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Introduction to the OHSMS Protocol Guides Introduction 

 

Introduction to the FY2010 Office of Head Start Monitoring Guides 
 

The Office of Head Start (OHS) presents the FY2010 Office of Head Start Monitoring Guides that accompanies 
the FY2010 Monitoring Protocol. The Guides are composed of questions within the Monitoring Protocol and are 
organized by the type of reviewer collecting the information (e.g.,  ISR1 reviewer, PDM reviewer) and the type of 
method used to collect the information (e.g., Interview, Classroom Observation). 
 
The Protocol organizes elements of Head Start Performance Standards and other program regulations into 11 
sections against which compliance will be monitored:  
 

¶ Health Services  

¶ Nutritional Services  

¶ Safe Environments  

¶ Transportation Services 

¶ Disabilities Services  

¶ Mental Health Services  

¶ Family and Community Services (FCS) 

¶ Education and Early Childhood Development Services (ECD) 

¶ Fiscal Management  

¶ Program Design and Management (PDM) 

¶ Eligibility, Recruitment, Selection, Enrollment and Attendance (ERSEA) 
 

Compliance Questions form the basis of the Protocol, with each question focusing on one or more performance 
standard against which compliance will be monitored. Review teams must respond to Compliance Questions 
using the Targeted QuestionsΣ ǿƘƛŎƘ ƻǳǘƭƛƴŜ ǘƘŜ ƳƛƴƛƳǳƳ άŜǾƛŘŜƴŎŜ ƎŀǘƘŜǊƛƴƎέ Ǌequirements in addressing 
questions effectively. The Targeted Questions indicate the people to interview, questions to ask, information to 
retrieve from documents, observations to conduct, and management systems to analyze in developing an 
understanding of grantee compliance with each question.  All of the evidence gathering questions must be 
completed in order to answer the associated compliance question.  
 
A series of tools, or Guides, have been developed to organize the evidence gathering process.  These tools, 
which organize the Targeted Questions by method of data collection and source, include: 

 

¶ Pre-site Document Review Guides (for PDM and Fiscal Reviewers) 

¶ Interview Guides 

¶ Observation Guides 

¶ Document Review Guides 

¶ Checklists (e.g., Safe Environments Checklist) 

¶ Child and Staff File Review Guides  

¶ Management Summary Analysis Guides 
 
The evidence collected through each Guide is linked to Compliance Questions and will be used to assist review 
teams in making compliance determinations.    
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Organization and Use of the Guides 
Types of Guides 

Guides are organized by reviewer and protocol sections.  Each reviewer has a set of tasks they are asked to 
perform during the review of a grantee.  For example, the Education and Early Childhood Development (ECD) 
reviewer conducts the following tasks while on a review:  1) Interviews the ECD Coordinator, 2) Reviews 
program documentation pertaining to ECD, such as the Curriculum, 3) Visits classrooms, family child care 
settings and home-visits to make direct observations about the delivery of services to children, 4) Interviews 
teachers, family child care providers, and home-visitors, 5) Reviews Child Files for each classrooms/settings 
visited 6) Reviews the Staff Files for the ECD Coordinator and/or Content Area Expert, and 7) Completes 
Management Systems Analyses.  For each of these tasks, OHS has created tools to guide the collection of 
ƛƴŦƻǊƳŀǘƛƻƴ ǘƘŀǘ ǿƛƭƭ ōŜ ǳǎŜŘ ǘƻ ŀǎǎŜǎǎ ǘƘŜ ƎǊŀƴǘŜŜΩǎ ŎƻƳǇƭƛŀƴŎŜ ǿƛǘƘ ǎǇŜŎƛŦƛŎ Compliance Questions.  The 
following is a list of Guides currently used by reviewers while conducting an on-site review. 
 

Reviewer Guide 

Integrated Service Reviewer 1 
(ISR1): Disabilities, Mental Health & 
Family and Community Services 

V Interview Guides:  Disabilities Coordinator, Mental Health Coordinator, FCS Coordinator, FCS 
Staff, Parent 

V Child File Review Guides: A ǎŀƳǇƭŜ ƻŦ ол ŎƘƛƭŘǊŜƴΩǎ ŦƛƭŜǎ, at a minimum 

V Staff File Review Guides:  Files for the Disabilities, Mental Health, and FCS Coordinators 
and/or Content Area Experts 

V Document Review Guides (e.g., Disabilities Service Plan, Transition Plans) 

V Management Systems Analyses 

Integrated Service Reviewer 2 
(ISR2): Health, Nutrition, Safe 
Environments, Transportation 

V Interview Guides:  Nutrition Coordinator, Kitchen Staff, Health Coordinator, Facilities 
Coordinator, Transportation Coordinator, Bus driver, and Bus monitor 

V Child File Review Guides: 3-4 child files per center visited, 20 files minimum 

V Staff File Review Guides:  Files for the Health, Nutrition, Facilities, and Transportation 
Coordinators and/or Content Area Experts 

V Document Review Guides (e.g., Prenatal Education Materials, Facility License ) 

V Observation Guides:  Health and Safety Center-based and Family Child Care Observations 

V Checklists:  Safe Environments Center-based and Family Child Care Checklists 

V Bus Inspection 

V Management Systems Analyses  

Education and Early Childhood 
Development Reviewer 

V Interview Guides:  ECD Coordinator, Teaching Staff, Home Visitors, Family Child Care 
Providers 

V Child File Review Guides: 3-4 child files per center visited, 20 files minimum 

V Staff File Review Guides: File for the ECD Coordinator and/or Content Area Expert 

V Document Review Guide: Curriculum 

V Observation Guides:  Center-based, Family Child Care, and Home-based settings 

V Management Systems Analyses  
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Reviewer Guide 

 

Program Design and Management 
(PDM) Reviewer: PDM and ERSEA 

V Pre-site Document Review Guides (e.g., Community  Service Plans/Program Plans) 

V Interview Guides:  Head Start/Early Head Start Director, Governing Body Members, Policy 
Council and Committee Members, ERSEA Coordinator 

V Staff File Review Guides:  Files for Head Start/Early Head Start Director, Teaching staff for all 
classrooms visited, FCC Providers, Home-visitors, and Bus Drivers, ERSEA Coordinator     

V Document Review Guides (e.g., Code of Conduct, Enrollment Reports) 

V Management Systems Analyses  

Fiscal Management Reviewer V Pre-site Document Review Guides (e.g., SF-424, Financial Assistance Award (FAA)) 

V Document Review Guide (e.g. Salaries & Payroll, Leases & Rent Documents) 

V Interview Guide: Fiscal Officer 

V Transaction Sampling and Analysis Guides (e.g., Payroll, Non-Federal Share) 

V Staff File Review Guides:  File of the Fiscal Officer 

V Observations (e.g., Fiscal Controls) 

V Management Systems Analyses 

 

Tailoring the Guides to the Grantee 

All guides are customized to reflect the type of program being reviewed (e.g., center-based, family child care, 
home-based, migrant), and the types of children or populations being served by the program (e.g., infants and 
toddlers, preschool-age children, pregnant women and new mothers). 

Information on how each guide is tailored can be found by looking at both the name of the Guide (e.g., ECD 
/ƭŀǎǎǊƻƻƳ hōǎŜǊǾŀǘƛƻƴύ ŀƴŘ ǘƘŜ άAPPLIES TOέ ǘŜȄǘ ƻƴ ǘƘŜ ƎǳƛŘŜ ǉǳŜǎǘƛƻƴǎΦ  LŦ ŀ ǉǳŜǎǘƛƻƴ ŘƻŜǎ ƴƻǘ ƘŀǾŜ ŀƴ 
άAPPLIES TOέ ƭŀōŜƭΣ ǘƘŜƴ ƛǘ ŀǇǇƭƛŜǎ ǘƻ ŀƭƭ program types and all types of populations being served.  Below is a list 
ƻŦ Ƙƻǿ ǘƘŜ άAPPLIES TOέ ŦƛŜƭŘǎ ŀǊŜ ǳǎŜŘ ƛƴ ǘƘŜ ǾŀǊƛƻǳǎ ƎǳƛŘŜǎΦ 

 

 

How the Question is Tailored Meaning 

APPLIES TO:  Center-based 
programs 

The question is only asked if the grantee being reviewed operates a center-based program as one 
of its program options or the reviewer is observing the center-based option during a classroom 
visit.   

APPLIES TO:  Family child care 
programs 

The question is only asked if the grantee being reviewed operates a family child care program as 
one of its program options or the reviewer is observing a family child care option during a visit.   

APPLIES TO:  Home-based 
programs 

The question is only asked if the grantee being reviewed operates a home-based program as one 
of its program options or the reviewer is observing a Home-based option during a visit.   

APPLIES TO: Migrant and 
Seasonal grantees 

This question is only asked if the grantee being reviewed is a migrant and seasonal grantee.  



      Office of Head Start Monitoring FY 2010 Protocol 

Organization and Use of the Guides Introduction 
 

September 10, 2009 6 
 

How the Question is Tailored Meaning 

APPLIES TO: Non-migrant and 
Seasonal grantees 

This question is only asked if the grantee being reviewed is NOT a migrant or seasonal grantee. 

APPLIES TO:  Programs serving 
infants and toddlers 

The question is only asked if either the program being reviewed serves infant and toddler or the 
reviewer is observing an infant and toddler classroom. 

APPLIES TO:  Programs serving 
preschool-age children 

The question is only asked if either the program being reviewed serves preschool-age children or 
the reviewer is observing a preschool classroom. 

APPLIES TO:  Programs serving 
pregnant woman and new 
mothers 

The question is only asked if the program being reviewed serves pregnant women and new 
mothers 

APPLIES TO:  Programs 
providing transportation 
services 

The question is only asked if the program being reviewed provides transportation services. 

APPLIES TO: American Indian or 
Native Alaskan grantees 

This question is only asked if the grantee being reviewed is an American Indian/Alaskan Native 
(AIAN) grantee. 

APPLIES TO: Non-American 
Indian or Native Alaskan 
grantees 

This question is only asked if the grantee being reviewed is NOT an American Indian/Alaskan 
Native (AIAN) grantee. 

APPLIES TO: Nonprofit 
organizations 

This question is only asked if the program being reviewed is a nonprofit agency 

APPLIES TO: Governmental 
organizations 

This question is only asked if the program being reviewed is a governmental  agency 

APPLIES TO: Grantees with 
delegates 

This question is only asked if the grantee being reviewed has delegate agencies. 

 

Linking the Guide Questions to Compliance Questions 

After each question on the Guides, one or more Compliance Question numbers are listed (e.g., NUT 4A), 
indicating that the evidence collected with the question will be linked to the associated Compliance Question.  
This information will be used to evaluate the grantees overall compliance with the associated Head Start 
Performance Standards.  
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Integrated Service Reviewer 1 Guides  

 
Integrated Services Reviewer 1 Guides 

(Review of Disabilities, Mental Health, Family and Community Services) 
 

The following Guides are used by ISR 1 reviewers to collect information on program performance with respect to 
disabilities, mental health, and family and community services: 

 

Disabilities Services 

¶ Disabilities Document Review  

¶ Disabilities Coordinator Interview 

¶ Child FilesτDisabilities 

¶ Staff FilesτDisabilities Coordinator/Content Area Expert  

¶ Disabilities Management Systems Analyses 
 
 

Mental Health Services 

¶ Mental Health Document Review 

¶ Mental Health Coordinator Interview 

¶ Staff FilesτMental Health Coordinator/Content Area Expert 

¶ Mental Health Management Systems Analyses 
 
 
Family and Community Services (FCS) 

¶ FCS Document Review 

¶ FCS Coordinator Interview 

¶ FCS Staff Interview 

¶ Parent Interview 

¶ Child Files--- FCS 

¶ Staff Files 
ƺ FCS Coordinator/Content Area Expert 
ƺ FCS Staff 

¶ FCS Management Systems Analyses 
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Disabilities Document Review 

Disabilities Service Plan 

ü Review the disabilities service plan. 

ω Iŀǎ ŀ ŘƛǎŀōƛƭƛǘƛŜǎ ǎŜǊǾƛŎŜ Ǉƭŀƴ ōŜŜƴ ŘŜǾŜƭƻǇŜŘ ŀƴŘ ǳǇŘŀǘŜŘ ŀƴƴǳŀƭƭȅΚ   

ω LƴŘƛŎŀǘŜ ǘƘŜ ŘŀǘŜ ƛǘ ǿŀǎ ƭŀǎǘ ǳǇŘŀǘŜŘΦ   
DIS5D 

ü Describe the specific strategies outlined in the disabilities service plan for meeting the special needs of children with 
disabilities and their parents.  
DIS5D 

Interagency Agreement 

ü Review interagency agreements to determine whether: 

ω /ǳǊǊŜƴǘ ŀƎǊŜŜƳŜƴǘǎ ŜȄƛǎǘ ǿƛǘƘ [9!ǎ ŀƴŘ ƻǘƘŜǊ ŀƎŜƴŎƛŜǎ ƛƴ ǘƘŜ ǎŜǊǾƛŎŜ ŀǊŜŀΣ ŀƴŘ 

ω /ǳǊǊŜƴǘ ŀƎǊŜŜƳŜƴǘǎ ŜȄƛǎǘ ǿƛǘƘ ŀƎŜƴŎƛŜǎ ǎŜǊǾƛƴƎ ƛƴŦŀƴǘǎ ŀƴŘ ǘƻŘŘƭŜǊǎΦ 
DIS5C 

ü Do the agreements specify the appropriate mix of services that enable children and their families to participate in the 
program effectively?  
DIS5C 

Documentation of Disabilities Services 

ü Summarize the documented process education and disabilities staff use to apply information from ongoing 
assessments for planning program and individual activities related to children with disabilities. 
DIS2A 

ü Summarize the documented process that disabilities, health and teaching staff use to ensure children with disabilities 
who have health needs receive health services and follow-up. Verify this process by reviewing files of children with 
disabilities with health needs. 
DIS2B 

ü Summarize the documented process that disabilities and mental health staff use to ensure children with disabilities 
who have mental health needs receive services and follow-up. Verify this process by reviewing files of children with 
disabilities with mental health needs. 
DIS2C 

Recruitment Materials 

ü Describe information contained in the recruitment materials about serving children with disabilities, including children 
with severe disabilities. 
DIS3A 
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Transition Plans 

ü Using examples from children's transition plans, document the date that transition planning began for children leaving 
Head Start for public school, or other placement, and describe the program's transition processes for special needs 
children. 
DIS5B 
Applies to: Programs serving preschool-age children 
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Integrated Services Reviewer 1 Guides Disabilities Coordinator Interview 

 

Disabilities Coordinator Interview 

Staff Qualifications and Expertise 

ü Describe your training or experience related to securing and individualizing needed services for children with 
disabilities. If you are not the content area expert, describe the training or experience of the person who provides this 
expertise for the program.  
DIS1A 

ü Describe how you provide the program with regularly scheduled, ongoing expertise and oversight in the area of 
disabilities services. If you are not the content area expert, does someone support you in this area and how? 
DIS1A 

Ongoing Monitoring and Oversight 

ü How do you monitor delivery of the program's disabilities services and the program's compliance with all Federal 
regulations? 
DIS6A 

ü Show me the documents, systems and reports used in the implementation of the ongoing monitoring of disabilities 
services. 
DIS6A 

ü What do you do if you detect problems or weaknesses with the program's disabilities services? 
DIS6A 

Program Planning 

ü How do you update the disabilities service plan annually to reflect the changing needs for disabilities services in your 
community? 
DIS5D 

ü How does the program use a disabilities service plan in shaping program services for children with disabilities?  

(Note to reviewer:  Listen for whether and how the plan includes transportation, coordination with a LEA and Part C 
providers, and working with parents to ensure their involvement).  
DIS5D 

ü Describe how information from the annual self assessment is incorporated into your program planning and 
implementation.  
DIS6A 

ü Describe how information from the Community Assessment (and its updates) is incorporated into your program 
planning and implementation.  
DIS6A 

Staff Coordination 

ü How are changes and updates to program plans regarding the provision of disabilities services communicated between 
coordinators and other necessary staff members? 
DIS2A 

ü How do you verify that individual plans are working for children with disabilities? How do you support teachers with 
implementing plans or addressing the need to change plans? 
DIS2A 
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ü How do you coordinate with the education staff using information from developmental assessments for planning 
program and individualization of educational activities and experiences for children with disabilities? 
DIS2A 

ü How do you coordinate services with health staff to ensure that health needs of children with disabilities are 
communicated and met, and that follow-up occurs? 
DIS2B 

ü How do you coordinate with the mental health staff/consultants to help teachers identify children with mental health-
related disabilities? 
DIS2C 

ü Has coordination with mental health services helped teachers identify mental health problems, such as depression, 
withdrawal, anxiety, or abuse, for a child with disabilities? If so, what were the circumstances? May I see your notes, 
meeting minutes or other documentation of your coordination with mental health services?  
MH2C 
Applies to: Programs serving preschool-age children 

Transitions 

ü What type of transition planning does the program conduct for children on an IFSP? 
DIS5A 
Applies to: Programs serving infants and toddlers 

ü When do transitions begin for children on an IFSP? 
DIS5A 
Applies to: Programs serving infants and toddlers 

ü How do you assist parents transitioning children from Head Start to public school or other placement, beginning early 
in the program year? 
DIS5B 
Applies to: Programs serving preschool-age children 

ü How do you coordinate with parents to ensure that the records of Early Head Start or Head Start children, including 
IEPs and IFSPs, are transferred to the appropriate programs? 
DIS5B 
Applies to: Programs serving preschool-age children 

ü How does the program build parent confidence, advocacy abilities, skills, and knowledge in accessing resources to meet 
their child's needs? 
DIS5B 
Applies to: Programs serving preschool-age children 

ü How does the program inform parents of their rights under the Individuals with Disabilities Education Act (IDEA)?  
DIS5B 
Applies to: Programs serving preschool-age children 

ü What are the program's transition practices for toddlers entering Head Start? How does the program support parents 
of children with disabilities entering from infant and toddler programs? 
DIS5B 
Applies to: Programs serving preschool-age children 
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Enrollment and Recruitment 

ü Describe specific outreach efforts your program makes to agencies serving children with already identified disabilities, 
including severe disabilities, as part of your ongoing recruitment efforts. 
DIS3A 

ü Has outreach resulted in referrals and acceptance of children with disabilities? 
DIS3A 

ü Were any children with disabilities denied enrollment or removed from the program because your program was unable 
to provide an appropriate placement? If so, describe how you determined that a placement in your Head Start program 
would not, even with collaborative efforts with the LEA or Part C agency, be appropriate? 
DIS3A 

Community Partnerships 

ü Do current interagency agreements exist with all LEAs in the service area? 
DIS5C 
Applies to: Programs serving preschool-age children 

ü Do interagency agreements exist with agencies serving infants and toddlers? 
DIS5C 
Applies to: Programs serving infants and toddlers 

Child Assessments 

ü What is the process and timeline for referral to Part C providers and services when an infant or toddler is suspected of 
having a disability? 
DIS4A 
Applies to: Programs serving infants and toddlers 

ü What is the process and timeline for referral to the LEA when a child is suspected of having a disability? How timely is 
the LEA in responding to your referrals?  
DIS4B 
Applies to: Programs serving preschool-age children 

ü How are parents supported to participate in the decisions regarding evaluations and individual program planning? 
DIS4A 
Applies to: Programs serving infants and toddlers 

ü How and when do you obtain parental consent for evaluations? How is consent received from families who do not 
speak English? 
DIS4C 
Applies to: Programs serving preschool-age children 

ü What is the process for following up with the LEA to ensure that children are evaluated formally? 
DIS4B 
Applies to: Programs serving preschool-age children 

ü Can you describe how children receive services defined in the Individualized Family Service Plan (IFSP), both from the 
Head Start program and programs of other agencies? 
DIS4A, DIS4E 
Applies to: Programs serving infants and toddlers 
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ü Can you describe how children receive services defined in the Individualized Education Program IEP, both from the 
Head Start program and programs of other agencies? 
DIS4E 
Applies to: Programs serving preschool-age children 

Adaptation for Children with Disabilities 

ü What steps are taken to ensure that all equipment, toys, materials, and furniture are age appropriate, safe, and 
supportive of children with disabilities? 
SAF1I 
Applies to: Center-based or family child care programs 

Performance Reviews 

ü When did you receive your last annual performance review? 
PDM7C 

ü How are the results of the annual performance review used? Do they help you identify your training and professional 
development needs? How does your manager help you improve skills and professional competencies? 
PDM7C 

Training 

ü Describe the opportunities for ongoing training that the program provides you to help you acquire and maintain the 
skills and knowledge necessary to fulfill your job responsibilities and to implement Head Start Program Performance 
Standards in the service area. 
PDM7I 

ü When did you receive training on identifying and reporting child abuse and neglect? What steps would you take if you 
suspected child abuse or neglect? 
PDM7J 
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Integrated Services Reviewer 1 Guides Child File Review--Disabilities 

 

Child File Review--Disabilities 

Child Files 

ü Review documentation of this child's referral to the Part C provider or agency.   

ω 5ŜǎŎǊƛōŜ ǘƘŜ ǇǊƻƎǊŀƳϥǎ ǊŜŦŜǊǊŀƭ ǇǊƻŎŜǎǎ ŀƴŘ ǘƛƳŜƭƛƴŜΦ  

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ǘƘŜ ŎƘƛƭŘΩǎ Řƛǎŀōƛƭƛǘȅ ǿŀǎ ƛŘŜƴǘƛŦƛŜŘΦ 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ǘƘŜ ŎƘƛƭŘ ǿŀǎ ǊŜŦŜǊǊŜŘ ǘƻ ǘƘŜ tŀǊt C provider. 
DIS4A 
Applies to: Programs serving infants and toddlers 

ü Review referrals and follow-up logs for children with disabilities to LEAs for formal evaluation, if available.   

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ǘƘŜ ŎƘƛƭŘΩǎ Řƛǎŀōƛƭƛǘȅ ǿŀǎ ƛŘŜƴǘƛŦƛŜŘΦ 

ω 5ƻŎǳƳŜƴǘ ǘƘe date of referral for evaluation.   
DIS4B 
Applies to: Programs serving preschool-age children 

ü Review parental consent forms.  If it is not found in the child file, ask staff where this can be found. It might be in the 
file at the LEA, in which case the program would have to get consent from the school. 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ƻŦ ŜǾŀƭǳŀǘƛƻƴ ōȅ ǘƘŜ [9!Φ 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ǇŀǊŜƴǘŀƭ ŎƻƴǎŜƴǘ ǿŀǎ ƻōǘŀƛƴŜŘΦ  
DIS4C 
Applies to: Programs serving preschool-age children 

ü Does the file contain an Individualized Education Plan (IEP)?  
DIS4D 
Applies to: Programs serving preschool-age children 

ü Review the child's Individualized Education Plan (IEP).  

ω Lǎ ǘƘŜ L9t ŎǳǊǊŜƴǘΚ 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ǘƘŜ L9t ǿŀǎ ŎǊŜŀǘŜŘΦ 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ǘƘŜ L9t ǿŀǎ ƭŀǎǘ ǳǇŘŀǘŜŘΦ 

ω ²ŀǎ ǘƘŜ L9t ŎǊŜŀǘŜd before special education and related services were provided?    
DIS4D 
Applies to: Programs serving preschool-age children 

ü Review transition plans. 

ω ²ŀǎ ǘǊŀƴǎƛǘƛƻƴ ǇƭŀƴƴƛƴƎ ǳƴŘŜǊǘŀƪŜƴ ŀǘ ƭŜŀǎǘ с ƳƻƴǘƘǎ ōŜŦƻǊŜ ǘƘŜ ŎƘƛƭŘϥǎ ǘƘƛǊŘ ōƛǊǘƘŘŀȅΚ 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ Řŀte transition planning began. 
DIS5A 
Applies to: Programs serving infants and toddlers 
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Integrated Services Reviewer 1 Guides Disabilities Coordinator & Content Area Expert--Staff File Review 

 

Disabilities Coordinator & Content Area Expert--Staff File Review 

Staff Qualifications and Expertise 

ü List the disabilities content area expert's training, experience, and qualifications in securing and individualizing needed 
services for children with disabilities. 
DIS1A 

Staff Hiring Procedures 

ü Was a criminal background check conducted?  

ω If no, does this staff member provide direct services to children?  If they do not provide direct services to children, 
indicate whether the staff member has an office in a center serving children or in an administrative building where 
there are no children present.  

ω If yes, indicate the date the criminal background check was conducted. 
PDM7E 

ü Review staff files for documentation of initial health examination (including screening for tuberculosis) and 
reexamination (if required by health care provider or as mandated by State, local or Tribal laws).  Has an initial health 
exam, including screenings, been completed? 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ƻŦ ǘƘŜ Ƴƻǎǘ ǊŜŎŜƴǘ ƘŜŀƭǘƘ ŜȄŀƳ ŀƴŘ ǎŎǊŜŜƴƛƴƎΦ 

ω 5ƻŎǳƳŜƴǘ ǿƘŜǘƘŜǊ ŀ ǊŜŜȄŀƳƛƴation is required. 

(Note to reviewer: If the health care provider or State, local or Tribal law requires re-examination, describe the 
requirement, including required timeframes for reexamination if applicable, and indicate whether the program has 
complied with the requirement for the staff you are reviewing.) 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ƻŦ ǘƘŜ ǊŜŜȄŀƳƛƴŀǘƛƻƴΣ ƛŦ ǊŜǉǳƛǊŜŘΦ 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ǘƘŜ ǘǳōŜǊŎǳƭƻǎƛǎ ǎŎǊŜŜƴƛƴƎ ǿŀǎ ŎƻƳǇƭŜǘŜŘΦ 
PDM7F 

Staff Training and Development 

ü Indicate the date of the most recent performance review. 
PDM7C 

ü Review staff files for evidence of training opportunities for staff and volunteers. Briefly summarize the types of training 
offered. 
PDM7I 

ü Has the staff member received training in identifying and reporting child abuse and neglect?   

ω Indicate the date the staff member received this training. 
PDM7J 
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Disabilities Management Summary Analysis--Overall Summary and Strengths 

Overall Service Summary 

ü {ǳƳƳŀǊƛȊŜ ȅƻǳǊ ƎŜƴŜǊŀƭ ƛƳǇǊŜǎǎƛƻƴǎ ƻŦ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ŘŜƭƛǾŜǊȅ ƻŦ ŘƛǎŀōƛƭƛǘƛŜǎ ǎŜǊǾƛŎŜǎΦ ¢ƘŜ ǎǳƳƳŀǊȅ ǎƘƻǳƭŘ ŘŜǎŎǊƛōŜ 
what the program does well, which areas need improvement, and your overall level of confidence in the ǇǊƻƎǊŀƳΩǎ 
provision of disabilities services. Your summary should not directly reiterate the strengths and findings you identified 
through implementation of the protocol but, rather, should reflect your overall analysis and impressions of the 
ǇǊƻƎǊŀƳΩǎ ŜŦfectiveness in providing disabilities services. 
DIS6A 

Service Specific Strengths 

ü Summarize program strengths noted in disabilities services.  Describe any practices that were found to be new or 
innovative and had a positive impact, that helped the grantee overcome challenges and provided greater/improved 
service quality or surpassed established performance indicators.  Some examples of broad categories of program 
strengths include (but are not limited to): 

ω Collaborations with local/community-based services 

ω Exemplary fiscal practices to ensure the safeguarding of Federal dollars 

ω Highly successful efforts to address and improve school readiness 

ω Expansion of the program and increased accessibility 

ω Extraordinary accommodations for children/families (e.g., children with disabilities) 

ω Innovative program design and management 

Do not include strengths that will contradict any PANCs identified on this review.  
DIS6A 
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Disabilities Management Summary Analysis--Parent and Staff Communication 

Communication among Staff 

ü Summarize whether the program has effective two-way communication between Disabilities staff and staff in other 
ǎŜǊǾƛŎŜ ŀǊŜŀǎΦ ¸ƻǳǊ ǎǳƳƳŀǊȅ ǎƘƻǳƭŘ ǇǊƻǾƛŘŜ ŜȄŀƳǇƭŜǎ ƻŦ ǿƘȅ ȅƻǳ ŎƻƴǎƛŘŜǊ ǘƘŜ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ōŜǘǿŜŜƴ ǘƘŜ ǇǊƻƎǊŀƳΩǎ 
staff to be effective or ineffective.  Your summary might reflect a potential program strength, a concern, or general 
compliance.  
DIS6A 

Communication with Parents 

ü Summarize whether the program has effective two-way communication between Disabilities staff and parents. Your 
ǎǳƳƳŀǊȅ ǎƘƻǳƭŘ ǇǊƻǾƛŘŜ ŜȄŀƳǇƭŜǎ ƻŦ ǿƘȅ ȅƻǳ ŎƻƴǎƛŘŜǊ ǘƘŜ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ōŜǘǿŜŜƴ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ǎǘŀŦŦ ŀƴŘ ǇŀǊŜƴǘǎ 
to be effective or ineffective. Your summary might reflect a potential program strength, a concern, or general 
compliance.  
DIS6A 



      Office of Head Start Monitoring FY 2010 Protocol 

September 10, 2009 18 
 

Integrated Services Reviewer 1 Guides Disabilities Management Summary Analysis--Planning 

 

Disabilities Management Summary Analysis--Planning 

Planning 

ü wŜǾƛŜǿ ǘƘŜ 5ƛǎŀōƛƭƛǘƛŜǎ {ŜǊǾƛŎŜǎ ŀǊŜŀΩǎ ǿǊƛǘǘŜƴ Ǉƭŀƴǎ ǎƻ ȅƻǳ ǳƴŘŜǊǎǘŀƴŘ ǘƘŜ Ǝƻŀƭǎ ǘƘŜ ǇǊƻƎǊŀƳ ƛƴǘŜƴŘǎ ǘƻ ŀŎƘƛŜǾŜ ŀƴŘ 
ǘƘŜ ǎǘǊŀǘŜƎƛŜǎ ǘƘŜ ǇǊƻƎǊŀƳ Ǉƭŀƴǎ ǘƻ ǳǎŜ ǘƻ ŀŎŎƻƳǇƭƛǎƘ ƛǘǎ ƎƻŀƭǎΦ {ǳƳƳŀǊƛȊŜ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ǇǊƻƎǊŜǎǎ in implementing its 
plans and achieving its defined goals. Your summary might reflect a potential program strength, a concern, or general 
compliance.  
DIS6A 
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Disabilities Management Summary Analysis--Record-Keeping 

Record-Keeping 

ü Summarize whether the program is effective in keeping up to date and accurate Disabilities records.  Your summary 
should provide examples of why you consider tƘŜ ǇǊƻƎǊŀƳΩǎ ǊŜŎƻǊŘ-keeping system to be effective or ineffective. Your 
summary might reflect a potential program strength, a concern, or general compliance.  
DIS6A 
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Disabilities Management Summary Analysis--Ongoing Monitoring 

Ongoing Monitoring 

ü {ǳƳƳŀǊƛȊŜ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ǇǊƻŎŜǎǎ ŦƻǊ ƻƴƎƻƛƴƎ ƳƻƴƛǘƻǊƛƴƎ ƻŦ 5ƛǎŀōƛƭƛǘƛŜǎ ǎŜǊǾƛŎŜǎΦ ! ŎƻƳǇǊŜƘŜƴǎƛǾŜ ŜȄǇƭŀƴŀǘƛƻƴ ƻŦ ǘƘƛǎ 
system should include a description of each of the following:  

ω aƻƴƛǘƻǊƛƴƎ ƳŜŀǎǳǊŜǎΣ ǘƻƻƭǎ ƻǊ ƛƴǎǘǊǳƳŜƴǘǎΣ ƳŀǘŜǊƛŀƭǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ  

ω {ǘŀŦŦ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ŦƻǊ ƻƴƎƻƛƴƎ ƳƻƴƛǘƻǊƛƴƎ ƻŦ ǘƘŜƛǊ ǊŜǎǇŜŎǘƛǾŜ ǎŜǊǾƛŎŜ ŀǊŜŀǎ 

ω Iƻǿ ǘƘŜ ǇǊƻƎǊŀƳ ŀƴŀƭȅȊŜǎ ŀƴŘ ŘƻŎǳƳŜƴǘǎ ǇǊƻƎǊŜǎǎ ǘƻǿŀǊŘ ŀŎƘƛŜving program goals and complying with 
performance requirements 

ω Iƻǿ Ŧƻƭƭƻǿ ǳǇ ƻŎŎǳǊǎ ŦƻǊ ŦƛƴŘƛƴƎǎ ƻǊ ǇǊƻōƭŜƳǎ ƛŘŜƴǘƛŦƛŜŘ ǘƘǊƻǳƎƘ Řŀǘŀ ŎƻƭƭŜŎǘƛƻƴΣ ŀƴŘ Ƙƻǿ ǘƘŜǎŜ ŦƛƴŘƛƴƎǎ ŀǊŜ 
corrected and documented. 

This summary should help all team members understand the effectiveness or ineffectiveness of Disabilities services. 
Your summary might reflect a potential program strength, a concern, or general compliance.  
DIS6A 
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Mental Health Document Review 

Contract or Memorandum of Agreement with Mental Health Consultant 

ü Review the contract or Memorandum of Agreement (MOA) with the mental health consultant to determine the 
schedule and services expected. 
MH2C 

Community Assessment Summary 

ü Review the Community Assessment Summary completed by the Program Design and Management Reviewer.  Based on 
your review, consider the types of services parents are requesting and the population demographics (i.e., types of 
services people in the community typically use). Given that information and your understanding of the program, has 
the program established the appropriate frequency of visits to assess mental health concerns? 
MH2C, MH3A 
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Mental Health Coordinator Interview 

Staff Qualifications and Expertise 

ü Are you a licensed or certified mental health professional? If not, does the program have a contract with a licensed or 
certified mental health professional who supports the provision of mental health services? 
MH1A 

ü Describe your training or experience related to serving young children and their families. If you are not the content 
area expert, describe the training or experience of the person who provides this expertise for the program.  
MH1A 

ü Describe how you provide the program with regularly scheduled, ongoing expertise and oversight in the area of mental 
health services.  If you are not the content area expert, does someone support you in this area and how? 
MH1A 

Ongoing Monitoring and Oversight 

ü How do you monitor delivery of the program's mental health services and the program's compliance with all Federal 
regulations? 
MH3A 

ü Show me the documents, systems and reports used in the implementation of the ongoing monitoring of mental health 
services. 
MH3A 

ü What do you do if you detect problems or weaknesses with the program's mental health services?  
MH3A 

Program Planning 

ü Describe how information from the annual self assessment is incorporated into your program planning and 
implementation.  
MH3A 

ü Describe how information from the Community Assessment (and its updates) is incorporated into your program 
planning and implementation.  
MH3A 

Implementing Mental Health Services 

ü How often do you visit each setting? How is the schedule implemented across all program options? How do you define 
"regular schedule"? 
MH2C 

Identifying Mental Health Concerns 

ü What role do you play in the program's efforts to conduct screening to identify children who might require formal 
evaluation of behavioral and social-emotional concerns? 
MH2C 
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ü Describe your process for identifying staff or family mental health concerns about a child? How do you coordinate with 
teachers, family child care providers and home visitors? Can you share an example of a referral made this year and its 
resolution? 
MH2C 

ü How do you learn about a teacher's concerns about children's behavior and mental health? What do you do to help 
teachers through this process? 
MH2B 

Addressing Mental Health Concerns 

ü When a concern about a child is identified, what is your process for addressing that concern? How do you know when it 
is time to intervene? 
MH2C 

ü Have you helped design practices responsive to behavioral and mental health concerns you have about a child or group 
of children? 
MH2B 

ü Can you share examples of working with staff and parents to implement program practices that respond to behavioral 
and mental health concerns about an individual child or group of children? Review available documents to verify.  
MH2B 

Children with Disabilities 

ü How do you coordinate services with the Disabilities Coordinator to ensure that mental health needs of children with 
disabilities are communicated, and that follow-up occurs? 
DIS2C 

Parent Involvement 

ü How do you share staff observations with parents and help parents understand child development and their child's 
behavior? 
MH2A 

ü How do you help parents understand how to strengthen home environments to support and nurture child 
development? 
MH2A 

ü How do you solicit parents' information, observations, and concerns about their children's mental health? 
MH2A 

ü How do you educate parents about appropriate behaviors and varying individual temperaments? How do you educate 
parents and staff on appropriate responses to child behaviors? 
MH2A 

Performance Reviews 

ü When did you receive your last annual performance review? 
PDM7C 

ü How are the results of the annual performance review used? Do they help you identify your training and professional 
development needs? How does your manager help you improve skills and professional competencies? 
PDM7C 
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Training 

ü Describe the opportunities for ongoing training that the program provides you to help you acquire and maintain the 
skills and knowledge necessary to fulfill your job responsibilities and to implement Head Start Program Performance 
Standards in the service area. 
PDM7I 

ü When did you receive training on identifying and reporting child abuse and neglect? What steps would you take if you 
suspected child abuse or neglect? 
PDM7J 
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Mental Health Coordinator & Content Area Expert--Staff File Review 

Staff Qualifications and Expertise 

ü List the mental health content area expert's training, experience, and qualifications. Document the accrediting body for 
the license or certification.  
MH1A 

Staff Hiring Procedures 

ü Was a criminal background check conducted?  

ω LŦ ƴƻΣ ŘƻŜǎ ǘƘƛǎ ǎǘŀŦŦ ƳŜƳōŜǊ ǇǊƻǾƛŘŜ ŘƛǊŜŎǘ ǎŜǊǾƛŎŜǎ ǘƻ ŎƘƛƭŘǊŜƴΚ  LŦ ǘƘŜȅ Řƻ ƴƻǘ ǇǊƻǾƛŘŜ ŘƛǊŜŎǘ services to children, 
indicate whether the staff member has an office in a center serving children or in an administrative building where 
there are no children present.  

ω If yes, indicate the date the criminal background check was conducted. 
PDM7E 

ü Review staff files for documentation of initial health examination (including screening for tuberculosis) and 
reexamination (if required by health care provider or as mandated by State, local or Tribal laws).  Has an initial health 
exam, including screenings, been completed? 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ƻŦ ǘƘŜ Ƴƻǎǘ ǊŜŎŜƴǘ ƘŜŀƭǘƘ ŜȄŀƳ ŀƴŘ ǎŎǊŜŜƴƛƴƎΦ 

ω 5ƻŎǳƳŜƴǘ ǿƘŜǘƘŜǊ ŀ ǊŜŜȄŀƳƛƴŀǘƛƻƴ ƛǎ ǊŜǉǳƛǊŜŘΦ 

(Note to reviewer: If the health care provider or State, local or Tribal law requires re-examination, describe the 
requirement, including required timeframes for reexamination if applicable, and indicate whether the program has 
complied with the requirement for the staff you are reviewing.) 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ƻŦ ǘƘŜ ǊŜŜȄŀƳƛƴŀǘƛƻƴΣ ƛŦ ǊŜǉǳƛǊŜŘΦ 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ǘƘŜ ǘǳōŜǊŎǳƭƻǎƛǎ screening was completed. 
PDM7F 

Staff Training and Development 

ü Indicate the date of the most recent performance review. 
PDM7C 

ü Review staff files for evidence of training opportunities for staff and volunteers. Briefly summarize the types of training 
offered. 
PDM7I 

ü Has the staff member received training in identifying and reporting child abuse and neglect?   

ω LƴŘƛŎŀǘŜ ǘƘŜ ŘŀǘŜ ǘƘŜ ǎǘŀŦŦ ƳŜƳōŜǊ ǊŜŎŜƛǾŜŘ ǘƘƛǎ ǘǊŀƛƴƛƴƎΦ 
PDM7J 
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Mental Health Management Summary Analysis--Overall Summary and Strengths 

Overall Service Summary 

ü {ǳƳƳŀǊƛȊŜ ȅƻǳǊ ƎŜƴŜǊŀƭ ƛƳǇǊŜǎǎƛƻƴǎ ƻŦ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ŘŜƭƛǾŜǊȅ ƻŦ ƳŜƴǘŀƭ ƘŜŀƭǘƘ ǎŜǊǾƛŎŜǎΦ ¢ƘŜ ǎǳƳƳŀǊȅ should describe 
ǿƘŀǘ ǘƘŜ ǇǊƻƎǊŀƳ ŘƻŜǎ ǿŜƭƭΣ ǿƘƛŎƘ ŀǊŜŀǎ ƴŜŜŘ ƛƳǇǊƻǾŜƳŜƴǘΣ ŀƴŘ ȅƻǳǊ ƻǾŜǊŀƭƭ ƭŜǾŜƭ ƻŦ ŎƻƴŦƛŘŜƴŎŜ ƛƴ ǘƘŜ ǇǊƻƎǊŀƳΩǎ 
provision of mental health services. Your summary should not directly reiterate the strengths and findings you 
identified through implementation of the protocol but, rather, should reflect your overall analysis and impressions of 
ǘƘŜ ǇǊƻƎǊŀƳΩǎ ŜŦŦŜŎǘƛǾŜƴŜǎǎ ƛƴ ǇǊƻǾƛŘƛƴƎ ƳŜƴǘŀƭ ƘŜŀƭǘƘ ǎŜǊǾƛŎŜǎΦ 
MH3A 

Service Specific Strengths 

ü Summarize program strengths noted in mental health services.  Describe any practices that were found to be new or 
innovative and had a positive impact, that helped the grantee overcome challenges and provided greater/improved 
service quality or surpassed established performance indicators.  Some examples of broad categories of program 
strengths include (but are not limited to): 

ω /ollaborations with local/community-based services 

ω Exemplary fiscal practices to ensure the safeguarding of Federal dollars 

ω Highly successful efforts to address and improve school readiness 

ω Expansion of the program and increased accessibility 

ω Extraordinary accommodations for children/families (e.g., children with disabilities) 

ω Innovative program design and management 

Do not include strengths that will contradict any PANCs identified on this review.  
MH3A 
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Mental Health Management Summary Analysis--Parent and Staff Communication 

Communication among Staff 

ü Summarize whether the program has effective two-way communication between Mental Health staff and staff in other 
ǎŜǊǾƛŎŜ ŀǊŜŀǎΦ ¸ƻǳǊ ǎǳƳƳŀǊȅ ǎƘƻǳƭŘ ǇǊƻǾƛŘŜ ŜȄŀƳǇƭŜǎ ƻŦ ǿƘȅ ȅƻǳ ŎƻƴǎƛŘŜǊ ǘƘŜ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ōŜǘǿŜŜƴ ǘƘŜ ǇǊƻƎǊŀƳΩǎ 
staff to be effective or ineffective. Your summary might reflect a potential program strength, a concern, or general 
compliance.  
MH3A 

Communication with Parents 

ü Summarize whether the program has effective two-way communication between Mental Health staff and parents. 
Your ǎǳƳƳŀǊȅ ǎƘƻǳƭŘ ǇǊƻǾƛŘŜ ŜȄŀƳǇƭŜǎ ƻŦ ǿƘȅ ȅƻǳ ŎƻƴǎƛŘŜǊ ǘƘŜ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ōŜǘǿŜŜƴ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ǎǘŀŦŦ ŀƴŘ 
parents to be effective or ineffective. Your summary might reflect a potential program strength, a concern, or general 
compliance.  
MH3A 
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Mental Health Management Summary Analysis--Planning 

Planning 

ü wŜǾƛŜǿ ǘƘŜ aŜƴǘŀƭ IŜŀƭǘƘ {ŜǊǾƛŎŜǎ ŀǊŜŀΩǎ ǿǊƛǘǘŜƴ Ǉƭŀƴǎ ǎƻ ȅƻǳ ǳƴŘŜǊǎǘŀƴŘ ǘƘŜ Ǝƻŀƭǎ ǘƘŜ ǇǊƻƎǊŀm intends to achieve 
ŀƴŘ ǘƘŜ ǎǘǊŀǘŜƎƛŜǎ ǘƘŜ ǇǊƻƎǊŀƳ Ǉƭŀƴǎ ǘƻ ǳǎŜ ǘƻ ŀŎŎƻƳǇƭƛǎƘ ƛǘǎ ƎƻŀƭǎΦ  {ǳƳƳŀǊƛȊŜ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ǇǊƻƎǊŜǎǎ ƛƴ 
implementing its plans and achieving its defined goals. Your summary might reflect a potential program strength, a 
concern, or general compliance.  
MH3A 
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Mental Health Management Summary Analysis--Record-Keeping 

Record-Keeping 

ü Summarize whether the program is effective in keeping up to date and accurate Mental Health records.  Your summary 
ǎƘƻǳƭŘ ǇǊƻǾƛŘŜ ŜȄŀƳǇƭŜǎ ƻŦ ǿƘȅ ȅƻǳ ŎƻƴǎƛŘŜǊ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ǊŜŎƻǊŘ-keeping system to be effective or ineffective. Your 
summary might reflect a potential program strength, a concern, or general compliance.  
MH3A 
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Mental Health Management Summary Analysis--Ongoing Monitoring 

Ongoing Monitoring 

ü Summarize thŜ ǇǊƻƎǊŀƳΩǎ ǇǊƻŎŜǎǎ ŦƻǊ ƻƴƎƻƛƴƎ ƳƻƴƛǘƻǊƛƴƎ ƻŦ aŜƴǘŀƭ IŜŀƭǘƘ ǎŜǊǾƛŎŜǎΦ ! ŎƻƳǇǊŜƘŜƴǎƛǾŜ ŜȄǇƭŀƴŀǘƛƻƴ ƻŦ 
this system should include a description of each of the following:  

ω aƻƴƛǘƻǊƛƴƎ ƳŜŀǎǳǊŜǎΣ ǘƻƻƭǎ ƻǊ ƛƴǎǘǊǳƳŜƴǘǎΣ ƳŀǘŜǊƛŀƭǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ  

ω {ǘŀŦŦ ǊŜǎǇƻƴǎƛbilities for ongoing monitoring of their respective service areas 

ω Iƻǿ ǘƘŜ ǇǊƻƎǊŀƳ ŀƴŀƭȅȊŜǎ ŀƴŘ ŘƻŎǳƳŜƴǘǎ ǇǊƻƎǊŜǎǎ ǘƻǿŀǊŘ ŀŎƘƛŜǾƛƴƎ ǇǊƻƎǊŀƳ Ǝƻŀƭǎ ŀƴŘ ŎƻƳǇƭȅƛƴƎ ǿƛǘƘ 
performance requirements 

ω Iƻǿ Ŧƻƭƭƻǿ ǳǇ ƻŎŎǳǊǎ ŦƻǊ ŦƛƴŘƛƴƎǎ ƻǊ ǇǊƻōƭŜƳǎ ƛŘŜƴǘƛŦƛŜŘ ǘƘǊƻǳƎh data collection, and how these findings are 
corrected and documented. 

This summary should help all team members understand the effectiveness or ineffectiveness of Mental Health services. 
Your summary might reflect a potential program strength, a concern, or general compliance.  
MH3A 
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Family and Community Services Document Review 

Newsletters, Calendars, etc. 

ü Review newsletters, calendars, event flyers, etc. for documentation that events are planned and that opportunities 
exist for interaction between staff and families throughout the year.  Describe examples of the events documented.   
FCS2A 

ü Review newsletters, calendars, event flyers, etc. for information provided to families on available resources that meet 
their needs and interests. 
FCS3D 

Materials for Families 

ü Review materials available for both English and non-English speaking families. Into what additional languages have 
materials been translated? Do these languages reflect languages spoken by the program's families? 
FCS2B 

HSAC Roster and Meeting Minutes 

ü Review the HSAC roster and meeting minutes to determine the frequency of meetings, relevancy of topics, and 
member attendance. If no roster or meeting minutes exist, ask a staff member where this information is located.  
FCS5B 

Recruitment Materials 

ü Are the specific types of transportation assistance being offered made clear to all prospective families in the program's 
recruitment announcements? 
TRANS4B 

ü If the agency has decided not to provide transportation services for either all or a portion of the children, describe how 
the agency provides reasonable assistance to the families of such children to arrange transportation to and from its 
activities. In your description, indicate whether program recruitment announcements are in the languages of the 
children and families served by the program. 
TRANS4B 
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Family and Community Services Coordinator Interview 

Staff Qualifications and Expertise 

ü Describe your training or experience related to social services, human services, or family services. If you are not the 
content area expert, describe the training or experience of the person who provides this expertise for the program. 
FCS1A 

ü Describe how you provide the program with regularly scheduled, ongoing expertise and oversight in the area of family 
and community services.  If you are not the content area expert, does someone support you in this area and how? 
FCS1A 

Ongoing Monitoring and Oversight 

ü How do you monitor delivery of the program's family and community services and the program's compliance with all 
Federal regulations? 
FCS6A 

ü Show me the documents, systems and reports used in the implementation of the ongoing monitoring of family and 
community services. 
FCS6A 

ü What do you do if you detect problems or weaknesses with the program's family and community services? 
FCS6A 

Program Planning 

ü Describe how information from the annual self assessment is incorporated into your program planning and 
implementation.  
FCS6A 

ü Describe how information from the Community Assessment (and its updates) is incorporated into your program 
planning and implementation.  
FCS6A 

Staff Coordination 

ü How do you learn about policy or operational changes in the program? 
PDM5A 

Community Partnerships 

ü Has the program established ongoing collaborative relationships with health and mental health services providers, such 
as local health departments, community health centers, managed care organizations, medical or dental schools, and 
professional associations? Can you describe these partnerships and specify the agencies with which partnerships have 
been formed.  
FCS5A 

ü How do the community partnerships the program has established support families' needs (e.g., improve, share, and 
augment services for children and families)? What documents and materials does the program have, if available, to 
support demonstration of its community partnership collaborations?  

(Note to reviewer:  In your notes, indicate the type or types of documentation (e.g., written agreements, informal 
agreements, correspondence, in-kind, meeting minutes)).  
FCS5A 
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Support Services for Families 

ü How do you determine that the services provided through a partner community organization respond to the families' 
needs? Has the program sought Health Services Advisory Committee (HSAC) input on health providers and resources in 
the community? 
FCS3B 

ü Can you share examples of educational resources and tell me how it was determined that these resources best fit the 
families you serve? 
FCS3B 

ü How does the agency help as many families as possible obtain transportation who need transportation for their 
children to attend the program? 
TRANS4A 

ü Has the community experienced community-wide emergencies or crises that affected many Head Start (HS) families? If 
so, what kind of help, if any, did the program provide in response, either directly or through referral? 
FCS3B 

Family Literacy 

ü What is your program's approach to providing family literacy services? 
FCS3C 

ü Describe how your program provides services that address the four major activities defining family literacy in Head 
Start: 

ω tŀǊŜƴǘ ŀƴŘ ŎƘƛƭŘ ƛƴǘŜǊŀŎǘƛǾŜ ƭƛǘŜǊŀŎȅ ŀŎǘƛǾƛǘƛŜǎΤ 

ω ¢ǊŀƛƴƛƴƎ for parents as the primary teachers of their children; 

ω tŀǊŜƴǘ ǘǊŀƛƴƛƴƎ ǘƘŀǘ ƭŜŀŘǎ ǘƻ ŜŎƻƴƻƳƛŎ ǎŜƭŦ-sufficiency and financial literacy; and 

ω !ƎŜ-appropriate education for children that prepares them for success in school and life. 
FCS3C 

Communication with Families 

ü What strategies are used to ensure communication with families in their own language?  
FCS2B 

ü What steps are taken when staff is unable to communicate directly with parents? 
FCS2B 

Performance Reviews 

ü When did you receive your last annual performance review? 
PDM7C 

ü How are the results of the annual performance review used? Do they help you identify your training and professional 
development needs? How does your manager help you improve skills and professional competencies? 
PDM7C 
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Training 

ü Describe the opportunities for ongoing training that the program provides you to help you acquire and maintain the 
skills and knowledge necessary to fulfill your job responsibilities and to implement Head Start Program Performance 
Standards in the service area. 
PDM7I 

ü When did you receive training on identifying and reporting child abuse and neglect? What steps would you take if you 
suspected child abuse or neglect? 
PDM7J 
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Family and Community Services Staff Interview 

Staff Qualifications and Expertise 

ü Explain your experience in organizing or facilitating parent education, advocacy, or support groups. 
FCS1B 

ü What training, experience, and skills do you have in helping parents advocate and make decisions for their young 
children and families? What experience do you have in making referrals (e.g., health, mental health, and disabilities) for 
families? 
FCS1B 

Staff Coordination 

ü How do you learn about policy or operational changes in the program? 
PDM5A 

Community Partnerships 

ü How do the community partnerships the program has established support families' needs (e.g., improve, share, and 
augment services for children and families)? What documents and materials does the program have, if available, to 
support demonstration of its community partnership collaborations?  

(Note to reviewer:  In your notes, indicate the type or types of documentation (e.g., written agreements, informal 
agreements, correspondence, in-kind, meeting minutes)).  
FCS5A 

Support Services for Families 

ü How do you know whether a resource or referral is meeting the families' needs? 
FCS3B 

ü How are opportunities to participate in education or appropriate interventions provided to families in the following 
areas: 

ω /ƻǳƴǎŜƭƛƴƎ ǇǊƻƎǊŀƳǎΣ 

ω {ǳōǎǘŀƴŎŜ ŀōǳǎŜ ǇǊƻƎǊŀƳǎΣ  

ω /ƘƛƭŘ ŀōǳǎŜ ŀƴŘ ƴŜƎƭŜŎǘ ŜŘǳŎŀǘƛƻƴΣ  

ω 5ƻƳŜǎǘƛŎ ǾƛƻƭŜƴŎŜ ǎŜǊǾƛŎŜǎΣ 

ω tǊŜǾŜƴǘƛƻƴ ǇǊƻƎǊŀƳǎ ŦƻǊ ŀǘ-risk families, and  

ω aŜƴǘŀƭ ƘŜŀƭǘƘ ŜŘǳŎŀǘƛƻƴΚ 
FCS3B 

ü Can you share examples of how you have helped families access emergency services or resources, such as food, 
housing, clothing, or transportation? 
FCS3B 

Family Literacy 

ü How are parents, as adult learners, helped to identify and address their own literacy goals?  
FCS3C 
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Parent Involvement 

ü Are activities planned at varying times during the day and week (e.g., at breakfast, end of the day, weekends) to 
encourage as many parents as possible to participate? 
FCS2A 

ü Are alternative work schedules provided to allow staff to interact with working families during weekend events (e.g., 
picnics, religious and Tribal ceremonies, or other cultural events), if necessary? 
FCS2A 

ü How are the needs of family members with special needs considered when planning meetings and activities?  
FCS2A 

ü How are meetings and interactions respectful of families' diversity and cultural and ethnic backgrounds, including 
families who might be unable to read or speak English? Can you share materials or plans that show how the program 
implements this requirement? 
FCS2A 

ü Describe the process for developing trusting relationships with families and encouraging them to participate in 
individualized family partnerships. When does this process begin? 
FCS3A 

ü Describe the process for determining the needs and interests that form the basis for jointly developing goals with 
parents? 
FCS3A 

ü How do you approach situations in which families are not ready, or elect not to participate in, the family partnership 
process? 
FCS3A 

ü How do you track families' progress in meeting their goals? How do you know when families have met their goals? 
FCS3A 

ü How does the HSAC help the program stay abreast of current community health needs and recommend necessary 
interventions for children and families? 
FCS5B 

Communication with Families 

ü What strategies are used to ensure communication with families in their own language?  
FCS2B 

ü What is the process for reaching out to families whose child has been absent for 4 or more consecutive days? When 
absences result from temporary family situations, what kind of family support procedures does the program initiate? 
FCS2C 

ü How do you reach out to parents if families have no phone or are otherwise hard to reach? What do you do if you 
cannot reach the family?  

(Note to reviewer: Listen for staff efforts to reach out to families beyond phone and notes sent home.) 
FCS2C 

Performance Reviews 

ü When did you receive your last annual performance review? 
PDM7C 
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ü How are the results of the annual performance review used? Do they help you identify your training and professional 
development needs? How does your manager help you improve skills and professional competencies? 
PDM7C 

Training 

ü Describe the opportunities for ongoing training that the program provides you to help you acquire and maintain the 
skills and knowledge necessary to fulfill your job responsibilities and to implement Head Start Program Performance 
Standards in the service area. 
PDM7I 

ü When did you receive training on identifying and reporting child abuse and neglect? What steps would you take if you 
suspected child abuse or neglect? 
PDM7J 
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Parent Interview 

Parent Involvement 

ü Are activities planned at varying times during the day and week (e.g., at breakfast, end of the day, weekends) to 
encourage you to participate? 
FCS2A 

ü Are meetings and interactions respectful of your family's cultural and ethnic background?  
FCS2A 

ü Do program staff interact with you during weekend events (e.g., picnics, religious and Tribal ceremonies, or other 
cultural events)? 
FCS2A 

ü How often does the teacher visit you at home? 
FCS4A 

ü Are parent visits held at times convenient for you? 
FCS4A 

ü Have you been asked to make suggestions for classroom activities? 
FCS4B 

ü IŀǾŜ ȅƻǳ ōŜŜƴ ƎƛǾŜƴ ƻǇǇƻǊǘǳƴƛǘƛŜǎ ǘƻ ƻōǎŜǊǾŜ ȅƻǳǊ ŎƘƛƭŘΩǎ ǎƪƛƭƭǎ ŀƴŘ ǘŀƭƪ ǘƻ ǇǊƻƎǊŀƳ ǎǘŀŦŦ ŀōƻǳǘ how you think your 
child is progressing? 
FCS4B 

ü ²Ƙŀǘ ǘȅǇŜǎ ƻŦ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ȅƻǳǊ ŎƘƛƭŘΩǎ ǇǊƻƎǊŜǎǎ ƛǎ ǎƘŀǊŜŘ ǿƛǘƘ ȅƻǳΚ Iƻǿ ƻŦǘŜƴ Řƻ ȅƻǳ ǊŜŎŜƛǾŜ ǘƘŜǎŜ ǊŜǇƻǊǘǎΚ 
FCS4B 

ü How does the program educate you about your child's appropriate behavior? Does the program offer feedback on how 
to respond to your child's behavior? 
MH2A 

ü ²Ƙŀǘ ƘŀǾŜ ȅƻǳ ƭŜŀǊƴŜŘ ŦǊƻƳ ǘƘŜ ǇǊƻƎǊŀƳ ŀōƻǳǘ ǘƘŜ ƛƳǇƻǊǘŀƴŎŜ ƻŦ ŘŜǾŜƭƻǇƛƴƎ ȅƻǳǊ ŎƘƛƭŘΩǎ ǇƘȅǎƛŎŀƭ ŘŜǾŜƭƻǇƳŜƴǘ ŀƴŘ 
safety precautions to use when playing actively with your child?  
ECD5C 
Applies to: Home-based programs 

Child Assessments 

ü How do program staff learn about your observations and concerns about your child's mental health? 
MH2A 

ü !ǎƪ ǇŀǊŜƴǘǎ ƻŦ ŎƘƛƭŘǊŜƴ ǿƛǘƘ ŘƛǎŀōƛƭƛǘƛŜǎΥ 5ƻ ȅƻǳ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ ǘƘŜ ŘŜŎƛǎƛƻƴǎ ǊŜƎŀǊŘƛƴƎ ȅƻǳǊ ŎƘƛƭŘΩǎ ŜǾŀƭǳŀǘions and 
individual program planning? How does the program support you in these efforts? 
DIS4A 
Applies to: Programs serving infants and toddlers 

Support Services for Families 

ü Do you find that you have a relationship or partnership with staff that is trusting and helps you to focus on your family's 
needs? 
FCS3A 
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ü When does the program start working with you to create goals that support and strengthen your entire family?  
FCS3A 

ü If you feel comfortable, describe some of the goals that you have made for your family, and tell me where you are in 
your plan for achieving those goals. 
FCS3A 

ü What kinds of resources or referrals has the program helped you access? Tell me how the resources or referrals you 
received meet your needs? 
FCS3B, FCS3C 

ü Does the program provide diapers, wipes and formula for your child? 
SAF1B 
Applies to: Programs serving infants and toddlers 

ü If you speak another language, how have you been encouraged by the program to create and share stories in your 
native language?  
FCS4B 

Health Services 

ü How are you informed when health problems are suspected or identified for your child? 
HEA2F 

ü Does the program talk with you about the importance of health procedures and developmental screening (e.g., 
hearing, vision).  Do program staff obtain advance authorization for such procedures or testing? 
HEA2F 

ü How does the program support you to ensure that your child has access to health care (e.g., your child has a primary 
care physician and dentist)?  
HEA2A 

ü Has the program helped you keep your child up to date on primary and preventive health care? For example, has the 
program helped you make and keep appointments and understand the importance of staying up to date? 
HEA2B, HEA2D 

ü Has the program helped you obtain or arrange further testing, examination, and treatment for your child when 
necessary? 
HEA2B, HEA2D 

Nutrition 

ü When and how often do program staff discuss your children's nutritional needs and health with you? 
NUT2F, HEA3C 

ü How does the program communicate with you about your child's daily experiences with food? 
NUT2D 
Applies to: Programs serving infants and toddlers 

ü Does your child receive breakfast every morning, even if he or she arrives late? 
NUT2C 
Applies to: Center-based or family child care programs 

ü Can you describe how you have been involved in planning snacks and meals for group socializations? 
NUT3A 
Applies to: Home-based programs 
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Pre/Post Natal Care Services 

ü Ask mothers who have given birth within the program year: Did the program help you receive early and regular 
comprehensive prenatal and postnatal care that included early, continuing risk assessment, health promotion and 
treatment, and mental health interventions and follow-up?  
HEA4A 
Applies to: Programs serving pregnant women or new mothers 

ü Ask mothers of newborns: Did you receive a visit within 2 weeks of your child's birth? If so, what did this visit cover? 
HEA4B 
Applies to: Programs serving pregnant women or new mothers 

ü Ask pregnant women or new mothers: What prenatal education did the program provide you? 
HEA4C 
Applies to: Programs serving pregnant women or new mothers 

Transitions 

ü Ask parents who have experienced a transition into Head Start recently or parents who are in the process of a 
transition from Head Start: How did the program assist your child with the transition process? 
DIS5B, FCS5C 
Applies to: Programs serving preschool-age children 

Fees 

ü Have you ever been required to pay Head Start in exchange for your child's participation in the program? For example, 
are you required to pay late fees, registration fees, or provide money for your child to attend field trips? If yes, describe 
the payment you have been asked to make.  
ERSEA2B 

Notifications 

ü How are you notified in the event of an emergency involving your child? 
HEA2F 

ü How are you notified of unplanned interruptions in service (e.g., program closing)? How does the program handle 
these situations (e.g., help locate an alternate provider or substitute)?  
HEA2F 
Applies to: Family child care programs 
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Child File Review--Family and Community Services 

Child Files 

ü Did staff communicate with the family regarding any absence greater than 4 consecutive days?    
FCS2C 

ü Review family contact notes or Family Partnership Agreements, if written. Are timetables and strategies for achieving 
family goals documented? 
FCS3A 
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FCS Coordinator & Content Area Expert--Staff File Review 

Staff Qualifications and Expertise 

ü List the family and community services content area expert's training, experience, and qualifications.  
FCS1A 

Staff Hiring Procedures 

ü Was a criminal background check conducted?  

ω LŦ ƴƻΣ ŘƻŜǎ ǘƘƛǎ ǎǘŀŦŦ ƳŜƳōŜǊ ǇǊƻǾƛŘŜ Řƛrect services to children?  If they do not provide direct services to children, 
indicate whether the staff member has an office in a center serving children or in an administrative building where 
there are no children present.  

ω LŦ ȅŜǎΣ ƛƴŘƛŎŀǘŜ ǘƘŜ ŘŀǘŜ the criminal background check was conducted. 
PDM7E 

ü Review staff files for documentation of initial health examination (including screening for tuberculosis) and 
reexamination (if required by health care provider or as mandated by State, local or Tribal laws).  Has an initial health 
exam, including screenings, been completed? 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ƻŦ ǘƘŜ Ƴƻǎǘ ǊŜŎŜƴǘ ƘŜŀƭǘƘ ŜȄŀƳ ŀƴŘ ǎŎǊŜŜƴƛƴƎΦ 

ω 5ƻŎǳƳŜƴǘ ǿƘŜǘƘŜǊ ŀ ǊŜŜȄŀƳƛƴŀǘƛƻƴ ƛǎ ǊŜǉǳƛǊŜŘΦ 

(Note to reviewer: If the health care provider or State, local or Tribal law requires re-examination, describe the 
requirement, including required timeframes for reexamination if applicable, and indicate whether the program has 
complied with the requirement for the staff you are reviewing.) 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ƻŦ ǘƘŜ ǊŜŜȄŀƳƛƴation, if required. 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ǘƘŜ ǘǳōŜǊŎǳƭƻǎƛǎ ǎŎǊŜŜƴƛƴƎ ǿŀǎ ŎƻƳǇƭŜǘŜŘΦ 
PDM7F 

Staff Training and Development 

ü Indicate the date of the most recent performance review. 
PDM7C 

ü Review staff files for evidence of training opportunities for staff and volunteers. Briefly summarize the types of training 
offered. 
PDM7I 

ü Has the staff member received training in identifying and reporting child abuse and neglect?   

ω Indicate the date the staff member received this training. 
PDM7J 
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FCS Staff--Staff File Review 

Staff Hiring Procedures 

ü Was a criminal background check conducted?  

ω LŦ ƴƻΣ ŘƻŜǎ ǘƘƛǎ ǎǘŀŦŦ ƳŜƳōŜǊ ǇǊƻǾƛŘŜ ŘƛǊŜŎǘ ǎŜǊǾƛŎŜǎ ǘƻ ŎƘƛƭŘǊŜƴΚ  LŦ ǘƘŜȅ Řƻ ƴƻǘ ǇǊƻǾƛŘe direct services to children, 
indicate whether the staff member has an office in a center serving children or in an administrative building where 
there are no children present.  

ω LŦ ȅŜǎΣ ƛƴŘƛŎŀǘŜ ǘƘŜ ŘŀǘŜ ǘƘŜ ŎǊƛƳƛƴŀƭ ōŀŎƪƎǊƻǳƴŘ ŎƘŜŎƪ ǿŀǎ ŎƻƴŘǳŎǘŜŘΦ 
PDM7E 

ü Review staff files for documentation of initial health examination (including screening for tuberculosis) and 
reexamination (if required by health care provider or as mandated by State, local or Tribal laws).  Has an initial health 
exam, including screenings, been completed? 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ƻŦ ǘƘŜ Ƴƻǎǘ ǊŜŎŜƴǘ ƘŜŀƭǘƘ ŜȄŀƳ ŀƴŘ ǎŎǊŜŜƴƛƴƎΦ 

ω 5ƻŎǳƳŜƴǘ ǿƘŜǘƘŜǊ ŀ ǊŜŜȄŀƳƛƴŀǘƛƻƴ ƛǎ ǊŜǉǳƛǊŜŘΦ 

(Note to reviewer: If the health care provider or State, local or Tribal law requires re-examination, describe the 
requirement, including required timeframes for reexamination if applicable, and indicate whether the program has 
complied with the requirement for the staff you are reviewing.) 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ƻŦ ǘƘŜ ǊŜŜȄŀƳƛƴŀǘƛƻƴΣ ƛŦ ǊŜǉǳƛǊŜŘΦ 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ǘƘŜ ǘǳōŜǊculosis screening was completed. 
PDM7F 

Staff Training and Development 

ü Indicate the date of the most recent performance review. 
PDM7C 

ü Review staff files for evidence of training opportunities for staff and volunteers. Briefly summarize the types of training 
offered. 
PDM7I 

ü Has the staff member received training in identifying and reporting child abuse and neglect?   

ω Indicate the date the staff member received this training. 
PDM7J 
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Family and Community Services Management Summary Analysis--Overall Summary and Strengths 

Overall Service Summary 

ü {ǳƳƳŀǊƛȊŜ ȅƻǳǊ ƎŜƴŜǊŀƭ ƛƳǇǊŜǎǎƛƻƴǎ ƻŦ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ŘŜƭƛǾŜǊȅ ƻŦ ŦŀƳƛƭȅ ŀƴŘ ŎƻƳƳǳƴƛǘȅ ǎŜǊǾƛces. The summary should 
describe what the program does well, which areas need improvement, and your overall level of confidence in the 
ǇǊƻƎǊŀƳΩǎ ǇǊƻǾƛǎƛƻƴ ƻŦ ŦŀƳƛƭȅ ŀƴŘ ŎƻƳƳǳƴƛǘȅ ǎŜǊǾƛŎŜǎΦ ¸ƻǳǊ ǎǳƳƳŀǊȅ ǎƘƻǳƭŘ ƴƻǘ ŘƛǊŜŎǘƭȅ ǊŜƛǘŜǊŀǘŜ ǘƘŜ ǎǘǊŜƴƎǘƘǎ ŀƴŘ 
findings you identified through implementation of the protocol but, rather, should reflect your overall analysis and 
ƛƳǇǊŜǎǎƛƻƴǎ ƻŦ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ŜŦŦŜŎǘƛǾŜƴŜǎǎ ƛƴ ǇǊƻǾƛŘƛƴƎ ŦŀƳƛƭȅ ŀƴŘ ŎƻƳƳǳƴƛǘȅ ǎŜǊǾƛŎŜǎΦ 
FCS6A 

Service Specific Strengths 

ü Summarize program strengths noted in family and community services.  Describe any practices that were found to be 
new or innovative and had a positive impact, that helped the grantee overcome challenges and provided 
greater/improved service quality or surpassed established performance indicators.  Some examples of broad categories 
of program strengths include (but are not limited to): 

ω Collaborations with local/community-based services 

ω Exemplary fiscal practices to ensure the safeguarding of Federal dollars 

ω Highly successful efforts to address and improve school readiness 

ω Expansion of the program and increased accessibility 

ω Extraordinary accommodations for children/families (e.g., children with disabilities) 

ω Innovative program design and management 

Do not include strengths that will contradict any PANCs identified on this review.  
FCS6A 
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Family and Community Services Management Summary Analysis--Parent and Staff Communication 

Communication among Staff 

ü Summarize whether the program has effective two-way communication between FCS staff and staff in other service 
areas. Your summary should provide examples of why you consider the communication betweŜƴ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ǎǘŀŦŦ ǘƻ 
be effective or ineffective.  Your summary might reflect a potential program strength, a concern, or general 
compliance.  
FCS6A 

Communication with Parents 

ü Summarize whether the program has effective two-way communication between FCS staff and parents. Your summary 
ǎƘƻǳƭŘ ǇǊƻǾƛŘŜ ŜȄŀƳǇƭŜǎ ƻŦ ǿƘȅ ȅƻǳ ŎƻƴǎƛŘŜǊ ǘƘŜ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ōŜǘǿŜŜƴ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ǎǘŀŦŦ ŀƴŘ ǇŀǊŜƴǘǎ ǘƻ ōŜ 
effective or ineffective. Your summary might reflect a potential program strength, a concern, or general compliance.  
FCS6A 
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Family and Community Services Management Summary Analysis--Planning 

Planning 

ü wŜǾƛŜǿ ǘƘŜ C/{ {ŜǊǾƛŎŜǎ ŀǊŜŀΩǎ ǿǊƛǘǘŜƴ Ǉƭŀƴǎ ǎƻ ȅƻǳ ǳƴŘŜǊǎǘand the goals the program intends to achieve and the 
ǎǘǊŀǘŜƎƛŜǎ ǘƘŜ ǇǊƻƎǊŀƳ Ǉƭŀƴǎ ǘƻ ǳǎŜ ǘƻ ŀŎŎƻƳǇƭƛǎƘ ƛǘǎ ƎƻŀƭǎΦ {ǳƳƳŀǊƛȊŜ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ǇǊƻƎǊŜǎǎ ƛƴ ƛƳǇƭŜƳŜƴǘƛƴƎ ƛǘǎ 
plans and achieving its defined goals. Your summary might reflect a potential program strength, a concern, or general 
compliance.  
FCS6A 
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Family and Community Services Management Summary Analysis--Record-Keeping 

Record-Keeping 

ü Summarize whether the program is effective in keeping up to date and accurate FCS records.  Your summary should 
ǇǊƻǾƛŘŜ ŜȄŀƳǇƭŜǎ ƻŦ ǿƘȅ ȅƻǳ ŎƻƴǎƛŘŜǊ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ǊŜŎƻǊŘ-keeping system to be effective or ineffective. Your 
summary might reflect a potential program strength, a concern, or general compliance.  
FCS6A 
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Family and Community Services Management Summary Analysis--Ongoing Monitoring 

Ongoing Monitoring 

ü {ǳƳƳŀǊƛȊŜ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ǇǊƻŎŜǎǎ ŦƻǊ ƻƴƎƻƛƴƎ ƳƻƴƛǘƻǊƛƴƎ ƻŦ C/{ ǎŜǊǾƛŎŜǎΦ ! ŎƻƳǇǊŜƘŜƴǎƛǾŜ ŜȄǇƭŀƴŀǘƛƻƴ ƻŦ ǘƘƛǎ ǎȅǎǘŜƳ 
should include a description of each of the following:  

ω aƻƴƛǘƻǊƛƴƎ ƳŜŀǎǳǊŜǎΣ ǘƻƻƭǎ ƻǊ ƛƴǎǘǊǳƳŜƴǘǎΣ ƳŀǘŜǊƛŀƭǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ  

ω {ǘŀŦŦ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ŦƻǊ ƻƴƎƻƛƴƎ ƳƻƴƛǘƻǊƛƴƎ ƻŦ ǘƘŜƛǊ ǊŜǎǇŜŎǘƛǾŜ ǎŜǊǾƛŎŜ ŀǊŜŀǎ 

ω Iƻǿ ǘƘŜ ǇǊƻƎǊŀƳ ŀƴŀƭȅȊŜǎ ŀƴŘ ŘƻŎǳƳŜƴǘǎ ǇǊƻƎǊŜǎǎ ǘƻǿŀǊŘ ŀŎƘƛŜǾƛƴƎ ǇǊƻƎǊŀƳ Ǝƻŀƭǎ ŀƴŘ ŎƻƳǇƭȅƛƴƎ ǿƛǘƘ 
performance requirements 

ω Iƻǿ Ŧƻƭƭƻǿ ǳǇ ƻŎŎǳǊǎ ŦƻǊ ŦƛƴŘƛƴƎǎ ƻǊ ǇǊƻōƭŜƳǎ identified through data collection, and how these findings are 
corrected and documented. 

This summary should help all team members understand the effectiveness or ineffectiveness of FCS services. Your 
summary might reflect a potential program strength, a concern, or general compliance.  
FCS6A 
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Integrated Services Reviewer 2 Guides 
(Review of Nutrition, Health, Safe Environments, Transportation) 

 

The following Guides are used by ISR 2 reviewers to collect information on program performance with respect to nutrition, 
health, safe environments, and transportation services: 

 
Health Services 
 

¶ Health Document Review  

¶ Health Coordinator Interview 

¶ Child Files Review ς Health 

¶ Staff FilesτHealth Coordinator/Content Area Expert  

¶ Health Management Systems Analyses 
 
Nutrition Services 

 

¶ Nutrition Document Review  

¶ Nutrition Coordinator Interview 

¶ Kitchen Staff Interview 

¶ Child Files Review ςNutrition 

¶ Staff FilesτNutrition Coordinator/Content Area Expert  

¶ Nutrition Management Systems Analyses 

 

Safe Environments 
 

¶ Health and Safety Center-based Observation 

¶ Safe Environments Center-based Checklist 

¶ Health and Safety Family Child Care Observation 

¶ Safe Environments Family Child Care Checklist   

¶ Safe Environments Document Review 

¶ Facilities Coordinator Interview 

¶ Staff FilesτFacilities Coordinator 

¶ Safe Environments Management Systems Analyses 

 

Transportation Services 

¶ Transportation Document Review  

¶ Transportation Coordinator Interview 

¶ Bus Inspection  

¶ Bus Driver Interview  

¶ Bus Monitor Interview 

¶ Staff FilesτTransportation Coordinator  

¶ Transportation Management Systems Analyses 
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Health Document Review 

Policies and Procedures 

ü DescribŜ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ǇǊƻŎŜŘǳǊŜ ŦƻǊ ŘŜǘŜǊƳƛƴƛƴƎ ǿƘŜǘƘŜǊ ŎƘƛƭŘǊŜƴ ƘŀǾŜ ŀƴ ƻƴƎƻƛƴƎ ǎƻǳǊŎŜ ƻŦ ƘŜŀƭǘƘ ŎŀǊŜΦ 
HEA2A 

ü What are the program policies and procedures for handling short-term injuries (that cannot be readily accommodated) 
or short-term contagious illnesses? 
HEA3A 

ü Review the written policies and procedures related to administering medications. Verify information obtained in your 
interview with the Health Coordinator. Are policies established and maintained to ensure proper administration, 
handling, and storage of all medications for children, staff and volunteers?  
HEA3D 

Health Tracking System 

ü Are there any children listed on the health tracking report that are not up-to-date on a schedule of primary and 
preventive health care?  If so, list how many children are not up-to-date and how many children the grantee serves.  
Describe how children listed on the report are not up-to-date?  
HEA2B 

ü Are there any children listed on the health tracking report that have not had the required screenings within 45 days of 
entry (30 days for Migrant and Seasonal Programs)?  If so, list how many children have not had the required screenings, 
what types of screenings they are missing.  Include in your notes the total number of children the program services.  
HEA2C 

ü Compare information contained on the health tracking system to a sample of child files.  Is the list accurate?  If not, 
please describe any discrepancies.  Be sure to include in your notes the number of files reviewed, the number of files 
with discrepancies, which files had discrepancies, and the type of discrepancies identified.   
HEA2H 

Medication Records 

ü Describe how individual records are maintained for all medications dispensed. Are these records reviewed regularly 
with parents? 
HEA3D 

Pregnant Women Files 

ü Review files of pregnant women (and health tracking system, if available) to check their enrollment dates and 
determine whether services (or referrals) were provided immediately. In your notes, document the enrollment date 
and the date services or referrals were provided, and indicate how and when after their enrollment the program began 
helping pregnant women access:  

ω 9ŀǊƭȅΣ ŎƻƴǘƛƴǳƛƴƎ Ǌƛǎƪ ŀǎǎŜǎǎƳŜƴǘΤ 

ω IŜŀƭǘƘ ǇǊƻƳƻǘƛƻƴ ŀƴŘ ǘǊŜŀǘƳŜƴǘΤ 

ω aŜƴǘŀƭ ƘŜŀƭǘƘ ƛƴǘŜǊǾŜƴǘƛƻƴǎ ŀƴŘ Ŧƻƭƭƻǿ-up; and 

ω bǳǘǊƛǘƛƻƴŀƭ ŀǎǎŜǎǎƳŜƴǘΣ ŎƻǳƴǎŜƭƛƴg and food assistance, if needed. 
HEA4A 
Applies to: Programs serving pregnant women or new mothers 
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ü Review the health tracking system or records of women who have delivered a baby within the last year for information 
on visits to newborns. Indicate: 

ω ²ƘŜǘƘer visits are occurring, 

ω ²Ƙƻ ŎƻƴŘǳŎǘǎ ǘƘŜ ǾƛǎƛǘǎΣ 

ω bǳƳōŜǊ ƻŦ Ǿƛǎƛǘǎ ǘƘŀǘ ƻŎŎǳǊǊŜŘ ǿƛǘƘƛƴ н ǿŜŜƪǎ ƻŦ ōƛǊǘƘΣ 

ω bǳƳōŜǊ ƻŦ Ǿƛǎƛǘǎ ǘƘŀǘ ƻŎŎǳǊǊŜŘ ōŜȅƻƴŘ н ǿŜŜƪǎΣ ŀƴŘ 

ω Iƻǿ ŦŀǊ ōŜȅƻƴŘ н ǿŜŜƪǎ ǘƘƻǎŜ Ǿƛǎƛǘǎ ƻŎŎǳǊǊŜŘΦ 
HEA4B 
Applies to: Programs serving pregnant women or new mothers 

Prenatal Education Materials 

ü Review prenatal education materials to determine whether they include information about breastfeeding benefits. 
HEA4C 
Applies to: Programs serving pregnant women or new mothers 

ü Review prenatal education materials to determine whether they include information about: 

· Fetal development, labor and delivery, and postpartum recovery;  

· Risks from smoking and alcohol; and 

· Maternal depression. 
HEA4C 
Applies to: Programs serving pregnant women or new mothers 
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Health Coordinator Interview 

Staff Qualifications and Expertise 

ü Describe your training or experience in public health, nursing, health education, maternal and child health, or health 
administration. If you are not the content area expert, describe the training or experience of the person who provides 
this expertise for the program. 
HEA1A 

ü Describe how you provide the program with regularly scheduled, ongoing expertise and oversight in the area of health 
services.  If you are not the content area expert, does someone support you in this area and how? 
HEA1A 

ü Does the program administer health procedures that must be performed only by licensed and certified professionals? If 
so, are procedures performed by licensed and certified professionals? 
HEA1A 

ü How is the program made aware of those health procedures that must be performed only by licensed and certified 
professionals? 
HEA1A 

Ongoing Monitoring and Oversight 

ü How do you monitor delivery of the program's health services and the program's compliance with all Federal 
regulations? 
HEA5A 

ü Show me the documents, systems and reports used in implementing the ongoing monitoring of health services. 
HEA5A 

ü What do you do if you detect problems or weaknesses with the program's health services? 
HEA5A 

Program Planning 

ü Describe how information from the annual Self Assessment is incorporated into your program planning and 
implementation. 
HEA5A 

ü Describe how information from the Community Assessment (and its updates) is incorporated into your program 
planning and implementation.  
HEA5A 

Identifying Health Concerns 

ü What is your ongoing procedure for identifying new or recurring medical, dental, or developmental concerns?  

(Note to reviewer:  In yƻǳǊ ƴƻǘŜǎΣ ŘŜǎŎǊƛōŜ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ǇǊƻŎŜŘǳǊŜǎ ŦƻǊ ƛŘŜƴǘƛŦȅƛƴƎ ǘƘŜǎŜ ŎƻƴŎŜǊƴǎΣ ƛƴŘƛŎŀǘƛƴƎ ǿƘŜǘƘŜǊ 
the procedure allows for the ongoing identification of such concerns.) 
HEA2E 

ü How do you record physical changes in a child's appearance or signs of illness or injury when noted or observed by staff 
or parents?  
HEA2E 
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ü How often do you make referrals based on these observations?  
HEA2E 

Health Services 

ü How do you determine whether enrolled children have an ongoing source of continuous, accessible health care within 
30 days of entry? 
HEA2A 
Applies to: Migrant and Seasonal grantees 

ü How do you determine whether enrolled children have an ongoing source of continuous, accessible health care within 
90 days of entry?  
HEA2A 
Applies to: Non-migrant and Seasonal grantees 

ü What do you do to support parents in accessing a source of ongoing health care for their children? How do you 
document the support you provide parents?  
HEA2A 

ü How do you obtain a determination of each child's health status from a health care professional and ensure that each 
child is up to date with the EPSDT requirements of your State, within 90 days of his or her entry into the program (30 
days for Migrant and Seasonal programs)? 
HEA2B 

ü How do you ensure that children who are up to date with primary and preventive health care stay up to date? 
HEA2B 

ü If a child is not up to date on his or her schedule of primary and preventive health care, how do you help the parents 
bring their child up to date? 
HEA2B 

ü What happens when a parent or guardian refuses health services?  
HEA2G 

ü Have any parents or legally responsible adults of children currently enrolled refused to authorize health services?  

(Note to reviewer: If the answer is yes, ask to see signed statements of refusal.) 
HEA2G 

ü What do you do if parents are having difficulty making appointments or keeping their children up to date in primary 
and preventive health care? 
HEA2B 

Screenings 

ü How and when do you ensure each child receives the following screenings: developmental, sensory (hearing and 
vision), behavioral, motor (gross and fine), language, social, cognitive, perceptual, and emotional skills? How do you 
ensure that the screenings are sensitive to the child's cultural background? 
HEA2C 

ü Do you obtain guidance from the mental health or child development specialist on how to use screening findings? How 
do you receive information? How do you use this information? 
HEA2C, MH2C 

ü What other sources of information do you use to help you understand screening findings (e.g., parent, teacher, and 
other staff feedback)? How do you use this information to make referrals? 
HEA2C 
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Follow-Up Care 

ü What is the process for obtaining further testing, examination, or treatment for children with known or suspected 
health or developmental problems? How long does it take to receive care after problems are identified? 
HEA2D 

ü How do you communicate with parents to ensure follow-up on medical and dental concerns? 
HEA2D 

ü How do you ensure that children receive preventive measures and further dental treatment recommended by dental 
professionals?  
HEA2D 

Tracking Health Services 

ü What is your system for tracking children's health care? Can you show me your program's health tracking system? 
HEA2H 

ü ²Ƙŀǘ ƛǎ ǘƘŜ ǇǊƻŎŜǎǎ ŦƻǊ ǳǇŘŀǘƛƴƎ ŎƘƛƭŘǊŜƴΩǎ ƘŜŀƭǘƘ ǎǘŀǘǳǎ ƛƴ ǘƘŜ ǘǊŀŎƪƛƴƎ ǎȅǎǘŜƳΚ 
HEA2H 

ü How do you keep the health tracking system accurate?  
HEA2H 

ü How do you use the tracking system to communicate child health needs with parents and staff?   
HEA2H 

ü Based on a review of child files, apparently some children in your program are not receiving the required health 
services (e.g., screenings, schedule of primary preventive health care).  Are you aware of the issue(s)?  What steps are 
being taken to correct the issue(s) identified?  

(Note to reviewer:  Describe the concern(s) identified.)  
HEA2H 

Children with Special Health Needs 

ü Are children ever denied admission to (or terminated from) the program for health reasons that could not be 
accommodated? If so, what was the basis for denying admission? 
HEA3B 

ü Describe the procedure for requesting information from parents about their children's health or safety needs.  
HEA3C 

ü What is the policy for ensuring that information collected from parents about their children's health or safety needs is 
kept confidential? 
HEA3C 

ü How do you ensure that staff members who work directly with children are informed of needed accommodations?  
HEA3C 

Children with Disabilities 

ü How do you coordinate services with the Disabilities Coordinator to ensure that health needs of children with 
disabilities are communicated and met, and that follow-up occurs? 
DIS2B 
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Medication 

ü When a child is on medication, describe the steps taken to ensure that changes in the child's behavior are identified 
and documented and that parents are encouraged to communicate those issues with their physician. 
HEA3D 

ü Who is designated and trained to administer, handle, and store child medications? How do you ensure that you are 
adhering to all applicable policies and procedures regarding the handling, administration, and storage of medication? 
HEA3D 

ü What training did you receive for administering, handling, and storing medication, including use of equipment 
necessary to administer medication? 
HEA3D 

First Aid Kits 

ü When are first aid kits restocked? When is the inventory of first aid kits conducted? 
SAF2E 

Short-Term Injury or Illness 

ü How does the program determine whether a child with a short-term injury or illness can be accommodated or should 
be temporarily excluded from the program? 
HEA3A 

ü How are parents informed of the policies or procedures related to short-term injury or illness?  
HEA3A 

Nutritional Needs 

ü When and how often do you discuss children's nutritional needs with families? Can you provide documentation of 
activities such as meetings and gatherings, communications, interactions, agendas with sign-in sheets, or similar 
documentation that demonstrates how communication with families occurs? 
NUT2F 

Prenatal and Postnatal Care Services 

ü Describe the referral agencies and partners you have identified to provide early and regular comprehensive prenatal 
and postnatal care.  
HEA4A 
Applies to: Programs serving pregnant women or new mothers 

ü Do you provide mental health interventions and follow-up for enrolled pregnant women, when needed? Do these 
services include substance abuse prevention and treatment? 
HEA4A 
Applies to: Programs serving pregnant women or new mothers 

ü How and when do you obtain the schedule of appropriate medical and dental examinations for enrolled pregnant 
women from their attending health care providers? 
HEA4A 
Applies to: Programs serving pregnant women or new mothers 

ü How do you ensure that visits are made to new mothers? How soon after birth are visits made? Can you show me 
information or your health tracking system on some of the visits that have been made?  
HEA4B 
Applies to: Programs serving pregnant women or new mothers 
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ü Can you describe the prenatal and postnatal education you provide pregnant women, new mothers, and their families? 
HEA4C 
Applies to: Programs serving pregnant women or new mothers 

Parent Involvement 

ü Does the program familiarize parents with the use of and rationale behind health and developmental procedures 
administered through the program or by contract and obtain advance authorization for such procedures?  
HEA2F 

Performance Reviews 

ü When did you receive your last annual performance review? 
PDM7C 

ü How are the results of the annual performance review used? Do they help you identify your training and professional 
development needs? How does your manager help you improve skills and professional competencies? 
PDM7C 

Training 

ü Describe the opportunities for ongoing training that the program provides you to help you acquire and maintain the 
skills and knowledge necessary to fulfill your job responsibilities and to implement Head Start Program Performance 
Standards in the service area. 
PDM7I 

ü When did you receive training on identifying and reporting child abuse and neglect? What steps would you take if you 
suspected child abuse or neglect? 
PDM7J 
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Child File Review--Health 

Child Files 

ü Review child files to determine whether children's ongoing source of health care is addressed during enrollment 
activities, before they enter the program, or within 90 days of entry into the program (30 days for Migrant and 
Seasonal programs).  

ω Lǎ ǘƘe source of ongoing health care documented in the child's record? 

ω ²ŀǎ ǘƘŜ ƻƴƎƻƛƴƎ ǎƻǳǊŎŜ ƻŦ ƘŜŀƭǘƘ ŎŀǊŜ ƻōǘŀƛƴŜŘ ǿƛǘƘƛƴ фл Řŀȅǎ ƻŦ ǘƘŜ ŎƘƛƭŘΩǎ ŜƴǘŜǊƛƴƎ ƛƴǘƻ ǘƘŜ ǇǊƻƎǊŀƳ όƻǊ ол Řŀȅǎ 
for Migrant and Seasonal programs)?  

ω LŦ ŀ ŎƘƛƭŘ Ƙŀǎ ƴƻ ǎƻǳǊŎŜ ƻŦ ƻƴƎƻƛƴƎ ƘŜŀƭǘƘ ŎŀǊŜΣ ŘƻŜǎ ǘƘŜ ŎƘƛƭŘΩǎ ŦƛƭŜ ǊŜŦƭŜŎǘ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ŜŦŦƻǊǘǎ ǘƻ ŀǎǎƛǎǘ ǘƘŜ ǇŀǊŜƴǘǎ 
in accessing a source of care?  

ω LŦ ȅŜǎΣ ŘƻŎǳƳŜƴǘ Ƙƻǿ ǘƘŜ ǇǊƻƎǊŀƳ ƘŜƭǇŜŘ ǇŀǊŜƴǘǎΦ  
HEA2A 

ü Review child files for up to date determinations that incorporate the requirements of the Early Periodic Screening, 
Diagnosis, and Treatment (EPSDT) schedule for each child and check dates of determinations to ensure the 90-day 
requirement (30 days for Migrant and Seasonal grantees) is met.  

ω 5ƻŜǎ ǘƘŜ ŎƘƛƭŘΩǎ ŦƛƭŜ ƛƴŎƭǳŘŜ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ƻŦ ǘƘŜ ƘŜŀƭǘƘ ŎŀǊŜ ǇǊƻŦŜǎǎƛƻƴŀƭΩǎ ŘŜǘŜǊƳƛƴŀǘƛƻƴ ƻŦ ǿƘŜǘƘŜǊ ǘƘŜ ŎƘƛƭŘ ƛǎ ǳǇ 
to date on a schedule of primary and preventive health care? 

ω ²Ƙŀǘ ƛǎ ǘƘŜ ŘŀǘŜ ǘƘŀǘ ǘƘƛǎ ŘŜǘŜǊƳƛƴŀǘƛƻƴ ǿŀǎ ƳŀŘŜΣ ŀǎ ŘƻŎǳƳŜƴǘŜŘ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ ŦƛƭŜΚ 

ω ²ŀǎ ǘƘŜ ŘŜǘŜǊƳƛƴŀǘƛƻƴ ƳŀŘŜ ǿƛǘƘƛƴ фл Řŀȅǎ ƻŦ ǘƘŜ ŎƘƛƭŘΩǎ ŜƴǘǊȅ ƛƴǘƻ ǘƘŜ ǇǊƻƎǊŀƳ όол Řŀȅǎ ŦƻǊ aƛƎǊŀƴǘ ŀƴŘ {Ŝŀǎƻƴŀƭ 
grantees)?   

ω 5ƻŜǎ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ƛƴŎƭǳŘŜ ŀ ōǊŜŀƪƻǳǘ ƻŦ ōƭƻƻŘ ƭŜŀŘ ŀƴŘ ƘŜƳƻƎƭƻōƛƴκƘŜƳŀǘƻŎǊƛǘΚ  
HEA2B 

ü Review child files for documentation (e.g., case notes, family contact logs) of the program's attempts to help parents 
bring their child up to date. Does the program work with parents to bring their child up to date on a schedule of 
primary preventive health care?  
HEA2B 

ü Review child files for completion of all screenings within 45 days (30 days for Migrant and Seasonal programs) from the 
child's entry into the program. If concerns were documented at follow up, indicate if appropriate referrals were made. 

ω 5ŀǘŜ ŘŜǾŜƭƻǇƳŜƴǘŀƭ ǎŎǊŜŜƴƛƴƎǎ ǿŜǊŜ ŎƻƳǇƭŜǘŜŘΦ 

ω 5ŀǘŜ ǎŜƴǎƻǊȅ όǾƛsual and auditory) screenings were completed. 

ω 5ŀǘŜ ōŜƘŀǾƛƻǊŀƭ ǎŎǊŜŜƴƛƴƎǎ ǿŜǊŜ ŎƻƳǇƭŜǘŜŘΦ 

ω 5ŀǘŜ ƳƻǘƻǊ ǎƪƛƭƭǎ ǎŎǊŜŜƴƛƴƎǎ ǿŜǊŜ ŎƻƳǇƭŜǘŜŘΦ 

ω 5ŀǘŜ ƭŀƴƎǳŀƎŜ ǎƪƛƭƭǎ ǎŎǊŜŜƴƛƴƎǎ ǿŜǊŜ ŎƻƳǇƭŜǘŜŘΦ 

ω 5ŀǘŜ ǎƻŎƛŀƭ ǎƪƛƭƭǎ ǎŎǊŜŜƴƛƴƎǎ ǿŜǊŜ ŎƻƳǇƭŜǘŜŘΦ 

ω 5ŀǘŜ ŎƻƎƴƛǘƛǾŜ ǎƪƛlls screenings were completed. 

ω 5ŀǘŜ ǇŜǊŎŜǇǘǳŀƭ ǎƪƛƭƭǎ ǎŎǊŜŜƴƛƴƎǎ ǿŜǊŜ ŎƻƳǇƭŜǘŜŘΦ 

ω 5ŀǘŜ ŜƳƻǘƛƻƴŀƭ ǎƪƛƭƭǎ ǎŎǊŜŜƴƛƴƎǎ ǿŜǊŜ ŎƻƳǇƭŜǘŜŘΦ 

ω ²ŜǊŜ ŎƻƴŎŜǊƴǎ ǘƘŀǘ ǊŜǉǳƛǊŜ Ŧƻƭƭƻǿ-up identified during screenings? If yes, describe the concerns identified. 

ω LŦ ȅŜǎΣ ǿere appropriate referrals made?  
HEA2C 
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ü Check the files of the children with known or suspected health or developmental problems (that you identified at the 
ǊŜǾƛŜǿΩǎ ǎǘŀǊǘύ ǘƻ ŘŜǘŜǊƳƛƴŜ ǿƘŜǘƘŜǊ ŦǳǊǘƘŜǊ ǘŜǎǘƛƴƎΣ ŜȄŀƳƛƴŀǘƛƻƴΣ ƻǊ ǘǊŜŀǘƳŜƴǘ ǿŀǎ ƻōǘŀƛƴŜŘ ŀƴŘ ǿƘether a follow-up 
plan is in place and implemented, if appropriate.  

ω .ǊƛŜŦƭȅ ŘŜǎŎǊƛōŜ ǘƘŜ ŎƘƛƭŘϥǎ ƪƴƻǿƴ ƻǊ ǎǳǎǇŜŎǘŜŘ ƘŜŀƭǘƘ ƻǊ ŘŜǾŜƭƻǇƳŜƴǘŀƭ ǇǊƻōƭŜƳΚ 

ω ²ŀǎ ŦǳǊǘƘŜǊ ǘŜǎǘƛƴƎΣ ŜȄŀƳƛƴŀǘƛƻƴ ƻǊ ǘǊŜŀǘƳŜƴǘ ƻōǘŀƛƴŜŘΚ 

ω ²ŀǎ ŀ Ŧƻƭƭƻǿ-up plan in place? 

ω ²ŀǎ ǘƘŜ Ŧƻƭlow-up plan implemented? 
HEA2D 

ü Review specific records of children on medication to determine whether all required conditions have been met.  

ω 5ƻ ǊŜŎƻǊŘǎ ƛƴŎƭǳŘŜ ǇƘȅǎƛŎƛŀƴǎϥ ƛƴǎǘǊǳŎǘƛƻƴǎΚ  

ω 5ƻ ǊŜŎƻǊŘǎ ƛƴŎƭǳŘŜ ǇŀǊŜƴǘ ƻǊ ƎǳŀǊŘƛŀƴ ŀǳǘƘƻǊƛȊŀǘƛƻƴǎΚ 
HEA3D 
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Health Coordinator & Content Area Expert--Staff File Review 

Staff Qualifications and Expertise 

ü List the health content area expert's training, experience, and qualifications. 
HEA1A 

Staff Hiring Procedures 

ü Was a criminal background check conducted?  

ω LŦ ƴƻΣ ŘƻŜǎ ǘƘƛǎ ǎǘŀŦŦ ƳŜƳōŜǊ ǇǊƻǾƛŘŜ ŘƛǊŜŎǘ ǎŜǊǾƛŎŜǎ ǘƻ ŎƘƛƭŘǊŜƴΚ  LŦ ǘƘŜȅ Řƻ ƴƻǘ ǇǊƻǾƛŘŜ ŘƛǊŜŎǘ ǎŜǊǾƛŎŜǎ ǘƻ ŎƘƛƭŘǊŜƴ, 
indicate whether the staff member has an office in a center serving children or in an administrative building where there 
are no children present.  

ω LŦ ȅŜǎΣ ƛƴŘƛŎŀǘŜ ǘƘŜ ŘŀǘŜ ǘƘŜ ŎǊƛƳƛƴŀƭ ōŀŎƪƎǊƻǳƴŘ ŎƘŜŎƪ ǿŀǎ ŎƻƴŘǳŎǘŜŘΦ 
PDM7E 

 

ü Review staff files for documentation of initial health examination (including screening for tuberculosis) and reexamination 
(if required by health care provider or as mandated by State, local or Tribal laws).  Has an initial health exam, including 
screenings, been completed? 

ω 5ƻŎǳment the date of the most recent health exam and screening. 

ω 5ƻŎǳƳŜƴǘ ǿƘŜǘƘŜǊ ŀ ǊŜŜȄŀƳƛƴŀǘƛƻƴ ƛǎ ǊŜǉǳƛǊŜŘΦ 

(Note to reviewer: If the health care provider or State, local or Tribal law requires re-examination, describe the 
requirement, including required timeframes for reexamination if applicable, and indicate whether the program has 
complied with the requirement for the staff you are reviewing.) 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ƻŦ ǘƘŜ ǊŜŜȄŀƳƛƴŀǘƛƻƴΣ ƛŦ ǊŜǉǳƛǊŜŘΦ 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ǘƘŜ ǘǳōŜǊŎǳƭƻǎƛǎ ǎŎǊŜŜƴƛƴƎ ǿŀǎ ŎƻƳǇƭŜted. 
PDM7F 

Staff Training and Development 

ü Indicate the date of the most recent performance review. 
PDM7C 

ü Review staff files for evidence of training opportunities for staff and volunteers. Briefly summarize the types of training 
offered. 
PDM7I 

ü Has the staff member received training in identifying and reporting child abuse and neglect?   

ω Indicate the date the staff member received this training. 
PDM7J 
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Health Management Summary Analysis--Overall Summary and Strengths 

Overall Service Summary 

ü {ǳƳƳŀǊƛȊŜ ȅƻǳǊ ƎŜƴŜǊŀƭ ƛƳǇǊŜǎǎƛƻƴǎ ƻŦ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ŘŜƭƛǾŜǊȅ ƻŦ ƘŜŀƭǘƘ ǎŜǊǾƛŎŜǎΦ ¢ƘŜ ǎǳƳƳŀǊȅ ǎƘƻǳƭŘ ŘŜǎŎǊƛōŜ ǿƘŀǘ 
the program does well, whƛŎƘ ŀǊŜŀǎ ƴŜŜŘ ƛƳǇǊƻǾŜƳŜƴǘΣ ŀƴŘ ȅƻǳǊ ƻǾŜǊŀƭƭ ƭŜǾŜƭ ƻŦ ŎƻƴŦƛŘŜƴŎŜ ƛƴ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ǇǊƻǾƛǎƛƻƴ 
of health services. Your summary should not directly reiterate the strengths and findings you identified through 
implementation of the protocol but, rather, should ǊŜŦƭŜŎǘ ȅƻǳǊ ƻǾŜǊŀƭƭ ŀƴŀƭȅǎƛǎ ŀƴŘ ƛƳǇǊŜǎǎƛƻƴǎ ƻŦ ǘƘŜ ǇǊƻƎǊŀƳΩǎ 
effectiveness in providing health services. 
HEA5A 

Service Specific Strengths 

ü Summarize program strengths noted in health services.  Describe any practices that were found to be new or 
innovative and had a positive impact, that helped the grantee overcome challenges and provided greater/improved 
service quality or surpassed established performance indicators.  Some examples of broad categories of program 
strengths include (but are not limited to): 

ω Collaborations with local/community-based services 

ω Exemplary fiscal practices to ensure the safeguarding of Federal dollars 

ω Highly successful efforts to address and improve school readiness 

ω Expansion of the program and increased accessibility 

ω Extraordinary accommodations for children/families (e.g., children with disabilities) 

ω Innovative program design and management 

Do not include strengths that will contradict any PANCs identified on this review.  
HEA5A 
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Health Management Summary Analysis--Parent and Staff Communication 

Communication among Staff 

ü Summarize whether the program has effective two-way communication between Health staff and staff in other service 
ŀǊŜŀǎΦ ¸ƻǳǊ ǎǳƳƳŀǊȅ ǎƘƻǳƭŘ ǇǊƻǾƛŘŜ ŜȄŀƳǇƭŜǎ ƻŦ ǿƘȅ ȅƻǳ ŎƻƴǎƛŘŜǊ ǘƘŜ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ōŜǘǿŜŜƴ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ǎǘŀŦŦ ǘƻ 
be effective or ineffective.  Your summary might reflect a potential program strength, a concern, or general 
compliance.  
HEA5A 

Communication with Parents 

ü Summarize whether the program has effective two-way communication between Health staff and parents. Your 
ǎǳƳƳŀǊȅ ǎƘƻǳƭŘ ǇǊƻǾƛŘŜ ŜȄŀƳǇƭŜǎ ƻŦ ǿƘȅ ȅƻǳ ŎƻƴǎƛŘŜǊ ǘƘŜ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ōŜǘǿŜŜƴ ǘƘŜ ǇǊƻƎǊŀƳΩǎ staff and parents 
to be effective or ineffective. Your summary might reflect a potential program strength, a concern, or general 
compliance.  
HEA5A 



      Office of Head Start Monitoring FY 2010 Protocol 

September 10, 2009 62 
 

Integrated Services Reviewer 2 Guides Health Management Summary Analysis--Planning 

 

Health Management Summary Analysis--Planning 

Planning 

ü wŜǾƛŜǿ ǘƘŜ IŜŀƭǘƘ {ŜǊǾƛŎŜǎ ŀǊŜŀΩǎ ǿǊƛǘǘŜƴ Ǉƭŀƴǎ ǎƻ ȅƻǳ ǳƴŘŜǊǎǘŀƴŘ ǘƘŜ Ǝƻŀƭǎ ǘƘŜ ǇǊƻƎǊŀƳ ƛƴǘŜƴŘǎ ǘƻ ŀŎƘƛŜǾŜ ŀƴŘ ǘƘŜ 
ǎǘǊŀǘŜƎƛŜǎ ǘƘŜ ǇǊƻƎǊŀƳ Ǉƭŀƴǎ ǘƻ ǳǎŜ ǘƻ ŀŎŎƻƳǇƭƛǎƘ ƛǘǎ ƎƻŀƭǎΦ {ǳƳƳŀǊƛȊŜ ǘƘŜ ǇǊƻƎǊŀƳΩs progress in implementing its 
plans and achieving its defined goals. Your summary might reflect a potential program strength, a concern, or general 
compliance.  
HEA5A 
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Health Management Summary Analysis--Record-Keeping 

Record-Keeping 

ü Summarize whether the program is effective in keeping up to date and accurate health records.  Your summary should 
provide examples of why you consider the progǊŀƳΩǎ ǊŜŎƻǊŘ-keeping system to be effective or ineffective. Your 
summary might reflect a potential program strength, a concern, or general compliance.  
HEA5A 
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Health Management Summary Analysis--Ongoing Monitoring 

Ongoing Monitoring 

ü {ǳƳƳŀǊƛȊŜ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ǇǊƻŎŜǎǎ ŦƻǊ ƻƴƎƻƛƴƎ ƳƻƴƛǘƻǊƛƴƎ ƻŦ IŜŀƭǘƘ ǎŜǊǾƛŎŜǎΦ ! ŎƻƳǇǊŜƘŜƴǎƛǾŜ ŜȄǇƭŀƴŀǘƛƻƴ ƻŦ ǘƘƛǎ 
system should include a description of each of the following:  

ω aƻƴƛǘƻǊƛƴƎ ƳŜŀǎǳǊŜǎΣ ǘƻƻƭǎ ƻǊ ƛƴǎǘǊǳƳŜƴǘǎΣ ƳŀǘŜǊƛŀƭǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ  

ω {ǘŀŦŦ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ŦƻǊ ƻƴƎƻƛƴƎ ƳƻƴƛǘƻǊƛƴƎ ƻŦ ǘƘŜƛǊ ǊŜǎǇŜŎǘƛǾŜ ǎŜǊǾƛŎŜ ŀǊŜŀǎ 

ω Iƻǿ ǘƘŜ ǇǊƻƎǊŀƳ ŀƴŀƭȅȊŜǎ ŀƴŘ ŘƻŎǳƳŜƴǘǎ ǇǊƻƎǊŜǎǎ ǘƻǿŀǊŘ ŀŎƘƛŜǾƛƴƎ ǇǊƻƎǊŀƳ Ǝƻŀƭǎ ŀƴŘ Ŏƻmplying with 
performance requirements 

ω Iƻǿ Ŧƻƭƭƻǿ ǳǇ ƻŎŎǳǊǎ ŦƻǊ ŦƛƴŘƛƴƎǎ ƻǊ ǇǊƻōƭŜƳǎ ƛŘŜƴǘƛŦƛŜŘ ǘƘǊƻǳƎƘ Řŀǘŀ ŎƻƭƭŜŎǘƛƻƴΣ ŀƴŘ Ƙƻǿ ǘƘŜǎŜ ŦƛƴŘƛƴƎǎ ŀǊŜ 
corrected and documented. 

This summary should help all team members understand the effectiveness or ineffectiveness of Health services. Your 
summary might reflect a potential program strength, a concern, or general compliance.  
HEA5A 
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Nutrition Document Review 

Menus 

ü Review menus and describe in your notes whether menu planning complies with USDA requirements. Your notes 
should describe how the menus comply or do not comply with USDA requirements, noting how you know the 
nutritional content of the foods offered.  If foods are high in fat, sugar, or salt, describe how you know their nutritional 
content. 
NUT2B 
Applies to: Center-based or family child care programs serving preschool-age children 

ü Review menus, diet intake records, or feeding records to confirm that foods posing health or choking risks are not 
included. Your notes should describe how the menus comply or do not comply with USDA requirements.  
NUT2E 
Applies to: Center-based or family child care programs serving infants and toddlers 
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Nutrition Coordinator Interview 

Staff Qualifications and Expertise 

ü Describe your training or experience related to diet and nutrition. If you are not the content area expert, describe the 
training or experience of the person who provides this expertise for the program.  
NUT1A 

ü Describe how you provide the program with regularly scheduled, ongoing expertise and oversight in the area of 
nutrition services.  If you are not the content area expert, does someone support you in this area and how? 
NUT1A 

Ongoing Monitoring and Oversight 

ü How do you monitor delivery of the program's nutrition services and the program's compliance with all Federal 
regulations?  
NUT5A 

ü Show me the documents, systems, and reports used in implementing the ongoing monitoring of nutrition services. 
NUT5A 

ü What do you do if you detect problems or weaknesses with the program's nutrition services?  
NUT5A 

Program Planning 

ü Describe how information from the annual self assessment is incorporated into your program planning and 
implementation. 
NUT5A 

ü Describe how information from the Community Assessment (and its updates) is incorporated into your program 
planning and implementation.  
NUT5A 

Food Safety 

ü How do you ensure that food service vendors observe Federal, State, local, or Tribal safety and sanitation regulations 
related to food handling? 
SAF3A 

Appropriate Foods 

ü How do you ensure that foods posing health risks are not offered to children younger than 1 year old? 
NUT2E 
Applies to: Center-based or family child care programs serving infants and toddlers 

ü How do you ensure that foods posing a high risk of choking for infants and toddlers (e.g., hot dogs, whole grapes, hard 
raw vegetables, popcorn, whole nuts) are not given to them? 
NUT2E 
Applies to: Center-based or family child care programs serving infants and toddlers 

ü How do you ensure that appropriate snacks and meals (e.g., formula, baby food) are provided to infants and toddlers 
during socialization? 
NUT3A 
Applies to: Home-based programs serving infants and toddlers 
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ü For part-day programs, how do you ensure that each child receives meals and snacks that provide at least one-third of 
the child's daily nutritional needs? 
NUT2B 
Applies to: Center-based or family child care programs serving preschool-age children 

ü For full-day programs, how do you ensure that each child receives meals that provide one-half to two-thirds 
(depending on the length of the program day) of the child's daily nutritional needs? 
NUT2B 
Applies to Center-based or family child care programs serving preschool-age children 

Special Dietary and Nutritional Needs 

ü Do you discuss with families their cultural, religious, ethnic, or personal food preferences for their children? Do you 
discuss nutrition-related health problems that require special dietary considerations, such as obesity, iron deficiency, 
failure-to-thrive, food allergies and intolerances, milk allergies, and lactose intolerance? 
NUT2F 

ü How do you inform teaching and cooking staff that a child has a disability, food allergy, medically based dietary need, 
or other special dietary need that requires accommodation? 
NUT2A 

ü How do you know when you need to modify a menu for a child with disabilities, food allergies, or other medically based 
or special dietary needs? How do you take nutritional assessment data into consideration? How do you accommodate 
special medical or dietary needs?  
NUT2A 

Performance Reviews 

ü When did you receive your last annual performance review? 
PDM7C 

ü How are the results of the annual performance review used? Do they help you identify your training and professional 
development needs? How does your manager help you improve skills and professional competencies? 
PDM7C 

Training 

ü Describe the opportunities for ongoing training that the program provides you to help you acquire and maintain the 
skills and knowledge necessary to fulfill your job responsibilities and to implement Head Start Program Performance 
Standards in the service area. 
PDM7I 

ü When did you receive training on identifying and reporting child abuse and neglect? What steps would you take if you 
suspected child abuse or neglect? 
PDM7J 
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Kitchen Staff Interview 

Special Dietary and Nutritional Needs 

ü How do you know when you need to modify a menu for a child with disabilities, food allergies, or other medically based 
or special dietary needs? How do you take nutritional assessment data into consideration? How do you accommodate 
special medical or dietary needs?  
NUT2A 
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Child Files Review--Nutrition 

Child Files 

ü Does the child have special dietary needs?   
NUT2A 

Has the program made the required accommodations to meet these needs? 

ü Review parent contact logs or daily child notes, if available.  Is there documentation that staff communicate regularly 
with parents about their child's nutritional needs? 
NUT2D 
Applies to: Programs serving infants and toddlers 
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Nutrition Coordinator & Content Area Expert--Staff File Review 

Staff Qualifications and Expertise 

ü List the nutrition content area expert's training, experience, and qualifications. 
NUT1A 

Staff Hiring Procedures 

ü Was a criminal background check conducted?  

ω If no, does this staff member provide direct services to children?  If they do not provide direct services to children, 
indicate whether the staff member has an office in a center serving children or in an administrative building where 
there are no children present.  

ω LŦ ȅŜǎΣ ƛƴŘƛŎŀǘŜ ǘƘŜ ŘŀǘŜ ǘƘŜ ŎǊƛƳƛƴŀƭ ōŀŎƪƎǊƻǳƴŘ ŎƘŜŎƪ ǿŀǎ ŎƻƴŘǳŎǘŜŘΦ 
PDM7E 

ü Review staff files for documentation of initial health examination (including screening for tuberculosis) and 
reexamination (if required by health care provider or as mandated by State, local or Tribal laws).  Has an initial health 
exam, including screenings, been completed? 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ƻŦ ǘƘŜ Ƴƻst recent health exam and screening. 

ω 5ƻŎǳƳŜƴǘ ǿƘŜǘƘŜǊ ŀ ǊŜŜȄŀƳƛƴŀǘƛƻƴ ƛǎ ǊŜǉǳƛǊŜŘΦ 

(Note to reviewer: If the health care provider or State, local or Tribal law requires re-examination, describe the 
requirement, including required timeframes for reexamination if applicable, and indicate whether the program has 
complied with the requirement for the staff you are reviewing.) 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ƻŦ ǘƘŜ ǊŜŜȄŀƳƛƴŀǘƛƻƴΣ ƛŦ ǊŜǉǳƛǊŜŘΦ 

ω 5ƻŎǳƳŜƴǘ ǘƘŜ ŘŀǘŜ ǘƘŜ ǘǳōŜǊŎǳƭƻǎƛǎ ǎŎǊŜŜƴƛƴƎ ǿŀǎ ŎƻƳǇƭŜǘŜŘΦ 
PDM7F 

Staff Training and Development 

ü Indicate the date of the most recent performance review. 
PDM7C 

ü Review staff files for evidence of training opportunities for staff and volunteers. Briefly summarize the types of training 
offered. 
PDM7I 

ü Has the staff member received training in identifying and reporting child abuse and neglect?   

ω Indicate the date the staff member received this training. 
PDM7J 
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Nutrition Management Summary Analysis--Overall Summary and Strengths 

Overall Service Summary 

ü {ǳƳƳŀǊƛȊŜ ȅƻǳǊ ƎŜƴŜǊŀƭ ƛƳǇǊŜǎǎƛƻƴǎ ƻŦ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ŘŜƭƛǾŜǊȅ ƻŦ ƴǳǘǊƛǘƛƻƴ ǎŜǊǾƛŎŜǎΦ ¢ƘŜ ǎǳƳƳŀǊȅ ǎƘƻǳƭŘ ŘŜǎŎǊƛōŜ 
what the program does well, which areas need ƛƳǇǊƻǾŜƳŜƴǘΣ ŀƴŘ ȅƻǳǊ ƻǾŜǊŀƭƭ ƭŜǾŜƭ ƻŦ ŎƻƴŦƛŘŜƴŎŜ ƛƴ ǘƘŜ ǇǊƻƎǊŀƳΩǎ 
provision of nutrition services. Your summary should not directly reiterate the strengths and findings you identified 
through implementation of the protocol but, rather, should reflect your overall analysis and impressions of the 
ǇǊƻƎǊŀƳΩǎ ŜŦŦŜŎǘƛǾŜƴŜǎǎ ƛƴ ǇǊƻǾƛŘƛƴƎ ƴǳǘǊƛǘƛƻƴ ǎŜǊǾƛŎŜǎΦ 
NUT5A 

Service Specific Strengths 

ü Summarize program strengths noted in nutrition services.  Describe any practices that were found to be new or 
innovative and had a positive impact, that helped the grantee overcome challenges and provided greater/improved 
service quality or surpassed established performance indicators.  Some examples of broad categories of program 
strengths include (but are not limited to): 

ω Collaborations with local/community-based services 

ω Exemplary fiscal practices to ensure the safeguarding of Federal dollars 

ω IƛƎƘƭȅ ǎǳŎŎŜǎǎŦǳƭ ŜŦŦƻǊǘǎ ǘƻ ŀŘŘǊŜǎǎ ŀƴŘ ƛƳǇǊƻǾŜ ǎŎƘƻƻƭ ǊŜŀŘƛƴŜǎǎ 

ω 9ȄǇŀƴǎƛƻƴ ƻŦ ǘƘŜ ǇǊƻƎǊŀƳ ŀƴŘ ƛƴŎǊŜŀǎŜŘ ŀŎŎŜǎǎƛōƛƭƛǘȅ 

ω 9ȄǘǊŀƻrdinary accommodations for children/families (e.g., children with disabilities) 

ω LƴƴƻǾŀǘƛǾŜ ǇǊƻƎǊŀƳ ŘŜǎƛƎƴ ŀƴŘ ƳŀƴŀƎŜƳŜƴǘ 

Do not include strengths that will contradict any PANCs identified on this review.  
NUT5A 
















































































































































































































































