can be described as a rural, sparsely populated, ranching county with mostly Caucasian
residents living on approximately 20% less income than the state average.
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Congratulations! You have reached Step 5, the final step in
the Community Assessment (CA) process. Now you are ready
to pull together the information you have collected and ana-
lyzed and turn it into recommendations. Step 5 will lead you
through the process of organizing and writing the CA Report.
This chapter takes a look at

m the kinds of program decisions that are
based on the CA data

B guidelines for making recommendations
B establishing priorities
B using trend data

B preparing the CA Report

Following this chapter, there are Appendices which include
more information and worksheets about the CA Report, Steps
1-5, and data collection. Excerpts from the Head Start Program
Performance Standards and Other Regulations and documents
relevant to the CA process also are included in the Appendices,
as is a list of national resources.

What Decisions Follow from the Data Analysis?

The Head Start Program Performance Standards and Other
Regulations (45 CFR 1305.3 (d)) state that the information
gathered in the Community Assessment (CA) must guide deci-
sions based on the status of eligible families and the community
setting(s) within the service area. Specifically, they state that:
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Make Decisions

“You have to find the
information and then decide
whether it’s valuable. And
then decide whether it’s a
trend or affecting large
pockets or a big enough
pocket of the community
that you serve.Then, you
have to figure out what it all
means. Doing the CA s like
writing a big research
project.”

PDM Manager and
CA Team Leader
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(d) The Early Head Start and Head Start grantee and delegate
agency must use information from the Community Assessment to:

1. Help determine the grantee’s philosophy, and its
long-range and short-range program objectives;

2. Determine the type of component services that
are most needed and the program option or
options that will be implemented,;

3. Determine the recruitment area that will be
served by the grantee, if limitations in the
amount of resources make it impossible to serve
the entire service area.

4. If there are delegate agencies, determine the
recruitment area that will be served by the
grantee and the recruitment area that will be
served by each delegate agency.

5. Determine appropriate locations for centers and
the areas to be served by home based programs;
and

6. Set criteria that define the types of children and
families who will be given priority for recruit-
ment and selection.

Figure 5.1 summarizes the six decision areas that are informed
by the CA data. It may be useful to share this visual presentation
with the Head Start community to affirm that the CA really
matters—it does have an impact on the program!

FIGURE 5.1

Criteria for Philosophy
Recruitment and Program
and Selection Objectives

Locations for

Centers and Community anzelgt\*/:gersam
Home-based Assessment Options

Programs

Recruitment Recruitment
Area for Area for
Each Delegate Grantee
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At a macro level, the program’s philosophy and mission are
influenced by the CA; at the micro level, the program’s day-to-
day operations also are influenced by the CA. The results will
impact Head Start staff, parents, child care partners, Local
Education Agencies, media and social service providers, and
other community organizations.

In the next sections, each decision area is described in detail
with examples taken from CA reports submitted by grantee and
delegate Head Start agencies. The decision areas are often dis-
cussed in a section of the CA Report entitled Recommendations.

It is important to keep in mind that the CA team does not make
final decisions nor does the CA Report present final decisions.
There are specified governance procedures that programs must
follow. The Policy Council and Governing Body must be
involved in making program decisions. The CA process, culmi-
nating in the CA Report, provides the evidence and the ration-
ale for the six decision areas as specified in the regulations (see
Figure 5.1).

The CA team must allow ample time to accomplish Step 5.
They will have to decide on a process that gives them enough
time to discuss the findings and propose recommendations;
they will need to allow plenty of time to write and edit the CA
Report. Because the CA Report will guide program planning
for the next three years, it needs to be finalized with care and
deliberation. And this will take time. (Updates to the CA in
interim years 2 and 3 may guide program planning as well.)

Program Philosophy and Objectives

Head Start’s mandate has always been to provide comprehensive
services to eligible children and families as well as to support
community involvement. Many Head Start programs develop
their own mission statements that supplement the national
Head Start philosophy and that reflect the strengths and needs
of their local populations and communities. Based on findings
from the CA (and other relevant information such as the pro-
gram self assessment and the PIR), grantee and delegate agencies
are required to re-examine their goals and objectives.

An excerpt from a grant application from a Tribal Head Start
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TA specialists who help
programs with their CA’s
suggest this phrase (or
something like it) be used in
grant applications or written
plans: “Our community
assessment has revealed
that...and therefore, our
program will...”
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“It is very critical that there
be bilingual staff and also
bicultural staff in a Head
Start program.VWe have
Mexican, Cuban, and Latin
Americans families and they
have different cultures.”

Education Manager
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refers to how information from the CA feeds into its setting of
program objectives:

... We conceptualize a logic trail that moves from
a.) identification of a need; to b) resource ident-
ification; c.) formulization of a response; and d.)
outcome evaluation. The process begins with need
identification as the result of our community assess-
ment, self-assessment, or on-going monitoring.

The Red Cliff Band of Lake Superior Chippewa Head Start Grant Application. 2006.

In addition, a thorough CA will add value to your program’s
strategic plan that proposes three to five year, long range objec-
tives. Some strategic plans include details about tasks, timelines,
methods for measuring results, and outcomes. Others are more
global and address agency goals and priorities in addition to
the program-specific targets and strategies for Head Start.

One Head Start delegate agency proposed expanding to another
facility in its strategic plan, based on the demographic shifts
detailed in the CA.

Long-term strategic planning also is considering the
desirability/ feasibility of opening a separate/affiliat-
ed facility to help address the growing needs of
families in the communities that we serve.

El Centro Rosemount. 2006-2007 Community Assessment (interim year).

Program Services and Options

Head Start programs can offer a number of different options,
including center-based, home-based, combination, and locally
designed options. The program option(s) chosen must be based
on the needs of children, families, and the community as identi-
fied in your CA. As your program reviews program options,
you need to consider

B what families say they want or need

B availability of child care programs in your
service area and the number of Head Start
children who use them (or who are on their
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waiting lists)

B estimates of population growth for Head Start
eligible children 0-5 years

You also should use the CA to gauge the specific length and
types of services and the resources needed. The information you
present to support your recommendations might be a combina-
tion of quantitative and qualitative data derived from surveys,
Census material, and interviews or focus groups.

As a result of the data collected in the CA, a Head Start pro-

gram reported that the number of persons who speak little or
no English is increasing in the service area and that the fastest
growing numbers are Spanish speakers.

As this population continues to increase, Albina
Head Start’s need for more bilingual/bicultural staff
to work with children and families will grow. We
anticipate increased demand for ESL classes among
Head Start families.

Adapted from Community Assessment Report for Albina Head Start. Population
Research Center, Portland State University and Albina Head Start. March 2005.

The report concluded with a recommendation about how to
meet the needs of the emerging populations.

Expand services to children and families who speak
a language other than English in the home.

Adapted from Community Assessment Report for Albina Head Start. Population
Research Center, Portland State University and Albina Head Start. March 2005.

In one suburban Head Start program, the CA data highlighted
the need for expanded services to new populations:

Immigrant parents would like more support for
themselves to learn about cultural values associated
with being American.

In addition, CA data from a variety of sources pointed to the
need to expand the child development options offered by the
Head Start program. The CA report from this program included
both quantitative (numerical) and qualitative results.
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If your project is considering
changes to its service or
recruitment areas, you will
need to provide a rationale
that will include Census data
and maps to indicate where
the eligible populations can
be found.
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Almost all the parents would like a combined child
care-Head Start program that operates through the
summer. Results from the survey, focus groups,
small group interviews, and individual interviews
revealed that on average parents would like the
program to operate approximately 7.5 hours a day.
The parents’ greatest concern with respect to hours
of operation is that they would like to have flexibil-
ity in terms of the duration and time of the day,
depending on their work shifts.

Adapted from The Head Start Community Assessment Final Report. Montgomery
County Department of Health and Human Services Community Action Agency.
December 8,2003.

In addition, this CA report included findings from a Working
Group of child care providers who recommended closer collab-
oration with Head Start and a building of community-based
organizations’ capacity to serve Head Start families. The CA
report states that if this recommendation were to be implemented,
Head Start children would benefit from being in one location
all day for both classroom time and wrap-around child care.
Transportation costs would be reduced; child care providers and
Head Start staff who are school system employees would have
opportunities to communicate and share training. These findings
highlight the importance of including other community-based
groups in your CA process.

Recruitment Areas for the Grantee and
Delegate Agencies

The service area of Head Start programs can be vast. When
targeting recruitment areas, you must use the information from
the CA to select the area or areas with the greatest need for
service, even if your program is not currently serving children
in that area(s). The recruitment area that is chosen must include
as many eligible children as possible. The concentration of fam-
ilies and the availability and accessibility of facilities are addi-
tional factors to consider when making this recommendation. It
is useful to include maps of the current service and recruitment
areas, as well as maps of proposed changes.

In many CA reports, Census data on eligible families in the ser-

FIVE STEPS TO COMMUNITY ASSESSMENT



vice area are reported neighborhood by neighborhood in large
cities and for every town and surrounding area in a rural coun-
ty. When you present a detailed picture of the demographics of
the service area, you are able to provide a valid explanation for
any proposed changes—the data will back you up.

In the CA report presented by one delegate agency, facts were
presented about the need for expansion of its home-based serv-
ices into new areas of the city.

Presently Rosemount Center targets the population
of Wards 1,2, and 4 (areas in Washington, D.C.).
Houwever, there is a need to extend our services to
Wards 7 and 8 because of the high population con-
centration of children under the age of five in these
areas...Ward 7 has the fewest number of children
enrolled in a childcare center, even though it has
the second largest (4,629) number of children
under five years old. In addition, even with the
largest percentage of children in D.C. living in
Ward 8 (6,447), only eight percent of these children
are enrolled in a child care center. Furthermore, the
need for more services in Wards 7 and 8 is even
greater because of the increased number of house-
holds that are beaded by single mothers with chil-
dren under five (6,342 and 7,321 single mother
households). Therefore, our home-based program
has included these two Wards in their recruitment
effort by soliciting families who live in those neigh-

borhoods.

El Centro Rosemount. 2006-2007 Community Assessment (interim year).

Locations for Centers and/or Home Based
Programs

Your CA will provide you with detailed information about the
location of eligible families including populations that may be
underserved. You also will have current information about
attendance and waiting lists at Head Start locations. As noted
throughout this Workbook, you must always keep in mind the
purpose of Head Start— to serve the greatest number of families
with the greatest needs. If waiting lists are small or attendance
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“When you are out recruit-
ing families and you provide
them with all the information
possible about programs
you provide, staff who work
there, types of ongoing
services, that begins the
process of building trust.”

Social Worker

82

is poor at some sites, you may need to reconsider the locations
because full enrollment is a Head Start priority (ACYF-HS-PI-
04-03).

Sometimes, programs need to make difficult recommendations
based on changing patterns of residence or employment. Your
CA data analysis may indicate that your program should con-
sider closing a center or relocating services closer to where
families live and work. On the other hand, your CA data analy-
sis may indicate that more eligible families are arriving in the
service area. If you need to expand services, be creative in seek-
ing solutions such as partnering with community-based pro-
grams, expanding a home based option, or seeking funding
from other source.

Decisions about center locations are difficult and complicated
to make. Your considerations include staffing patterns, budget
considerations, the availability of sites, and their accessibility to
families. The CA report from a suburban Head Start analyzed
the data from eligible parents about access to the program
which then lead to considerations about site locations.

The majority of parents questioned preferred a
school bus for transportation of their children to a
Head Start site. They indicated travel time should
be less than 30 minutes, preferably less than 20
minutes. If a school bus is not available, the partic-
ipants’ second option was walking their child to the
program, as long as the program is close to their
home. 752 eligible children (18.5%) reside within
one mile of a Head Start site. Only a handful of the
parents mentioned they have access to a vehicle.

Adapted from the Head Start Community Assessment Final Report. Montgomery
County Department. of Health and Human Services Community Action Agency.
December 8,2003.

Recruitment and Selection Priorities

The Head Start Program Performance Standards and Other
Regulations (45 CFR 1305.3(d)) state that the information
gathered in the Community Assessment must guide decisions
based on the status of the families and the community setting(s)
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within the service area.

Some recruitment and selection priorities will be based on the
needs of families and children as reported during data gathering
for the CA. For example, if the CA indicates that a high percent-
age of eligible children are affected by asthma, priority might
be given to enrolling children with asthma. The reason is that
they would benefit greatly from the comprehensive services
offered by Head Start.

As communities begin to reflect a population shift, the Head
Start program should reflect that change. This is one reason
why a thorough and well-done CA is so important for program
planning. Once you see demographic changes in your Head
Start community, then you might need to re-examine the
selection criteria.

For example, an influx of immigrants may lead your program
to give priority to children who are learning English. If there
are seasonal immigrants to your area, they might be given pri-
ority. If newcomers in the service area are living in very over-
crowded conditions and the young children have no access to
indoor or outdoor play activities, then your program might
decide they would benefit most from a Head Start experience.
A rationale is that they need the safe, “child friendly” learning
environment of the centers as well as the array of program
services. So, your selection criteria would target these newcomer
children and families.

Making Recommendations

There are many ways to present recommendations in your CA
report. One program used this format:

Observations and Recommendations: Education

Observation: There is a need for the continued
building of partnerships with local school districts
to not only ensure effective transition processes, but
also as a means to build the capacity of education
providers to more effectively respond to the needs
of migrant families.
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Identify and prioritize the
key issues or problems
facing children and families
that need to be addressed
by the Head Start program.

B Make sure that all
the issues have
emerged from the
analysis of the data
in the CA.

B Describe your
system for prioritiz-
ing or determining
the key issues.

Recommendation: Conduct a statewide inventory
of school districts to identify current, underdevel-
oped or non-existent transitions partners, ensuring
the collection of (bilingual) contacts and other rele-
vant information for those districts in each service
area that are near program center locations and/or
in agricultural areas.

Observations and Recommendations: Family Services

Observation: Oregon has recently been designated
as a “New Hispanic State” by the U.S. Census
Bureau given the 200 percent growth and 200,000
person increase in the Hispanic population between
1980 and 2000. Additionally, nearly 80 percent of
children enrolled in the Migrant Seasonal Head
Start program in 2005 were primary Spanish
speakers. Thus, there is a need to ensure the
resources and personnel necessary to continue to
accommodate children and families in their primary
language.

Recommendation: Continue to identify additional
resources for translation and interpretation services
for non-English speaking families, as well as to
assist with the development of information and
resources around promoting agency and community
initiatives, such as a greater fatherhood involve-
ment, in families’ primary language.

Oregon Child Development Coalition. Community Assessment— Migrant Seasonal
Head Start Program 2006. State of Oregon.

Note that in reference to family services, data from the U.S.
Census (an external data source) and data from Head Start
enrollment forms (an internal data source) are cited. Together,
they provide a solid basis for recommending increased bilingual
services.

At the end of this chapter is another example of how one Head
Start agency has presented the recommendations in its CA
Report. Their recommendations address some of the decision
topics mentioned in the Head Start Program Performance
Standards and Other Regulations including: selection criteria,
program options and locations, and program services.
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As you read over the recommendations from these Head Start
programs, notice that

B reference is made to the supporting data such as
information from the parent interviews, focus
groups with child care providers, and the U.S.
Census. It is evident that the recommendations
are grounded in the data that were collected and
analyzed during the CA process.

B the recommendations are specific and action-
oriented. It is clear what the next steps are in
order for the Head Start program to implement
the recommendations.

As you prepare the recommendations in your CA report, ask
yourself if they reflect the data and if they provide guidance to
your program.

Establishing Priorities

When preparing your decisions or recommendations based on
the Community Assessment (CA) data, you will need to prioritize
them. This is especially true if your list of recommendations is
lengthy and costly. The rationale for prioritizing should be given.

There are a number of reasons why your program might priori-
tize one recommendation over another.

B [t can be implemented more easily.
B [t addresses a greater need.

B [t responds to a trend that, in the next few years,
will impact the program. By putting the recom-
mendation into place now, your program will be
prepared.

B [t involves working with a community partner
and the time is “ripe” for you to collaborate
due to leadership, funding, or shared mission.
By partnering now, you can maximize your
resources and offer improved service delivery
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Be sure to cite your sources
of trend information, such as
the U.S. Census, the school
district or the city planning
commission. It is important
to include objective and
research-based data on
future trends (not just
someone’s opinion) because
this information will be used
to make important decisions
about your Head Start
program.

to families and children.

It is likely that your CA will generate more recommendations
than your program can address. In fact, it is expected that a
thorough CA, with input from many different internal and
external sources, is likely to do just that. What is important is
that the recommendations follow from the data collected.

Some recommendations may require that your agency revisit its
strategic plan and address the CA findings in a strategic way.

Identifying Trends

Related to making recommendations and prioritizing them, is
the use of trend data. As you were conducting the CA and
gathering data, there may have been times when you posed
interview or survey questions such as, “What changes have you
noticed over the last 3-5 years?” For example, you might have
asked mental health providers or food banks if they had noted
population shifts or changes in their clients’ needs. These kind
of questions look at the “big picture,” and give you a sense of
the trends that might affect your Head Start program.

For example, discussions with local school officials may have
indicated that a state-funded preschool program is going to
expand in the next few years and offer preschool services to all
low income 4-year olds. Your program may be able to coordi-
nate with the state programs in order to provide a broader
range of services and options to families.

Census data and PIR data over a span of time can also give you
a feel for changes that are happening. Estimates of eligible pop-
ulations are another source of trend data and can help you
forecast future program services.

Your CA Report needs to refer to trends when they are rele-
vant. For example, one program noted in its CA Report that
there were economic changes that would have a negative
impact on the Head Start eligible population it served:

Jefferson County is undergoing a period of intense
change that will disproportionately affect low-
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income and farmworking families. Despite the
diversification of local industries, it remains that
service and agricultural work will be left behind
in the sense that these employees will continue to
earn minimum wage while having to pay more for
housing and services.

Oregon Child Development Coalition. Community Assessment— Migrant Seasonal
Head Start Program 2006. State of Oregon.

The CA Report went on to discuss several options that the
grantee might consider in light of these community-wide trends.

Getting the Final Product Ready

As you can see, there is a great deal of information that is gath-
ered and analyzed for the Community Assessment (CA). Not
every detail or piece of “raw” data needs to be included in the
CA report—in fact, the CA team will have to make decisions
about which information to include and in particular, how to
analyze data and summarize information. Visual presentations,
such as charts and graphs, can help immensely. (For a more
detailed discussion and for worksheets about the CA Report see
Appendix A).

The organization of your CA report is important. General sec-
tions that you will probably want to include are:

I. Executive summary— highlights your methods of
data collection and analysis, major findings, and
recommendations (1-2 pages).

II. Overview of the state of the grantee—
summarizes the history, location of the program
sites, staffing patterns, and other general infor-
mation (1-2 pages).

III. Methodology—describes the planning process,
data collection, and data analysis.

IV. Service area data—includes basic geographic,
economic, and demographic features.
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Make sure that all of your
results and recommendations
tie back and flow logically
from the data collected and
presented. Make sure that all
of the recommendations are
summarized in one place.
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V. Strengths and needs of Head Start eligible chil-
dren and their families, including children with
disabilities—includes information from families
and local institutions.

VI. Community resources—addresses issues of avail-
ability and accessibility to Head Start children and
families and identifies gaps in services.

VII. Issues and recommendations—uses the findings
in the CA to make decisions about the program
and to identify trends in the service area.

VIII. Appendices—includes surveys, interview questions,
and other documents; supplemental data.

Depending on the data you have and the decisions you propose,
you may want to restructure the CA report somewhat differently.
Above all, keep asking yourself if the CA report is supporting
Head Start’s mission: to serve the greatest number of eligible
families and those who are in greatest need.

Presenting a CA report that is reader-friendly is a challenge to
many Head Start programs. Appendix A lists pointers about
how to present the CA report in an effective and useful format.
There are some general guidelines to keep in mind:

m Write in a logical, organized way.
B Add maps, charts, and illustrations for clarity.

B Make sure the conclusions are supported by the
data analysis and synthesis.

CA Updates in Years 2 and 3

In each of the two years following completion of the required
triennial Community Assessment, the grantee must conduct a
review to determine if there have been any significant changes
in the program or the community (45 CFR 1305.3(e)). If so, the
CA must be updated and the recommendations reconsidered.

These interim reviews require an abbreviated CA process that
will include—if necessary— planning, designing data collection,
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data gathering, analysis, and decision-making. Target your time
and energy on addressing the demographic, economic, environ-
mental, and resource changes that you know have had an
impact on your program and the community: such as factory
closings, loss of homes due to flooding, or the designation of
your city as a Refugee Resettlement area.

If centers in your program have moved or closed in the last
year, consider what impact these changes may have on your
service delivery as reported in the last triennial CA. Another
source of change may be recent legislation that affects the
availability of housing, medical, educational or transportation
services to the low-income families served by your program.

Also, consider the statistical data reported in your CA. Are
there new and better sources of information on children with
disabilities or on English language learners in the school system?
If so, then you might consider whether these data change the
information you had previously reported and in turn, impact
the recommendations you had made in the CA Report.

As you get started on the review in Years 2 and 3, you will
want to go through these steps:

B Set up the Community Assessment team with the
same or similar membership structure as in Year 1.

B Follow a similar sequence as in Year 1 though
you may be able to shorten the overall time frame.

m Design your data collection so that it is focused
and zeroes in on the changes. You are required to
report significant changes in the information on
any of the six topics (as designated in 1305.3 (c)).

m Collect information from internal and external
sources, including your partners and collaborat-
ing agencies.

B Review how the new information might impact
the recommendations previously made and any
final decisions that followed (as delineated in
1305.3 (d)).

A Workbook for Head Start Programs Serving Hispanic and Other Emerging Populations. Version|. December 2007

STEP 5: MAKE DECISIONS

Many agencies have decided
that the entire governing
board and Policy Council
should review the draft CA
document so that they can
offer suggestions before the
final report is prepared. All
board and Policy council
members receive a copy of
the final CA Report.
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“Management and staff have
to become part of the CA
process so they have a
personal investment in using
the final product when under-
taking program planning.”

Executive Director
of a grantee

® An updated CA Report must be prepared and
submitted to the Regional Office.

Next Steps: Communicating

Now that your CA team has worked hard to generate a com-
prehensive and detailed Community Assessment Report and

it has been presented to the agency’s governing board and
managers, it is time to share it with others. Of course, the first
audience is the Regional Office and other Federal staff who will
use it to help make decisions about your program and its fund-
ing. They will be very interested in the demographic information
specifically about Hispanic and other emerging populations in
your service area. They will want to know how your program
anticipates responding to the population changes.

Other audiences will be eager to hear the results and recom-
mendations as well. Staff will want to know if their roles and
responsibilities will change as a result of the CA findings. Is

it likely that new staff will be hired? or bilingual staff needed?
or bus routes changed? or a center re-located? or new child
care partners identified?

Parents, too, will be a receptive audience who are interested in
the results of the CA. They will have many questions: Is it likely
that any program services will be changed? or new service pro-
viders in the community identified? Community organizations
also will want to hear about the findings because their roles may
be expanded if there are shifting population patterns. The gov-
erning board may want additional discussion on the findings
and implications not only for Head Start, but for other programs
in the agency.

Although some audiences may be excited about program changes
that come about as a result of the CA, others may resist. Some
may understand what the trends in shifting populations mean
for Head Start; others may not grasp their significance. How-
ever, it is important for you to communicate that Head Start’s
mission has not changed.
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Next Steps: Integrating the CA into Program
Planning

Program planning is an active and dynamic process that begins
with the Community Assessment (45 CFR 1305.51(a)(1)(i-iii)).
The CA Report is a working document because the agency uses
this information to make decisions about program services and
to set goals and priorities. There might be budgeting and fiscal
implications. For example, population shifts identified in the
CA may point to the need for more bilingual staff; or changes
in housing patterns may indicate a need to provide transporta-
tion to and from centers. Any program changes or new enroll-
ment patterns that evolve from the CA will allow your Head
Start program to fulfill its goals more effectively.

It is only by responding to the changing needs of children and
families with improved program and community services, that
Head Start can make the most profound difference in the lives
of the country’s most vulnerable populations.

Worksheets for Step 5§

The following worksheets found in Appendix B will assist you
in completing Step 5.

5A Identify Major Issues

and Trends.......ccoececuenceee. pg. 163
5B Identify Trends.................. pg. 167
5C Identify Types of Decisions............ pg. 171
5D CA Analysis....ccccocovuecuenncnee pg- 175
5E Organize Step 5............. pg. 177
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Recommendations

The Montgomery County (Maryland) Head Start Community Assessment Final Report concludes with
a series of reccommendations. They include recommendations about selection criteria, program options
and locations, program services, and community partnerships. Worksheets for Step 5 in Appendix B
can be used by the CA team as it prepares the recommendations.

The following recommendations are made by the [Community] Assessment Team based
on the information presented in this report and discussion with advisors.

Improve How to Determine the
Number of Eligible Children Within the County

Because there is a likely undercount of low-income children by the Census, any numbers
derived solely from the Census may not yield accurate estimates. Also any conclusion
drawn from comparisons between the actual number of children enrolled and the number
reported by the Census are not very useful due to the undercount of children. Some fam-
ilies under report their income to make their children eligible for Head Start. Therefore,
estimates regarding the number of slots that should be made available should be both
greater than and based on more than just Census data, and should include other factors,
such as: the number of undocumented residents and homeless and the number of income
eligible households.

Locate Programs Close to Eligible Children

Expand Head Start programs into areas in the county where eligible children do not have
access. At the present time there are areas in the County, such as Damascus and
Poolesville, where there are concentrations of eligible children who do not have easy access
to Head Start.

Improve Outreach

To access underserved and marginalized communities, it is necessary to tap into the social
organization of community by identifying entry points the community itself is comfortable
and familiar with (e.g., announcements on ethnic television programs, ads in ethnic news-
papers and grocery stores). Consider increasing the number of languages into which mate-
rials about the program are translated.
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Expand the Cultural, Linguistic, and Technological Component

Ensure that the current program curriculum and teacher trainings include cross-cultural
competence. Consider expanding the linguistic component of the program so that it is bi-
or multi-lingual. Both native and non-native English speaking parents thought this
approach would be advantageous for their children. Continue to provide computers and
encourage their use so that children have exposure to computers before entering kinder-
garten. Educate parents on how they might be able to extend the educational services the
program provides at home once children enter grade school.

Flexible,Year-Round Schedules for Head Start and Child Care

Not all parents of Head Start-eligible children work between the hours of 9 a.m. and 5
p.m. Therefore, a program model that extends and/or provides a more flexible program
schedule and is available year round will be necessary for these parents.

Provide Transportation

Transportation should be provided for eligible children who live in areas where public
transportation is not readily accessible. Most parents expressed the need for some form of
transportation unless the programs were located walking distance from their homes.
While 30 minute trips might be feasible, parents were more comfortable with transporta-
tion time of 20 minutes or less.

Build Community-Based Organizations’ Capacity for Head Start

Head Start should continue discussions about its expansion with child care providers.
Some consideration should be given to expanding the current community-based programs
to include a Head Start teacher who can provide wrap-around care. Child care providers
assert they should be treated as partners in the expansion process, as well as being provided
with technical assistance, financial management, and other assistance to address barriers
to implementing Head Start program components.

Develop Partnerships With Community-Based Organizations

Better collaboration is needed among Montgomery County Public Schools, child care
providers, and other community organizations. Working Group members described the
relationship between their centers and Montgomery County Head Start as non-existent.
Closer collaboration and inclusion in the educational system in Montgomery County is
needed if an expansion effort into community based organizations is given further consid-
eration.

A Workbook for Head Start Programs Serving Hispanic and Other Emerging Populations. Version|. December 2007

93



STEP 5: MAKE DECISIONS

94

FIVE STEPS TO COMMUNITY ASSESSMENT



Appendix A: The Community Assessment Report
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This Workbook has been developed to assist Community
Assessment work groups or teams to organize themselves and
their work, to gather relevant data systematically, and to ana-
lyze the information so that it has meaning for program plan-
ning and service delivery.

When the CA process has been completed the CA Report is
written. The document describes the CA process, presents
the results, and proposes recommendations. The resources in
Appendix A will help the CA team prepare a thorough and
user-friendly CA report.

A Suggested Outline for a Community Assessment Report
and Tips on How to Present the CA Report are guides to
preparing the Community Assessment Report. The outline
roughly corresponds to the Checklist for the Community
Assessment Report.

The Checklist for the Community Assessment Report may
be used by the team and others. The Checklist helps a reader of
the Report determine to what extent the CA document is com-
plete, well organized, and addresses needs and community
resources that are specific to Head Start eligible families. The
Checklist also can be used as a guide for discussing and
improving the CA Report. When you ask staff or others to
review your CA Report, they can use the Checklist. The TA
provider as well as the grantee’s Federal Program Specialist may
choose to utilize the Checklist when evaluating the CA Report.
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There are many ways to present all the information gathered
and analyzed for the Community Assessment (CA). The follow-
ing sections correspond generally to the topics that have been
discussed in Steps 1-5.

I. Executive Summary of the Community Assessment

Provide an overview of the CA, including a brief description of
the process (methods), the findings, and the recommendations.
(1-2 pages)

Il. Overview of the State of the Grantee

Include a brief history, general description, and overview of
the agency—its size, type, purpose or mission, clients, funding
sources, and defined service area of the Head Start program.
Describe how the CA information is used by the program.
(1-2 pages)

l1l. Methodology—The Community Assessment Process
Step I: Plan and Organize; Step 2: Design Data Collection

Describe the process used to conduct the CA, including the role
of the CA team, parents, staff, the Policy Council, and the gov-
erning body as well as a calendar of completed tasks. Identify
the sources of data, the data collection methods, and the data
analysis procedures.
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Resist including information
in Sections VIl and IX that is
not supported in the CA
document.

The report is easier to read
if full citations for the data
sources are footnoted at
the bottom of the page or
at the end of the document,
with the source briefly
mentioned in the narrative.

100

IV. Service Area Data
Step 3: Gather Data

Describe the basic geographic, demographic, and economic fea-
tures of the Head Start service area (and the recruitment areas,
if necessary). Include the locations of the Head Start centers,
family child care homes, home-based programs and the child
care partners. Provide maps.

Compare the service area data with data on the currently
enrolled Head Start children and staff. Discuss the needs and
characteristics of specific populations (including the under-
served or emerging populations who are Head Start eligible)
and the implications for program design and service delivery.

V. Strengths and Needs of Head Start Eligible Children
and their Families, Including Children with Disabilities
Synthesis of CA Report, Sections IlI-V; Step 4: Review
and Analyze Data

Identify the most significant strengths and needs of Head Start
eligible children and families. Include information from the
families currently enrolled and from other eligible families,
especially Hispanics and emerging populations who may have
the greatest need for Head Start services. Include information
from institutions and agencies in the service area. Compare and
contrast the views of families with the views of institutions.

VI. Community Resources
Step 4: Review and Analyze Data

Describe the relevant resources that are used or might be used
directly or indirectly by Head Start eligible children and families.
Identify issues in resource availability or accessibility.

VII. Identification of Issues and Recommendations
Step 5: Make Decisions

Identify and prioritize issues and concerns to be addressed by
the Head Start grantee. Propose recommendations or changes,
such as in the service area, program options, or service delivery,
that are based on the findings from the CA. Note trends in the
demographics or the community profile that might impact the
Head Start program.
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VIIl. Appendices

Include the instruments used for data collection; additional
tables, charts and maps; and lists of sources such as organiza-
tions that participated in the interview or in a focus group.

Submitting the CA Report in pdf format or as a Word docu-
ment enhances its usability and ease of submission.

Page Estimate for a

Community Assessment Report

ATA Specialist in Region XII (MSHS) recommends this outline and
page estimate to produce a CA Report in 50 pages or less.

| page Abstract

| page Map

| page Table of Contents
2 pages Introduction

I-2 pages Methodology

5-7 pages MSHS Service Area

4-10 pages MSHS Families in the Service Area

2-3 pages Community Resources to Meet Needs
of MSHS-eligible Children and Families

15-20 pages  Data Analysis
I-3 pages Conclusions

I-2 pages Proposed Changes
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It Matters How the Community Assessment
Report Looks

B One of the caveats of a successful CA Report is effective
presentation. Before writing the report, consider your intended
audience. It includes a varied group of Federal officials, com-
munity partners, staff, parents, and others. Make the document
reader-friendly by using

B Short paragraphs
B Headings for major sections
B Page numbers

B Visual displays of the data to accompany the text

m Define your terms. The reader may not be familiar with the
Head Start community, service area, or other commonly used
terms in Head Start. Consider providing a glossary of terms.
Maps need to be clear and concise. Use clear symbols, shading,
and legends to differentiate items. Include the following infor-
mation on maps:

B Service area boundaries

B [ocation of existing Head Start centers, includ-
ing those under construction, family child care
homes, and other child development programs
in the service area

B Recruitment area of each Head Start center
and/or family child care homes
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m Designate the Head Start funded enrollment in each center

and family child care home depicted on a map.

B Tables, charts, and graphs need titles, such as Enrollment

Patterns 2001-2004. Columns or lists of data are put into a
table format. Each table is numbered in consecutive order, as
in Table 1, Table 2, etc. Each visual display of results, such as
a graph, map, or pie chart is labeled as a Figure. Each one is
numbered in consecutive order, as in Figure 1, Figure 2, etc.
All Tables and Figures should be placed close to the text that
refers to them.

m Cite the references for internal and external data. Include the

title of reports plus the date of publication. Sources can be
briefly indicated in the body of the CA Report and listed in
references at the end.

m Make sure that the CA Report is coherent. It should be a

stand-alone document and not assume that the reader has
background information on the program or on Head Start. It
should not be a collection of sections hastily assembled at the
last minute. If the document has different authors, edit each
section so that it reads smoothly and easily.

B Remember that the CA Report will probably be photocopied

and disseminated. Use patterns rather than color as background
because color does not reproduce as well as black and white.

FIVE STEPS TO COMMUNITY ASSESSMENT



Checklist for the
Community Assessment Report

The Checklist may be used by the team to assess to what
extent the CA report is complete, well organized, and readable.
It is a tool to help ensure the quality of your CA report. It lists
items that should appear in the CA report, including text, maps,
and charts.

The Checklist can be used as a guide for discussion and improve-
ment to the CA report. When you ask staff or the Board to
review your CA report, they can use the Checklist and provide
you with feedback. If Checklist items are missing or incomplete,
the team should take note and try to make corrections. Technical
Assistance providers also might use the Checklist to help them
understand your program’s needs. Regional officials may decide
to use the Checklist when evaluating your CA report.

At some point, you might want to include additional items on
the Checklist that you know are important indicators of the
quality of your CA report.
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Checklist for the CA Report

APPENDIX A: CA REPORT

Grantee/Delegate Agency:

Name of Reader:

Check the “yes” box if the item is included in the CA report.
Check “no” if it is missing entirely or incomplete. Page references
may be noted. If the information/data are located in another
section of the CA report, indicate those page numbers.

I. EXECUTIVE SUMMARY

2-3 pages in length

No

Page #:

Notes:

Overview of the grantee and
communities in the service area

Summary of the CA process:
data gathering and data analysis

Major findings

Recommendations (prioritized)

Relevant information, details, and maps

Il. OVERVIEW OF STATE OF THE GRANTEE

Grantee type, purpose/mission, and
other programs administered

Delegate agencies (if applicable)

Service area, clearly defined according
to the Financial Assistance Award

Eligibility criteria specified

Number of eligible children and families
to be served according to the funding

Actual number of enrolled children
and families including cultural and
linguistic features

Program options offered by Head Start

Locations of centers, family child care
homes, central office, other offices

Service area maps

Recruitment area

Location of delegate agencies and programs

Location of communities and population
groups
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Checklist for the CA Report (continued)

Yes | No | Page #: Notes:

Ill. METHODOLOGY

Purpose of the CA

CA process

List of CA team members, their
responsibilities, and how they were
selected indicating that they were a
cross-representational group

Role of a consultant, if used

Overview of any training provided
to the CA team

Roles of the Policy Council and the Board

Timeline or other evidence indicating
that there was ongoing reporting of the
CA progress

Sources for the CA information

Internal data sources
(include a list if possible)

External data sources in the community
(include a list if possible)

Census data or other population figures

Data sources on underserved or new
or emerging populations (include a
list if possible)

Methods of data collection

Surveys and/or questionnaires
(specify the population targeted)

Interviews and/or focus groups
(specify the population targeted)

Use of translation or interpreters
when necessary

Methods of data analyses

Quantitative analyses (such as percentages)

Qualitative analyses (such as quotes from
interviews)

Estimates and trends
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Checklist for the CA Report (continued)

Yes No | Page #: Notes:

IV. DATA COLLECTED AND FINDINGS

Overview of the service area and recruitment areas

Employment patterns, noting major
businesses and industries

Housing patterns

Public school patterns

Transportation patterns

Medical and environmental health issues

Social and economic status of population

Language and cultural base of population

Racial and ethnic characteristics of
population

Recent population changes including
immigration, new or emerging populations

Types and locations of child care programs
and arrangements for infants, toddlers, and
preschoolers

Types and locations of child care programs
and arrangements for infants, toddlers, and
preschoolers with disabilities

National, state, and local Census data
whenever possible

Information and demographics on Head Start eligible children and their families including new, emerging,
and underserved populations

Employment

Housing

Social and economic status

Languages and cultures

Racial and ethnic characteristics

Recent population changes
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Checklist for the CA Report (continued)

Yes No | Page #: Notes:

IV. DATA COLLECTED AND FINDINGS (continued)

Data sources cited and referenced

Charts, tables, and other visual displays
of data

Strengths and needs of Head Start eligible children and families as defined by the Head Start program

Education

Health and mental health

Nutrition

Social services

Housing

Employment

Transportation

Immigration

Translation and interpretation services

Comparison of strengths and needs of Head Start eligible children and families as defined by the families
themselves and local institutions serving them

Education

Health and mental health

Nutrition

Social services

Housing

Employment

Transportation

Immigration

Translation and interpretation services

Access and availability of community resources

Education

Health and mental health

Nutrition

Social services

Housing

Employment

Transportation

Immigration

Translation and interpretation services
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APPENDIX A: CA REPORT

Checklist for the CA Report (continued)

Yes No | Page #: Notes:

IV. DATA COLLECTED AND FINDINGS (continued)

Collaborative arrangements, partnerships, and formal agreements

Disabilities services

Educational services

Health and mental health services

Social services

Shared facilities

Transportation

Professional development

V. DATA REVIEW AND ANALYSIS

Charts, tables, and other visual displays
of data

Changes from prior years in service and
recruitment areas and eligibility and enroll-
ment indicating trends and patterns

PIR data, especially enroliment data,
analyzed over several years

Agency PIR data compared to national
PIR data

Data analyzed for significance and impact
on the Head Start children and families,
the program, and the community

Major issues, trends, and concerns

Changes in social policy or legislation,
such as eligibility criteria for Federal or
state benefits

Influx or relocation of Hispanics or of new
or emerging populations

Community development projects

Business and services closings and openings

Residential patterns, new construction

Immigration laws and law enforcement

Unseasonable weather or natural disaster
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APPENDIX A: CA REPORT

Checklist for the CA Report (continued)

Yes | No |Page #: Notes:

VI. RECOMMENDATIONS AND PRIORITIES

Key issues facing eligible children and
families to be addressed by the Head
Start program

Recommendations prioritized and
rationale given for

m philosophy and program objectives

W services and program options

B recruitment area for grantee

B recruitment area for each delegate

® locations for centers and home-based

programs

| criteria for recruitment and selection

Financial implications of recommendations

Priority assigned to serving new, emerging
or underserved populations that have been
identified during the community assessment

VIl. STYLE AND FORMAT OF CA REPORT

Written in a logical, organized way

Thorough and detailed

Contains maps, charts, and illustrations
for clarity

Provides numerical data that are easy to
understand and summarize the information

Provides qualitative data, such as quotes
from interviews that are insightful and make
the report interesting

Offers conclusions supported by the data

Supports Head Start’s mission to serve the
greatest number of children and families in
greatest need of its services
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Checklist for the CA Report (continued)

For Internal Use Only

Date

Based on the review of the above elements, the Community Assessment Report
[ includes all the key elements and is acceptable
(1 lacks information and needs revision of content

1 is poorly organized or poorly written and needs rewriting

Comments:
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Appendix B:Worksheets for Steps 1-5
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1
Introduction

The worksheets in Appendix B correspond to the Steps that
have been discussed in the Workbook:

m Step 1: Plan and Organize

B Step 2: Design Data Collection

m Step 3: Gather Data

m Step 4: Review and Analyze Data
B Step 5: Make Decisions

Worksheets specific to each Step are included. For example,
there is a worksheet about creating a CA team in Step 1; for
Step 4, there is a worksheet about how to review the data. A
worksheet, Organize the CA Process, is repeated in each Step.
It consists of a list of the critical tasks, the members of the
CA team who are responsible, and a timeline.

The purpose of these worksheets is to help your program define
the relevant tasks for each Step and to organize the information.
These worksheets are not definitive, but rather they are guide-
lines. Your CA team may want to design other worksheets that
will help you conduct and complete the CA process.

There are data collection worksheets in Appendix C that are
specifically designed for information gathering. The topics
include demographics, health, child care and other areas related
to services and community resources. The data collection work-
sheets are useful tools for Step 3.
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APPENDIX B: WORKSHEETS FOR STEPS 1-5

STEP 1 Plan and Organize

Create the CA Team WORKSHEET I.A

The CA team members (or the pre-planning team) can discuss the answers to the questions below. Use brain-
storming techniques to initially consider each question. After brainstorming multiple responses, decide which
responses will be implemented.

1. What is the purpose of the CA team?

2. What tasks will the CA team need to perform?

3. What skills are required to perform these tasks?

4. Based on the tasks and skills identified above, who else should be on the CA team?
Remember that individuals representing all staff should be on the CA team; community representatives
and parents from the governing bodies should be included, too.

5. What does the CA team need in order to stay motivated?

6. What kind of support does the CA team need?
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APPENDIX B: WORKSHEETS FOR STEPS 1-5

STEP 1

P

lan and Organize

Organize the CA Process WORKSHEET .B

The CA team can complete this worksheet as they read through this Workbook.

1. In Column 1, list the critical tasks for each step in the CA process.

2. In Column 2, identify the member(s) of the CA team who are responsible for completing each task.

3. In Column 3, specify a date for completing each task.
4. Use the Planning Calendar (Worksheet 1.C) to develop a timeline.

The information under each Step below will be expanded in Worksheets that appear later in this Appendix.

Critical Tasks: Steps 1-5

Member(s) of
the CA Team

Completion
Date

Step I: Plan and Organize

Step 2: Design the Data Collection

Step 3: Gather Data

Step 4: Review and Analyze Data

Step 5: Make Decisions
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APPENDIX B: WORKSHEETS FOR STEPS 1-5

STEP 1 Plan and Organize

Planning Calendar (example) M EIRES

The Planning Calendar presents a timeline for all general tasks and responsibilities that are associated

with the CA Team, the Policy Council/Policy Committee, and the Governing Body (G.B.) of the grantee.
The Calendar covers twelve months indicating the the time period some grantees might take to conduct
a CA, perform data analysis, make decisions regarding program options and services, and write the final
CA Report. Once the CA Report is finalized, a grantee might take another three months or so to pre-
pare its grant application that incorporates information from the CA.

Some grantees might take longer than 12 months, some shorter to complete their CA; you may adapt
this Calendar to meet your grantee’s needs. An example of how to use the Planning Calendar follows.
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Governing Body (G.B.)

Policy Council/
Policy Committee

CA Team

m Director attends monthly
meeting to inform them of
upcoming CA process.

m Director attends monthly
meeting to inform them of
upcoming CA process.

m HS Director holds staff meet-
ing to discuss upcoming CA.
General discussion of changes
in population and service

m Procedures are established m Community and parent needs over the last 3 years. §
for keeping G.B. informed. members volunteer for the gr_
CA team. m CA team is formed with mem- =
bers representing different
m Procedures are established program service areas.
for keeping PC informed.
m CA team leader is designated.
m Director gives written report m Director gives verbal report m CA team meets weekly to
on CA process to G.B. on CA process at PC meeting. determine tasks and proce-
dures.
m Timeline for conducting and §
completion of CA tasks is 3
established, month by month. g
X
o
5
~
=
W
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APPENDIX B: WORKSHEETS FOR STEPS 1-5

STEP 1 Plan and Organize

Planning Calendar WORKSHEET I.C

Policy Council/
Governing Bod . . CA Team
g Y Policy Commiittee
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APPENDIX B: WORKSHEETS FOR STEPS 1-5

STEP 1 Plan and Organize

Policy Council/
Governing Bod . . CA Team
g Y Policy Committee
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APPENDIX B: WORKSHEETS FOR STEPS 1-5

STEP 2  Review and Analyze Data
Community Assessment Timeline SONCE

Program Funding Year: January |-December 31

Step |: Plan and Organize
m—_————— = = Step 2: Design the Work

October-November

December, January
and February _-—— ===

Step 3: Gather Data

New Grant Year Begins

January Ist

March-April

Step 4: Review and Analyze Data

Step 5:Write the CA Report

May - June

CA Report Submitted

July 1st m—_————— = = to the Governing Body

[

July, August Use CA Report for
and September == Refunding Grant Application

Submit Grant Application
m—_————— = = to the Regional Office

September 30th
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APPENDIX B: WORKSHEETS FOR STEPS 1-5

STEP 1 B

lan and Organize

Organize Step | WORKSHEET |.E

1. The CA team can use the information from Worksheet 1.B, in Column 1 to list the tasks involved in this step.
More detail about each task or sub-task should be added on this worksheet.

2. Identify the individual(s) responsible for performing each task in Column 2.

3. Identify dates for completing each task in Column 3.

Critical Tasks for Step |: Plan and Organize

Members of the CA Team

Completion
Dates
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APPENDIX B: WORKSHEETS FOR STEPS 1-5

STEP 2 Design Data Collection
Prepare to Collect Internal Data WORIGHEET 2.2

The CA team (or a sub-team responsible for data collection and analysis) can complete this worksheet.

1.

Identify the internal data to collect. Examples of internal data include demographics on the enrolled children
and families and those on the waiting list; information on how services are delivered, such as staffing informa-
tion; program strengths and challenges faced by the program; and existing community partnerships and the
results of those relationships.

Identify sources where you will obtain the data. References for internal data include information from the
agency’s recordkeeping systems such as the most current Program Information Report (PIR); staff performance
reviews; minutes of Governing Body, Policy Council/Policy Committee, and staff meetings; progress reports on
the accomplishments of current goals and objectives; ongoing monitoring reports; program self-assessment;
Federal monitoring and funding data; family assessments; and fiscal reports.

Discuss and list any issues/challenges to consider when collecting the data.

Explain methods you can use to collect the data, considering the challenges identified previously. Methods
include interviews, questionnaires, focus groups, and meetings.

Internal Data Source of Data Issues to Consider Methods
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Prepare to Collect External Data

STEP 2

APPENDIX B: WORKSHEETS FOR STEPS 1-5

Design Data Collection

WORKSHEET 2.B

The CA team (or a sub-team responsible for data collection and analysis) can complete this worksheet.

1. Identify the external data to collect. Examples of external data include demographics of the service area (race
and ethnicity, household income and employment, poverty levels, housing and homelessness, education levels);
health and education issues; transportation system and community safety; environmental issues (air and water
quality, green space); child welfare data; number of children with disabilities and services, community resources
child for care/development; and collaborative community agreements.

2. Identify sources where you will obtain the data such as the U.S. Census (available in libraries, government
offices, and on the Internet); county/city planning departments; local economic development agencies; nonprofit
service agencies such as the United Way; local colleges and universities, (the political science, sociology, or
urban planning departments); Tribal Councils; faith-based institutions; and local newspapers.

3. Discuss and list any issues/challenges to consider when collecting each type of data.

4. Explain methods you can use to collect the data, considering the challenges identified previously. Methods
include interviews, questionnaires, focus groups, and meetings.

External Data

Source of Data

Issues to Consider

Methods
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APPENDIX B: WORKSHEETS FOR STEPS 1-5

STEP 2 Design Data Collection

Organize Step 2 WORKSHEET 2.C

1. The CA team can use the information from Worksheet 1.B, in Column 1 to list the tasks involved in this step.
More detail about each task or sub-task should be added on this worksheet.

2. Identify the individual(s) responsible for performing each task in Column 2.

3. Identify dates for completing each task in Column 3.

Critical Tasks for Step 2: Design Data Collection

Members of the CA Team

Completion
Dates
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APPENDIX B: WORKSHEETS FOR STEPS 1-5

STEP 3 Gather Data

Gather Internal Data (example) LORCHEE S

The CA team (or a sub-team responsible for data collection and analysis) can complete this worksheet.

Possible internal data sources (i.e., that derive from the Head Start program) are listed. However, you
might want to add additional sources from your program. The six kinds of data that must be collected
for the CA are listed as well.

As you can see from the examples, some data sources provide certain kinds of information. The enroll-
ment forms will give you information about the families and children, but not specifics about available
community resources. The Social Service logs and the Policy Council minutes will provide valuable infor-
mation about the families and service providers in the community. Therefore, it is important to have a
variety of internal data sources so that taken together, they will provide complete, in-depth information
on all the required topics.

Types of CA Data to Collect as Required by the Head Start Regulations
l. 2. 3. 4. 5. 6.
Demographic Existing Children with | Educ., Health, Nutr. and Educ., Health, Nutr. Community
Sources of Make Up Child Care | Disabilities Soc. Serv. Needs of and Soc. Serv. Needs | Resources
Children and Families Defined by Families
Internal Data Determined by HS and Institutions
Program
Enrollment forms v v v
Social Service logs v v v v
Policy Council minutes v 4
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STEP 3

APPENDIX B: WORKSHEETS FOR STEPS 1-5

Gather Data

Gather Internal Data WORKSHEET 3.A

Sources of
Internal Data

Types of CA Data to Collect as Required by the Head Start Regulations

l.
Demographic
Make Up

2.
Existing
Child Care

3.
Children
with
Disabilities

4,

Educ., Health, Nutr.
and Soc. Serv. Needs
of Children and
Families Determined
by HS Program

5.
Educ., Health, Nutr.
and Soc. Serv. Needs
Defined by Families
and Institutions

6.
Community
Resources

Enrollment forms

Enrollment and
attendance summaries

Family Partnership
Agreement (FPA)

Health histories

Social Service logs

Health data tracking systems

Child performance outcomes

Individual Family Service Plans
(IFSPs)

Individual Educational Programs
(IEPs)

Results of program surveys
and questionnaires

Policy Council minutes

Minutes of various advisory
committees

Family data tracking systems
(e.g. HSFIS, PROMIS, GENESIS)

Child data tracking systems
(e.g. HSFIS, PROMIS, COPA,
Child Plus)

Program Information Report
(PIR—multi-year)

National Reporting System

Program Self-Assessment

OHS Monitoring Review

Ongoing monitoring reports
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APPENDIX B: WORKSHEETS FOR STEPS 1-5

STEP 3 Gather Data

Gather External Data WORKSHEET 3.8

The CA team (or a sub-team responsible for data collection and analysis) can complete this worksheet.

Possible external data sources (i.e., that are not part of the Head Start program) are listed. However, you
might want to add additional sources from the service area as well as from the local, state or national
levels. The six kinds of data that must be collected for the CA, as required by the Program Performance
Standards, are listed as well.

As you can see from the examples, some data sources provide certain kinds of information. The public
school system, for example, is a source of demographic information about the community at large and
about the current and projected enrollment. It also may collect data on the needs of low-income families
and the services that the school or other institutions provide (such as adult literacy classes). On the other
hand, health clinics will provide information on children with disabilities and the services available to
them. Other community organizations will be a source of demographic statistics on new or emerging
populations and the services they need and receive. They may be able to identify the gaps in services too.
Therefore, it is important to have a variety of external data sources so that taken together, they will pro-
vide complete, in-depth information on all the topics that must be addressed in the CA.

Types of CA Data to Collect as Required by the Head Start Regulations

l. 2, 3. 4. 5. 6.
Demographic | Existing Children Educ., Health, Nutr. Educ., Health, Nutr. | Community
Sources of Make Up | Child Care with and Soc. Serv. Needs | and Soc. Serv. Needs | Resources
External Data Disabilities of Children and Defined by Families
Families Determined and Institutions

by HS Program

Public school systems v v 4

HEALTH INFORMATION

Health clinics, hospitals, v
mental health clinics, dental (4 v v
clinics, health depts.

COMMUNITY INFORMATION

Community hotlines (that keep v v v v v

records of requests for services)
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Gather External Data WORKSHEET 3.8

STEP 3

APPENDIX B: WORKSHEETS FOR STEPS 1-5

Gather Data

Types of CA Data to Collect as Required by the Head Start Regulations

Sources of
External Data

I
Demographic
Make Up

2.
Existing
Child Care

3.
Children
with
Disabilities

4.

Educ., Health, Nutr.
and Soc. Serv. Needs
of Children and
Families Determined
by HS Program

5.
Educ., Health, Nutr.
and Soc. Serv. Needs
Defined by Families
and Institutions

6.

Community
Resources

GENERAL INFORMATION/

DEMOGRAPHICS

Public school systems

Interagency Agreements

Media: Newspapers, multi-
language radio and TV stations

Vital statistics agencies

County and state departments

Web sites: U.S. Dept. of Ed,
U.S. Census Bureau; U.S. Dept.
of Labor

HEALTH INFORMATION

Health clinics, hospitals,
mental health clinics, dental
clinics, health depts.

Child protective services

Vital statistics reports

Immigration assistance
agencies, including faith-based

Medicaid and SCHIP offices

Web sites: Health Resources
and Services Admin. (HRSA);
Substance Abuse and Mental
Health Services Administration
(SAMSA)

NUTRITION INFORMATION

Women Infant Child (WIC)

Food stamps

Food banks

Agricultural extension services
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STEP 3

APPENDIX B: WORKSHEETS FOR STEPS 1-5

Gather Data

Gather External Data WORKSHEET 3.B (continued)

Types of CA Data to Collect as Required by the Head Start Regulations

Sources of
External Data

I
Demographic
Make Up

2.
Existing
Child Care

3.
Children
with
Disabilities

4.

Educ., Health, Nutr.
and Soc. Serv. Needs
of Children and
Families Determined
by HS Program

5. 6.
Educ., Health, Nutr. | Community
and Soc. Serv. Needs | Resources

Defined by Families
and Institutions

EARLY EDUCATION/CHILD
CARE INFORMATION

Receiving schools for children
entering kindergarten

Child care providers and agencies

Child care resource and referral
agencies

Clinics and hospitals

Public libraries: “story hours”

Saturday schools offering
language, cultural, or religious
instruction

SECONDARY/HIGHER
EDUCATION INFORMATION

High schools offering GEDs
and ESL classes or job training

Vocational technical schools
and community colleges

Institutions of higher education

COMMUNITY INFORMATION

Food banks, bodegas, markets,
laundromats

Rental housing: motels, apart-
ment complexes, campgrounds,
trailer parks

Community centers

Community hotlines (that keep
records of requests for services)

Public transportation centers;
day laborer pick up/drop off sites

Service organizations e.g., Red
Cross, Kiwanis, AmeriCorp

Faith-based institutions serving
Hispanics & immigrant populations

Business and legal firms
with immigrant clients
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APPENDIX B: WORKSHEETS FOR STEPS 1-5

STEP 3

Gather Data

Organize Step 3 WORKSHEET 3.C

1. The CA team can use the information from Worksheet 1.B, in Column 1 to list the tasks involved in this step.
More detail about each task or sub-task should be added on this worksheet.

2. Identify the individual(s) responsible for performing each task in Column 2.

3. Identify dates for completing each task in Column 3.

Critical Tasks for Step 3: Gather Data

Members of the CA Team

Completion
Dates
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APPENDIX B: WORKSHEETS FOR STEPS 1-5

STEP 4  Review and Analyze Data
Review the Data WORKSHEET 4.A

The CA team can answer the questions below to identify the characteristics of Head Start eligible children and
families, the program, and the service area. Also, trends and patterns can be identified that may affect Head Start
now or in the future.

Describe Head Start Eligible Children and Families

1. What are the characteristics of Head Start children and families?
(age, race, ethnicity, household income and employment, poverty levels, housing and homelessness, education
level of adults, languages spoken in home, educational level of family members. Are these new or emerging
populations or underserved populations?)

2. What are their primary strengths?

3. What are the major challenges they face?

Describe the Head Start Program

1. What are its primary strengths?

2. What challenges need to be overcome?
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APPENDIX B: WORKSHEETS FOR STEPS 1-5

STEP 4  Review and Analyze Data
Review the Data WORKSHEET 4.A (continued)

Describe the Service Area and Recruitment Areas

1. What is it like?
(agency history, community demographics, location, political climate, economy, housing, social issues, health
issues, education issues, resources. Are there new or emerging populations in the service area?)

2. What are its primary strengths?

3. What are its major challenges?
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APPENDIX B: WORKSHEETS FOR STEPS 1-5

STEP 4  Review and Analyze Data

Organize Step 4 WORKSHEET 4.8

1. The CA team can use the information from Worksheet 1.B, in Column 1 to list the tasks involved in this step.
More detail about each task or sub-task should be added on this worksheet.

2. Identify the individual(s) responsible for performing each task in Column 2.

3. Identify dates for completing each task in Column 3.

Critical Tasks for Step 4: Review and Analyze Data

Members of the CA Team

Completion
Dates
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APPENDIX B: WORKSHEETS FOR STEPS 1-5

STEP 5 Make Decisions

Identify Major Issues and Trends SO

The CA team can complete this worksheet as it prepares the CA Report.

B Use the information from Worksheets 4.A and 4.B to identify major issues and concerns affecting
Head Start eligible children and families and to identify trends impacting the service area.

B Analyze the impact of these issues and trends on current services.
B Analyze the impact of these issues and trends on plans for future services.
B Include both quantitative and qualitative data analysis if possible.

B Summarize the answers in a visual format in Worksheet 5.C.

1. Based on the characteristics of the program and the service area and the identified trends, what are the
major issues and concerns affecting Head Start eligible children and families?

2. How do these major issues and trends impact the services Head Start currently provides?
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APPENDIX B: WORKSHEETS FOR STEPS 1-5

STEP 5 Make Decisions

Identify Major Issues and Trends JWORISHEEL 22 (continued)

3. Are there identified resources internal to Head Start that will help address these major issues and trends?

4. Are there identified resources external to Head Start that will help address these major issues and trends?

5. How can the Head Start grantee deal with these major issues and trends? What changes do we need to make
over the next three years to address these issues and trends? (See example of 3 year timeline on next page;
blank timeline follows).
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APPENDIX B: WORKSHEETS FOR STEPS 1-5

Make Decisions

STEP 5

WORKSHEET 5B

Identify Trends (example)

Description of Trends
or Patterns in the
Service Area

(fill in from Worksheet 5.A)

Description of Head Start’s Possible Responses

(fill in from #5 on Worksheet 5.A)

Year |

Year 2

Year 3

Year |

Increased Employment
Opportunities in
Construction and

Service Sectors

m Hire bilingual family
service workers

m Consider MOU with
school district to offer
more transportation
services

m Coordinate with commu-
nity college to offer
distance learning courses
in ECE for new popula-

tion

Year 2

Increased Demand for
Low-Income Housing

m Relocate one HS Center

m Invite new businesses
to serve on agency’s
Governing Body

Year 3

Increased Demand for
Infant-Toddler Care

m Partner with family day
care program to expand
infant-toddler slots.

m Partner with family day
care program to provide
parent ed and provider

training.

Adapted from Training Guides for the Head Start Learning Community. Planning and Reviewing for Success. 1999.
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APPENDIX B: WORKSHEETS FOR STEPS 1-5

Make Decisions

WORKSHEET 5B (continued)

STEP 5

Identify Trends

Description of Trends
or Patterns in the
Service Area

(fill in from Worksheet 5.A)

Description of Head Start’s Responses
(fill in from #5 on Worksheet 5.A)

Year |

Year 2

Year 3

Year |

Year 2

Year 3

Adapted from Training Guides for the Head Start Learning Community. Planning and Reviewing for Success. 1999.
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APPENDIX B: WORKSHEETS FOR STEPS 1-5

Make Decisions

STEP 5

WORKSHEET 5.C

Identify Types of Decisions

The CA team can complete this worksheet as it prepares the CA Report.

1. List the general types of internal and external data.

2. Describe the data gathering procedures (such as surveys, focus groups).

3. Note where the data have supported a recommendation in the CA report.

4. If your analysis indicates that a decision was made without supporting evidence, then go back to find the

evidence or reconsider your conclusion.

Evidence Types of Decisions Required by the Head Start Regulations Based on CA Data
l. 2. 3. 4. 5. 6. 7.
Data Grantee Component Recruitment | Recruitment Locations for Ciriteria for Trends/issues
Sources of 3 . . . . ) .
Gathering philosophy/ services/program options areas of areas of each centers/areas recruitment/ in service
Internal Data .
Methods program grantee delegate for home-based selection area
objectives
Data
Sources of o
External Data LIS
Methods

Adapted from Training Guides for the Head Start Learning Community. Planning and Reviewing for Success. 1999.
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Make Decisions

WORKSHEET 5.C (continued)

STEP 5
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The example below charts the recommendations from the Montgomery County (MD) Head Start Community Assessment Final Report.
(See pages 92-93).

Evidence Types of Decisions Required by the Head Start Regulations Based on CA Data
I 2. 3% 4. 5. 6. 7.
Data Grantee Component Recruitment | Recruitment | Locations for Criteria for Trends/issues
Sources of Gathering philosophy/ services/program options areas of areas of each | centers/areas recruitment/ in service
Internal Data Methods program grantee delegate | for home-based selection area
objectives
| Provide flexible year-round schedules
mprove ) .
Hs Survey by phone | outreach Provide transportation Provide
parents or in writing Translate HS | Expand cultural, linguistic, and transportation
Materials technological components
HS wait-listed Survey by bhone Improve Provide flexible year-round schedules
families yore outreach Provide transportation
Data
Sources of Gathering
External Data Methods
Locate pro- Improve how to | Under
U.S. Census Quantitative grams close to | determine num- | reporting
estimate for 2003 underserved ber of eligible of eligible
children children populations
Focus group;
Non HS famil phone inter- Improve Provide flexible year-round schedules
en amiles view; written outreach Provide transportation
survey
. Plotting its
Omomqmv:_n eligible children Provide
Information System - :
by proximity transportation
(Maps) ;
to sites
Working G ) Build community-based organizations’ Great
orxing faroup: capacity for HS interest in
Child Care Focus group . . . hild car
Providers Develop partnerships with community- child care

based organizations

partnerships

Adapted from Training Guides for the Head Start Learning Community. Planning and Reviewing for Success. 1999.
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APPENDIX B: WORKSHEETS FOR STEPS 1-5

STEP 5 Make Decisions

Community Assessment Analysis LORCHEET S0

Does our process include: What trends do we see:
Information collection and In demographic make-up of eligible children
analysis of:

In other child development programs

. ————— —
Demographics
In number and types of disabilities and related resources

Other preschool and

child care services In health, education, nutrition and social service needs

Numbers of children In resources to address needs, their availability and accessibility

wl/disabilities

Disability service ’
providers

Needs of HS eligible What impact do those trends have on our:

children and families Philosophy
Available community Long and short range objectives
resources

Type of component services
Identification of trends

Program option(s)
An established process
every three years plus
annual updates

Target recruitment areas

Location of centers or home based areas

Effectively planning sequence
of CA to ensure results are
considered in program
planning

Recruitment and selection criteria

Community partnerships

\

What recommendations do

we have for our:
How do our recommendations

impact our CQI plans? Long and short range objectives
Strategic plan Service area operations
Service plan Organizational development
- ———
Organizational Development Plan Financial objectives
Budget Community partnerships
TA/Staff Development Plan Staff development
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APPENDIX B: WORKSHEETS FOR STEPS 1-5

STEP 5

Make Decisions

Organize Step 5 WORKSHEET 5E

1. The CA team can use the information from Worksheet 1.B, in Column 1 to list the tasks involved in this step.
More detail about each task or sub-task should be added on this worksheet.

2. Identify the individual(s) responsible for performing each task in Column 2.

3. Identify dates for completing each task in Column 3.

Critical Tasks for Step 5: Make Decisions

Members of the CA Team

Completion
Dates

A Workbook for Head Start Programs Serving Hispanic and Other Emerging Populations. Version |. December 2007

177



APPENDIX B: WORKSHEETS FOR STEPS -5

178 FIVE STEPS TO COMMUNITY ASSESSMENT



Appendix C: Data Collection Worksheets and Surveys
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| Introduction

In order to collect data during the Community Assessment
(CA), you will have to talk to people and review records. That
process can be overwhelming, and you may ask “How do I
keep track of all this information?” The data collection work-
sheets in Appendix C are designed to help you through this
process. They will help you organize a lot of information and
help you identify likely sources of information.

The Head Start Performance Standards and Other Regulations
require that the CA collect and analyze information about the
needs and characteristics of eligible children and families in the
grantee service area. In addition, the CA needs to include infor-
mation about program and community resources. There is a data
collection worksheet on each of the following topics because
they are crucial to your preparing a thorough, accurate CA;

B General demographics

W Social demographics

B Economic demographics

B Health

B Mental health

B Dental health

B Disabilities

B Nutrition

B Child care and early childhood education
B Transportation

B Community resources
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In addition, the Appendix includes two surveys that grantees
have developed to collect information:

B Head Start and Early Head Start parent survey

B Community partner survey

Each data collection worksheet lists possible sources for infor-
mation. Four categories of sources are presented: government
sources; service sources; other data sources, and internal data
sources.

In addition, each worksheet lists data elements you might want to
collect on a particular topic. Most of the data will be expressed
in numbers or percentages; some will be answered with a yes/no.
For example, the data elements on the health worksheet include
the number of pediatricians serving low income families, the
number of children under 2 getting immunizations, the preva-
lence of certain diseases, and the number of households having
insurance. The data sources indicate where you might find the
health-related information, such as from the U.S. Census Bureau,
state and county health departments, hospitals, and professional
medical organizations.

At the end of each data collection worksheet, there are follow-
up questions that you might want to ask someone who is giving
you information or you might want to ask yourself and the CA
team as you reflect on the data collected. These questions will
help you think about what the data mean and identify trends in
the data.

1. Have the numbers or % changed over the last
3-5 years? If so, how have they changed (increased,
decreased?)

2. What are the reasons for the changes?

3. Does your program’s internal data (such as PIR,
enrollment forms) indicate similar changes or trends?

The data collection worksheets in Appendix C are only samples.
You may choose to create others to use in addition to, or in
place of the ones offered in this Workbook. For example, an
Early Head Start program may need more information from
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hospitals, clinics, and early intervention programs about the
services they provide to pregnant women. The EHS program
could design another worksheet that lists the possible data
sources and the kinds of data to collect. You can refer to Step
2: Design Data Collection for more information about data
that are required to be collected as part of the CA process.

Important points to keep in mind as you use these data collec-
tion worksheets are that

B You do not have to collect information for each
item listed. Select the ones that will be useful to
you and help you understand your program and
your community. Nor do you have to rely on the
listed sources. They are suggestions. You may find
others that give you the information you need.

B Depending on the data source, data may be
reported in different ways. For example, some
Census data are reported by household; other
data may be reported by family. There is no right
or wrong way to report the data, just specify the
unit of analysis when necessary.

B Sometimes you can find data that are broken
down by race, gender, age, or location. If this
information is helpful to you, then use it. For
example, Census information on the workforce
may be broken down according to race; school
districts may be able to give you information
about the home languages most commonly
spoken in the pre-kindergarten classes. If you
think such detailed information will help your
program identify and serve eligible families, then
include this information on your worksheet for
your CA.

Appendix D provides a list of resources that include government
agencies and organizations. Many of them are Web-based. These
resources can help you with the CA process, and some provide
information about Hispanics and other emerging populations.
As you conduct the CA, you may want to explore some of
these potential data sources.
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Data Collection: General Demographics

Sources of General Demographics for the Grantee Service Area

Government ¢ U.S. Census Bureau, Dept. of HHS, Dept. of Ed., Dept. of Labor, National Vital Statistics System e State, county and

local government

Services ® School districts ¢ Community agencies and partners
Other Data Sources ® Kids Count ® National Survey of Children’s Health (NSCH) ® Newspapers, TV, radio
Internal Data ® Program PIR e Enrollment Forms e Family Partnership Agreement ® IFSPs o IEPs

General Demographics

# or % or yes/no

Data Sources (specify)/Comments

Total population

0-3 year olds

3-5 year olds

18 years and older

Median age (years)

Race

Hispanic or Latino

(of any race)

Household population

Average household size

Average family size

Owner occupied housing

Renter occupied housing

Subsidized units
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APPENDIX C: DATA COLLECTION WORKSHEETS AND SURVEYS

Data Collection: General Demographics

Follow up questions:

1.Have the numbers (or %) changed over the last 3-5 years? If so, how have they changed (increased,
decreased)?

2. What are the reasons for the changes?

3.Does your program’s internal data (such as PIR, enrollment forms) indicate similar changes or
trends?
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Sources of Social Demographics for the Grantee Service Area

Government ¢ U.S. Census Bureau, Dept. of HHS, Dept. of Ed., Dept. of Labor, National Vital Statistics System e State, county and

local government

Services ® School districts ® Community agencies and partners
Other Data Sources ® Kids Count ® National Survey of Children’s Health (NSCH) ® Newspapers, TV, radio
Internal Data ® Program PIR e Enrollment Forms e Family Partnership Agreement ® IFSPs ¢ IEPs

Social Demographics

# or % or yes/no

Data Sources (specify)/ Comments

High school graduate or higher

BA degree or higher

High school dropouts

0-3 year olds with disabilities

3-5 year olds with disabilities

Foreign born

Teenage Parents

Speak a language other than
English at home 5 yrs. or older

Linguistically isolated households

Most commonly spoken
languages other than English

Enrolled in adult ed or literacy
16 yrs. or older

Homeless families with children
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Data Collection: Social Demographics

Follow up questions:

1.Have the numbers (or %) changed over the last 3-5 years? If so, how have they changed (increased,
decreased)?

2. What are the reasons for the changes?

3.Does your program’s internal data (such as PIR, enrollment forms) indicate similar changes or
trends?
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Sources of Economic Demographics for the Grantee Service Area

Government ¢ U.S. Census Bureau, Dept. of HHS, Dept. of Ed., Dept. of Labor, National Vital Statistics System e State, county and

local government

Services ® School districts ¢ Community agencies and partners
Other Data Sources ® Kids Count ® National Survey of Children’s Health (NSCH) ® Newspapers, TV, radio
Internal Data ® Program PIR e Enrollment Forms e Family Partnership Agreement ® IFSPs o IEPs

Economic Demographics

# or % or yes/no

Data Sources (specify)/Comments

In labor force 16 yrs. or older

In job training 16 yrs. or older

Mean travel time to work in
minutes 16 yrs. or older

Median household income

Median family income

Per capita income

Families below poverty level

Families below poverty level
with 0-3 year olds

Families below poverty level
with 3-5 year olds

Female (single parent) headed
households with children

Male (single parent) headed
households with children

Grandparent headed households
with children

Individuals below poverty level
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Data Collection: Economic Demographics

Follow up questions:

1.Have the numbers (or %) changed over the last 3-5 years? If so, how have they changed (increased,
decreased)?

2. What are the reasons for the changes?

3.Does your program’s internal data (such as PIR, enrollment forms) indicate similar changes or
trends?
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Data Collection: Health

Sources of Health Data for the Grantee Service Area

Government ® U.S. Census Bureau, Health Resources and Services Administration (HESA), Substance Abuse and Mental Health Services
Administration (SAMSHA); National Institutes of Health (NIH); National Center for Health Statistics (NCHS); Office of Refugee
Resettlement (ORR) e State and county health departments, Child protective services

Services ® Hospitals and clinics ® School districts ® Immigration and refugee agencies ® Professional organizations of health service

providers

Other Data Sources ® Kids Count, National Survey of Children’s Health (NSCH), Survey for Children with Special Health Care Needs
(CSHCN) e Head Start State Collaboration Office ® Newspapers, TV, radio

Internal Data ® Program PIR e Enrollment Forms e Family Partnership Agreement ® IFSPs ¢ IEPs

Health (Part I)

# or % or yes/no

Data Sources (specify)/Comments

Births

Low birth weight infants

Births to single teens under age 20

Infant mortality

Pregnant women receiving pre-natal
care (st trimester)

Child deaths

0-3 year olds who are immunized

3-5 year olds who are immunized

Children and teens overweight
or obese

Children with asthma

Prevalence rates of infection,
communicable diseases, diabetes
for children and families

Smokers 16 and older
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Data Collection: Health

Health (Part 2)

# or % or yes/no

Data Sources (specify)/Comments

Pediatricians who accept low
income families

PA/NP/CNM

Medical clinics

Hospitals

Without health insurance

With SCHIP

Seek emergency care 5 years
and under

Cultural attitudes and percep-
tions affecting health

Availability of interpreters

Bilingual staff

Availability of transportation to
services

Environmental factors such as
water quality, non-use of seat-
belts, lead toxicity, etc.
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Data Collection: Health

Follow up questions:

1.Have the numbers (or %) changed over the last 3-5 years? If so, how have they changed (increased,
decreased)?

2. What are the reasons for the changes?

3.Does your program’s internal data (such as PIR, enrollment forms) indicate similar changes or
trends?
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Sources of Mental Health Data for the Grantee Service Area

Government ® U.S. Census Bureau; Health Resources and Services Administration (HESA); Substance Abuse and Mental Health Services
Administration (SAMSHA); National Institutes of Health (NIH); National Center for Health Statistics (NCHS); Office of Refugee
Resettlement (ORR) e State and county health departments e Child protective services

Services ® Hospitals and clinics ® School districts ® Immigration and refugee agencies ® Professional organizations of health service

providers

Other Data Sources ® Kids Count, National Survey of Children’s Health (NSCH), Survey for Children with Special Health Care Needs
(CSHCN) e Head Start State Collaboration Office ® Newspapers, TV, radio

Internal Data ® Program PIR e Enrollment Forms ® Family Partnership Agreement ® IFSPs ® IEPs

Mental Health

# or % or yes/no

Data Sources (specify)/Comments

Mental health providers who
serve low income families

Mental health clinics or other
treatment facilities

Parent ed programs

Prevalence rate of depression

Households with substance
abuse

Cases of reported child abuse
and neglect

Households with domestic
violence

Incarcerated individuals

Cultural attitudes and percep-
tions affecting mental health

Availability of interpreters

Bilingual staff

Availability of transportation
to services
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Data Collection: Mental Health

Follow up questions:

1.Have the numbers (or %) changed over the last 3-5 years? If so, how have they changed (increased,
decreased)?

2. What are the reasons for the changes?

3.Does your program’s internal data (such as PIR, enrollment forms) indicate similar changes or
trends?
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Sources of Dental Health Data for the Grantee Service Area

Government ® U.S. Census Bureau, Health Resources and Services Administration (HESA), Substance Abuse and Mental Health Services
Administration (SAMSHA); National Institutes of Health (NIH); National Center for Health Statistics (NCHS); Office of Refugee
Resettlement (ORR) e State and county health departments e Child protective services

Services ® Hospitals and clinics ® School districts ® Immigration and refugee agencies ® Professional organizations of health service
providers

Other Data Sources ® Kids Count, National Survey of Children’s Health (NSCH), Survey for Children with Special Health Care Needs
(CSHCN) @ Head Start State Collaboration Office ® Newspapers, TV, radio

Internal Data ® Program PIR e Enrollment Forms ® Family Partnership Agreement ® IFSPs ® IEPs

Dental Health

# or % or yes/no Data Sources (specify)/Comments

Dentists who serve low income
families

Dental clinics

Households with fluoride in
water

Prevalence rate of carries in
0-3 year olds

Prevalence rate of carries in
3-5 year olds

Cultural attitudes and percep-
tions affecting dental health

Availability of interpreters

Bilingual staff

Availability of transportation to
services
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Data Collection: Dental Health

Follow up questions:

1.Have the numbers (or %) changed over the last 3-5 years? If so, how have they changed (increased,
decreased)?

2. What are the reasons for the changes?

3.Does your program’s internal data (such as PIR, enrollment forms) indicate similar changes or
trends?
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Sources of Disabilities Data for the Grantee Service Area

Government ® U.S. Census Bureau; Health Resources and Services Administration (HESA); Substance Abuse and Mental Health Services
Administration (SAMSHA); National Institutes of Health (NIH); National Center for Health Statistics (NCHS); Office of Refugee
Resettlement (ORR) e State and county health departments ® Child protective services

Services ® Hospitals and clinics ® School districts ® Immigration and refugee agencies ® Professional organizations of health service
providers for children with disabilities

Other Data Sources ® Kids Count, National Survey of Children’s Health (NSCH), Survey for Children with Special Health Care Needs
(CSHCN) e Head Start State Collaboration Office ® Newspapers, TV, radio

Internal Data ® Program PIR e Enrollment Forms ® Family Partnership Agreement ® IFSPs ® IEPs

Disabilities

# or % or yes/no

Data Sources (specify)/Comments

0-3 year olds with disabilities

3-5 year olds with disabilities

Prevalence rates of different
disabilities 5 and under

Prevalence rates of different dis-
abilities served by school system

Early intervention programs

Cultural attitudes and
perceptions about disabilities

Availability of interpreters

Bilingual staff

Awvailability of transportation to
services

(see Data Collection Worksheet on Child Care and Early Education for more data on services for young children with disabilities)
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Data Collection: Disabilities

Follow up questions:

1.Have the numbers (or %) changed over the last 3-5 years? If so, how have they changed (increased,
decreased)?

2. What are the reasons for the changes?

3.Does your program’s internal data (such as PIR, enrollment forms) indicate similar changes or
trends?
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Sources of Nutrition Data for the Grantee Service Area

Government ® U.S. Census Bureau, Dept. of Agriculture, Health Resources and Services Administration (HESA), National Institutes
of Health (NIH); National Center for Health Statistics (NCHS); Office of Refugee Resettlement (ORR) e State and county health and

agriculture departments ® Agricultural extension services

Services ® Hospitals and clinics ® School districts ® Immigration and refugee agencies ® Professional organizations of health service

providers

Other Data Sources ® Kids Count, National Survey of Children’s Health (NSCH), Survey for Children with Special Health Care Needs
(CSHCN) e Head Start State Collaboration Office ® Newspapers, TV, radio

Internal Data ® Program PIR ¢ Enrollment Forms ® Family Partnership Agreement ® IFSPs e IEPs

Nutrition Information

# or % or yes/no

Data Sources (specify)/Comments

Enrolled in WIC

Receiving food stamps

Served by food banks or other
food programs

Mothers who breast feed

Households preferring ethnic
cooking

Local supermarkets

Fast food places

# and type of ethnic food
markets

Availability of transportation
for services and food shopping
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Data Collection: Nutrition

Follow up questions:

1.Have the numbers (or %) changed over the last 3-5 years? If so, how have they changed (increased,
decreased)?

2. What are the reasons for the changes?

3.Does your program’s internal data (such as PIR, enrollment forms) indicate similar changes or
trends?
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Sources of CC/EEP Data for the Grantee Service Area
Child Care/Early Education Programs

Government ® U.S. Census Bureau, Nat’l. Institute of Health, Dept. of HHS, Dept. of Ed. e State, county and local health and social

service departments

Services ® Child care resource and referral ® School districts ® NAEYC and affiliates

Other Data Sources ® Kids Count ® Head Start State Collaboration Office ® Newspapers, TV, radio

Internal Data ® Program PIR e Enrollment Forms ® Family Partnership Agreement ® IFSPs ® IEPs

Child Care and Early Childcare Education

# or % or yes/no

Data Sources (specify)/Comments

Child care centers and early
education programs

Low income 3-5 year olds
served in CC/EEP

Low income 0-3 year olds
served in CC/EEP

4-5 year olds served in state-
funded pre-k

3 year olds served in state-fund-
ed pre-k

Homeless children 5 years and
under served in CC/EEP

Low income 3-5 year olds
served in family day care

Low income 0-3 year olds
served in family day care

Low income 3-5 year olds in
kith and kin care

Low income 0-3 year olds in
kith and kin care

CC/EEP programs providing
transportation

Average # hours of CC/EEP
operation

Availability of interpreters

Availability of bilingual staff
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Data Collection: Child Care and Early Childhood Education

Follow up questions:

1.Have the numbers (or %) changed over the last 3-5 years? If so, how have they changed (increased,
decreased)?

2. What are the reasons for the changes?

3.Does your program’s internal data (such as PIR, enrollment forms) indicate similar changes or
trends?
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Data Collectio

Sources of Transportation Data for the Grantee Service Area

Government ® State, county, and local transportation depts. ® Local Transportation Coordinating Council

Services ® School districts ® Child care partners

Other Data Sources ® Bus companies® Public transit ® Other businesses

Internal Data ® Program PIR e Enrollment Forms

Transportation

# or % or yes/no

Data Sources (specify)/ Comments

Eligible children provided transportation services

Eligible children not provided transportation services

Eligible children not provided transportation services
but may have used them if available

Children who dropped out of HS/EHS due to lack of
transportation

Availability of transportation for 0-3 year olds with
disabilities

Availability of transportation for 3-5 year olds with
disabilities

Availability of transportation provided by school
districts for HS/EHS children

Partnership with community organizations (i.e, child
care, coordinated transportation. providers, human
service agencies) to provide transportation

Participation with local Transp. Coordination Council
(if no, will there be participation in establishing a
Council?)

Collaboration with schools for bus purchase, main-
tainance, substitutes

Training for transportation staff
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Data Collection: Transportation

Follow up questions:

1.Have the numbers (or %) changed over the last 3-5 years? If so, how have they changed (increased,
decreased)?

2. What are the reasons for the changes?

3.Does your program’s internal data (such as PIR, enrollment forms) indicate similar changes or
trends?
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Data Collection: Community Resources

Sources of Community Resources for the Grantee Service Area

Government ¢ U.S. Census Bureau, Dept. of Ed., Dept. of HHS e State, county, and local recreation, library and planning depts.
® Police department

Services ® School districts ® Literacy organizations ® Cultural and recreational organizations ® Social services ® Faith-based institutions
Other Data Sources ® Businesses® Community centers ® Newspapers, TV, radio

Internal Data ® Program PIR e Enrollment Forms ® Family Partnership Agreement ® IFSPs ® IEPs

Community Resources, Programs and Services

# or % or yes/no Data Sources (specify)/Comments

Libraries

Book stores (adult and children)

Museums (activities for infants-5 year
olds)

Agencies providing literacy ed for ELLs

Parks and playgrounds

Recreational centers

Cultural centers (specify)

Thrift shops

Services that support the inclusion
of fathers

Marriage promotion programs

Family support services

Family preservation programs

Senior support services

Assets for Independence (AFI)-Asset
Building Programs

Crisis assistance programs e.g. domestic
violence, shelters

Legal services

Employment services e.g. pre-employ-
ment prep, workplace literacy programs
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Data Collection: Community Resources

Follow up questions:

1. Have the numbers (or %) changed over the last 3-5 years? If so, how have they changed (increased,
decreased)?

2. What are the reasons for the changes?

3.Does your program’s internal data (such as PIR, enrollment forms) indicate similar changes or
trends?
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APPENDIX C: DATA COLLECTION WORKSHEETS AND SURVEYS

Data Collection: Preschool Head Start Parent Survey

Head Start (Preschool)
Parent Satisfaction Survey - 2006

This survey is being completed by: Race: (check one) Name of Head Start Center:
U Father 1 Mother 1 White 1 Hispanic
U Both parents [ Guardian 1 Black/African American (J Native American
1 Other (Relationship ) O Asian/Pacific Islander 1 Other
Directions: Check Yes or No YES NO

|. The location of my Head Start center was convenient for my family’s participation.

2. The Head Start program provided transportation for my child.

3. Information provided by Head Start included materials specifically for fathers.

4. The current 4-hour/day, 4-day/week, 9-month/year program met the needs of my family.

5. Our family’s needs would be better served with a 12-month Head Start program.

6. Our family’s needs would be better served with a 5-day per week Head Start program.

7. Our family’s needs would be better served with a 6-8 hour per day Head Start program.

Directions: Check the box that best describes how YOU feel about the following statements: Agree Neutral Disagree | Don’t know

8. | am satisfied with the Head Start services my family receives from:

a. Classroom staff

b. Transportation

c. Family service providers

d. Overall Head Start program

9. Head Start has helped my child get ready for school by:

a. Becoming more independent

b. Learning basic concepts in language

c. Learning basic concepts in math

d. Learning to share and cooperate

10. Head Start gives my child:

a. A safe place to learn

b. A clean environment
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APPENDIX C: DATA COLLECTION WORKSHEETS AND SURVEYS

Data Collection: Preschool Head Start Parent Survey (continued)

Directions: Check the box that best describes how YOU feel about the following statements: Agree Neutral Disagree | Don’t know

12. Head Start provides me with quality information through:

a. Newsletters

b. Parent handbook

¢. Parent/Teacher conferences and home visits

d. Monthly calendars

e. Home Visits with family service providers

f. Flyers announcing upcoming events

13. Head Start has told me about how to be involved with:

a. Policy Council

b. Head Start Center Planning Committee

c. Classroom volunteering

d. Family gatherings

e. Fatherhood events

14. Head Start has provided me with informational support regarding:

a. Child development

b. Community resources

c. Personal relationships

d. Disabilities

e. Mental health

f. Health/dental health

15. Head Start has enabled me to:

a. Define my own life goals

b. Accomplish and pursue my goals

c. Understand my role as the primary educator for my child(ren)
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APPENDIX C: DATA COLLECTION WORKSHEETS AND SURVEYS

Data Collection: Preschool Head Start Parent Survey (continued)

Directions: Check the box that best describes how YOU feel about the following statements: Agree Neutral Disagree | Don’t know
16. My child’s teacher:
a.Worked with me to plan my child’s learning and development
b. Planned activities around my child’s individual needs
c. Helped me have a better understanding of my child’s social/emotional development
17. When | requested help for my child’s social/emotional development, it was:
a. Delivered in a timely manner
b. Useful and successful
c. Supportive of my family’s values
18. Head Start centers are friendly and inviting for fathers
19. Head Start has provided me with information on disabilities. (Circle YES or NO. If NO, go to question 21). YES NO
Directions: Check the box that best describes how YOU feel about the following statements: Agree Neutral Disagree | Don’t know
20. When | requested help for my child’s disabilities, the services were:
a. Delivered in a timely manner
b. Useful and successful
c. Supportive of my family’s values
21. My child attends child care before or after Head Start YES NO
22. There was turnover in the people working with my child and family this year (teachers, assistant YES NO
teachers, bus driver, family service providers) (Circle YES or NO. If NO, go to question 24).
Directions: Check the box that best describes how YOU feel about the following statement: Negative sﬁ?;ﬁt:t Neutral St;g\seimat Positive

23. This turnover had what type of effect on my family’s experience

24. My family’s biggest stressor(s) this year were: (check all that apply) [ My child’s disabilities (1 Educational/Job Training (1 Employment

Q Financial O Housing Q1 Marital/Personal 1 Medical/Dental 1 Mental Health 1 Transportation

0 Other

25. My biggest concern for my family at this time is

26. Other comments | have
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APPENDIX C: DATA COLLECTION WORKSHEETS AND SURVEYS

Data Collection: Early Head Start Parent Survey

Early Head Start (EHS)
Parent Satisfaction Survey - 2006

This survey is being completed by: Race: (check one)
U Father 1 Mother 1 White 1 Hispanic
U Both parents [ Guardian 1 Black/African American (J Native American

Area we live in:

1 Other (Relationship ) O Asian/Pacific Islander 1 Other
Directions: Check Yes or No YES NO
|. Our Family Educator (home visitor) consistently tries to schedule visits at a convenient time for our family.
2. The current home-based services meet the needs of our family.
3. EHS provides information and activities specifically for fathers. (Leave blank if this doesn’t apply).
4. Our family would attend Family Gatherings 2 times a month if EHS provided transportation.
5. Our family would prefer a combination of 2-3 home visits per month with a toddler class 2-3times a week.
6. Our family’s needs would be better served with a 6-8 hour per day EHS child care program.
7. Our family would benefit from availability of an opening in a family day care home that met EHS Performance Standards.
8. EHS staff have assisted us/our child in staying current with well child exams and finding a dentist to see our child.
Directions: Check the box that best describes how YOU feel about the following statements: Agree Neutral Disagree | Don’t know

9. | am satisfied with the Early Head Start services my family receives:

a. On home visits

b. At family gatherings

c. At parent meetings

d. Overall services of Early Head Start program

10. Early Head Start services have helped me better understand:

a. My child’s social-emotional development

b. My child’s language development

c. How my child learns concepts (shapes, sizes, etc.) through play

d. My child’s motor development

I'1. The Early Head Start classroom gives my child:

a. A safe place to learn

b. A clean environment
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APPENDIX C: DATA COLLECTION WORKSHEETS AND SURVEYS

Data Collection: Early Head Start Parent Survey (continued)

Directions: Check the box that best describes how YOU feel about the following statements: Agree Neutral Disagree | Don’t know

12. My EHS family educator (home visitor) provides me with quality information through:

a. Discussions during weekly home visits

b.Written information/handouts

c. Parent handbook

d. Monthly calendars

e. Flyers announcing upcoming events

f. Parent bulletin board in classroom

13. Early Head Start has told me about how to be involved with:

a. Policy Council

b. Family gatherings

c.Volunteer opportunities

d. Parent meetings

e. Fatherhood events

f. Community events

14. Early Head Start has provided our family with helpful information regarding:

a. Child development

b. Community resources

c. Health/dental health

d. Mental health issues & services

e. Crisis assistance

f. Services for our child who has some developmental delays

15. Early Head Start has enabled me to:

a. Define my own life goals

b. Accomplish and pursue my goals

c. Understand my role as the primary educator for my child(ren)
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APPENDIX C: DATA COLLECTION WORKSHEETS AND SURVEYS

Data Collection: Early Head Start Parent Survey (continued)

Directions: Check the box that best describes how YOU feel about the following statements: Agree Neutral Disagree | Don’t know

16. My child’s family educator (home visitor):

a. Consistently includes me in planning for the next home visit

b. Plans activities around my child’s individual needs

c. Helps me have a better understanding of my child’s social/emotional development

17. When | requested help for my child’s social/emotional development, it was:

a. Delivered in a timely manner

b. Useful and successful

c. Supportive of my family’s values

18. Head Start has provided me with information on disabilities. (Circle YES or NO. If NO, go to question 20). YES NO

Directions: Check the box that best describes how YOU feel about the following statements: Agree Neutral Disagree | Don’t know

19. When | requested help for my child’s disabilities, the services were:

a. Delivered in a timely manner

b. Useful and successful

c. Helpful in educating and supporting me as my child’s primary advocate

20. Early Head Start services have helped me:

a. Feel more comfortable talking to my child’s health care provider

b. Better understand the importance of early dental care

c. Use more effective techniques for guiding my child’s behavior

d. Be more aware of the relationship | have with my child

e. Understand the importance of reading to my child as much as possible
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APPENDIX C: DATA COLLECTION WORKSHEETS AND SURVEYS

Data Collection: Early Head Start Parent Survey (continued)

21. My family’s biggest stressor(s) this year were: (check all that apply) O My child’s disabilities 1 Educational/Job training 1 Employment
Q Financial QA Housing O Marital/Personal QO Medical/Dental |Q Mental Health Q Transportation

0 Other

22. My biggest concern for my family at this time is:

23. What | like most about the Home Visits is:

24. What | like most about the Family Gatherings is:

25. What | like most about the Parent Meetings is:

Other comments | have
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APPENDIX C: DATA COLLECTION WORKSHEETS AND SURVEYS

Data Collection: Community Partners Survey

Our Head Start/Early Head Start is currently conducting its annual Community Assessment which looks at the available local services and the services we
provide to families. We are asking that you please take a minute to complete this brief questionnaire and return it in the self-addressed envelope.

COUNTY COMMUNITY AGENCY
CONTACT INFO: NAME PHONE E-MAIL
I. In the last year, has your agency seen changes in the following:
Increase | Decrease | No Change Comments

Average household income

Number of low income families contacting your agency

Number of individuals or families slightly over your income guidelines

Number of multi-generational families you serve

Number of female head of households

Number of teen pregnancies

Number of licensed childcare providers

Job availability in community

Drug abuse in community

Low income housing availability

Homelessness

Transportation needs

Services you offer

Are your services free! QO NA QYES QO NO

If YES to Question 3: do you have a sliding scale based on income?

vk W

If NO to Question 2: are your fees based on income! U YES U NO
QYES QNO

What do you believe are your agency/community’s strengths when working with low-income families?

6. What do you believe are your agency/community’s obstacles when working with low-income families?

7. Are there other concerns that you think are issues for our community?

8. What other programs/services do you believe that our Head Start/Early Head Start could offer to better serve our community —

i.e. mental health or elderly services?

9. Do you have suggestions about how HS/EHS could collaborate or partner with your agency/community in order to better meet

the needs of low-income children and families?

10. Other comments:
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Appendix D: National Resources
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This list of resources includes government agencies, national
organizations, and research groups. Some of them gather and
analyze data that are useful for the Community Assessment;
others provide services to children and families. Some are known
for their advocacy work on behalf of low-income populations,
Hispanic, or other emerging groups. The Web addresses for these
resources are given. Keep in mind that this list is not inclusive;
other national resources, as well as local ones, may provide you
with valuable information for your Community Assessment.

Bridging Refugee Youth and Children’s Services
(BRYCS) addresses the challenges that face refugee youth

and children through a range of technical assistance activities
including consultations, trainings, and publications. The funda-
mental purpose of BRYCS is to broaden the scope of informa-
tion, resources, and collaboration among service providers for
refugee youth and children in the following service areas: child
protection, foster care, juvenile justice, education, health/mental
health, refugee resettlement, and refugee community associa-
tions. BRYCS is a joint project of the Lutheran Immigration
and Refugee Service and the U.S. Conference of Catholic
Bishops/Migration and Refugee Services. www.brycs.org

Center for Applied Linguistics (CAL) is a private, non-
profit organization working to improve communication through
better understanding of language and culture. The Cultural
Orientation Resource (COR) Center, housed at CAL, works
closely with the U.S. government, international organizations,
refugee resettlement agencies in the United States, and their rep-
resentatives overseas to develop and distribute resources about
refugee training and resettlement, provide technical assistance

National Resources
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regarding refugees’ native cultures, languages, and orientation
needs, and develop a network of refugee providers who exchange
refugee orientation information, concerns, and best practices.
www.cal.org

Center for Law and Social Policy (CLASP) is a national
nonprofit organization that works to improve the lives of low-
income people. CLASP’s mission is to improve the economic
security, education and workforce prospects, and family stability
of low-income parents, children and youth and to secure equal
justice for all. www.clasp.org

Immigrant Legal Resource Center (ILRC) is a national
resource center that provides trainings, materials and advocacy
to advance immigrant rights. As a legal services organization,
they train lawyers and paralegals on ever-changing and com-
plex immigration law. www.ilrc.org

Kids Count, a project of the Annie E. Casey Foundation, is a
national and state-by-state effort to track the status of children
in the U.S. By providing policymakers and citizens with bench-
marks of child well-being, Kids Count seeks to enrich local,
state and national discussions concerning ways to secure better
futures for all children. www.aecf.org/kidscount

League of Latin American Citizens (LULAC) With
approximately 115,000 members throughout the United States
and Puerto Rico, LULAC is the largest and oldest Hispanic
organization in the United States. LULAC advances the eco-
nomic conditions, educational attainments, political influence,
health and civil rights of Hispanic Americans through commu-
nity-based programs operating at more than 700 LULAC coun-
cils nationwide. www.lulac.org

Maternal and Child Health Bureau, Health Resources and
Services Administration, U.S. Dept. of Health and Human
Services provides programs to promote and improve the health
of mothers, infants, children and adolescents. The Maternal
and Child Health Data Books present national- and state-level
data on the health and well-being of children, their families,
and neighbors from the National Survey of Children’s Health.
www.mchb.hrsa.gov
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Mexican American Legal Defense and Educational Fund
(MALDEF) is the leading nonprofit Latino litigation, advoca-
cy and educational outreach institution in the United States.
MALDEF’s mission is to foster sound public policies, laws and
programs to safeguard the civil right of the 40 million Latinos
living in the United States and to empower the Latino commu-
nity to fully participate in our society. www.maldef.org

National Association for the Education of Young
Children (NAEYC) is dedicated to improving the well-being
of all young children, with particular focus on the quality of
educational and developmental services for all children from
birth through age 8. NAEYC is committed to becoming an
increasingly high performing and inclusive organization.
WWW.Nnaeyc.org

National Center for Children in Poverty (NCCP) is a
nonprofit, nonpartisan research and policy organization at
Columbia University. The Center’s mission is to identify and
promote strategies that prevent child poverty in the United
States and that improve the lives of low-income children and
families. www.nccp.org

National Center for Family Literacy’s mission is to create
educational and economic opportunity for the most at-risk
children and parents. NCFL’s services include professional
development for practitioners who work in children’s education,
adult education, English as a Second Language, and related
literacy fields; model program development through ground-
breaking initiatives; policy and advocacy support to sustain and
expand literacy services for families; and the Family Literacy
Alliance, a membership program. www.famlit.org

National Center for Health Statistics (NCHS) is the
nation’s principal health statistics agency. The health statistics
document the health status of the population and of important
subgroups and identifies disparities in health status and use of
health care by race/ethnicity, socio-economic status, region, and
other population characteristics. State information is available.
Links are provided to additional sources of health information,
including the National Vital Statistics System. www.cdc.gov/nchs

A Workbook for Head Start Programs Serving Hispanic and Other Emerging Populations. Version |. December 2007

APPENDIX D: NATIONAL RESOURCES

251



APPENDIX D: NATIONAL RESOURCES

252

National Child Care Information Center (NCCIC),

a service of the Child Care Bureau, is a national clearinghouse
and technical assistance center that links parents, providers,
policy-makers, researchers, and the public to early care and
education information. State profiles include demographic
information about the children, families and kinds of child care
in each state, as well as contact information for different state
agencies involved in child care. The profiles also contain links
to additional state and national resources. www.nccic.org

National Council of La Raza (NCLR)—the largest national,
nonprofit Hispanic civil rights and advocacy organization in the
United States — works to improve opportunities for Hispanic
Americans. To achieve its mission, NCLR conducts applied
research, policy analysis, and advocacy, providing a Latino
perspective in five key areas— assets/investments, civil rights/
immigration, education, employment and economic status, and
health. In addition, it provides capacity-building assistance to
its affiliates who work at the state and local level to advance
opportunities for individuals and families. www.nclr.org

National Immigration Law Center’s mission is to protect
and promote the rights and opportunities of low-income immi-
grants and their family members. NILC staff specialize in immi-
gration law, and the employment and public benefits rights of
immigrants. NILC conducts policy analysis and impact litiga-
tion and provides publications, technical advice, and trainings to
a broad constituency of legal aid agencies, community groups,
and pro bono attorneys. www.nilc.org

National Immigration Project was formed in 1974 as a
committee of the National Lawyers Guild and became a free-
standing organization in 1980. Since their inception they have
served as a progressive source of advocacy-oriented legal support
on immigrant rights issues. www.nationalimmigrationproject.org

National Institute of Early Education Research (NIEER)
supports early childhood education initiatives by providing
objective, nonpartisan information based on research. The goal
of NIEER is to produce and communicate the knowledge base
required to ensure that every American child can receive a good
education at ages three and four. NIEER publishes annual
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reports profiling state-funded prekindergarten programs and
describes national trends for enrollment in, quality of, and state
spending on preschool. Tables include information on state-
funded prek, Head Start, child care, and U.S. Census data.

WWW.Nieer.org

National Network for Immigrant and Refugee Rights
(NNIRR) is a national organization composed of local coali-
tions and immigrant, refugee, community, religious, civil rights
and labor organizations and activists. It serves as a forum to
share information and analysis, to educate communities and the
general public, and to develop and coordinate plans of action on
important immigrant and refugee issues. www.nnirr.org

National Survey of Children’s Health (NSCH) is spon-
sored by the Maternal and Child Health Bureau of the Health
Resources and Services Administration. It examines the physical
and emotional health of children ages 0-17 years of age. Special
emphasis is placed on factors that may relate to the well-being
of children, including medical homes, family interactions,
parental health, school and after-school experiences, and safe
neighborhoods. www.nschdata.org

National Survey of Children with Special Health Care
Needs (NSCSHCN) assesses the prevalence and impact of
special health care needs among children in all 50 States and
the District of Columbia. This survey explores the extent to
which children with special health care needs (CSHCN) have
medical homes, adequate health insurance, and access to need-
ed services. www.cshendata.org

Office of Refugee Resettlement (ORR)’s mission is “to
help refugees, Cuban/Haitian entrants, asylees, and other bene-
ficiaries of our program to establish a new life that is founded
on the dignity of economic self-support and encompasses full
participation in opportunities which Americans enjoy.” The
Head Start Connection! is a specifically-designed Web page to
connect Head Start programs with the refugee provider net-
work, ORR’s partners, and other resources, including State
Refugee Coordinators and Cultural Orientation Resources.
www.acf.hhs.gov/programs/orr
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Pew Hispanic Center is a nonpartisan research organization
supported by The Pew Charitable Trusts. Its mission is to
improve understanding of the U.S. Hispanic population and to
chronicle Latinos’ growing impact on the entire nation. It pro-
vides information on the demographics, economics, education,
identity, immigration, labor, politics, and remittances of
Latinos. www.pewhispanic.org

Substance Abuse and Mental Health Services
Administration’s (SAMHSA) mission is to build resilience
and facilitate recovery for people with or at risk for mental or
substance use disorders. SAMHSA’s Office of Applied Studies
provides national estimates on mental health problems. As of
2001, state-level estimates are also now available, including
maps showing the prevalence ranks by States. The Refugee
Mental Health Program is located in the Center for Mental
Health Services at SAMHSA and provides refugee mental health
consultation and technical assistance to Federal, state, or local
agencies free of charge. www.samhsa.gov

U.S. Census Bureau’s Fact Finder is a source for popula-
tion, housing, economic, and geographic data. The site offers
features, such as:

m Population Finder: Find population estimates

and counts for your geography

B Fact Sheet: Easy access to data for the U.S.,
states, counties, city, towns and ZIP codes

B Fact Sheet for a Race, Ethnic, or Ancestry
Group: Highlights from the Census 2000
demographic profiles for a specific population

group

B People: Links to tables, maps and reports
B Housing: Links to tables, maps and reports

B Business and Government: Economic Fact
Sheets and links to tables, maps, and reports

Access to an overview of Census Bureau data, cen-
suses, and surveys is also available at this site.
www.factfinder.census.gov
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White House Initiative on Education Excellence for
Hispanic Americans On October 12, 2001 President George
W. Bush signed Executive Order 13230 to establish the
President’s Advisory Commission on Educational Excellence for
Hispanic Americans. The Commission is charged with strength-
ening the nation’s capacity to provide high quality education
while increasing opportunities for Hispanic American participa-
tion in Federal education programs www.yesican.gov

Zero to Three’s mission is to promote the healthy develop-
ment of our nation’s infants and toddlers by supporting and

strengthening families, communities and those who work on
their behalf. www.zerotothree.org
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Appendix E: Head Start Regulations, Program
Instructions, and Information Memorandums
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(The following is the partial text from 45 CFR 1305 Eligibility,
Recruitment, Selection, Enrollment and Attendance in Head
Start)

1305.3 Determining community strengths and needs

(a) Each Early Head Start grantee and Head Start grantee must
identify its proposed service area in its Head Start grant appli-
cation and define it by county or sub-county area, such as a
municipality, town or census tract or a federally-recognized
Indian reservation. With regard to Indian Tribes, the service
area may include areas designated as near-reservation by the
Bureau of Indian Affairs (BIA) or, in the absence of such a des-
ignation, a Tribe may propose to define its service area to
include nearby areas where Indian children and families native
to the reservation reside, provided that the service area is
approved by the Tribe’s governing council. Where the service
area of a Tribe includes a non-reservation area, and that area is
also served by another Head Start grantee, the Tribe will be
authorized to serve children from families native to the reserva-
tion residing in the non-reservation area as well as children
from families residing on the reservation.

(b) The grantee’s service area must be approved, in writing, by
the responsible HHS official in order to assure that the service
area is of reasonable size and, except in situations where a
near-reservation designation or other expanded service area has
been approved for a Tribe, does not overlap with that of other
Head Start grantees.

(c) Each Early Head Start and Head Start grantee must conduct
a Community Assessment within its service area once every
three years. The Community Assessment must include the col-
lection and analysis of the following information about the
grantee’s Early Head Start or Head Start area:

(1) The demographic make-up of Head Start eligible children
and families, including their estimated number, geographic loca-
tion, and racial and ethnic composition;

(2) Other child development and child care programs that are
serving Head Start eligible children, including publicly funded
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State and local preschool programs, and the approximate num-
ber of Head Start eligible children served by each;

(3) The estimated number of children with disabilities four years
old or younger, including types of disabilities and relevant serv-
ices and resources provided to these children by community
agencies;

(4) Data regarding the education, health, nutrition and social
service needs of Head Start eligible children and their families;

(5) The education, health, nutrition and social service needs of
Head Start eligible children and their families as defined by
families of Head Start eligible children and by institutions in
the community that serve young children;

(6) Resources in the community that could be used to address
the needs of Head Start eligible children and their families,
including assessments of their availability and accessibility.

(d) The Early Head Start and Head Start grantee and delegate
agency must use information from the Community Assessment
to:

(1) Help determine the grantee’s philosophy, and its long-range
and short-range program objectives;

(2) Determine the type of component services that are most
needed and the program option or options that will be imple-
mented;

(3) Determine the recruitment area that will be served by the
grantee, if limitations in the amount of resources make it
impossible to serve the entire service area.

(4) If there are delegate agencies, determine the recruitment
area that will be served by the grantee and the recruitment area
that will be served by each delegate agency.

(5) Determine appropriate locations for centers and the areas to
be served by home-based programs; and

(6) Set criteria that define the types of children and families
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who will be given priority for recruitment and selection.

(The information collection requirements are approved by the
Office of Management and Budget (OMB) under OMB Control
Number 0970-0124 for paragraphs (b) and (d).)

(e) In each of the two years following completion of the
Community Assessment the grantee must conduct a review to
determine whether there have been significant changes in the
information described in paragraph (b) of this section. If so, the
Community Assessment must be updated and the decisions
described in paragraph (c) of this section must be reconsidered.

(f) The recruitment area must include the entire service area,
unless the resources available to the Head Start grantee are
inadequate to serve the entire service area.

(g) In determining the recruitment area when it does not
include the entire service area, the grantee must:

(1) Select an area or areas that are among those having the
greatest need for Early Head Start or Head Start services as
determined by the Community Assessment; and

(2) Include as many Head Start eligible children as possible
within the recruitment area, so that:

(i) The greatest number of Head Start eligible children can be
recruited and have an opportunity to be considered for selec-
tion and enrollment in the Head Start program, and

(ii), the Head Start program can enroll the children and families
with the greatest need for its services.
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U.S. DEPARTMENT
OF HEALTH AND HUMAN SERVICES

Administration for Children and Families

ACYF
Administration
on Children,Youth

|. Log No.ACYF-IM-HS-00-12 § 2. Issuance Date: 4/25/00

3. Originating Office: Head Start Bureau

and Families

4. Key Word: Head Start Program Grant Application

GRANT APPLICATION TO CONTINUE A HEAD START OR EARLY HEAD START PROGRAM

Administration for Children and Families
Department of Health and Human Services

OMB No: 0970-0207
Expires 4/30/2003
[Attachment for Information Memorandum] ACYF-IM-HS-00-12

(Following is only the partial text from Grant Application document. It is focused on “Need for
Assistance” section of grant application requirement).

II. General Instructions for Completion of a Full and Abbreviated Project Description, Budget and
Budget Justification

All applicants must submit a Project Description, Budget, and Budget Justification based upon the fol-
lowing instructions:

Section A: All continuing applications. Applicants submitting applications for the first year of a three-
year cycle should respond to the “Full Project Description” instructions, Applicants submitting applica-
tions for the second and third year of a three-year cycle should respond to the “Abbreviated Project
Description” instructions.

Section B: Applicants requesting supplemental funds.
Section C: Applicants requesting grant amendments.

Project Descriptions should be concise and complete, but not unnecessarily lengthy.
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A. CONTINUATION APPLICATION

1. Objectives, Need for Assistance, and Geographic Area

Full Project Description

Objectives and Need for Assistance : Applicants must submit a summary of significant findings from
the most recent Community Assessment. Included should be a summary of each of the six categories of
information required by the Head Start regulation on Eligibility, Recruitment, Selection, Enrollment and
Attendance in Head Start, 45 CFR 1305.3(b):

The demographic make-up of Head Start eligible children, including number, location, and ethnic and
racial composition.

Other child development programs serving Head Start eligible children.
The estimated number of children with disabilities.
Data regarding the education, health, nutrition and social service needs of Head Start eligible children.

The education, health, nutrition and social services needs of Head Start eligible children, as defined by
their families and community institutions.

Resources available in the community.

Applicants should explain how the findings of the Community Assessment were used to help reach
decisions in the six areas listed in 45 CFR 1305.3(c):

Determine the program’s philosophy and long-range and short-range program objective.
Determine the type of services and program option or options to be provided.
Determine the recruitment area of the program.

If applicable, determine the recruitment areas of delegate agencies.

Determine the locations of centers and home-based programs.

Set the criteria that define the types of children and families that will be given priority for recruitment
and selection.

Geographic Area: Applicants must identify their proposed service area and define it by county or sub-
county areas, such as a municipality, town or census tract, or a Federally recognized Indian reservation.
Maps or other graphic aids may be attached.
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ABBREVIATED PROJECT DESCRIPTION

Objectives, Need for Assistance and Geographic Area: Applicants must provide a summary of any signif-
icant changes in the information in the Community Assessment determined during the annual review of
the Community Assessment including changes in the service area. The applicant must describe any pro-
posed changes in the program that have resulted from a reconsideration of the decisions described in the
six areas listed in 45 CFR 1305.3(c).

If there are no major changes, this should be stated in the application. No additional information is nec-
essary.

2. Program Approach and Results or Benefits Expected

FULL PROJECT DESCRIPTION

Program Approach : Applicants must provide information regarding both their program’s long range
goals and the objectives to be accomplished during the three-year period. Goals and objectives must
relate to the findings of the Community Assessment, be consistent with the philosophy of Head Start,
and reflect the findings of the program’s annual self-assessment.

Applicants must fill out the Program Approach Form, explained below in Section II, which specifies the
kinds of Head Start services which will be provided.

Applicants must describe how they are going to deliver high quality services to children and families in
all areas of service and program management defined by the Head Start Program Performance Standards
(45 CFR Part 1304) and the Head Start Program Performance Standards on Services to Children with
Disabilities (45 CFR Part 1308). Applicants must discuss how they plan to provide Early Childhood
Development and Health Services, build Family and Community Partnerships and ensure effective
Program Design and Management. Applicants must explain how their approach is linked to findings of
the Community Assessment and the program’s long-term and short term goals. Full written plans for
implementing services should not be submitted.

Applicants must provide information on progress made in meeting program requirements and plans for
improving the management and delivery of services. Specific needs for improvement identified through
self-assessments, monitoring reports, cost analysis data, Program Information Report data, audits, fiscal
reports and correspondence from the Regional Office should be discussed.

Results or Benefit Expected: Applicants must provide a brief summary of the results and benefits which
are expected in meeting the goals and objectives of the program during the following three-year period.
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ABBREVIATED PROJECT DESCRIPTION

Program Approach: Applicants must provide information regarding changes to the local long?range goals and shorter
term program objectives to be accomplished during the three?year cycle. If there are no changes to the
program goals and objectives, this should be stated in the application. No additional information is
required.

If major changes from the previous year’s program are proposed, applicants must submit information to
explain and justify the proposed changes. Major changes are the addition or discontinuance of a pro-
gram option, addition or discontinuance of a delegate agency, reductions in total funded enrollment, and
changes in the structure of Head Start/Early Head Start coordinating/management staff positions. If no
major changes are being proposed, this should be stated in the application. No additional information is
required.

Results or Benefit Expected: Applicants must provide a summary of results and benefits which have been
realized in meeting the goals and objectives of their program in implementing major activities established
for the previous program year.

3. Budget and Budget Justification

FULL PROJECT DESCRIPTION

Applicants should complete the Line-Item Budget for Head Start and Early Head Start which provides
detail for each object class on the SF 424 A. Applicants also must provide a narrative budget justification
which that explains the necessity, reasonableness, and allocability of proposed costs. The budget justifi-
cation should relate the proposed budget to the activities indicated in the Program Narrative.

Applicants must provide itemized lists of equipment purchases and contracts and a brief explanation of
travel costs and of non-Federal resources used to meet the non-Federal match requirement. The budget
narrative discussion should make reference to these lists, and should provide narrative discussion of any
items that merit further explanation.

Applicants also should explain and justify any proposed renovations or construction, and any “other”
direct costs (in object class (h) of the Line-Item Budget). The budget narrative should explain any situa-
tion or special programming that makes the data on the Program Approach Form and Line-Item Budget
unusual.

Information must be provided regarding the source and amount of cash and other resources that will be
used to support the project in addition to the Federal funds requested and the required non-Federal match.
In instances where the Head Start program delivers services in cooperation with other child development
and child care programs, such as State-funded preschool or child care, applicants should describe how
coordination will be managed from a budgetary perspective, addressing such areas as shared staff, facili-
ties, and equipment.
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ABBREVIATED PROJECT DESCRIPTION

Applicants must submit the Line-Item Budget for Head Start and Early Head Start and a budget justifica-
tion annually.

B. APPLICATION FOR SUPPLEMENTAL FUNDS

For supplemental assistance requests, applicants must explain the reason for the request and justify the
need for additional funding. Applicants must indicate whether the request is for a permanent funding
increase or if the request is for one-time funds. An SF 424 and 424A form, including evidence of Policy
Council approval of the request, also must be submitted. The budget and budget justification should
include only those items for which additional funds are requested.

C. APPLICATION FOR GRANT AMENDMENT

Applicants wanting to make a major program change within the course of a grant year with no signifi-
cant increase or decrease in funding must make a request for a grant amendment and secure written
approval from the appropriate ACF grant office prior to making the change. Major changes include but
are not limited to discontinuance of a delegate agency, reductions in total funded enrollment, and
changes in the structure of Head Start/Early Head Start management staff positions.

Except for changes requiring prior approval, grantees do not need to submit grant amendments when
transferring funds between and among the object class categories within the total approved budget of the
project, provided funds are used for allowable program costs.

III. Instructions for the Program Approach Form and the Line-Item Budget for Head Start and Early
Head Start

Grantees with delegate agencies should submit a separate Program Approach Form and a separate Line-
Item Budget for each delegate agency and for the grantee agency. Grantees should enter their official
grant number and, if appropriate, the official delegate identification number on each page of the
Program Design and Line-Item Budget forms

The Program Approach Form for Head Start and Early Head Start consists of two parts; a Summary of
Program Design and a Program Schedule, and is self-explanatory.

For the Line-Item Budget for Head Start and Early Head Start, the line items (or rows) are organized
into the same budget categories as in the Object Class Categories in Section B of the SF 424A:

(a) Personnel (b) Fringe Benefits (c) Travel (d) Equipment (e) Supplies (f) Contractual (g) Construction
(h) Other (i) Total Direct Charges and (j) Indirect Charges.

Note that on the SF 424A submitted for the grantee’s entire program, the costs associated with delegate
agencies are to be included in the Contractual Object Class Category.
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On the Line-Budget form:
Enter the budgeted HS/EHS costs for program operations in the first column

Enter the budgeted HS/EHS costs for Training and Technical Assistance (known as Program Account 20)
in the second column.

Enter the value of all budgeted non?Federal contributions (cash and in-kind contributions, including
volunteers) in the third column.

Identify the number of staff proposed for personnel line items.

The sum of all grantee and delegate agency costs reported in these columns must equal the amounts
specified in SF 424A of the grant application.
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U.S. DEPARTMENT
OF HEALTH AND HUMAN SERVICES
Administration for Children and Families

ACYF
Administration

. |.Log No.ACYF-HS-PI-04-03 @ 2. Issuance Date: | 1/30/04
on Children,Youth &

and Families
3. Originating Office: Head Start Bureau

4. Key Word: Full Enrollment

ACHIEVING AND MAINTAINING FULL ENROLLMENT

PROGRAM INSTRUCTION
TO: Head Start and Early Head Start Grantees and Delegate Agencies
SUBJECT: Achieving and Maintaining Full Enrollment

INSTRUCTION: This Program Instruction explains the Head Start Bureau’s policies and expectations
regarding grantee compliance with the requirements of 45 CFR Part 1305 - Eligibility, Recruitment,
Selection, Enrollment and Attendance in Head Start, particularly the need to achieve and maintain full
funded enrollment.

We all understand how important a Head Start experience can be in the lives of our nation’s disadvan-
taged children and families. In recognition of this, in fiscal year 2004 the Congress appropriated funds to
promote the school readiness of 909,000 low-income children through the provision of comprehensive
Head Start services. However, annual Program Information Report (PIR) data, as well as non-compliance
findings from on-site program reviews, indicate that an increasing number of grantees are having prob-
lems maintaining their full funded enrollment. By accepting a Head Start grant your agency is agreeing to
the terms of that grant, including the requirement that you serve the full number of children for whom
you have been funded. We cannot allow potentially thousands of children to be denied a Head Start
experience because some grantees do not achieve and maintain their full funded enrollment

GIVING ALL ELIGIBLE CHILDREN A CHANCE TO PARTICIPATE IN HEAD START

Because Head Start is not able to serve all of the low-income children who meet its eligibility criteria,
one of the most important responsibilities grantees have is to decide which children are selected to be
enrolled and which are not. Your agency is required by 45 CFR 1305 to take a number of important
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actions, including:
Conducting a Community Assessment of the strengths and needs within your approved service area.

Using the assessment to determine your program’s design option(s), the high-need areas from which chil-
dren will be recruited (if your program does not have the resources to reach your entire service area), the
location of centers, and the criteria that define the types of children who will be given priority for
recruitment and enrollment.

Recruiting the greatest number of children possible so they can be considered for selection and enroll-
ment.

Enrolling the children and families with the greatest need for Head Start services.

Although it may not be possible to serve all the low-income children in your service or recruitment area,
each eligible family has a right to learn about Head Start and be given a fair chance to have their child
considered for enrollment. This means taking steps such as providing recruitment materials in the lan-
guages of the major population groups who live in your area and hiring staff who can to do outreach to
these families in their languages.

In many communities throughout the country, there have been dramatic changes in population and
demographics over the past decade, such as the large number of Hispanics living in areas where they
have not traditionally lived. Are there new populations who have moved into parts of your service area
where your Head Start program does not recruit children? Does the location of your program’s centers
or its transportation services make it difficult or impossible for these families to enroll in Head Start? It
is important that you regularly review your designated recruitment areas to be sure they continue to be
appropriate. We urge you to make special efforts to reach populations who historically have been under-
served. Changing demographics should result in a changing Head Start program

It is particularly important for programs that are having difficulty maintaining full enrollment to take
steps to reach new populations and unserved neighborhoods and to revitalize outreach and recruitment
efforts.

MAINTAINING FULL ENROLLMENT

Another critical part of 45 CFR 1305 concerns maintaining full enrollment. The regulation requires that
“A Head Start grantee must maintain its funded enrollment level” and further states that, in order to do
this, “Each Head Start program, except migrant programs, must obtain a number of applications during
the recruitment process ... that is greater than the enrollment opportunities that are anticipated to be
available over the course of the next enrollment year in order to select those with the greatest need for
Head Start services.” It should be noted that programs are expected to be at full enrollment on the first
day of their enrollment year.
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The regulation also requires that, “...no more than 30 days may elapse before a vacancy is filled”,
except that, “A program may elect not to fill a vacancy when 60 calendar days or less remain in the pro-
gram’s enrollment year.” Grantees complying with these requirements will ensure that the maximum
number of eligible children possible receive the benefits of Head Start services. Such grantees should not
have any problems maintaining full enrollment.

Grantees that are not maintaining full enrollment or anticipate they may soon be at less than full enroll-
ment (for example, because they have no waiting lists) must immediately contact their ACF Regional
Office. In most cases, the Regional Office will schedule an on-site visit to assess the reasons for this and,
in conjunction with the grantee, make a judgment about how to resolve this issue.

If enrollment issues are due to changing demographics that have resulted in there being insufficient num-
bers of eligible children in the grantee’s service area, one approach could be for the ACF Regional Office
to reduce, through issuance of a Financial Assistance Award, grantee enrollment with a proportionate
reduction in funding. In situations where an enrollment reduction is not appropriate, such as when there
are still many unserved Head Start-eligible children in the grantee’s service area, the grantee and the
Regional Office will need to develop a strategy for reaching full enrollment as soon as possible. In most
cases, this will include designating the grantee’s enrollment problem as a non-compliance finding which
will need to be corrected within 90 days. The Regional Office and, as appropriate, the T/TA system will
work with the grantee during this 90 day period. If this problem is not corrected within 90 days, the
grantee will be designated as deficient and will be required to correct this deficiency within a specified
period of time that, generally, will not exceed 90 additional days. Failure to correct any identified defi-
ciency will, as required by law, result in ACF initiating proceedings to terminate the agency’s Head Start
grant, in whole or in part.

Enrollment problems identified during a monitoring review will be treated as a non-compliance finding,
subject to the above process, unless the Regional Office believes that the problem is of such scope and
severity that it should immediately be treated as a deficiency.

If your program is considering changing your program’s design or enrollment, the changes will eventually
require ACF approval. We encourage you to contact your ACF regional office early to discuss these
changes.

In summary, the Head Start Bureau, in conjunction with the ACF Regional Offices, intends to move
aggressively in the coming months to assure that each of the 909,000 children whom grantees have been
funded to serve will, in fact, receive the benefits of Head Start. Thank you for your continuing commit-
ment to Head Start.

Is/
Joan E. Ohl

Commissioner
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U.S. DEPARTMENT
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Administration for Children and Families

ACYF
Administration
on Children,Youth

|. Log No.ACYF-PI-HS-98-03 § 2. Issuance Date: 11/30/98

and Families
3. Originating Office: Administration for Children,
Youth and Families

4. Key Word: Eligibility Criteria

ELIGIBILITY REQUIREMENTS
PROGRAM INSTRUCTION

TO: Head Start Grantees and Delegate Agencies

SUBJECT: Interpretation of “Federal Public Benefit” in Instances where Head Start Agencies Provide
Services Supported through the Child Care and Development Fund

LEGAL AND RELATED REFERENCES: The Personal Responsibility and Work Opportunity
Reconciliation Act of 1996 (PRWORA), P.L. 104-193 and Head Start Information Memorandum
ACYF/HSB-98-12, “Guidance on the Interpretation of Federal Public Benefit”, 8/31/98.

BACKGROUND: On August 31, 1998, we sent you an Information Memorandum discussing title IV
of the Personal Responsibility and Work Opportunity Reconciliation Act of 1996 (PRWORA), P.L. 104-
193, which restricts access to most “Federal public benefits” to “qualified aliens.” Aliens who are not
“qualified aliens” are not eligible for most Federal public benefits. A copy of the August 31, 1998
Information Memorandum is attached.

In the Information Memorandum, we explained that it has been determined that Head Start programs
(including Early Head Start programs) do not provide “Federal public benefits” as defined in PRWORA
and, therefore, do not need to verify the immigration and citizenship status of families applying to enroll.

We also noted that other programs with which local Head Start programs often collaborate—such as
programs supported through the Child Care and Development Fund (CCDF)—are among the programs
that are required to verify the immigration and citizenship status of people applying for services. This
raised the question of whether agencies whose head Start program relies on various types of combined
funding arrangements with CCDF-supported child care providers or Head Start programs that receive
CCDF funds directly would need to verify the status of families applying to enroll in their Head Start
program. We have now determined that this will not be necessary.

A Workbook for Head Start Programs Serving Hispanic and Other Emerging Populations. Version |. December 2007 273



APPENDIX E: HEAD START REGULATIONS, Pls & IMs

INSTRUCTION: In cases where agencies provide Head Start services that are supported by CCDF funds
either through combined funding or service arrangements with other child care agencies or by receiving
CCDF funds directly—these services are not to be considered as “Federal public benefits.” Therefore, the
citizenship and immigration status of families applying to enroll would not need to be verified.

In addition, verification is not required when an agency that operates a Head Start program also pro-
vides a separate program for children that is entirely supported by CCDF funds, if the Head Start agency
makes this program subject to the Head Start Performance Standards. In these instances also, nonciti-
zens, regardless of their alien status, should not be banned from receiving services based solely on their
alien status.

The Child Care Bureau in ACYF is sending a Program Instruction on this issue to the State government
lead agencies administering child care programs under the Child Care and Development Block Grant
(CCDBG) Act of 1990. A copy of that Program Instruction is attached.

FOR FURTHER INFORMATION: For further information, please contact the ACF Regional Office
responsible for your Head Start program or the American Indian Programs Branch or the Migrant
Programs Branch if your program is funded by these offices.

/S/

James A. Harrell

Deputy Commissionerr

Administration on Children, Youth and Families
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U.S. DEPARTMENT
OF HEALTH AND HUMAN SERVICES

Administration for Children and Families

ACYF
Administration
on Children,Youth

|. Log No.ACYF-IM-HS-01-02 J 2. Issuance Date: 02/15/01

3. Originating Office: Head Start Bureau

and Families

4. Key Word: civil rights; limited English proficiency

SERVICES TO FAMILIES WITH LIMITED ENGLISH PROFICIENCY (LEP)
INFORMATION MEMORANDUM

TO: Head Start Grantees and Delegate Agencies
SUBJECT: Services to Families with limited English proficiency (LEP)

LEGAL AND RELATED REFERENCES: Head Start Act, as amended (42 USC 9801 et seq.) Title VI of
the Civil Rights Act of 1964, 42 USC 2000d et seq. and its implementing regulation at 45 C.ER. Part
80; and Guidance on the Title VI Prohibition Against National Origin Discrimination As It Affects
Persons With Limited English Proficiency, as published in the Federal Register on August 30, 2000.

INFORMATION: Head Start and other programs in the Department of Health and Human Services
(DHHS) are identifying more and more diversity in the background and culture of the families eligible
for and in need of Head Start services. Many families, especially those who recently arrived in the United
States, lack proficiency in the English language and may therefor need assistance in understanding the
programs and how to participate fully in them.

To assist such families, the Office for Civil Rights in DHHS issued new policy guidance to all DHHS
programs on August 30, 2000. A copy of this guidance is attached. Also attached is a list of Regional
Managers of the Office for Civil Rights who can provide assistance in addition to the assistance of your
Regional Office of the Administration for Children and Families and the American Indian and Migrant
Program branches.

Please review this new guidance and consider its applicability to your program. As you are aware, Head
Start Performance Standards already have provisions that address the issue of limited English proficiency
(LEP) children and families. These regulatory provisions are as follows:
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Communication with parents must be carried out in the parents’ primary or preferred language or
through an interpreter, to the extent feasible. (45 CFR 1304.51©(2)).

...staff and consultants must be familiar with the ethnic background and heritage of families in the
program and must be able to serve and effectively communicate, to the extent feasible, with children

and families with no or limited English proficiency. (45 CFR 1304.52(b)(4)).

When a majority of children speak the same language, at least one classroom staff member or home
visitor interacting regularly with the children must speak their language. (45 CFR 1304.52(g)(2)).

In general, grantees and delegate agencies which are in compliance with these provisions will be meeting
the requirements of Title VI. However, you may find useful suggestions and guidance in the attached
material.

Please contact your Regional Office or the American Indian and Migrant Program branches, or the
Regional Manager of the Office for Civil Rights, if you need assistance.

Douglas Klafehn
Acting Associate Commissioner
Head Start Bureau
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U.S. DEPARTMENT
OF HEALTH AND HUMAN SERVICES

Administration for Children and Families

ACYF
Administration
on Children,Youth

|. Log No.ACYF-IM-HS-99-09 § 2. Issuance Date: 06/28/99

and Families
3. Originating Office: Head Start Bureau

4. Key Word: Recruitment; Enrollment

INFORMATION MEMORANDUM
TO: Head Start Grantees and Delegate Agencies

SUBJECT: Reaching Unserved Populations and Assuring Equal Opportunity for Enrollment in Head
Start

SUMMARY: In recent years Head Start has been able to greatly increase the number of children it serves.
However, in most communities grantees can still serve only a portion of the low-income children who
are eligible and, therefore, must make choices about which children and families to serve and which not
to serve. These decisions can be particularly important in communities that have experienced significant
demographic changes in recent years, as immigrants and other new populations have arrived. We urge
grantees to make special efforts to contact and recruit these families and consider making changes in
recruitment areas if these families live in parts of the community that have not historically been served
by Head Start.

This Information Memorandum reviews Head Start’s policies concerning Community Assessments and
the process for determining which children are enrolled. It encourages grantees to give special attention
to the needs of populations that are unserved or underserved by Head Start, including ethnic and racial
groups who have recently arrived in communities.

INFORMATION: Regulations on Eligibility, Recruitment, Selection, Enrollment and Attendance in Head
Start, (45 CFR 1305), require grantees to conduct a Community Assessment at least once every three
years. Grantees must use the results of this assessment, among other purposes, to determine the types of
children and families who will be given priority for recruitment and selection and to determine appropri-
ate locations for centers. Based on the results of their Community Assessments, grantees must serve areas
within their community that have the greatest need for Head Start. When a grantee proposes a recruit-
ment area that is smaller than its approved service area it must explain why this recruitment area is best
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for its community in terms of providing enrollment opportunities to low-income families. The area to be
served must include as many Head Start eligible families as possible so the greatest number of children
can be given a chance to be selected for enrollment and the families with the greatest need for Head Start
services can be reached. We urge you to review 45 CFR 1305, where these policies are fully explained.

In recent years, many Head Start grantees have experienced significant changes in the demographic
make-up of the low-income families living within their service areas. In some communities, new racial
and ethnic groups have arrived, while in other communities low-income families have moved to different
neighborhoods. Many grantees have responded to these changes by conducting active outreach efforts to
bring new members of the community into the Head Start fold. In addition to new recruitment strategies,
their efforts include hiring staff who speak the languages of new groups, modifying their curriculums,
relocating centers to new sites and many other innovations.

One of the many reasons Head Start has been so successful over the last 35 years is that it is a locally
run program that has been sensitive to the widely varying needs of the local communities it serves. We
encourage every program, particularly those in communities with populations that are not currently being
reached, to seriously consider new steps to extend the opportunity of a Head Start experience to all eligi-
ble children. We hope that all programs will reach out to new families in their communities and welcome
them to be part of the Head Start program. Where possible, we encourage grantees to apply for expansion
funds to go into new parts of their communities or serve new populations. However, expansion may not
always be an option for grantees experiencing demographic changes. Some grantees will need to consider
responding to the needs of new families by reconfiguring their current programs, including relocating
centers to areas that are currently unserved or underserved.

To help support and focus attention on this issue during on-site monitoring visits, we plan to review the
extent to which grantees are conducting and using their Community Assessments appropriately and car-
rying out the responsibilities described in our regulation on eligibility, recruitment and selection (45 CFR
13095).

In conclusion, each Head Start grantee has an obligation to all the low-income families living within its
service area. Families recruited for enrollment into Head Start must be those families with the greatest
need for the program, as defined by the grantee’s own selection criteria. ACF Regional Office staff and
staff from the T/TA Quality Improvement Centers stand ready to work with any grantee needing assis-
tance in this area.

Douglas Klafehn (for)
Helen H. Taylor
Associate Commissioner
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U.S. DEPARTMENT
OF HEALTH AND HUMAN SERVICES
Administration for Children and Families

ACYF
Administration
on Children,Youth

|. Log No.ACYF-IM-HS-99-05 § 2. Issuance Date: 05/26/99

and Families
3. Originating Office: Head Start Bureau

4. Key Word: IMMIGRANTS; PUBLIC CHARGE

TO: All Head Start Grantees and Delegate Agencies

SUBJECT: Guidance on definition of “public charge” in immigration laws

INFORMATION: The Department of Justice (DoJ) published in the Federal Register on May 26, 1999 a
Notice of Proposed Rulemaking (NPRM) that establishes clear standards governing whether an alien is
inadmissible to the United States, ineligible to adjust immigration status, or has become deportable, on
the grounds that he or she is likely to be or is a “public charge.” The Immigration and Naturalization
Service (INS) also published Field Guidance in the same Federal Register, and the Department of State
(DoS) has issued a cable to all embassies, implementing immediately the policy set forth in the NPRM.

There has been some confusion among immigrant families, and service and benefit providers, regarding
how the receipt of different benefits and services by immigrants and their family members will be treated
for public charge purposes. The NPRM, along with the INS and DoS guidance, clarifies the limited num-
ber of benefits that may be considered by immigration officials in making public charge determinations.

The Do] proposes to define public charge to mean an alien who has become (for purposes of deporta-
tion) or is likely to become (for purposes of admissibility or adjustment) “primarily dependent on the
government for subsistence, as demonstrated by either the receipt of public cash assistance for income
maintenance or institutionalization for long-term care at government expense.”

Cash benefits for income maintenance include the following:
Supplemental Security Income (SSI);

Temporary Assistance for Needy Families (TANF), but not including supplemental cash benefits excluded
from the term “assistance” under TANF program rules or any non-cash benefits and services provided
by the TANF program; and State and local cash benefit programs that are for the purpose of income
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maintenance (often called “General Assistance” but which may exist under other names). The sole
exception to the focus on cash assistance is an instance in which Medicaid or a related program would
meet this definition by paying for the cost of a person’® institutionalization for long-term care. The
NPRM and Guidance clarify that receipt of cash welfare assistance (SSI, TANF, or State/local equiva-
lents) cannot automatically result in a public charge inadmissibility determination. The INS and DoS
officers must still apply a “totality of the circumstances” test which may include receipt of cash assis-
tance for income maintenance purposes, but also must include several mandatory factors, including age,
health, family status, assets and resources, financial status, education, and skills.

Head Start is not one of the programs listed above, and it is not identified in the INS or Do]J guidance as
providing a cash benefit for income maintenance purposes. Accordingly, an otherwise eligible noncitizen
can receive Head Start services under the Head Start Act and such receipt will not be considered by
immigration officials as part of the public charge determinations.

Because this policy area is complicated, we encourage grantees to become familiar with the NPRM and
Field Guidance published in the Federal Register. We are also attaching a set of frequently asked ques-
tions and answers to help grantees better understand the details of these new public charge policies and
which noncitizens may be affected.

If you need further clarification, please contact your Regional Office or the American Indian or Migrant
Programs branch.

/S/
Helen Taylor
Associate Commissioner
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U.S. DEPARTMENT
OF HEALTH AND HUMAN SERVICES

Administration on Children,Youth and Families

ACF
Administration

I. Log No.ACYF-IM-HS-98-12 § 2. Issuance Date: 08/31/98

for Children

and Families 3. Originating Office: Head Start Bureau

4. Key Word: Eligibility Criteria

INFORMATION MEMORANDUM
TO: Head Start Grantees and Delegate Agencies
SUBJECT: Guidance on the Interpretation of Federal Public Benefit

SUMMARY: The Personal Responsibility and Work Opportunity Reconciliation Act of 1996 (PRWO-
RA), P.L. 104-193, restricts access to “Federal public benefits” to “qualified aliens”. Aliens who are not
qualified aliens are not eligible for Federal public benefits.Head Start programs (including Early Head
Start programs) have been determined not to provide Federal public benefits as defined in PRWORA and
therefore are not required to implement new requirements for verifying the immigration and citizenship
status of families applying to enroll. Noncitizens, regardless of their alien status, should not be banned
from Head Start based solely on their alien status.

INFORMATION: In an August 4, 1998 Federal Register notice (Volume 63, Number 14, pages 41657-
41661), the Department of Health and Human Services identified 31 programs that provide Federal
public benefits (see attachment). With a number of exceptions, these programs are required to verify the
immigration and citizenship status of applicants in order to assure that only qualified aliens receive the
programs’ benefits and services. Although Head Start is not among these programs, other programs with
which many Head Start programs collaborate with are included, such as programs receiving the Child
Care and Development Fund.

We have also attached a list of programs, including Head Start, within the Administration on Children
and Families (ACF) that do not provide Federal public benefits.

The PRWORA defines a qualified alien as (1) an alien lawfully admitted for permanent residence under
the Immigration and Nationality Act (the “Act”); (2) an alien granted asylum under section 208 of the
Act; (3) a refugee admitted to the United States under section 207 of the Act; (4) an alien paroled into
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the United States under section 212(d)(5) of the Act for a period of at least one year; (5) an alien whose
deportation is being withheld under section 243(h) of the Act as in effect prior to April 1, 1997, or
whose removal is being withheld under section 241(b)(3) of the Act; (6) an alien granted conditional
entry under section 203(a)(7) of the Act as in effect prior to April 1, 1980; (7) an alien who is a Cuban
or Haitian entrant as defined in section 501(e) of the Refugee Education Assistance Act of 1980; or (8)
an alien who (or whose child or parent) has been battered or subjected to extreme cruelty in the United
States and otherwise satisfies the requirements of 8 U.S.C. 641(c).

The Department of Justice published a Notice of Proposed Rule Making (NPRM) on August 4, 1998,
Verification of Eligibility for Public Benefits (Volume 63, Number 149, pages 41662-41686), that may
also be of interest. Comments on the NPRM are being accepted through October 6, 1998.

Information about the HHS notice and the Department of Justice NPRM can be found on the Federal
Register On-line via GPO Access. [www.access.gpo.gov/su-docs/aces/acesl40.html]

FOR FURTHER CLARIFICATION, PLEASE CONTACT:

Edward Perez, Policy and Program Coordinator
Administration on Children, Youth and Families
P.O. Box 1182

Washington, D.C. 20013

(202) 205-8802

IS/

James A. Harrell

Deputy Commissioner

Administration on Children, Youth and Families
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Adoption Assistance
Administration on Developmental Disabilities (ADD)—State
Developmental Disabilities Councils (direct services only)

ADD—Special Projects (direct services only)
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ADD—University Affiliated Programs (clinical disability assessment services only)

Adult Programs/Payments to Territories
Agency for Health Care Policy and Research Dissertation Grants
Child Care and Development Fund

Clinical Training Grant for Faculty Development in Alcohol and Drug Abuse

Foster Care

Health Profession Education and Training Assistance
Independent Living Program

Job Opportunities for Low Income Individuals (JOLI)
Low Income Home Energy Assistance Program (LIHEAP)
Medicare

Medicaid (except assistance for an emergency medical condition)
Mental Health Clinical Training Grants

Native Hawaiian Loan Program

Refugee Cash Assistance

Refugee Medical Assistance

Refugee Preventive Health Services Program

Refugee Social Services Formula Program

Refugee Social Services Discretionary Program

Refugee Targeted Assistance Formula Program

Refugee Targeted Assistance Discretionary Program
Refugee Unaccompanied Minors Program

Refugee Voluntary Agency Matching Grant Program
Repatriation Program

Residential Energy Assistance Challenge Option (REACH)
Social Services Block Grant (SSBG)

State Child Health Insurance Program (CHIP)

Temporary Assistance for Needy Families (TANF)
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ACP Programs not defined as Federal public benefits and therefore not required to verify.

Abandoned Infants Assistance Program

ADD —University Affiliated Programs (non-clinical disability assessment services)

ADD —Protection and Advocacy

ADD—State Developmental Disabilities Councils (non-direct service components)

ADD —Special Projects (non-direct service components)
Administration for Native American Programs
Adoption opportunities

Child Welfare Training

Child Support Enforcement Program

Child Welfare Services State Grants

Child Abuse and Neglect State Grants

Child Abuse Discretionary Activities
Community-Based Family Resource Program
Community Economic Development Grants
Community Food & Nutrition

Community Schools Youth Services and Supervision
Community Services Block Grant

Domestic Violence Hotline

Education & Prevention Grants to Reduce Sexual Abuse
Family Preservation and Support

Family Violence Prevention & Services Program
Head Start and Early Head Start

National Youth Sports Program

Runaway and Homeless Youth

Rural Community Facilities

Transitional Living for Homeless Youth
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