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POLICY

UCAN Head Start provides timely and accurate information to parents, policy groups, staff, and the general community to facilitate full involvement in program activities and to make group decisions.

PROCEDURE
· Community flyers on trainings and services are distributed by managers to classroom teams who inform parents who have expressed interest in obtaining information on a specific topic by sending a copy of the flyer home on the bus, calling the parent, email, or handing out at a parent or family partnership meeting.
· The program employs a Language Specialist (LA) to serve the Spanish-speaking community by translating (verbal and written) all family-related information.  The LA assists the families  in a variety of methods including accompanying parents with their child on doctor and dentist exams, conducting home visits, and assisting with the children’s developmental screenings.  
· Parent newsletters are distributed monthly with specific topics of Bus Safety, Health/Nutrition, Parent Involvement, Classroom activities, Food Bank locations, Child Development, Directors Corner and other time sensitive materials.

· Program meetings are held regularly for staff to obtain information on policies, procedures, and required trainings.

· Committee meetings are posted in the program calendar, and minutes are sent to each classroom, Deer Creek office, and the UCAN web site.  Meetings are conducted regularly, and attendance and input are encouraged from staff, parents, and community members.

· Family meetings are held regularly to provide information and updates on the child’s progress, attendance, health needs and follow-ups, and other family and program information.

· Information is gathered by daily contact between staff, email, phone calls, memos, “S” drive, and use of current data system reports. 

· Supervisory monitoring on a monthly basis ensures ongoing communication with staff to improve services to children and families.  

This policy complies with Head Start performance standards 1304.51 (b-f) 
§ 1304.51 Management systems and procedures.

