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POLICY

Documentation is provided for all donated time. Parent and community involvement is encouraged and documented for use in grants for the program.

PROCEDURE

1. Volunteers in the classroom or on a field trip sign a donation slip while volunteering in the classroom.

2. Volunteers who do classroom projects at home sign the donation slip. 

3. Parents/Guardians who work on a project during a parent meeting for their child or the classroom sign the donation slip for the portion of time spent on the project. 

4. Professional donations are gathered in the classrooms when a professional performs trainings for the families in the program, in the form of a dollar amount using the donation slip.

5. Classroom staff turns in a weekly sheet of donations performed in the classroom, at home, or at parent meetings, to their supervisor every Friday.
6. Supervisor reviews and signs the donation worksheet and turns information into the Information Services Specialist (ISS) by the next Tuesday.
7. ISS enters information onto current record keeping system.
8. ISS will prepare reports for supervisors as needed.
9. In order to be in compliance with Oregon Bureau of Labor regulations, UCAN cannot allow an employee to volunteer time. Therefore all work performed outside normal work hours must be pre-approved by the employee’s supervisor prior to the work being done. 

10. UCAN Head Start is committed to providing all needed items for a Developmentally Appropriate program. Therefore Head Start staff is not to donate items to the program. 

11. In cases where Head Start parents or community members volunteer to donate items to a classroom or the program, staff will accept the donation and then contact their supervisor who will take it to management regarding a decision on how to disperse the donated item(s). 

This Policy complies with head Start Performance Standard 1304.40(i), (b)(1)(iii)(d)(3)§ 1304.40 Family partnerships.

