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As partners in the delivery of Head Start, Migrant Seasonal Head Start and Early Head Start Programming, it is critical that each agency/partner is clear about roles and responsibilities for program monitoring and ultimately, service delivery. The following document is a support document to the Partnership Agreement that already exists between ESD 105 and EPIC. While this document provides each partner with a graphic representation of the types of monitoring (and responsibility) that are to take place across a program year, it is ultimately the responsibility of the executive leadership within each agency to ensure that compliance and monitoring are taking place and that program standards are being met. 
The monitoring procedures that follow within this document are based off of the procedures already outlined in the Partnership Agreement. Those are as follows;
Partner Staff Responsible for Monitoring:
a) Team Leader: Monitors for follow up using the Child Profile Tracking Report. Run data reports in Child Plus, ASQ Online and TS GOLD to complete Child Profile Tracking Report. 
b) Family Advocate: Monitors for follow-up using the Child Profile Tracking Report. Run data reports in Child Plus to complete Child Profile Tracking Report. Submit completed Child Profile Tracking Report to the Center Manger, and Family Engagement Content Specialist.
c) Assistant Center Manager: Monitors Family Advocates’ performance and implementation. Monitors services provided by Family Advocates using the Child Profile Tracking Report and various Child Plus reports.
d) Center Manager: Review and monitor all Child Profile Tracking Reports and verify data is sourced and entered into data systems (Child Plus, ASQ Online, TS GOLD, Child Files, Center Files). Monitors teacher performance and implementation of child development services, monitors for follow through of child and family referrals and requests made by teachers for additional supports from the Partner and ESD staff. Monitors implementation of safety of facilities and child safety, health, nutrition, mental health, health and dental services. Monitors for licensing requirements, monitors the monitoring of Assistant Manager’s area of family engagement and ERSEA services. 
e) Transportation Manager: Monitors bus data reports on bus ridership/attendance; loading and unloading of the children and transition of the children to the classroom team; implementation of operation and maintenance daily checklist; monitors emergency drills and safety materials and practices.   Conducts observations and monitoring of behind the wheel of the bus drivers. Monitors transportation assistants for proper child restraints requirements. 
f) Chief Financial Officer/Controller will monitor monthly for expenditures of the grant, procurement of items, non-federal share requirement, USDA/CACFP and staffing. 
g) Human resources will monitor for staff qualifications, required and mandated trainings, staff evaluations and professional development plans. 
h) Custodians: Monitor completion of Playground, Building, and ADA Safety Checklists and submit to Center Manager. 
i) Cooks: Monitor daily compliance with USDA requirements. 
j) USDA Manager Monitor center management’s monitoring of food service activities for compliance with USDA regulations, Head Start Program Standards, and ESD 105 Head Start Work Plans.

Administrative On-Site Reviews:
Partner Director will monitor the Partner’s monitoring activities on a quarterly basis, including documentation of hiring practices, human resources, fiscal management systems, facilities, and the bus ride checklist.  The partner Director will assure all Partner staff conduct monitoring activities as outlined in the Monitoring Plan. 
In addition, ESD 105 staff shall carry out the following on-site monitoring and technical assistance activities: 

School Readiness Content Specialist: 
Monitor results of center management monitoring of child education services. In coordination with Center Management, observe teaching practices and classroom environments, provide feedback to teachers; monitor for compliance of education services and compliance with requirements for documentation by classroom observations and reviewing family/child files and required postings and the environmental setting.

Health & Nutrition Content Specialist / Early Learning Nurse:
Monitor results of center management of monitoring of health and nutrition services, including completion of screenings, immunizations, medical and dental exams, and ongoing follow-up for children with identified health concerns and classroom health and safety practices.  Directly monitor services listed above according to the Monitoring Plan. 


Family Engagement Content Specialist: 
Monitor results of center management monitoring of family engagement and ERSEA services, including, accuracy and compliance with ERSEA standards, services and follow up for family needs, family nights (agendas & sign-in sheets), program newsletters, child profile tracking form, center committee and policy council reports, fatherhood (agenda & and sign-in sheets), parenting class attendance, and parent communication and implementation of family goals. Directly monitor services listed above according to the Monitoring Plan. 

Special Services: Monitor results of center management monitoring of special services including, developmental screenings, referrals and service provision for special developmental needs. Monitor implementation of IFSP’s, IEP’s, and interventions through an individualized approach at the direct service level. Directly monitor services listed above according to the Monitoring Plan.

Mental Health Specialist: Monitor results of center manager monitoring mental health services that include social & emotional screenings, referrals, and service provision for mental health needs. Monitor classroom practices, teacher interactions with children and the implementation of behavior modification plans at the direct service level. Directly monitor services listed above according to the Monitoring Plan.

Early Learning Facilities & Operation Manager:
Monitors completion of playground and facility safety checklists and required follow-up identified in checklists.  Monitors emergency drills such as fire, crisis, lockdown, etc.  Assures that early learning facilities meet regulations and comply with state licensing and federal regulations.   The Early Learning Facilities & Operation Manager will also comply data for the purpose of ensuring compliance with policies and procedures and monitoring program components.










Seedlings Data, Monitoring and Reporting Management Procedures
	

KEY
	ACM= Assistant Center Manager, BD= Bus Driver, CA= Classroom Assistant, CK= Cook, CM= Center Manager, CR=Classroom, CS= Custodians, EDEL= Executive Director of Early Learning, EHSPM= Early Head Start Program Manager, ELFOS= Early Learning Facilities and Operations Supervisor, ELPM= Early Learning Program Manager, EPIC ED= EPIC Executive Director, FA= Family Advocate, FECS= Family Engagement Content Specialist, FML= Facilities Maintenance Lead, HNCS= Health and Nutrition Content Specialist, HSD= Head Start Director, HSDM= Head Start Data Manager, ELN= Early Learning Nurse, HSSS= Head Start Support Specialist, HSSSIK= Head Start Support Specialist In-Kind, HV= Home Visitor, TL= Team Leader, MHCS= Mental Health Content Specialist, RECS= Recruitment and Enrollment Coordinators, RS=Receptionist, ERSEA Health Coordinators and Enrollment Coordinators, SSCS= Special Services Content Specialist, SRC=School Readiness Coach, SRCS= School Readiness Content Specialist, TM= Transportation Managers, USDAM= USDA Manager, Grant Accountant=GA, ERSEA/Health Coordinator=EHC, Transportation Assistant=TA

	Content Area

	What is monitored?

	STEP 1:
Partner Monitoring

	
Timeline


	STEP 2: ESD Monitoring and Follow Up

	Follow-Up Timeline

	Protocols, Tools and System Used

	Reports Used

	STEP 3: Data Reported to HSD, EDEL, EPIC ED

	STEP 4: Data Reported to PPC or ESD Board


	                         Education/Child Development   
	Creative Curriculum:
Nurturing Environment,
Daily schedule, Consistent Routines
Classroom Community
DAP Materials
	TL, CA, HV, CM, ACM, EHSPM or designee
	MSHS: within 30 days of start-up

HS & EHS: within 45 days of start -up

Maintained Weekly
	SRCS, MHCS, SSCS, ELPM

SRC (support only)
	MSHS: within 30 days of start-up

HS & EHS: within 45 days of start -up

Ongoing or as needed
	Classroom Environmental Checklist
Label Guidance Form
Creative Curriculum Volume Books
	Team Staffing Form

Site Visit Monitoring Follow-Up plan
	As Needed
	As Needed

	
	TS GOLD
	TL,CA, HV, CM, EHSPM
	Weekly or as needed
	SRCS, MHCS, SSCS, ELPM

SRC (support only)
	Weekly,
 at checkpoint periods, and as needed
	Lesson Plans
Child
Child Observations
Report Card
Child Profile Report
Individual Child Report
Home Language Survey
Demographic Report
	TS GOLD Reports:
Documentation Status Report
Demographic Report
Assessment Status Report
Team Staffing Form
Site Visit & Monitoring Follow-Up plan
	As Needed
	As Needed

	
	Positive & Responsive
Teacher/Child Interactions
	TL,CA, CR, CM, ACM, HV,EHSPM, 
	Ongoing
	SRCS, MHCS, ELPM, SSC

SRC (support only)
	Weekly to monthly or as needed
	Classroom Observations
CLASS
Classroom Environmental Checklist
Safe Environment Observation Form
	Site Visit & Monitoring Follow-Up Plan
CLASS Planning form


	As Needed
	As Needed

	
	Developmental Screening
 (ASQ-3)

Social & Emotional Screening 
(ASQ:SE-2)
	TL, CA, HV,CM, EHSPM, 
	MSHS: within the first 30 days of program start-up

Head Start & Early Head Start within first 45 days of start-up
	SSCS, SRCS, MHCS

SRC (support only)
	MSHS: 15 day midpoint check, then 
30 days
  
HS & EHS: 20 day midpoint check then 45 days 
	ASQ-3 & ASQ-SE-2 Questionnaire

Child Plus

 ASQ Online System

	Child Plus Reports

ASQ Online Report

 ASQ-3 and ASQ-SE-2 Result Form 
	Monthly
	Monthly

	
	Child Data Outcomes
	TL, CA, CM, HV, EHPM
	After every Checkpoint period or as needed
	 SRCS, ELPM

SRS (support only)
	After a Checkpoint period or as needed
	TS Gold Assessment System
Protocol- 1302.33 Child Screening and assessment
	Class Profile Report 
Documentation Status Report
Child Data Outcomes form
	3x per year
	3 x per year

	
	CLASS/ HOVERS
	TL,CA, CM, HV, EHSPM
	MSHS: within the first 30 days of program start-up

Head Start & Early Head Start within first 45 days of start-up
	SRCS, ELPM

SRC (support only)
	2 X per year
	CLASS Tool / CLASS Planning Form
Protocol 1302.31 Teaching and the Learning Environment


 HOVRS Rating Scale Form/ HOVRS Planning Form
	CLASS Observation/ Scoring Sheet

HOVRS Observation/Scoring Sheet
	2 x per year
	2 x per year

	
	Home Visit & Parent-Teacher Conferences 
	TL, CA, CM, HV, EHSPM
	4 x per year for HS / MSHS

46 per year (EHS)
	SRCS, FECS, HNCS
	As Scheduled on the timeline/calendar
	Home visit & Parent Teacher Guidance sheet,  Child Plus System 
EHS Yearly Calendar
EHS Parent as Teachers Curriculum / resources
Protocol- 
1302.33 Child Screenings and assessment
1302.35 Education in the home base program

	Child Plus Report
Team Staffing Form

Site Visit & Monitoring Follow-Up plan
	Monthly


	Monthly 

	
	Parent Input into Curriculum
	FA, TL, EHSPM, CM or other staff as needed
	As needed
	SRCS, ELPM, HSD, EDEL, SSCS, MHS, FECS, HSDM, HNCS
	As needed
	Notes from family nights and Policy Council,
Parent Committee
	PPC Minutes or parent feedback
	As Needed
	As Needed

	
	Parent Resources for Kindergarten Transition
	CM, TL, FA, CA 
	Spring and/or Summer depending upon program
	SRCS, ELPM
	Spring and/or Summer depending upon program
	Kindergarten Transition Plans, Resources from school districts, 
Transition events
Field trips
Kinder Camp
USDA Food Service Kindergarten Transition Meal
	Child Plus
TS GOLD
	Annually
	Annually

	
	P-3 Alignment Activities
	CM, TL
	Ongoing
	SRCS, ELPM
	As Scheduled
	Meeting Notes, Alignment Plans and Activities
	NA
	As Needed
	As Needed












Continuous Improvement Cycle for Classroom/ Child Outcomes
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KEY
	ACM= Assistant Center Manager, BD= Bus Driver, CA= Classroom Assistant, CK= Cook, CM= Center Manager, CR=Classroom, CS= Custodians, EDEL= Executive Director of Early Learning, EHSPM= Early Head Start Program Manager, ELFOS= Early Learning Facilities and Operations Supervisor, ELPM= Early Learning Program Manager, EPIC ED= EPIC Executive Director, FA= Family Advocate, FECS= Family Engagement Content Specialist, FML= Facilities Maintenance Lead, HNCS= Health and Nutrition Content Specialist, HSD= Head Start Director, HSDM= Head Start Data Manager, ELN= Early Learning Nurse, HSSS= Head Start Support Specialist, HSSSIK= Head Start Support Specialist In-Kind, HV= Home Visitor, TL= Team Leader, MHCS= Mental Health Specialist, RECS= Recruitment and Enrollment Coordinators, RS=Receptionist, ERSEA Health Coordinators and Enrollment Coordinators, SSCS= Special Services Content Specialist, SRC=School Readiness Coach, SRCS= School Readiness Content Specialist, TM= Transportation Managers, USDAM= USDA Manager, Grant Accountant=GA, ERSEA/Health Coordinator=EHC, Transportation Assistant=TA

	Content Area

	What is monitored?

	
Timeline

STEP 1:
Partner Monitoring

	

	STEP 2: ESD Monitoring and Follow Up

	Follow-Up Timeline

	Protocols, Tools and System Used

	Reports Used

	STEP 3: Data Reported to HSD, EDEL, EPIC ED

	STEP 4: Data Reported to PPC or ESD Board


	Disabilities
	ASQ:3 Developmental Screening Questionnaire
	TL, CA, CM, HV, EHSPM
	Migrant: 30 days of first child day 

HS & EHS: 45 days of first child day 


ongoing for late enrollees
	SRCS, SSCS
	30 & 45 day timeline and as needed
	ASQ-3 Questionnaire

Child Plus
 
ASQ Online

ASQ-3 Result Form
	Child Plus
ASQ Online
Team Staffing Form

Site Visit & Monitoring Follow-Up plan
	Monthly
	Monthly

	
	Referral Process
	TL, CA, HV, CM, EHSPM
	3 days from when the referral is signed and 
Ongoing
	SSCS
	Ongoing as needed
	Child Plus
 
Referral Packet

Screening Results

Teacher Observations

ASQ Online
	Child Plus
ASQ Online
	Monthly
	Monthly

	
	IEP/IFSP/
Interventions
	TL, CA, HV, CM, EHSPM
	Ongoing and as defined in IEP/IFSP/Intervention plan
	SSCS
	Ongoing as needed
	Child Plus
 TS GOLD
Portfolio Labels
IEP/IFSP Plan
Internal Intervention Plan
School/ Medical reports
Observation Notes
Information Guidance Sheet
Protocols:
1302.60- Full Participation in program services
1302.61 – Additional services for children
	Child Plus
School District Reports
TS Gold Individual Child Report
Child Plus
Team Staffing Form
Site Visit & Monitoring Follow-Up plan
	Monthly
	As Needed

	
	Classroom Visit/Support
	TL, CA, HV, CM, EHSPM
	Ongoing
	SSCS
	Ongoing or as needed
	Information Guidance Sheet
Lesson plan
Additional Classroom Materials to Support Child
 Classroom observation notes
 
Portfolio Labels
Protocol 1302.662 Additional Services for parents
Classroom Environmental Checklist
	TS GOLD:
Lesson Plans
Child Observations
Individual Child Report
	Monthly
	As Needed

	
	Program-wide Percentage of Enrolled Children with a Disability
	CM,
Enrollment Coordinator,
FA

	Notification at Registration and Ongoing
	SSCS, HSDM, FECS
	Ongoing as needed
	Child Plus Enrollment Tracking Form
SSCS Tracking Form
	Child Plus 
	Monthly
	Monthly














	   
KEY
	ACM= Assistant Center Manager, BD= Bus Driver, CA= Classroom Assistant, Ck= Cook, CM= Center Manager, CR=Classroom, CS= Custodians, EDEL= Executive Director of Early Learning, EHSPM= Early Head Start Program Manager, ELFOS= Early Learning Facilities and Operations Supervisor, ELPM= Early Learning Program Manager, EPIC ED= EPIC Executive Director, FA= Family Advocate, FECS= Family Engagement Content Specialist, FML= Facilities Maintenance Lead, HNCS= Health and Nutrition Content Specialist, HSD= Head Start Director, HSDM= Head Start Data Manager, ELN= Early Learning Nurse, HSSS= Head Start Support Specialist, HSSSIK= Head Start Support Specialist In-Kind, HV= Home Visitor, TL= Team Leader, MHCS= Mental Health Specialist, RECS= Recruitment and Enrollment Coordinators, RS=Receptionist, ERSEA Health Coordinators and Enrollment Coordinators, SSCS= Special Services Content Specialist, SRC=School Readiness Coach, SRCS= School Readiness Content Specialist, TM= Transportation Managers, USDAM= USDA Manager, Grant Accountant=GA, ERSEA/Health Coordinator=EHC, Transportation Assistant=TA,

	Content Area

	What is monitored?

	STEP 1:
Partner Monitoring

	
Timeline


	STEP 2: ESD Monitoring and Follow Up

	Follow-Up Timeline

	Protocols, Tools and System Used

	Reports Used

	STEP 3: Data Reported to HSD, EDEL, EPIC ED

	STEP 4: Data Reported to PPC or ESD Board


	Mental Health
	ASQ-SE
Social & emotional Screening
	TL, CA, HV, CM, EHSPM
	Migrant: 30 days of first child day 

HS & EHS: 45 days of first child day 


ongoing for late enrollees
	MHCS, SRCS
	Ongoing
	ASQ-SE  Questionnaire,
ASQ Online,
Child Plus
Protocol- 1302.45 Child Mental health and Social & Emotional well being
	Child Plus
ASQ Online
Team Staffing Form
Site Visit & Monitoring Follow-Up plan
	Monthly
	Monthly

	
	Classroom Practices
Challenging Behaviors
Social & Emotional need or concerns in children 
	TL, CA, FA, HV, CM, EHSPM utilize the In-House Referral Process
	Ongoing as Needed
	MHCS
	Ongoing
	MHCS Tracking Form,
In House Referral Form
Child Plus Report
ASQ Online
ASQ:SE Result form
CLASS 
Dimension Tool
Mental Health Observation Form
Lesson Plan
Child Observations
Protocol- 1302.45 Child Mental health and Social & Emotional well being
	Child Plus
ASQ-SE Questionnaire
ASQ:SE Online
ASQ:SE Result Form
TS Gold
Team Staffing Form
Site Visit & Monitoring Follow-Up plan
	Monthly
	As Needed

	
	Individualized Plan or Services
	TL, CA, HV, CM, EHSPM
	Ongoing depending upon individual child plan
	MHCS
	Ongoing
	Behavior Modification Plans,
Teacher Strategies
Classroom Observations, 
ASQ-SE Questionnaire or Result form
Lesson Plans
Child Plus Report,
Out of Agency Reports
Protocol- 1302.45 Child Mental health and Social & Emotional well being
	Child Plus
ASQ-SE Online
Out of agency reports
	Monthly
	Monthly

	
	Mental Health out of Agency Referral
	TL, CA, FA, HV, CM, EHSPM
	When needed
	MHCS

	When Needed
	Behavior Modification Plans,
Lesson Plans,
Mental Health Referral Packet,
Observations,
TS GOLD, 
Child Plus
Protocol- 1302.45 Child Mental health and Social & Emotional well being
	Child Plus, 
MHCS Tracking Form,
Out of agency reports
Team Staffing Form
Site Visit & Monitoring Follow-Up plan

	Monthly
	Monthly





	

KEY
	ACM= Assistant Center Manager,  BD= Bus Driver, CA= Classroom Assistant, Ck= Cook, CM= Center Manager, CR=Classroom, CS= Custodians, EDEL= Executive Director of Early Learning, EHSPM= Early Head Start Program Manager, ELFOS= Early Learning Facilities and Operations Supervisor, ELPM= Early Learning Program Manager, EPIC ED= EPIC Executive Director, FA= Family Advocate, FECS= Family Engagement Content Specialist, FML= Facilities Maintenance Lead, HNCS= Health and Nutrition Content Specialist, HSD= Head Start Director, HSDM= Head Start Data Manager, ELN= Early Learning Nurse, HSSS= Head Start Support Specialist, HSSSIK= Head Start Support Specialist In-Kind, HV= Home Visitor, TL= Team Leader, MHCS= Mental Health Specialist, RECS= Recruitment and Enrollment Coordinators, RS=Receptionist, ERSEA Health Coordinators and Enrollment Coordinators, SSCS= Special Services Content Specialist, SRC=School Readiness Coach, SRCS= School Readiness Content Specialist, TM= Transportation Managers, USDAM= USDA Manager, Grant Accountant=GA, ERSEA/Health Coordinator=EHC, Transportation Assistant=TA

	Content Area

	What is monitored?

	STEP 1:
Partner Monitoring

	
Timeline


	STEP 2: ESD Monitoring and Follow Up

	Follow-Up Timeline

	Protocols, Tools and System Used

	Reports Used

	STEP 3: Data Reported to HSD, EDEL, EPIC ED

	STEP 4: Data Reported to PPC or ESD Board


	Family Partnerships
	Family Goal Setting/ Family Needs Assessment/
Family Outcomes
Child Profiles
	FA, ACM or Designee
	Monthly
	FECS, ELPM
	As needed, Team Staffing
	Family Services Referrals, Child Plus*, Family Outcomes, Team Staffing
Child Profile
Protocl
1302.52 Family Partnership services- Family Advocate Visit 
	Family Services Referrals, Child Plus, Family Goal Report, PIR
Team Staffing Form
Site Visit & Monitoring Follow-Up plan
	As Needed
	As Needed

	
	Documentation of contacts and services with families, including referrals
	FA, TL, EHSPM, ACM or Designee
	Ongoing as needed
	FECS, SRCS, ELPM
	As needed, Team Staffing
	Family Services Referrals, Child Plus*, Communication Log, Team Staffing
Child Profile
	Family Services Referrals Tool, Child Plus
Team Staffing Form
Site Visit & Monitoring Follow-Up plan
	As Needed
	As Needed

	
	Home Visit Completion
	FA, HV, EHSPM, ACM or Designee
	Monthly,
Periodic Observations conducted by ACM or CM
	FECS, ELPM
	As needed, Team Staffing
	Home visit notes, 
Child Plus
Completed Home Visit Form,
Child Profile
	Child Plus
Team Staffing Form
Site Visit & Monitoring Follow-Up plan
	As Needed
	As Needed

	
	Child Files
	TL, FA, CM, ACM
	Prior to  child start, and at least 3x per program year or as needed
	SSCS,SRCS,MHCS,HNCS,FECS,ELPM,
	As Needed
	File Content List
	Child Plus
Child file
Team Staffing Form
Site Visit & Monitoring Follow-Up plan
	As Needed
	As Needed

	




	Child Profile Staffing
	FA, TL, ACM, CM
	Monthly
	FECS, EHSPM
	As Needed
	Child Plus
	Child Plus
Email
Team Staffing Form
Site Visit & Monitoring Follow-Up plan
	As Needed
	As Needed


 
	

KEY
	ACM= Assistant Center Manager, BD= Bus Driver, CA= Classroom Assistant, Ck= Cook, CM= Center Manager, CR=Classroom, CS= Custodians, EDEL= Executive Director of Early Learning, EHSPM= Early Head Start Program Manager, ELFOS= Early Learning Facilities and Operations Supervisor, ELPM= Early Learning Program Manager, EPIC ED= EPIC Executive Director, FA= Family Advocate, FECS= Family Engagement Content Specialist, FML= Facilities Maintenance Lead, HNCS= Health and Nutrition Content Specialist, HSD= Head Start Director, HSDM= Head Start Data Manager, ELN= Early Learning Nurse, HSSS= Head Start Support Specialist, HSSSIK= Head Start Support Specialist In-Kind, HV= Home Visitor, TL= Team Leader, MHCS= Mental Health Specialist, RECS= Recruitment and Enrollment Coordinators, RS=Receptionist, ERSEA Health Coordinators and Enrollment Coordinators, SSCS= Special Services Content Specialist, SRC=School Readiness Coach, SRCS= School Readiness Content Specialist, TM= Transportation Managers, USDAM= USDA Manager, Grant Accountant=GA, ERSEA/Health Coordinator=EHC, Transportation Assistant=TA, 

	Content Area

	What is monitored?

	STEP 1:
Partner Monitoring

	
Timeline


	STEP 2: ESD Monitoring and Follow Up

	Follow-Up Timeline

	Protocols, Tools and System Used

	Reports Used

	STEP 3: Data Reported to HSD, EDEL, EPIC ED 

	STEP 4: Data Reported to PPC or ESD Board


	Family Training:
Family Nights
Fatherhood
Parenting Classes
Center Committee
Policy Council


	Performance Standards Licensing Requirements on Family Education: literacy, math, health, safety, Parent Orientation Bulletin Boards, flyers  …….
	ACM, EHSPM or Designee
	Monthly and ongoing
	FECS, SRCS, HNCS, ELPM
	Bi-monthly or as needed
	Center Manager Reports, Agendas
Protocol
1302.50
Family Engagement 

	Family Training Template
Child Plus Report 4140
Team Staffing Form
Site Visit & Monitoring Follow-Up plan
	As Needed
	As Needed

	Program Monthly Newsetter
	Performance Standards Licensing Requirements on Family Education: literacy, math, health, safety, Parent Orientation Bulletin Boards, flyers  …….
	PA, ACM, EHSPM or Designee
	monthly
	FECS, ELPM
	Monthly
	Google Drive
Protocol
1302.50
Monthy Newsletter 
Sign- in Sheets

	Google Drive
	As Needed
	As Needed



















	

KEY
	ACM= Assistant Center Manager, BD= Bus Driver, CA= Classroom Assistant, Ck= Cook, CM= Center Manager, CR=Classroom, CS= Custodians, EDEL= Executive Director of Early Learning, EHSPM= Early Head Start Program Manager, ELFOS= Early Learning Facilities and Operations Supervisor, ELPM= Early Learning Program Manager, EPIC ED= EPIC Executive Director, FA= Family Advocate, FECS= Family Engagement Content Specialist, FML= Facilities Maintenance Lead, HNCS= Health and Nutrition Content Specialist, HSD= Head Start Director, HSDM= Head Start Data Manager, ELN= Early Learning Nurse, HSSS= Head Start Support Specialist, HSSSIK= Head Start Support Specialist In-Kind, HV= Home Visitor, TL= Team Leader, MHCS= Mental Health Specialist, RECS= Recruitment and Enrollment Coordinators, RS=Receptionist, ERSEA Health Coordinators and Enrollment Coordinators, SSCS= Special Services Content Specialist, SRC=School Readiness Coach, SRCS= School Readiness Content Specialist, TM= Transportation Managers, USDAM= USDA Manager, Grant Accountant=GA, ERSEA/Health Coordinator=EHC, Transportation Assistant=TA

	Content Area

	What is monitored?

	STEP 1:
Partner Monitoring

	
Timeline


	STEP 2: ESD Monitoring and Follow Up

	Follow-Up Timeline

	Protocols, Tools and System Used

	Reports Used

	STEP 3: Data Reported to HSD, EDEL, EPIC ED

	STEP 4: Data Reported to PPC or ESD Board


	Community Resources
	Community Outreach
	
	
	FECS, HNCS, ELN
	Ongoing
	Minutes and agendas from community meetings
Protocol- 1302.53 
Community Partnership Memorandum of understanding (MOU) 
	Meeting minutes
	Monthly
	As Needed

	
	Service Area Agreements and MOU’s, LEA’s
	
	
	MHS, SSCS, FECS, HNCS, ELPM, HSD, EDEL
	Each Spring and Ongoing
	Service Area Agreement Tracking Forms, MOU and LEA tracking forms
	Tracking Forms, PIR
	Annually
	As Needed





	

KEY
	ACM= Assistant Center Manager, BD= Bus Driver, CA= Classroom Assistant, Ck= Cook, CM= Center Manager, CR=Classroom, CS= Custodians, EDEL= Executive Director of Early Learning, EHSPM= Early Head Start Program Manager, ELFOS= Early Learning Facilities and Operations Supervisor, ELPM= Early Learning Program Manager, EPIC ED= EPIC Executive Director, FA= Family Advocate, FECS= Family Engagement Content Specialist, FML= Facilities Maintenance Lead, HNCS= Health and Nutrition Content Specialist, HSD= Head Start Director, HSDM= Head Start Data Manager, ELN= Early Learning Nurse, HSSS= Head Start Support Specialist, HSSSIK= Head Start Support Specialist In-Kind, HV= Home Visitor, TL= Team Leader, MHCS= Mental Health Specialist, RECS= Recruitment and Enrollment Coordinators, RS=Receptionist, ERSEA Health Coordinators and Enrollment Coordinators, SSCS= Special Services Content Specialist, SRC=School Readiness Coach, SRCS= School Readiness Content Specialist, TM= Transportation Managers, USDAM= USDA Manager, Grant Accountant=GA, ERSEA/Health Coordinator=EHC, Transportation Assistant=TA

	Content Area

	What is monitored?

	STEP 1:
Partner Monitoring

	
Timeline


	STEP 2: ESD Monitoring and Follow Up

	Follow-Up Timeline

	Protocols, Tools and System Used

	Reports Used

	STEP 3: Data Reported to HSD, EDEL, EPIC ED

	STEP 4: Data Reported to PPC or ESD Board


	Food Services/Nutrition
	USDA: 
Classroom Mealtime Sanitation
	TL, CM
USDAM
	Daily
3 x per year
	ELN
HNCS

USDA Review
	Ongoing


Every 3 years
	OSPI Site Review for Site Compliance
	
	As Needed

Share results of USDA Review
	As Needed

	
	USDA: 
Classroom 
Mealtime
Family Style Meals
	TL, CM
USDAM
Admin Coordinators
	Daily
3 x per year
	HNCS
ELPM

USDA Review
	Ongoing


Every 3 years
	OSPI Site Review for Site Compliance
	
	As Needed

Share results of USDA Review
	As Needed

	
	Kitchen 
Mealtime
	CK, 
USDAM
	Daily
3 x per year
	USDA Review
	Every 3 years
	
	
	As Needed
	As Needed

	
	USDA Meal Counts & Classroom Mealtime Scanning
	TL, CM
USDAM, Admin Coord.
	Daily
3x per year 
	USDA Mgr.
USDA Review



	Ongoing


Every 3 years
	Child Plus
Meal Count Form
Scanner
Bubble Sheet
OSPI Site Review  for site Compliance
	Child Plus
	Monthly


As needed

Share results of USDA Review
	Monthly
As needed

	
	USDA Operating Standards
	USDAM
USDA Coordinator
	3 x per year
Ongoing
	
	Ongoing as needed
	Observation and 
Form Monitoring
	
	As Needed
	As Needed

	
	Food Service Staff Training
	USDAM
	Annually
	
	Ongoing as needed
	Sign in sheets, agendas, meeting minutes
	HR staff training records, training minutes
	Annually
	Annually

	
	Training for Classroom Staff
	USDAM
	Annually
	
	Ongoing as needed
	Sign in sheets, meeting minutes
	HR staff training records,
Training minutes
	Annually
	Annually

	
	Menus
	USDAM
Nutritionist
	Ongoing as Needed
	
	
	Menus, menu notes
	Menus
	As Needed
	As Needed

	
	Food Allergies
	TL, FA,CM
USDAM
	Prior to Child Start
	ELN
HNCS
	Prior to Child Start and Ongoing
	Health Care Plan
Well Child Exam
Food Substitution Form
Milk Substitution Form
Classroom Postings
	Child Plus
	As Needed
	As Needed









	



	

KEY
	ACM= Assistant Center Manager, BD= Bus Driver, CA= Classroom Assistant, Ck= Cook, CM= Center Manager, CR=Classroom, CS= Custodians, EDEL= Executive Director of Early Learning, EHSPM= Early Head Start Program Manager, ELFOS= Early Learning Facilities and Operations Supervisor, ELPM= Early Learning Program Manager, EPIC ED= EPIC Executive Director, FA= Family Advocate, FECS= Family Engagement Content Specialist, FML= Facilities Maintenance Lead, HNCS= Health and Nutrition Content Specialist, HSD= Head Start Director, HSDM= Head Start Data Manager, ELN= Early Learning Nurse, HSSS= Head Start Support Specialist, HSSSIK= Head Start Support Specialist In-Kind, HV= Home Visitor, TL= Team Leader, MHCS= Mental Health Specialist, RECS= Recruitment and Enrollment Coordinators, RS=Receptionist, ERSEA Health Coordinators and Enrollment Coordinators, SSCS= Special Services Content Specialist, SRC=School Readiness Coach, SRCS= School Readiness Content Specialist, TM= Transportation Managers, USDAM= USDA Manager, Grant Accountant=GA, ERSEA/Health Coordinator=EHC, Transportation Assistant=TA, 

	Content Area

	What is Monitored

	STEP 1:
Partner Monitoring

	
Timeline


	STEP 2: ESD Monitoring and Follow Up

	Follow-Up Timeline

	Protocols, Tools and System Used

	Reports Used

	STEP 3: Data Reported to HSD, EDEL, EPIC ED 

	STEP 4: Data Reported to PPC or ESD Board


	Health
	Health Screening:
Vision
Hearing
Growth Assessment (Height/Weight)
	ACM or Designee
	Monthly
	HNCS, ELN
	MSHS: Initial 30 day, 

HS & EHS: Initial 45 day, monthly

Last 30 days of each program
	Child Plus
Protocol:
1302.42
Child health and care status
HE-4
Policy 305
Policy 210

	Child Plus
PIR Report
Team Staffing Form
Site Visit & Monitoring Follow-Up plan
	Monthly
	Monthly

	
	Initial Health History  


	FA, ACM, EHSPM, EHC
	Initial 5 days
	HNCS, ELN
	Initial 5 days and Ongoing 
	Child Plus
Child health and care status
HE-4

	Child Plus  Report 3015
Team Staffing Form
Site Visit & Monitoring Follow-Up plan

	As Needed
	As Needed

	
	Medical Dental Home Form



	FA, ACM, EHSPM, EHC

	Initial 90 days
	HNCS, ELN
	Initial 90 days and ongoing
	Child Plus
Protocol:
1302.42 Child health status and care
1302.41-Collaboration and communication with parents
HE-4
Policy 305
Policy 210
	Child Plus Report 3015
HDN #20,21
Team Staffing Form
Site Visit & Monitoring Follow-Up plan
	
	

	
	Referral and Follow-up on Child Health Needs
	FA, ACM or Designee
	Communication of failure within 3 days and then every 3 weeks
	HNCS, ELN
	Ongoing or as needed
	Child Plus,
Child Profile, NCV Report
Protocol-1302.41 Collaboration and communication with parents
HE-4
Policy 305
Policy 210

	NCV Report
HDN #16
Team Staffing Form
Site Visit & Monitoring Follow-Up plan
	As Needed
	As Needed

	
	Well Child Exam
& Dental Exams 
	FA, ACM , EHSPM, EHC
	Initial 90 days
	HNCS, ELN
	Ongoing or as needed
	Child Plus,
Child files,
Child Profile
Protocol-
1302.42 Collaboration and communication with parents
Policy 210
	Child Plus Report 3015
Team Staffing Form
Site Visit & Monitoring Follow-Up plan
	Monthly
	Monthly

	
	Child Immunizations
	FA, ACM, EHSPM, EHC
	Monthly and Ongoing
	ELN
	Ongoing or as needed
	Child Plus, Child Profile, Child Files, State Immunization Form, NCV Report, Licensor Report
Protocol- 1302.42 Collaboration and communication with parents
Policy 210
	Child Plus, 
Child File, 
State Immunization Registry,
NCV Report
Team Staffing Form


	As Needed
	As Needed

	
	Special Health Needs (HCP), Medication, Medical Alert, Food Allergies, First Aid Protocol)
	FA, ACM, CM, EHSPM, EHC, TM, BD, HV,
USDAM
	Prior to First Day, Ongoing
	ELN, HNCS
	Ongoing
	Classroom Postings, Emergency Binder, NCV Report, Licensor Report,
Child Plus
HDN # 13, 14- 17, 42
Protocol-
1302.44 Child Nutrition
1302.46 Family support services for health, nutrition, and mental health
HE-4
Policy 210

	Emergency Binder, 
NCV Report;
Child Plus Report
Team Staffing Form


	As Needed
	As Needed

	
	Staff or Child Accidents/ Injury 
	CR, ACM,  or CM, HV, EHSPM
	When it occurs
	EPIC Executive Director
	Ongoing
	Center Manager Team Staffing Report
Child Profile
Protocol- 1302.41 Collaboration and communication with parents
1302.47 Safety Practices
HE-7
Policy 210
	Center Manager Team Staffing form

	As Needed
	As Needed

	
	Active Supervision
Practices
	All staff at the centers
	Daily
	All ESD 105 Content Team
	When on site
	Active supervision systems: white board, roll call form, in/out board, head count, and zoning, Six strategies of Active Supervision posting, and zoning maps
	Active Supervision Monitoring Form

	As Needed
	As Needed

	
	Active Supervision Monitoring Form

	CM, ACM, EHSPM, TM
	Weekly 
	All ESD 105 Content Team
	Monthly or as needed
	Active supervision systems: white board, roll call form, in/out board, head count, and zoning, Six strategies of Active Supervision posting, and zoning maps
	Active Supervision Monitoring Form
Team Staffing’s
Site Visit & Monitoring Follow-up plan
Site visits

	As Needed
	As Needed

	
	Center and Classroom required postings
	Tl, CA, FA, AC, HV, CM, AM, EHSPM
	Prior to child start
	MHCS, SSCS, SRCS, HNCS, ELPM, USDAM.
	Prior to child start and ongoing
	Food Substitution Form, Milk Substitution Form,
Menus, Meal Schedules, Food Handlers, USDA Food Chart., Portions Chart
Antidiscrimination, Safety Sam, lesson plan, classroom sign in sheet, classroom schedule, 6 strategies of active supervision, zoning maps, zoning for teachers, special service log-in, special service ADA poster
Standard of 
Conduct Policies
EPIC Standard of Conduct, Policy #  220, 221, 225
	Checklists for required postings 
Team Staffing Form
Site Visit & Monitoring Follow-Up plan

	As Needed
	As Needed









	

KEY
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	Content Area

	What is monitored?

	STEP 1:
Partner Monitoring

	
Timeline


	STEP 2: ESD Monitoring and Follow Up

	Follow-Up Timeline

	Protocols, Tools and System Used

	Reports Used

	STEP 3: Data Reported to HSD, EDEL, EPIC ED

	STEP 4: Data Reported to PPC or ESD Board


	Transportation
	Bus Mileage and Time of Route
	TM, BD
	Daily reports
	HSD
	Ongoing
	Daily pre-trip sheet
Bus Ride Observation Tool
	Quarterly OSPI Mileage Report 1021
	As Needed
	As Needed

	
	Driver Requirements: 
CML, CPR/First Aid, In-Service Training
Endorsements
	TM, HR
	Prior to Nov 1st 

Prior to Transporting Children (specific trainings)
	
	
	OSPI Driver Data Base
Random Drug Screens
	OSPI School Bus Driver Compliance Report 1799, 
OSPI Training Record 1650
	As Needed
	As Needed

	
	Evaluation of Driver Ability & Knowledge of Rules/Road
	TM
	Within first 90 days for new employee and annually as needed
	
	
	Driver Evaluation Report
Behind the Wheel
	Training Record
	As Needed
	As Needed

	
	Maintenance of Buses
	TM, BD
	Ongoing
2,500 A Service
5,000 B Service
	
	
	Daily pre-and post-check with maintenance report
	Maintenance Report Form (NCR)
	As needed
	As Needed

	
	Child Safety Check
Seatbelts and Harness
	TM, BD
	Daily
	HSD
	As Needed
	Seatbelt Check on Daily Pre trip
	
	As Needed
	As Needed

	
	Pick Up and Drop Off Procedures and Practices
	TM, BD
	Ongoing
	HSD
	As needed
	Loading and unloading procedures, ride along,
ID check,
Route sheets
	
	As Needed
	As Needed

	
	Evacuation Drills and Safety Procedures
	TM, BD
	Monthly
	HSD
	As Needed
	Maintenance Folder
Evacuation Checklist
Medication Procedures
	
	As Needed
	As Needed

	
	Children w/ Disabilities
	TM, BD
	Annual Training
As Needed
	HSD
	As Needed
	Annual Disability Training
Health Care Plans
Training on Assistive Technology on Buses (lifts)
Emergency Procedure Training
	
	As Needed
	As Needed

	
	Health Practices (sanitation, medication, HCP’s, Medical Alerts
	TM, BD
	Annual Training & as needed
	HNCS, ELN
	As Needed
	Annual training checklists, HCP’s, Medical Alerts
	
	As Needed
	As Needed

	
	Safe and Nurturing Environment Form
	BD, TA, TM, ED
	On a weekly basis
	HSD, ELPM, SRCS, DM
	As Needed
	Safe Observation Form
	
	As Needed
	As Needed








	

KEY
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	Content Area

	What is monitored?

	STEP 1:
Partner Monitoring

	
Timeline


	STEP 2: ESD Monitoring and Follow Up

	Follow-Up Timeline

	Protocols, Tools and System Used

	Reports Used

	STEP 3: Data Reported to HSD, EDEL, EPIC ED

	STEP 4: Data Reported to PPC or ESD Board


	Safe Facilities
	Preventative and Emergency Maintenance of Facilities
	CS, CM, ACM, EHSPM or designee
	Ongoing
	ELFOS, FML, HSD
	Ongoing
	Center visits, online maintenance requests, daily checklists, monthly facility review checklist 
	Online Maintenance Direct System
Team Staffing Form


	Monthly
	As Needed

	
	Center Inspections
	CM, CS, ACM, EHSPM or designee
	Ongoing
	ELFOS, FML, HSD
	Ongoing
	Daily checklist, Monthly Center Trips
	Online Maintenance Direct System
	Monthly
	As Needed

	
	Fire Prevention

	CS, CM, ACM, EHSPM or designee
	Monthly, 6 months, Annually and ongoing
	ELFOS, FML, HSD
	Ongoing
	Fire & Safety Checklist, Sprinkler System Check, Fire Marshall, Fire Prevention Training
	Fire Marshall Report, Monthly Facilities Forms, Online Maintenance Direct System
	Monthly and as needed
	As Needed

	
	Fire Extinguisher Training
	HR CM and EHSPM
	Annually 

	ELFOS, FML, HSD
	Ongoing as needed
	Sign in sheets
	Training Report, 
Sign in sheets, Child Plus

	Annually
	As Needed

	
	Fire Extinguisher Service
	CM, CS
	Checked Monthly, Serviced Annually
	ELFOS, FML, HSD
	Ongoing as needed
	Fire and Safety Checklist 
	Fire and Safety Checklist
	Annually
	As Needed

	
	Playground Safety
	CS, CM, TL, ACM
	Daily and Ongoing
	ELFOS, FML, HSD
	Ongoing as needed
	Daily Playground Inspection Checklist
	Daily Playground Inspection Checklist
Team Staffing Form


	Monthly
	As Needed

	
	Classroom Safety
	TL,CA, CM, ACM, HV, EHPM
	Monthly or as needed
	ELFOS, HNCS, FML. 
FECS, SSCS, MHCS, SRCS, ELPM, ELN,HSD,ED
	Ongoing as needed
	Monthly Facility Review Checklist, Monthly Classroom Health and Safety Checklist, Safety & Sanitation Checklist, Backpack, First Aid Checklists, and Licensor report
Safe Environment Observation Form
	Checklist for monthly monitoring,  Licensor Report
Team Staffing Form


	Monthly or as needed, 
	As Needed

	
	Kitchens
	CK, CS, CM, ACM
	Monthly
	ELFOS, FML, USDM
	Ongoing as Needed
	Monthly Checklist, Temperature Logs
	Monthly Checklists, Temperature Logs
	As Needed
	As Needed
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	ACM= Assistant Center Manager,BD= Bus Driver, CA= Classroom Assistant, Ck= Cook, CM= Center Manager, CR=Classroom, CS= Custodians, EDEL= Executive Director of Early Learning, EHSPM= Early Head Start Program Manager, ELFOS= Early Learning Facilities and Operations Supervisor, ELPM= Early Learning Program Manager, EPIC ED= EPIC Executive Director, FA= Family Advocate, FECS= Family Engagement Content Specialist, FML= Facilities Maintenance Lead, HNCS= Health and Nutrition Content Specialist, HSD= Head Start Director, HSDM= Head Start Data Manager, ELN= Early Learning Nurse, HSSS= Head Start Support Specialist, HSSSIK= Head Start Support Specialist In-Kind, HV= Home Visitor, TL= Team Leader, MHCS= Mental Health Specialist, RECS= Recruitment and Enrollment Coordinators, RS=Receptionist, ERSEA Health Coordinators and Enrollment Coordinators, SSCS= Special Services Content Specialist, SRC=School Readiness Coach, SRCS= School Readiness Content Specialist, TM= Transportation Managers, USDAM= USDA Manager, Grant Accountant=GA, ERSEA/Health Coordinator=EHC, Transportation Assistant=TA, 

	Content Area

	What is monitored?

	STEP 1:
Partner Monitoring

	
Timeline


	STEP 2: ESD Monitoring and Follow Up

	Follow-Up Timeline

	Protocols, Tools and System Used

	Reports Used

	STEP 3: Data Reported to HSD, EDEL, EPIC ED

	STEP 4: Data Reported to PPC or ESD Board


	Eligibility and Recruitment
	Income Eligibility
	FA, EHSPM, ACM, CM
	At enrollment and ongoing
	FECS, HSDM
	On-going or as needed
	Income Verification, 
Child Plus, Team Staffing, Google Drive
	Google Drive Enrollment
Tracking form by 
Master by Center Management & FA
Child Plus
	Team Staffing 
	Monthly

	
	Percentage of Over Income
	FA, ACM, EHSPM, CM
	Weekly during enrollment, monthly throughout year
	FECS, HSDM
	Ongoing as needed, Team Staffing
	Child Plus, Team Staffing, Google Drive
	Child Plus, FECS Master List
	As Needed, Team Staffing
	Monthly

	
	Recruitment Information
	FA, EHSPM, RECS, HV, ACM, CM 
	Ongoing, Spring/ Summer
	FECS
	Ongoing as Needed, Team Staffing 
	Recruitment log on Google Drive
	Recruitment log on Google Drive
	Team Staffing
	

	
	Monthly Enrollment
	FA, ACM, EHSPM, CM
	Monthly
	FECS, HSDM
	Monthly or as needed
	Monthly Enrollment Reports
Protocols:
Determining, Verifying and Documenting Eligibility,
Recruitment of Children,
Selection Process,
Enrollment,
Transitions from EHS,
Transitions between Programs

	Child Plus
Google Drive Enrollment Tracking Form and Master by Center Management & FA
Child Plus Report 2210
	Monthly
	Monthly
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	Content Area

	What is monitored?

	STEP 1:
Partner Monitoring

	
Timeline


	STEP 2: ESD Monitoring and Follow Up

	Follow-Up Timeline

	Protocols, Tools and System Used

	Reports Used

	STEP 3: Data Reported to HSD, EDEL, EPIC ED

	STEP 4: Data Reported to PPC or ESD Board


	Attendance
	Daily Attendance
	FA,RS, HV, EHSPM, CM/ACM or Designee
	Weekly and Monthly
	FECS, ELPM
	Ongoing
	Daily and weekly attendance roster, Child Plus scanning
	Child Plus Attendance Report (2301 and 2309)
Team Staffing Form


	Monthly
	Monthly

	
	Follow Up on Attendance and Attendance Monitoring Follow-Up Plans
	CM, ACM, EHSPM, or Designee
	Weekly and Monthly
	FECS, ELPM
	Ongoing
	Daily and weekly attendance roster, Child Plus, Attendance Monitoring Follow-Up Plans, 
Protocols:
Center based Attendance,
Homebased Attendance,
Attendance and Mealtime Scanning,
EHS Attendance tracking in Child Plus
	Child Plus 
Attendance Report (2301 and 2309)
Team Staffing Form

Site Visit &  Monitoring Follow-Up plan
	As Needed
	As Needed










	

KEY
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	Content Area

	What is Monitored

	STEP 1:
Partner Monitoring

	
Timeline


	STEP 2: ESD Monitoring and Follow Up

	Follow-Up Timeline

	Protocols, Tools and System Used

	Reports Used

	STEP 3: Data Reported to HSD, EDEL, EPIC ED 

	STEP 4: Data Reported to PPC or ESD Board


	Fiscal
	Federal Receivables
	
	
	CFO, GA, HSD, EDEL
	As needed
	HSES and Grant Solutions, Skyward
	Budget Reports
	Ongoing
	

	
	Other Receivables
	
	
	HSD, CFO, EDEL
	As needed
	HSES and Grant Solutions, Skyward
	Budget Reports
	Ongoing
	

	
	Partner Purchases
	Controller
	Monthly
	HSD, CFO
	As needed
	Monthly reports
	Budget Reports
	Monthly
	Monthly

	
	ESD Purchases
	HSD, GA
	Monthly
	EDEL, CFO, GA
	Monthly
	Monthly Budget Analysis and Monitoring, Skyward, Finweb
	Budget Reports
	Monthly
	Monthly

	
	Partner Expenditures
	Controller
	Monthly
	HSD, CFO
	As needed
	Monthly Reports
	Budget Reports
	Monthly
	Monthly

	
	ESD Expenditures
	HSD, GA
	Monthly
	EDEL, CFO, GA
	As needed
	Monthly Budget Analysis and Monitoring, Skyward, Finweb
	Budget Reports
	Monthly
	Monthly

	
	Partner In-kind
	Controller, Fiscal
	Monthly
	HSD, HSSSIK
	As needed
	In-kind reports, ESD Server
	Monthly in-kind reports
	Monthly
	Monthly

	
	ESD In-Kind
	HSSSIK
	Monthly
	GA
	As needed
	In-kind reports, ESD Server
	Monthly in-kind reports, Child Plus
	Monthly
	Monthly

	
	Partner Inventory
	Controller, CM, Fiscal
	Monthly
	HSSSIK
	As Needed
	Inventory Report, AssetMaxx
	AssetMaxx
	Quarterly
	As Needed (Surplus Only)

	
	ESD Inventory
	HSSSIK
	Monthly
	HSD
	As Needed
	Inventory Report, AssetMaxx
	AssetMaxx
	Quarterly
	As Needed (Surplus Only)

	
	Partner Employee Travel
	Controller, Fiscal, CM
	Monthly
	HSD
	As needed
	Travel requests, mileage
	Travel requests, 
mileage
	Monthly
	Monthly

	
	ESD Employee Travel
	HSD
	Monthly
	EDEL 
	As needed
	Travel requests, mileage
	Travel requests, 
mileage
	Monthly
	Monthly

	
	Partner Budgets
	Controller, Fiscal, CM
	Monthly
	HSD, CFO
	Monthly and as needed
	Budget Reports
	Budget Reports
	Monthly
	Monthly

	
	ESD Budgets
	HSD
	Monthly
	EDEL, GA, CFO
	Monthly and as needed
	Budget Reports
Skyward
Finweb
	Budget Reports
	Monthly
	Monthly
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	Content Area

	What is monitored?

	STEP 1:
Partner Monitoring

Timeline


	

	STEP 2: ESD Monitoring and Follow Up

	Follow-Up Timeline

	Protocols, Tools and System Used

	Reports Used

	STEP 3: Data Reported to HSD, EDEL, EPIC ED

	STEP 4: Data Reported to PPC or ESD Board


	Human Resources
	ESD Employee Hiring Process:
· Postings
· Recruitment
· Screening
· Scheduling
· Interviewing
· Selection of Candidate
· Hiring of Candidate

	
	
	HR, HSD, EDEL
	At time of vacancy through filling of position
	
	
	
	

	
	ESD New Employee Set-Up:
· Workstation
· Phone
· Business Cards
· Key
· Key Card
· Orientation
· Office Supplies

	
	
	HSD, EDEL, ELS
	Prior to New Employee First Day and on First Day
	New Employee Checklist
	
	As needed
	

	
	Employee Qualifications:
· CPR/First Aid
· CML (As required)
· Food Handlers (As required)
· Initial Health Exam
· Periodic Health Exam
· Fingerprints/Background Checks
· TB Tests
· 
	HR
	Annually or at time of hire
	HSSS (for ESD hires)
	Annually or at time of hire
	Staff tracking form
	Staff tracking form
	
	As Needed

	
	Training for Regular Volunteers
· Background Check
· TB
· Standards of Conduct
· Confidentiality
· Program Philosophy and Goals
· Behavior Management
· Child Abuse and Neglect
· Active Supervision
Content Specific Training (placement)
	HR
	Ongoing As Needed
	
	
	
	
	
	

	
	Staff Health Training Requirements:
· CPR, First Aid, Blood borne Pathogens, Universal Precautions, HIV/Aids, 
	HR
	Annually or at time of hire
	
	
	Staff tracking form
	Staff tracking Form
	As Needed
	Annually

	
	Annual Staff Training Requirements:
· Minimum Licensing Requirements
· Planned Daily Activities and Routines
· Child Guidance and Behavior Management Educations for Position
· Individual Staff Development Plan
· Teaching Staff Qualifications
· Staff Health Training Requirements (listed above)
· Fire Prevention
· Special Health Needs
· Infant Safe Sleep
· Limited Restraint Techniques
· Cultural Relevancy
· Developmentally Appropriate Practices
· Family Engagement Strategies
· Improving Family Outcomes
· Medication Management,
· Child Abuse and Neglect
· Employee Standard of Conduct
· Safety Pledge: See Something, Say Something
· USDA / CACFP Training
Education Staff:
· Research-based PD on Effective Curricula Implementation
	HR
	Annually or at time of hire
	Content Area Specialists
	First 90 Days or as needed
	Staff tracking form
	Staff tracking form
Team Staffing Form
Site Visit & Monitoring Follow-Up plan
	As Needed
	Annually

	
	Policies and Procedures:
•Equal Employment Opportunity
•Americans with Disabilities Act 
•Diversity
•EPIC Coaching Philosophy
•EPIC Quality Control
•Healthy Work Environment
•Smoking
•No firearms, weapons, alcohol or chemicals on property
•Gifts and Gratuities Policy
•Visitors & Personal Phone Calls
•Nepotism
•Categories of Employment
•Compensation, Differentials and Temporary Upgrades
•Work Hours - required to follow schedule & take breaks and lunches as directed
•Attendance & Call In Procedure
•Overtime & Flexing
•Timesheets/ Sign In & Out Procedure/ Pay Periods
•Evaluation Process, Reasonable Assurance, Callbacks and Layoffs
•Employment Outside of EPIC 
•Political and Conflict of Interest
	All EPIC employees & HR Department
	Annually or at time of hire
	Content Area Specialists
	First 90 Days or as needed
	Staff tracking form
	Staff tracking form
Team Staffing Form
Site Visit & Monitoring Follow-Up plan
	As Needed
	Annually

	
	EPIC’s Commitment to a Culture of Safety:
•Employee Background Checks
•Drug Free Workplace
•Sexual Harassment
•Violence in the Workplace
•Employee Standards of Conduct **
•Employee Work Rules
•Employee Safety Responsibilities: ** SEE SOMETHING, SAY SOMETHING
•Child Abuse & Neglect
•Accident/ Injury Reporting
	All EPIC employees & HR Department
	Annually or at time of hire
	Content Area Specialists
	First 90 Days or as needed
	Staff tracking form
	Staff tracking form
Team Staffing Form
Site Visit & Monitoring Follow-Up plan
	As Needed
	Annually

















Monitoring System and Actions to be taken for Areas of Non-Compliance
Step 4- Follow Up
Monitoring Follow-Up Plan Successfully Completed- documentation of completion including agreements that no further action is needed. ELPM closes Plan. 
Or
Monitoring Follow-Up Plan is not completed- Consultation with staff including HSD, determination is made for next steps, process continues until resolved
Step 3
Monitoring of Follow-Up Plan
Resources, training, support, timeframe and follow-up steps identified and Follow-Up Plan started. ELPM tracks progress of Follow-Up Plan.
Step 2
Monitoring Completed, Staff Debrief, Monitoring Follow-Up Plans Triggered if Necessary
Areas of Non-Compliance or concern identified, Monitoring Follow-up Plan developed within five days of monitoring event. ELPM and EPIC Manager are immediately notified that Monitoring Follow UP Plan has been triggered. 
Step 1
Staffing/Monitoring Event
(Observation, File Review, eTM)



















Program Use of Data Rubric
	Criteria
	1- Inadequate
	2- Beginning
	3- Emerging
	4- Implementing
	5- Refining
	6- Mastering

	
	7- 
	8- 
	9- 
	10- 
	11- 
	12- 

	Use of child and family data system
	[bookmark: Check8]|_| No electronic system is in place, all child and family information is paper-based.
	|_| An electronic child and family data system (Child Plus) is in place, and used for basic child and family information.
	|_| 
	|_| Child and family data system is used to track most program services, including family services, health and disability follow-up.
	|_|
	|_| Child and family data system is used to track ALL program services, and a review of electronic records effectively “tells the story” of all interactions with each child and family. 

	Use of child and family system for monitoring
	|_| Reports are not run from child and family data system to monitor services.
	|_| Basic reports are run from child and family services, but information in the system is not real-time or widely shared beyond individual coordinators or service areas. 
	|_|
	|_| Extensive reports are run from child and family services, and information is shared with leadership and governing bodies, as appropriate. There is a quality assurance process in place to sample records to ensure accurate information in child and family system. 
	|_|
	|_| Program has a monitoring dashboard that allows “at a glance” oversight of different service areas, and this report is widely shared and available to all staff and governance groups. Quality of data is verified as accurate through QA process. There is a system for timely follow-up on areas of concern. 

	Use of data on child outcomes for school readiness goals 
	|_| Data on child outcomes is not used for school readiness goals. 
	|_| Data on child outcomes is used for assessing progress on school readiness goals at least three times per year at the program level. 
	|_| 
	|_| Data on child outcomes is used for assessing progress on school readiness goals 3 times per year at both the program and classroom level. There is a QA process in place to understand reliability of child outcomes data. 
	|_| 
	|_| Data on child outcomes is used to measure progress toward a “school ready” target, and data is analyzed at the classroom and child level to help teachers individualize. Quality assurance process confirms data is accurate. Data loops exist between schools and program. 

	Use of data for family outcomes 
	|_| There is no process in place to quantify or track progress on family goals. 
	|_| There is a process in place to track and quantify progress on family goals that helps standardize progress measures with similar goals. 
	|_| 
	|_| There is a process in place to track and quantify progress on all family goals; data is run and analyzed at the program and family advocate level. There is a quality assurance process in place to understand reliability of family outcomes data. 
	|_| 
	|_| Family goal progress is used to measure progress toward a program-wide target. Family outcomes data is regularly analyzed on the family, advocate, and program level. Quality assurance process confirms data is accurate. 

	Use of data for health outcomes
	|_| There is no process in place to quantify or track results for health requirements. 
	|_| There is a process in place to track and quantify health screenings and follow up that helps standardize timing expectations for follow-up and treatment. 
	|_| 
	|_| There is a process in place to track and quantify health screenings and follow-up, and data is run and analyzed at the program level and center level. There is an audit process in place to get qualitative data on health follow-up. 
	|_| 
	|_| Health follow-up and treatment is used to measure progress toward a program-wide target. Health outcomes data is regularly analyzed on the center, and program level. Quality assurance process confirms data is accurate. 

	Use of data for safe facilities outcomes
	|_| There is no process in place to track safety protocols or facility issues. 
	|_| There is a process in place to track and monitor progress on safety protocols and facility issues.  
	|_| 
	|_| There is a process in place to track and monitor progress on safety protocols and facility issues.  There is a process in place to ensure staff understand and follow safety procedures. 
	|_| 
	|_| There is a process in place to track and monitor progress on safety protocols and facility issues.  There is a process in place to ensure staff understand and follow safety procedures. Data is shared regularly at the center and program level. 

	Use of data to track staff training needs
	|_| There is no process in place to track staff training needs. 
	|_| There is a process in place to track staff training needs, and this system gets updated regularly. 
	|_|
	|_| There is a process in place to track staff training needs which gets updated regularly. Staff training goes beyond basic requirements and is based, in part, off of student outcomes. 
	|_|



	|_| There is a process in place to track staff training needs which gets updated regularly. Staff training goes beyond basic requirements and is based, in part, off of student outcomes. Staff have input into training offerings. 

	Use of data for program planning
	|_| There is no data used in annual self-assessment, planning, and goal setting process. 
	|_| Compliance data is reviewed annually as part of self-assessment, and is considered as part of annual goal setting process. 
	|_|
	|_| Compliance and outcomes data are reviewed at least quarterly, and they are a key part of annual self-assessment and planning process. 
	|_|
	|_| Compliance and outcomes data are used for self-assessment and planning throughout the year, and drive annual goal setting process, which includes targets for progress on key measures. 
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