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POLICY

All Facilities, Materials, and Equipment purchases will be provided in a timely manner with adequate documentation.

PROCEDURE
Classroom Teams

· Classroom teams will complete one resource request each month that supplies are needed. (example: Roseburg 1 & 2, Green). 
· Teams will forward the completed resource request to their Child Development Services Supervisor (CDSS) for review and approval utilizing UCAN fiscal policies by the 20th of each month.
· The CDSS will forward all approved resource requests to the Child Development Services Manager (CDSM) by the 25th of each month.
·  Individual staff members will submit their requests to their supervisor by the 20th of each month who will then forward these to the appropriate staff member to fill as below by the 1st of each month.
· The CDSM will forward all Maintenance/Paper items requests to the Facilities Coordinator by the 1st of each month. The Facility Coordinator will make every effort to fill the request from items on hand, will purchase needed items and have the request filled by the 10th of each month. Requested items that will fit will be placed in the classrooms tote located in the resource room, large boxes will be labeled with the classroom’s name and the resource request initialed. 
· The CDSM will forward all health supply requests to the Health Services Specialist by the 1st of each month. The Health Services Specialist will make every effort to fill the request from items on hand, will order needed items and have the request filled by the 10th of each month. Requested items will be placed in the classrooms tote located in the resource room and the resource request initialed. 
·  The CDSM will forward all office supply requests to the Receptionist by the 1st of each month. The Receptionist will make every effort to fill the request from items on hand, will order needed items and have the request filled by the 10th of each month. Requested items will be placed in the classrooms tote located in the resource room. Requested items will be placed in the classrooms tote located in the resource room and the resource request initialed.
· The CDSM will forward all kitchen supply requests to the Nutritionist/Health Program Manager by the 1st of each month. The Nutritionist/Health Program Manager will make every effort to fill the request from items on hand, will order needed items and have the request filled by the 10th of each month. Requested items will be placed in the classrooms tote located in the resource room.
· The CDSM will make every effort to fill the classroom supply requests from items on hand, will order needed items and have the request filled by the 10th of each month. Requested items will be placed in the classrooms tote located in the resource room and the resource request initialed and left for others filling to initial as well. 

· When the above staff members fill their part of the request they will notify the Program Operations Supervisor (POS) that it has been completed. Once the entire order is filled the POS will notify classroom teams that they can pick up their supplies. 

· Once notified classroom teams will pick up their supplies within 3 business days. At time of pickup the classroom team member will go over the resource request form provided by the CDSM of what they ordered and received with a front office staff member. Both the classroom staff picking up and the front office staff member will sign the form. The classroom staff will be given a copy of the form to take back to their site. 

· The Receptionist will keep a copy of all filled and signed resource requests in a binder in the front office, arranged per site. 

·   Any items not picked up will be delivered by CDSS’s as they make their weekly site visits.

· Non consumable classroom supplies will be entered into inventory by classroom staff. 

Family Service Educators (FSEs)
· FSEs will submit a Parent Activity request with needed supplies & food order listed. If parent fund is being used, appropriate documentation must be attached. The FSE will submit the request to the Family Service Manager (FSM) 3 weeks prior to the meeting. 

· The FSM will secure a purchase order for the FSE. The FSE will shop for food prior to the meeting.
·  The FSM will approve Parent Activity Requests for needed supplies. The FSM will then fill the request using supplies on site whenever possible.

· If the order can not be filled on site the FSM will coordinate with the CDSM or Receptionist to order the supplies. 
FSM, CDSM, Support Staff

· When possible, supplies not available on site will be purchased by the CDSM at local vendors using a purchase order.

· The CDSM will coordinate a monthly shopping list..

· Ordering from vendors will be completed when the item is not available on site and with the approval of fund expenditures by the Program Managers.
· The ordered items will be checked by the staff member who placed the order. The staff member will initial the receipt and turn it into the receptionist.

· Non consumable classroom supplies will be entered into inventory by classroom staff. All other non consumable items will be entered into the inventory by support staff.

This Policy complies with Head Start Performance Standards 1304.53
§ 1304.53 Facilities, materials, and equipment.

