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POLICY

Regular communication among classroom teams is scheduled to facilitate open communication, improve classroom dynamics, and express clear expectations, give team members feedback and to keep the Child Development Services Supervisor (CDSS) apprised of any concerns. 

PROCEDURE
· Teacher, Teacher Assistant (TA) and Bus Classroom Assistant (BCA) will meet twice a month. Bus drivers and Family Service Educator (FSE) are included whenever possible and CDSS as team feels necessary. 

· Notes will be taken as the meeting is in progress, all team members in attendance need to sign on the top of the form. Notes will be taken on the Child Development Meeting Notes form for one team meeting and the meeting notes form for the other. 
· Team members will discuss items as listed on the form and anything else pertinent.  
· Teachers will give written feedback on a monthly basis on TA and BCA classroom practices.

· The first team meeting of the year will be to discuss mutual expectations between all team members. Mutual expectations also need to be done between teams who share a classroom and as center groups as a whole. 

· A copy of the notes will be turned into the CDSS monthly, original to be kept in a file by the team to be able to refer back to. 

This procedure complies with Head Start Performance Standard 1304.51 (e) Communication§ 1304.51 Management systems and procedures.

