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Eligibility, Recruitment, Selection, Enrollment and Attendance (ERSEA) in the CMCA 
Head Start CFC program  
 
Eligibility for participation in the Connecting for Children program is automatic for families in 
the CMCA head Start program.  For all other participants, there are 4 criteria that must be met: 
 
1 – Family income must be below poverty level.  CFC may take up to 10% over income families 
into the program.   
 
2 – Child ages birth to kindergarten entry (or pregnant mothers also qualify);  
 
3 - Participants must reside in one of the following counties: Audrain, Boone, Callaway, Cole, 
Cooper, Howard, Moniteau, or Osage 
 
And 
 
4 – Participants must be single or in a non-abusive relationship 
 
Recruitment: 
Recruitment occurs in a number of ways for the Connecting for Children program:  word-of-
mouth, at Head Start family orientations, at local agency meetings and meetings at public 
schools, through other professionals and from past participants and in many other ways. For 
those individuals who have children in Head Start or Early Head Start, the process of enrollment 
begins with asking their local Team Leader how to be signed up for CFC.  Staff of the CFC 
program will take calls to answer questions and to enroll those families who are interested but 
who are not enrolled in the CMCA Head Start Program. Interested persons may call CMCA 
Head Start at 1-800-706-1742 ext. 230 or 573-443-8706 ext. 230. Outreach recruitment will be 
made to agencies, schools and other not-for-profit entities who work with programs serving 
families with young children and or families of low income. 
 
Selection into the CFC program: 
Selection into the CFC program is based upon: 
1 – Eligibility for the program 
2 – Availability of the training session (singles or couples) that the applicant is interested in 
attending. 
Intake will be made to determine eligibility (see above).  During the intake process, a Domestic 
Violence Screening (DV screen) will be conducted.  If the family is found eligible but has a 
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history of violence, the DV committee will determine the next steps, or if follow-up or training is 
needed, etc. Once selection for the program is made, couples/singes will receive a personal 
contact (see procedure).  
 
Enrollment: 
Participants sign the intake form at first training event and at the time the intake information is 
signed they are considered enrolled as a CFC participant and do not have to reapply for other 
training sessions.  If a CFC participant has not returned calls, correspondence, etc., for over 1 
month, they will be considered inactive and must re-enroll. 
 
Attendance in CFC training: 
Attendance is maintained for all trainings attended by enrolled participants.  Incentives are 
provided to help off-set costs of childcare, travel and to reduce other barriers.  Participants may 
receive reduction in amount and type of incentives for partial completion of a training session. 
 
Every effort is made to help applicants attend a CFC training event as soon as possible. If 
applicants must wait for a session, they will be apprised of the approximate “wait time” upon 
making application for the program. Applicants are encouraged to attend both weekend retreats 
and booster sessions to assist them in building strong relationship skills which ultimately support 
the healthy development of children in the home.   
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A community member may file a complaint, if they felt that there has been a 
violation of law, regulation, or procedure with respect to the operation of the 
Central Missouri Community Action Head Start/Connecting for Children Program. 
 
No person or persons shall be favored or discriminated against because of race, 
creed, sex, national origin, age, religion, disability, sexual orientation, or any other 
classification protected by the Civil Rights Act of 1964. 
 
Central Missouri Community Action Head Start will employ a procedure to resolve 
such filed complaints. 
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Client confidentiality is a family’s right to the protection of private, personal information shared with 
our agency for the purpose of receiving services. Head Start/Connecting for Children has the 
responsibility to preserve information that was received about family members and disclose information 
only for the benefit of that family. Confidentiality is an ethical obligation of all Head Start/Connecting 
for Children staff members, as well as a program requirement. The Head Start Performance Standards 
mandate that programs “provide for the establishment, maintenance and confidentiality of records…” 
(1304.4(c)). 
 
The CMCA Head Start Connecting for Children program collects data required for operation and 
funding, such as addresses and facts about family income, number of individuals in the home, and 
results of the domestic violence screening.  Equally as important is the personal information collected 
for the purpose of providing comprehensive and individualized services. For either purpose, it is 
important to keep information collected at a minimum only that which is essential, factual, and 
objective. 
 
CMCA Head Start/Connecting for Children, not just specific employees, must be dedicated to 
protecting family confidentiality. This practice allows effective sharing of information among program 
staff involved in providing services to the child and family. 
 
As such, our policies will be based on two (2) different perspectives, EXTERTNAL and INTERNAL. 
EXTERNAL policies define how our confidentiality policy is maintained with community agencies, 
law enforcement officials, and the general public including visitor, friends and family of Head Start 
employees. INTERNAL policies focus on the information within the Central Missouri Community 
Action. 
 
EXTERNAL CONFIDENTIALTY POLICY 
 
Requests by outside agencies/individuals: 
All requests for CMCA Head Start Connecting for Children family data must have parent approval 
before it is shared. 
 
The parent and an appropriate CMCA Head Start staff member must sign a written “release of 
information.” The release shall include, at minimum, the name and address of the agency or individual 
with whom the information will be shared, a stated purpose, and the specific information that is to be 
released. Information contained in the CMCA Head Start file that originated in another agency, may 
only be released by the original agency.   
Exceptions to these policies may include: 

� Information required through a legal subpoena 
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� Situations that pose an immediate danger for the family or community 
� Legal obligations, such as the report of “suspected child abuse or neglect” 
� Official representatives of governmental agencies requiring information for funding and 

services provided, including the Department of Health and Human Services 
 
Employee’s Family and Friends: 
Staff members must not discuss Head Start and/or Connecting for Children families outside the agency. 
This includes discussing a Head Start and/or Connecting for Children family’s information with the 
employee’s family and friends. 
 
Volunteers and Visitors: 
Great care must be taken to avoid conveying confidential information to visitors and volunteers of the 
CMCA Head Start program. This includes the deliberate sharing of information through formal and 
informal conversations and the discussion of families with other staff in front of visitors, volunteers or 
children. 
 
Addresses and Telephone Numbers: 
Addresses and telephone numbers of CMCA Head Start Connecting for Children families are often 
requested from individuals, outside agencies, and businesses. When these requests are made, an 
employee is advised to screen the request and obtain written permission from the family before any 
information is given, unless there is a legal obligation or danger to the family or community. 
 
Policy Council: 
This entity may need facts and data, but care must be taken that specific names, addresses, and other 
personal identifiers are not included. Policy Council members shall not share information obtained from 
a Policy Council meeting with other parents, families, or friends in regards to specific children. 
 
INTERNAL CLIENT CONFIDENTIALITY CONSIDERATIONS 
 
Sharing information among staff for the purpose of service delivery is not a breach of confidentiality-it 
is necessary to ensure an effective Head Start program, which includes individualized service delivery. 
Internal confidentiality is the sharing of information appropriately within the Central Missouri 
Community Action, secure in the knowledge that all staff understand and follow written confidentiality 
policies. 
 
There are several ways Head Start Connecting for Children receive confidential information. These 
include written documentation provided through parents or staff completing required forms, 
information from other agencies, and knowledge obtained through interviews and casual conversation, 
much of which is transferred to Head Start “files” on the child and family. All of the information is 
considered confidential, whether written or verbal. 
 
Objective Information: 
This information recorded and shared must be factual, objective and useful. Hearsay, one sided stories, 
ghastly details and rambling stories are usually not factual and objective. 
 
Facts, such as useful description of a child’s medical condition, should be recorded and shared with all 
people involved with that child and family in our program, which would include the specialists and the 
staff involved daily with the child, including the CFDAs, cook, and  bus driver. A mother’s sudden move 
to a shelter for abused women would be shared with the same group of people. The intimate detail, that 
are possibly interesting but subjective leading to her decision should not be shared, but certainly staff 
involved with the child and family need to understand the facts and be aware of the possible effects on 
the child and family with whom they have contact. 
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Parent Rights: 
Parents must be informed that information given to a Head Start Connecting for Children member is 
confidential within the CMCA Head Start Connecting for Children program, but may be shared with 
other staff members. Parents must be informed about: 

� Procedures for release of any information to outside agencies. 
� The right to review any information regarding their family. 
� CMCA Head Start Connecting for Children’s obligation to explain information in the records. 
� The right after reviewing those records to: 

1) Ask to have those records corrected or amended OR 
2) If the parents and CMCA Head Start Connecting for Children staff can not agree, then 

requests for change and explanations must be included as part of the permanent record. 
 
Disciplinary Action: 
Should a CMCA Head Start Connecting for Children employee fail to comply with the confidentiality 
policy as stated above, the employee shall have disciplinary action brought against him/her pursuant to 
the progressive discipline policy for CMCA Head Start. 
 
 
 
Contracted Trainers and Staff: 
For those individuals that contract with CMCA Head Start Connecting for Children, a contract will be 
signed prior to their involvement with the program.  Within this contract, confidentiality will be 
addressed to include that any breech in confidentiality may result in immediate termination of their 
contract and/or potential legal action if appropriate. 
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CMCA Head Start/CFC Program shall adhere to the following policy as it is relates to 
weapons at any facility owned or leased by the CMCA Head Start/Early Head Start 
Program or at CFC training sites. All CMCA Head Start and/or CFC employees shall be 
responsible for reporting any and all instances of weapons in the HS/EHS facilities and/or 
CFC training locations as well as on the premises of the HS/EHS centers with the 
exception of firearms, which are mandatory equipment of visitors or volunteers (i.e. law 
enforcement officials). 
 
Should a weapon be brandished at a CMCA Head Start/CFC location either in the 
classroom or on the premises, the HS/EHS/CFC employee that witnessed the weapon must 
immediately report the incident to the Program Manager. The Program Manager shall 
immediately report the incident to local law enforcement officials and file a report of the 
incident with the police and the Early Childhood Program Director. The written report of 
the incident shall be given to the Early Childhood Program Director within 5 working days 
of the incident with a copy of the police report attached. 
 
Should a CMCA Head Start/CFC employee be threatened with a weapon, it is at the 
employee’s discretion to file charges regarding the incident. It is not, however, at the 
employee’s discretion to file a report with local law enforcement officials. It must be 
reported. 
 
This policy is intended to protect staff of CMCA Head Start/CFC, the participants enrolled 
in the program, volunteers of the program as well as the liability of CMCA Head Start. 
 
If an incident occurs and the procedure outlined in this policy is not followed, the employee 
who witnessed the firearm shall be accountable, and face termination with CMCA Head 
Start. 
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Purpose 
To provide quality education and learning experiences for families in a safe environment. 

OPERATIONAL PROCEDURE 
In the case of an adult who is yelling, intimidating with body language, threatening, or becoming 
increasingly agitated towards a CFC staff member, participant, or others participating in or 
providing services: 
 

1. Encourage the adult to stay calm and make sure that there is another staff member nearby. 
2. Ask if you can speak with them calmly away from where others are, but make sure another 

staff member is present also. 
3. Let the adult know that it is Head Start procedure that you are required to call 911 if an 

adult is threatening, using inappropriate language or yelling at anyone. 
4. If the staff member feels like their safety is in jeopardy, call 911 immediately. 
5. If the adult is unable to calm down or becomes increasingly threatening, call 911 

immediately. 
6. If the adult hits or begins yelling in a threatening manner, call 911 immediately and when 

appropriate hotline Child Protective Services. 
7. If the adult physically touches a staff member, call 911 immediately. 
8. If the adult has a weapon, or threatens to use one, call 911 immediately, and lock down the 

facility. 
9. If the adult threatens the life or safety of staff and/or participants, call 911 immediately. 

 
� In the case an adult is intoxicated or obviously under the influence of drugs, keep the adult 

at the site and begin calling other family members or emergency contacts to come pick up 
the participant unless they are already in attendance with someone who is able to drive that 
is not under the influence. In the event that a child leaves with the adult, hotline Child 
Protective Services immediately. 

� In the event that an adult is continually threatening staff members or the safety of the site, 
alternative precautions will be put into place. These may include but are not limited to:  
locked campus, temporary or permanent restraining orders, emergency release of 
children/staff when necessary, and employment of a security guard. 
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PERFORMACE OBJECTIVE : To upgrade the educational level of the Head 
Start CFDA’s through higher education with the long range goal of all classroom 
CFDA’s having a  BA/BS or advanced degree in Early Childhood education or a 
BA/BS advanced degree and coursework equivalent to major in a field related to 
Early Childhood Education, with experience teaching preschool by September 
2013. 
 
OPERATIONAL PROCEDURE : 
Central Missouri Community Action Head Start works with CFDAs to assist them 
in attaining their Bachelors degree in Early Childhood and with teacher assistants in 
attaining their CDA credential. 
 
The Head Start program in August 2008 received a one time federal Supplemental 
Training funds grant to assist staff members working toward their BA/BS.  This 
award authorizes one-time PA-20 funds.  Funds are to be used to meet the 
requirements in Section 648A (a) of the Head Start Act of 2007.  This award funds 
money for Teacher degrees only.  CMCA will work to secure additional funding, as 
it becomes available, which would allow for additional funds to be provided to 
CFDA staff members pursuing a BA/BS in Early Childhood Education, or a related 
field. Should such funds become available, CMCA Head Start will notify all staff 
and will make appropriate amendment(s) to this policy and all related procedures. 
 
Head Start CFDA’s interested in college assistance for BS/BA classes and 
teacher assistants interested in funding for the CDA credential are requested 
to submit in writing to Intervention Team Administr ator their interest in 
obtaining funding. All CMCA staff working on a degree or credential must 
have an education plan completed and on file with Intervention Team 
Administrator within one month of date of hire.  
 
  

1. A copy of a college transcript or documentation of all college course 
work completed must be submitted to Intervention Team 
Administrator. 

2. Intervention Team Administrator will contact the staff and schedule 
a time to meet and complete the education plan within one month of 
the staff member’s date of hire.   
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3.  The staff member will submit to Intervention Team Administrator a 
copy of receipt or bill from college or university they will be 
attending for reimbursement in accordance with CMCA College 
Tuition Assistance Policy.   

                              
4. Transcripts of all courses completed will be required following the 

completion of courses.  Failure to provide transcripts in a timely 
manner may result in a delay in future payments for further 
education activities. 
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Number Full Text Program Goal SC #### Objective Deadline Who Observe Deadline Who

1304.50( a)(1)

(a) Policy Council, Policy Committee, and Parent Committee structure. (i) Policy Council. This Council must be established at the grantee level.(ii) Policy 

Committee. This Committee must be established at the delegate agency level when the program is administered in whole or in part by such agencies (see 45 

CFR 1301.2 for a definition of a delegate agency).(iii) Parent Committee. For center-based programs, this Committee must be established at the center level. 

For other program options, an equivalent Committee must be established at the local program level. When programs operate more than one option from the 

same site, the Parent Committee membership is combined unless parents choose to have a separate Committee for each option.

 CMCA Head Start shall maintain a well-functioning Policy 

Council which includes parents in policy making, is 

established at the program level.

1
CMCA has a working Policy council that meets at 

least 1X month
Monthly

Family & Community 

Partnership Administrator

Sign In Sheets, Meeting 

Minutes
Quarterly HS Director

1304.50( a)(1)

(a) Policy Council, Policy Committee, and Parent Committee structure. (i) Policy Council. This Council must be established at the grantee level.(ii) Policy 

Committee. This Committee must be established at the delegate agency level when the program is administered in whole or in part by such agencies (see 45 

CFR 1301.2 for a definition of a delegate agency).(iii) Parent Committee. For center-based programs, this Committee must be established at the center level. 

For other program options, an equivalent Committee must be established at the local program level. When programs operate more than one option from the 

same site, the Parent Committee membership is combined unless parents choose to have a separate Committee for each option.

 CMCA Head Start shall maintain a well-functioning Policy 

Council which includes parents in policy making, is 

established at the program level.

2
CMCA has working parent committees at each 

center-based site
Monthly Team Leaders

Sign In Sheets, Meeting 

Minutes
Monthly

Family & Community 

Partnership Administrator

1304.50( a)(1)

(a) Policy Council, Policy Committee, and Parent Committee structure. (i) Policy Council. This Council must be established at the grantee level.(ii) Policy 

Committee. This Committee must be established at the delegate agency level when the program is administered in whole or in part by such agencies (see 45 

CFR 1301.2 for a definition of a delegate agency).(iii) Parent Committee. For center-based programs, this Committee must be established at the center level. 

For other program options, an equivalent Committee must be established at the local program level. When programs operate more than one option from the 

same site, the Parent Committee membership is combined unless parents choose to have a separate Committee for each option.

 CMCA Head Start shall maintain a well-functioning Policy 

Council which includes parents in policy making, is 

established at the program level.

3
All program options are represented on the CMCA 

Policy Council.
Monthly Team Leaders

Sign In Sheets, Meeting 

Minutes
Monthly

Family & Community 

Partnership Administrator

1304.5(a)(2)
(2) Parent Committees must be comprised exclusively of the parents of children currently enrolled at the center level for center-based programs or at the 

equivalent level for other program options (see 45 CFR 1306.3(h) for a definition of a Head Start parent).

CMCA Head Start ensures that parent committees are 

comprised exclusively of the parents of children currently 

enrolled in the center-based HS program .

1

Parent Committees meet monthly at each HS site  - 

membership consists of parents of HS children 

and/or EHS children

Monthly Team Leaders
Sign In Sheets, Meeting 

Minutes
Monthly

Family & Community 

Partnership Administrator

1304.50( a)(3)
(3) All Policy Councils, Policy Committees, and Parent Committees must be established as early in the program year as possible. Grantee Policy Councils 

and delegate Policy Committees may not be dissolved until successor Councils or Committees are elected and seated.

CMCA Head Start seats new Policy Council members in 

October of each year.  Policy Council members, and officers, 

remain in place from the previous program year until the new 

council can be seated per the by-laws of CMCA Head Start

1
CMCA seats new members of the Policy Council 

each program year.
October

Family & Community 

Partnership Administrator

Sign In Sheets, Meeting 

Minutes
November HS Director

1304.50( a)(3)
(3) All Policy Councils, Policy Committees, and Parent Committees must be established as early in the program year as possible. Grantee Policy Councils 

and delegate Policy Committees may not be dissolved until successor Councils or Committees are elected and seated.

CMCA Head Start seats new Policy Council members in 

October of each year.  Policy Council members, and officers, 

remain in place from the previous program year until the new 

council can be seated per the by-laws of CMCA Head Start

2
CMCA elects Policy Council officers each program 

year.
November  

Family & Community 

Partnership Administrator

Sign In Sheets, Meeting 

Minutes
November HS Director

SC=CMCA's Strategic Commitments.  #1=Engage the community to assure that all people have their basic needs met.  #2=Enhance community capacity to ensure all 

individuals have lifelong learning opportunities.  #3=Build community capacity to enhance economic and community assets.  #4=Build relationships across class and race lines.  

#5=Develop an innovative, caring agecny dedicated to being an influential leader in our communitites.

MonitorPerformance Standard ImplementationCMCA

Page 1 of 6



CMCA Early Childhood Program
Head Start and Early Head Start

Program  Workplan

2008-2009

Revised 10/2008

Number Full Text Program Goal SC #### Objective Deadline Who Observe Deadline Who

SC=CMCA's Strategic Commitments.  #1=Engage the community to assure that all people have their basic needs met.  #2=Enhance community capacity to ensure all 

individuals have lifelong learning opportunities.  #3=Build community capacity to enhance economic and community assets.  #4=Build relationships across class and race lines.  

#5=Develop an innovative, caring agecny dedicated to being an influential leader in our communitites.

MonitorPerformance Standard ImplementationCMCA

1304.5(a)(4)
(4) When a grantee has delegated the entire Head Start program to one delegate agency, it is not necessary to have a Policy Committee in addition to a 

grantee agency Policy Council.
Not Applicable

1304.5(a)(5)
(5) The governing body (the group with legal and fiscal responsibility for administering the Early Head Start or Head Start program) and the Policy Council or 

Policy Committee must not have identical memberships and functions.

CMCA Board of Directors and the CMCA Policy Council 

have distinct memberships and serve separate functions.
1

CMCA allows for one(1) representative of the policy 

Council to be seated on the Board of Directors – 

this is also confirmed in the By-laws of the CMCA 

Board of Directors.

November  
Family & Community 

Partnership Administrator

Policy Council & Board 

Membership Rosters
November HS Director

1304.50( b)(1)

(b) Policy group composition and formation.(1) Each grantee and delegate agency governing body operating an Early Head Start or Head Start program must 

(except where such authority is ceded to the Policy Council or Policy Committee) propose, within the framework of these regulations, the total size of their 

respective policy groups (based on the number of centers, classrooms or other program option units, and the number of children served by their Early Head 

Start or Head Start program), the procedures for the election of parent members, and the procedure for the selection of community representatives. These 

proposals must be approved by the Policy Council or Policy Committee.

CMCA Policy Council By-laws reflect the size of the Policy 

Council and how representative will be selected from parents 

of the program as well as how community representative are 

selected.

1

CMCA Policy Council Bylaws will reflect the number 

of parent reps and how they are selected as well as 

the procedure for selection of community reps

October
Family & Community 

Partnership Administrator

By-laws, By-law 

Committee Meeting 

Minutes

November HS Director

1304.50(b)(2)
(2) Policy Councils and Policy Committees must be comprised of two types of representatives: parents of currently enrolled children and community 

representatives. At least 51 percent of the members of these policy groups must be the parents of currently enrolled children (see 45 CFR 1306.3(h) for a 

definition of a Head Start parent).

CMCA Policy Council is composed of current parents of 

enrolled Head Start children (51% or more) and community 

representatives (49% or less)

1

CMCA Policy Council by-lawsassure at least 51% of 

membership of each seated Policy Council will be 

comprised of parents of currently enrolled children 

with the rest of the membership coming from the 

local communities

October
Family & Community 

Partnership Administrator

Sign In Sheets, Meeting 

Minutes, By-laws
Quarterly HS Director

1304.50 (b)(3)
(3) Community representatives must be drawn from the local community: businesses; public or private community, civic, and professional organizations; and 

others who are familiar with resources and services for low-income children and families, including for example the parents of formerly enrolled children.

CMCA Head Start will ensure that community 

representatives are actively recruited for membership on the 

Policy Council

1

CMCAwill actively recruit community members and 

will ensure  that they serve on the CMCA Policy 

Council

October
Family & Community 

Partnership Administrator

Sign in Sheets,  Roster 

of Policy Council 

membership

Quarterly HS Director

1304.50 (b)(4)
(4) All parent members of Policy Councils or Policy Committees must stand for election or re-election annually. All community representatives also must be 

selected annually.

CMCA Policy Council will conduct elections for officers on an 

annual basis per the bi-laws of the council.
1

CMCA Policy Council hold annual elections for 

officers of the council
November  

Family & Community 

Partnership Administrator

Meeting Minutes, 

Roster of Policy Council 

Membership

December HS Director
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SC=CMCA's Strategic Commitments.  #1=Engage the community to assure that all people have their basic needs met.  #2=Enhance community capacity to ensure all 

individuals have lifelong learning opportunities.  #3=Build community capacity to enhance economic and community assets.  #4=Build relationships across class and race lines.  

#5=Develop an innovative, caring agecny dedicated to being an influential leader in our communitites.

MonitorPerformance Standard ImplementationCMCA

1304.50 (b)(5)
(5) Policy Councils and Policy Committees must limit the number of one-year terms any individual may serve on either body to a combined total of three 

terms.

CMCA Head Start policy council members are limited to 

three terms (term being one year)
1

CMCA Policy Council members will have term limits 

of three one-year terms
October

Family & Community 

Partnership Administrator

Meeting Minutes, 

Roster of Policy Council 

Membership

Annually HS Director

1304.50 (b)(6)
(6) No grantee or delegate agency staff (or members of their immediate families) may serve on Policy Councils or Policy Committees except parents who 

occasionally substitute for regular Early Head Start or Head Start staff. In the case of Tribal grantees, this exclusion applies only to Tribal staff who work in 

areas directly related to or which directly impact upon any Early Head Start or Head Start administrative, fiscal or programmatic issues.

CMCA Head Start ensures that no staff member shall be a 

member of the Policy Council
1

CMCA Policy Council membership will not include 

staff of CMCA Head Start
Monthly

Family & Community 

Partnership Administrator

Meeting Minutes, 

Roster of Policy Council 

Membership

Annually HS Director

1304.50 (b)(7) (7) Parents of children currently enrolled in all program options must be proportionately represented on established policy groups.
Current Head Start Parents will be the majority of the Policy 

Council Membership.
1

CMCA will ensure that Policy Council Bylaws are 

structured to guarantee Proportinate 

Representation.

Annually
Family & Community 

Partnership Administrator
PC Bylaws Annually HS Director

1304.5(c) 
(c) Policy group responsibilities--general. At a minimum policy groups must be charged with the responsibilities described in paragraphs (d), (f), (g), and (h) of 

this section and repeated in appendix A of this section.

1304.5(d)(1)(i)-(1)(iv)

(d) The Policy Council or Policy Committee.(1) Policy Councils and Policy Committees must work in partnership with key management staff and the 

governing body to develop, review, and approve or disapprove the following policies and procedures:(i) All funding applications and amendments to funding 

applications for Early Head Start and Head Start, including administrative services, prior to the submission of such applications to the grantee (in the case of 

Policy Committees) or to HHS (in the case of Policy Councils);(ii) Procedures describing how the governing body and the appropriate policy group will 

implement shared decision-making;(iii) Procedures for program planning in accordance with this part and the requirements of 45 CFR 1305.3;(iv) The 

program's philosophy and long- and short-range program goals and objectives (see 45 CFR 1304.51(a) and 45 CFR 1305.3 for additional requirements 

regarding program planning);

CMCA Policy council works with the management staff of 

CMCA to approve: a) funding applications and amendments; 

by-laws and procedures for shared decision making; long 

range and short range program goals and objectives

1
CMCA Policy Council will approve all funding 

applications
Monthly HS Director Meeting Minutes Annually Executive Director

1304.5(d)(1)(i)-(1)(iv)

(d) The Policy Council or Policy Committee.(1) Policy Councils and Policy Committees must work in partnership with key management staff and the 

governing body to develop, review, and approve or disapprove the following policies and procedures:(i) All funding applications and amendments to funding 

applications for Early Head Start and Head Start, including administrative services, prior to the submission of such applications to the grantee (in the case of 

Policy Committees) or to HHS (in the case of Policy Councils);(ii) Procedures describing how the governing body and the appropriate policy group will 

implement shared decision-making;(iii) Procedures for program planning in accordance with this part and the requirements of 45 CFR 1305.3;(iv) The 

program's philosophy and long- and short-range program goals and objectives (see 45 CFR 1304.51(a) and 45 CFR 1305.3 for additional requirements 

regarding program planning);

CMCA Policy council works with the management staff of 

CMCA to approve: a) funding applications and amendments; 

by-laws and procedures for shared decision making; long 

range and short range program goals and objectives

2

CMCA Head Start will implement shared decision-

making strategies consistent with the by-laws of the 

organization.

Ongoing
Family & Community 

Partnership Administrator

Policy Council by-laws; 

Meeting Minutes
Annually HS Director
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1304.5(d)(1)(i)-(1)(iv)

(d) The Policy Council or Policy Committee.(1) Policy Councils and Policy Committees must work in partnership with key management staff and the 

governing body to develop, review, and approve or disapprove the following policies and procedures:(i) All funding applications and amendments to funding 

applications for Early Head Start and Head Start, including administrative services, prior to the submission of such applications to the grantee (in the case of 

Policy Committees) or to HHS (in the case of Policy Councils);(ii) Procedures describing how the governing body and the appropriate policy group will 

implement shared decision-making;(iii) Procedures for program planning in accordance with this part and the requirements of 45 CFR 1305.3;(iv) The 

program's philosophy and long- and short-range program goals and objectives (see 45 CFR 1304.51(a) and 45 CFR 1305.3 for additional requirements 

regarding program planning);

CMCA Policy council works with the management staff of 

CMCA to approve: a) funding applications and amendments; 

by-laws and procedures for shared decision making; long 

range and short range program goals and objectives

3

CMCA Policy Council will be involved in the 

planning of programmatic activities of the CMCA 

Head Start program

Ongoing
Family & Community 

Partnership Administrator

Policy Council by-laws; 

Meeting Minutes
August HS Director

1304.5(d)(1)(i)-(1)(iv)

(d) The Policy Council or Policy Committee.(1) Policy Councils and Policy Committees must work in partnership with key management staff and the 

governing body to develop, review, and approve or disapprove the following policies and procedures:(i) All funding applications and amendments to funding 

applications for Early Head Start and Head Start, including administrative services, prior to the submission of such applications to the grantee (in the case of 

Policy Committees) or to HHS (in the case of Policy Councils);(ii) Procedures describing how the governing body and the appropriate policy group will 

implement shared decision-making;(iii) Procedures for program planning in accordance with this part and the requirements of 45 CFR 1305.3;(iv) The 

program's philosophy and long- and short-range program goals and objectives (see 45 CFR 1304.51(a) and 45 CFR 1305.3 for additional requirements 

regarding program planning);

CMCA Policy council works with the management staff of 

CMCA to approve: a) funding applications and amendments; 

by-laws and procedures for shared decision making; long 

range and short range program goals and objectives

4

CMCA Policy Council will assist in the development 

and review of the long-range and short-term 

objectives of the program

Ongoing
Family & Community 

Partnership Administrator
Meeting Minutes September HS Director

1304.5(d)(1)(vi)-(1)(xi)

(v) The selection of delegate agencies and their service areas (this regulation is binding on Policy Councils exclusively) (see 45 CFR 1301.33 and 45 CFR 

1305.3(a) for additional requirements about delegate agency and service area selection, respectively);(vi) The composition of the Policy Council or the Policy 

Committee and the procedures by which policy group members are chosen;(vii) Criteria for defining recruitment, selection, and enrollment priorities, in 

accordance with the requirements of 45 CFR part 1305;(viii) The annual self-assessment of the grantee or delegate agency's progress in carrying out the 

programmatic and fiscal intent of its grant application, including planning or other actions that may result from the review of the annual audit and findings from 

the Federal monitoring review (see 45 CFR 1304.51(i)(1) for additional requirements about the annual self-assessment);(ix) Program personnel policies and 

subsequent changes to those policies, in accordance with 45 CFR 1301.31, including standards of conduct for program staff, consultants, and volunteers;(x) 

Decisions to hire or terminate the Early Head Start or Head Start director of the grantee or delegate agency; and(xi) Decisions to hire or terminate any person who works primarily for the Early Head Start or Head Start program of the grantee or delegate agency.

CMCA Head Start Policy Council will determine the 

composition of the Policy Council; the criteria for enrollment 

of children; the annual self-assessment process and the 

process for approving personnel policies and the hiring and 

termination of staff.

1

CMCA Head Start Policy Council by-laws will 

denote the methods in which the Policy Council 

members are chosen

October
Family & Community 

Partnership Administrator

Policy Council By-Laws; 

Minutes of By-Laws 

Committee; Interviews 

with P.C. Members

October HS Director

1304.5(d)(1)(vi)-(1)(xi)

(v) The selection of delegate agencies and their service areas (this regulation is binding on Policy Councils exclusively) (see 45 CFR 1301.33 and 45 CFR 

1305.3(a) for additional requirements about delegate agency and service area selection, respectively);(vi) The composition of the Policy Council or the Policy 

Committee and the procedures by which policy group members are chosen;(vii) Criteria for defining recruitment, selection, and enrollment priorities, in 

accordance with the requirements of 45 CFR part 1305;(viii) The annual self-assessment of the grantee or delegate agency's progress in carrying out the 

programmatic and fiscal intent of its grant application, including planning or other actions that may result from the review of the annual audit and findings from 

the Federal monitoring review (see 45 CFR 1304.51(i)(1) for additional requirements about the annual self-assessment);(ix) Program personnel policies and 

subsequent changes to those policies, in accordance with 45 CFR 1301.31, including standards of conduct for program staff, consultants, and volunteers;(x) 

Decisions to hire or terminate the Early Head Start or Head Start director of the grantee or delegate agency; and(xi) Decisions to hire or terminate any person who works primarily for the Early Head Start or Head Start program of the grantee or delegate agency.

CMCA Head Start Policy Council will determine the 

composition of the Policy Council; the criteria for enrollment 

of children; the annual self-assessment process and the 

process for approving personnel policies and the hiring and 

termination of staff.

2

CMCA Head Start Policy Council annually approves 

the ERSEA plan to include enrollment priorities for 

the program, selection criteria, etc.

December Assistant Director-QA Meeting Minutes January HS Director

1304.5(d)(1)(vi)-(1)(xi)

(v) The selection of delegate agencies and their service areas (this regulation is binding on Policy Councils exclusively) (see 45 CFR 1301.33 and 45 CFR 

1305.3(a) for additional requirements about delegate agency and service area selection, respectively);(vi) The composition of the Policy Council or the Policy 

Committee and the procedures by which policy group members are chosen;(vii) Criteria for defining recruitment, selection, and enrollment priorities, in 

accordance with the requirements of 45 CFR part 1305;(viii) The annual self-assessment of the grantee or delegate agency's progress in carrying out the 

programmatic and fiscal intent of its grant application, including planning or other actions that may result from the review of the annual audit and findings from 

the Federal monitoring review (see 45 CFR 1304.51(i)(1) for additional requirements about the annual self-assessment);(ix) Program personnel policies and 

subsequent changes to those policies, in accordance with 45 CFR 1301.31, including standards of conduct for program staff, consultants, and volunteers;(x) 

Decisions to hire or terminate the Early Head Start or Head Start director of the grantee or delegate agency; and(xi) Decisions to hire or terminate any person who works primarily for the Early Head Start or Head Start program of the grantee or delegate agency.

CMCA Head Start Policy Council will determine the 

composition of the Policy Council; the criteria for enrollment 

of children; the annual self-assessment process and the 

process for approving personnel policies and the hiring and 

termination of staff.

3

CMCA Head Start Policy Council will actively 

participate in the annual self-assessment process 

(and all other “review processes”) of and for the 

program

May-July
Family & Community 

Partnership Administrator

3.  Policy Council 

Minutes; Minutes and 

other documents of the 

self-assessment team

August HS Director

1304.5(d)(1)(vi)-(1)(xi)

(v) The selection of delegate agencies and their service areas (this regulation is binding on Policy Councils exclusively) (see 45 CFR 1301.33 and 45 CFR 

1305.3(a) for additional requirements about delegate agency and service area selection, respectively);(vi) The composition of the Policy Council or the Policy 

Committee and the procedures by which policy group members are chosen;(vii) Criteria for defining recruitment, selection, and enrollment priorities, in 

accordance with the requirements of 45 CFR part 1305;(viii) The annual self-assessment of the grantee or delegate agency's progress in carrying out the 

programmatic and fiscal intent of its grant application, including planning or other actions that may result from the review of the annual audit and findings from 

the Federal monitoring review (see 45 CFR 1304.51(i)(1) for additional requirements about the annual self-assessment);(ix) Program personnel policies and 

subsequent changes to those policies, in accordance with 45 CFR 1301.31, including standards of conduct for program staff, consultants, and volunteers;(x) 

Decisions to hire or terminate the Early Head Start or Head Start director of the grantee or delegate agency; and(xi) Decisions to hire or terminate any person who works primarily for the Early Head Start or Head Start program of the grantee or delegate agency.

CMCA Head Start Policy Council will determine the 

composition of the Policy Council; the criteria for enrollment 

of children; the annual self-assessment process and the 

process for approving personnel policies and the hiring and 

termination of staff.

4
CMCA Head Start Policy Council will be directly 

involved in program personnel policies and updates
October

Family & Community 

Partnership Administrator
Meeting Minutes Annually HS Director

Page 4 of 6



CMCA Early Childhood Program
Head Start and Early Head Start

Program  Workplan

2008-2009

Revised 10/2008

Number Full Text Program Goal SC #### Objective Deadline Who Observe Deadline Who

SC=CMCA's Strategic Commitments.  #1=Engage the community to assure that all people have their basic needs met.  #2=Enhance community capacity to ensure all 

individuals have lifelong learning opportunities.  #3=Build community capacity to enhance economic and community assets.  #4=Build relationships across class and race lines.  

#5=Develop an innovative, caring agecny dedicated to being an influential leader in our communitites.

MonitorPerformance Standard ImplementationCMCA

1304.5(d)(1)(vi)-(1)(xi)

(v) The selection of delegate agencies and their service areas (this regulation is binding on Policy Councils exclusively) (see 45 CFR 1301.33 and 45 CFR 

1305.3(a) for additional requirements about delegate agency and service area selection, respectively);(vi) The composition of the Policy Council or the Policy 

Committee and the procedures by which policy group members are chosen;(vii) Criteria for defining recruitment, selection, and enrollment priorities, in 

accordance with the requirements of 45 CFR part 1305;(viii) The annual self-assessment of the grantee or delegate agency's progress in carrying out the 

programmatic and fiscal intent of its grant application, including planning or other actions that may result from the review of the annual audit and findings from 

the Federal monitoring review (see 45 CFR 1304.51(i)(1) for additional requirements about the annual self-assessment);(ix) Program personnel policies and 

subsequent changes to those policies, in accordance with 45 CFR 1301.31, including standards of conduct for program staff, consultants, and volunteers;(x) 

Decisions to hire or terminate the Early Head Start or Head Start director of the grantee or delegate agency; and(xi) Decisions to hire or terminate any person who works primarily for the Early Head Start or Head Start program of the grantee or delegate agency.

CMCA Head Start Policy Council will determine the 

composition of the Policy Council; the criteria for enrollment 

of children; the annual self-assessment process and the 

process for approving personnel policies and the hiring and 

termination of staff.

5

CMCA Head Start Policy Council will be directly 

involved in the hiring and termination of program 

staff to include the HS Director.

Ongoing
Family & Community 

Partnership Administrator

Meeting Minutes, 

Personnel Committee 

Minutes

Ongoing HS Director

1304.5(d)(2)(i)-d(2)(v)

2) In addition, Policy Councils and Policy Committees must perform the following functions directly:(i) Serve as a link to the Parent Committees, grantee and 

delegate agency governing bodies, public and private organizations, and the communities they serve;(ii) Assist Parent Committees in communicating with 

parents enrolled in all program options to ensure that they understand their rights, responsibilities, and opportunities in Early Head Start and Head Start and 

to encourage their participation in the program;(iii) Assist Parent Committees in planning, coordinating, and organizing program activities for parents with the 

assistance of staff, and ensuring that funds set aside from program budgets are used to support parent activities;(iv) Assist in recruiting volunteer services 

from parents, community residents, and community organizations, and assist in the mobilization of community resources to meet identified needs; and(v) 

Establish and maintain procedures for working with the grantee or delegate agency to resolve community complaints about the program.

1

CMCA Head Start Policy Council members will 

report back to local parent committees the work of 

the Policy Council on a monthly basis

Monthly
Family & Community 

Partnership Administrator

Report Form, Meeting 

Minutes, Parent 

Interviews

Quarterly HS Director

1304.5(d)(2)(i)-d(2)(v)

2) In addition, Policy Councils and Policy Committees must perform the following functions directly:(i) Serve as a link to the Parent Committees, grantee and 

delegate agency governing bodies, public and private organizations, and the communities they serve;(ii) Assist Parent Committees in communicating with 

parents enrolled in all program options to ensure that they understand their rights, responsibilities, and opportunities in Early Head Start and Head Start and 

to encourage their participation in the program;(iii) Assist Parent Committees in planning, coordinating, and organizing program activities for parents with the 

assistance of staff, and ensuring that funds set aside from program budgets are used to support parent activities;(iv) Assist in recruiting volunteer services 

from parents, community residents, and community organizations, and assist in the mobilization of community resources to meet identified needs; and(v) 

Establish and maintain procedures for working with the grantee or delegate agency to resolve community complaints about the program.

2

CMCA Head Start Policy Council members will 

assist local Parent committees in planning activities 

at the local Head Start centers 

Monthly
Family & Community 

Partnership Administrator

Meeting Minutes, 

Parent & Staff 

Interviews

Quarterly HS Director

1304.5(d)(2)(i)-d(2)(v)

2) In addition, Policy Councils and Policy Committees must perform the following functions directly:(i) Serve as a link to the Parent Committees, grantee and 

delegate agency governing bodies, public and private organizations, and the communities they serve;(ii) Assist Parent Committees in communicating with 

parents enrolled in all program options to ensure that they understand their rights, responsibilities, and opportunities in Early Head Start and Head Start and 

to encourage their participation in the program;(iii) Assist Parent Committees in planning, coordinating, and organizing program activities for parents with the 

assistance of staff, and ensuring that funds set aside from program budgets are used to support parent activities;(iv) Assist in recruiting volunteer services 

from parents, community residents, and community organizations, and assist in the mobilization of community resources to meet identified needs; and(v) 

Establish and maintain procedures for working with the grantee or delegate agency to resolve community complaints about the program.

3

CMCA Head Start Policy Council members will 

assist local Head Start programs in recruiting 

volunteers for the local program/centers,

Monthly
Family & Community 

Partnership Administrator

Meeting Minutes, 

Parent & Staff 

Interviews

Annually HS Director

1304.53 (e)(1)-(e)(3)

(e) Parent Committee. The Parent Committee must carry out at least the following minimum responsibilities:(1) Advise staff in developing and implementing 

local program policies, activities, and services;(2) Plan, conduct, and participate in informal as well as formal programs and activities for parents and staff; 

and(3) Within the guidelines established by the governing body, Policy Council, or Policy Committee, participate in the recruitment and screening of Early 

Head Start and Head Start employees.

CMCA Parent Committees will serve as advisory committees 

to assist staff in implementing local policies act ivies and 

services and will plan program (formal and informal for 

parents and staff and will participate in the screening and 

interviewing of HS and EHS employees

1

CMCA Parent Committees will assist the local 

programs in developing and implementing program 

goals

Ongoing Team Leaders

Meeting Minutes, 

Parent & Staff 

Interviews

Monthly
Family & Community 

Partnership Administrator

1304.53 (e)(1)-(e)(3)

(e) Parent Committee. The Parent Committee must carry out at least the following minimum responsibilities:(1) Advise staff in developing and implementing 

local program policies, activities, and services;(2) Plan, conduct, and participate in informal as well as formal programs and activities for parents and staff; 

and(3) Within the guidelines established by the governing body, Policy Council, or Policy Committee, participate in the recruitment and screening of Early 

Head Start and Head Start employees.

CMCA Parent Committees will serve as advisory committees 

to assist staff in implementing local policies act ivies and 

services and will plan program (formal and informal for 

parents and staff and will participate in the screening and 

interviewing of HS and EHS employees

2

CMCA Parent Committees will assist the local 

program sites in planning formal and informal 

activities for staff and families 

Monthly Team Leaders

Meeting Minutes, 

Parent & Staff 

Interviews

Monthly
Family & Community 

Partnership Administrator
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1304.53 (e)(1)-(e)(3)

(e) Parent Committee. The Parent Committee must carry out at least the following minimum responsibilities:(1) Advise staff in developing and implementing 

local program policies, activities, and services;(2) Plan, conduct, and participate in informal as well as formal programs and activities for parents and staff; 

and(3) Within the guidelines established by the governing body, Policy Council, or Policy Committee, participate in the recruitment and screening of Early 

Head Start and Head Start employees.

CMCA Parent Committees will serve as advisory committees 

to assist staff in implementing local policies act ivies and 

services and will plan program (formal and informal for 

parents and staff and will participate in the screening and 

interviewing of HS and EHS employees

3

CMCA Parents, as practical, will assist local teams 

in the interviewing of potential staff members for HS 

and EHS

Monthly Team Leaders

New Form?, Human 

Resources Interview 

Packets, In-Kind Forms

Quarterly
Assistant Director-

Operations

1304.5(f)
(f) Policy Council, Policy Committee, and Parent Committee reimbursement. Grantee and delegate agencies must enable low-income members to participate 

fully in their group responsibilities by providing, if necessary, reimbursements for reasonable expenses incurred by the members.

CMCA Head Start Policy Council members will be 

reimbursed for babysitting and travel costs so that they may 

actively participate in Policy Council activities

1

CMCA Head Start Policy Council members are 

reimbursed for travel and babysitting expenses and 

other expenses associated with travel to training, 

etc.

Monthly
Family & Community 

Partnership Administrator

Reimbursment Request 

Forms, Fiscal Records, 

Parent Interviews

Monthly HS Director

1304.5(g)(1)-(h)

(g) Governing body responsibilities.(1) Grantee and delegate agencies must have written policies that define the roles and responsibilities of the governing 

body members and that inform them of the management procedures and functions necessary to implement a high quality program.(2) Grantee and delegate 

agencies must ensure that appropriate internal controls are established and implemented to safeguard Federal funds in accordance with 45 CFR 1301.13.(h) 

Internal dispute resolution. Each grantee and delegate agency and Policy Council or Policy Committee jointly must establish written procedures for resolving 

internal disputes, including impasse procedures, between the governing body and policy group.

CMCA Head Start will have by-laws, policies and 

procedures.  CMCA will have policies and procedures 

defining the role/responsibilities for governing body 

members.  CMCA will ensure appropriate fiscal controls 

are maintained at all times

1

CMCA Policy Council and Board of Directors have 

defined polices and procedures to outline the roles 

and responsibilities of the shared governance at 

CMCA as it relates to the HS and EHS programs 

Annually  HS Director

Orientation Agenda, 

Meeting Minutes, Sign-

In Sheets

Annually Executive Director

1304.5(g)(1)-(h)

(g) Governing body responsibilities.(1) Grantee and delegate agencies must have written policies that define the roles and responsibilities of the governing 

body members and that inform them of the management procedures and functions necessary to implement a high quality program.(2) Grantee and delegate 

agencies must ensure that appropriate internal controls are established and implemented to safeguard Federal funds in accordance with 45 CFR 1301.13.(h) 

Internal dispute resolution. Each grantee and delegate agency and Policy Council or Policy Committee jointly must establish written procedures for resolving 

internal disputes, including impasse procedures, between the governing body and policy group.

CMCA Head Start will have by-laws, policies and 

procedures.  CMCA will have policies and procedures 

defining the role/responsibilities for governing body 

members.  CMCA will ensure appropriate fiscal controls 

are maintained at all times

2
Fiscal controls will be maintained with the highest 

degree of integrity at CMCA
Ongoing Fiscal Director

Annual Audit, Peer 

Review Report, Meeting 

Minutes, Sub-

Committee Minutes

Annually Executive Director

1304.5(g)(1)-(h)

(g) Governing body responsibilities.(1) Grantee and delegate agencies must have written policies that define the roles and responsibilities of the governing 

body members and that inform them of the management procedures and functions necessary to implement a high quality program.(2) Grantee and delegate 

agencies must ensure that appropriate internal controls are established and implemented to safeguard Federal funds in accordance with 45 CFR 1301.13.(h) 

Internal dispute resolution. Each grantee and delegate agency and Policy Council or Policy Committee jointly must establish written procedures for resolving 

internal disputes, including impasse procedures, between the governing body and policy group.

CMCA Head Start will have by-laws, policies and 

procedures.  CMCA will have policies and procedures 

defining the role/responsibilities for governing body 

members.  CMCA will ensure appropriate fiscal controls 

are maintained at all times

3

CMCA will have an impasse policy in place for 

internal disputes between the Board and Policy 

Council.

October HS Director
Impasse Policy, 

Meeting Minutes
Annually Executive Director
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