
ACTION ITEMS 

PAGE# 

ERSEA ELIGIBILITY (Performance Standards 1302.12) 01 ‐ 17 

BOARD MEMBERSHIP APPLICATION/APPOINTMENT    18 ‐ 19 

SPECIAL EVENTS COMMITTEE  21 ‐ 26 

PROGRAM PLANNINGCOMMITTEE  27 ‐ 87 

FINANCE COMMITTEE 88 ‐ 131

(Page #s are located in red on top right of page) 



Page 001



Governing Body 
Performance Standard Training 

Subpart A – Eligibility, Recruitment, 
Selection, Enrollment, and Attendance 

June 23 & 24, 2017 

1 

§ 1302.12 Determining, Verifying, and 
Documenting Eligibility 
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Leadership and Governance 
Leadership and governance are the bedrocks of 

effective management. Head Start program 
leadership consists of three key entities: the 

governing body/Tribal Council, Policy Council, 
and management staff. The governing body/Tribal 
Council assumes legal and fiscal responsibility for 

the program. The Policy Council sets direction. 
Management staff oversees day-to-day operations. 
Together, they are a powerful force that provides 

leadership and strategic direction. 
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HEAD START PERFORMANCE STANDARDS 

O Part 1301 – Program Governance 
§ 1301.1 Purpose 
§ 1301.2 Governing Body 
§ 1301.3 Policy council and policy committee 
§ 1301.4 Parent Committees 
§ 1301.5 Training: An agency MUST provide appropriate training and 
technical assistance or orientation to the governing body, any advisory 
committee members, and the policy council, including training on program 
performance standards and training indicated in 1302.12(m) to ensure the 
members understand the information they receive and can effectively oversee 
and participate in the program in the Head Start agency.  

§ 1301.6 Impasse procedures 

O Part 1302 – Program Overview 
§1302 Subpart A – Eligibility, Recruitment, 
Selection, Enrollment, and Attendance 

§1302.10 Purpose 
§1302.11 Determining community strengths, needs, 
and resources 
1302.12 Determining, verifying, and documenting 
eligibility. 
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1302.12 Determining, verifying, and documenting eligibility. 

 

(a) Process overview.  

(1) Program staff must: 

(i) Conduct an in-person interview with each family, unless paragraph (a)(2) of this section applies; 

(ii) Verify information as required in paragraphs (h) and (i) of this section; and, 

(iii) Create an eligibility determination record for enrolled participants according to paragraph (k) of this 
section. 

(2) Program staff may interview the family over the telephone if an in-person interview is not possible or 
convenient for the family. 

(3) If a program has an alternate method to reasonably determine eligibility based on its community assessment, 
geographic and administrative data, or from other reliable data sources, it may petition the responsible HHS 
official to waive requirements in paragraphs (a)(1)(i) and (ii) of this section. 

(b) Age requirements.  

(1) For Early Head Start, except when the child is transitioning to Head Start, a child must be an infant or a toddler 
younger than three years old. 

(2) For Head Start, a child must: 

(i) Be at least three years old or, turn three years old by the date used to determine eligibility for public 
school in the community in which the Head Start program is located; and, 

(ii) Be no older than the age required to attend school. 

(3) For Migrant or Seasonal Head Start, a child must be younger than compulsory school age by the date used to 
determine public school eligibility for the community in which the program is located. 

(c) Eligibility requirements.  

(1) A pregnant woman or a child is eligible if: 

(i) The family’s income is equal to or below the poverty line; or, 

(ii) The family is eligible for or, in the absence of child care, would be potentially eligible for public 
assistance; including TANF child-only payments, or, 

(iii) The child is homeless, as defined in part 1305; or, 

(iv) The child is in foster care. 

(2) If the family does not meet a criterion under paragraph (c)(1) of this section, a program may enroll a child who 
would benefit from services, provided that these participants only make up to 10 percent of a program’s enrollment 
in accordance with paragraph (d) of this section. 

(d) Additional allowances for programs.  

(1) A program may enroll an additional 35 percent of participants whose families do not meet a criterion described 
in paragraph (c) of this section and whose incomes are below 130 percent of the poverty line, if the program: 

(i) Establishes and implements outreach, and enrollment policies and procedures to ensure it is meeting 
the needs of eligible pregnant women, children, and children with disabilities, before serving pregnant 
women or children who do not meet the criteria in paragraph (c) of this section; and, 

(ii) Establishes criteria that ensure pregnant women and children eligible under the criteria listed in 
paragraph (c) of this section are served first. 
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(2) If a program chooses to enroll participants who do not meet a criterion in paragraph (c) of this section, and 

whose family incomes are between 100 and 130 percent of the poverty line, it must be able to report to the Head 

Start regional program office: 

(i) How it is meeting the needs of low-income families or families potentially eligible for public 

assistance, homeless children, and children in foster care, and include local demographic data on these 

populations; 

(ii) Outreach and enrollment policies and procedures that ensure it is meeting the needs of eligible 

children or pregnant women, before serving over-income children or pregnant women; 

(iii) Efforts, including outreach, to be fully enrolled with eligible pregnant women or children; 

(iv) Policies, procedures, and selection criteria it uses to serve eligible children; 

(v) Its current enrollment and its enrollment for the previous year; 

(vi) The number of pregnant women and children served, disaggregated by the eligibility criteria in 

paragraphs (c) and (d)(1)of this section; and, 

(vii) The eligibility criteria category of each child on the program’s waiting list. 

(e) Additional allowances for Indian tribes.  

(1) Notwithstanding paragraph (c)(2) of this section, a tribal program may fill more than 10 percent of its 

enrollment with participants who are not eligible under the criteria in paragraph (c) of this section, if: 

(i) The tribal program has served all eligible pregnant women or children who wish to be enrolled from 

Indian and non-Indian families living within the approved service area of the tribal agency; 

(ii) The tribe has resources within its grant, without using additional funds from HHS intended to expand 

Early Head Start or Head Start services, to enroll pregnant women or children whose family incomes 

exceed low-income guidelines or who are not otherwise eligible; and, 

(iii) At least 51 percent of the program’s participants meet an eligibility criterion under paragraph (c)(1) 

of this section. 

(2) If another program does not serve the approved service area, the program must serve all eligible Indian and 

non-Indian pregnant women or children who wish to enroll before serving over-income pregnant women or 

children. 

(3) A program that meets the conditions of this paragraph (e) must annually set criteria that are approved by the 

policy council and the tribal council for selecting over-income pregnant women or children who would benefit 

from program services. 

(4) An Indian tribe or tribes that operates both an Early Head Start program and a Head Start program may, at its 

discretion, at any time during the grant period involved, reallocate funds between the Early Head Start program 

and the Head Start program in order to address fluctuations in client populations, including pregnant women and 

children from birth to compulsory school age. The reallocation of such funds between programs by an Indian 

tribe or tribes during a year may not serve as a basis for any reduction of the base grant for either program in 

succeeding years. 

(f) Migrant or Seasonal eligibility requirements. A child is eligible for Migrant or Seasonal Head Start, if the family 

meets an eligibility criterion in paragraphs (c) and (d) of this section; and the family’s income comes primarily from 

agricultural work. 
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(g) Eligibility requirements for communities with 1,000 or fewer individuals.  

(1) A program may establish its own criteria for eligibility provided that it meets the criteria outlined in section 
645(a)(2) of the Act. 

(2) No child residing in such community whose family is eligible under criteria described in paragraphs (c) 
through (f) of this section, may be denied an opportunity to participate in the program under the eligibility 
criteria established under this paragraph (g). 

(h) Verifying age. Program staff must verify a child’s age according to program policies and procedures. A program’s 
policies and procedures cannot require families to provide documents that confirm a child’s age, if doing so creates a 
barrier for the family to enroll the child. 

 

(i) Verifying eligibility.  
(1) To verify eligibility based on income, program staff must use tax forms, pay stubs, or other proof of income 
to determine the family income for the relevant time period. 

(i) If the family cannot provide tax forms, pay stubs, or other proof of income for the relevant time 
period, program staff may accept written statements from employers, including individuals who are 
self-employed, for the relevant time period and use information provided to calculate total annual 
income with appropriate multipliers. 

(ii) If the family reports no income for the relevant time period, a program may accept the family’s 
signed declaration to that effect, if program staff describes efforts made to verify the family’s income, 
and explains how the family’s total income was calculated or seeks information from third parties 
about the family’s eligibility, if the family gives written consent. If a family gives consent to contact 
third parties, program staff must adhere to program safety and privacy policies and procedures and 
ensure the eligibility determination record adheres to paragraph (k)(2) of this section. 

(iii) If the family can demonstrate a significant change in income for the relevant time period, program 
staff may consider current income circumstances. 

 

(2) To verify whether a family is eligible for, or in the absence of child care, would be potentially eligible for 
public assistance, the program must have documentation from either the state, local, or tribal public assistance 
agency that shows the family either receives public assistance or that shows the family is potentially eligible to 
receive public assistance. 

 

(3) To verify whether a family is homeless, a program may accept a written statement from a homeless services 
provider, school personnel, or other service agency attesting that the child is homeless or any other 
documentation that indicates homelessness, including documentation from a public or private agency, a 
declaration, information gathered on enrollment or application forms, or notes from an interview with staff to 
establish the child is homeless; or any other document that establishes homelessness. 

(i) If a family can provide one of the documents described in this paragraph (i)(3), program staff must 
describe efforts made to verify the accuracy of the information provided and state whether the family is 
eligible because they are homeless. 

(ii) If a family cannot provide one of the documents described in paragraph (i)(3) to prove the child is 
homeless, a program may accept the family’s signed declaration to that effect, if, in a written 
statement, program staff describe the child’s living situation that meets the definition of homeless in 
part 1305 of this chapter. 

(iii) Program staff may seek information from third parties who have firsthand knowledge about a 
family’s living situation, if the family gives written consent. If the family gives consent to contact third 
parties, program staff must adhere to program privacy policies and procedures and ensure the 
eligibility determination record adheres to paragraph (k) of this section. 6 
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(4) To verify whether a child is in foster care, program staff must accept either a court order or other legal or 
government-issued document, a written statement from a government child welfare official that demonstrates 
the child is in foster care, or proof of a foster care payment. 

 

(j) Eligibility duration.  

(1) If a child is determined eligible under this section and is participating in a Head Start program, he or she 
will remain eligible through the end of the succeeding program year except that the Head Start program may 
choose not to enroll a child when there are compelling reasons for the child not to remain in Head Start, such as 
when there is a change in the child's family income and there is a child with a greater need for Head Start 
services. 

(2) Children who are enrolled in a program receiving funds under the authority of section 645A of the Act 
remain eligible while they participate in the program. 

(3) If a child moves from an Early Head Start program to a Head Start program, program staff must verify the 
family’s eligibility again. 

(4) If a program operates both an Early Head Start and a Head Start program, and the parents wish to enroll 
their child who has been enrolled in the program’s Early Head Start, the program must ensure, whenever 
possible, the child receives Head Start services until enrolled in school, provided the child is eligible. 

 

(k) Records.  

(1) A program must keep eligibility determination records for each participant and ongoing records of the 
eligibility training for staff required by paragraph (m) of this section. A program may keep these records 
electronically. 

(2) Each eligibility determination record must include: 

(i) Copies of any documents or statements, including declarations, that are deemed necessary to verify 
eligibility under paragraphs (h) and (i) of this section; 

(ii) A statement that program staff has made reasonable efforts to verify information by: 

(A) Conducting either an in-person, or a telephone interview with the family as described 
under paragraph (a)(1)(i) or (a)(2) of this section; and, 

(B) Describing efforts made to verify eligibility, as required under paragraphs (h) through (i) 
of this section; and, collecting documents required for third party verification that includes 
the family’s written consent to contact each third party, the third parties’ names, titles, and 
affiliations, and information from third parties regarding the family’s eligibility. 

(iii) A statement that identifies whether: 

(A) The family’s income is below income guidelines for its size, and lists the family’s size; 

(B) The family is eligible for or, in the absence of child care, potentially eligible for public 
assistance; 

(C) The child is a homeless child or the child is in foster care; 

(D) The family was determined to be eligible under the criterion in paragraph (c)(2) of this 
section; or, 

(E) The family was determined to be eligible under the criterion in paragraph (d)(1) of this 
section. 

(3) A program must keep eligibility determination records for those currently enrolled, as long as they are 
enrolled, and, for one year after they have either stopped receiving services; or are no longer enrolled. 
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(l) Program policies and procedures on violating eligibility determination regulations. A program must 
establish written policies and procedures that describe all actions taken against staff who intentionally 
violate federal and program eligibility determination regulations and who enroll pregnant women and 
children that are not eligible to receive Early Head Start or Head Start services. 

 

(m) Training on eligibility.  

(1) A program must train all governing body, policy council, management, and staff who 
determine eligibility on applicable federal regulations and program policies and procedures. 
Training must, at a minimum: 

(i) Include methods on how to collect complete and accurate eligibility information 
from families and third party sources; 

(ii) Incorporate strategies for treating families with dignity and respect and for dealing 
with possible issues of domestic violence, stigma, and privacy; and, 

(iii) Explain program policies and procedures that describe actions taken against staff, 
families, or participants who attempt to provide or intentionally provide false 
information. 

(2) A program must train management and staff members who make eligibility determinations 
within 90 days of hiring new staff. 

(3) A program must train all governing body and policy council members within 180 days of 
the beginning of the term of a new governing body or policy council. 

(4) A program must develop policies on how often training will be provided after the initial 
training. 
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OVERVIEW 
 

ALPI has developed, established and maintained methods and processes to ensure that the neediest 
families and their children are recruited by utilizing data from the community assessment that reflects the 
community strengths, needs and priorities. These methods and processes are designed in a policy and 
procedures format to provide detailed and/or step by step processes.    

 

The following information represents ALPI’s methods and processes: 

 Eligibility, collection of data, and accuracy information from families and third party sources.  

a. Intake – An intake is conducted by  interviewing the parent(s) and collecting the eligibility 
information that includes the following: 

 Age requirement- 
O For Early Head Start, a child must be an infant or a toddler younger than three 

years old.  

O For Head Start, a child must be at least three years old or turn three by 
September 1st of that year and no older than the age required to attend school. 

 Eligibility Requirement- 
O A pregnant women or a child is eligible if: 

O The family income is equal to or below the poverty line or 

O The family is eligible for or receives public assistance (SSI) or  TANF (child 
only payments) or 

O The child is homeless or 

O The child is in foster care.  

O If a family doesn’t meet the above criterion, the program may enroll a child who 
will benefit from services but exceeds the income poverty line but are below 130 
percent. (Only up to 10% of enrolled families can fall in this category) 

 Verifying Eligibility-  

O To verify eligibility based on income, staff will use tax forms, pay stubs or other 
proof of income to determine family income for the relevant time period.  
(Staff may also use other proof as written statements from employers, self 
declarations, etc.) 

O For families that receive public assistance, staff must have documentation from 
either the state or local public assistance agency that shows family is either 
receiving assistance or eligible for.  

O For families that are homeless, staff may accept a written statement from a 
homeless services provider, school personnel or other service agency attesting 
that the child is homeless ( all families will complete a Homeless verification 
form) 

O For families in foster care, staff must accept either a court order or other legal 
government issued document, a written statement from a government welfare 
official that shows child in foster care or proof of foster care payments.  
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How We Prioritize Eligibility…  
ALPI uses a Selection Criteria Scale that is updated and approved annually. The 
following a SAMPLE of the Scale: 
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ELIGIBILITY TYPE Mark all 
that 

Apply 

Homeless (as defined by McKinney-Vento Act) 120 

Foster Child 120 

Public Assistance (TANF/SSI) 120 

Below or at the HHS poverty guidelines 120 

  
INCOME 

  
POINTS 

Income is between 100% - 130% of the HHS poverty guidelines 45 

Income is over 130% of the HHS poverty guidelines 35 

AGE (By Compulsory School Age) – Head Start   
Age 4 by September 1, 2017 85 

Age 3 by September 1, 2017 75 

AGE (By Compulsory School Age) – Early Head Start   

Birth to 36 months 85 

OTHER FACTORS   

Single, Working Parent 45 

Transition from Early Head Start 20 

Sibling currently enrolled in program  15 

Legal  Guardianship 10 

Teen Parent (At time of application) 5 

  
DISABILITY (Must be Documented) 

  
  

Documented disability, diagnosed with IEP from LEA- (HS) 95 

Referred by Part C- Disability IFSP- (EHS) 95 

Total Points 
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 Eligibility Duration- 

O When a child is deemed eligible for services, the child remains eligible through 
the end of the succeeding program year except in the Head Start program, the 
staff may choose not to enroll a child when there are compelling reasons for 
the child not to remain in the program such as a change in family’s income 
or there is a child with a greater need.  

O When a child is enrolled in Early Head Start and moves to Head Start, the staff 
must re-verify the family’s income again to determine eligibility.  

 Records- 

O A program must keep eligibility determination records for each child enrolled in 
the program. Each record must include: 

O Copies of any documents used to determine eligibility (income) 

O A statement verifying a in-person or telephone interview was conducted 

O Efforts made to verify eligibility (third-party verification, family 
consents, etc.) 

O A statement that identifies what way the family was eligible (income, 
public assistance, homeless, foster care) 

O All records must be kept on currently enrolled children and maintained for one 
year after they have stopped receiving services or are no longer enrolled.  

 Maintenance of data/records collected – 
○ Eligibility and enrollment information collected through the intake and enrollment 

process/method is maintained at an automated and manual recordkeeping system, 
that is designed to manage dynamic processes and mechanisms to maintain an 
effective and efficient recordkeeping system that captures and produces timely and 
accurate agency and program information regarding families and children.  

o Program Resources and Outcomes Management Information System (PROMIS) is 
utilized to maintain eligibility, verification, and track children and families. 
Information includes, but is not limited to the following: name, income, family size, 
verification, demographic, enrollment, health, screenings and results, family needs 
assessment, drops, transfers, replacements, attendance, home visits, follow up, 
services rendered, etc. 

o Data/records collected are confidential and align with agency Standards of Conduct.  
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Treatment of families –  
o Family Services Staff through the New Employee Orientation  receive at a 

minimum three (3) days of orientation following with onsite mentoring and 
coaching processes serving as training and technical assistance. This process 
includes but are not limited to: 

• Eligibility determination 

• Recordkeeping system (automated and manual) 

• Confidentiality 

• Interview strategies for treating families with dignity and respect for dealing 
with possible issues of domestic violence, stigma, and privacy 

• Community resources and referral processes. 

o Family Services Staff receives annual refreshment trainings as part of the 
Professional Development Plan.  

 Polices and Procedures –  
 ALPI’s Personnel Policies and Procedures, Policy 265 Standards of  Conduct are 
 aligned with the  performance standards section 1302.12(m)(iii) regarding 
 actions taken against staff, families, or participants who attempt to  provide or 
 intentionally provide false information. 

 

 To enhance these policies and procedures and to ensure that staff and parents adhere 
 to these policies; the following forms are presented to the staff as part of the 
 orientation process and to the parents as part of the intake process: 
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Agricultural and Labor Program, Inc.  
Head Start/Early Head Start Program 

 FRAUD AFFIDAVIT 

  
 STATEMENT: 
In accordance with 1302.12 (l): Program policies and procedures on violating eligibility determination 

regulations. A program must establish written policies and procedures that describe all actions taken 

against staff who intentionally violate federal and program eligibility determination regulations and who 

enroll pregnant women and children that are not eligible to receive Early Head Start or Head Start 

services (Head Start Performance Standards).  
  

Therefore, this is to certify that as an employee (Family Services Staff) of the Agricultural and Labor 

Program, Inc., I will adhere to all the Federal and Program Eligibility determination regulations in order 

to enroll pregnant women and children for Head Start and Early Head Start. It is also understood that no 

special privileges will be given to staff and/or our families. 

  

 ACTIONS CONSTITUTING FRAUD ARE NOT LIMITED TO: 
o Intentionally omitting one parents income in a two working parent’s home  

o Coaching parents to intentionally complete/omit information to be eligible for the program 

o Falsely claiming to have no income (Completion of Zero Income Affidavit) 

o Creation of fictitious family members in order to make family size larger 

o Completing applications on known family members, self and/or that may live in the same 

household as employee 

o Accepting bribes from families of material or monetary value in exchange for eligibility in 

the program  

o Deliberately falsifying documents to make a family eligible for the program.  

 

I HAVE READ AND UNDERSTAND THE ABOVE STATEMENT REGUARDING 
ELIGIBILITY AND FRAUD. I AM ALSO AWARE THAT ANY VIOLATION OF THE 
MENTIONED POLICY WILL DEEM FOR FURTHER DISCIPLINARY ACTIONS TO BE 
TAKEN BASED ON THE AGENCY POLICY #265 STANDARDS OF CONDUCT.  
  

_________________________________     ________________________ 

Staff Signature                         Date 
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Agricultural and Labor Program, Inc.  
Head Start/Early Head Start Program 

 FRAUD POLICY 
 

 STATEMENT: 
In accordance with 1302.12 (l): Program policies and procedures on violating eligibility determination 
regulations. A program must establish written policies and procedures that describe all actions taken against 
staff who intentionally violate federal and program eligibility determination regulations and who enroll 
pregnant women and children that are not eligible to receive Early Head Start or Head Start services (Head 
Start Performance Standards).  
 
 POLICY: 
All individuals/families that intentionally violate Federal and Program Eligibility determination regulations 
in order to enroll pregnant women and/or children that are NOT eligible to receive Head Start/Early Head 
Start services will be immediately removed from the wait list and/or services immediately terminated if 
already enrolled in the program. 

 

 ACTIONS CONSTITUTING FRAUD ARE NOT LIMITED TO: 
o Omission of one parents income in a two working parent’s home. 

o Falsely claiming to be Homeless 

o Falsely claiming to have no income (Completion of Self Declaration Form). 

o Creation of fictitious family members in order to make family size larger. 

o Classifying as a single parent when both parents are living in the same household and 
supporting child. 

o Falsely claiming to live within our service area 

o Bribery of agency employees with material or monetary value in exchange for eligibility in the 
program.  

 

I understand that failure to provide information regarding my eligibility and/or providing false, 
fraudulent and misleading information may result in termination from the Agricultural and Labor 
Program, Inc. Head Start/Early Head Start Program. The agency confidentiality and ongoing 
monitoring policies and procedures apply.  
 
I HAVE READ AND UNDERSTAND THE ABOVE POLICY REGUARDING ELIGIBILITY 
FRAUD: 
 

 ____________________________________________        ________________________ 

         Parent/Guardian Signature      Date  

 

 ____________________________________________  ________________________ 

            Staff      Date 
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 Staff Training –  
 ALPI provides training to management staff and family services staff who 
 make eligibility determination for new employees during the new employee’s 
 orientation (prior to working with families) and annually to all family  services staff as 
 part of the professional development and the annual training and technical assistance 
 plan. 

 

 Governing Body and Policy Council Training – 
o ALPI annually seats the newly elected governing body during the agency 

corporate luncheon in January of each year 

o The governing body annually receives training during the governing  body 
orientation in February of each year to include but are not limited to: 

o Legal and fiscal responsibilities  

o Composition 

o Duties and responsibilities 

o Advisory committees 

o Performance Standards 

o ERSEA Requirements   

o ALPI’s Head Start and Early Head Start Program annually seats the newly 
elected policy council during the month of October of each year 

o The policy council annually receives training during the policy council 
orientation in October of each year to include but are not limited to: 

o Policy council responsibilities  

o Composition 

o Duties and responsibilities 

o Term  

o Reimbursement  

o Performance Standards 

o ERSEA Requirements 

 
Governing Body and Policy Council Ongoing Training –  
The governing body and policy council receive ongoing training after the initial training in 
various methods to include but are not limited to: region conferences, state conferences, 
agency trainings, etc.  
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     References 

O ECLKC – Early Childhood Learning & Knowledge 
Center 

O ACF.HHS.Gov – Administration for Children and 
Families – Health and Human Services 

O Head Start Performance Standards 

O Head Start Act.  

O ALPI’s Policies and Procedures 
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