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POLICY

The creation and/or revision of UCAN Head Start Policies & Procedures will follow guidelines to ensure proper formatting and file location for all staff to access. An explanation worksheet that explains the need for the policy and/or changes will accompany each policy.  
PROCEDURE
NEW POLICY (also if intent of policy is being changed)
· The new policy will be sent along with an explanation worksheet via email to the Administrative Services Supervisor to place in the appropriate electronic folder for the Child Services Division Director to review.

· The Child Services Division Director will then, if the policy is suited to go, place in a designated folder to go to the Policy Council for their approval at the next months’ meeting.  Administrative Services Supervisor will check this folder each month prior to Policy Council to include any needed policies in packets.

· The Administrative Services Supervisor will make this policy part of the Policy Councils’ packet.  Electronically, each months Policy Council meeting has a designated folder on the leadership drive and will contain such policies and procedures. 

· If Policy Council approves the new Policy, the Administrative Services Supervisor will ensure proper formatting, hyper-linking to the correct Performance Standard(s), approval dates if applicable, information put on Policy & Procedure Log and place in the appropriate folder on the shared drive and/or agency website.  The explanation worksheet will remain in the Policy Council folder. 

· If Policy Council recommends changes to the policy, Administrative Services Supervisor will return the policy to the staff listed on the explanation worksheet along with input from the Policy Council for changes. 

UPDATED Policies and Procedures
· When the intent of the policy is being modified, Policy Council needs to approve the updates.  Otherwise, changes will be reviewed then approved by the Child Services Division Director who will forward to the Administrative Services Supervisor to ensure proper formatting, hyper-linking to the correct Performance Standard(s), approval dates if applicable , information put on Policy & Procedure Log and place in the appropriate folder on the shared drive and/or agency website. 
Support staff will ensure that any updated policies are placed on the shared drive as they are approved and also go to each site on a monthly basis.  Supervisors of the sites will ensure that the updated policies replace the out-dated one. 
This policy complies with Head Start Performance Standard 1304.51 

