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RUCD Mission Statement
Creating an environment of opportunities where Head Start and Early Head Start families are
empowered to change their lives.



RUCD Culture and Values
We Share Love of the Children and Families We Serve. We honor and respect the
families we serve, and are loyal to them and work together for empowerment and
education.
Our Work is Not Based on Our Wants and Needs. We focus our efforts in the workplace
on children and families, and strive to work toward the goals of the program, and not our
personal gain.
We Are Solution Focused. We reflect on situations and use our creativity and
problem-solving skills to create positive outcomes.
We Are a Culture of Accountability. Each staff member is accountable for their job
performance and we support each other to achieve excellence.



RUCD is:
a. An education and comprehensive service agency using all efforts during designated
service models toward the goal of school readiness
b. A trauma informed agency
c. An agency fully funded by federal dollars that follows all federal laws and cost principles

RUCD is not:
a. An employment agency
b. A trauma informed services agency
c. An agency that provide care outside of business hours
d. An agency that provides clothing, housing, financial help, crisis care etc.



General Information

RUCD Email
All RUCD employees receive a company email account upon hire. Employees are expected to
check and respond to emails daily.

Google Chat

RUCD uses Google Chat as another method to communicate and for groups to stay connected
with each other. Employees are expected to read messages daily and actively communicate with
peers, coworkers, managers, and other groups they are involved in.

Facebook Workplace

Employees receive an invitation to Facebook Workplace through their company email. Facebook
Workplace is used to share ideas, and successes, ask questions and connect with team members.
Check the Executive Director's blog for updates and important information.

Team Meetings/Data Meetings/Office Hours

Team Meetings: Centers should hold team meetings at each site. A good team meeting helps
teams align on the discussion topics, air any concerns or obstacles, and clarify future actions.
Teams may managers to team meetings as desired.

Data Meetings: Centers will meet monthly with the data team members to discuss data. Monthly
data meetings are meant to look at data in real-time to help drive the program's outcomes.

Office Hours: Centers may be required to attend office hours provided by RUCD staft or
consultants. The times of the office hours may vary.

Weekly Communication
Weekly communication includes an all-staff email, staff shout-outs, and center to-do lists. RUCD
uses weekly communication to achieve specific outcomes.
1. Internal communication is consistent so employees are informed about program goals and
initiatives and can take action to help achieve those goals.
2. Tasks are organized and communicated once a week so employees can schedule
assignments, ask questions, and meet objectives on time.
3. Employees can access content area experts and contact them anytime when a question or
concern is related to their expertise.
4. To ensure successful interactions, Direct supervisors and employees have mutually
respectful relationships involving open communication and warm handoffs to other
managers.

All Staff Email

The management team uses email to communicate program updates every Wednesday.
Employees are expected to review all-staff emails each week to stay informed. Use the quick
links at the bottom of the all-staff email to request support with many common issues, e.g.,
submit a technology or equipment request, supply request, appliance repairs, etc.



Staff Shout-outs
Any employee may recognize another employee through a staff shout-out using the Google Form
(accessible via the link at the bottom of the all-staff email).

To-Do Lists

To-do lists are organized by site using Google Sheets. Managers use the to-do list to
communicate once a week to support employees in completing objectives promptly.

Managers and specialists update the to-do list and notify staff weekly to review and complete
tasks. Employees are expected to stay up-to-date and complete tasks by the deadline or to
communicate with the individual who assigned the task if an extension is requested. To indicate a
task is complete, employees use the strikethrough function. Select Task>Format>Strikethrough

Annual Preservice

Employees receive training during the required annual preservice and throughout the program
year. The annual preservice communicates any changes and expectations for the coming program
year. Arrangements for the preservice will be made in advance, and staff will be notified prior.
Staff should plan for preservice each year as a starting point for the new program year.

Professional Development Plans

Professional Development Plans are required for all staff annually. The managers meet with staff
within the first three months of a new program year to discuss ideas for professional
development. Staff enters a goal and action steps in ChildPlus.

ChildPlus>Management tab>Personnel tab >Click on name>Professional Development Plan
tab>Add Professional Development Plan>Enter information in all sections and sign at the
bottom.

Employees are expected to notify their manager when the professional

development plan is complete;



Staff Qualifications
Operations Director/HR: Baccalaureate degree, preferably related to one or more of the
disciplines they oversee.
Operations Manager: Baccalaureate degree, preferably related to one or more of the disciplines
they oversee.
Education Manager: Baccalaureate or advanced degree in early childhood education or
Baccalaureate or advanced degree and equivalent coursework in early childhood education with
early education teaching experience.
Family Services Manager: Baccalaureate degree, preferably related to one or more of the
disciplines they oversee.
Health & Nutrition Manager: Baccalaureate degree, preferably related to one or more of the
disciplines they oversee.
Data/Compliance Manager: Baccalaureate degree, preferably related to one or more of the
disciplines they oversee.
Administrative Assistant: Experience supervising staff, fiscal management, and administration.
Specialist: Associate's or Bachelor's degree in a related field or equivalent coursework.
Coach: Baccalaureate degree in early childhood or related field.
Head Start Center-Based Teacher: Minimum Associate or Baccalaureate degree with a
minimum of 15 early childhood credits or are enrolled in a program that will lead to a degree
with required credits within three years of the time of hire.
Head Start Assistant Teacher (TA): Child Development Associate (CDA) credential or a
state-awarded certificate that meets or exceeds the requirements for a CDA credential or enrolled
in a CDA credential program to be completed within two years of the time of hire.
Classroom Support: Child Development Associate (CDA) credential or comparable credential,
and have been trained or have equivalent coursework in early childhood development with a
focus on infant and toddler development.
EHS Center-Based Teacher: Child Development Associate (CDA) credential or comparable
credential, and have been trained or have equivalent coursework in early childhood development
with a focus on infant and toddler development.
FE: Home-based CDA credential or comparable credential, equivalent coursework as part of an
associate's or bachelor's degree, and minimum, a credential or certification in social work, human
services, family services, counseling, or a related field.
FSWs: Minimum, a credential or certification in social work, human services, family services,
counseling, or a related field.
Cook: Food Safety Manager Certification or equivalent within 12 months of hire.



Program Design and Management
OHS Updates to Policy and Regulations
Outcome: Consistent communication and support to staff and families following notification of
changes to Head Start policies or regulations.
1. A communication plan is created that outlines each step, who is responsible, and
timelines for completion. The plan includes:

a. All managers fully read, discuss, and understand the communication from the
Office of Head Start (OHS) before sending a message to parents and staff.

b. Communication is sent to parents using CP messaging within two business days
of a change in the Federal requirement unless otherwise noted in notice of change
from OHS.

i. Communication is drafted by the CS team in coordination with the
education team, and sent for approvals as needed.

c. Communication to parents is shared to all staff and ways to support families
outlined and sent to staff at the same time as the message to parents.

d. Contact information for a specific manager or director is included in each
message to parents and staff.

2. Management team provides continued communication to staff and families to answer
questions, clarify expectations, and reiterate benefits and desired outcomes for change.

3. Management team utilizes various methods to collect data on the impact of
implementation plans, reviews and analyzes the data, and makes adjustments to the
system as necessary.



Specialist Expectation

Outcome: The expectations for Specialists will be the guide for all performance appraisals to
ensure high performance from all Specialist level staff.

Data
1.
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10.
I1.
12.
13.
14.
15.
16.
17.
18.
19.

20.

21

22.
23.
24.

All headings are concise to indicate the data being displayed. Longer explanations can be
added to the notes column.

Use drive downs to show more detail in data sets.

Drive downs are indicated in the title of the DOMO card.

Drive down data is directly related to the original data set (not new data). The drive down
aims to further explore the data measurement on the previous display.

Each drive down explains the previous data point only. Do not use multiple drive downs
that refer to the original data set.

Use dashboard collections in story mode to show correlations between more than one
data set.

Use card collections to group like cards together and the heading to indicate the topic
being viewed.

Use consistent center names and classrooms to compare data sets.

In a grouping, do not use a filter on a card that will rearrange the classroom/center names
in the data set.

Each data card displays one data set to show the question you are asking, the answer the
data is displaying and what interventions were done to improve data outcomes.

When displaying data, choose the card type that helps answer the question you are asking
related to compliance, performance standards, policy and procedures etc.

If you use cards that have a summary feature, make sure the data points are logical to add
together, as the addition creates a new data measurement.

The question you are asking in the card can be added to the description in the DOMO
card.

Data cards are to be created with the audience in mind

View your card through the perspective of a PC/Board member, a teacher, cook or SM.
Make the card easy to understand, with the outcome data clear and simple.

Use a format that shows the data as well as the lack of data, to identify gaps as well as
non-compliance.

Data is reporting monthly in the Management Data Tour to show outcomes and
interventions to the ED and the specialist team.

Data is reported up, with a summary of trends, questions and action taken to increase
outcomes.

Specialists prepare for the data tour and follow requirements for meetings as outlined
below.

. All data tables in Google Sheets are formatted with no color, no extra spaces, no bold or

italicized text and no cell merging.

All data tables are Times New Roman font, size 12.

All data tables are spelled correctly and capitalization is accurate and uniform.

All data is collected using the same methodology e.g. pre and post data will measure by
the same method to ensure the scale is consistent.



25.

26.

27.

28.

29.

30.
31.

All names follow the same convention as the ERSEA data for HS and EHS and are used
uniformly across all data tables.

All data is updated on time and correctly for each data submission due date. E.g. weekly
monitoring data, monthly reports for PC and Board of Directors, annual report, PIR etc.
The guiding principles for reporting are the responsibility of each Specialist to know and
follow, as found in the Head Start Performance Standards, Head Start Act, directives
given by leadership etc.

All data has a notes column and interventions column to explain noncompliance or
outlier data.

All data is collected for the 5-year grant cycle, with tabs along the bottom of each sheet
for each grant year e.g. 19-20, 20-21

All monthly data is inputted into DOMO cards for Education and CS as a full data set.
All data is assessed, corrected, and understood by each Specialist before submission.

Meetings

1.

2.

4.

5.

Meeting schedules will be similar and management meetings will be held on Monday,
calendar invites will be sent out and all meetings kept on schedule.
Only add agenda items that affect the group you are meeting in. The weekly meeting will
be scheduled for an hour, and only agenda items that affect the entire group will be
added, with an explanation and any documentation linked so all can prepare before the
meeting.
Agenda items that do not have an explanation and an action item/task expectation will be
tabled and will not be discussed during the meeting. Agenda items must be added two
work days before any scheduled meeting. This does not apply to a 1:1 meeting with the
ED, agenda items for the 1:1 meeting must be added by the end of day one day before.
Meetings are not used for the following:

a. Sharing information

b. Status updates

c. Just for team building
Meetings are:
Data and continuous quality improvement
Task driven
Action oriented
Outcome focused
Well prepared for/majority of work done before the meeting
Only involve those who are most impacted by the decisions of the group.
Issues ‘on the table’ not out ‘in the hall’
Ends with Who? Does what? When?

SR e e op

Weekly Schedule

1.

Each Specialist will follow the proscribed schedule as explained in previous
communications:
a. Monday: Meetings.
b. Tuesday: Data input, review and monitoring.
c. Wed & Thurs: Travel as needed (assess what can be done by video, phone or
cameras etc.).



d. Friday: Finish open projects, plan for the following week.

2. Travel is coordinated with all specialists.
Above/Below the Line
1. Above the line behavior: See it. Own it. Solve it. Do it.

a. See the problem, think it fully through from all angles, assess the
situation/problem.

b. Own the part of the problem that is ours, have strong boundaries and stay
non-reactive, non-emotional. If you do have an emotional reaction, remain
professional and manage your emotions privately.

c. Solve part of the problem we own, stay out of the problems we do not own. Be
innovative, be willing to try new things, get input on how to solve it.

d. Do it without procrastinating, waiting for others to tell us, waiting for someone
else who is an expert to show us, figure it out for ourselves and own the solution
and any failure that may come in trying new ways. After failure, try again and
again.

Below the line behavior

1.

AT

Wait and see.

Confusion/tell me what to do.
It's not my job.

Ignore/deny.

Finger pointing.

Cover your tail.

Prioritizing and Barriers

1.

(98]

Your boss’s priority is your priority. Insert new tasks when requested into your
daily/weekly calendar and prioritize according to need.
If you have a late task, you work late until it is complete.
Check email/hangouts/texts twice per day.
If there is a barrier:
a. Can you move the barrier?
b. If it cannot be moved, can you get around it?
c. Where can you get information and input for ideas on how to move or get around
the barrier?
Head Start Performance Standards and preamble.
Head Start Act
ECLKC
RUCD internal documents such as systems, policies, procedures, manuals etc.
Other Utah Head Start program staff.
List serves from NHSA.
Innovation labs.
Work/focus groups.

o a0 o

Tasks and Deadlines

1.

Each individual will monitor their own deadlines.
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Specialists will use an internal locus of control to manage and monitor and be responsible
for their own tasks.

All tasks that have an output to any audience (DOMO card, reporting, training, narrative,
PC/Board of Director materials etc.) will go through the approvals process.

Project Management List:

1. DOMO is used for all tasks, management meeting agendas, and ED approvals on the
Project Management List.

2. The due date on tasks will be the day it is to be fully complete and correct and will
designate due by, not due on.

3. The task owner may request an extension on a due date once with approval from their
direct supervisor.

4. If there is a pattern of late/incomplete or incorrect tasks the disciplinary system will be
followed.

5. All tasks that are moved to the completed or ED approval list will have the backup pasted
in the activity e.g. document, DOMO card, Google Sheet

System for Tasking

1. All tasks will have a due date, an owner, contributors and in the description box have an
itemized list of action items or expected outcomes with clarifying statements as needed.

2. Tasks in the 'all' that are not given by the ED, will go through an approval process, be
discussed in a meeting as needed and then added with all elements listed above.

3. Tasks given by the ED will be added to meeting agendas as applicable, to the 'all' list,

and/or on content areas lists.

Task Completion and Approval

1.

The specialist will complete the task (DOMO card, reporting, training, narrative,
PC/Board of Director materials etc.) and submit it to the direct supervisor for approval
and feedback by tagging the supervisor in the DOMO task card activity, or by presenting
materials during a peer review process.

The supervisor will send back questions or needed clarifications to the specialist once
using the DOMO card activity thread.

If the resubmitted task materials are approved the direct supervisor send to ED for
approval using the ED approval list in DOMO.

If changes or corrections need to be made the ED will send back once using the DOMO
card activity thread, or by moving the card back to the content area list.

If the resubmitted task materials remain unapproved, the direct supervisor may send back
to the specialist with no further corrections or suggestions; it is then the responsibility of
the specialist to problem solve the barrier of completing the work accurately and on time.
The due date for the task is for it to be complete and correct, so these steps must be
executed so the final approval to the ED is on time.

Data will be collected on tasks that are completed successfully as well as tasks that
remain undone, incorrect, or incomplete and reported to the ED as needed.

Tasking Flowchart

Specialist completes the assigned task and send to direct supervisor for approval
Was the task approved?






Documentation & Data
"If it's not in ChildPlus, it didn't happen."
As FSW, staff will document nearly every interaction with a family. Documentation is one of the
essential everyday practices staff will do. Knowing how to document is critical because it ensures
consistency, efficiency, and standardization. Good documentation allows anyone to review the
completed work and see where staff left off.

1. What to Document

a. Efforts in communication with family- when staff is working on a task with a
family, like registration, staff will need to document all efforts made to reach
them.

b. Family Opportunity and Interest Questionnaire- thorough documentation in the
notes section will help guide setting goals with the family. The more
documentation staff have, the easier it will be to support the family in setting a
goal.

c. Events and Actions

i. Caseworker notes- add this event when staff cannot classify what is
wanted to document in the other event types. An example would be when
staff shares information with their families or send out the monthly
newsletter. These events generally won't have many actions attached to
them.

ii. Collaboration-interagency- add this event when staff works with a
community partner to assist families.

iii. HS/EHS Coordination for Dual-Enrolled Families- add this event when
staff work with the FSW or FE to coordinate services for dual-enrolled
students. Coordination ensures staff are not duplicating services for the
family.

iv. Opportunity/Interest/Goal-add this event when creating an opportunity,
interest, or goal. See more detail below. Add actions any time staff
communicate or follow up with the family and if staff refer them to other
services.

v. Registration- add an event for registration. Staff will add several actions to
this event because registration is completed in parts (online registration,
in-person registration)

vi. Transition Field Trip- add this event for any transition field trips organized
for the family. Add actions on follow-up and follow-through.

13



Data Utilization Cycle

# What questions do you have?
» What data will you need to answer it?
1. Plan s How will you get that data?

¢ What actions will
you take?

« What questions
from Step 6 will
you tackle next?

e Who is responsible
for data collection?

« What checkpoints do
you have to ensure
data collection?

Data
Utilization
Cycle 3. Inspect

What data do you have

available?

& What are the sources
of that data?

+ What is the quality of

your data?

6. Analyze

s What does
the data say?

s What might have
caused the
patterns you see?

+ What questions
does the analysis

bring up? 4. Preserve

« Did you get the data « |s your data stored
you planned? safely and securely?
s Have you considered
all relevant data
sources?
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Continuous Quality Improvement

Outcome: RUCD data is used for continuously assessing, evaluating and creating opportunities
for improvement.

I.

Management and Executive teams use data to identify program strengths and needs,
develop and implement plans that address program needs, and continually evaluate
compliance with program performance standards and progress towards achieving
program goals.
a. Leadership team uses data to identify program strengths and needs each week on
data day and they create:
i. Quarterly progress data on Five Year Goals, objectives, action steps.

ii. Content area data: ERSEA, COR, ASQ 3, ASQ SE-2, behavior plans, MH
referrals, PIR data, Health 45/90-day screenings, family services needs
assessment

b. Develop and implement plans that address program needs:
i. Develop improvement plans based on self-assessment
ii. Review CQI projects, open and complete.
iii. Review any current and closed corrective action plans.
c. Evaluate compliance with program performance standards and progress towards
achieving program goals:
i.  Ongoing monitoring results.
ii. DOMO data reports/meeting.
iii. DataSay reviews.
Ensure data is aggregated, analyzed, and compared to assist agencies in identifying risks
and informing strategies for continuous improvement in all program service areas.
a. Data is aggregated, analyzed, and compared to identify risks and inform
strategies:

1. DOMO data is displayed for program data, reported in monthly
management meetings (1st Monday of every month)

ii. Analysis is documented on management meeting agenda notes and follow
up items

Ensure child-level assessment data is aggregated and analyzed at least three times a year,
including for sub-groups, such as dual language learners and children with disabilities, as
appropriate.

a. Analyze, aggregate, and compare COR data three times per year

1. Aggregate data to show outcomes for dual language learners.

ii. Aggregate data to show outcomes for children with disabilities.

iii. Aggregate data to show outcomes for children who will transition to
Kindergarten

b. Identify risks and inform strategies.
Continuous improvement related to curriculum choice and implementation, teaching
practices, professional development, program design, and other program decisions,
including changing or targeting scope of services:

a. Yearly review of curriculum choice.

b. Ongoing monitoring and improvement on curriculum implementation.

c. Individualized coaching for continuous improvement on teaching practices.
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d. Professional development, including training platform lessons, in-person
trainings, and beginning of the year training on areas targeted for improvement.

e. Continuous improvement of program design:

i. Evaluate program design yearly

ii. Target areas for improvement
f. Continuous improvement of program decisions:

i. Evaluate program decisions yearly

ii. Change or target scope of services

5. Use information from ongoing monitoring and the annual self-assessment and program
data on teaching practice, staffing and professional development, child-level assessments,
family needs assessments, and comprehensive services to identify program needs and
develop and implement plans for program improvement:

a. Use and analyze data from ongoing monitoring.

b. Annual review in Datasay of findings.

c. Specialized training in training platforms, face to face and orientation trainings
based on needs of the program.

d. Create ways for continuous quality improvement based on identified needs.

e. DOMO data displayed to show continuous improvement in all areas.

6. Use program improvement plans as needed to either strengthen or adjust content and
strategies for professional development, change program scope and services, refine
school readiness and other program goals, and adapt strategies to better address the needs
of sub-groups.

a. Review program improvement plans.

b. Create a plan based on the needs of the program to create professional
development opportunities in person, training platforms, or other means.

c. Evaluate school readiness goals yearly to adapt to changes in the program and the
needs of the families we serve.

d. Create strategies to address the needs to all sub-groups
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Ongoing Monitoring
Outcome: Data is monitored and corrections made in a timely manner to effect positive change
to achieve full compliance and complete all screening and follow up care for each child and
family served by RUCD.
1. Establish and perpetuate an ongoing monitoring system for all content areas using
DOMO, DataSay, Child Plus reports, and other tracking that is updated annually:

a. Follow ongoing monitoring system.

b. Display monitoring results data in DOMO dashboard.

c. Create to-do list items, DOMO tasks, improvement plans, or corrective action
plans as needed to correct non-compliance or areas of needed follow up found in
ongoing monitoring.

d. Document all monitoring events in the Monitoring Results Google sheet:

i. Content area managers to monitor all direct services and report monthly to
the director.

ii. Directors to monitor the results of content area managers' monitoring, and
review content area data to ensure complete and accurate data reporting
and report monthly to the ED.

iii. ED to monitor the results of the directors' monitoring and reviews all
monitoring results in the DOMO dashboard monthly.

e. Report results of monitoring at monthly management data tour meeting.

f. Report results of monitoring quarterly in the extended management meeting.

2. Corrective Action plans will be completed when a non-compliance is identified in
ongoing monitoring.

a. Manager/Director will fill out the Corrective Action Form in their content area.

b. Objectives are listed that are the desired outcome and will include a list of tasks to
reach full compliance.

c. All corrective action plans are submitted to the direct supervisor.

d. All corrective action plans are submitted to ED for final approval

e. Timelines will be followed and check back dates submitted until resolved.

3. Improvement Plans will be completed when an area of concern is identified that does not
reach the level of a non-compliance.

a. Manager/Director will complete the improvement plan in their content area.

b. Objectives are listed that are the desired outcome and will include a list of tasks to
reach full compliance.

c. All improvement plans are submitted to the direct supervisor.

d. All improvement plans are submitted to ED for final approval
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ED Grant Management
Outcome: To retain current funding add supplemental funding and compete for new funding for
RUCD.
Grant Submission for Region VIII Grant Cycle.
1. Baseline grant application, Year 1 of 5 Year Grant Cycle.
a. Create new funding application in OHS Enterprise System (HSES):
i. Import the previous year application, including all grantee information and
budget amounts.
ii. Edit 424 A to update contacts, administrative addresses, etc.
iii. Review all error messages and fix.
b. Begin new budget with amounts sent in the Funding Guidance Letter:
i. Edit amounts in HSES budget tab.
ii. Add to budget narrative the description of each line item
iii. Check to ensure amounts match in HSES and in budget narrative
2. Grant narrative:
a. Follow current grant instructions (version 3) for baseline and continuation grants.
b. For continuations grants, content area experts update in suggestion mode,
approved by content area directors and ED.
3. Documents to add to HSES:
a. Annual report
T/TA plan with budget
Selection criteria
Community assessment or updates (may also be added to narrative).
PC and Board minute and signature page.
S-year goals/objectives/barriers.
4. Grant review by regional/national office:
a. Receive grant questions, directors and ED reply within regional office deadlines
5. When notice of award is given, all managers, directors and ED will ensure compliance to
the actions outlined in the grant narrative, any changes through the year are documented
and updated in the next application cycle.

mo a0 o
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Five Year Goals System
Outcome: RUCD Five Year Goals are created, updated, and shared with all stakeholders to
create effective change in the program and communities where we provide services to children
and families.
1. Establish goals, objectives, and outcomes at the beginning of each 5 Year Grant Cycle.
a. Set up measurable objectives at the time of establishing goals.
i. Create workgroup.
ii. Create broad program goals by reviewing data such as: self-assessment,
community partners, staff surveys, parent surveys etc.
iii. Set up measurable objectives based on the identified goals.
1. Choose data with consistent measures and 2-3 data points.
iv. Long term goals written based on community assessment.
b. School readiness goals written based on educational, health, nutritional, and
family and community engagement program services:
1. May create workgroup, including teaching staff, parents, specialists etc.
ii. School readiness goals written based on ELOF
c. Health and safety goals written to ensure children are safe at all times:
i. May create work group including site managers, teaching staff, specialists,
etc.
ii. Health and safety goals written based on OHS screener, Caring for
Children, Health Advisory recommendations, etc.
d. 5 Year Goals approved by Policy Council and Board of Directors
e. Create action steps:
i. Semi-annual review of action steps and outcomes in April/October.
ii. Annual reporting of progress via DOMO card shared with PC/Board/Staff.
iii. Annual reporting of barriers via HSES in grant document.
iv. Create improvement plan for barriers with management team and share
with PC/Board/Staff.
f. Annual review of internal documents:
i. Review of relevant supporting documents, policy, procedure, checklists,
and staff manuals.
g. Ongoing assessment of program goals:
1. Effective progress with program goals annually:

1. Annual self-assessment:

a. Create a workgroup.

b. Using aggregated program data such as child assessment
data, professional development, and parent and family
engagement data, etc.

c. Evaluate programs progress meeting goals.

2. Compliance of program standards such as the effectiveness of
professional development, family engagement systems in
promoting school readiness, etc.

a. Collaborate with staft, program parents, specialists,
governing body, policy council, etc.

b. Submit self-assessment and information to HHS.

h. Grant Application instructions for Continuation Grants:
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i. Continuation Application Instructions.

i. If applicable, list any additions, deletions, or revisions to your Program Goals,
Measurable Objectives, and Expected Outcomes that have occurred since last
year’s application and briefly describe the reasons for those changes (such as)
resulting from ongoing oversight or from using data for continuous improvement
as described in 1302.102(b)&(c).

i. If no updates or changes have occurred, include a sentence to that effect.

For each Program Goal:

1. Demonstrate your Progress/Outcomes this year toward meeting your Measurable
Objectives and Expected Outcomes.

2. Describe any Challenges in achieving progress towards Expected Outcomes and how
your program is working to address those Challenges.

3. If additions, deletions, or revisions were made to your program’s School Readiness Goals
since last year’s application, then describe how the revised goals align with the Head
Start Early Learning Outcomes Framework:

a. Ages Birth to Five, state and tribal early learning guidelines, as appropriate, and
requirements and expectations of the local schools where children will transition.

4. If additions, deletions, or revisions were made to your Program Goals since last year’s
application, then include information on how parents and the governing body were
involved in those changes.
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Note to Readers:

Thank you for exploring this sample of our work. In order to maintain the brevity of our
online showcase, we've provided only a selection from this piece.

Should you be interested in viewing the complete work or wish to delve deeper into our
portfolio, please don't hesitate to reach out. We're more than happy to provide extended

samples upon request.

Warm regards,
The Write Direction Team
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