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Introduction 
 

The [ORGANIZATION] operates its Department Policies and Procedures Manual, as mandated 

by: 

● Head Start Program Performance Standards 45 (CFR) Chapter XIII – Administration for 
Children and Families 

● Head Start Act (As Amended December 12, 2007) 

 

These policies adhere to the general guidelines of the ECLKC Performance Standards and the 

Texas Health and Human Services Standards. 

ECLKC Performance Standards focus on ensuring children's health and well-being in areas like: 

Access to ongoing healthcare (including dental) 

Up-to-date immunizations 

Healthy meals and nutrition 

Mental health and social-emotional development 

The Texas Health and Human Services Standards sets guidelines for various programs. 

 

All health information is made confidential in accordance with HIPAA regulations. 

Staff can only share information with healthcare professionals and support personnel involved 

in the child's care with written parental consent. 

 

Acknowledgements: 
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Department Overview 
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Department Deadlines and Activities 
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Policies and Procedures 
 

System Service Area: Advocating for Quality Health Services for Children in 
Texas 

Related Regulations: xx 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:   This policy ensures all children enrolled in Texas early childhood programs - including daycare,  

 pre-kindergarten, and Head Start - have access to quality health services that align with the  

 ECLKC Performance Standards and the Texas Health and Human Services Standards. 

Time Frame:  XX  

Person(s) Responsible: XX  

Procedure: 

 Integration and Best Practices 

● Promote healthy practices in Childcare Programs 

● Advocate for Childcare Programs to adopt practices aligned with ECLKC health 

standards, such as ensuring access to healthy meals and snacks, promoting physical 

activity, and maintaining hygienic environments. 

● Encourage Childcare Programs to integrate practices that support social-emotional well-

being and mental health development, as outlined in the ECLKC standards. 

● Advocate for the collection of data on children's health status and access to healthcare 

services within Childcare Programs. 

 Advocacy and Policy Development 

● Advocate for funding initiatives that promote preventive healthcare services for 

children. 

● Support policies that expand access to affordable, quality healthcare for all children in 

Texas, regardless of immigration status or socioeconomic background. 

● Advocate for policies that improve the coordination and integration of healthcare 

services for children across different agencies. 

● Advocate for funding and development programs that equip staff with the knowledge 

and skills to identify and address basic health needs of children. 

  

DO N
OT C

OPY

jomjom

jomjom



[  ] HEALTH SERVICES DEPARTMENT POLICIES & PROCEDURES MANUAL 
 

[ORGANIZATION]                                                                                                  Page 7 of 34 
 

 

System Service Area: Annual training update on reporting suspected abuse 
and neglect 

Related Regulations: xx  

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:   This policy ensures all staff members in Childcare Programs maintain current knowledge and  

 skills for identifying, reporting, and responding to suspected child abuse and neglect, with the  

 aim of ensuring staff competency in recognizing and responding to suspected abuse or neglect,  

 and promoting consistent application of reporting procedures across the Program. 

Time Frame:  XX  

Person(s) Responsible: XX  

Procedure: 

All Program staff (teachers, administrators, volunteers, support staff) are required to complete 

mandatory annual training updates on: 

● Identifying signs and symptoms of child abuse and neglect (physical, emotional, 

sexual, neglect). 

● Recognizing potential indicators unique to different age groups and 

developmental stages. 

● Understanding current Texas mandatory reporting requirements and 

procedures, including changes to relevant laws or regulations. 

● Effective communication strategies for interviewing children about potential 

abuse without causing further harm. 

● Maintaining a professional and supportive demeanor when interacting with 

children who may have been abused or neglected. 

 Training Format 

● Training updates can be delivered through various formats, including in-person 

workshops, online training modules, and/or interactive webinars. 

Regardless of format, the training program should be engaging, informative, and address practical 

scenarios relevant to Program settings.  
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System Service Area: Availability of Health Resources Policy 

Related Regulations: xx 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:   This policy ensures that the Program maintains readily available health resources to promote  

 children's well-being and address basic health needs. It aligns with the focus on child health and  

 safety. While these documents don't mandate specific resources, this policy promotes   

 preparedness. 

Time Frame:  XX  

Person(s) Responsible: XX  

Procedure: 

 Health Information Resources 

● Age-appropriate health information materials are readily accessible to staff in a central 

location. 

● These may include Information on common childhood illnesses and injuries, first-aid 

procedures, and emergency contact information (poison control center, ambulance) 

 Community Health Resources 

● Program staff maintains a list of local healthcare professionals (pediatricians, dentists) 

and community resources (clinics, hospitals) readily available to staff and 

parents/guardians. 

● This list should be updated regularly. 

 Communication and Training 

● The staff are trained on recognizing signs and symptoms of common childhood illnesses 

and injuries. 

● Proper first-aid procedures and the use of available health resources are included in 

staff training. 

● Information on accessing community health resources are provided to 

parents/guardians. 
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System Service Area: Developing and Implementing Individualized Health 
Plans 

Related Regulations: xx 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:   This policy establishes a comprehensive framework for developing and implementing   

 Individualized Health Plans (IHPs) to address the unique health needs of all children enrolled in  

 Childcare Programs, promoting optimal health and well-being. It helps set clear, measurable,  

 achievable, relevant, and time-bound (SMART) goals for improved health outcomes or   

 management of existing conditions. 

Time Frame:  XX  

Person(s) Responsible: XX  

Procedure: 

 IHP Development Process 

● IHPs should be tailored to the child's specific needs and address a comprehensive 

assessment of the child's current health status, including: 

○ Diagnosed conditions and ongoing medical needs 

○ Allergies and medication administration protocols 

○ Dietary restrictions or specific nutritional requirements 

○ Functional limitations or special equipment needs 

○ Social-emotional well-being and potential health influences 

● The input of parents or guardians regarding the child's health needs and preferences is 

crucial. 

● Teachers, nurses, or health professionals familiar with the child's daily routines and 

health observations within the Program should also be consulted. 

● The Primary Care Provider (PCP) should be involved to ensure alignment with the child's 

overall healthcare plan. 

● Depending on the child's needs, specialists (e.g., speech therapist, occupational 

therapist) may be involved in developing specific sections of the IHP. 
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Individualized Health Plans (continued) 
 
 

 IHP Implementation 

● Program staff receive ongoing training on  

○ IHP development and implementation processes. 

○ Recognizing signs and symptoms of potential health concerns in children. 

○ Effective communication strategies with parents and healthcare providers. 

○ Culturally competent care practices. 

● Appropriate resources are allocated to support IHP implementation, including staff time 

for collaboration and communication, technological tools for documenting and sharing 

IHP information securely, and access to relevant training materials and resources. 

 Program Evaluation and Continuous Improvement 

● The IHP policy is reviewed periodically to assess its effectiveness in improving children's 

health outcomes and promoting collaboration between stakeholders. 

Data collected on IHP implementation can be used to identify areas for improvement, such as staff 

training needs or resource allocation adjustments.  
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System Service Area: Health Emergency Bulletin 

Related Regulations: xx 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:   This policy ensures the safety and well-being of children, staff, and families in Childcare   

 Programs by establishing a clear protocol for monitoring and responding to health emergency  

 bulletins issued by local or state health departments. 

 The aim is to have timely awareness of potential health threats, allow for proactive response  

 measures, protect children, staff, and families from exposure to infectious diseases, and 

promote collaboration and communication with health authorities and the community. 

Time Frame:  XX  

Person(s) Responsible: XX  

Procedure: 

● Program administrators designate a staff member responsible for monitoring health 

alerts and bulletins from relevant health authorities, such as the Texas Department of 

State Health Services (DSHS), local public health departments, and official health 

department email alerts. 

● Upon receipt of a Health Emergency Bulletin, the designated staff member reviews the 

information and determines its potential impact on the Program. 

● Based on the specific health emergency, the Program implements appropriate response 

measures aligned with guidelines outlined in the Bulletin. 

● Program staff maintain a record of all received health emergency bulletins and the 

corresponding actions taken by the Program. This documentation may be essential for 

future reference or regulatory requirements. 
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System Service Area: Health Records Actualization and Updating Policy 

Related Regulations: xx 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:   This policy details the procedures for ensuring the accuracy and timeliness of children's health  

 records maintained by the Program. 

Time Frame:  XX  

Person(s) Responsible: XX  

Procedure:  

Parents/Guardians are responsible for 

● Providing complete and accurate health records upon enrollment. 

● Promptly informing the Program of any changes to their child's health information, , 

including new immunizations received, development of allergies or medical conditions, 

changes in medications or dosages (with a new physician's order), and updates to 

emergency contact information. 

● Providing necessary documentation to verify updates. 

Program Staff are responsible for 

● Reviewing and verifying updates received from parents/guardians. 

● Maintaining accurate and up-to-date health records. 

● Communicating record update expectations to parents/guardians. 

● Following up with parents/guardians regarding late or missing updates. 

● Documenting all updates in the child's individual health record and other relevant 

program files. 

● Clearly marking outdated information and archiving it (for reference purposes). 

● Tracking changes in electronic health record systems. 

● Communicate health record update expectations to parents/guardians. 
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System Service Area: Health Services Staff Collaboration with Health 
Services Advisory Committee (HSAC) Policy 

Related Regulations: xx 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:  The Program mandates collaboration between health services staff and HSAC members   

 to enhance health services, access to care, and health awareness for enrolled children. 

Time Frame:  XX  

Person(s) Responsible: XX  

Procedure:   

The HSAC is comprised of representatives from various backgrounds, including health care professionals 

(e.g., pediatricians, nurses), mental health professionals, community social service agencies, and 

program health services staff 

 Collaboration Activities 

● Joint planning and development of health and wellness programs for children. 

● Identification of community resources to enhance children's health services. 

● Development of strategies to address specific health needs within the Program 

population. 

● Educational workshops or training sessions for staff and parents on child health topics. 

● Regular meetings are held between health services staff and HSAC members (frequency 

to be determined). 

● Staff present program health services plans, policies, and procedures to the HSAC for 

review and feedback. 

● HSAC members provide recommendations and insights on health-related issues 

affecting children in the program. 

● Open communication is encouraged to explore best practices. 
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System Service Area: Keeping copies of all health records in a safe place for 
transitional purposes 

Related Regulations: xx 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:   This policy details securely maintaining copies of children's health records for transitional  

 purposes during enrollment changes in the Childcare Program, with the aim of ensuring   

 continuity of care for children transitioning between the Programs, providing healthcare  

  providers with a complete health history for informed decision-making, and maintaining 

   compliance with relevant standards and regulations. 

Time Frame:  XX  

Person(s) Responsible: XX  

Procedure: 

● Copies of all health records are maintained for children enrolled in the Program for a 

defined period following program exit or transition. 

● Copies of health records must be stored securely in accordance with the Health 

Insurance Portability and Accountability Act (HIPAA) regulations to protect children's 

privacy. 

 Transition Process 

● Upon a child's exit or transition, the Program: 

○ Obtains written consent from parents/guardians for releasing health records to 

the receiving program or healthcare provider. 

○ Sends copies of health records securely to the authorized recipient following 

established procedures. 

○ Maintains a record of the transfer, including the date and recipient information. 

 Destruction of Records 

● After the defined retention period has elapsed and following any verification 

requirements, the Program staff may dispose of health records using secure methods 

that comply with HIPAA regulations, such as shredding paper records and securing 

deletion of electronic files.  
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System Service Area: Medicaid Services 

Related Regulations: xx 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval: Board Revision: 

Policy:   This policy details the Medicaid health insurance program for low-income individuals and  

families and those who qualify have a right to coverage, and the specific services and coverage  

details of Medicaid, as they vary depending on a child's individual needs and Medicaid eligibility, 

as not all ECLKC standards may be directly covered by Medicaid. 

Time Frame:  XX 

Person(s) Responsible: XX 

Procedure: 

● Some Medicaid services align with ECLKC standards, such as doctor visits,

immunizations, and nutritional counseling.

● Some Medicaid services cover preventive and treatment services for children, including

doctor visits, immunizations, and some specialists. This aligns with the ECLKC's focus on

ongoing healthcare access. It may cover some additional services that support ECLKC

goals, such as early intervention services for children with developmental delays or

mental health services.

● Medicaid services generally include hospital care (inpatient and outpatient), physician

services, laboratory and X-ray services, home health services, nursing facility services for

adults, and early and Periodic Screening, Diagnostic, and Treatment (EPSDT) for children

(covers a comprehensive range of preventive, diagnostic, and treatment services).

● Additional optional services may include mental health and substance use disorder

treatment, dental care, vision care, physical therapy, and/or prescription drugs.

● Medicaid may also cover nutritional counseling and provide benefits for healthy foods,

supporting the ECLKC's emphasis on healthy meals

The Texas Health Steps program provides healthcare coverage for children enrolled in Medicaid in 

Texas, covering EPSDT services as required by Medicaid, including preventive care (checkups, 

immunizations, screenings), diagnostic services (tests to identify health problems, treatment services 

(treatment for identified health problems), and dental services (depending on age). 
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System Service Area: Monitoring and Reporting Suspected Abuse and 
Neglect 

Related Regulations: xx 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:   This policy ensures the safety and well-being of all children enrolled in the Program, and  

 establishing a comprehensive system for monitoring, reporting, and responding to suspected  

 child abuse and neglect, with the aim of protecting children from harm by ensuring timely  

 reporting of suspected abuse or neglect. 

 This policy adheres to relevant federal and state laws, including the Texas Family Code and the  

 Child Abuse Prevention and Treatment Act (CAPTA).  

Time Frame:  XX  

Person(s) Responsible: XX  

Procedure: 

All Program staff, including teachers, administrators, volunteers, and support staff, receive 

mandatory training on 

● Identifying signs and symptoms of child abuse and neglect (physical, emotional, sexual, 

neglect), both verbal and non-verbal cues. 

● Recognizing potential indicators of maltreatment unique to specific age groups or 

developmental stages. 

● Understanding mandatory reporting requirements and procedures in Texas. 

● Effective communication strategies for interviewing children about potential abuse 

without causing further harm. 

● Maintaining a professional and supportive demeanor when interacting with children 

who may have been abused or neglected. 

● Ongoing training and refresher courses are provided to ensure staff knowledge remains 

current. 

 Monitoring and Observation 

The staff are vigilant in observing children for signs of abuse or neglect during program 

activities, including: 

● Unexplained injuries (bruises, burns, cuts) 

● Changes in behavior (withdrawal, aggression, anxiety) 
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Monitoring and Reporting Suspected Abuse and Neglect (continued) 
 

● Poor hygiene or inadequate clothing 

● Developmental delays or regression 

● Statements or behaviors suggesting abuse 

 Reporting Procedures 

● Any staff member suspecting child abuse or neglect has a legal and ethical obligation to 

report it immediately. 

● Suspected abuse is reported to the Texas Department of Family and Protective Services 

(DFPS) Child Abuse Hotline (1-800-932-0373) within 24 hours of suspicion. 

● The incident is documented, including date, time, observations, and any statements 

made by the child. 

● Staff are required to collaborate with DFPS and cooperate with any investigations. 

 Confidentiality and Support 

● The staff maintain confidentiality of all information related to suspected abuse or 

neglect, except for mandatory reporting to DFPS. 

● The staff provide support and resources to families involved in an investigation, while 

respecting ongoing legal processes. 

● A list of local resources for child abuse prevention and support is made available. 

 

CONFIDENTIALITY 

● All Program staff are mandated reporters and legally obligated to report suspected child 

abuse or neglect to the Texas Department of Family and Protective Services (DFPS) Child 

Abuse Hotline. 

● The staff maintain confidentiality of all information related to suspected abuse or 

neglect, except for mandatory reporting to DFPS, including not discussing details of 

suspected abuse with anyone outside of the designated reporting process, and not 

sharing information that could identify the child or their family without prior 

authorization. 

● The staff are transparent with parents/guardians regarding reporting requirements 

when concerns arise. However, the reporting obligation to DFPS supersedes 

confidentiality in suspected abuse or neglect cases. 

● Even during investigations, Program staff strive to support families involved by offering 

resources for child protection services and mental health support, and maintaining open 

communication within the boundaries of confidentiality. 

The staff receive training on maintaining confidentiality while fulfilling their mandatory reporting 

obligations.  
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System Service Area: Monitoring Children's Health Records 

Related Regulations: xx 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:   This policy details the Program's procedures for monitoring children's health records and  

 ensuring compliance with immunization requirements and other health-related regulations. 

Time Frame:  XX  

Person(s) Responsible: XX  

Procedure: 

 Health Record Collection and Review 

● Upon enrollment, parents/guardians provide the program with the child's current health 

records, including immunization records, history of allergies or medical conditions, 

physician contact information, and any physician-ordered medication administration 

forms (if applicable) 

● Program staff review the records for completeness and ensure they comply with 

immunization requirements set by the Texas Department of State Health Services 

(DSHS). 

 Ongoing Monitoring 

● Program staff monitor any changes in a child's health status through daily health 

observations (e.g., temperature checks, signs of illness), communicate with 

parents/guardians regarding any health concerns, and review updated health 

information provided by parents/guardians. 

 Recordkeeping 

● All children's health records are maintained in a secure location with limited access (e.g., 

locked filing cabinet, password-protected electronic health record system). 

● Records are kept up-to-date and reflect any changes in a child's health information or 

medication needs. 
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System Service Area: Notifying Health Services Director and Nurses Policy 

Related Regulations: xx 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:   This policy details the procedures for notifying the Health Services Director and   

 nurses of health-related issues concerning children enrolled in the Program. 

Time Frame:  XX  

Person(s) Responsible: XX  

Procedure: 

Notification Process 

● Any observed or reported health concerns are promptly communicated to the nurse on 

duty. 

● The nurse assesses the situation and determines the necessary course of action. 

● Depending on the severity of the concern, the nurse may need to: 

○ Provide basic first aid or administer medication (with parental permission and 

doctor's orders on file). 

○ Contact the child's parent/guardian for pick-up and further evaluation by a 

healthcare professional. 

○ In critical situations, call emergency services. 

● The nurse keeps the Health Services Director informed of any significant health concerns 

or incidents requiring their attention, in the following situations: Outbreaks of infectious 

diseases; Serious injuries requiring medical attention; or Ongoing health concerns 

requiring program-wide modifications (e.g., food allergies). 

● All health concerns, observations, actions taken, and communication with 

parents/guardians is documented in the child's individual health record. 

● Parents/guardians are informed of the program's notification procedures and their role 

in reporting health concerns. 
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System Service Area: Parent/Guardian Accompaniment During 
Exams/Tests/Screening Procedures Policy 

Related Regulations: xx 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:  This policy details the Program's approach to parent/guardian accompaniment during children's 

exams, tests, and screening procedures, with the goal of balancing the importance of parental 

involvement with the need to ensure efficient and standardized testing procedures 

Time Frame:  XX  

Person(s) Responsible: XX  

Procedure: 

The exams, tests, and screening procedures are determined by the program, and allow for 

parent/guardian accompaniment based on the age of the child and the type of procedure 

(invasive vs. non-invasive). 

Parents/guardians are informed well in advance of upcoming exams/tests/screening 

procedures, purpose, and accompaniment. 

  If parent/guardian accompaniment is permitted: 

● Only one parent/guardian per child is allowed in the testing area. 

● The accompanying adult must be respectful of program staff instructions and 

maintain a quiet and supportive presence. 

  If accompaniment is not permitted: 

● The staff ensure a safe and supportive environment during the procedure. 

● Parents/guardians are promptly informed of the results and have an 

opportunity to discuss them with the healthcare professional involved. 

● Alternative arrangements may be considered on a case-by-case basis. 
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System Service Area: Parent/Guardian Participation in Health Lessons and 
Activities Policy 

Related Regulations: xx 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:  The program fosters collaboration between parents/guardians and staff through health 

education participation, promoting children's health and well-being by strengthening home-

program partnerships and reinforcing healthy habits. 

Time Frame:  XX  

Person(s) Responsible: XX  

Procedure: 

 Participation Opportunities 

● Parents/guardians are invited to participate in health lessons and activities in various 

ways, including being guest speakers on specific health topics (e.g., nutrition, dental 

hygiene); volunteering to assist with health activities (e.g., cooking demonstrations, 

healthy snack preparation); providing feedback on health curriculum and suggesting 

topics of interest; and/or participating in workshops or presentations alongside their 

children) 

● Program staff suggest ways for parents/guardians to reinforce health concepts learned 

at the program at home. 

● Take-home materials and activities are provided to encourage family discussions and 

engagement in healthy behaviors. 

Communication and Transparency 

● Program staff provide clear and consistent communication to parents/guardians 

regarding upcoming health lessons and activities. 

● Information includes the topics covered, learning objectives, and any materials used. 
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System Service Area: Physical Examination Policy (Head-to-Toe Assessment) 

Related Regulations: xx 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:   All children enrolled in the Program will undergo a thorough health assessment upon   

 entering the program to identify any potential health concerns. 

Time Frame: 

Person(s) Responsible: XX  

Procedure: 

 Initial Health Examination 

● All children entering the Program must have a physical examination performed 

by a U.S. licensed/certified healthcare professional (e.g., pediatrician, physician). 

● The healthcare professional's examination should include a head-to-toe 

assessment, covering general appearance and development, vision and hearing, 

heart, lungs, and abdomen, musculoskeletal system, and neurological function. 

 Re-examinations 

● Program staff may recommend follow-up examinations as needed based on the 

initial assessment or ongoing health concerns. 

● Re-examinations are conducted at the frequency recommended by the child's 

healthcare provider. 

 Responsibilities 

● Parents/Guardians are responsible for scheduling, ensuring their child receives 

the initial physical examination, any recommended follow-ups, and providing 

complete and accurate health information. 

● Program Staff are responsible for assisting parents/guardians in understanding 

the importance of the physical examination, collecting and maintaining 

documentation of health examinations, and ensuring children with health 

concerns receive appropriate support within the program. 
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System Service Area: Promoting Preventive Healthcare via Newsletters and 
Conferences 

Related Regulations: xx 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:   This policy increases awareness and knowledge about preventive healthcare practices among  

 parents and caregivers of children enrolled in the Childcare Program, with the aim of improving  

 health outcomes for children through early intervention and prevention of illness and creating  

 stronger partnerships between the Program staff, healthcare providers, and families. 

Time Frame:  XX  

Person(s) Responsible: XX  

Procedure: 

 Newsletters 

● Develop engaging and informative newsletters about: 

○ Healthy eating habits and promoting nutritious lunches. 

○ The importance of regular checkups and well-child visits. 

○ Early signs and symptoms of common childhood illnesses. 

○ Resources for accessing preventive healthcare services (e.g., local clinics, dental 

programs). 

● Distribute newsletters regularly (e.g., monthly or quarterly) through multiple channels 

like email, printed copies, and/or website. 

● Create visually appealing and culturally sensitive newsletters in an accessible format. 

 Conferences 

● Organize or partner with organizations to host conferences focusing on preventive 

healthcare for children. 

● Invite healthcare professionals as speakers 

Offer childcare services during conferences to encourage participation. 
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System Service Area: Public Assistance for [ORGANIZATION] Payment 
Disbursement 

Related Regulations: xx 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:   This policy ensures transparent and efficient disbursement of public funds allocated to the  

 [ORGANIZATION] program, maximizing their impact on program quality and services for 

 enrolled children. 

Time Frame:  XX  

Person(s) Responsible: XX  

Procedure: 

 Funding Sources 

● The primary source of funding for Head Start programs is the Head Start Act, 

administered by the Office of Head Start within the U.S. Department of Health and 

Human Services (HHS). 

 Eligibility for Public Assistance 

● Eligibility is determined by OHS based on factors such as the need for Head Start 

services in the community, applicant's experience and capacity to deliver quality 

services, and their ability to meet federal performance standards. 

 Payment Procedures 

● Upon receiving a grant award from OHS or other funding sources, the [ORGANIZATION] 

program establishes a detailed budget outlining how funds are allocated across various 

program components. 

● The budget is developed considering federal and state regulations, program needs, and 

best practices for Head Start programs. 

● The [ORGANIZATION] maintains a financial management system to track all incoming 

and outgoing funds, compliant with federal and state financial reporting requirements, 

and with internal controls to minimize the risk of fraud or misuse of funds. 
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Public Assistance Payment Disbursement (continued) 

 

 Financial Reporting 

● The [ORGANIZATION] is required to submit regular financial reports to OHS and 

potentially other funding agencies, including details on how funds were spent compared 

to the approved budget, documentation supporting expenditures, and performance 

data on program outcomes for enrolled children. 

 Monitoring and Auditing 

● OHS conducts periodic monitoring and audits of Head Start grantees to ensure 

compliance with federal regulations and program standards. This may involve reviewing 

financial records and program operations. 

The [ORGANIZATION] also conducts internal audits periodically to identify any areas for improvement in 

financial management practices.  

DO N
OT C

OPY

jomjom

jomjom



[  ] HEALTH SERVICES DEPARTMENT POLICIES & PROCEDURES MANUAL 
 

[ORGANIZATION]                                                                                                  Page 26 of 34 
 

 

System Service Area: Referrals Policy 

Related Regulations: 1302.42 (a); §746.609 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:  This policy details the procedures for initiating and following up on referrals for children 

enrolled in the Program who may require additional health services or support. 

Time Frame:  XX  

Person(s) Responsible: XX  

Procedure: 

 Referral Process 

● Program staff observe the child and document any concerns. 

● Staff consults with the child's parents/guardians and the Program nurse to discuss the 

concerns and explore potential explanations. 

● Parental consent is obtained before initiating any referral. This is done through a written 

consent form or documented verbal consent. 

● Staff identify appropriate healthcare professionals or specialists based on the child's 

specific needs. This might involve consulting with the child's pediatrician, contacting 

local community resources, or collaborating with the HSAC (Health Services Advisory 

Committee) for recommendations. 

● A referral form is completed, outlining the child's name, date of birth, reason for referral 

(specific observations and concerns), developmental history (if applicable and/or 

relevant), any current medications, therapy history, and parent/guardian contact 

information. 

 Communication and Follow-up 

● Program staff communicate the referral decision to parents/guardians in a sensitive and 

supportive manner. The reason for referral is explained clearly, and resources are 

offered to address any concerns they may have. 

● Staff assist parents/guardians in scheduling appointments with the chosen specialist and 

obtaining necessary records from the program (e.g., immunization records, 

developmental assessments). 
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Referrals Policy (continued) 

 

 Following the appointment, program staff: 

● Collect a copy of the healthcare professional's report or recommendations (with 

parental consent). This can be obtained directly from the specialist or through 

the parent/guardian. 

● Discuss the report with parents/guardians to understand the specialist's findings 

and recommendations. 

● Collaborate with parents/guardians and any recommended support personnel 

to develop a plan of action to support the child's needs within the Program. This 

may involve program modifications, accommodations, or integrating any 

recommended therapies. 

● If necessary, update the child's individual health record to reflect the referral, 

specialist's recommendations, and any adjustments made within the Program. 
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System Service Area: Referring non-Medicaid parents/guardians to 
community health resources for assistance 

Related Regulations: xx 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:  This policy ensures all children enrolled in Childcare Programs in Texas have access to necessary 

health services, regardless of their family's Medicaid enrollment status, with the goal of 

improving health outcomes for children through early intervention and preventive care, and 

enhancing collaboration between programs and community health organizations. 

Time Frame:  XX  

Person(s) Responsible: XX  

Procedure: 

 Identification of Needs 

● Program staff are trained to identify potential health concerns in children, including 

signs and symptoms of illness or developmental delays, and/or indications of unmet 

health needs (e.g., frequent absences due to illness, changes in behavior) 

 Referral Process 

● Programs maintain a comprehensive resource list of local community health clinics, 

charity care providers, and other relevant organizations offering services to uninsured or 

underinsured children. 

● With parental consent, Program staff can refer families to appropriate community 

health resources based on the identified needs, including providing contact information 

and brochures, assisting families with appointment scheduling, and advocating for 

families navigating the healthcare system. 

● Programs may develop partnerships with local health providers to facilitate referrals and 

ensure a smooth transition for families accessing services. 
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System Service Area: Regular Health Records Review 

Related Regulations: xx 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:  This policy ensures the accuracy, completeness, and accessibility of health records for all 

children enrolled in Childcare Programs to support informed decision-making and continuity of 

care.  

Time Frame:  XX  

Person(s) Responsible: XX  

Procedure: 

Regular review of health records demonstrates a commitment to providing quality care 

for all children enrolled in the Program. Timely identification of potential health 

concerns for early intervention help improve health outcomes. 

● Reviews are conducted by trained Program staff (e.g., nurse, health professional), who 

are tasked with 

○ Verifying the accuracy and completeness of existing information. 

○ Updating records with new information from healthcare providers or parental 

reports. 

○ Ensuring all required immunizations are documented and up-to-date. 

○ Identifying any missing information or potential health concerns requiring 

further action. 

 Record Retention and Accessibility 

● The Program has a documented policy for health record retention and accessibility that 

complies with all applicable laws and regulations (e.g., HIPAA), including: 

○ Secure storage procedures for physical records (if applicable). 

○ Protocols for electronic health record (EHR) access and management. 

○ Clear guidelines on who can access health records and under what 

circumstances. 
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System Service Area: Securing Information from Primary Healthcare 
Provider Policy 

Related Regulations: xx 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:  This policy details the procedures for securely obtaining and maintaining information from a 

child's primary healthcare provider (PCP) to ensure the child's well-being and program 

compliance. 

Time Frame:  XX  

Person(s) Responsible: XX  

Procedure: 

 Information Request 

● Once parental consent is obtained, program staff submit a written request for health 

information to the child's PCP.  

 Information Receipt and Storage 

● Program staff verify the information pertains to the correct child, and maintain the 

information in a secure location with limited access (ie.  password-protected electronic 

health record system), fully following HIPAA regulations for data security and privacy. 

 Sharing of Information 

● Health information is only shared with authorized program staff who have a legitimate 

need to know for the child's care and well-being within the Program. 

● Disclosure to anyone outside the Program requires written parental consent, except in 

emergency situations. 

 Retention and Disposal of Information 

● Health information is retained in accordance with program record-keeping policies and 

applicable state regulations. 

A secure disposal of outdated or no longer needed health information is ensured (e.g., 

shredding paper records, following secure data deletion protocols for electronic 

records). 
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System Service Area: Special Menu Policy - Physician-Ordered 
Modifications 

Related Regulations: xx 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:   This policy details the procedures for providing children with special dietary needs in   

 accordance with a physician-ordered modified diet plan. 

Time Frame:  XX  

Person(s) Responsible: XX  

Procedure: 

 Documentation Requirement 

● All children requiring a special diet must have a written modification plan from a U.S. 

board-certified physician, Physician Assistant (PA), or Nurse Practitioner (NP). 

● Each plan should detail the child's name and date of birth, specific dietary restrictions or 

modifications (e.g., food allergies, intolerances, medical conditions), and recommended 

substitutions or alternative foods. 

 Communication and Collaboration 

● Program staff review the plan with the parents/guardians and address any questions or 

concerns. 

● Staff collaborate with the Program's food service provider or those responsible in-house 

to ensure the modified menu options can be accommodated. 

 Accommodation and Modifications 

● The staff make reasonable efforts to provide meals and snacks that meet the child's 

specific dietary needs based on the physician-ordered plan. Substitute foods that meet 

the child's nutritional needs and restrictions are offered, or existing menu items 

modified (by omitting certain ingredients or preparing food separately). 
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System Service Area: Staff training on Universal Precautions 

Related Regulations: xx 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:  This policy details how to equip staff with the knowledge and skills to implement Universal 

Precautions (UP) effectively, with the aim of reducing the risk of infectious disease transmission 

within the Program setting, promoting a healthy and safe environment for children, staff, and 

families, and ensuring staff compliance with relevant health and safety regulations. 

Time Frame:  XX  

Person(s) Responsible: XX  

Procedure: 

● All new staff receive UP training as part of their onboarding process. 

● Training can be delivered in various formats, including interactive workshops with 

demonstrations, online training modules with quizzes, and/or hands-on practice sessions for 

proper hand washing and PPE use.  

● Annual refresher training is provided for all staff. 

● All staff participate in mandatory training on UP regarding: 

○ The Principles of UP. 

○ Applying consistent preventative measures. 

○ Common modes of infectious disease transmission (e.g., respiratory, direct contact, 

bloodborne). 

○ Proper handwashing techniques with soap and water for at least 20 seconds, including 

specific situations requiring handwashing (e.g., after diaper changes, before food 

preparation, after contact with bodily fluids). 

○ The appropriate use of PPE (e.g., gloves, gowns, masks) for specific situations, including 

proper donning and doffing procedures to avoid contamination. 

○ The procedures for cleaning and disinfecting surfaces, toys, and equipment to prevent 

the spread of germs, following recommended protocols for various types of 

disinfectants 

○ The policies on excluding children with infectious symptoms and staff sick leave 

procedures. 
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Staff training on Universal Precautions (continued) 
 
 

 Monitoring and Evaluation 

● The staff monitor adherence to UP practices through regular observations and self-

assessments. 

● Feedback mechanisms are established allowing staff to report concerns or suggest 

improvements to UP protocols. 

● Periodic reviews of training materials and delivery methods are conducted to ensure 

effectiveness and address evolving best practices. 

 

RESOURCES 

● The staff are provided access to readily available resources on UP, including guidelines for 

proper cleaning and disinfection procedures and information sheets on common childhood 

illnesses. 
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System Service Area: Vitals Monitoring Policy 

Related Regulations: xx 

Related Forms: Related Reports: 

PC Approval: PC Revision: 

Board Approval:  Board Revision: 

 

Policy:  Program staff are responsible for following established procedures for monitoring the vital signs 

of children enrolled in the program. This is done to identify potential health concerns and 

ensure the well-being of all children. 

Time Frame:  XX  

Person(s) Responsible: XX  

Procedure: 

 Monitoring Frequency 

● Vitals (temperature, pulse, respiration) may be monitored periodically based on 

program needs and individual child considerations (e.g., age, health status, activity 

level). 

● More frequent monitoring may be necessary during illness outbreaks or for children 

with specific health conditions. 

● Blood pressure and BMI calculation are not routinely necessary for young children but 

may be done upon a healthcare professional's recommendation. 

 Monitoring Techniques 

● Staff trained in proper techniques utilize appropriate equipment to measure vitals (e.g., 

digital thermometers, pulse oximeters). 

● Height and weight are measured using calibrated equipment. 

 Documentation and Communication 

● Vital signs are documented in each child's individual health record. 

● Any abnormal readings or concerns are promptly communicated to parents/guardians 

and, if necessary, the child's healthcare provider. 

● Parents/guardians are informed encouraged to discuss any health concerns or specific 

monitoring needs for their child with program staff. 
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