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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 Information Services Specialist performs the following monitoring duties:

· Monitor child and staff databases; work with offsite vendors for problem-solving as needed.
· Responsible for compilation of Head Start data for Agency ROMA report annually.

· Responsible for all information entered in to Head Start Enterprise System (PIR, GABI, Budget, Grant and review documents) annually.
· Upload CACFP claim to the ODE CACFP Child Nutrition Website monthly.

· Monthly ODE/OPK child and family statistics reports due to Director by the 15th of every month and reports to ODE annually using child identifier numbers.  Health Data is compiled quarterly and added to this report.

· Monthly Nutrition assessment report to HSM for Board and Policy Council report.
· Facilitate Database committee quarterly.
· Compile child, staff, administrative and community data and format information into understandable reports (attendance, trainings, in-kind, supervisory reports) monthly.
· Monitors web based program for accuracy and consistency any errors or discrepancies are emailed to the author and their supervisor continuously. 
· Report monthly expiring Health related certificates (CPR, First Aid, and Food Handlers) to the HSM.

· Report monthly any trainings missed by staff to the staff’s supervisor.

· Monitors red beam check in check out database 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.

