HEAD START LEADERSHIP MEETING MINUTES
Date: September 23, 2009
Time: 9:00-12:00
Facilitator:   Deborah 
Location:
HS Conference Room
	AGENDA ITEM
	TIME
	LEAD
	ACTIONS
	RESPONSIBLE

	1. Agenda Changes
	
	
	
	

	2. Public Relations Plan
	
	
	Tabled
	

	3. Merit Increase Proposal
	30
	Dave 

Shawn
	Discussed- Approved
Discussed- Approved
	

	4. Email etiquette 
	5
	Deborah
	Quick responses to emails to let the sender know that the email was received and actions are being taken.
	

	5. Federal Grant
	10
	Deborah
	Merit Increases were discussed.
	

	6. Sutherlin 3
	10
	Deborah
	Discussed transportation issues & class schedules.
	

	7. Screenings
	10
	Wayne / Maureen
	Update and status of the vision and hearing screens.  17 days remaining to have them complete. 
	Wayne will be working with staff to get these screenings done.

	8. Time keeping system
	10
	Maureen
	Discussed 
	

	9. In-Kind data sheets
	5
	Scotti
	Data needs to be entered into GE.
	Scotti will have the front office staff enter these. 

	10. Classroom sign-in sheets
	5
	Shawn
	All sites need to be utilizing the staff/community sign-in sheets.
	Shawn will send an email to all staff as a reminder to be signing in/out whenever they are at a site. 

	11. 
	
	
	
	

	Meeting review/evaluate

Confirm assignments, etc.
	
	
	
	

	Next Agenda
	
	
	
	


NEXT MEETING: 
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	AGENDA ITEM
	TIME
	LEAD
	MATERIALS

	Public Relations Plan
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