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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 ERSEA Specialist performs the following monitoring duties:

· Monthly Attendance Reports, directly enters data in to HS Enterprise System

· Attend monthly management team meetings
· Attends Weekly Interdisciplinary Team Meetings (IDT)

· Leads ERSEA monthly meetings 
· Monitors application process, including but not limited to eligibility, recruitment, and selection of applications.

· Organizes, implements and monitors recruitment activities

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

· Assists with the facilitation of monthly Policy Council meetings and monthly Newsletter
· Monitors enrollment and withdrawal process

· Attends various community meetings for information and outreach

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.

