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I. Policy and Procedures Binder–each site should have this binder

a. Policy Group By-laws (policy committee/parent committee)

b. Impasse/Conflict Resolution

c. Shared Governance Process/Joint Approval Schedule
d. Complaint Procedure

e. Conflict of Interest Policy

f. Program Plans-Governance Specific

g. Child Care Reimbursement Procedures

h. Personnel Procedures for Parent Involvement

There should be supporting evidence on file that the Policy Committee and the Board were involved in the develop, review and revision of  these respective Program Governance Polices and Procedures as appropriate cf with 1304.50 & Appendix A prior to obtaining their approval.
II Policy Committee Binder– should be centrally located

a. Membership Roster ( post Policy Committee Members on the Parent  Board w/ their respective office held)
b. Long & Short Term Goals & Objectives

c. Program Planning Schedule

d. Policy Group Activity Calendar/Budget for the Program Year

e. Meeting Notices

f. Sign-In Sheets

g. Agenda (includes but not limited to):

i. Program Updates:
· Enrollment & Attendance

· Child Outcomes

· Snack & Meals

· PIR (Program Information Reports)

ii. Monthly Financial Reports

iii. Citywide Parent Policy Council Report

iv. Community Representatives report

h. Minutes

i. Handouts

j. Evidence of Approval/Disapproval of Program Governance 1304.50 cf Appendix A

i. Head Start/Early Head Start Sub-Grant Agreement to CYS

(Inclusive of activities to support the active involvement of parents in supporting program operations, including policies to ensure the Head Start Delegate is responsive to community and parent needs.)
ii. Supplemental Fund Request/Budget Amendments/ Program Amendments

iii. Program philosophy, long and short term goals 
iv. Procedures for Program Planning
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v. Criteria for defining recruitment, selection & enrollment priorities

vi. Staff Hiring/Terminations

vii. Personnel Policy and Procedures

(Inclusive of procedures regarding the hiring, compensation,,

evaluation,  and termination of the Executive Director, Head Start Director, Director of Human Resources, Chief Fiscal Officer, and any person in an equivalent position ( 2007 Head Start Act 642 C). Inclusive of standards of conduct for program staff, contractors, volunteers, and criteria for the employment and dismissal of program staff.

viii. Impasse/Conflict Resolution Procedures

ix. Shared Governance Process

x. Program Plans 

xi. Self-Assessment Improvement Plans

xii. Bylaws inclusive of the compositional make-up of the Policy Committee & Election Process

xiii.
Evidence of the election process from parent committee to policy committee; policy committee to policy council; election of officers and selection /approval of community representatives.

III. Evidence of Training to Policy Groups-1304.52(k)(4)

a. Policy Committee’s Role in Head Start Program Governance

b. Fiscal Training ( Head Start/Early Head  Start Budget)

c. Leadership Training

d. Head Start Performance Standards Training/Head Start Act
e. Parliamentary Procedures Training

f. Personnel Training

g. Sub-Grant Agreement Process Training

h. Self-Assessment Training

IV. Parent Committee Binder–each site will maintain its own binder

a. Program Goals & Objectives

b. Parent Activity Calendar/Budget for the Program Year

c. Meeting Notices

d. Sign-In Sheet

e. Agenda-should include site director’s report and policy committee report
and other agenda items as appropriate
f. Handouts 

g. Minutes (file & post a copy of the Policy Committee minutes on the parent board)
V. Board of Directors Binder-should be centrally located

a. Membership Roster

b. Board By-Laws

c. Head Start/Early Head Start Short and Long Term Goals & Objectives

d. Program Planning Schedule
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e. Board Minutes should include evidence of

i. Program Updates/Information Memorandums/Program Instruction/ CYS Policies & Procedures

ii. Head Start/Early Head Start Financial Reports

iii. Evidence of Approval/Disapproval according to 1304.50 cf w/ Appendix A for Planning, General Procedures, and Human Resources:

1. Head Start/Early Head Start Sub-Grant Agreement to CYS

a. Program Planning Schedule

b. Long and Short term Goals & objectives

2. Supplemental Fund Request/Budget & Program Amendments

3. Personnel Polices & Procedures

a. Inclusive of procedures regarding the hiring, evaluation, 
compensation,  and termination of the Executive Director, Head Start Director, Director of Human Resources, Chief Fiscal Officer, and any person in an equivalent position ( 2007 Head Start Act 642 C
4. Staff Hiring/Termination-Head Start Director

5. Impasse/Conflict Resolution Process

6. Shared Governance Process and Joint Approval Schedule
7. Self-Assessment Improvement Plans

8. Compositional Make-Up & Election Process for Policy Committee

VI. Evidence of Training to the Board -1304.52(k)(4)

a. Board’s Role in Head Start Program Governance

b. Fiscal Training (Includes understanding the Head Start/Early Head Start Budget)

c. Head Start Performance Standards/Head Start Act
d. Sub-Grant Agreement Process 
e. Self-Assessment Training

VII. Evidence of Training provided includes but not limited :

a. Agenda

b. Sign-In Sheets

c. Handouts

d. Evaluations

e. Indication in minutes if provided as part of the meeting

VIII. Evidence of shared communication between and with the board, the policy committee, 

parent committees and respective staff.

IX. Documents due to DFSS
a. Delegate Agency Parent/Policy Committee Establishment Tracking Form
Due to DFSS October  31, 2011
i. Parent Orientation Date  

ii. Parent Committee First Meeting Date

iii. Policy Committee First Meeting Date

b. Letter of Certification-Due to DFSS November 30, 2011
The 2011-2012 CPPC Membership Memo is forthcoming.
If a parent is unable to serve on the CPPC, the delegate agency needs to submit an updated 

Letter-of-Certification to CYS within 45 days or sooner of parent’s inability to serve.
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