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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 Child Development Services Supervisor (CDSS) performs the following monitoring duties: 
· One day per week is designated to work at each assigned outlying site.

· The CDSS conducts and documents two supervisory meetings monthly with the assigned team as a group or individually.

· Each assigned classroom team is observed for best practices during class time for a minimum of one hour monthly using the Classroom Observation Tools. A supervisory meeting is conducted with the team to discuss strengths and areas needing improvement.  The instrument is submitted to CDSM to review.

· Each site is monitored monthly for safety using the Supervisor Safety Checklist, and the results are discussed with the team with changes to the environment made accordingly.  The checklists are submitted to CDSM to review.

· The CDSS will observe the teacher during an education meeting at a minimum of one time per year and provide written feedback, within the first or second round of visits (preferably in the home). 
· The CDSS will schedule and attend a minimum of two family staffings per child yearly, and review any other family staffing entries online.   

· The CDSS will review at least 2 child files from each classroom (paper and online education files) each month for accuracy and follow-up in all areas in order to review all files by the end of the year.  The FSM is given a copy of the paper file review results for the social service portion with a list of needed corrections. The teacher is given a copy of the file review results for the education portion with a list of needed corrections, follow-up and timeline for completion.  The CDSS rechecks the same file for corrections the following month.  Status of all child file reviews is included in the monthly Team Leadership Report.  

· Monthly activity calendars and weekly lesson plans are monitored online prior to implementation to ensure activities are developmentally and culturally appropriate, individualized, and balanced in the 8 domains.

· The Emergency Drill Notebook is monitored to ensure monthly fire drills, other evacuation drills, and spraying flame retardant on appropriate items are completed and documented.  

· The CDSS will monitor child observations in Web based Curriculum and the Child Portfolio on a monthly basis. 
· Child screenings that are not available online are submitted to the CDSS for review as completed by the T/FSE within the 45-day requirement.  

· Data System reports will be reviewed on a monthly basis to ensure screenings are being completed in a timely manner and to monitor attendance, family partnership meetings, and health reports.

· CDSS will consult with Health Services Specialist (HSS) and Family Service Manager (FSM) for guidance as needed.    
· Supervisors attend monthly Regional Interdisciplinary Team Meetings (IDT) 

· Monitor required component trainings monthly

· The CDSS will monitor timesheets for accuracy 2 times per month.

· The following paperwork is consistently submitted for review to the CDSS on a weekly basis:

· Attendance

· Daily Indoor/Outdoor Safety Checklist

· Lesson Plan (submit through web based Curriculum). 

1. The following paperwork is submitted weekly as completed:

· Copy of Team Meetings

· College paperwork
· Training Request Form 
· Check requests 
· Request for reimbursement (prior approval needed by CDSM)
· Employee Leave Request 
· Safety Incident Report/ Maintenance Request

· Field Trip Schedule
2. The following paperwork is turned in to the CDSS on a monthly basis:

· Vendor Receipts

· Dirty Menus

· Resource Requests 

· End-of-Month Classroom Safety Checklist

· Mileage Reports (as needed)

· Weekly Data sheets   
· Behavior Plan Logs (Tally Sheets)
· A Copy of the Teacher Work Plan for the month
· Classroom Calendar 
· Donation Sheets

Supervisor Monthly Monitoring schedule:
Each classroom will be monitored monthly using the following tools and schedule:

Sept: Creative Curriculum

Oct. PBIS pre-set and POEMS outdoor

Nov: CLASS

Dec: Creative Curriculum

Jan: POEMS

Feb: Creative Curriculum

March: Creative Curriculum

April: CLASS

May: PBIS Post-set 

This policy complies with Head Start Performance Standard 1304.51 (i) (2) in the Management Systems and Procedures 
on page 188§ 1304.51 Management systems and procedures.

