HEAD START QUALITY IMPROVEMENT COMMITTEE MEETING AGENDA
Date: 10-22-10
Time: 9-10:30am

Facilitator:   Michelle Knapp 
Members:   Brenda T, Debbie A, Laurie C, Mary G, Michelle K, Robert P, Sandy W, Michele D
Location:	HS Back Table
	AGENDA ITEM
	TIME
	LEAD
	ACTIONS
	MATERIALS

	1. Agenda Changes
	
	
	
	

	2. Policy/procedure committee
	10
	Per Doris
	Develop a policy/procedure committee to share info and answer staff questions:  

QIC will include policy/procedure review/updates in all meetings.
	

	3. Communication
	10
	Per Milo
	Streamline amongst staff members to ensure all know issues:

Michelle K will email all staff to remind them to include all involved staff members when communicating information.
	

	4. 2-day attendance letter
	10
	Per Toni N
	Update for clarity: 
 
Brenda and Michelle K will review both policy/procedure and 2-day letter and update accordingly.
	

	5. Use of classroom Substitutes
	10
	Per TA
	Propose using a Substitute when 1 team member is absent:

Mary explained criteria for providing a classroom substitute; depends on children’s high needs and behaviors, criminal history status of staff, OR child care registry guidelines for staff, availability of other teams to help, parents’ assistance, and budget limitations.
	

	6. Mail Distribution
	10
	Per Sandy
	Concerns about how mail is distributed from office to all sites:

Sandy will make proposal to Dave Comer that she be allowed to pick up Green/Winston, S. Umpqua mail at office 2x weekly and deliver to Green which will be used as the mail hub for south county sites.  Mary suggests using totes or mailbags when delivering to prevent spills. 
	

	7. Emergency Forms
	10
	Per Sandy
	Concern that emerg. form does not list child’s DOB or home address:

Michelle K will speak with Yvonne on locking the drop-down box to ensure child’s information is visible and printed out.
	

	8. Coats for Kids
	5
	Per Sandy
	Noticed that some children are not wearing coats – is concerned that they may not have signed up for Coats for Kids:

Michelle K will email FSEs to send out a reminder to the families who did not sign up for coats to see if they desire the service if the service is still available.
	

	9. Budgeting Process
	10
	Per Brenda
	Concerns that staff do not understand why employees have 2% wage cut, yet program makes purchases and provides training:

Explanation - The Head Start budget has specific monies designated for wages, training, department purchases, and operating expenses.  If some monies are left over at end of the fiscal year, it may be utilized for special purchases that actually save the program money over time (i.e. economy cars).  Also, the program has requirements on money utilized for staff training and administrative expenditures.  Overall, there are many fiscal regulations that must be followed, and therefore, monies in the budget must be allotted accordingly.
	

	10. Parent Information
	10
	Per Sandy
	Interest in providing parents with words to songs that children learn at school and parent meeting menu:

Committee determined that children’s songs could be placed in the monthly newsletter as well as shared by teachers at parent meetings.  FSEs can include the parent meeting menu items on the invitation/agenda that is send home.  
	

	11. Employee Morale
	20
	Per Sandy
& Michele D
	Recommend that supervisors increase their attention on the positive aspects of staff’s work performance and increase employee incentives:

This topic was discussed at management meeting on 10-13, and Scotti developed an employee certificate for outstanding work called “You Are A Shining Star.”  Employee of the Month is also being reinstated soon.   The following ideas will be presented at the next management’s meeting on Nov. 10th.  

Monthly Staff Incentives at Staff Meeting – honor one site and its teams by sharing info, providing Kudos, etc.  Provide a few door prizes by drawing staff names.  Bring the child out from within by teaching and singing a child’s song to the whole group.  
	

	Meeting review/evaluate
Confirm assignments, etc.
	
	
	
	

	Next Agenda
	
	
	
	




NEXT MEETING: 
DATE:  January 7, 2011			TIME:  11:30-1pm
Facilitator:				Location:
	AGENDA ITEM
	TIME
	LEAD
	MATERIALS
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