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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 Specialist (HSS) performs the following monitoring duties:

· Monitor health services information which includes medical, dental, safety and wellness for enrolled children and their families. 
- Respond to identified health needs within the program and provide expertise and support.

- Use multidisciplinary team approach to develop and provide health services to children, families and staff.

- Provide information, referral and coordinating efforts to link staff and families to appropriate community resources.

- In collaboration with managers and other consultants, develop and maintain policies and procedures.

· All classrooms will be observed periodically during the school calendar year. A USDA Site Monitoring form will be completed as directed by supervisor.
· The HSS will provide training to Staff.  Child Development Services (CDSM) and Family Services (FSM) Managers/supervisors may request additional trainings related to Health as needed.

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

· Monitors immunizations in child’s file with Oregon Immunization Alert and Doctor Visit documentation.
· HSS is responsible for monitoring the maintenance of files containing, child accident reports, and analysis of data is to be placed in monthly report to Health Services Program Manager (HSPM).
· HSS is responsible for monitoring purchases made related to Health (medical and dental) budget.
· Responsible for direct monitoring of health and dental reporting. Report form to be turned in to the HSPM monthly.

· 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.  
· HSS will respond to “Health Related Support Requests” that include areas of expertise.
· HSS will request, receive and document information from the state WIC office 3X a year.

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.

