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POLICY

UCAN Head Start staff is encouraged to be a lifelong learner and to pursue personal/professional development.  Head Start sponsors staff training throughout the year. Head Start staff that has completed a probation period may be eligible to apply for training funds to work toward a degree in their field that is required for their position or to take additional courses or conferences to update skills or obtain certifications or licensure as required for their position. 

PROCEDURE
The Professional Development Committee reviews program training needs and makes recommendations to the leadership team and training coordinator.  Upon approval to pursue a degree or certificate, the employee applies for federal aid, grants, and scholarships.  Head Start provides additional funding for tuition, books, and fees if available in the budget.  Materials purchased with Head Start funds is the property of Head Start, and staff who uses Head Start-purchased written materials must return them to the program at the end of the training event.  The program maintains a professional resource library that is available to all staff to support professional development.  

Staffs that complete a degree that is required for their position may receive a pay increase consistent with the UCAN salary matrix and as funding is available.  Staff who fails to attend a class or training or who does not receive credit hours for a class or conference paid for with Head Start funds will be required to reimburse the program for those costs.  Staffs who are reimbursing the program for training costs will not be approved for further training until the full cost is reimbursed.  Staff attending Head Start-reimbursed training is required to submit proof of attendance and/or credit following completion of the class or training to the supervisor.

The following steps are followed to enroll in a college class:

· Staff discusses a proposed plan for college classes with assigned supervisor and fills out a Training Request form.  The supervisor reviews, approves, and signs the form and submits it to the appropriate manager for final approval and processing.

· For Umpqua Community College enrollment, the employee registers and informs the registration office that he/she is a UCAN Head Start employee.  Funding is put on hold temporarily, and the employee receives a copy of the registration which is submitted to the supervisor.  The copy is given to the Child Development Services Manager who maintains a UCC file of registered staff.  Staff contacts the UCC college book store to find out what books are needed for the approved class and the costs of both used and new books.  The H.S. resource room is checked for book availability, and if the books are not available, the staff submits a request to purchase the required textbooks.

· Upon receipt of all registered staff’s classes and textbooks, the CDSM faxes a purchase order with a memo listing staff name, identification number, and class to UCC prior to each term.  

· The registration office applies funding for each staff’s class and books.

· During the term the staff and supervisor discuss the staff’s attendance and progress of the class.

· At the end of each term, UCC sends a bill to Head Start with the total costs of tuition and fees.  A separate bill is sent for the costs of the books.

· Staff submits a copy of the term grade report to the supervisor for review.  The secretary files the grade report in the training notebook.

This policy complies with Head Start Performance Standard 1304.52 (d)(1) § 1304.52 Human resources management.

