Los Angeles County Office of Education

Oversight for Quality Outcomes Committee 

2010-2011 Federal Review Guidance & Instruction

Introduction

The Los Angeles County Office of Education (LACOE) Head Start/State Preschool Program is scheduled to have a Federal Review of its Head Start and Early Head Start Programs this year. At least once every three years, each Head Start and Early Head Start program receives a comprehensive review by the Office of Head Start (OHS).  These reviews play a vital role in assuring that Head Start programs are providing high quality services to children and their families. The goal of a Head Start Review is to assess the performance and accomplishments of local programs in meeting community expectations and Government regulations. These reviews are a valuable tool for confirming the effectiveness of local programs serving the children and families who rely on Head Start services and for providing recommendations for vital performance improvements. 

In preparation for the review and in the effort to ensure consistency amongst all programs, LACOE has established a committee to provide guidance and instruction to the Grantee and agencies’’ staff in regards to Communication, Logistics, Training and Technical Assistance, Documentation, Eligibility Verification, and Safe Environments. The following pages provide specific guidance and instruction to Grantee staff and agencies relative to preparing for the review.  The Guidance and Instruction document provides a basic background description of the specific category, expected outcomes of each area for both the Grantee and its agencies, and identify strategy and approach to ensure success.  Each agency is responsible for following the Guidance and Instruction.  
This is a “living” document and our goal is to continually build upon our opportunities to strengthen our programs and facilitate positive review outcomes. Therefore, feedback for improvements will be solicited from Director’s in the ongoing planning meetings.
Additionally, all agencies must plan for an unannounced Federal Review as early as October 2010.
Communications
Background

Exchange of information regarding the Federal Review preparation must be accurate, consistent, comprehensive and shared in a timely manner so that the Grantee, delegate agencies, child care partners staff, Board and policy groups can make well informed decisions that will lead to high quality services and systems; linkages for improvement; implementation of program improvements and related technical assistance; and a process to ensure sustainability of improvements.

Expected Outcomes

	Grantee
	DA/CCP

	· “One message – one voice.” 

· Consistency in message

· Clear process for clarifying messages

· Maintain ongoing contact with the Office of Head Start (OHS) (Danya & Federal Team Lead)

· Be forthcoming in discussing all issues and concerns.

· Be timely in sharing information with agencies and LACOE staff/Board/Policy Council.

· Determine review logistics.

· Solicit feedback from staff at all levels in preparing responses.

· Ensure timely sharing of information with LACOE staff – weekly conference calls        877-787-1463, participant code:  2897655

· Ensure timely dissemination of Planning Team minutes and Action Plan.

· Maintain media communication if applicable (liaison with LACOE Communication).
· (562) 940-1755  Dedicated VOICE MAIL for OHS Monitoring federal review questions

· Email address for questions: hs_federalreview@lacoe.edu
· Weekly email bulletin will roll up the questions and answers for distribution to all agencies.

· Documents also located on: http://www.prekkid.org/welcome.php

	· “One message – one voice.”

· Consistency in message

· Clear process for clarifying messages

· Maintain ongoing contact with Program Design Consultant (PDC) and Business Services Consultant (BSC).

· Clearly identify agency Planning Team, including task/time and at-a-glance.

· Be forthcoming in discussing all issues and concerns, first with Grantee and then with reviewers.
· Be timely in sharing information with all staff at all levels, as well as Board and Policy Committee.

· Ensure timely sharing of information with LACOE staff – weekly conference calls        877-787-1463, participant code:  2897655

· Solicit feedback from staff at all levels in preparing responses.

· Commit to attending meetings held at the Grantee (mandatory meetings). 
· Provide timely responses regarding review logistics.




Strategy and Approach

	Grantee
	DA/CCP

	· Daily debriefing meetings during review.

· Include “Monitoring Protocol Preparation” in all meetings.

· Conduct Study Sessions with LACOE’s Board of Education. 
· Train staff to listen for issues and concerns.

· Include oral and written translation needs in preparation planning process.

· Monitor/manage timelines and completion of activities.

· Ensure participation by Director and Team Lead in all review meetings.

· Conduct mock interviews with staff.
	· Daily debriefing meetings during review.

· Include “Monitoring Protocol Preparation” in all meetings.

· Conduct Study Sessions with Governing Body.

· Train staff to listen for issues and concerns.

· Include oral and written translation needs in preparation planning process.

· Monitor/manage timelines and completion of activities.

· Ensure participation by Director and Team Lead in all review meetings.

· Conduct mock interviews with staff.




Logistics
Background

The information contained herein is intended to assist Grantee and delegate agency/child care partner staff in deploying personnel, equipment, supplies and materials to ensure the most effective completion of the Federal Review.  The “who, what, how, when and where” of necessary resources must be planned in detail with and communicated to all affected parties. Logistics will be driven by OHS/Danya. Please plan for an unannounced visit which means OHS can show up any Monday morning after September 30, 2010.
Expected Outcomes

	Grantee
	DA/CCP

	· Scheduling of rooms for related training/meeting and work space for reviewers will take priority over routine activities.

· Identify workrooms that have sufficient space for reviewers, related documentation and refreshments; and electricity and internet connection to support electronic equipment.

· Ensure that reviewers have full access to sites needed during the review.

· Coordinate with Danya to ensure that hotel rooms will be secured for the reviewers that are located near each DA/CCP (if unannounced).

· Technical assistance regarding logistics will be provided on a regular basis. 

· Create logistical folder for each Grantee reviewer and Federal Team Lead. 
	· Scheduling of rooms for related training/meeting and work space for reviewers will take priority over routine activities.

· Identify workrooms that have sufficient space for reviewers, related documentation and refreshments; and electricity and internet connection to support electronic equipment.

· Ensure that reviewers have full access to sites needed during the review.

· Communication with LACOE regarding logistics plans will be on a regular basis.

· Create logistical folder for review team to include maps, local and state regulations.


Strategy and Approach
	Grantee
	DA/CCP

	Room Scheduling

· All staff will be notified that regular room scheduling procedures may be modified to accommodate securing space for review training and related activities.

· Contingency plans should be developed to accommodate sudden changes in room requirements.

Reviewer Rooms

Rooms for reviewers will be identified with the following requirements:

· space for 7-10 people to work comfortably

· electrical outlets and sufficient wattage to support 7-10 laptops and other equipment.

· high speed internet accessibility (i.e. router, cords, etc.)

· space to place documentation boxes so that they are easily accessible to reviewers

· space to place water and other refreshments

· space that is secure and away from walking traffic (i.e. with a door, etc.)
Refreshments/Meals

· Reviewers should be provided with water and other light refreshments (e.g., fruit, crackers, etc). 

· Reviewers should be provided with lists of nearby restaurants for meals, both near the hotel and near the office.

Transportation

· Identify at least two agency vehicles and drivers to be used to transport reviewers.  Ensure that the vehicles receive a full service at least two weeks before the review, have adequate trunk space, and are washed the last workday before the review.

· Ensure that drivers of vehicles, as well as other staff, are well versed in the purpose and importance of the review and their role in making it successful.

· Where possible, two staff should be assigned to each vehicle, one to drive and the other to converse with the reviewers.

· Drivers should make a trial run to each site prior to the review to ensure familiarity with location and best route.

· If agency vehicles are not available, identify management staff that will be responsible for driving reviewers in their personal vehicles to the sites.  Ensure that individuals have appropriate insurance and that the agency’s insurance also covers them for this type of duty.

· If reviewers prefer to drive themselves, provide them with maps and detailed instructions to the various sites.  Directions from staff may be preferable as they will know better paths than what is provided by computerized mapping (i.e. map quest, etc.)

Location of Files

See Documentation 

Pre Review Materials

· Batch 1 – Due September 30, 2010.  LACOE will review DA and LACOE documents to check for completeness before shipping to Danya by given due date:

· list of sites

· approved internal dispute resolutions

· Written Plans/Service Plans
· Community Assessment and updates

· Current contracts or other agreements

· Organizational charts

· Self Assessment

· Annual Report

· Ongoing Monitoring Plan/Tool

· Grantee contact information

· Board of Directors roster

· Policy Council Bylaws

· Minutes from Governing Body, Policy Council, and Management Team minutes yr 2009-2010
· Policy Council minutes from past 12 months 

· Evidence of communication

· Staff/consultant qualifications, appropriate licenses, etc.
· List of current vacancies (see attachment 7)

· Fiscal Review Materials

· Grant Application
· Procurement Policies and Procedures
· Fiscal Personnel Code of Conduct
· Copies of Filed Notice of Federal Interest
· Annual audit reports for prior three years, including Management Letters, if issued. If there were findings in any of the prior three years’ annual audit reports, provide copies of the corrective action plan.
· Fiscal Department Organizational Chart, including names and titles
· The Grantee’s current and prior year Financial Assistance Awards (FAAs), including all construction and renovation awards.
· SF-269 and PSC 272 reports for the past 2 years

	Room Scheduling

· All staff will be notified that regular room scheduling procedures may be modified to accommodate securing space for review training and related activities.

· Contingency plans should be developed to accommodate sudden changes in room requirements.

Reviewer Rooms

Rooms for reviewers will be identified with the following requirements:

· space for 7-10 people to work comfortably

· electrical outlets and sufficient wattage to support 7-10 laptops  and other equipment.

· high speed internet accessibility (i.e. router, cords, etc.)

· space to place documentation boxes so that they are easily accessible to reviewers

· space to place water and other refreshments

· space that is secure and away from walking traffic (i.e. with a door, etc.)
Refreshments/Meals

· Reviewers should be provided with water and other light refreshments (e.g., fruit, crackers, etc).  

· Reviewers should be provided with lists of nearby restaurants for meals, both near the hotel and near the office/sites.

Note: If no restaurants are nearby the office, program staff should be available to pick-up food for the reviewers.

Transportation

· Identify at least two agency vehicles and drivers to be used to transport reviewers.  Ensure that the vehicles receive a full service at least two weeks before the review, have adequate trunk space, and are washed the last workday before the review.

· Ensure that drivers of vehicles, as well as other staff, are well versed in the purpose and importance of the review and their role in making it successful.

· Where possible, two staff should be assigned to each vehicle, one to drive and the other to converse with the reviewers.

· Drivers should make a trial run to each site prior to the review to ensure familiarity with location and best route.

· If agency vehicles are not available, identify management staff that will be responsible for driving reviewers in their personal vehicles to the sites.  Ensure that individuals have appropriate insurance and that the agency’s insurance also covers them for this type of duty.

· If reviewers prefer to drive themselves, provide them with maps and detailed instructions to the various sites.  Directions from staff may be preferable as they will know better paths than what is provided by computerized mapping (i.e. map quest, etc.)

Location of Files

See Documentation 

Pre Review Materials

· DAs will submit to LACOE scanned documents on a CD or flash drive and deliver Batch 1 documents Due September 30, 2010.
· list of sites

· approved internal dispute resolutions

· Written Plans/Service Plans
· Community Assessment and updates 2008-2010
· Current contracts or other agreements

· Organizational charts

· Self Assessment

· Ongoing Monitoring Plan

· Personnel Policies

· Grantee contact information

· Board of Directors roster

· Policy Council Bylaws

· Minutes from Governing Body, Policy Council, and Management Team minutes yr 2009-2010
· Policy Council minutes from past 12 months 

· Evidence of communication

· Staff/consultant qualifications, appropriate licenses, etc.
· List of current vacancies (see attached)

· daily activity schedules

· Fiscal Review Materials

· Grant Application
· Procurement Policies and Procedures
· Fiscal Personnel Code of Conduct
· Copies of Filed Notice of Federal Interest
· Annual audit reports for prior three years, including Management Letters, if issued. If there were findings in any of the prior three years’ annual audit reports, provide copies of the corrective action plan.
· Fiscal Department Organizational Chart, including names and titles
· Most recent IRS 990 (non profits only)



Training and Technical Assistance
Background

The information contained herein is intended to assist Grantee and delegate agency/child care partner staff in preparing all stakeholders (Governing Body, Policy Groups, Staff, Community Partners) in the area of Training and Technical Assistance specifically for the Head Start Review. The “who, what, how, when and where” of necessary resources must be planned in detail with and communicated to all affected parties.

LACOE Board/Superintendent/CEO/COE training scheduled tentatively for August17, 2010, 5 - 8 p.m.
Expected Outcomes
	Grantee
	DA/CCP

	Governing Body 

· Governing Body members will be knowledgeable about their roles and responsibilities and able to communicate their roles and responsibilities.
· Governing Body members will be able to describe how they are involved in shared decision making.
· Governing Body members will be able to communicate Grantee and agency weaknesses and how these weaknesses are being resolved.
· Governing Body members will be able to communicate internal controls to safeguard federal funds.
· Calendar tentative interviews with reviewers. 
· Board members should understand that they will not be able to give date if visit is unannounced.
Policy Council

· Policy Council members will be knowledgeable about their roles and responsibilities and able to communicate their roles and responsibilities.
· Policy Council members will be able to describe how they are involved in shared decision making and in the program (this includes composition of membership and community representatives).
· Policy Council members will be able to communicate Grantee weaknesses and how these weaknesses are being resolved.
· Policy Council members will be able to communicate knowledge of Grantee and Policy Council Budget.
· Calendar tentative meetings with reviewers.

· Board members should understand that they will not be able to give date if visit is unannounced.

Community Partners 
(individuals in the community who provide services)

Community Partners will be able to describe their involvement with Early Head Start and Head Start programs.
Staff

· Staff will be knowledgeable about the review, who the system leads are, and interview etiquette.
· System leads will be knowledgeable about the designated service area and the monitoring systems in place.
· System leads will be knowledgeable about the Written Plans and the Planning Systems.
· System leads will be able to communicate Grantee weaknesses and how these weaknesses are being resolved.

	Governing Body
· Governing Body will be knowledgeable about their roles and responsibilities and able to communicate their roles and responsibilities.
· Governing Body will be able to describe how they are involved in shared decision making.
· Governing Body will be able to communicate agency weaknesses and how these weaknesses are being resolved.
· Governing Body will be able to communicate internal controls to safeguard federal funds.
· Calendar tentative interviews with reviewers. 
· Board members should understand that they will not be able to give date if visit is unannounced.
Policy Committee
· Policy Committee members will be knowledgeable about their roles and responsibilities and able to communicate their roles and responsibilities.
· Policy Committee members will be able to describe how they are involved in shared decision making and in program (this includes composition of membership and community representatives).
· Policy Committee members will be able to communicate agency weaknesses and how these weaknesses are being resolved.
· Policy Committee members will be able to communicate knowledge of agency and Policy Committee budget.
· Calendar tentative meetings with reviewers.

· Board members should understand that they will not be able to give date if visit is unannounced.

Community Partners 
(individuals in the community who provide services)

Community Partners will be able to describe their involvement with Early Head Start and Head Start programs. 

Staff

· Staff will be knowledgeable about the review, who the system leads are, and interview etiquette.
· System leads will be knowledgeable about the designated service area and the monitoring systems in place.
· System leads will be knowledgeable about the Written Plans and Planning Systems.
· System leads will be able to communicate agency weaknesses and how these weaknesses are being resolved.


Strategy and Approach
	Grantee
	DA/CCP

	Governing Body

· Governing Body members will receive ongoing training and updates on their roles and responsibilities (Attachment 2) (Goals and Objectives).
· Governing Body members will review written shared decision-making procedures in place and be involved in the development and approval of necessary policies and procedures (this includes composition of membership and community representatives).
· Governing Body members will receive updated program information including fiscal reports via monitoring reports, Results of the Self Assessment, Community Assessment, Program Information Report (PIR), Friday letters, ERSEA Reports and by attending Policy Council meetings. 

· Governing Body members will receive training on the Monitoring Protocol questions in regards to Governance.
· Governing Body members will be involved in ongoing study sessions with staff and Policy Council members.
Policy Council

· Policy Council members will receive ongoing training and updates on their roles and responsibilities.
· Policy Council members will review written shared decision-making procedures in place and be involved in the development and approval of necessary policies and procedures.
· Policy Council members will receive updated program information including administrative reports, results of the Self Assessment, Program Information Report (PIR), Board Reports, and by attending Policy Council meetings. 

· Policy Council members will receive training on how to prepare for the Federal Review (see sample agenda and Appendix A).
· Policy Council members will be involved in ongoing study sessions with staff and Board members.
Community Partners

Communicate to Community Partners information regarding the review.  This can be done by:

· written notification

· telephone calls

· a meeting/luncheon

Staff 

· A list identifying system leads will be generated and provided to all staff.  

· All staff will be trained on Federal Review interview etiquette.  

· Incorporate to all existing meetings and trainings information regarding the Federal Review.
· Provide training for all staff regarding the Written Plans and the Planning System.
· System/Service Area leads will consult with outside expert to develop strategies to improve service area and correct any gaps.
	Governing Body
· Governing Body members will receive ongoing training and updates on their roles and responsibilities (Attachment 2) (Goals and Objectives).
· Governing Body members will review written shared decision-making procedures in place and be involved in the development and approval of necessary policies and procedures (this includes composition of membership and community representatives).
· Governing Body members will receive updated program information including fiscal reports via monitoring reports, Results of the Self Assessment, Community Assessment, Program Information Report (PIR), Friday letters, ERSEA Reports and by attending Policy Committee meetings. 

· Governing Body members will receive training on the Monitoring Protocol questions in regards to Governance.
· Governing Body members will be involved in ongoing study sessions with staff and Policy Committee members.
Policy Committee

· Policy Committee members will receive ongoing training and updates on their roles and responsibilities.
· Policy Committee members will review written shared decision-making procedures in place and be involved in the development and approval of necessary policies and procedures.
· Policy Committee members will receive updated program information including Administrative Reports, Results of the Self Assessment, Program Information Report (PIR), Board Reports, and by attending Policy Committee meetings. 

· Policy Committee members will receive training on how to prepare for the Federal Review (see sample agenda and Appendix A).
· Policy Committee members will be involved in ongoing study sessions with staff and Board members.
Community Partners

Communicate to Community Partners information regarding the review.  This can be done by:

· written notification

· telephone calls

· a meeting/luncheon

Staff

· A list identifying system leads will be generated and provided to all staff.  

· All staff will be trained on Federal Review interview etiquette.  

· Incorporate to all existing meetings and trainings information regarding the Federal Review.
· Provide training for all staff regarding the Written Plans and the Planning System.
· System/Service Area leads will consult with outside expert to develop strategies to improve service area and correct any gaps.


Documentation

Background

The information provided below is to assist the Grantee and delegate agencies/child care partners staff in developing an effective system for collecting information, verifying the accuracy of the information collected and ensuring consistency in information that is communicated during the Federal Review.
Expected Outcomes

	Grantee
	DA/CCP

	· Ensure that effective programmatic and fiscal internal controls are in place.
· Prepare, utilize and distribute to delegate agencies/child care partners communications and materials regarding the compilation of documentation for the Federal Review including trainings, meetings and preparation instructions.

· Review Delegate Agency assigned systems leads to ensure there is representation in all areas.
· Develop documentation checklist(s) including fiscal and detailed instructions for utilization. 

· Coordinate collection of all review documents in preparation of the Federal review.
· Review all policies and procedures according to OHS protocol.


	· Ensure that effective programmatic and fiscal internal controls are in place.

· Review and utilize communications and materials regarding the compilation of documentation for Federal Review including trainings, meetings and preparation instructions.

· System leads will be assigned to all review areas.
· Develop documentation checklist(s) including fiscal and detailed instructions for utilization. 

· Coordinate collection of all review documents in preparation of the Federal review.
· Review all policies and procedures according to OHS protocol.




Strategy and Approach

	Grantee
	DA/CCP

	Pre-Review Communications

· All staff will receive on-going communications and guidance related to collection of Grantee documents.

· Plan week for documentation gathering. Should be in place by September 30, 2010.
Develop Checklist(s)

· Safe Environments (attachment ___) 
· Income eligibility data collection form (Attached)
· Fiscal checklist should include:

· Internal controls and monitoring 

· Fiscal accountability

· Reporting 

· Summary standards

Collection of Documents

(Do not submit original documents)
Grantee will set standard for preparing boxes. 

· Room(s) for storage and collection of documents (boxes) will be identified.

· Develop checklists and written instructions and guidance on how to gather information.
· Develop written instruction and procedures for coordinating and filing documentations. 

· Prepare sample review box and guidance forms.
· Each Protocol Question must be answered to the fullest using the document list (attachment 3), include supporting documentation in box.
· Attach the answered protocol questions to the front of a box (or pendeflex) and file the supporting documents behind the question.

· Clearly identify location of boxes at administration offices.

· The Program Design Consultant and Business Services Consultant will review each protocol question and answer and provide feedback to all of their assigned the agencies. 

· Site visit will be made by Program Design Consultants to ensure agencies are organizing documentation appropriately.     

· Coordinate with Division distribution of review boxes and instructions.
· Monitoring plans should be developed to ensure boxes are labeled and contain instructions.
· Review boxes to ensure there is documentation to address all protocol areas. 

· Work with the Communication Committee to notify systems leads of missing documents and ensure their collection.
	Pre-Review Communications

· All staff will receive on-going communications and guidance related to collection of agency documents.

· Plan week for documentation gathering. Should be in place by September 30, 2010.
Complete Checklist(s)

· Safe Environments (attachment ____)
· Income eligibility data collection form (Attached)
· Fiscal checklist should include:

· Internal controls and monitoring 

· Fiscal accountability

· Reporting 

· Summary standards

Collection of Documents

(Do not submit original documents)
Agencies will organize boxes according to standard set by the Grantee. 

· Room(s) for storage and collection of documents (boxes) will be identified.

· Complete checklist and follow written instructions and guidance on how to gather information. 
· Develop written instruction and procedures for coordinating and filing documentations. 
· Each Protocol Question must be answered to the fullest using the document list (attachment 3), include supporting documentation in box. 
· Attach the answered protocol questions to the front of a box (or pendeflex) and file the supporting documents behind the question.

· Clearly identify location of boxes at administration offices.

· Coordinate distribution of review boxes and instructions.
· Monitoring plans should be developed to ensure boxes are labeled and contain instructions.
· Review boxes to ensure there is documentation to address all protocol areas.
· Notify systems leads of missing documents and ensure their collection.



Eligibility Verification
Background

LACOE must ensure every funded slot is filled with an eligible child and that all children and families receive quality Head Start and Early Head Start services consistent with the Performance Standards, State Funding Terms and Conditions and other related directives.  The information contained herein is intended to assist Grantee and delegate agency/child care partner staff in the development and the management of an effective eligibility verification process.

Expected Outcomes

	Grantee
	DA/CCP

	· Conduct an eligibility verification sampling of 20% of the children’s files at each delegate agency/child care partner by June 30, 2010.
· Review documentation submitted by agencies and determine areas of possible erroneous payments concerns. 
· The Program Design Consultant will work with agency to resolve and issues found.
· Grantee will provide technical assistance to clarify any ambiguous areas and provide accurate information.  
	· Conduct a full review of all children’s files for eligibility verification using the attached form (ERSEA Verification Checklist). 
· Inspect all files for accuracy and make any necessary corrective actions and monitor for continuous improvement.

· Submit completed documentation to Grantee for review by July 15, 2010. 



Strategy and Approach

	Grantee
	DA/CCP

	· Grantee will develop a written eligibility verification process.
· Schedule eligibility verification visits between May and June, assign team leads and members.
· Team Lead and team members will use the ERSEA checklist to verify:

· Age and income eligibility.
· Provide agency with report of findings within 10 working days of the review.
· Ensure GRS is up to date with all enrollments.


	· Agencies will expect a comprehensive file review by the Grantee sampling at least 20% of files using Grantee-wide form. 

· Agencies will conduct an inspection of every child’s file for accuracy using the prescribed ERSEA review team.

· Team Lead and team members will use the ERSEA checklist for the following:

· Checking for age and income eligibility.
· Attendance Verification.
· Compliance of the agencies ERSEA policies and procedures with the Performance Standards.
· Alignment of the agencies ERSEA policies and procedures with LACOE’s ERSEA guidance.
· Agency should review and modify (if necessary) the ERSEA plan to align with LACOE’s ERSEA guidance and provide for additional monitoring to ensure program improvement.

· Ensure all enrollment reports are entered weekly.  




Safe Environments
Background

This section is intended to guide the grantee and its agencies to ensure that each environment where children birth to five are served is an environment that is conducive to learning and that each agency provides for the maintenance, repair, safety, and security of all facilities. Simply put, this is designed to ensure that the basic health and safety needs of children in care are met and each facility is safe and appropriate for learning as specified in the Head Start Program Performance Standards, State of California Community Care Licensing Title 22 other  regulations.

Expected Outcomes

	Grantee
	DA/CCP

	· Conduct comprehensive Health and Safety and Classroom Quality Reviews for five percent of the sites by September 30, 2010.

· Four classes or 5 percent, whichever is greater, center based sites will be visited by grantee staff by September 30, 2010.
· Class Size for single session:
Code of Federal Regulations

Predominant

Age

Class Size

1306.32(a)(3)

4-5

17-20

1306.32(a)(5)

3

15-17

Class Size for double session
Code of Federal Regulations

Predominant

Age

Class Size

1306.32(a0(4)

4-5

15-17

1306.32(a)(5)

3

15

Early Head Start Center based

1304.52(g)(4) Grantee and delegate agencies must ensure that each teacher working exclusively with infants and toddlers has responsibility for no more than four infants and toddlers and that no more than eight infants and toddlers are placed in any one group.
Grantee will share Safe Environment Monitoring Instrument as well as Health and Safety and Quality Classrooms Review tool.

	· Conduct a 95 percent review of all classrooms at all sites for health and safety using Health and Safety (Attachment 6) and Classroom Quality Reviews (Attachment 5).
· Develop corrective action plans to ensure all sites meet federal and state regulations.

· Class Size for single session:
Code of Federal Regulations

Predominant

Age

Class Size

1306.32(a)(3)

4-5

17-20

1306.32(a)(5)

3

15-17

Class Size for double session
Code of Federal Regulations

Predominant

Age

Class Size

1306.32(a0(4)

4-5

15-17

1306.32(a)(5)

3

15

Early Head Start Center based

1304.52(g)(4) Grantee and delegate agencies must ensure that each teacher working exclusively with infants and toddlers has responsibility for no more than four infants and toddlers and that no more than eight infants and toddlers are placed in any one group.
DA/CCP will submit a calendar outlining when each classroom will have the Health and Safety and Classroom Quality Review tools completed and submitted to the Grantee weekly. A goal of 100 percent of all classrooms by September 30, 2010. The contract has different dates, should we change this or change the contract?


Strategy/Approach

	Grantee
	DA/CCP

	As part of the Health and Safety/Classroom Quality Review visits potential areas of non-compliance will be given a specific timeline for completion of the corrective action

· eminent danger/immediate correction 

· 5 day correction

· 10 day correction

Grantee’s position eliminated “fixed on site,” grantee is looking for greater systemic issues if appropriate.
	As part of the visit potential areas of non-compliance will be given a specific timeline for completion of the corrective action.

· eminent danger/immediate correction 

· 5 day correction

· 10 day correction

Agencies are encouraged to include policy groups and parents in the safe environment inspections.

	Grantee accepts DA/CCP report and photos and may make a visit to ensure corrective action has been accomplished and completed within the allocated time frame.


	DA/CCP may submit digital photos of corrections and describes the agency process for sustainability. Review Team or PDC

	Grantee sends an email conformation to DA/CCP.
	DA/CCP receives email confirmation and responds within ten days.

	Ongoing progress and percentages of classrooms visited will be tracked and  reported .
	Ongoing progress and percentages of classrooms visited will be tracked and reported.

	Updates of progress will be shared at Directors Meetings, Policy Council and governing board
	Updates of progress will be shared with respective Policy Committees and governing body.
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