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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 Health Services Program Manager (HSPM) performs the following monitoring duties:

· Provide oversight and monitoring activities for Health, Nutrition, Disabilities, Mental Health and Information Services.

· All classrooms will be observed for one hour during the school calendar year to ensure health and safety best practices are being followed. 

· The HSPM will meet with the Health Services team individually on a monthly basis
· HSPM monitors nutritional, disabilities and health database reporting.
· Provide Health Services Report to Director monthly for Board and Policy Council reports.

· Monitors and approves Health Service Budget expenditures, contracts and monthly reports

· Oversee all health related documents in children’s files; including but not limited to abnormal health screenings and exams, follow-ups, immunizations and evaluations to be done on an ongoing basis. Consult with Registered Nurse on all Well Child and Dental Exams, Medical Protocols and follow up as needed.
· The HSPM will monitor the USDA Child and Adult Care Food Program (CACFP) files.  Responsible for the submission of USDA CACFP monthly claim and its accuracy.  USDA claim reports are submitted to UCAN Fiscal Officer, UCAN Administrative Assistant and Program Operations Supervisor for monthly Governing Board and PC review.

· The HSPM will review attendance audit monthly reports provided by the Nutrition Specialist.  The attendance and meal counts will be reviewed for USDA compliance and reported on Managers Report form to be turned in to the director monthly.

· Monitors web based program for accuracy and consistency any errors or discrepancies are emailed to the author and their supervisor. 

· Once reconciled, HSPM will submit CACFP vendor invoice, completed Check Request, and the respective “Vended Meal Template” for payment. HSPM will certify USDA claim after reviewing information.
· HSPM will initiate and oversee completion of annual sanitation and fire inspections for administrative and classroom sites.
· Responsible for completion of annual Health related PIR data  
· Participate in Regional monthly interdisciplinary team meetings (IDT)
· HSPM will oversee the response to the “Health Related Support Requests” that are generated by staff requesting support for children, parents and staff.
This policy complies with Head Start Performance Standards 1304.51 (h) (2) pg.186 and 1304.51 (i) (2) pg. 188§ 1304.51 Management systems and procedures.

