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POLICY

UCAN Head Start will monitor required tasks and responsibilities to ensure that they are completed within timelines and according to guidelines provided in Head Start Performance Standards, other federal and state regulations, and UCAN Head Start policies and procedures.

PROCEDURE
The Director performs the following monitoring duties:

· Monitor services provided by staff; Family Service Manager, Program Operations Supervisor, Director, Child Development Services Manager, Health Services Manager, and Transportation Services Manager
· Attend weekly meetings with leadership team and monthly meetings with management team
· Meet individually with managers/supervisors as needed

· Review, monitor and follow-up on Fiscal and Component Reports monthly
· Monitor Program calendar events for delegation, implementation and completion

· Monitor compilation and facilitate  completion  of annual Self-Assessment, Community Assessment and Strategic Planning 
· Meet with each classroom annually, and monitor child outcomes reports quarterly 
· Conduct Budget Committee

· Monitor monthly file reviews to check accuracy and follow through on services

· Meet with UCAN Management Team monthly or as scheduled

· Monitor reports on services to children and families including screenings and assessments monthly
· Meet with Board as scheduled

· Meet with Policy Council monthly
This policy complies with Head Start Performance Standards 1304.51 (h)(2) page 186 and 1304.51 (i)(2)  § 1304.51 Management systems and procedures.

