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POLICY

UCAN Head Start will select families/children based on the established Eligibility Criteria. 

PROCEDURE
· Establish ERSEA Team






October

· ERSEA Specialist, Family Services Manager, Child Development Services Supervisors, Spanish Interpreter, Head Start Staff, Policy Council, and Community Partners.  

· ERSEA Team Reviews Selection Criteria



             November

· The ERSEA Team will use information collected to help identify community issues and concerns to develop Selection Criteria: 
· Community Assessment
· Program Information Report (PIR)
· Ongoing monitoring 
· Self-assessment data 
· Federal monitoring reports
· Parent questionnaires
· Census 

· Selection Criteria includes the age of children, family income, and a child with a disability plus any other needs the ERSEA Team determines should be considered a priority based upon the study of the above reports 
· Children are considered categorically income eligible if any of the following criteria applies: 

In State Foster Care

Homeless

Family receives public assistance (including Temporary Assistance for Needy Families (TANF), Supplemental Security Income (SSI), Emergency Assistance money payments, non-Federally funded General Assistance or General Relief money payments. 
· Selection Criteria is sent to Policy Council and the UCAN Board for approval. 

· Applications with new eligibility criteria and updated

            Jan.-ongoing

· Applications with updated eligibility criteria are sent out to all families currently on the waiting list and to all families inquiring about Head Start. 
· Application Request

· Families that contact Head Start about getting their child into the program are sent an application through the mail.
·  Spanish speaking families are provided with an interpreter and are given applications that are in Spanish. 
· They then fill out the application and then send it back in with proof of birth (birth certificate, OHP card, or hospital record, etc.) and proof of income for either the past 12 months or for the previous calendar year, whichever more accurately reflects the family’s current situation. 
· When a family requests to have their income re-evaluated, the family is sent a new application and asked to send it back with proof of income for the past twelve months. 
· Applications for Foster Children or children under the jurisdiction of the Court and placed in the legal custody of the Department of Human Services. 

· Applications must be signed by the Department of Human Service (DHS) caseworker or other DHS representative giving Head Start permission to discuss the child with the Foster Parent or other designated care giver such as the biological parent.  
· Parents and foster parents of children who are under the jurisdiction of the state may not act as the educational surrogate and therefore, DHS must act as the signatory adult for those children including those in foster care. 
· Names of the assigned DHS caseworker and foster parents are listed on the Permission to Exchange and Emergency/Contact Person forms and labeled as such.
· All Head Start forms that require parent/guardian signatures are signed by the DHS caseworker or other DHS representative with exception to the H.S. confidentiality agreement, CACFP form, and attendance plan which the foster parent may sign.
· Applications Received

· The ERSEA Specialist verifies and calculates income provided by the family and enters it onto the application.  When a parent is living with a partner who is not the biological parent, the partner is not included in the family count unless the partner has adopted the child.
· The ERSEA Specialist indicates on the application if the family’s income is at or below 100% of the Federal Income Poverty Guidelines, between 101% and 130% of the Federal Income Poverty Guidelines, or over 130% of the Federal Income Poverty Guidelines. 

· The ERSEA Specialist Verifies that the birth date is the same on application as on the proof of birth and then Signs and dates application and then gives it to the Information Services Specialist.  

· The ERSEA Specialist sends a letter to the family informing them of their income status and letting them know they have been placed on the Waiting List for their area. 

· Upon receiving an application the data information is entered into the computer within approximately 48 hours by the Information Services Specialist.  

· The ERSEA Specialist then verifies that the income, birth date, selection criteria, and family size is entered correctly into the computer and then places the child on a Waiting List for determination of eligibility and enrollment at a later time.  

· Only the Information Specialist or the ERSEA Specialist may make subsequent changes with the ERSEA Specialist reviewing all files periodically throughout the program year. 

· Waiting List 

· The current monitoring system creates the waiting list of entered applications
· Students are placed on class waiting list based upon where they live or by where their child goes to daycare. 
· Waiting lists are maintained year-round to fill vacancies as they occur. 
· Selection

· Students are selected from the waiting list based upon Selection Criteria (See Annual Selection Criteria). 
· Prior to school starting there is three rounds of selection: 
· 1st Round of Selection 

3rd Thursday of June

· Select up to 85% this number includes returning students
· Select all children down to the lowest selection criteria number of the children who are four years old by September 1st.  

· 2nd Round of Selection

3rd Thursday of July

· Select all children down to the lowest selection criteria number of the children who are four years old by September 1st. 

· 3rd Round of Selection

1st Thursday of Aug.

· Select all children on the Waiting List reserving at least two openings per classroom to help with changes in classroom placement. 
· Last Selections 

· ERSEA Specialist will continue to fill all classroom openings until there are only two openings per classroom.  

· After all students are placed in their classrooms by the Transportation Services Supervisor and classroom acuity has been determined by the Special Services the last of the children for each classroom will be selected.


· The program is to be fully enrolled by the first day of class. After school has begun, all openings are filled within 30 days. Except within 60 days from the end of the school year.  


· At least 10% of the children enrolled must be children with disabilities. 

· There will be no more than 10% of over-income families enrolled in the program at any given time. After all income eligible children and children with disabilities who are over the Federal Income Poverty Guidelines are served, the program may elect to enroll children up to 35% of the children within the 101-130% of the Federal Income Poverty Guidelines. 

· In classes with more than 17 children the class must not have more than 49% of 3 year olds enrolled in the class.

· Acceptance -- Once a family is selected they are contacted by the ERSEA Specialist either by mail using the Head Start Selected Letter or by phone and are asked to contact us and verify their acceptance into the Head Start Program. 

· The Secretary/Receptionist is given the Accepted Children Check-off List of all the children who have been accepted for the program, and as families call into verify their acceptance; the Secretary/Receptionist verifies all the information on the check-off list. 

· If we are unable to contact a family after at least two attempts by mail and/or phone the child’s application will be withdrawn and another student will be selected for the opening.   

This policy complies with Head Start Performance Standard 1305.4 1305.5 and 1306.32 § 1305.4 Age of children and family income eligibility.

 HYPERLINK "http://eclkc.ohs.acf.hhs.gov/hslc/Program%20Design%20and%20Management/Head%20Start%20Requirements/Head%20Start%20Requirements/1305/1305.5%20Recruitment%20of%20children..htm" 
§ 1305.5 Recruitment of children.

 HYPERLINK "http://eclkc.ohs.acf.hhs.gov/hslc/Program%20Design%20and%20Management/Head%20Start%20Requirements/Head%20Start%20Requirements/1306/1306.32%20%20Center-based%20program%20op-tion..htm" 
§ 1306.32 Center-based program option.

