[bookmark: _GoBack]1302.102 B-  Monitoring Protocol: Program Management and Quality Improvement
	Category: Monitoring
	Regulations: 1302.102(B) Monitoring Program Performance

	
	Activity/Steps:

	Purpose
	Ongoing monitoring is an essential component of a healthy organization and is part of our overall collection of data. It is through ongoing monitoring and the follow-up to that monitoring that organizations are able to identify areas of strength, areas that may potentially need support, and also being able to identify that those improvements were made. 

	                                                      Roles and Responsibilities

	a. Site Visit &Monitoring Follow-Up Plan Developer (the individual who is taking preventive steps or providing extended support to an individual staff member or team.)

	The Site Visit & Monitoring Follow-Up Plan Protocol is a component of Seedling's overall ongoing monitoring system. The Site Visit & Monitoring Follow-Up Plan can be used in situations in which strengths are recognized, support needs to be provided or corrections need to be made.  Both the ESD 105 Content Specialist and EPIC Management will utilize the Site Visit & Monitoring Follow-Up Plan with monitoring staff’s work, conducting a center visit, observing in a classroom, training that needs to be provided, and where staff strengths need to be recognized.

1. The developer creates the Site Visit & Monitoring Follow-Up Plan and assigns a specific due date of when the identified areas on the plan need to be completed and when the monitoring follow-up plan must be submitted by.
2. The developer delivers or sends the Site Visit & Monitoring Follow-Up Plan to staff who will be working on the identified areas (for example, the Center Manager if the Follow-Up Plan is created by a Content Specialist). If emailed, the subject line in the email must read "Site Visit & Monitoring Follow-Up Plan Attached". At the time of delivering or emailing the Site Visit & Monitoring Follow-Up Plan, the developer also creates a calendar event to show when the Site Visit & Monitoring Follow-Up Plan is due and invites the staff who are receiving the Site Visit & Monitoring Follow-Up Plan to the calendar invite. Content Specialists will also invite or inform the Early Learning Program Manager (ELPM) if and when needed. Supporting documents to support why the Site Visit & Monitoring Follow-Up Plan was created (examples: TS Gold Report, Child Plus Report, File Review results, Health & Safety Checklist, Safe Observation Form, Active Supervision Form, ASQ Report, or other general observations) must be provided to the individual staff or team who is receiving the Site Visit & Monitoring Follow-Up Plan by the developer of the Site Visit & Monitoring Follow-Up Plan.
1.  (ESD Staff Only) after providing a copy of the Site Visit & Monitoring Follow-Up Plan to the CM, the Content Specialist emails a copy of the Site Visit & Monitoring Follow-Up Plan to Head Start Data Manager for filing and tracking. Site Visit & Monitoring Follow-Up Plans must be sent by site (center) and room number so that the Site Visit & Monitoring Follow-Up Plan can be tracked under each site by the room number.
2. When the Site Visit & Monitoring Follow-Up Plan is reported as complete, the CM must check that the Site Visit & Monitoring Follow-Up Plan is fully completed. After checking that the Site Visit & Monitoring Follow-Up Plan is complete, the CM sends the plan back to whomever developed the Site Visit & Monitoring Follow-Up Plan. The Site Visit & Monitoring Follow-Up Plan Developer will then also check to ensure that the Site Visit & Monitoring Follow-Up Plan has been fully completed. If the Monitoring Follow-Up Plan is complete, the Developer will let the CM know that it is complete, sign off on the bottom of the Site Visit & Monitoring Follow-Up Plan and check "yes" that the plan is complete. If the Site Visit & Monitoring Follow-Up Plan is not complete, the Developer will send the Site Visit & Monitoring Follow-Up Plan back to CM or update the current Site Visit & Monitoring Follow-Up Plan.
3.  (ESD Staff Only) after signing off on the completed Site Visit & Monitoring Follow-Up Plan, the Content Specialist will send a copy of the completed Site Visit & Monitoring Follow-Up Plan to the Head Start Data Manager and will have written "completed" at the top of the Site Visit & Monitoring Follow-Up Plan.

	B. Monitoring Follow-Up Plan Receiver (the individual or individuals who is receiving the Monitoring Follow-Up Plan)

	1. If the Site Visit & Monitoring Follow-Up Plan Receiver is a Center Manager, the CM has 3 working days to share/discuss the Site Visit & Monitoring Follow-Up Plan with relevant staff, from the time that the Site Visit & Monitoring Follow-Up Plan was received.  
2. Once the staff have informed the CM that the Site Visit & Monitoring Follow-Up Plan, the CM must check to ensure the Site Visit & Monitoring Follow-Up Plan items are completed. If completed, CM checks the box that says "Action Completed". CM and staff then sign the Site Visit & Monitoring Follow-Up Plan.
3a. After signing the completed Site Visit & Monitoring Follow-Up Plan, CM makes a copy of the Site Visit & Monitoring Follow-Up Plan and places it in a binder. CM will create a binder for each classroom and will place dividers in the binder for the different content areas (education, disabilities, mental health, family partnerships, health, safety, attendance, eligibility & recruitment, active supervision forms, and safe environment observation forms and general check-ins or observations). Site Visit & Monitoring Follow-Up Plan gets filed under the appropriate content area in the binder.
3b. After making a copy of the completed and signed Site Visit & Monitoring Follow-Up Plan, CM scans the Site Visit & Monitoring Follow-Up Plan, emails it to themselves, and then forwards that email to the appropriate Content Specialist (or whomever developed the Site Visit &  Monitoring Follow-Up Plan) with the subject heading "Completed Site Visit & Monitoring Follow-Up Plan Attached". This will allow the Content Specialist to see who the email is coming from and that it contains a completed Site Visit & Monitoring Follow-Up Plan.


	C. Team Staffing’s
	Team staffing is an opportunity for both partners ESD 105 Content Team and EPIC Center Managers to meet and discuss strengths of the program and staff and address any areas that need support. Team staffing’s are scheduled in advance on the program yearly calendar and are held at the centers or if needed for the further distance sites through zoom. Team Staffing meetings can be scheduled if and when needed.
1. Attendees for the team staffing are the ESD 105 Content Team and Managers.  For our partners (EPIC) we have the Center Manger and the Assistant Center Manager
2. Optional Attendees will attend team staffing when at all times possible and when appropriate.
        a. Family Advocate
            b. Home Visitor
            c. Lead Teacher
3. Forms to be utilized at team staffing’s:
a. The ESD Content Team will utilize the current Team Staffing forms for each one of their content areas.
b. Center Managers and Assistant Center Mangers                   will utilize the Child Profile forms and the Center Manager Staffing Report.
c. Supporting Documents can be used and attached to
the staffing report by the ESD 105 Content Team or the Center Managers to show current status of work, examples could be: Child Plus Report, PIR report, TS Gold Report, Active Supervision Monitoring Forms, Safe Environment Observation Forms, ASQ Report, Number of Accident/ Injury, Health & Safety Checklist or other forms or reports that show data.
4. Process of the team staffing is for the ESD 105 Content team and the Center Managers and Assistant Center Mangers to share the current status of each family advocate, home visitor or classroom depending on which program the team is staffing on. 
a. The team will take turns on staffing on either each family advocate, home visitor or a classroom team member. The center manager or assistant center manager will report out first utilizing the child profile form and their center manager team staffing report, then each content specialist will report out. Copies of the data used to share will be handed to the Center Manager or the Assistant Manager along with the copy of the team staffing form. The team will finish the discussion on the current family advocate, home visitor or a classroom team member before moving on to the next one.
5. After the team or home visitor or family advocate has been discussed the Content Specialist will hand the Site Visit & Monitoring Follow-up plan outlined with all areas that need to be updated or fixed to the Center Manager or Assistant Center Manager for a signature. If there are no action items that need to be updated or fixed, then a Site Visit & Monitoring Follow-Up Plan will be developed and say “No action items needed” and add a team strength.  
6. Once the Site Visit & Monitoring Follow –up plan has been signed, the Content Specialist will make a copy for themselves and had the original to the Center Manager or Assistant Center Manager.
7. If the home visitor, family advocate or the classroom is present for team staffing they will receive a copy of the data used to create the staffing form and or the Site Visit & Monitoring Follow- up plan. If the home visitor, family advocate or a classroom team member are not present then the reports or data will be given to them through email, in person or placed in their team box.
8. The Center Manager or the Assistant Center Manager will be responsible for sharing the Site Visit & Monitoring Follow-Up plan to the home visitor, family advocate or a classroom team member within 3 days to allow for the team to make the corrections, and allow for verification to occur before the time frame that the plan is due.



	 Multi-Disciplinary Team Meeting:
	A Multi-Disciplinary team (MDT) meeting occurs when a child may have multiple needs or concerns (health, special needs/social & emotional) and the needs of child may interfere with the child’s ability to fully participate in the classroom setting.  To ensure that the needs of the child are being met to the fullest of our ability; adjustments to the environment, to the materials, the schedule, and to the teacher practices will need to be made. A team will meet that may include the ESD 105 Content Specialist, Team Leader, Family Advocate, Home Visitor, Center Manager, Transportation Staff, the Directors, and the family to discuss a plan in how the child’s needs will be accommodated. 

	Process of MDT Meeting
	1. At the time of registration/ enrollment or as soon has the need has been identified the Identifier will schedule for a MDT meeting to occur.
2. The Identifier will include all staff that may have direct contact with the child or the child’s needs are in a specific content area.
3. The Identifier will try to gather as much information that they have to bring to the MDT meeting to share with the rest of the team.
4. At the MDT meeting a lead staff member will be designated to lead the meeting and to document notes on the Multi-Disciplinary Child Service Form (staffing #8). The designated lead does not need to be the identifier. 
5. The team will review the needs and the concerns of the child and together decide what practices and adjustments will need to be made in order to meet the needs of the child.
6. All adjustments made will be documented on the Multi-Disciplinary Child Service Form and every person at the meeting will sign the form.
7. The lead will need to establish a follow-up date for the team to meet again and do a check-in on status of the plan and the child.
8. The lead will also make copies of the MDT form to hand to the team to file in the designated area of the child’s file.
9. All original MDT forms will be filed in a binder at the ESD 105. 



Updated 05/20/19

