WCAP Program Plans
1306 Staffing Requirements and Program Objectives

2015-2016 Program Year

Head Start Performance Standard/ Head Start Act

Policies, Procedures
and/or Documents
and documentation
Location

Person Responsible

Timeframe

1306.01 Purpose and scope

This Part sets forth requirements for Early Head Start and Head Start
program staffing and program options that all Early Head Start and Head
Start grantee and delegate agencies, with the exception of Parent Child
Center programs, must meet. The exception for Parent Child Centers is for
fiscal years 1995, 1996, and 1997 as consistent with section 645A(e)(2) of
the Head Start Act, as amended. These requirements, including those
pertaining to staffing patterns, the choice of the program options to be
implemented and the acceptable ranges in the implementation of those
options, have been developed to help maintain and improve the quality of
Early Head Start and Head Start and to help promote lasting benefits to the
children and families being served. These requirements are to be used in
conjunction with the Head Start Program Performance Standards at 45 CFR
Part 1304, as applicable.

1306.02 Effective Dates

(a) Except as provided in paragraph (b) of this section, Head Start grantees
funded or refunded after June 7, 1993, must comply with these
requirements by such times in their grant cycles as new groups of children
begin receiving services. This does not preclude grantees from voluntarily
coming into compliance with these regulations prior to the

effective date.

(b) With respect to the requirements of § 1306.32(b)(2), grantees that are
currently operating classes in double session center-based options for less
than three and a half hours per day, but for at least three hours per day, may
continue to do so until September 1, 1995, at which time they must comply
with the three and one-half hour minimum class time requirement.

1306.03 Definitions
(a) Center-based program option means Head Start services provided
to children primarily in classroom settings.
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(b) Combination program option means Head Start services provided
to children in both a center setting and through intensive work with
the child's parents and family at home.

(c) Days of operation means the planned days during which children
will be receiving direct Head Start component services in a
classroom, on a field trip or on trips for health-related activities, in
group socialization or when parents are receiving a home visit.

(d) Double session variation means a variation of the center-based
program option that operates with one teacher who works with one
group of children in a morning session and a different group of
children in an afternoon session.

(e) Full-day variation means a variation of the center-based program
option in which pro-gram operations continue for longer than six
hours per day.

(f) Group socialization activities means the sessions in which children
and parents enrolled in the home-based or combination program
option interact with other home-based or combination children and
parents in a Head Start classroom, community facility, home, or on a
field trip.

(g) Head Start class means a group of children supervised and taught
by two paid staff members (a teacher and a teacher aide or two
teachers) and, where possible, a volunteer.

(h) Head Start parent means a Head Start child's mother or father,
other family member who is a primary caregiver, foster parent,
guardian or the person with whom the child has been placed for
purposes of adoption pending a final adoption decree.

(i) Head Start program is one operated by a Head Start grantee or
delegate agency.

(j) Home-based program option means Head Start services provided
to children, primarily in the child's home, through intensive work
with the child's parents and family as the primary factor in the
growth and development of the child.

(k) Home visits means the visits made to a child's home by the class
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teacher in a center-based program option, or home visitors in a
home-based program option, for the purpose of assisting parents in
fostering the growth and development of their child.

(1) Hours of operation means the planned hours per day during which
children and families will be receiving direct Head Start component
services in a classroom, on a field trip, while receiving medical or
dental services, or during a home visit or group socialization activity.
Hours of operation do not include travel time to and from the center
at the beginning and end of a session.

(m) Parent-teacher conference means the meeting held at the Head
Start center between the child's teacher and the child's parents
during which the child's progress and accomplishments are
discussed.

(n) Family child care is care and education provided to children in a
private home or other family-like setting. Head Start family child
care means Head Start and Early Head Start comprehensive services
provided to a small group of children through their enrollment in
family child care.

(o) Family child care program option means Head Start and Early
Head Start and child care services provided to children receiving
child care primarily in the home of a family child care provider or
other family-like setting, such as space in a public housing complex
which has been licensed by the state and set aside specifically for the
provision of or purpose of providing family child care.

(p) Family child care provider means the provider of Early Head Start
or Head Start services in his or her place of residence or in another
family-like setting

Subpart B: Head Start Program Staffing Requirements -- -- --

1306.20 Program Staffing
(a) Grantees must meet the requirements of 45 CFR 1304.52(g), Classroom
staffing and home visitors, in addition to the requirements of this Section.

(b) Grantees must provide adequate supervision of their staff. Center Supervisory Content Area Monthly
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Procedure (1304.52)

Managers

Monthly Supervision | Head Start Director
Documentation
(c) Grantees operating center-based program options must employ two paid | Classroom Education Manager | Ongoing
staff persons (a teacher and a teacher aide or two teachers) for each class. Assignments of & Head Start
Whenever possible, there should be a third person in the classroom who is a | Teaching Staff Director
volunteer. (1304.52)
Program Information
Chart
(d) Grantees operating home-based program options must employ home Job Descriptions Head Start Director | Ongoing
visitors responsible for home visits and group socialization activities.
Program Information
Chart
(e) Grantees operating a combination program option must employ, for Program Information | Head Start Ongoing
their classroom operations, two paid staff persons, a teacher and a teacher Chart Director
aide or two teachers, for each class. Whenever possible, there should be a
third person in the classroom who is a volunteer. They must employ staff for
home visits who meet the qualifications the grantee requires for home
visitors.
(f) Classroom staff and home visitors must be able to communicate with the | Cultural and Head Start Director | Ongoing

families they serve either directly or through a translator. They should also
be familiar with the ethnic background of these families.

Linguistic Policy
(1304.21)

Job Descriptions

(g) Grantee and delegate agencies offering the family child care program
option must ensure that in each family child care home where Head Start
children are enrolled, the group size does not exceed the limits specified in
this paragraph. Whenever present, not at school or with another care

Does not apply
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provider, the family child care provider's own children under the age of six
years must be included in the count.

(1) When there is one family child care provider, the maximum group size is
six children and no more than two of the six may be under two years of age.
When there is a provider and an assistant, the maximum group size is
twelve children with no more than four of the twelve children under two
years of age.

(2) One family child care provider may care for up to four infants and
toddlers, with no more than two of the four children under the age of 18
months.

(3) Additional assistance or smaller group size may be necessary when
serving children with special needs who require additional care.

(h)(1) Grantee and delegate agencies offering the family child care program
option must provide support for family child care providers through a child
development specialist or other Head Start or delegate agency staff member
with responsibilities related to the provision of comprehensive Head Start
and Early Head Start services.

(2) The grantee or delegate agency will assign responsibilities to the child
development specialist and other agency staff to support and ensure the
provision of quality Head Start services at each family child care home.
These responsibilities must include both regular announced and
unannounced visits to each home. The duration and timing of such visits will
be planned in accordance with the needs of each home but shall occur not
less than once every two weeks.

(3) During visits to family child care homes the child development specialist
will periodically verify compliance with either contract requirements or
agency policy depending on the nature of the relationship; facilitate ongoing
communication between grantee or delegate agency staff, family child care
providers, and Head Start and Early Head Start families; provide
recommendations for technical assistance; and support the family child care
provider in developing collegial or mentoring relationships with other child
care professionals.

Does not apply

(i) Head Start, Early Head Start and delegate agencies must ensure that

Does not apply
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children in the Head Start family child care option receive comprehensive
services as specified in 45 CFR Parts 1304 and 1308.

1306.21 Staff qualification requirements

See next section in

Head Start programs must comply with section 648A of the Head Start Act italics that addresses
and any subsequent amendments regarding the qualifications of classroom | Section 648A of the
teachers. Head Start Act
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Head Start Act
STAFF QUALIFICATIONS AND DEVELOPMENT [42 U.S.C. 9843a]

Sec. 648A. (a) Classroom Teachers-

(1) PROFESSIONAL REQUIREMENTS- The Secretary shall ensure that each
Head Start classroom in a center-based program is assigned 1 teacher who has
demonstrated competency to perform functions that include--

(A) planning and implementing learning experiences that advance the
intellectual and physical development of children, including improving the
readiness of children for school by developing their literacy, phonemic, and
print awareness, their understanding and use of language, their understanding
and use of increasingly complex and varied vocabulary, their appreciation of
books, their understanding of early math and early science, their problem-
solving abilities, and their approaches to learning;

(B) establishing and maintaining a safe, healthy learning environment;

(C) supporting the social and emotional development of children; and

(D) encouraging the involvement of the families of the children in a Head Start
program and supporting the development of relationships between children and
their families.

(2) DEGREE REQUIREMENTS-

(A) HEAD START TEACHERS- The Secretary shall ensure that not later than
September 30, 2013, at least 50 percent of Head Start teachers nationwide in
center-based programs have—

(1) a baccalaureate or advanced degree in early childhood education; or

(i) a baccalaureate or advanced degree and coursework equivalent to a major
relating to early childhood education, with experience teaching preschool-age
children.

(B) ADDITIONAL STAFF- The Secretary shall ensure that, not later than
September 30, 2013, all--

(1) Head Start education coordinators, including those that serve as curriculum
specialists, nationwide in center-based programs--

(1) have the capacity to offer assistance to other teachers in the implementation
and adaptation of curricula to the group and individual needs of children in a

Job Descriptions

WCAP Recruitment
and Selection Process

Personnel Files

Professional
Development Plans

Professional
Development Policy
(1304.52)

Career Development
Financial Assistance
Policy (1304.52)

Classroom
Assignments of
Teaching Staff
(1304.52)

Personnel Policies

Head Start Director

Ongoing

Reviewed
Annually

70f 20

PC Approved: 12/3/2015
BOD Approved: 12/17/2015




WCAP Program Plans
1306 Staffing Requirements and Program Objectives

2015-2016 Program Year

Head Start classroom; and

(1) have--

(aa) a baccalaureate or advanced degree in early childhood education; or
(bb) a baccalaureate or advanced degree and coursework equivalent to a major
relating to early childhood education, with experience teaching preschool-age
children; and

(if) Head Start teaching assistants nationwide in center-based programs have--
() at least a child development associate credential;

(1) enrolled in a program leading to an associate or baccalaureate degree; or
(111) enrolled in a child development associate credential program to be
completed within 2 years.

(C) PROGRESS-

(i) IMPLEMENTATION- The Secretary shall—

(I) require Head Start agencies to--

(aa) describe continuing progress each year toward achieving the goals
described in subparagraphs (A) and (B); and

(bb) annually submit to the Secretary a report indicating the number and
percentage of classroom personnel described in subparagraphs (A) and (B) in
center-based programs with child development associate credentials or
associate, baccalaureate, or advanced degrees;

(1) compile and submit a summary of all program reports described in
subclause (1)(bb) to the Committee on Education and Labor of the House of
Representatives and the Committee on Health, Education, Labor, and Pensions
of the Senate; and

(1) not impose any penalties or sanctions on any individual Head Start agency,
program, or staff in the monitoring of local agencies and programs under this
subchapter not meeting the requirements of subparagraph (A) or (B).

(D) CONSTRUCTION- In this paragraph a reference to a Head Start agency, or
its program, services, facility, or personnel, shall not be considered to be a
reference to an Early Head Start agency, or its program, services, facility, or
personnel.

(3) ALTERNATIVE CREDENTIALING AND DEGREE REQUIREMENTS- The
Secretary shall ensure that, for center-based programs, each Head Start
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classroom that does not have a teacher who meets the qualifications described in
clause (i) or (ii) of paragraph (2)(A) is assigned one teacher who has the
following during the period specified:

(A) Through September 30, 2011--

(i) a child development associate credential that is appropriate to the age of
children being served in center-based programs;

(ii) a State-awarded certificate for preschool teachers that meets or exceeds the
requirements for a child development associate credential;

(iii) an associate degree in early childhood education;

(iv) an associate degree in a related field and coursework equivalent to a major
relating to early childhood education, with experience teaching preschool-age
children; or

(v) a baccalaureate degree and has been admitted into the Teach For America
program, passed a rigorous early childhood content exam, such as the Praxis I,
participated in a Teach For America summer training institute that includes
teaching preschool children, and is receiving ongoing professional development
and support from Teach For America's professional staff.

(B) As of October 1, 2011--

(i) an associate degree in early childhood education;

(i) an associate degree in a related field and coursework equivalent to a major
relating to early childhood education, with experience teaching preschool-age
children; or

(iii) a baccalaureate degree and has been admitted into the Teach For America
program, passed a rigorous early childhood content exam, such as the Praxis II,
participated in a Teach For America summer training institute that includes
teaching preschool children, and is receiving ongoing professional development
and support from Teach For America's professional staff.

(4) WAIVER- On request, the Secretary shall grant—

(A) through September 30, 2011, a 180-day waiver ending on or before
September 30, 2011, of the requirements of paragraph (3)(A) for a Head Start
agency that can demonstrate that the agency has attempted unsuccessfully to
recruit an individual who has the qualifications described in any of clauses (i)
through (iv) of paragraph (3)(A) with respect to an individual who--

(1) is enrolled in a program that grants a credential, certificate, or degree
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described in clauses (i) through (iv) of paragraph (3)(A); and

(i1) will receive such credential, certificate, or degree under the terms of such
program not later than 180 days after beginning employment as a teacher with
such agency; and

(B) as of October 1, 2011, a 3-year waiver of the requirements of paragraph
(3)(B) for a Head Start agency that can demonstrate that--

(i) the agency has attempted unsuccessfully to recruit an individual who has the
qualifications described in clause (i) or (ii) of such paragraph, with respect to
an individual who is enrolled in a program that grants a degree described in
clause (i) or (ii) of such paragraph and will receive such degree in a reasonable
time; and

(i) each Head Start classroom has a teacher who has, at a minimum--

(I) a child development associate credential that is appropriate to the age of
children being served in center-based programs; or

(I1) a State-awarded certificate for preschool teachers that meets or exceeds the
requirements for a child development associate credential.

(5) TEACHER IN-SERVICE REQUIREMENT- Each Head Start teacher shall
attend not less than 15 clock hours of professional development per year. Such
professional development shall be high-quality, sustained, intensive, and
classroom-focused in order to have a positive and lasting impact on classroom
instruction and the teacher's performance in the classroom, and regularly
evaluated by the program for effectiveness.

(6) SERVICE REQUIREMENTS- The Secretary shall establish requirements to
ensure that, in order to enable Head Start agencies to comply with the
requirements of paragraph (2)(A), individuals who receive financial assistance
under this subchapter to pursue a degree described in paragraph (2)(A) shall--
(A) teach or work in a Head Start program for a minimum of 3 years after
receiving the degree; or

(B) repay the total or a prorated amount of the financial assistance received
based on the length of service completed after receiving the degree.

(7) USE OF FUNDS- The Secretary shall require that any Federal funds
provided directly or indirectly to comply with paragraph (2)(A) shall be used
toward degrees awarded by an institution of higher education, as defined by
section 101 or 102 of the Higher Education Act of 1965 (20 U.S.C. 1001, 1002).
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(b) MENTOR TEACHERS.--

(1) DEFINITION; FUNCTION.--For purposes of this subsection, the term
"mentor teacher” means an individual responsible for observing and assessing
the classroom activities of a Head Start program and providing on-the-job
guidance and training to the Head Start program staff and volunteers, in order
to improve the qualifications and training of classroom staff, to maintain high
quality education services, and to promote career development, in Head Start
programs.

(2) REQUIREMENT.--In order to assist Head Start agencies in establishing
positions for mentor teachers, the Secretary shall--

(A) provide technical assistance and training to enable Head Start agencies to
establish such positions;

(B) give priority consideration, in providing assistance pursuant to
subparagraph (A), to Head Start programs that have substantial numbers of new
classroom staff or that are experiencing difficulty in meeting applicable
education standards;

(C) encourage Head Start programs to give priority consideration for such
positions to Head Start teachers at the appropriate level of career advancement
in such programs; and

(D) promote the development of model curricula, designed to ensure the
attainment of appropriate competencies of mentor teachers in Head Start
programs.

(c) Family Service Workers- To improve the quality and effectiveness of staff
providing in-home and other services (including needs assessment, development
of service plans, family advocacy, and coordination of service delivery) to
families of children participating in Head Start programs, the Secretary, in
coordination with concerned public and private agencies and organizations
examining the issues of standards and training for family service workers, shall-
(1) review and, as necessary, revise or develop new qualification standards for
Head Start staff providing such services;

(2) review, and as necessary, revise or develop maximum caseload requirements,
as suggested by best practices;

(3) promote the development of model curricula (on subjects including parenting
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training and family literacy) designed to ensure the attainment of appropriate
competencies by individuals working or planning to work in the field of early
childhood and family services;

(4) promote the establishment of a credential that indicates attainment of the
competencies and that is accepted nationwide; and

(5) promote the use of appropriate strategies to meet the needs of special
populations (including populations of limited English proficient children).

(d) HEAD START FELLOWSHIPS.--

(1) AUTHORITY.--The Secretary may establish a program of fellowships, to be
known as Head Start Fellowships', in accordance with this subsection. The
Secretary may award the fellowships to individuals, to be known as Head Start
Fellows', who are staff in local Head Start programs or other individuals
working in the field of child development and family services.

(2) PURPOSE.--The fellowship program established under this subsection shall
be designed to enhance the ability of Head Start Fellows to make significant
contributions to programs authorized under this subchapter, by providing
opportunities to expand their knowledge and experience through exposure to
activities, issues, resources, and new approaches, in the field of child
development and family services.

(3) ASSIGNMENTS OF FELLOWS.--

(A) PLACEMENT SITES.--Fellowship positions under the fellowship program
may be located (subject to subparagraphs (B) and (C))--

(i) in agencies of the Department of Health and Human Services administering
programs authorized under this subchapter (in national or regional offices of
such agencies);

(ii) in local Head Start agencies and programs;

(iii) in institutions of higher education;

(iv) in public or private entities and organizations concerned with services to
children and families; and

(v) in other appropriate settings.

(B) LIMITATION FOR FELLOWS OTHER THAN HEAD START
EMPLOYEES.--A Head Start Fellow who is not an employee of a local Head
Start agency or program may be placed only in a fellowship position located in
an agency or program specified in clause (i) or (ii) of subparagraph (A).
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(C) NO PLACEMENT IN LOBBYING ORGANIZATIONS.--Head Start
Fellowship positions may not be located in any agency (including a center)
whose primary purpose, or one of whose major purposes, is to influence
Federal, State, or local legislation.

(4) SELECTION OF FELLOWS.--Head Start Fellowships shall be awarded on a
competitive basis to individuals (other than Federal employees) selected from
among applicants who are working, on the date of application, in local Head
Start programs or otherwise working in the field of child development and
children and family services.

(5) DURATION.--Head Start Fellowships shall be for terms of 1 year, and may
be renewed for a term of 1 additional year.

(6) AUTHORIZED EXPENDITURES.--From amounts made available under
section 640(a)(2)(E), the Secretary is authorized to make expenditures of not to
exceed $1,000,000 for any fiscal year, for stipends and other reasonable
expenses of the fellowship program.

(7) STATUS OF FELLOWS.--Except as otherwise provided in this paragraph,
Head Start Fellows shall not be considered to be employees or otherwise in the
service or employment of the Federal Government. Head Start Fellows shall be
considered to be employees for purposes of compensation for injuries under
chapter 81 of title 5, United States Code. Head Start Fellows assigned to
positions located in agencies specified in paragraph (3)(A)(i) shall be
considered employees in the executive branch of the Federal Government for the
purposes of chapter 11 of title 18, United States Code, and for purposes of any
administrative standards of conduct applicable to the employees of the agency to
which they are assigned.

(8) REGULATIONS.--The Secretary shall promulgate regulations to carry out
this subsection.

(e) MODEL STAFFING PLANS.--Not later than 1 year after the date of
enactment of this subsection, the Secretary, in consultation with appropriate
public agencies, private agencies, and organizations and with individuals with
expertise in the field of children and family services, shall develop model staffing
plans to provide guidance to local Head Start agencies and programs on the
numbers, types, responsibilities, and qualifications of staff required to operate a
Head Start program.
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(f) Professional Development Plans- Each Head Start agency and program shall
create, in consultation with an employee, a professional development plan for all
full-time Head Start employees who provide direct services to children and shall
ensure that such plans are regularly evaluated for their impact on teacher and
staff effectiveness. The agency and the employee shall implement the plan to the
extent feasible and practicable.

(g) Staff Recruitment and Selection Procedures- Before a Head Start agency
employs an individual, such agency shall--

(1) conduct an interview of such individual;

(2) verify the personal and employment references provided by such individual;
and

(3) obtain--

(A) a State, tribal, or Federal criminal record check covering all jurisdictions
where the grantee provides Head Start services to children;

(B) a State, tribal, or Federal criminal record check as required by the law of
the jurisdiction where the grantee provides Head Start services; or

(C) a criminal record check as otherwise required by Federal law.

1306.22 Volunteers

(a) Head Start programs must use volunteers to the fullest extent possible.
Head Start grantees must develop and implement a system to actively
recruit, train and utilize volunteers in the program.

(b) Special efforts must be made to have volunteer participation, especially
parents, in the classroom and during group socialization activities

Volunteer Policy

Volunteer Manual

1306.23 Training

(a) Head Start grantees must provide pre-service training and in-service
training opportunities to program staff and volunteers to assist them in
acquiring or increasing the knowledge and skills they need to fulfill their job
responsibilities. This training must be directed toward improving the ability
of staff and volunteers to deliver services required by Head Start regulations
and policies.

(b) Head Start grantees must provide staff with information and training
about the underlying philosophy and goals of Head Start and the program
options being implemented.

Staff Training Policy
Pre-service Agenda

Meeting/Training
Sign-in Sheets
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Subpart C: Head Start Program Options

1306.30 Provisions of comprehensive child development services

(a) All Head Start grantees must provide comprehensive child development
services, as defined in the Head Start Performance Standards.

(b) All Head Start grantees must provide classroom or group socialization
activities for the child as well as home visits to the parents. The major
purpose of the classroom or socialization activities is to help meet the
child's development needs and to foster the child's social competence. The
major purpose of the home visits is to enhance the parental role in the
growth and development of the child.

(c) The facilities used by Early Head Start and Head Start grantee and
delegate agencies for regularly scheduled center based and combination
program option classroom activities or home based group socialization
activities must comply with State and local requirements concerning
licensing. In cases where these licensing standards are less comprehensive
or less stringent than the Head Start regulations, or where no State or local
licensing standards are applicable, grantee and delegate agencies are
required to assure that their facilities are in compliance with the Head Start
Program Performance Standards related to health and safety as found in 45
CFR 1304.53(a), Physical environment and facilities.

(d) All grantees must identify, secure and use community resources in the
provision of services to Head Start children and their families prior to using
Head Start funds for these services.

See 1304.21 Written
Plans on Education
and Early Childhood
Development

Program Calendar

Maine State Child
Care Licenses

Inspections, and visits
by DHHS

Maine Rules for
Licensing of Child
Care Facilities

Site Visits by Content
Area Managers

1306.31 Choosing a Head Start program option

(a) Grantees may choose to implement one or more than one of four
program options: a center-based option, a home-based program option, a
combination program option, or a family child care option.

(b) The program option chosen must meet the needs of the children and
families as indicated by the community needs assessment conducted by the
grantee.

(c) When assigning children to a particular program option, Head Start

Program Information
Chart

Community Needs
Assessment

ERSEA Plans and
Policies (1305)

Head Start Director

Reviewed
annually

Adjusted as
needed
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grantees that operate more than one program option must consider such
factors as the child's age, developmental level, disabilities, health or learning | Application
problems, previous preschool experiences and family situation. Grantees

must also consider parents' concerns and wishes prior to making final Enrollment

assignments. Documents

1306.32 Center-based program option Program Information | Head Start Director | Ongoing
(a) Class size. Chart

(1) Head Start classes must be staffed by a teacher and an aide or two
teachers and, whenever possible, a volunteer.

(2) Grantees must determine their class size based on the predominant age | Class lists Head Start Director
of the children who will participate in the class and whether or not a center
based double session variation is being implemented.

(3) For classes serving predominantly four or five year old children, the Class lists Family Services
average class size of that group of classes must be between 17 and 20 Coordinator
children, with no more than 20 children enrolled in any one class. Maine Rules for

Licensing Child Care

Facilities

Childcare License

(4) When double session classes serve predominantly four or five year old Class lists Family Services
children, the average class size of that group of classes must be between 15 Coordinator
and 17 children. A double session class for four or five year old children may
have no more than 17 children enrolled. (See paragraph (c) of this section
for other requirements regarding the double session variation.)

(5) For classes serving predominantly three year old children, the average Class lists Family Services
class size of that group of classes must be between 15 and 17 children, with Coordinator

no more than 17 children enrolled in any one class.

(6) When double session classes serve pre dominantly three year old Class lists Family Services
children, the aver age class size of that group of classes must be between 13 Coordinator

and 15 children. A double session class for three year old children may have
no more than 15 children enrolled. (See paragraph (c) of this section for
other requirements regarding the double session variation.)

(7) It is recommended that at least 13 children be enrolled in each center Class lists Family Services
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based option class where feasible. Coordinator
(8) A class is considered to serve predominantly four or five year old Class lists Family Services
children if more than half of the children in the class will be four or five Coordinator

years old by whatever date is used by the State or local jurisdiction in which
the Head Start program is located to determine eligibility for public school.

(9) A class is considered to serve predominantly three year old children if
more than half of the children in the class will be three years old by
whatever date is used by the State or local jurisdiction in which Head Start
is located to determine eligibility for public school.

Class lists

Family Services
Coordinator

(10) Head Start grantees must determine the predominant age of children in
the class at the start of the year. There is no need to change that
determination during the year.

Class lists

Family Services
Coordinator

(11) In some cases, State or local licensing requirements may be more
stringent than these class requirements, preventing the required minimum
numbers of children from being enrolled in the facility used by Head Start.
Where this is the case, Head Start grantees must try to find alternative
facilities that satisfy licensing requirements for the numbers of children
cited above. If no alternative facilities are available, the responsible HHS
official has the discretion to approve enrollment of fewer children than
required above.

Class lists

Family Services
Coordinator

(12) The chart below may be used for easy reference:

Predominant age of
children in the class

Funded class size [Funded enrollment]

Program average of 17-20 children enrolled per
class in these classes. No more than 20 children
enrolled in any class.

Program average of 15-17 children enrolled per
class in these classes. No more than 17 children
enrolled in any class.

Program average of 15-17 children enrolled per
class in these classes. No more than 17 children

4 and 5 year olds..........

4 and 5 year olds in
double session classes.

3 year olds...........

Class lists

for
Child

Maine Rules
Licensing of
Care Facilities

Child Care Licenses

Site visits and
inspections by DHHS
and Content Area
Mangers

Family Services
Coordinator
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\ |enrolled in any class.
Program average of 13-15 children enrolled per
class in these classes. No more than 15 children
enrolled in any class.

3 year olds in double
session classes.

(b) Center based program option requirements.

(1) Classes must operate for four or five days per week or some Program Calendar Head Start Director | Ongoing
combination of four and five days per week.

Program Information

Chart
(2) Classes must operate for a minimum of three and one half to a maximum | Program Information | Head Start Director | Ongoing
of six hours per day with four hours being optimal. Chart
(3) The annual number of required days of planned class operations (days Program Calendar Education Team Ongoing
when children are scheduled to attend) is determined by the number of
days per week each program operates. Programs that operate for four days | Program Information
per week must provide at least 128 days per year of planned class Chart
operations. Programs that operate for five days per week must provide at
least 160 days per year of planned class operations. Grantees implementing | Attendance
a combination of four and five days per week must plan to operate between
128 and 160 days per year. The minimum number of planned days of
service per year can be determined by computing the relative number of
four and five day weeks that the program is in operation. All center based
program options must provide a minimum of 32 weeks of scheduled days of
class operations over an eight or nine month period. Every effort should be
made to schedule makeup classes using existing resources if planned class
days fall below the number required per year.
(4) Programs must make a reasonable estimate of the number of days Program Calendars Education Team Ongoing

during a year that classes may be closed due to problems such as inclement
weather or illness, based on their experience in previous years. Grantees
must make provisions in their budgets and program plans to operate
makeup classes and provide these classes, when needed, to prevent the
number of days of service available to the children from falling below 128
days per year.
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(5) Each individual child is not required to receive the minimum days of Documenting Head Start | Family Services Ongoing
service, although this is to be encouraged in accordance with Head Start Attendance/Irregular Coordinator

policies regarding attendance. The minimum number of days also does not | Attendance/Absenteeis

apply to children with disabilities whose individualized education plan may | m/Drop  (ADD/DROP)

require fewer planned days of service in the Head Start program. (1305)

(6) Head Start grantees operating migrant programs are not subject to the Does not Apply - -
requirement for a minimum number of planned days, but must make every

effort to provide as many days of service as possible to each migrant child

and family.

(7) Staff must be employed for sufficient time to allow them to participate in | Staff Training Policy Head Start Director | Yearly

pre-service training, to plan and set up the program at the start of the year,
to close the program at the end of the year, to conduct home visits, to
conduct health examinations, screening and immunization activities, to
maintain records, and to keep service component plans and activities
current and relevant. These activities should take place outside of the time
scheduled for classes in center based programs or home visits in home
based programs.

Pre-service Schedule

(8) Head Start grantees must develop and implement a system that actively
encourages parents to participate in two home visits annually for each child
enrolled in a center based program option. These visits must be initiated
and carried out by the child's teacher. The child may not be dropped from
the program if the parents will not participate in the visits.

Program Information
Chart

Education Team &
Family Services
Coordinator

(9) Head Start grantees operating migrant programs are required to plan for
a minimum of two parent teacher conferences for each child during the time
they serve that child. Should time and circumstance allow, migrant
programs must make every effort to conduct home visits.

Does not apply
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(c) Double session variation. Program Information
(1) A center based option with a double session variation employs a single Chart

teacher to work with one group of children in the morning and a different
group of children in the afternoon. Because of the larger number of children
and families to whom the teacher must provide services, double session
program options must comply with the requirements regarding class size
explained in paragraph (a) of this section and with all other center based
requirements in paragraph (b) of this section with the exceptions and
additions noted in paragraphs (c) (2) and (3) of this section.

(2) Each program must operate classes for four days per week. Program Information
Chart

(3) Each double session classroom staff member must be provided adequate | Program Information

break time during the course of the day. In addition, teachers, aides and Chart

volunteers must have appropriate time to prepare for each session together,
to set up the classroom environment and to give individual attention to
children entering and leaving the center.

(d) Full day variation. Program Information
(1) A Head Start grantee implementing a center based program option may | Chart

operate a full day variation and provide more than six hours of class
operations per day using Head Start funds. These programs must comply
with all the requirements regarding the center based program option found
in paragraphs (a) and (b) of this section with the exception of paragraph
(b)(2) regarding the hours of service per day

(2) Programs are encouraged to meet the needs of Head Start families for Program Information | Head Start Director
full day services by securing funds from other agencies. Before Chart

implementing a full day variation of a center based option, a Head Start

grantee should demonstrate that alternative enrollment opportunities or MOUs with

funding from non Head Start sources are not available for Head Start community partners

families needing full day child care services.

(3) Head Start grantees may provide full day services only to those children | Program Information | Head Start Director | Ongoing
and families with special needs that justify full day services Chart
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or to those children whose parents are employed or in job training with no
caregiver present in the home. The records of each child receiving services
for more than six hours per day must show how each child meets the
criteria stated above.

(e) Non Head Start services. Grantees may charge for services which are
provided outside the hours of the Head Start program.

1306.33 Home-based program option

(a) Grantees implementing a home based program option must:

(1) Provide one home visit per week per family (a minimum of 32 home
visits per year) lasting for a minimum of 1 and a half hours each.

Client Files

(2) Provide, at a minimum, two group socialization activities per month for
each child (a minimum of 16 group socialization activities each year).

Program Calendar

(3) Make up planned home visits or scheduled group socialization activities
that were canceled by the grantee or by program staff when this is
necessary to meet the minimums stated above. Medical or social service
appointments may not replace home visits or scheduled group socialization
activities.

Early Head Start
Home Based
Attendance Policy
(1305)

(4) Allow staff sufficient employed time to participate in pre service
training, to plan and set up the program at the start of the year, to close the
program at the end of the year, to maintain records, and to keep component
and activities plans current and relevant. These activities should take place
when no home visits or group socialization activities are planned.

Staff Training Policy

Head Start Director

Ongoing

(5) Maintain an average caseload of 10 to 12 families per home visitor with
a maximum of 12 families for any individual home visitor.

Program Information
Chart

Class lists

Family Services
Coordinator

Ongoing

(b) Home visits must be conducted by trained home visitors with the
content of the visit jointly planned by the home visitor and the parents.

Home visitors must conduct the home visit with the participation of parents.

Home visits may not be conducted by the home visitor with only babysitters
or other temporary caregivers in attendance.

Early Head Start
Home Based
Attendance Policy
(1305)

Client files

(1) The purpose of the home visit is to help parents improve their parenting

Early Head Start
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skills and to assist them in the use of the home as the child's primary
learning environment. The home visitor must work with parents to help
them provide learning opportunities that enhance their child's growth and
development.

Home Based
Attendance Policy
(1305)

(2) Home visits must, over the course of a month, contain elements of all Client files

Head Start program components. The home visitor is the person responsible

for introducing, arranging and/or providing Head Start services.

(c) Group socialization activities must be focused on both the children and Early Head Start

parents. They may not be conducted by the home visitor with babysitters or
other temporary caregivers.

(1) The purpose of these socialization activities for the children is to
emphasize peer group interaction through age appropriate activities in a
Head Start classroom, community facility, home, or on a field trip. The
children are to be supervised by the home visitor with parents observing at
times and actively participating at other times.

Home Based
Attendance Policy
(1305)

(2) These activities must be designed so that parents are expected to
accompany their children to the group socialization activities at least twice
each month to observe, to participate as volunteers or to engage in activities
designed specifically for the parents.

Early Head Start
Home Based
Attendance Policy
(1305)

(3) Grantees must follow the nutrition requirements specified in 45 CFR
1304.23(b)(2) and provide appropriate snacks and meals to the children
during group socialization activities.

See 1304.23 Nutrition
Plans & Policies

1306.34 Combination program option

(a) Combination program option requirements:

(1) Grantees implementing a combination program option must provide
class sessions and home visits that result in an amount of contact with
children and families that is, at a minimum, equivalent to the services
provided through the center-based program option or the home-based
program option.

Program Information
Chart

Head Start Director

(2) Acceptable combinations of minimum number of class sessions and
corresponding number of home visits are shown below. Combination
programs must provide these services over a period of 8 to 12 months.

Program Information
Chart

Head Start Director
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Number of class sessions Number of home visits

96 .o ———— 8

92-95.. e, 9

88-9 L. 10
84-87.rrsnis 11
80-83.. 12
7679 13
T2-75uirnssnsssisssssssssssssenns 14
68-7 L 15
64-67 ..o 16
60-63..ernr 17
56-59....rs s 18
52-55. 19
48-51.irerersrrsseresesessnanes 20
L 21
40-43r 22
36-39.. 23
32-35. s 24

(3) The following are examples of various con-figurations that are possible
for a program that operates for 32 weeks:
e A program operating classes three days a week and providing one
home visit a month (96 classes and 8 home visits a year);
e A program operating classes two days a week and providing two
home visits a month (64 classes and 16 home visits a year);
e A program operating classes one day a week and providing three
home visits a month (32 classes and 24 home visits a year).

Program Information
Chart

Head Start Director

(4) Grantees operating the combination program option must make a
reasonable estimate of the number of days during a year that centers may
be closed due to problems such as inclement weather or illness, based on
their experience in previous years. Grantees must make provisions in their
budgets and program plans to operate make-up classes up to the estimated
number, and provide these classes, when necessary, to prevent the number

Program Information
Chart

Head Start Director
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of days of classes from falling below the number required by paragraph
(a)(2) of this section. Grantees must make up planned home visits that were
canceled by the program or by the program staff if this is necessary to meet
the minimums required by paragraph (a)(2) of this section. Medical or
social service appointments may not replace home visits. Program
Information Chart

(b) Requirements for class sessions:
(1) Grantees implementing the combination program option must comply
with the class size requirements contained in Sec. 1306.32(a).

Program Information
Chart

Head Start Director

(2) The provisions of the following sections apply to grantees operating the
combination program option: Sec. 1306.32(b) (2), (5), (6), (7) and (9).

Program Information
Chart

Head Start Director

(3) If a grantee operates a double session or a full day variation, it must
meet the provisions concerning double-sessions contained in Sec.
1306.32(c)(1) and (3) and the provisions for the center-based program
option's full day variation found in Sec. 1306.32(d).

Program Information
Chart

Head Start Director

(c) Requirements for home visits:
(1) Home visits must last for a minimum of 1 and a half hours each.

(2) The provisions of the following section, concerning the home-based
program option, must be adhered to by grantees implementing the
combination program option: Sec. 1306.33(a) (4) and (5); and Sec.
1306.33(b).

Program Information
Chart

Head Start Director

1306.35 Family child care program option

(a) Grantee and delegate agency implementation. Grantee and delegate
agencies offering the family child care program option must:

(1) Hours of operation. Ensure that the family child care option, whether
provided directly or via contractual arrangement, operates sufficient hours
to meet the child care needs of families.

(2) Serving children with disabilities.

(i) Ensure the availability of family child care homes capable of serving
children and families with disabilities affecting mobility as appropriate; and

Does not apply
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(ii) Ensure that children with disabilities enrolled in family child care are
provided services which support their participation in the early
intervention, special education, and related services required by their
individual family service plan (IFSP) or individual education plan (IEP) and
that the child's teacher has appropriate knowledge, training, and support.
(3) Program Space-indoor and outdoor. Ensure that each family child care
home has sufficient indoor and outdoor space which is usable and available
to children. This space must be adequate to allow children to be supervised
and safely participate in developmentally appropriate activities and
routines that foster their cognitive, socio-emotional, and physical
development, including both gross and fine motor. Family child care settings
must meet State family child care regulations.

(4) Policy Council role. The Policy Council must approve or disapprove the
addition of family child care as a Head Start or Early Head Start program
option. When families are enrolled in the Head Start or Early Head Start
family child care program option, they must have proportionate
representation on the Policy Council or policy committee.

(b) Facilities.

(1) Safety Plan. Grantees and delegate agencies offering the family child care
program option must ensure the health and safety of children enrolled. The
family child care home must have a written description of its health, safety,
and emergency policies and procedures, and a system for routine inspection
to ensure ongoing safety.

(2) Injury prevention. Grantee and delegate agencies must ensure that:

(i) Children enrolled in the Head Start family child care program option are
protected from potentially hazardous situations. Providers must ensure that
children are safe from the potential hazards posed by appliances (stove,
refrigerator, microwave, etc). Premises must be free from pests and the use
of chemicals or other potentially harmful materials for controlling pests
must not occur while children are on premises.

(ii) Grantee and delegate agencies must ensure that all sites attended by
children enrolled in Head Start and Early Head Start are equipped with
functioning and properly located smoke and carbon monoxide detectors.
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(iii) Radon detectors are installed in family child care homes where there is
a basement and such detectors are recommended by local health officials;
(iv) Children are supervised at all times. Providers must have systems for
assuring the safety of any child not within view for any period (e.g. the
provider needs to use the bathroom or an infant is napping in one room
while toddlers play in another room);

(v) Providers ensure the safety of children whenever any body of water,
road, or other potential hazard is present and when children are being
transported;

(vi) Unsupervised access by children to all water hazards, such as pools or
other bodies of water, are prevented by a fence;

(vii) There are no firearms or other weapons kept in areas occupied or
accessible to children;

(viii) Alcohol and other drugs are not consumed while children are present
or accessible to children at any time; and
(ix) Providers secure health certificates for pets to document up to date
immunizations and freedom from any disease or condition that poses a
threat to children's health. Family child care providers must ensure that
pets are appropriately managed to ensure child safety at all times.

(c) Emergency plans. Grantee and delegate agencies offering the family child
care option must ensure that providers have made plans to notify parents in
the event of any emergency or unplanned interruption of service. The
provider and parent together must develop contingency plans for
emergencies. Such plans may include, but are not limited to, the use of
alternate providers or the availability of substitute providers. Parents must
be informed that they may need to pick the child up and arrange care if the
child becomes ill or if an emergency arises.

(d) Licensing requirements. Head Start programs offering the family child
care option must ensure that family child care providers meet State, Tribal,
and local licensing requirements and possess a license or other document
certifying that those requirements have been met. When State, Tribal, or
local requirements vary from Head Start requirements, the most stringent
provision takes precedence.
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1306.36 Additional Head Start program option variations

In addition to the center-based, home-based, combination programs, and
family child care options defined in this part, the Director of the Office of
Head Start retains the right to fund alternative program variations to meet
the unique needs of communities or to demonstrate or test alternative
approaches for providing Head Start services.

Does not apply

1306.37 Compliance waiver

An exception to one or more of the requirements contained in Sec. Sec.
1306.32,1306.33, 1306.34, and 1306.35 will be granted only if the Director
of the Office of Head Start determines, on the basis of supporting evidence,
that the grantee made a reasonable effort to comply with the requirement
but was unable to do so because of limitations or circumstances of a specific
community or communities served by the grantee.

Does not apply
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