
Saturday, February 24, 2018 

Chain O’ Lakes Complex •  200 Cypress Gardens Blvd. •  Winter Haven, FL 

2018 Shared  
Governance Orientation 

Reference Manual 

Page 001



Page 002



 

 

SHARED GOVERNANCE ORIENTATION 
FEBRUARY 24, 2018 

AGENDA 
 

9:00 AM ‐  9:30 AM  WELCOME & INTRODUCTIONS William Holt, Chairperson
Deloris Johnson, CEO 

 
 
9:30 AM ‐  10:45 AM 

SESSION I 

SHARED GOVERNANCE ORIENTATION OVERVIEW 
Presenter:  Deloris Johnson, CEO 
Participants:  Board of Directors, Head Start/EHS Policy Council, Advisory Council, 
and Senior Management Staff

 
 
10:45 AM ‐ 11:30 AM 

SESSION II 

SHARED GOVERNANCE GROUPS PLANNING SESSION 
 Compliance Certification Statements (Code of Business & Conflict of Interest)
Facilitators: Senior Management Staff Liaisons and Board Members 
Participants:  Board of Directors, Head Start/EHS Policy Council, Advisory Council, 
and Senior Management Staff

 
 
11:30 AM – 12:00 PM 

SESSION III 

SHARED GOVERNANCE ORIENTATION WRAP‐UP
Presenter:  Deloris Johnson, CEO 
Participants:  Board of Directors, Head Start/EHS Policy Council, Advisory Council, 
and Senior Management Staff 
 

12:00 PM   LUNCH 
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• Mission and Purpose
• Articles of Incorporation
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FACTS ABOUT THE AGENCY 
  

The Agricultural and Labor Program, Inc. (ALPI) is a private, nonprofit, community-based 
organization chartered by the State of Florida to provide assistance and services to the migrant 
and seasonal farm workers’ population, the rural poor, and disenfranchised throughout the 
state.  The program is designed to promote involvement of the poor in the decision-making 
process that affects their lives. 

In the Spring of 1977, a new headquarters office of The Agricultural and Labor Program, Inc. 
was dedicated in a ribbon cutting ceremony near Winter Haven, Florida. The occasion pointed 
up a significant milestone for the Agricultural Labor Project which the Coca-Cola Company 
Foods Division established in 1968 to raise the quality of life for farm workers in its Florida citrus 
operations.  Now restructured as an incorporated entity, The Agricultural and Labor Program, 
Inc. is well into an extended program reaching beyond the employees of Coca-Cola. 

 

ALPI's programs are based on five underlying principles that guide its activities.  They are as 
follows: 

1.  Involvement of People:  Programs will be effective only to the extent that they fully involve  workers 
themselves in determining solutions to their own problems thereby creating their own destiny. 

2.   Emphasis on long-term Accomplishments Rather Than Promises:  The emphasis of the 
programs must be on accomplishments rather than promises. 

3.  Assurance of Economic Viability:  The programs will be truly successful only when their economic 
base is viable, self - sustaining, and self-expanding. 

4.   Emphasis on self-help:  Programs will emphasize the self-help potentials that exist within all 
individuals. 

5.   A Sound Integrated Total Systems Approach:  The complexities of the problems confronted in the 
projects call  for systematic, sustained, and fully integrated approaches to bring about social change. 

The  organization,  as  mandated  by  the  Guiding  Principles,  designs  and  seeks  funding  for  programs  that  are 

addressed to the following areas: 

Social Services, Employment and Training, Child Development, Housing, Community Awareness, Energy, 

Education, Health Education, Information and Referral, Nutrition and Economic Development 

In the years since the project was originally  founded by Coca‐Cola, The Agricultural and Labor Program,  Inc. has 

continued  to grow and  to expand agency efforts  to assist  those persons  that  the organization was chartered  to 

serve.  This effort is continuous and will exist as long as there are persons needing service. 

For this reason, The Agricultural and Labor Program, Inc. will always be known as "A 
Project in Progress." 
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In the forty plus years since our humble beginnings, the Agricultural and Labor Program has 
grown to be the most wide reaching aid organization in the state of Florida.  We continue to 
commit ourselves to bridging social and economic gaps through public service and the creation 
of opportunity where there was none before.   

Page 010



Page 011



Page 012



Page 013



Page 014



Page 015



Page 016



Page 017



Page 018



Page 019



Page 020



Page 021



ORGANIZATION STRUCTURES 

• Governance and Agencywide Management Structure
• Shared Governance Structure
• Board of Directors’ Roster
• Head Start/Early Head Start Policy Council Roster
• Regional Advisory Councils Rosters
• Management Directory
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ORGANIZATION STRUCTURE AT‐A‐GLANCE 

The  Agricultural  and  Labor  Program,  Inc.'s.  capacity  to  establish  and  maintain  effective  oversight  of  program 
operations and accountability  for  federal  funds  starts with  the Board  of Directors who  continues  to demonstrate a 
strong  foundation of  leaderships at the national, state and  local  levels. Moreover,  the Board of Directors are  legally 
and fiscally responsible and  continue  to demonstrate  its  effective oversight of quality  services  for  the children and 
families  for making  decisions  related  to  program  design  and  implementation;  under  the  leadership  of  the  Chief 
Executive Officer who  is  responsible for  leading the organization and  its staff  in pursuit of  the goals  and objectives 
established  by  the  Board  in  the  organization’s  Strategic  Plan  and  annual  operating  plan.  The  following  chart 
represents  ALPI’s  Governance  and Agency– Wide Management Organizational  Structure. 
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SHARED GOVERNANCE STRUCTURE AT‐A‐GLANCE 

BOARD OF DIRECTORS 

The Agricultural and Labor Program, Inc. (ALPI) is  a non‐profit Organization that is governed by  a 
21 member (voting)   Board   of   Directors.   The   ALPI   Board   membership   consists   of 
representatives  from  the  Regional  Advisory  Councils,  the  Head  Start  Policy  Council  and  the  
community at  large. ALPI  is governed  in accordance with  its established Bylaws, which  include 
the function and purpose  of the Councils. 

The Board of Directors  composition consists of not less  than nine (9) or more than twenty‐four 
(24)  voting  members.  The  Board  membership,  in  accordance  with  the  CSBG  Tripartite 
Requirement,  is equally divisible by three (3) at all times. All Board members eligible to vote will 
be identified by one of three designations. These are: (1) Elected public officials; (2) Low income 
community  representatives; and (3) Local business leaders/others. 
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HEAD START/EHS POLICY COUNCIL 

The Head Start/EHS Policy Council is responsible for the direction of the Head Start program 

under the supervision and oversight of the ALPI Board of Directors, including the Head 

Start/Early Head Start program design and operation, and long- and short-term planning goals 

and objectives, taking into account the annual communitywide strategic planning and needs 

assessment and self-assessment.  

The Policy Council composition consists of 78% of parents whose children are currently enrolled 

in the Early Head Start Program; and 22% of Community Social Services agencies.  Contracted 

Child Care Partners agree deliver parent involvement and community    services, which include 

establishing and maintaining an Early Head Start Parent Committee.   

ADVISORY COUNCILS 

Advisory Councils to the organization serve important functions, they are vital to the success of 

the organization.  Councils: (1) are good will ambassadors, (2) are knowledgeable about the 

missions of the organization, (3) support the organization, (4) are vital communication links to 

the communities that the organization serve, and (5) seek at all times to follow the rules 

designed by the organization.   

Unlike the Policy Council and Policy Committee who are decision makers, the advisory councils 

do not make decisions for the organization.  They advise decision-makers who may use the 

advice given them in making decisions for the organization.   

SHARED GOVERNANCE STRUCTURE AT-A-GLANCE 
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                                                       THE AGRICULTURAL AND LABOR PROGRAM, INC. 
                                             2018 

                                               BOARD OF DIRECTORS 
                                                      MEMBERSHIP ROSTER 

 
Sector:  Public  

Name/Current Position on Board 
Representation  
Designation/County 
Employer/Position 

Mailing Address (no P.O. Boxes) 
E‐Mail Address 

Telephone #=s 
Home: 
Office: 
Cell:

Date when 
originally 
seated on 
board

Date when 
seated for 
current term 

Total # of 
years 
served on 
board

Expiration 
Date of 
current term 

 
Josephine Howard, Secretary 
Commissioner Roy Tyler ‐ City of Haines City  
Citizen Designee (Polk County) 
Polk County School Board/Retired Principal 

2711 Orchid Drive 
Haines City, FL  33844 
Jolizhow13@yahoo.com 

H: (863) 422‐0875 
O: N/A 
C: (863) 221‐2644 

 
January 1988 

 
January 2017 

 
29 

 
January 2019 

 
Sheila Dixon, Member 
Commissioner Velma Williams – City of Sanford 
Citizen Designee (Seminole County) 
Adult Education Coordinator/Retired 

3651 Ronda Drive 
Deltona, FL  32738 
dixons@seminolestate.edu 

H: N/A 
O: N/A 
C: (407) 314‐1067 

 
November 2017

 
January 2018 

 
<1 

 
January 2020 

 
Kim Johnson, Member 
Mayor Linda Hudson ‐ City of Ft. Pierce  
Citizen Designee (St. Lucie County) 
Self Employed/Motivational Speaker 

 
4888 Kings Hwy 
Fort Pierce, FL 34951 
Kimjohnson.slc@gmail.com 

 
H: 
O: 
C: (321) 662‐6536 

February 2016  January 2017  2 
 

January 2019 

 
Marjorie Gaskin, Treasurer 
Commissioner Rufus Alexander ‐ City of Ft. Pierce 
Citizen Designee (St. Lucie County) 
City of Ft. Pierce/Retired IT Director 

1511 N. 21
st  
Street  

Ft. Pierce, FL  34950  
mbgaskin2@gmail.com 

H: (772) 464‐0243 
C: (772) 475‐3194 

January 1982  January 2018  36  January 2020 

 
VACANT       

 
 
 

 
 

 
January 2020 

 
Kimberly Ross, Member 
Commissioner Emma Byrd –Hendry BoCC 
Citizen Designee (Hendry County) 
Hanley Center Foundation/Social Worker 

P.O. Box 1214 
Clewiston, FL  33440 
rosssixnine@netzero.com 

H:  
O:  
C:  (863)233‐6500 

 
June 2015 

 
January 2017 

 
2 

 
January 2019 

 
Samuel Thomas, Member 
Glades County BoCC 
Citizen Designee (Glades County) 
Glades County School Board/Educator 
 

 
P.O. Box 518 
Moore Haven, FL  33471 
anthonythomas2k2@gmail.com 

 
H: (239)738‐0827 
O:  
C: (239) 738‐1017 

 
January 2017 

 
January 2017 

 
 
<1 

 
January 2019 
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Sector: Private 

Name/Current Position on Board 
Representation  
Designation (County) 
Employer/Position 

Mailing Address (no P.O. Boxes) 
 E‐Mail Address 

Telephone #=s 
Home: 
Office: 
Cell: 

Date when 
originally 
seated on 
board 

Date when 
seated for 
current term 

Total # of 
years 
served on 
board 

Expiration 
Date of 
current term 

 
Patricia Gamble, Member 
CGWT Outreach Resource Center 

   Organization Designee (Polk County) 
Department of Revenue/Tax Specialist I 

1020 Anderson Avenue 
Lakeland, FL  33805 
gambpt@aol.com 

H: (863)603‐8852 
O: (863) 284‐4245 
C: (863) 838‐5111 

 
January 2001 

 
January 2017 

 
16 

 
January 2019 

 
Vernon McQueen, Member 
Duke Energy Florida  
Company Designee (Seminole County) 
Duke Energy/Program Manager 

804 E. 14th Street  
Sanford, FL  32771 
vmcqueen@hotmail.com 

H: (407) 321‐6950 
O: (407) 942‐9661 
C:  (321) 262‐6564 

 
January 1999 

 
January 2017 

 
18 

 
January 2019 

 
Katie Clarke, Member 
Lakeview Park Homeowner Association 
Organization Designee (Polk County) 
Sprint Telecommunications/Retired Customer Service 

37 Banneker Lane 
Frostproof, FL  33843 
N/A 

H: (863) 635‐4928 
O: N/A 
C: (863) 605‐1330 

 
January 2004 

 
January 2018 

 
13 

 
January 2020 

 
Glenda Jones, Member 
Winter Haven Neighborhood Service Center 
Organization Designee  (Polk County) 
Winter Haven Hospital/Executive Director 

608 Avenue S, NE 
Winter Haven, FL  33881 
nsc1glenda@netscape.net 

H: (863) 294‐5860 
O: (863) 294‐5860 
C: N/A 

 
January 2012 

 
January 2018 

 
5 

 
January 2020 

 
Stacy Campbell‐Domineck, Member 
CareerSource Polk 
Company Designee (Polk County) 
CareerSource Polk/Chief Executive Officer 

600 N. Broadway, Suite B 
Bartow, FL  33830 
stacy.campbell‐
domineck@careersourcepolk.com 

H: (863) 899‐6597 
O: (863) 508‐1600 
C: 

 
February 2016

 
January 2017 

 
1 

 
January 2019 

 
David Walker, Vice‐Chairperson  
Law Office of David Walker, PA 
Company Designee (Martin County) 
Law Office of David Walker, PA/Attorney 

10 SE Central Parkway, Ste 225 
Stuart, FL  34994 
davidwalkerlaw@aol.com 

H: (772) 286‐1469 
O: (772) 286‐8686 
C: (772) 708‐6632 

 
January 2001 

 
January 2017 

 
16 

 
January 2019 

 
Chester McNorton, Member 
ATEC Advisory Council 
Advisory Council Designee (Volusia County) 
Training Initiative, Inc./Workshop Presenter 

 
644 Magnolia Avenue  
Daytona Beach, FL  32114 
chestermcnorton@yahoo.com 

H: N/A 
O: (386) 740‐3242 
C: (386) 341‐7586 

 
January 2007 

 
January 2017 

 
10 

 
January 2019 
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Sector:  Low Income  
 

Name/Current Position on Board 
Representation  
Designation/County 
Employer/Position 

Mailing Address (no P.O. Boxes) 
E‐Mail Address 

Telephone #=s 
Home: 
Office: 
Cell: 

Date when 
originally 
seated on 
board 

Date when 
seated for 
current term 

Total # of 
years 
served 
on board 

Expiration 
Date of 
current term 

 
William Holt – Board  Chairperson 
Eastern Region Advisory Council 
Advisory Council Designee (Indian River Co.) 
Helseth Financial/Retired Mortgage Banker  

 
4129 57th Avenue 
Vero Beach, FL  32967 
1946holt@gmail.com 

H: (772) 562‐8377 
O: N/A 
C: (772) 538‐4280 

 
January 1990 

 
January 2017 

 
27 

 
January 2019 

 
Barbara Grace, Member 
Southern Region Advisory Council 
Advisory Council Designee (Polk County) 

 
905 Entrance Rd. 
Avon Park, FL   33825 
E‐Mail: akagrace@bellsouth.net 
 

H: (863) 452‐4627 
O: N/A 
C: (305) 562‐4425 

 
January 2018 

 
January 2018 

 
3 

 
January 2020 

 
Annette Jones 
Southern Region Advisory Council 
Advisory Council Designee (Polk County) 
DEO/Employment Security Representative 

 
2940 N. Buckingham Road 
Avon Park, FL  33825 
annettejon@gmail.com 

 
H: N/A 
O: (863) 773‐3435 
C: (863) 443‐0269 

 
September 2017

 
January 2018 

 
 

<1 
 

 
 
January 2020 

 
Marva Hawkins, Member 
Northern Region Advisory Council 
Advisory Council Designee (Seminole County) 
Sanford Herald/Retired Columnist 

 
1004 Historic Goldsboro Blvd 
Sanford, FL  32771  
c/o: brinso_s@bellsouth.net 
Sheralyn Brinson 

H: (407) 322‐5418 
O: N/A 
C: (407) 416‐4234 

 
January 1984 

 
January 2017 

 
33 

 
January 2019 

 
Shannyn Serrano, Member 
Head Start/Early Head Start Policy Council 
HS/EHS Policy Council Designee (St. Lucie County) 
 

 
1498 SW Broadview Street 
Port St. Lucie, FL  34983   
shannynserrano@yahoo.com                    

H: N/A 
O: 
C: (954) 667‐5935 

 
 
 November 2017 

 
 

January 2018 

 
<1 

 
October 2018 

 
Ruby Willix, Member 
Central Region Advisory Council 
Advisory Council Designee (Polk County) 
State of Florida/Retired Clerical Supervisor 

 
2876 Dudley Drive  
Bartow, FL 33830 
rubywillix@comcast.net 
 

H: (863) 537‐6677 
O: N/A 
C: (863) 207‐1822 

 
January 2008 

 
January 2018 

 
9 

 
January 2020 

 
LaVita Holmes, Member 
Southern Region Advisory Council 
Advisory Council Designee (Hendry County) 
Kwik Release Bail Bonds/Bail Bonds Agent 

 
901 Florida Avenue 
Clewiston, FL  33440 
kwikrelease863@gmail.com 
 

H: (863) 288‐2076 
O: (863) 983‐9900 
C: N/A 

 
June 2015 

 
January 2017 

 
 
2 

 
January 2019 

 
 

Date of Last Revision: February 2018    
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Prepared 2/13/2018 

  
Agricultural and Labor Program, Inc. 

2017-2018 Head Start/Early Head Start Policy Council Roster 
REPRESENTATIVES 

 
Jackie Castaneda 
850 S.W. Goodrich Street 
Port St. Lucie, FL 34983 
(754)217-0210 
Castaneda.Jackie@ymail.com 
Child Development & Family Services 

 

 
Catelin Ann Bock 
3318 Orange Avenue #67 
Fort Pierce, FL 34947 
(772)634-4461 
(772)940-8719 
Francina Duval Head Start 

 
Keonia Shaquina Coats 
1508 Avenue K 
Fort Pierce, FL 34950  
(772)444-5605 
 
Garden Terrace Head Start 

 
Shaquita Wilcox 
1606 Avenue K Apt. B 
Fort Pierce, FL 34950 
(772)475-2060 
Sswilcox09@gmail.com 
George W. Truitt Family Services 

 

 
Shannyn Serrano 
1498 S.W. Broadview Street 
Port St. Lucie, FL 34983 
(954)667-5935 
Shannynserrano@yahoo.com 
Child Development & Family Services 
 

 
Karoline Soto 
153 West Glen Road 
Fort Pierce, FL 34981 
(786)470-5946 
 
Loving Care Child Development 

 
Jasmine Pritchett 
2801 Avenue L Apt. 36 
Fort Pierce, FL 34947 
(772)940-7411 
 
Garden Terrace Head Start 
 

 
Raquel Bizzell 
1440 N. Lawnwood Circle #20C 
Fort Pierce, FL 34950 
(561)945-2425 
Rocndoc24@bellsouth.net 
George W. Truitt Family Services 

 
Zynia Swoope 
2085 Avenue L #16 
Fort Pierce, FL 34947 
(772)828-5025 
 
Lincoln Park Head Start 

 
Lonnie Melvin 
3306 Avenue N 
Fort Pierce, FL 34949 
(772)882-1836 
 
Queen Townsend HS Center II 
 

 
Kerrian Jacobs 
4906 Barcelona Avenue 
Fort Pierce, FL 34946 
(954)415-8753 
 
Learning Tree Academy 
 

 
Richauna Williams 
401 Winston Avenue Apt. J2 
Lake Wales, FL 33853 
(407)666-8067 
Raebarnes15@gmail.com 
Frostproof Child Development 
 

 
Tammy Rovito 
2804 Navajo Avenue 
Fort Pierce, FL 34946 
(772)240-6352 
Roctam2012@att.net 
Lincoln Park Head Start 
 

 
Jacques Thompson 
1207 N. 24th Street 
Fort Pierce, FL 34950 
(772)940-2280 
 
Queen Townsend HS Center II 

 
Donna Gibson 
Parent Academy of St. Lucie County 
1702 N. 15th Street 
Fort Pierce, FL 34950 
(772) 466-0523 
Donnagibson01@comcast.net 
Community Representative 

 
Tom Peer 
DCF District 1 Licensing Supervisor 
337 N. US Hwy 1, Benton Bldg. 
Fort Pierce, FL 34950 
(772) 467-4184 
tom_peer@dcf.state.fl.us 
Community Representative 

 
Josephine Howard 
2711 Orchid Drive 
Haines City, FL 33844 
(863) 422-0875 
(863) 221-2644 
Board Representative to the PC 
Jolizhow13@yahoo.com 
Community Representative 

 
Dr. Patricia Smith, Ed.D, RDN, LDN 
Clinical Coordinator & Faculty 
Port St. Lucie Campus 
9400 S.W. Discovery Way 
Port St. Lucie, FL 34987 
(772) 398-9990 
pasmith@keiseruniversity.edu 
Community Representative 

 
Felicia Sweeting-Harris 
1014 S. 27th Circle  
Fort Pierce, FL 34947 
(772)971-1170 
 
 
Community Representative 

 
 

ALTERNATES 
Johanna Collazos 
2068 S.W. Cranberry Street 
Port St. Lucie, FL 34953 
(772)626-2270 
Child Development & Family Services 

George Prince 
1655 N. 29th Street #301 
Fort Pierce, FL 34947 
(772)971-8761 
Francina Duval Head Start 

Brittany Nickerson 
1001 North 32nd Street Apt. B 
Fort Pierce, FL 34950 
(772)626-1125/(772)360-1065 
 Garden Terrace Head Start 

Tychus Doe 
2606 N. 53rd Street  
Fort Pierce, FL 34950 
(772)559-8505 
George W. Truitt Family Services 

Josefina Cordova Perez 
607 S.W. Branford Drive 
Port St. Lucie, FL 34983 
(772)828-8126 
Child Development & Family Services 

 

 
 
Loving Care Child Development 

Jennifer Ford 
1208 Avenue L 
Fort Pierce, FL 34950 
(772)302-1173/(239)285-2849 
Garden Terrace Head Start 

Elizabeth Granados 
124 Wisteria Avenue 
Fort Pierce, FL 34982 
(772)204-4175 
George W. Truitt Family Services 

Sierra Baker 
806 N. 23rd Street 
Fort Pierce, FL 34950 
(772)828-6900 
Lincoln Park Head Start 

Genetha Harris 
1708 N. 12th Street 
Fort Pierce, FL 34950 
(772)940-3599 
Queen Townsend HS Center II 

Melissa Boatwright 
1655 N. 29th Street Apt. 401 
Fort Pierce, FL 34950 
(772)828-8938 
Learning Tree Academy 

Tanakia Malcolm-Word 
32 Attucks Circle  
Frostproof, FL 33843 
(863)452-3815/(863)298-2380 
Frostproof Child Development 

Clemeshia Thomas 
513 N. 12th Street Apt. B 
Fort Pierce, FL 34950 
(407)613-0523 
Lincoln Park Head Start 

Shandria William 
302 Rockland Drive 
Fort Pierce, FL 34947 
(772)200-9052 
Queen Townsend HS Center II 

Arnicia Isaac 
1205 N. 27th Street Apt. 53 
Fort Pierce, FL 34950 
(772)940-8922 
Learning Tree Academy 
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CENTRAL REGION ADVISORY COUNCIL 
MEMBERSHIP ROSTER 

2017‐2018   
   

Glenda Jones, Chairperson 
PO Box 3311 
Winter Haven, FL 33881 
Hm: 863/294‐5860 
Wk: 863/294‐5860 
nsc1glenda@netscape.net 
Term: 2015‐2018 

 
Dorothy Spencer, Vice Chairperson 
602 N Brunnell Pkwy 
Lakeland, FL 33815 
Hm: 863/688‐1906 
jerihaynes@aol.com 
Term: 2015‐2018 
 
Josephine Howard, Secretary 
2711 Orchid Drive 
Haines City, FL 33844 
Hm: 863/422‐0875 
Cell: 863/221‐2644 
jolizhow13@yahoo.com 
Term: 2016‐2019 
 
 
Patricia Gamble, Treasurer 
P.O. Box 90942 
Lakeland, FL  33805 
Hm: 863/603‐8853 
Wk: 863/284‐4245 
Cell: 863/838‐5111 
gambpt@aol.com 
Term: 2016‐2019 
 
 
Hollis Jackson, Parliamentarian 
2414 Mary Jewett Circle N.E.  
Winter Haven, FL 33881 
Hm: 863/294‐7514 
Term: 2015‐2018 

 
 
Jennie Calhoun 
106 E. Pine Street 
Davenport, FL  33837 
Hm: 863/422‐0677 
Cell: 83/557‐1526 
calhounj.63@gmail.com 
Term: 2016‐2019 

 
Louvenia Crumity 
101 Avenue V., N.W. 
Winter Haven, FL 33881 
Hm: 863/293‐2981 
Term: 2016‐2019 
 
 
Earnestine Davis 
3079 Buckeye Point Drive 
Winter Haven, FL 33881 
Hm: 863/268‐6011 
Term: 2016‐2019 

 
 

Clora Dubose 
315 Avenue P, N.E. 
Winter Haven, FL 33881 
Hm: 863/294‐4630 
Term: 2017‐2020 

 
 

 
VACANT 
Term: 2017‐2020 

 
Annie Larkins 
P.O. Box 4044 
Winter Haven, FL 33885 
Hm: 863/294‐1493 
annielarkins44@verizon.net 
Term: 2017‐ 2020 
 
Johnnie McNair 
2872 Barton Place 
Bartow, FL 33850 
Hm: 863/533‐8230 
Cell: 863/860‐6151 
jsugarmac1@hotmail.com 
Term: 2017 ‐ 2020 
 
Doris Parker 
187 Rebecca Drive 
Winter Haven, FL 33881 
Hm: 863/875‐8765 
dorisp9235@gmail.com 
Term: 2015‐2018 
 
 
Jacqueline Rentz 
1004 Wildwood East 
Lakeland, FL 33805 
Hm: 863/665‐3131 
jorentz@hotmail.com 
Term: 2015‐2018 
 
 
Marian Owens 
2418 Lucerne Park Road, NE 
Winter Haven, FL  33881 
Hm: 863/299‐9723 
Term: 2015‐2018 
 
 
Elizabeth Scaife 
2462 6th Street, N.E. 
Winter Haven, FL 33881 
Hm: (863) 294‐6522 
Term: 2017 ‐ 2020 
 
 
Margaree B. Simon 
1030 West Tee Circle 
Bartow, Florida 33830 
Hm: 863/533‐7872 
Cell: 863/512‐2453 
margaree3@yahoo.com 
Term: 2015‐2018 

Ruby Willix** 
2876 Dudley Drive 
Bartow, FL 33830 
Hm: 863/537‐6292 
Cell: 863/207‐1822 
rubywillix@comcast.net 
Term: 2015‐2018 
 
 
Patricia Salary 
2301 S. Swan Court, NE 
Winter Haven, FL  33881 
Hm: 863/294‐3337 
Cell: 863/514‐7403 
asalary@gmail.com 
Term: 2014‐2017 
 
 
Mary Shepherd 
P.0 Box 249 
Davenport, FL  33836 
Hm: 863/422‐1850 
Cell: 863/224‐2384 
maryeshepherd1948 @gmail.com 
Term: 2017‐2020 
 
 
Dartha Shular 
125 Fleming Lane 
Davenport, FL  33837 
Hm: 863/353‐5940 
Cell: 863/207‐0986 
msdshular@gmail.com 
Term: 2016‐2019 
 
Vermell Brown 
305 Avenue X, NE 
Winter Haven, FL  33881 
Hm: 863/293‐6513 
Cell: 863/221‐7458 
vermellbrown35@gmail.com 
Term: 2016‐2019 
 
 
 
Sandra Henry 
2304 Frankfort Street 
Winter Haven, FL  33881 
Hm: 863/662‐4644 
Cell: 863/ 
Term: 2016‐2019 
 
 
Linda Bailey 
550 Cotswad Circle 
Davenport, FL  33837 
Hm: 863/420‐9991 
Cell: 863/805‐8459 
bmunchnstuff@aol.com 
Term: 2017‐2020 

 
** 2018‐2020 Board Rep. 

                          Eff. 10/2017 
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**Board of Directors Term 2017‐2019 
 

 
 

EASTERN REGION ADVISORY COUNCIL 
MEMBERSHIP ROSTER 

2017‐2018 
Revised 2/15/18 

 
**William Holt, Chairperson  Constance Griffin, Vice Chairperson    Gena Spivey,Treasurer    Marjorie Gaskin, Secretary 
4129 57th Avenue     3500 Avenue S           2310 SE Shelter Drive    1511 N 21st Street 
Vero Beach, FL 32967    Fort Pierce, FL 34947         Port St. Lucie, FL 34952   Fort Pierce, FL 34950 
Home: 772‐562‐8377    Cell: 772‐882‐1552         Home: 772‐398‐0656    Home:  772‐464‐0243 
Cell: 772‐538‐4280    constance.griffin@flhealth.gov       Cell:  772‐360‐8840    Cell: 772‐475‐3194, 772‐940‐9365 
1946holt@gmail.com    cvgriffin62@gmail.com          genaspivey@att.net    mbgaskin2@gmail.com 
Term: 2016‐2019     Term: 2017‐2020          Term: 2015‐2018    Term: 2015‐2018 
                    
           
Frances Cooper      Debra Williams          Katherine Sims     Angela Jules 
2606 Atlantic Avenue    513 N 15th St          5809 NW Gillespie Ave    P.O. Box 1084 
Fort Pierce, FL 34947    Ft. Pierce, FL 34950        Port St. Lucie, FL 34986    Fort Pierce, FL 34950 
Home: 772‐464‐2868    Home: 772‐460‐9896        Cell: 772‐985‐5791    Cell: 772‐708‐8828 
Cell: 772‐353‐8554    Cell:  772‐519‐8017        Email c/o F. Cooper    angelajules66@hotmail.com 
clarkecf960@yahoo.com    dmwjbw58@gmail.com        clarkecf960@yahoo.com 
Term 2016‐2019      Term 2016‐2019          Term 2015‐2018    Term 2015‐2018 
               
         
Margaret Porter      Bobby Byrd, Parliamentarian          Tiffany Wilder 
1905 N 41st Street    795 Bentcreek Drive            318 N 13th St. 
Fort Pierce, FL 34947    Fort Pierce, FL 34947            Fort Pierce, FL 34950 
Home: 772‐461‐6422    Work: 772‐221‐2300            Cell: 772‐882‐0163 
Cell: 772‐332‐2007    Cell: 772‐215‐8259            twbeauty23@gmail.com 
porter.margaret@ymail.com  bobbyb.5876@gmail.com 
Term:  2015‐2018    Term 2017‐2020         Term 2016‐2019    Term 2016‐2019   
               
Beverly Richardson    Betty Bradwell          Mercadez Estime‐Connelly  Dr. Donna Mills 
3400 Ave. S      2905 Kingsley Dr          5220 Pinetree Drive    1330 SW Briarwood Dr. 
Fort Pierce, FL 34950    Fort Pierce, FL 34946        Fort Pierce, FL 34982    Port St. Lucie, FL 34986 
Home:  772‐595‐0616    Cell:  772‐882‐2676        Home: 772‐742‐8197    Home: 772‐336‐7311 
Cell: 772‐801‐4268    bjbradwell52@gmail.com           Cell:  772‐882‐1062    Cell: 772‐267‐7364 
beverlyrichardson772@gmail.com              sweet.mercadez@yahoo.com  Work: 772‐429‐3914 
Term:  2016‐2019    Term:  2015‐2018        Term: 2017‐2020    donna.mills@stlucieschools.org 
                         Term:  2016‐2019 
 
                   
     
               
 
 
Vacant          Vacant            Vacant 
Term: 2017‐2020      Term: 2017‐2020        Term 2017‐2020 
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NORTHERN REGION ADVISORY COUNCIL 

2017-2018 MEMBERSHIP ROSTER 
DONALD TILLMAN, CHAIRPERSON     
930 Saint George Street     NEREIDA JACKSON, Parliamentarian 
Orlando, FL  32805      Center of Business Excellence  
Work: (407)905-3710 ext. 2301     846 Saxon Road 
Cell: (407) 924-1950      Orange City, FL 32763 
donaldtillman@ymail.com      Home: (973) 819-9215 nettiejcksn@yahoo.com  
Term: 2015-2018      Term: 2015-2018 
 
CONSTANCE ANDERSON,      EVELYN SEABROOK 
SECRETARY/CO-CHAIR SPECIAL EVENTS COMMITTEE   CO-CHAIR SPECIAL EVENTS COMMITTEE 
2480 Crawford Drive      2506 Carmel Lane 
Sanford, FL 32771      Eustis, FL 32726 
Home: (407)323-5475     Home: (352) 589-9704 
Cell: (407) 314-9324      Cell: (352) 267-2168 
Constanceanderson1951@gmail.com    evelynseabrook@hotmail.com  
Term: 2015-2018      Term: 2014-2017 
 
MARVA HAWKINS, TREASURER**     
P O BOX 492      CHARLES HARRIS, JR. 
Sanford, FL 32772      6607 Old Hwy 441 South 
Home: (407)322-5418     Mt. Dora, FL 32757 
Cell: (407) 416-4234      Home: (352) 383-5867   
marvayhawkins@yahoo.com     Cell: (352) 223-7683 
Term: 2015-2018      Term: 2016-2019 
 
SHELIA DIXON, Asst. SECRETARY    CHESTER McNORTON, VICE CHAIR PERSON 
3651 Ronda Drive      644 Magnolia Ave 
Deltona, FL 32738      Daytona Beach, FL 32114 
Home: (407) 330-2876                     Office: (386) 740-3232 
Cell: (407) 314-1067      Cell:  (386) 341-7586 
dixons@seminolestate.edu                                                                  (chestermcnorton@careersourcefv.com) 
Term: 2014-2017      Term: 2015-2018 
 
DAVID RUCKER            Vacant   
4557 Frisco Circle 
Orlando, FL 32808 
Home: (407) 299-7672  
Cell: (407) 247-8876 
freedman7@bellsouth.net  
Term:  2015-2018 
 
Vacant       Vacant 
 
        
 
 
 
 
 

**ALPI Board Representative 
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  The Agricultural and Labor Program, Inc. 
2018 Southern Region Advisory Membership Roster 

 
**Barbara Grace, Chairperson 
905 Entrance Road 
Avon Park, FL   33825 
(863) 452‐4627 Home 
(305) 562‐4425 Cell 
E‐Mail: akagracebellsouth.net 
Term:  2016‐2019 

Kimberly R. Ross, Vice‐Chair 
P. O. Box 1214 
Clewiston, FL   33440 
(863) 233‐6500 
E‐Mail: rosssixnine@netzero.net 
Term:  2015‐2018 
 
Annie Robinson, Secretary 
748 Hunt Street 
Lake Wales, FL  33853 
(863) 676‐4008  Home 
(863) 285‐8210   Cell 
(863) 232‐8899  Work 
E‐Mail:  mrserob1@yahoo.com 
arobinson@ecmhsp.org 
Term:  2015‐2018 
 
Noemi Cruz, Treasurer 
P. O. Box 292 
Frostproof, FL   33843 
(863) 635‐1686   Home 
(561)441‐3562   Cell 
E‐Mail: noemiyijulio@yahoo.com 
Term:  2017‐2020 
 
John Ash 
13 7th Street S. W.  
Ft. Meade, FL   33841 
(863) 712‐3099   Cell 
(863) 285‐8569   Home 
Term:  2015‐2018 
 
Katie Clarke 
37 Banneker Lane 
Frostproof, FL   33843 
(863) 635‐4928  Home 
(863) 605‐1330 Cell 
Term:  2017‐2020 
 
Minister Kelly Paul Galati 
P. O. Box 121 
Frostproof, FL   33843 
(863) 605‐0403 Home 
(863) 635‐4500 Work 
Term:  2015‐2018 
 
 

 
Ruth A. Gay 
P. O. Box 691 
Frostproof, FL   33843 
(863) 837‐8827 
E‐Mail:  JG1400@Nova.Edu 
Term:  2015‐2018 
 
Barbara Grace     
905 Entrance Rd. 
Avon Park, FL   33825 
(863) 452‐4627   Home 
(305) 562‐4425 
E‐Mail: akagrace@bellsouth.net 
Term:  2016‐2019 
 
Rosa Hampton       
506 Palmetto Ave. 
Frostproof, FL   33843 
(863) 738‐0121 
E‐Mail: rhampton54@yahoo.com 
Term:  2016‐2019 
 
La Vita A. Holmes 
901 Florida Avenue 
Clewiston, FL   33440 
(863) 228‐2076 Home 
(863) 983‐9900 Work 
Kwikrelease863@gmail.com 
Term:  2016‐2019   
 
Annette Jones 
2940 N. Buckingham Rd. 
Avon Park, FL  33825 
 (863) 773‐3435 Work 
(863) 443‐0269 Cell 
E‐Mail: annettejon@gmail.com 
Term:  2017‐2020 
 
N’Kosi Jones 
P. O. Box 95 
Bowling Green, FL   33834 
(850) 207‐2808 
Term:  2017‐2020 
jones_nkosi@yahoo.com 
 
 
 
Bernice Lopez 
P. O. Box 884 
Frostproof, FL   33884 
(863) 528‐6527 Home 
E‐Mail:LopezBernice1107@gmail.com 
Term:  2015‐2018 
 
 

 
Emma Malcolm 
P. O. Box 723 
Frostproof, FL   33843 
(863) 528‐6847 Cell 
Term:  2016‐2019 
 
Tracy Maloy 
2959 W. Gordon Road 
Avon Park, FL   33825 
(863) 257‐2412 Home 
E‐Mail: 
Williamtracy@embarqmail.com 
Term:  2017‐2020 
 
Beverly Sloan 
453 Hopson Rd. 
Frostproof, FL   33843 
(863) 546‐6114 Home 
Term:  2016‐2019 
 
Terry Wellington 
247 Hopson Road. 
Frostproof, FL   33843 
(863) 257‐1950 Cell 
Term:  2016‐2019 
 
 
 
 
 
 
 
 
 
 
VACANT 
Term:  2015 – 2018 
Term: 2015 – 2018 
 
VACANT 
Term:  2016 – 2019 
Term:  2016 – 2019 
 
VACANT 
Term: 2017 – 2020 
Term: 2017 – 2020 
Term: 2017 – 2020 
 
 

 
 
** 2018‐2020 Board Representative 
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2017‐2018 MANAGEMENT DIRECTORY 

THE AGRICULTURAL AND LABOR PROGRAM, INC. 
CORPORATE OFFICE 
300 Lynchburg Road 

Lake Alfred, Florida 33850 
(863) 956‐3491 

(863) 956‐3357 Fax 

EXECUTIVE ADMINISTRATION 
Deloris Johnson, Chief Executive Officer 
Extension 206 ‐ djohnson@alpi.org 

ADMINISTRATION & OPERATIONS QUALITY CONTROL DEPARTMENTS 

Budget and Finance 
Dennis Gniewek, Interim Director 
(863)956‐3491 Ext.  210 
dgniewek@alpi.org

Human Resources 
Christine Samuel, Director 
(863) 956‐3491 Ext. 202 
csamuel@alpi.org

Operations & Quality Control 
Twila Smith, Director 
(863) 956‐3491 Ext. 204 
tsteward@alpi.org 

CHILD DEVELOPMENT AND FAMILY SERVICES DIVISION 
VACANT, Deputy Director 

300 Lynchburg Road 
Lake Alfred, FL 33850 
863/956‐3491 Ext. 215 

Program Operations ‐ St. Lucie County 
Myrna Rodriguez, Director 
Head Start/Early Head Start 
2202 Avenue Q 
Ft. Pierce, FL 34950 
(772) 466‐2631 Ext. 11; Fax (772) 464‐3035  
mrodriguez@alpi.org 

Program Operations ‐ Polk County 
Aletta Stroder, Director 
Head Start/Early Head Start 
701 Hopson Road 
Frostproof, FL 33843 
(863) 635‐3396 Ext. 25; Fax (863) 635‐1176 
astroder@alpi.org 

COMMUNITY & ECONOMIC DEVELOPMENT SERVICES DIVISION 
Al Miller, Deputy Director 

300 Lynchburg Road 
Lake Alfred, FL 33850 
863/956‐3491 Ext. 212 
amiller@alpi.org 

LIHEAP/Community Services 
Cheryl Burnham, Director 
(863) 956‐3491 Ext. 224 
cburnham@alpi.org 

CSBG/Economic Services 
Pa‐Houa Lee‐Yang, Director 
863/956‐3491 Ext. 218 
pyang@alpi.org 
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SHARED GOVERNANCE OPERATIONS
Board of Directors
< Bylaws
< Board of Directors Policy Manual
< Board Job Description
< Proposed Committee Assignments
< Board Meeting Attendance Reporting Format (Sample)
< Meeting Minutes (Sample)
< Board of Directors Membership Application
< Indirect Cost Allocation
< Board Annual Report (See 2018 Annual Corporate Meeting &

Luncheon Booklet)
< Election of Board Members/Officers Procedures
< CEO Job Description
< CEO Performance Evaluation
< CEO Compensation Regulation
< D&O Insurance Coverage
< Succession Planning Guide
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Patricia Gamble  Vernon McQueen 
Marva Hawkins  Marjorie Gaskin 
David Walker   

2018 
Proposed Board Standing Committees 

BYLAWS FINANCE 

VACANT, Chair 
  Katie Clarke 

Sheila Dixon 
Gena Spivey 
PaHoua Lee‐Yang, Staff Liaison 
Standard Meeting Day & Time: Friday @ 7:00 p.m. 

   
 

Marjorie Gaskin, Chair 
David Walker 
Josephine Howard 
Vernon McQueen 
Stacy Campbell‐Domineck 
Annette Jones 
Dennis Gniewek, Staff Liaison 
Standard Meeting Day & Time: Saturday & 9:00 a.m. 

PROGRAM PLANNING  MEMBERSHIP 

Vernon McQueen, Chair 
Chester McNorton 
Samuel Thomas 
Barbara Grace 
Al Miller, Staff Liaison 
Myrna Rodriguez, Staff Liaison 
Standard Meeting Day & Time: Friday @ 7:00 p.m. 

Patricia Gamble, Chair 
Sheila Dixon 
LaVita Holmes 
Terry Wellington 
Shannyn Serrano 
Cheryl Burnham, Staff Liaison 
Standard Meeting Day & Time: Saturday @ 9:00 a.m. 

SPECIAL EVENTS  GOVERNMENT AFFAIRS 

Marva Hawkins, Chair 
Glenda Jones 
Kimberly Ross 
Ruby Willix 
Constance Griffin 
Aletta Stroder, Staff Liaison 
Standard Meeting Day & Time: Friday @ 7:00 p.m. 

Josephine Howard, Chair 
  Glenda Jones 
  Kim Johnson 
           Chester McNorton 

Constance Griffin 
Christine Samuel, Staff Liaison 
Standard Meeting Day & Time: Saturday @ 9:00 a.m. 

 

EXECUTIVE COMMITTEE 

William Holt, Chairperson 
David Walker, Vice Chairperson 
Josephine Howard, Secretary 
Marjorie Gaskin, Treasurer 
Marva Hawkins   
Katie Clarke 
Standard Meeting Day & Time: Friday @ 8:00 p.m. 

 
AD HOC COMMITTEES 

 
 
 
   
 
 
 
 

 
  Note: Standing Committees’ Meetings will follow Board Meeting Calendar unless otherwise noted.  Ad Hoc    
Committees will meet as needed. 

 

SUCCESSION PLANNING COMMITTEE 

Josephine Howard, Chair   
Patricia Gamble 
Marjorie Gaskin     
 

FUNDRAISING/RESOURCE DEV. 
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The Agricultural and Labor Program, Inc. 

  2018 Board of Directors   
Attendance Y‐T‐D Summary 

 
   
P = Present      E= Excused        A= Absent    = No Meeting Held 

 
Name   

Jan 
2018 

closeout 

 
Feb 

Orientation 

 
 

 
Mar 

 
Apr 

 
May 

 
June 

 
July 

 
Aug 

 
Sept 

 
Oct 

 
Nov 
 

 
Dec 

 
Jan  
2019 
closeout 

 
Katie Clarke 

 
P 

   
 

 
 

 
Stacy Campbell‐Domineck 

 
P 

     
 

 
Sheila Dixon 

 
P 

     

 
Patricia Gamble 

P       

 
Marjorie Gaskin 

P       
 

 
Marva Hawkins 

P   
       

   
     

 
LaVita Holmes 

P   
       

   
     

 
William Holt  

P   
       

   
     

 
Josephine Howard 

P   
       

   
     

 
Kim Johnson 

P   
       

   
     

 
Annette Jones 

P 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

   

 
Glenda Jones 

P   
       

   
     

 
Chester McNorton 

P   
       

   
     

 
Vernon McQueen 

P   
       

   
     

 
Annie Robinson 

P 
TERM EXPIRED 

 
Kimberly Ross 

P   
       

   
     

 
Samuel Thomas 

A       

 
Shannyn Serrano 

A       

 
David Walker 

P   
       

   
     

 
Ruby Willix 

P       
 

Grace Miller 
Board Emeritus (non‐voting) 

   
     

   
   

TOTAL PRESENT   
18 

     
 

Page 103



THE AGRICULTURAL AND LABOR PROGRAM, INC. 
               BOARD OF DIRECTORS 

SIGN IN ROSTER 

Sector:  Public  

Name/Current Position on Board 
Representation  
Designation/County 
Employer/Position 

Mailing Address (no P.O. Boxes) 
E‐Mail Address

Telephone #=s 
Home: 
Office: 
Cell:

SIGNATURE 

Josephine Howard, Secretary 
Commissioner Roy Tyler ‐ City of Haines City  
Citizen Designee (Polk County) 
Polk County School Board/Retired Principal 

2711 Orchid Drive 
Haines City, FL  33844 
Jolizhow13@yahoo.com

H: (863) 422‐0875 
O: N/A 
C: (863) 221‐2644

Sheila Dixon, Member 
Commissioner Velma Williams – City of Sanford 
Citizen Designee (Seminole County) 
Adult Education Coordinator/Retired 

3651 Ronda Drive 
Deltona, FL  32738 
dixons@seminolestate.edu

H: N/A 
O: N/A 
C: (407) 314‐1067

Kim Johnson, Member 
Mayor Linda Hudson ‐ City of Ft. Pierce  
Citizen Designee (St. Lucie County) 
Self Employed/Motivational Speaker 

4888 Kings Hwy 
Fort Pierce, FL 34951 
Kimjohnson.slc@gmail.com 

H: 
O: 
C: (321) 662‐6536

Marjorie Gaskin, Treasurer 
Commissioner Rufus Alexander ‐ City of Ft. Pierce 
Citizen Designee (St. Lucie County) 
City of Ft. Pierce/Retired IT Director 

1511 N. 21
st  
Street  

Ft. Pierce, FL  34950  
mbgaskin2@gmail.com 

H: (772) 464‐0243 
C: (772) 475‐3194

VACANT 

Kimberly Ross, Member 
Commissioner Emma Byrd –Hendry BoCC 
Citizen Designee (Hendry County) 
Hanley Center Foundation/Social Worker 

P.O. Box 1214 
Clewiston, FL  33440 
rosssixnine@netzero.com

H:  
O:  
C:  (863)233‐6500

Samuel Thomas, Member 
Glades County BoCC 
Citizen Designee (Glades County) 
Glades County School Board/Educator 

P.O. Box 518 
Moore Haven, FL  33471 
anthonythomas2k2@gmail.com

H: (239)738‐0827 
O:  
C: (239) 738‐1017 
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Sector: Private 

Name/Current Position on Board 
Representation  
Designation (County) 
Employer/Position 

Mailing Address (no P.O. Boxes) 
 E‐Mail Address 

Telephone #=s 
Home: 
Office: 
Cell: 

SIGNATURE 

 
Patricia Gamble, Member 
CGWT Outreach Resource Center 

   Organization Designee (Polk County) 
Department of Revenue/Tax Specialist I 

1020 Anderson Avenue 
Lakeland, FL  33805 
gambpt@aol.com 

H: (863)603‐8852 
O: (863) 284‐4245 
C: (863) 838‐5111 

 

 
Vernon McQueen, Member 
Duke Energy Florida  
Company Designee (Seminole County) 
Duke Energy/Program Manager 

804 E. 14th Street  
Sanford, FL  32771 
vmcqueen@hotmail.com 

H: (407) 321‐6950 
O: (407) 942‐9661 
C:  (321) 262‐6564 

 

 
Katie Clarke, Member 
Lakeview Park Homeowner Association 
Organization Designee (Polk County) 
Sprint Telecommunications/Retired Customer Service 

37 Banneker Lane 
Frostproof, FL  33843 
N/A 

H: (863) 635‐4928 
O: N/A 
C: (863) 605‐1330 

 

 
Glenda Jones, Member 
Winter Haven Neighborhood Service Center 
Organization Designee  (Polk County) 
Winter Haven Hospital/Executive Director 

608 Avenue S, NE 
Winter Haven, FL  33881 
nsc1glenda@netscape.net 

H: (863) 294‐5860 
O: (863) 294‐5860 
C: N/A 

 

 
Stacy Campbell‐Domineck, Member 
CareerSource Polk 
Company Designee (Polk County) 
CareerSource Polk/Chief Executive Officer 

600 N. Broadway, Suite B 
Bartow, FL  33830 
stacy.campbell‐
domineck@careersourcepolk.com 

H: (863) 899‐6597 
O: (863) 508‐1600 
C: 

 

 
David Walker, Vice‐Chairperson  
Law Office of David Walker, PA 
Company Designee (Martin County) 
Law Office of David Walker, PA/Attorney 

10 SE Central Parkway, Ste 225 
Stuart, FL  34994 
davidwalkerlaw@aol.com 

H: (772) 286‐1469 
O: (772) 286‐8686 
C: (772) 708‐6632 

 

 
Chester McNorton, Member 
ATEC Advisory Council 
Advisory Council Designee (Volusia County) 
Training Initiative, Inc./Workshop Presenter 

 
644 Magnolia Avenue  
Daytona Beach, FL  32114 
chestermcnorton@yahoo.com 

H: N/A 
O: (386) 740‐3242 
C: (386) 341‐7586 
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Sector:  Low Income  
 

Name/Current Position on Board 
Representation  
Designation/County 
Employer/Position 

Mailing Address (no P.O. Boxes) 
E‐Mail Address 

Telephone #=s 
Home: 
Office: 
Cell:

 
SIGNATURE 

 
William Holt – Board  Chairperson 
Eastern Region Advisory Council 
Advisory Council Designee (Indian River Co.) 
Helseth Financial/Retired Mortgage Banker  

 
4129 57th Avenue 
Vero Beach, FL  32967 
1946holt@gmail.com 

H: (772) 562‐8377 
O: N/A 
C: (772) 538‐4280 

 

 
Barbara Grace, Member 
Southern Region Advisory Council 
Advisory Council Designee (Polk County) 

 
905 Entrance Rd. 
Avon Park, FL   33825 
E‐Mail: akagrace@bellsouth.net 
 

H: (863) 452‐4627 
O: N/A 
C: (305) 562‐4425 

 

 
Annette Jones 
Southern Region Advisory Council 
Advisory Council Designee (Polk County) 
DEO/Employment Security Representative 

 
2940 N. Buckingham Road 
Avon Park, FL  33825 
annettejon@gmail.com 

 
H: N/A 
O: (863) 773‐3435 
C: (863) 443‐0269 

 

 
Marva Hawkins, Member 
Northern Region Advisory Council 
Advisory Council Designee (Seminole County) 
Sanford Herald/Retired Columnist 

 
1004 Historic Goldsboro Blvd 
Sanford, FL  32771  
c/o: brinso_s@bellsouth.net 
Sheralyn Brinson 

H: (407) 322‐5418 
O: N/A 
C: (407) 416‐4234 

 

 
Shannyn Serrano, Member 
Head Start/Early Head Start Policy Council 
HS/EHS Policy Council Designee (St. Lucie County) 
 

 
1498 SW Broadview Street 
Port St. Lucie, FL  34983   
shannynserrano@yahoo.com                    

H: N/A 
O: 
C: (954) 667‐5935 

 

 
Ruby Willix, Member 
Central Region Advisory Council 
Advisory Council Designee (Polk County) 
State of Florida/Retired Clerical Supervisor 

 
2876 Dudley Drive  
Bartow, FL 33830 
rubywillix@comcast.net 
 

H: (863) 537‐6677 
O: N/A 
C: (863) 207‐1822 

 

 
LaVita Holmes, Member 
Southern Region Advisory Council 
Advisory Council Designee (Hendry County) 
Kwik Release Bail Bonds/Bail Bonds Agent 

 
901 Florida Avenue 
Clewiston, FL  33440 
kwikrelease863@gmail.com 
 

H: (863) 288‐2076 
O: (863) 983‐9900 
C: N/A 
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BOARD OF DIRECTORS  
CHAIN O’ LAKES CONFERENCE CENTER  

WINTER HAVEN, FL  
SEPTEMBER 23, 2017  

10:00 a.m.  

I.  CALL TO ORDER: The meeting was called to order at 10:00 a.m. by the Chairperson William Holt.  

 MISSION STATEMENT:   Recited in unison
The mission of The ALPI is to propose, implement, and advocate developmental and human
service  delivery  programs  for  the  socially  and  economically  disadvantaged;  children  and
families; and farmworkers.

 MOMENT OF SILENCE:  Observed by all

 ROLL CALL: Members Present: Katie Clarke, Stacy Campbell‐Domineck, Patricia Gamble,
Marjorie Gaskin, Marva Hawkins, LaVita Holmes, William Holt, Josephine Howard,
Annette Jones, Chester McNorton, Annie Robinson, Kimberly Ross, Corey Williams, and
Ruby Willix.
Members Excused: Kim Johnson, Lester Roberts, Glenda Jones, Vernon McQueen,      and 
David Walker.
Members Absent: Dorothy Curry and Samuel Thomas.

Quorum:  Attendance meets quorum with fourteen (14) voting members present.

Chief Executive Officer Present: Deloris Johnson
Board Attorney Present:  Jonathan Thiele

Others Present:  
Department Directors: Cheryl Burnham, LIHEAP; Al Miller, C&E Deputy Director;        
Christine  Samuel,  Human  Resources;  Myrna  Rodriguez,  Program  Operations  (St.  Lucie 
County);  Aletta  Stroder,  Program  Operations(Polk  County);  Dennis  Gniewek,  Budget  & 
Finance; and Twila Smith, Operations & Quality Control  

Welcome: Chairperson William Holt, welcomed new Board Member, Annette Jones  

II. PUBLIC COMMENTS: None

III. Consent Agenda – Stacy Campbell‐Domineck moved to accept the   consent   agenda;
seconded by Marjorie Gaskin. Motion carried.
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IV. SECRETARY’S REPORT:  Josephine Howard, reporting:  
 Draft minutes (June 24, 2017)  
 Correspondence:                                                                                                                 

Additional correspondence from five (5) Board members, David Walker, Kim Johnson,         
Glenda Jones, Lester Roberts, and Vernon McQueen requesting excused absences from the 
Board of Directors Meeting.  
Josephine  Howard  moved  to  accept  the  Secretary’s  Report  for  June  23,  2017  and  all 
correspondence; seconded by Annie Robinson.  Motion carried.      
  

V. TREASURER’S REPORT:  Marjorie Gaskin, reporting:  
Marjorie  Gaskin  moved  to  accept  the  Treasurer’s  Report;  seconded  by  Josephine  Howard.   
Motion carried.      
  

                   Reviewed Balance Sheet as of March 31, 2017:  
  

                           Assets  
  Cash                    $ 1,275,443  

Accounts receivable                        $    931,232       
                                        Total current assets         
  

$ 2,206,675   

  Prepaid Expenses       $        4,442  
  Fixed Assets         $    496,902  
  Land            $    545,000  
  Asset Held For Sale    
  

$      34,146                 

 Total Long Term Assets    $ 1,080,490  
  

          Total Assets                                         $ 3,287,165  
  

      Liabilities                                             
Accounts Payable                                $    607,970  

                  Deferred Revenue        $    262,816   
             Payroll Payable        
  

$    433,883 

    Total Liabilities        
  
    Equity  

$ 1,304,669 

  Current Year Activity      $     167,037 
Unrestricted Fund Balance    $     997,404 
Investment in Fixed Assets   
  

$     818,055 

  Total Equity        
  

$ 1,982,496 

  Total Liabilities & Equity      $ 3,287,165 
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VI. ACTION ITEMS:     
       Committee Reports  
 Program Planning – Chester McNorton reporting:   

Chester McNorton moved for the approval of the following items; seconded by        Josephine 
Howard. Motion carried.   
 2017‐2018 CACFP Contract Renewal  
 2017‐2018 Form 424,424A & Revised Statement  
 2017‐2018 COLA Supplemental Award  
 2017‐2018 DOE Project Award Notification  
 2017‐2018 LIHEAP Modification   
 2017‐2018 HUD Counseling Grant Award  
 2017‐2018 FNPH Agreement  
 2017‐2018 Statewide School Readiness Provider Contract  
 2017‐2018 Statewide Voluntary Prekindergarten Provider Contract  
 Submittal of 2016‐2017 Head Start Program Information Report (PIR)  
 Submittal of 2016‐2017 Early Head Start Program Information Report (PIR)  

                    
 Membership Committee: Patricia Gamble, reporting:    

Patricia Gamble moved  for  the  approval  of  the  following;  seconded  by Marjorie Gaskin. 
Motion carried.  
 Certify  2017 Corporate Membership Rosters for Advisory Councils’ Annual Elections  
 Certify 2017 Regional Advisory Councils Membership Rosters  

         
 By‐laws Committee:  Annette Jones, reporting – No formal recommendations  

   
 Government Affairs Committee: Josephine Howard reporting:  

September  26,  2017  is  National  Voter  Registration  Day  in  Polk  County,  and  email  was 
distributed  and  nine  organizations  will  join  in  a  nationwide  effort  to  register  voters  on 
Tuesday,  September 26, 2017. New  voters will have  the opportunity  to  vote  and  current 
voters will be able to update their records if they have moved or changed their name. October 
10th is the deadline to register to vote in Polk County’s November 7th elections in Auburndale 
and Winter Haven.  

                                        
 Finance Committee: Marjorie Gaskin reporting:   

Marjorie Gaskin moved for the approval of the following items; seconded by             Josephine 
Howard. Motion carried.  
 Financial Reports  
 Proposed Funding Opportunities  
 Funding Opportunities  
 2017‐2018 Revised Operation Budget  
 2017 Independent Audit Timelines  

          
 Special Events Committee: Marva Hawkins, reporting:  

Marva Hawkins moved The Board approve the following action items; seconded by       
Patricia Gamble. Motion carried.  
 The four Community Service Award Recipients  
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 The Theme for the Annual Meeting  
             
 2016‐2017 Insurance Renewal Proposals (Ratify)  

 Liability & Property  
 D & O  
 Child Accident  

Marjorie Gaskin moved to accept the above  item; seconded by Josephine Howard. Motion 
carried.  
  

 2017‐2018 Agency wide Budget Revisions  
Marjorie Gaskin moved to accept the above  item; seconded by Josephine Howard. Motion 
carried.  

  
 2016‐2017 PIR’s Head Start & Early Head Start (Ratify)  

Marjorie Gaskin moved to accept the above  item; seconded by Josephine Howard. Motion 
carried.  

  
 2017‐2018 424,424A & Revised Statement (Ratify)  

Marjorie Gaskin moved to accept the above  item; seconded by Josephine Howard. Motion 
carried.  
  

 2017‐2018 Notice of Award‐COLA (Ratify)  
Marjorie Gaskin moved to accept the above  item; seconded by Josephine Howard. Motion 
carried.  
  

 2017‐2018 DOE Project Award Notification (Ratify)  
Marjorie Gaskin moved to accept the above  item; seconded by Josephine Howard. Motion 
carried.  
  

 2017 LIHEAP Modification (Ratify)  
Marjorie Gaskin moved to accept the above  item; seconded by Josephine Howard. Motion 
carried.  
  

 2017‐2018 CCFP Contract Renewal (Ratify)  
Marjorie Gaskin moved to accept the above  item; seconded by Josephine Howard. Motion 
carried.  
  

 2016‐2018 HUD Housing Counseling Grant Award (Ratify)  
Marjorie Gaskin moved to accept the above  item; seconded by Josephine Howard. Motion 
carried.  
  

 2017‐2018 FNPH Agreement (Ratify)  
Marjorie Gaskin moved to accept the above  item; seconded by Josephine Howard. Motion 
carried.  
  

 2017‐2018 Vision Care Enrollment (Ratify)  
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Marjorie Gaskin moved to accept the above  item; seconded by Josephine Howard. Motion 
carried.  
  

 2017 RSM Independent Audit Timelines  
Marjorie Gaskin moved to accept the above  item; seconded by Josephine Howard. Motion 
carried.  
  

 2017‐2018 Proposed HS/EHS Community Representatives – Donna Gibson  
Marjorie Gaskin moved to accept the above  item; seconded by Josephine Howard. Motion 
carried.  
  

 2018 Proposed Community Services Awards Recipients  
Marjorie Gaskin moved to accept the above  item; seconded by Josephine Howard. Motion 
carried.  

  
 Northern Region Advisory Council:  Report in Board Packet  

  
 Southern Region Advisory Council:  Report in Board Packet  

  
 Eastern Region Advisory Council:  Report in Board Packet   

Marjorie Gaskin submitted $70.00 to the Finance Department for the Scholarship Fund.  

 Central Region Advisory Council:  Ruby Willix reporting:  
Annual Meeting will be 10/7/2017  at 10:00  am  at  the Winter Haven  Senior Adult Center   
located at 250 Lake Silver Drive, Winter Haven, FL 33880  
   

 Policy Council: Report in Board Packet  
     

VII. OTHER BUSINESS  
 2017‐2018 Board Appointment   

Josephine Howard was appointed as the Board Liaison to the HS/EHS Policy Council for the 
2017/2018 program year.  

  
VIII. UPCOMING MEETINGS/CONFERENCES:  See Board Packet   

  
IX. ADJOURNMENT  

Marjorie Gaskin moved to adjourn the meeting at 10:40 a.m.; seconded by Marva Hawkins.                

 
                        

Motion   carried.    
  
  

Recorder:    Date:    September   23 ,   2017    
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SHARED GOVERNANCE OPERATIONS

Head Start/EHS Policy Council
< Bylaws
< Meeting Attendance Report Form (Sample)
< Meeting Minutes (Sample)
< Election of Policy Council Members/Officers Procedures
< Annual Meeting Report (See 2018 Annual Corporate Meeting & Luncheon Booklet)

< Advisory, Policy Committee & Policy Council Handbook (see Agency and
Shared Governance Policies and Procedures Section)
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SHARED GOVERNANCE OPERATIONS

Advisory Councils
< Council Job Descriptions (Sample)
< Committee Assignments (Sample)
< Meeting Attendance Format (Sample)
< Meeting Minutes (sample)
< Corporate Membership Application
< Advisory, Policy Committee & Policy Council Handbook (see Agency and

Shared Governance Policies and Procedures Section for details)

< Regional Advisory Council Election Procedures (Sample)
< Annual Meeting Report (See 2018 Annual Corporate Meeting & Luncheon Booklet)
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CENTRAL REGION ADVISORY COUNCIL 
2017 COMMITTEES’ ASSIGNMENTS 

Scholarship  Special Events  Membership  Government 
Affairs

Nominating  Community  
Relations

Ruby Willix (C) 
Margaree Simon 
Helen Rowe 
Annie Larkins 
Josephine Howard 
Patricia Gamble 

Johnnie McNair (C)
Glenda Jones 
Hollis Jackson 
Dorothy Spencer 
Margaree Simon 
Patricia Gamble 
Earnestine Davis 
Doris Parker 

Annie Larkins (C)
Glenda Jones 
Dorothy Spencer 
Hollis Jackson 
Elizabeth Scaife 

Josephine Howard (C)
Glenda Jones 
Earnestine Davis 
Doris Parker 

Jacqueline Rentz (C) 
Louvenia Crumity 
Earnestine Davis 
Josephine Howard 
Johnnie McNair 
Doris Parker 

Elizabeth Scaife (C)
Helen Rowe 
Louvenia Crumity 
Clora Dubose 
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The Agricultural and Labor Program, Inc. 
2016‐2017 CRAC Attendance Roster 

(Scheduled Meetings: October, March, May, August) 

 
   P = Present    E = Excused        A = Absent 

 
 
 

Council Member 
 
 

Oct 2016 
 
 

Annual 
Corporate 

Membership 
Meeting  

 

Jan 2017 
 
 

Agency’s 49th 
Annual Mtg 
(optional) 

Feb 
 
 

Agency’s 
Shared Gov. 
Orientation 

Mar  May  Aug  Sept 
 

Special Events 
Planning 
Meeting 
(TBD) 

Louvenia Crumity  P  E  A  P       

Earnestine Davis  E  E  P  P       

Clora Dubose  P  E  P  P       

Patricia Gamble  P  P  P  P       

Josephine Howard  E  P  E  P       

Hollis Jackson  P  E  P  A       

Glenda Jones   P  P  P  P       

Annie Larkins  P  P  P  P       

Johnnie McNair  E  P  P  P       

Doris Parker  P  E  P  P       

Jacqueline Rentz  E  E  A  A       

Helen Rowe  P  P  A  P       

Patricia Salary  p  E  A  A       

Elizabeth Scaife  P  E  P  P       

Margaree Simon  P  E  P  P       

Dorothy Spencer   P  E  P  P       

Lydia Thomas  P  RESIGNED 

Ruby Willix  E  P  P  p       

Total Present  13  7  12  14       

 
SAMPLE
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  COUNCIL/COMMITTEE 
MEETING REPORT FORM 

 
  INSTRUCTIONS:   Complete and submit to the Board Secretary after reporting to the full Board. 
 
  Central Region Advisory Council             August 9, 2017     
      COUNCIL/COMMITTEE              DATE 

 
Type of Report 
 
      X     Reporting/Updating 
 
             Recommending Board Action 
 
             Recommending Policy Changes 
 
I.    CALL TO ORDER: The Meeting was called to order at 5:31 p.m. by Chairperson Glenda Jones. 
 
II.    MOMENT OF SILENCE: Observed by all 
 
III.    MISSION STATEMENT: Recited in unison 
 
IV.    ROLL CALL: See attached attendance roster and sign‐in sheet 
 
   
V.  SECRETARY’S REPORT: Minutes (May 10, 2017) Correspondence: None 
  Josephine Howard moved to accept the minutes as presented; seconded by Elizabeth Scaife. Motion carried. 
 
VI.    BOARD REPRESENTATIVE REPORT: Ruby Willix, reporting: 

 Community Service Award needs to be in by 9/1/17 
 Board Planning Retreat will be November at the Double Tree Hilton in Orlando 
   

VII.  NEW BUSINESS 
 Corporate Membership Applications: Mary Shepherd from Davenport, FL. 

Elizabeth Scaife moved to accept Mary Shepherd; seconded by Patricia Gamble. Motion carried.   
 Review 2016‐2017 Corporate Membership Roster 

Checked by Chair, Glenda Jones and signed off by Patricia Gamble. 
 Discussion of the 2017 Annual CRAC Meeting (Oct. 7, 2017) 

Speaker: Joe Halman 
 Proposed CRAC Annual Meeting Theme: 

 Unity Is Our Commitment 
 Commitment To Unity 
 Committed To Changing Lives – 2017 Theme selected 

 Proposed Caterers – (Delivery, 75 ppl and $500 budget) 
 Especially 4 You – Johnnie McNair 
 Sonny’s – Jennie Calhoun 
 KFC – Twila Smith 
 Touched By An Angel – Dartha Shular 

 2017 Arabell Wiggins Scholarship Applications 
 The  Scholarship  Committee  reported  that  due  to  incomplete  or  over  income  applicants,  no  award will  be

presented for 2017.   
 Reviewed  the  scholarship  donations  received  to‐date.  Informed  the  newly  elected members  of  the  yearly

assessed donations ($30). 
 Discussion of Council’s Recommendation for 2018 Agency’s Community Service Award     

Two  recipients were nominated  (Destiny  Place  – M. Roundtree Banquet  – 9/2/17  and Maurice Nelson  –  Ft. Meade 
House of Israel).    Johnnie McNair recommended Maurice Nelson; seconded by Dorothy Spencer. Motion carried. 

 One Goal Summer Conference: Josephine Howard reporting: 
Theme: One Goal Building the Future Together Putting Families and Children First 
July 20‐22, 2017 in Tampa, FL at the Hilton Downtown 
There  was  a  variety  of  excellent  concurrent  sessions  and  speakers.  This  conference  brought  together  900  early
education care providers and leaders from around the state. Information was shared on best practices in the field and
how to build common frameworks of knowledge, and understanding to assist in unified planning for young children and
their families. Networking with key leaders in the field. 

 Diversity Luncheon in Bartow on September 20, 2017, Speaker: Dr. R. Harris (former KKK Grand Dragon) 
 Helen Rowe relocated to Tampa; resigned from the council. 

 
VIII.   OLD BUSINESS   

 Annual Picnic Feedback 
Chairperson Jones gave “thanks” to Pat Gamble for engaging the youth.    Reminded the Council that everyone should 
be involved from start to finish. 

 Expiring Membership Terms: Twila Smith reporting: 
Members with terms expiring in 2017 will be receiving a letter of thanks. Please respond if you wish to continue to serve
on the CRAC. 
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CCoorrppoorraattee  AApppplliiccaattiioonn 
The Agricultural and Labor Program, Inc. 

P.O. Box 3126  •  Winter Haven, FL 33885  •  www.alpi.org 
 
 

Name                                                                                                                                                                                   
     (Last)            (First)                                   (Middle Initial) 
 
Mailing Address   

(Street No./P.O. Box) 
 
 
  (City, County, State, Zip Code)             

 
Home  # (        ) _________ ‐ ___________________________        Business # (        ) __________ ‐                   
 
Cell #  (        ) ___________ ‐ ___________________________       Email Address:   
  
Race:  [   ] Black   [   ] White   [   ] Hispanic   [   ] Other             Marital Status:  [   ] Married  [   ] Unmarried (single, divorced, widowed)   
 
Household Size           Yrs. of Education  ____   Occupation                                               Yrs. on Job                Yrs. in Profession          
 
Registered Voter:  [   ] Yes      [   ] No               Able to attend nights/weekends meetings:       [   ] Yes      [   ] No 
 
Applicant’s Signature                                                                                                            Date_________                                                  
 

Annual Recruitment is conducted May through September.  All membership cards will be mailed in the month of October.    

Membership Applications received after May will be mailed in October of the following year. 
 
I certify that this application has been reviewed by the Regional Advisory Membership Committee. 

 

Regional Advisory Chairperson                                                                                                                   Date         

 

 
(Official Use Only) 

 

The Agricultural and Labor Program, Inc. 
 

                            Regional Applicant resides in     [  ] Central    [  ] Eastern    [  ] Northern    [  ] Southern 

We certify that this application has been reviewed by the Board Membership Committee 

 

Chairperson _____________________________________   Vice Chairperson  

 

I.D. Number __________________       Date Approved   

22 

Today’s Date:  
 
______________________ 
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Regional Advisory Council 2017 Election Procedures 
 
To  ensure  the  Agricultural  and  Labor  Program  Compliance  with  all  applicable  laws  and  funding 
regulations,  all  existing  Regional  Advisory  Councils  are  hereby  requested  to  abide  by    the  following 
bylaws  articles  and  procedures  regarding  the  eligibility,  term  of  office  and  election  of  2017  Regional 
Council Members and officers.  
 
Purpose 
In accordance with  the Bylaws of The Agricultural and Labor Program,  Incorporated Article  II Section 1 
The specific purpose for which this Corporation is formed is to assist agricultural workers, disadvantaged, 
disenfranchised persons and other  interested members of  the  community and  their  family members  in 
cooperatively  meeting  their  needs  for  better  health,  education,  social  services,  home  life,  economic 
opportunities and human relations.  In furtherance of this purpose, the Corporation shall have all powers 
conferred by Chapter 617 of the Florida Statutes,  including but not  limited to the following powers: …to 
create an Advisory Council  in each of the four regions currently  in operation, Southern, Eastern, Central 
and   Northern, and to continue same in any new region that may be created for the purpose of aid and 
counsel to the Board of Directors…, all existing Regional Advisory Councils are to adhere to the Bylaws of 
The Agricultural and Labor Program, Incorporated following Article, Sections and Procedure Clarifications 
regarding the eligibility, term of office and election of Council Members and Officers.  
 

DEFINITION OF REGIONS 
 
Central Region Target Areas 
 North Osceola County 
 Hillsborough County 
  (Dover, Ruskin, Wimauma, Plant City) 
 North Polk County 

(Lakeland, Bartow, Lake Alfred, Auburndale, 
Winter Haven, Haines City, Mulberry,  
Polk City, Davenport, Bradley, Waverly, 
Poinciana, Wahneta, Eagle Lake, 
Gordonville, Eloise, Gordon Heights) 

 
 
 
 
Southern Region Target Areas 
$  Highlands County 
  (Avon Park, Sebring, Lake Placid) 
$  Southern Polk County 
  (Lake Wales, Ft. Meade, Frostproof) 
$  Southern Osceola County 
$  Hendry County 
  (Labelle, Clewiston) 
$  Glades County 
  (Moore Haven) 
$  Collier County 
  (Immokalee & Naples) 

$  Hardee County 
  (Wauchula, Bowling Green, Zolfo Springs) 
 
 
Northern Region Target Areas 
$    Brevard County 
$    Seminole County (Sanford) 
$    Volusia County (Deland, Pierson) 
$    Lake County (Leesburg) 
$    Putnam County (Crescent City) 
$    Pasco County (Dade City) 
$    Orange County 
  (Apopka, Orlando, Winter Park, Zellwood) 
 
 
Eastern Region Target Areas 
$  Okeechobee County 
  (Okeechobee) 
$  St. Lucie County 
  (Ft. Pierce, Port St. Lucie) 
$  Palm Beach County 
  (Belle Glade, South Bay, Pahokee) 
$  Martin County 
$  (Indiantown, Hobe  Sound, Stuart, Port Salerno. JensenBeach) 
$  Dade County 
  (Florida City) 
$  Indian River County 
  (Vero Beach, Gifford, Fellsmere, Wabasso) 

 
   

 

 
Sample
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ARTICLE X ‐ REGIONAL ADVISORY COUNCIL 
 

Section 1    The Corporation membership shall be divided into four (4) regions: Southern, Eastern, Central, and 
Northern, with each region having a Regional Advisory Council.  The regions shall be designated by 
the Board of Directors.  

 
Section 2    Regional Advisory Councils shall serve in an advisory capacity to the Board of Directors. 
 
Section 3    The Regional Advisory Council  shall have a membership of not  less  than nine  (9) nor more  than 

twenty‐four (24).   
 
      PROCEDURE CLARIFICATION 

All corporate members of a said region must have declared eligibility including residency via the 
corporate membership process to be eligible to serve on a said advisory council. 

 
Section 4  No employee of the agency may serve on any Regional Advisory Council.  Former employees must 

be  out  of  service  for  at  least  one  (1)  year  before  becoming  eligible  to  serve  on  any  Regional 
Advisory Council. 

 
Section 5  No member of a Council Member’s immediate family shall serve as a Council Member of the same 

Regional  Advisory  Council  during  the  same  time  as  that  Council Member.    Immediate  family  is 
defined as follows: Husband, Wife, Mother, Daughter, Son, Father, Father‐in‐Law, Mother‐in Law, 
Sister, Sister‐in‐Law, Brother, Brother‐in‐Law, Grandmother, Grandfather, Aunt, Uncle, Niece, and 
Nephew. 

 
Section 6  Regional Advisory Council membership shall be for three (3) year periods.  There shall be an annual 

meeting of  the Corporate membership  in each of  the  four  (4) previously  identified  regions.   Said 
meeting will be held each  year before  the end of November. Those  in attendance and who are 
entitled to vote shall elect Regional Advisory Council members. At each annual Regional Advisory 
Council meeting  eight  (8)  persons  shall  be  elected  for  three  year  terms.  It  is  the  intent  of  this 
provision to continue to provide for staggered three year terms with a total of eighteen members 
for each Regional Advisory Council.  

 
      PROCEDURE CLARIFICATION 

 All eligible Council Members present may submit their name in nomination via the Nomination Committee 
or may be nominated from the floor to fill any vacant slot at the time of the election. 
 

 A vacancy slot thereafter in any Council Membership and/or Council officer’s slot may be filled by election 
by a majority of the council members present at a duly held council meeting.   The elected officer and/or 
member shall serve for the remainder of the term of the office and/or membership slot she/he replaces. 
 

 
Once  sworn‐in as Regional Advisory Council members,  they  shall  immediately elect  their officers 
and their representatives to the Board of Directors.  All members elected to the Board of Directors 
shall be representatives of the low‐income communities of said region.  Regional Advisory Council 
officers may be elected as a low‐income community representative if appropriate.   

 
      PROCEDURE CLARIFICATION 

All Advisory Council Members seeking consideration to represent the council on the Board must have 
been a council member for not less than two years. 

 
Section 7  If  requested  by  the  Board  of Directors,  the  Regional Advisory  Council  shall  recommend  elected 

officials and  local business/other representatives  for consideration  for appointment  to the voting 
membership of  the Board.    The Board of Directors  shall have  the  sole  responsibility  for making 
appointments of elected officials and local business/other representatives, 

 
Section 8  All other designated subsidiaries and affiliates of ALPI shall fully comply with and adhere to these 

Bylaws as well as all applicable Policies and Procedures. 

 
Sample
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AGENCY AND SHARED GOVERNANCE POLICIES AND PROCEDURES

<Personnel Policies and Procedures (Table of Contents) 
<Background Screening Policy

<Recruitment Policy
< Termination Policy
< Grievance Policy
< Internal Dispute Policy
< Code of Business Conduct
< Driving Policy 145
< Driving Policy 150
< Private and Agency Vehicle Authorizations
< Fiscal Policies and Procedures (Table of Contents)
< Code of Conduct
< Purchasing and Procurement
< Business Travel Expenses and Reimbursement

< Advisory, Policy Committee & Policy Council Handbook 
< Robert Rules of Order
< CSBG Tripartite Board Regulations
< Public Relations Policy

< Head Start Program Governance Performance Standards 
< Head Start Act 
< CSBG Governance Organizational Standards
< Risk Management Assessment Checklist
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ALPI HEAD START/EARLY HEAD START 
OPERATIONAL POLICIES AND PROCEDURES 

PROGRAM DESIGN AND MANAGEMENT 

SUBJECT: PROGRAM GOVERNANCE 

RELATES TO CFR#: 1304.50 (h) 
INTERNAL DISPUTE RESOLUTION 

PERFORMANCE 
OBJECTIVE: 

To establish and maintain a procedure to settle disputes and 
resolve impasses between the ALPI’s Board of Directors and 
the ALPI Head Start/Early Head Start Policy Council. 

Policy: 

The ALPI’s Board of Directors and the ALPI Head Start/Early Head Start Policy Council 
will resolve disputes as outlined in the approved procedure. 

OPERATIONAL PROCEDURES: 

Internal Dispute Resolution Procedure: 

1. When ALPI Head Start/Early Head Start Policy Council and the Board of Directors
(governing body) reach an impasse on issues requiring the approval of both bodies,
the following procedures will be implemented:

▪ The Chairperson of the Board of Directors may elect to schedule a jointly
called meeting of the Board with the full membership of the Policy Council,
and/or the chairpersons of each body may each appoint three members to a
“Dispute Resolution” Committee, functioning as a special committee of the
Board of Directors. The joint bodies or committee shall meet at a mutually
agreeable time and place to discuss the impasse issue(s) informally, and
institute all good faith efforts to resolve the dispute in a manner acceptable to
both bodies.

▪ Recommendations developed and approved unanimously by the Dispute
Resolution Committee and/or recommendations arising from the joint meeting
will be presented for approval to both bodies.

▪ If the committee and/or combined bodies fail to negotiate the issue, formal
procedures shall be implemented. All mediation or subsequent dispute
resolution discussions will remain confidential among members of the two
bodies.
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▪ The Dispute Resolution Committee, if not previously established, will be 
appointed by the chairpersons of each body, and meet to select a qualified 
neutral third party to serve as a Mediator to assist the bodies in resolving the 
impasse. The Mediator shall not arbitrate, judge nor decide the dispute for the 
parties, but will work to gain the trust of both parties and then use his/her 
knowledge and skills to help the parties focus their interest and goals in order 
to come to an agreement that meets their individual and mutual objectives. If 
the committee cannot agree upon a mediator, chairpersons of the both bodies 
will recall members and appoint new representatives to the committee. 

 
▪ The mediator is strictly prohibited from discussing the case with anyone 

outside the mediation process, so that no one who might be involved in a 
possible later adjudication will have any knowledge of what happened during 
mediation. Fees for mediation services may be charged to the program grant 
and/or discretionary funds of the Board of Directors. 

 
▪ Although either body is free to consult with legal counsel at any time, the 

mediation process shall not require parties to have attorneys.  
 

▪ In the event that the impasse cannot be resolved by mediation, the Board of 
Directors will notify the assigned Program Specialist at the Regional Office. 
Both bodies may elect to enter into binding arbitration (by individual panel) 
following procedures developed and approved by both Policy Council and 
Board of Directors. If either party refuses to engage in arbitration, the Board 
of Directors may elect to enter the judicial system to resolve disputes.  

 
2. During the course of informal and formal efforts to resolve the dispute, no related 

actions shall be implemented unless approved by both bodies. If the conflict places 
the program or agency in jeopardy of losing funding, violation of local, state and 
federal statutes, endangering the health and safety of staff, parents and/or legal 
guardians, participants, or the public; or involves an emergency situation requiring 
immediate action, the Board of Directors has the authority to seek approval from the 
funding agency, local, state, or federal authorities (if applicable) and/or the judicial 
system to implement such actions as it deems warranted.  

 
3. Once the dispute is resolved, such corrective actions or reparations deemed by the 

mediated, arbitrated, or judicial decision accepted shall be implemented.  
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PAGE 1 OF 4 

AGRICULTURAL & LABOR PROGRAM, INC. POLICY NO:  140 
POLICIES AND PROCEDURES MANUAL EFF. DATE:  10-24-87 

REVISION: 09-05-02 
12-13-10 

 

CODE OF BUSINESS CONDUCT 
 

 
 

140 CODE OF BUSINESS CONDUCT 
 

 
 

I Purpose 
 

To  conduct  business  activities  and  transactions  with  honesty  and 
integrity, and in accordance with moral, ethical and legal standards.  The 
Board of Directors of ALPI has adopted the following Code of Business 
Conduct which shall apply to the agency officers, all agency employees or 
agents.  Conflicting    interests can be financial, personal relationships, 
status or power. 

 
A code or standard of conduct shall be maintained to prohibit real and 
apparent conflicts of interest that may arise among officers, employees, 
or agents and to prohibit the solicitation and acceptance of gifts or 
gratuities by officers, employees, or agents for their personal benefit in 
excess of minimal value. 

 
 

II Policy 
 

ALPI shall maintain a code of conduct which shall govern  the 
performance of its officers, employees, and agents including adherence 
to but not limited to the following: 

 
a. Any services to be rendered must be by written contract and 

approved by the Chief Executive Officer; 
 

b. Business activities and transactions are to be conducted with 
honesty and integrity, and in accordance with moral, ethical and 
legal standards; 

 
c. Funds or assets of the agency shall not be used for political 

campaign contributions. Grant monies received through the 
agency will not be used for lobbying efforts; 

 
d.        Political campaign contributions will not be made by or on behalf 

of the agency, which includes direct expenditures or contributions, 
in cash or property, to candidates for nomination or election to 
public office or to political parties, for indirect assistance or 
support; 

Page 202



AGRICULTURAL & LABOR PROGRAM, INC. 
POLICIES AND PROCEDURES MANUAL 

POLICY NO: 
EFF. DATE: 
REVISION: 

140 
10-24-87 
09-05-02 
12-13-10 

 
e. Personal contracts with agency contractors and vendors are 

prohibited.  Employees and agents are to engage in legitimate 
approved written contracts that describe specific services and not 
solicit gifts or private recognition from contractors; 

 
f.  Employees or agents are not to have a direct or indirect personal 

interest in the business of any supplier or client; 
 

g. Employees or agents are not to accept any salary, fee, 
commission nor other compensation from any supplier, or client; 

 
h. Employees or agents are not to accept any personal gratuities, 

favors, or anything of significant monetary value from contractors 
or potential contractors; 

 
i. A contractor, vendor,  employee nor agent shall be retained to 

perform any service except for legitimate business purposes and 
in accordance with applicable policies; 

 
j. No department nor program is excused from the manifestation of 

this Code. 
 

k. No employee nor agent is excused from the manifestation of this 
Code in everyday practices and operations. 

 
l. Board members, employees and agents are prohibited from 

receiving gifts, fees, loans, or favors from suppliers, contractors, 
consultants, or financial agencies, which obligate or induce the 
board member, employee and agent to compromise 
responsibilities to negotiate, inspect or audit, purchase or award 
contracts, with the best interest of ALPI in mind. 

 
m. Board members, employees and agents are prohibited from 

knowingly disclosing information about ALPI to those who do not 
have a need to know or whose interest may be averse to ALPI, 
either inside or outside ALPI.  Nor may board members, 
employees or agents in any way use such information to the 
detriment of ALPI. 

 
n. Board members, employees, or agents may not have a significant 

financial interest in any property which ALPI purchases, or a direct 
or indirect interest in a supplier, contractor, consultant or other 
entity with which ALPI does business. 
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III  Procedures 

 
To the extent permissible under the State or local law, rules and 
regulations,  or  if  ALPI  determines  that  it  has  the  legal  and 
practical capacity for enforcement, such standards as stated in 
the Personnel Policies, Fiscal Policies and Board Manual shall 
provide for appropriate penalties, sanctions, or other disciplinary 
actions to be applied for violation of  such   standards   either   by 
ALPI's officers, employees, and agents, or by its contractors or 
their agents. Including but not limited to the following: 

 
A.       Reporting Improper Practices by Employees and 

Agents 
 

1. Employees  and  agents  have  a  duty  to  report, 
verbally or in writing, promptly and confidentially, 
any evidence of improper practice of which they 
are aware.   The term “improper practice” means 
any illegal, fraudulent, dishonest, negligent, or 
otherwise  unethical  action  arising  in  connection 
with the agency operations or activities. 

 
2. Reports of improper practice should be submitted 

through the lines of administrative supervision 
except when the alleged impropriety appears to 
involve a management employee.  In such cases, 
reports should be referred to the Chief Executive 
Officer, who will advise the Board of Directors, 
Policy Council, and grantee agencies when 
applicable. 

 
 

B.       Reporting  of  Improper  Practices  by  Board  of 
Directors/Governing Bodies 

 
 

1. Any possible conflict of interests on the part of any 
board member should be disclosed to the other 
board  members  and  made  a  matter  of  record, 
either through an annual procedure or when the 
interest becomes a matter of board action. 
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2. Any board member having a conflict of interests or
possible conflict of interests should not vote or use
his/her  personal  influence  on  the  matter,  and
he/she should not be counted as part of a quorum
for  the  meeting. The  minutes  of  the  meeting
should  reflect  that  a  disclosure  was  made,  the
abstention from voting and the quorum situation.

3. These  restrictions  should  not  be  construed  as
preventing the board member from briefly stating
his/her position in the matter, nor from answering
pertinent questions of other board members, since
his or her knowledge could be of assistance to the
deliberations.

C. Methods to be used to ensure that all officers, 
employees, or agents of the organization are 
aware of the code of conduct    include    but   not 
limited to the following: 

1. All board members will be required to complete
the "Conflict of  Interests Statement." This policy
will be reviewed by the board annually and given
to each new board member for signature during
orientation.

2. A  signed  “Code  of  Business  Conduct  Pledge
Statement” will be completed and maintained on
file for all employees, agents, and vendors/
contractors during business with the organization
for future reference.
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DRIVING AGENCY VEHICLES ON AGENCY BUSINESS 

 
 
 

145 DRIVING AGENCY VEHICLES ON AGENCY BUSINESS 

I. Purpose 

Employees whose duties include driving may be assigned an agency-owned vehicle for use 
in carrying out Agency business. 

 
II. Policy 

 
Employees assigned an agency-owned vehicle must keep their driving record clear of 
accidents,  excessive  points  and/or  convictions  for  moving  traffic  violations  to  receive 
proper clearance by the Florida Department of Highway Safety and Motor Vehicles. 

 
The assigned employee is the only person permitted to use the agency’s vehicle while the 
vehicle is in his/her possession.  No other person (including members of the employee’s 
household), is permitted to drive the assigned vehicle.  The exception is employees who 
are assigned vehicles for business and personal use and have possession of the vehicle at 
all times. 

 
III.   Procedure 

 

A.    Approval 
 

Employees whose duties include driving an assigned agency vehicle are approval by 
the Chief Executive Officer and on the recommendation of the Department Director, 
when applicable. 

 
1.   The  Department Director  must  ensure  that  the  employee  has  a  valid  driver’s 

license of the type required to operate the vehicle assigned and a copy is placed in 
the Human Resources file. 

 
2.   Employee must provide Human Resources a copy of updated driver’s license and 

insurance card bi-annually. 
 

B.    Notification of Moving Violations/Accident 
 

An employee must notify his/her immediate supervisor within 24 hours of any: 
 

1. Citation or conviction for a moving traffic violation; 
2. Motor vehicle accident in which he/she is involved; and/or 
3. Suspension or revocation of a driver’s license. 

 
Failure to report can result in disciplinary action, up to and including termination or 
revocation of driving privileges for designated drivers to travel on agency business. 
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C. Motor Vehicle Driving Records 
 

Employees must submit their (3 year) motor vehicle driving records to the Human 
Resources Director, at the time of hire and bi-annually thereafter. 

 
1. The Human Resources Director will monitor the driving records of employees bi- 

annually or as identified by the insurance carrier. 
 

2. Employee  driver  license  identifications  are  sent  bi-annually  to  the  insurance 
carrier by request.   Motor vehicle records are obtained bi-annually from the 
State Division of Motor Vehicles by the Agency’s automobile liability insurance 
carrier in order to determine who is eligible to drive on agency business. 

 
3. Employees cited with violations are notified by the Human Resources Director. 

The employee must respond within a set period with pertinent information to 
verify charge. 

 
4. When a newly hired employee or a promoted/transferred employee is assigned 

an agency-owned vehicle, it is the responsibility of the Department Director to 
ensure that the employee has a valid driver’s license of the type required to 
operate the vehicle in question and must provide a copy of driver’s license to 
Human Resources for the employee file. 

 
5. Applicants  will  be  asked,  as  part  of  the  employment  application,  to  list  all 

convictions for moving violations of traffic laws during the 3 year period 
immediately preceding the date on which the application for employment is 
submitted. 

 
6. No assignments will be made to employees or applicants for employment, who 

have three or more convictions for moving violations, suspended driver’s license, 
and/or cited for driving under the influence (DUI) or driving while intoxicated 
(DWI) within a 3 year period. 

 
 

D. Penalties for Excessive Traffic Violations 
 

In the event of convictions resulting from aggravated or serious violations of traffic laws, 
the agency reserves the right to take disciplinary action against any employee whose 
duties include driving an assigned agency vehicle. 

 
1. Any employee who has three or more convictions for moving violations, excessive 

points, suspended driver’s license, or is cited for driving under the influence (DUI) or 
driving while intoxicated (DWI) within a 3 year period, will, upon review, be     subject 
to a suspension of travel reimbursement privileges, the employee’s right to drive the 
agency-owned vehicle, or any other vehicle, in the course of agency business.  The 
term “Convictions,” as used herein, includes those incurred while driving any vehicle, 
agency-owned or otherwise. 
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DRIVING PERSONAL VEHICLES ON AGENCY BUSINESS 
COMPLIANCE CERTIFICATION FORM 

 
 
 
 
 
I          affirm that in order to perform my duties 

as       I may be required to drive a personal vehicle on agency 

business. 

 
I hereby affirm that I have provided the Agency’s Human Resources Department, a copy of my valid 

driver’s license, current auto insurance card, and current three (3) year DMV driving record.  I further 

understand that my driver’s record must be clear of moving violations and accidents in order to be in 

compliance with Agency Policy #150 (Driving Personal Vehicles on Agency Business).   

 

I understand that should I be found out of compliance with the Agency’s Policy #150, I will not be 

eligible to drive a personal vehicle to perform any agency business. I further understand that my failure 

to comply could be cause for denial of approval to drive a personal or any vehicle to conduct agency 

business. 

 

Furthermore, I hereby agree that I WILL NOT HOLD THE AGRICULTURAL AND LABOR PROGRAM, INC. 
LIABLE FOR ANY ACCIDENTS, INJURIES, OR LOSSES should I be found out of compliance with the 
Agency’s Policy #150. 
 

My signature acknowledges my understanding and acceptance of the terms of which applies. 

 

              
Employee/Other Designated Driver       Date 
 
 
Confirmation of Receipt/Acceptance By: 
 
              
Human Resources Director        Date   
 
 

11/24/2013 
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DRIVING AGENCY VEHICLES ON AGENCY BUSINESS 
COMPLIANCE CERTIFICATION FORM 

 
 
 
 
 
 
I        affirm that I have been assigned an Agency-owned vehicle 

to perform my duties as                                                                      . 

 

Furthermore, I understand that I am the only person permitted to use the Agency’s owned vehicle 
while the vehicle is in my possession.  No other person (including members of my household) is 
permitted to drive the assigned vehicle.  
 
I hereby affirm that I have provided the Agency’s Human Resources Department, a copy of my valid 
driver’s license, current auto insurance card, and current three (3) year DMV driving record (3 years).  I 
further understand that my driver’s record must be clear of moving violations and accidents in order to 
be in compliance with Agency Policy #145 (Driving Agency Vehicles on Agency Business).  A copy of 
Policy was provided to me with the issuance of the vehicle. 
 
I understand that should I be found out of compliance with the Agency’s Policy #145, I will not be 
eligible to drive the agency vehicle. I further understand that my failure to comply could be cause for 
the termination of my privilege to drive any agency vehicle.  
 
Furthermore, I hereby agree that I WILL NOT HOLD THE AGRICULTURAL AND LABOR PROGRAM, INC. 
LIABLE FOR ANY ACCIDENTS, INJURIES, OR LOSSES should I be found out of compliance with the 
Agency’s Policy #145. 
 

My signature acknowledges my understanding and acceptance of the terms of which applies. 

 

              
Employee/Other Designated Driver       Date 
 
 
Confirmation of Receipt/Acceptance By: 
 
              
Human Resources Director        Date   
 
 

11/24/2013 
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NON-DRIVER ON AGENCY BUSINESS 
Certification Form 

 
 
 
 
 
 
I        affirm that my position as__________________________ 

is a non- driving position. 

Furthermore, I understand that I am not authorized to drive my personal vehicle, an agency vehicle or 
any other vehicle without the approval of my supervisor and a completed certification form signed by 
Human Resources Director granting approval to drive on agency business.  
 
I understand that should it be found out, that I have been driving on agency business without being 
properly authorized it will result in disciplinary action to include termination.  
 
Furthermore, I hereby agree that I WILL NOT HOLD THE AGRICULTURAL AND LABOR PROGRAM, INC. 
LIABLE FOR ANY ACCIDENTS, INJURIES, OR LOSSES should I be driving my personal vehicle on agency 
business as a non-driver.  
 

My signature acknowledges my understanding and acceptance of the terms of which applies. 

 

              
Employee/Other Designated Driver       Date 
 
 
Confirmation of Receipt/Acceptance By: 
 
              
Human Resources Director        Date   
 
 

                                                                                                                                                                                     (9/27/2014) 
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A. ACCEPTANCE OF GIFTS AND GRATUITIES 

Policy: 

Employees of ALPI, or members of employees' immediate family, ALPI Officers and 
Members of any Board or policy-making body, are prohibited from soliciting or accepting 
gratuities, favors, or anything of monetary value from: 

a. persons receiving benefits or services under any program financially assisted by
Federal, state, or local funds;

b. any person or anyone performing services under a contract with ALPI;

c. persons in a position to benefit from the action of any employee or board member.

Purpose: 

ALPI will maintain a code or standard of conduct which shall govern the performance of its 
officers, employees, and agents, in connection with expending grant funds. 

Procedures: 

To the extent permissible under the State or local law, rules and regulations, or if ALPI 
determines that it has the legal and practical capacity for enforcement, such standards as 
stated in the Personnel Policies shall provide for appropriate penalties, sanctions, or other 
disciplinary actions to be applied for violation of such standards either by ALPI's officers, 
employees, or agents, or by its contractors or their agents. 

B. RESPONSIBILITY FOR CLIENT FINANCES 

Policy: 

ALPI staff shall not assume any responsibility for client finances.  Those clients who are 
unable to manage their finances and have no family available to assist them will be referred 
to the local department of Social Services. 

a. ALPI staff may not cash any benefit checks for clients, nor will they do bill-paying or
banking for confused or incompetent clients.

b. ALPI staff shall not assume legal guardianship nor will they act as Representative
Payee for any client, nor act as an attorney-in-fact for any client with or without a
written power of attorney.

Purpose: 

To protect personal finances of clientele served by ALPI. 

CODE OF CONDUCT
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Procedures: 

a. In the event a client requires assistance with shopping and bill-paying and is physically
unable to go to the store himself/herself, that client will give the staff person the
approximate amount of money required for the purchase.  The staff person will do the
shopping/bill-paying and return to the client the change and the receipt of purchase.
Employees may not use a client's blank check for any purpose.

b. If a staff member is related to a client, the staff member may act in a representative
capacity only with written approval of the Chief Executive Officer.
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A. GENERAL 

This section explains the request for and purchase of supplies and equipment. 
Department/Program Directors or designate will identify specific procedures for their unit to 
follow in accordance with established procedures. 

The interests of ALPI must always be kept in mind during the procurement process.  The most 
must be obtained for the least.  Documentation for the purchase of goods or services and the 
receipt of them should flow in the same direction simultaneously.  And, receipt of what actually 
happened must be in writing. 

The purchasing of goods and services including but not limited to Sub-Recipient Services is 
initiated by the utilization of either of two procedures depending upon the amount to be spent. 
These two procedures (systems):  Purchase Requisition (Less than $100.00) and Purchase Order 
($100.00 or more). 

B. PURCHASE REQUISITION PROCEDURES 

1. Definition

A Purchase Requisition (or request for purchase) is a form written by designated personnel
to ask administration to buy goods or services whose unit or extended cost is less than
$100.00.  The form may be written independently for each request with two (2) copies
provided one original and one copy for Budget and Finance and one copy for the person
who writes the request.

2. Documentation

The Purchase Requisition should be signed by the person preparing it and should include the
following:

• Information as to the quantity and nature of goods or services
• Suggested sources of supply
• Estimated unit cost and extension based on:

(a) professional knowledge 
(b) catalogues 
(c) other reliable sources 

• Date delivery is needed
• Justification for approval or disapproval of the requisition (approved budget item and

funds availability).

PURCHASING AND PROCUREMENT
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3. Approval

Approval of the Purchase Requisition Form should be done by Department/Program
Director and approved by the Chief Executive Officer before ordering.  Approved Purchase
Requisitions less than a $100.00 are forwarded to the Budget and Finance Department for
payment attached to a Check Request Form with a copy of the vendor's invoice attached.
The vendor's invoice serves as verification of receipt of goods or services.

Invoice computations and account distributions should be verified.  Discounts, rebates, and
other allowances are deducted from the vendor's invoice before submission for payment.
The original invoice and delivery ticket (if applicable) should be submitted for payment or to
support payment vouchers.  The copy of the Purchase Requisition should be completed,
including verification of the "items received" columns, and a signed invoice or a delivery
ticket.

Approved Purchased Requisitions must be submitted to Budget and
Finance for the issuance of a Purchase Order Form prior to the purchase of any goods
orservices that is $100.00 or more.

C. PURCHASE ORDER PROCEDURES 

1. Definition

A Purchase Order is a document authorizing a vendor to deliver described merchandise,
material, or services at a specified price (unit cost or extension which exceeds $100.00).
Upon acceptance by a vendor, a Purchase Order becomes a legally binding contract.  The
Purchase Order Form gives the vendor authority to ship the required goods or perform the
required service and binds ALPI for payment.

2. Form

The Purchase Order Form  is prepared by the requesting project or department showing all
information necessary for the vendor to identify the items and quantities, and make
delivery to the proper location.  It is prepared in four (4) copies for the following use:
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Copy to Use 

White Vendor Authorizes the purchase transaction. 

Goldenrod B & F Is filed sequentially in the permanent purchase order 
file. 

Canary B & F Budget and Finance place in an open Purchase Order 
file.  When goods are received, it is attached to the 
Check Request and is placed in the file for future 
reference. 

Pink Requisitioner  GMS generated Purchase Order copy and the pink 
copy are maintained by requisitioner in an 
appropriate file which verifies that the order has been 
placed. 

The Purchase Order form is pre-numbered and contains the following information: 

1. Vendor's name and address.

2. Date of Purchase Order issuance.

3. Delivery destination or location and any special delivery instructions including a
delivery deadline date (if applicable), method of shipment, etc.

4. Quantities ordered.

5. Description of items ordered.

6. Unit prices.

7. Amounts (unit prices extended and totaled).

8. Signature of a person in Budget and Finance who issued the Purchase Order Number.

9. Other special instructions.

10. Justification (approved budget item and funds availability).

It is the responsibility of Budget and Finance to account for all Purchase Orders in numerical 
sequence.  At all times the status and disposition of all Purchase Orders should be known.  If 

a Purchase Order is canceled, Budget and Finance should collect all copies of the canceled 
Purchase Order and maintain them in the Purchase Order file. 
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3. Back-Orders

A back-order occurs when an order is placed with the vendor, and the particular item 
is not in stock at the moment.  The vendor indicates this on the invoice with the intention of 
filling/completing the order when the back-ordered item(s) becomes available. 

The same paper trail exists for back-ordered items except that on the invoice and 
copies the Purchase Order Form forwarded to Budget and Finance.  The notation that the 
item is on back-order is made.  Usually, the requisitioner advises Budget and Finance that an 
item which was ordered has not been received.  Budget and Finance then reviews the 
supporting documentation for this item and selects one of the two following options:  (1) 
recorder the item; or (b) cancel the order.  The disposition of the back-order should be 
noted on the copies of the Purchase Order.  All back-orders will be routinely canceled as of 
the end of the fiscal year. 

D. PURCHASING SYSTEM 

Policy: 

A central purchasing system is used to make volume purchases of consumable supplies, vehicles, 
contracts, services, printing, equipment and other items used in the agency's daily operation when 
applicable.  These policies also apply to leasing equipment. 

1. A Purchase Requisition Form must be used for all purchases whose unit or extended cost is
less than $100.00 and a Purchase Order Form must be used for all purchases whose unit or
extended cost is $100.00 or more.

2. A Purchase Order number will not be issued after an order has been placed.

3. Only ALPI approved vendors will be used.

4. Purchases valued at less than $1,000.00 may be made without obtaining bids; however, in
all instances the lowest price will be obtained.

5. Purchases valued at $1,000.00 or over require three bids/quotes and, in some instances,
may require funding source approval.
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6. Purchases of $5,000.00 or more will require a public advertisement for bids and funding
source approval when applicable.

Purpose: 

To obtain the lowest price through volume purchases and the use of competitive bids and 
negotiations, to provide a central system for cost control and accountability, to afford equal 
opportunity for bidders/vendors, and to enable Budget and Finance Department to control and 
monitor expenditures of funds for each grant. 

Procedures: 

1. Purchases Less than $100:

(a) Department/Program Director determines whether the planned purchase is an 
allowable cost in the budget, and whether funds are available. 

(b) Department/Program Director or designate will complete the Purchase Requisition 
Form in its entirety, submitting the appropriate copy and all documentation to the 
Budget and Finance Department. 

2. Purchases of $100 to $999:

(a) Department/Program Director determines whether the planned purchase is an
allowable cost in the budget, and whether funds are available. 

(b) The Purchase Order process is followed. 

3. Purchases of $1,000 to $4,999 - BIDS REQUIRED:

The selection process for bid evaluations will consider the following: 
(1) Cost 
(2) Quality 
(3) Past experience and reputation of bidders may be considered when new selection of 

lowest bid. 
(4) When making selection of 'a sole source', documentation is required. 

(a) Department/Program Director determines whether the planned purchase is an 
allowable cost in the budget, and whether funds are available. 

(b) Department/Program Director makes discreet inquiries to vendors for prices 
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and information about the purchase to be made, but make no commitment. 
This enables you to estimate the cost when you obtain the purchase order. 

(c) Department/Program Director complete Purchase Requisition Form giving 
specifics.  Program staff will submit form to their Department/Program 
Director; Department/Program Directors submit to Budget and Finance.  Budget 
and Finance clears  request with the Chief Executive Officer. 

(d) Action is taken by the Chief Executive Officer or the Finance Director to approve 
or deny the request, noting the form accordingly.  If approved, Purchase 
Requisition Form is forwarded to Budget and Finance.  If funding source 
approval is required, the Department/Program Director and/or the Budget and 
Finance Director will assist the Chief Executive Officer to secure approval before 
signing off. 

(e) Within fifteen (15) working days from receipt of the form, the 
Department/Program Director with assistance from Budget and Finance will 
solicit bids, using Request for Bid/Quotation Form.  The Department/Program 
Director will assist Budget and Finance in completing the bid form with 
specifications to be sent to the vendor.  A copy of  Request for Bid/Quotation 
Form is directed to the Chief Executive Officer for approval. 

(f) Budget and Finance will open and review all bids/quotations with the Chief 
Executive Officer. 

(g) Once the Chief  Executive Officer approves a bid, Budget and Finance is notified 
of the decision. 

(h) Budget and Finance inform the Department/Program Director of the decision, 
documenting action taken on Request for Bid/Quotation and notifying all 
bidders via a Bid Denial Notice or a Bid Acceptance Notice. 

4. Purchases of $5,000 and Over - PUBLICLY ADVERTISED BIDS REQUIRED

(a) Determine from Budget and Finance Department whether the planned
purchase is an allowable cost in the budget, and whether funds are available. 

(b) Make discreet inquiries to vendors for prices and information about the 
purchase to be made, but make no commitment.  This enables you to estimate 
the cost when you obtain the purchase order. 
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(c) Complete a Purchase Requisition Form, giving specifics.  Staff will submit form 
to their Department/Program Director; Department/Program Directors submit 
to Budget and Finance.  Budget and Finance clears request with the Chief 
Executive Officer. 

(d) Action is taken by the Chief  Executive Officer or the Finance Director to 
approve or deny the request, noting the form accordingly.  If approved, Request 
for Bid/Quotation is forwarded to Budgeting and Finance.  If funding source 
approval is required, the Finance Director is responsible for obtaining it before 
signing off. 

(e) Within fifteen (15) working days from receipt of the form, Budget and Finance 
will solicit bids.  Specifications will be prepared on Request for Bid/Quotation 
and the bids will be advertised in local news publications where appropriate.  If 
request for bid/quotation is to be published, a copy of Request for 
Bid/Quotation with full specifications is sent to the Secretary of the Chief 
Executive Officer who arranged for the advertisement and provides a copy of 
the advertisement to Budget and Finance.  A copy of Request for Bid/Quotation 
is directed to the Department/Program Director.  All bids must be directed to 
the Finance Director. 

(f) Budget and Finance will open and review all bids/quotations with the Chief 
Executive Officer. 

(g) Once the Chief  Executive Officer approves a bid, Budget and Finance is notified 
of the decision. 

(h) Budget and Finance inform the Department/Program Director of the decision, 
documenting action taken on Request for Bid/Quotation Form and notifying all 
bidders via a Bid Denial Notice or a Bid Acceptance Notice. 

5. Sole Source Purchases

There are some situations in which "sole source" purchases including but not limited
to Sub-Recipient Services and professional services are allowed.  In instances where
only one place of business sells or provides a particular item or service, or is selling at
a price that no other vendor can match, a sole source price may be authorized.

(a) Follow applicable procedures, Item 2, 3, or 4.
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6. Contract Services, Consultants

General Definition:

A contract is defined as a written agreement between at least two parties consisting
of promises which are enforceable by law.

Procedures: 

The same purchasing procedures will be followed as set forth in Item 2, 3, or 4.  The 
following additional considerations are necessary: 

(a) Consider in-house capabilities to accomplish services before seeking them 
outside the agency. 

(b) Limit experts’ or consultant's fees to the going, acceptable rate per man day. 

(c) Seek accounting or legal services on an "as performed" basis instead of a 
"retainer" basis. 

(d) Determine with immediate supervisor the exact type of service or contractual 
agreement you needed prior to making formal request. 

(e) Provisions of contracts include the date of agreement, services to be provided, 
general provisions and conditions, cost effectiveness, method of payment, 
authorized signatures and titles, names of parties involved and the corporate 
seal.  The Executive Department has ALPI's approved pro forma Contract for 
Services and Sub-Recipient Agreement which is to be used.  The 
contract/agreement format will be reviewed for appropriate terms and 
provisions as needed. 

(f) Budget and Finance is the custodian of original, executed Agreements.  Copies 
will be provided to the office of the Chief Executive Officer and appropriate 
Department/Program Director offices. 

(g) The Chief  Executive Officer obtains formal approval from the Board of Directors 
for auditing services or other significant contracts. 

(h) It is the responsibility of the Department/Program Director to secure evidence 
that services were actually performed or that contractual work was 
satisfactorily completed prior to authorizing payment. 

7. Consumable Supplies
Consumable supplies are ordered through the designated support staff person of
each program/department.  Central office consumable supplies and forms are the
responsibility of the Secretary of the Chief  Executive Officer.
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Procedures: 

Submit the appropriate purchase requisition/purchase order form to Budget and 
Finance (Item 1, 2, 3, 4, or 5 above). 

8. Printing

Policy: 

The Office of the Chief Executive Officer will order all printed materials such as 
stationery, envelopes, business cards, agency forms, etc., as well as all materials 
which are to be copied for outside distribution.  Materials to be printed or copied 
must be cleared with the Office of the Chief Executive Officer prior to initiating 
purchase.  The agency logo will be used whenever possible.  The Office of the Chief  
Executive Officer or designate will maintain the log (with samples) of all forms 
authorized for utilization by The Agricultural and Labor Program, Inc. 

Procedures: 

(a) Prepare draft of materials. 

(b) Submit to the Office of the Chief Executive Officer for technical assistance and 
approval. 

(c)) The Office of the Chief Executive Officer checks for content, accuracy and 
appearance, determines whether material is in compliance with funding source 
and agency standards, and, when necessary, obtains approval of the funding 
source and the Chief Executive Officer. 

(d) Once approvals are received, follow procedures as set forth in Item 1, 2, 3, 4, or 
5 above. 

(e) When materials are received by purchaser, copies will be sent to the Office of 
the Chief Executive Officer for review prior to making payment to the vendor. 

9. Emergency Purchases (Services or Repairs)

Policy: 

Regular purchasing procedures are required for purchasing services that include, but 
are not limited to, vehicle maintenance, repairs of equipment, building maintenance 
and incidentals, except in case of an emergency the following procedures are 
followed: 

(a) The Department/Program Director involved will telephone the Finance Director 
and explain what services are needed, giving the estimated cost. 
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(b) In the event the Finance Director is not available, and there is a need to proceed 
immediately with the service, a designate may give approval. 

(c) Once approval is obtained, the emergency service purchase may be made. 

(d) Within three (3) days following receipt of the service, a Purchase Order Form 
must be completed and filed with Budget and Finance indicating 'emergency 
service' thereon. 

10. Signs/Decals

Policy: 

Signs identifying buildings, offices and vehicles of the agency and its projects will be 
affixed or erected and maintained in a manner which presents a professional image 
for ALPI at all sites. 

Purpose: 

To provide immediate identification of buildings, vehicles and offices by residents of 
the community and for prospective clients of the agency. 

Procedures: 

Department/Program Directors are responsible for enforcing agency policy and will 
make periodic inspections (at least quarterly) to ensure that appropriate identifying 
signs, decals, etc., are on agency and project buildings, offices, and vehicles. 

11. Vehicles

Policy: 

The office of the Chief Executive Officer will be responsible for the decision to acquire 
vehicles for use by ALPI staff for program and/or administrative purposes. 

Purpose: 

To identify and maintain a record of vehicles purchased and/or donated to the 
organization. 

Procedures: 

(a) Determine from Budget and Finance Department whether the planned purchase 
is an allowable cost in the budget, and whether funds are available. 

 (b) Make discreet inquiries to vendors for prices and information about the purchase 
to be made, but make no commitment.  This enables you to estimate the cost 
when you obtain the purchase order. 
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   (c) Complete Purchase Requisition Form giving specifics.  Staff will submit form to 
their Department/Program Director; Department/Program Directors submit to 
Budget and Finance.  Budget and Finance clears request with the Chief Executive 
Officer. 

 
   (d) Action is taken by the Chief Executive Officer or the Finance Director to approve 

or deny the request, noting the form accordingly.  If approved, Purchase 
Requisition Form is forwarded to Budgeting and Finance.  If funding source 
approval is required, the Finance Director is responsible for obtaining it before 
signing off. 

 
   (e) Within fifteen (15) working days from receipt of the form, Budget and Finance 

will solicit bids.  Specifications will be prepared on Request for Bid/Quotation 
Form and the bids will be advertised in local news publications where 
appropriate.  If request for bid/quotation is to be published, a copy of the 
Request for Bid/Quotation Form with full specifications is sent to the Secretary 
of the Chief Executive Officer who arranged for the advertisement and provides 
a copy of the advertisement to Budget and Finance.  A copy of Request for 
Bid/Quotation Form is directed to the Department/Program Director.  All bids 
must be directed to the Budget and Finance Director. 

 
   (f) Budget and Finance will open and review all bids/quotations with the Chief 

Executive Officer. 
 

   (g) Once the Chief Executive Officer approves a bid, Budget and Finance is notified 
of the decision. 

 
   (h) Budget and Finance inform the Department/Program Director of the decision, 

documenting action taken on Request for Bid/Quotation and notifying all bidders 
via a Bid Denial Notice or a Bid Acceptance Notice. 

 
  Specifications: 
 

When specifications are developed for a Bid/Quotation from a vendor for vehicles, "Non-
Acceptable" features which are considered "luxury" items must be identified in the 
solicitation. 

 
 Such items include, but are not limited to: 

 
    Dark Colors   Power Seats 
    White Wall Tires  Sun Roof 
 
 12. Equipment and Supplies 
 
  Purpose: 
  To identify and maintain a record of equipment and supplies purchased for the agency. 
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Inventory: 
A list of all items purchased exceeding $ 1,000, but less than the capital expenditure criteria, 
will be maintained by the Department/Program Director or designate. 

Disposition: 
Prior to the disposition of any equipment, the approval of the Grantor, Chief Executive 
Officer and/or the Board of Directors is required. 

E. INVOICE PROCESSING 

Policy: 

Upon receipt of merchandise, an authorized staff member with the project, department, or 
administrative department must sign and verify the vendor's invoice by comparing it to the 
Purchase Requisition or Purchase Order and approving the items received. 

Procedure: 

Invoice computations and account distributions should be verified.  Discounts, rebates, and other 
allowances are deducted from the vendor's invoice before submission for payment.  The original 
invoice and delivery ticket (if applicable) should be submitted for payment or to support payment 
vouchers.  The appropriate copy of the Purchase Requisition or Purchase Order should be 
completed, including verification of the "items received" columns, and a signed invoice or delivery 
ticket. 

The vendor's invoice for partial shipment should be noted on the appropriate copy of the 
Purchase Requisition or Purchase Order to prevent duplicate payment.  Purchasers will maintain a 
copy of the Purchase Order until the full shipment has been received. 

F. VOUCHER/CHECK REQUESTS 

Policy: 

When a bill or invoice is approved for payment, a Voucher/Check Request is submitted to Budget 
and Finance.  No check will be signed in advance and checks made payable to "cash" or "bearer" is 
prohibited.  Checks will not be issued to contractors or vendors who have not received agency 
approval. 

Procedures: 

The Voucher/Check Request is completed as soon as possible after purchases have been made 
and invoice and other pertinent documents are available.  No checks will be issued unless a 
receipt, signed invoices, bill or statement, and a copy of the Purchase Order or Purchase 
Requisition is attached. 
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Voucher/Check Requests must be submitted to Budget and Finance by Tuesday of each week by 
the end of the work day.  Voucher/Check Requests that are incorrectly prepared are returned to 
the originator along with a Check Request Form and the reason(s) for returning the Voucher/Check 
Request is indicated.  The Voucher/Check Request should be corrected and returned on the 
following Tuesday. 

The Voucher/Check Request is to be properly dated reflecting invoice date; vendor's name and 
complete address; the check description reflects the invoice number, account number and/or other 
applicable information to identify payment; and coding must be filled in completely in accordance 
with the Chart of Accounts.  Signatures of the originator and program director or supervisor must 
be on all Voucher/Check Requests.  The originator prepares and signs the Voucher/Check Request. 
Execution by the Department/Program Director acknowledges that the purchase is an allowable 
cost in the budget and that funds are available for the expenditure.  

Approved Check Request Form with attached documentation will be processed by Budget and 
Finance by the close of business day each Friday.  The Budget and Finance Director's certification of 
all Check Request Form will be obtained prior to processing. 

After computerized processing, checks are signed, reviewed and initialed by the Budget and 
Finance Director and/or designee.  Budget and Finance will distribute and/or forward checks for 
mailing to the Executive Office Manager or designee  by close of business on Friday of each week. 

G. VENDOR APPROVAL 

Policy: 
Vendors and service contractors must be ALPI-approved.  Properly executed contracts or service 
agreements must be on file in the Central Office of ALPI for those who provide services to the 
agency.  The contracts or agreements must bear the signature of the Chief Executive Officer and 
the appropriate contractor.  Checks will not be issued to non-ALPI-approved contractors or 
vendors. 

Procedures: 
(a) Before orders for goods or services are placed, requisitioner contacts Budget and Finance to 

determine whether or not the vendor or contractor is approved by the agency.  If so, regular 
purchasing procedures apply. 

(b) If vendor or contractor has NOT been approved, requisitioner must take appropriate action 
to have proposed vendor or service provider approved by the agency.  Budget and Finance 
provides a Vendor/Contract Data Sheet  to the vendor or service provider for completion. 

(c) When a Vendor/Contract Data Sheet is returned and processed by Budget and Finance, the 
contractor or vendor's name is added to the official approved vendor listing and purchaser 
may proceed. 
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H. LEASES 

Budget and Finance will consider the relative cost advantage of "lease versus purchase" when 
appropriate.  In weighing the decision as to "lease" or "purchase”.  Budget and Finance will 
document the pertinent elements evaluated as well as conclusions reached.  This documentation is 
attached to the lease agreement kept by Budget and Finance and affixed to it. 

The following points will be considered in the lease/purchase study.  These are not necessarily all 
inclusive. 

(a) The cost of leasing over a 3-year period compared to the purchase price (including freight, installation) 
(b) Imputed interest and finance charges included in the lease payments. 
(c) Repairs and maintenance cost to ALPI under both options. 
(d) Personal property taxes cost, if applicable. 
(e) Insurance costs to ALPI under both options. 
(f) Availability of the property to ALPI without cost or substantial cost savings from other sources. 
(g) Availability of cash for purchase and lease payments. 
(h) Purchase options at various time periods. 
(I) Length of time the property will be needed. 
(j) Technological changes and the useful life of the property. 
(k) Trade-in value of the property. 
(l) Required approval of funding agencies. 

Execution of the lease, lease-purchase, purchase, or other contract is the responsibility of the Chief 
Executive Officer.  CAUTION:  Legal counsel should be consulted before the contract is signed. 

1. All leases will be approved and signed by the Chief Executive Officer.

2. Leases will correspond to program years whenever possible.

3. Original, executed lease agreements will be immediately forwarded to the Budget and Finance
Director.  Copies will be provided to appropriate programs/departments as requested.

I. BENEFICIARY COMMITTEES AND BOARD EXPENSES 

1. The individual incurring expenses while carrying out duties for the agency will complete and
sign the Authorization to Incur Travel Expenses Form .

2. The Authorization to Incur Travel Expenses Form will be approved by the Chief Executive
Officer.

3. Upon completion of the trip, the Voucher for Reimbursement of Expense Report Form with a
Trip Report Form will be attached to a Check Request and submitted to the Chief Executive
Office or designate for approval. The approved Check Request along with the appropriate
forms will be submitted to the Finance Department for processing and payment.

4. The reimbursement checks will be prepared in accordance with Section VI - Voucher/Check
Requests.

5. Reimbursement checks will be prepared in accordance with Section VI, Check Request Form.
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THE AGRICULTURAL AND LABOR PROGRAM, INCORPORATED 

  Business Travel and Expense and Reimbursement Policies and Procedures 
 

INTRODUCTION 
 
The policies and procedures herein, shall govern all travel at the expense of THE AGRICULTURAL AND 
LABOR PROGRAM, INC and the various programs it currently administers and/or directly operates.  
Authorization for travel will not be granted and expenses will not be reimbursed unless the travel is 
made and reimbursement is claimed in accordance with the policies and procedures herein. 
The allowances for travel expenses are set by THE AGRICULTURAL AND LABOR PROGRAM, 
INCORPORATED Board of Directors as determined by the various corporate, state and federal funding 
sources' travel expense reimbursement rules and regulations. 
 
A unified expense rate for mileage, lodging and meals will be applied agency wide whenever possible.  
However, limited funding as well as limitations within prescribed State and Federal travel expense 
reimbursement rules and regulations makes this impossible to do.  If the latter is the case, the applied 
expense rates will be governed by current State and/or Federal Per Diem Regulations.  Otherwise, the 
following travel expense rates will be applicable Agencywide. 
 
  **1) The Mileage Rate will be @ 44.5 cents per mile or at the current rate as per approved by the 

Board of Directors; 
 

   2) The Lodging and Hotel Daily Rate will be applied in accordance with the current Federal Per 
Diem Regulations with the following exceptions. 

 
• If Lodging is reserved in a hotel where pre-approved activity is scheduled, advance or 

reimbursement rate will be the actual cost (room rate plus applicable taxes). 
 

• If prior reservation is made in the area of a scheduled activity for which travel is approved, 
which reservation is not honored upon arrival, and are motels/hotels have no vacancies, 
reimbursement will be the actual per night cost for secured lodging.  THIS EXCEPTION MUST 
BE DOCUMENTED. 

 
  3) The Meal Allowance Rate will be applied in accordance with THE current FEDERAL TRAVEL Per 

Diem Regulations with the following exceptions. 
 

•  Meal cost incurred when travel destination begins and ends within a normal work day (8:00 
A.M. - 5:00 P.M.)  IS NOT REIMBURSABLE. 
 

• Meal cost that is included in a conference registration will be deducted from the daily meal 
allowance rate. 

 
• Tips for meal service in addition to the maximum daily meal allowance rate IS NOT 

REIMBURSABLE. 
 
All other reimbursable travel costs (i.e. transportation, toll, parking, etc.) not referenced in this manual, 
must be reviewed and approved prior to the cost being incurred.      
 
The limits on travel expenses set forth herein are not to be construed as an indication of amounts that 
should be spent.  Instead, these are maximum amounts above which reimbursement will be 
questionable.  All travelers traveling on behalf of the agency should be as conservative as good 
judgment and circumstances permit and expenses will customarily run less than the maximum limits. 
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The success of THE AGRICULTURAL AND LABOR PROGRAM, INC. depends on how well we can 
demonstrate our ability to deliver needed services to our clients and manage our financial resources.  
Adherence to the policies and procedures herein, should do much to demonstrate a sound and viable 
operation to our various funding sources. 
 
Sincerely, 
 
 
Deloris Johnson 
Chief Executive Officer 
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1 

THE AGRICULTURAL AND LABOR PROGRAM, INCORPORATED 
 Business Travel and Expense and Reimbursement Policies and Procedures 
 
 
PURPOSE 
 
The objective of this manual is to state the travel policy and procedures that are to be adhered to by all 
persons traveling on behalf of THE AGRICULTURAL AND LABOR PROGRAM, INCORPORATED and its programs 
hereafter referred to as the "Agency". 
 
SCOPE 
 
The scope of the policy and procedures herein, shall cover the agency's Board of Directors, Chief Executive 
Officer, Head Start Policy Council Members, Regional Advisory Council Members, Employees, Consultants and 
all other persons hereafter referred to as the "traveler" authorized and approved to travel on behalf of the 
Agency.  No authorized traveler will be reimbursed nor will payments be made by the Agency on their behalf 
for excessive personal living expenses, gifts, entertainment, or other personal benefits. 
 
I.   AUTHORIZATION TO TRAVEL 
 

  A. All travelers traveling at the expense of the Agency must have official authorization prior to the 
anticipated travel being performed.  Authorization levels are as follows: 

 
      
 

  B. All travel authorized in accordance with the authorizations process detailed above will be guided by the 
following considerations: 

   
      1. The travel must be necessary for the proper execution of Agency business or in justifiable pursuit of 

Agency's educational and training objectives. 
 

      2.  Ascertainment that selection of person(s) to attend meetings, conferences, training, etc., will coincide 
closely with employee performance needs and/or will enhance the mission and goals of the Agency. 

       3. Consideration of the minimum rather than the maximum number participants necessary to fulfill the 
above stated considerations. 

 
     4. Any special meetings, committee appointments, etc., where a Board Member, Policy Council member 

or Advisory Council member is requested to attend must be appropriately authorized and approved 
prior to the actual travel being performed. 

 
     5. Priority will be given to the Chairpersons of the ALPI Board of Directors, Head Start Policy and 

Regional Advisory Councils to attend meetings, conferences, seminars, etc., on behalf of their 
respective members. 

 
 

TRAVELER REQUEST SUBMITTED TO AUTHORIZED BY 
Board of Directors Chief Executive Officer via Executive Office Manager Board of Directors 
Chief Executive Officer Board of Directors via Board Chairperson  Board Chairperson 
Head Start Policy Council Members Head Start/EHS Director Head Start/EHS 
Regional Advisory Council Members Regional Advisory Council Staff Liaison Chief Executive Officer 
Senior Management Staff Chief Executive Officer Chief Executive Officer 
Program Managers and all 
Employees 

Dept./Program Immediate Supervisor Senior Director 

Consultants and others Chief Executive Officer Chief Executive Officer 
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  C. The following forms must be prepared and submitted to properly execute the authorization and 
approval process: 

 
 1. The Authorization to Incur Travel Expenses form (TF 93-0001) must be completed by all travelers to 

summarize all anticipated travel and travel expenses for the month. 
 
 2. The Travel Expense Estimate form (TF 93-0002) must be completed with appropriate copies 

submitted along with The Authorization to Incur Travel Expenses form (TF 93-0001) to activate a 
request for a travel expense advance and/or to justify all anticipated travel expenses for each trip 
planned for the month. 

 
D. The request for travel by all travelers is officially approved when The Authorization To Incur Travel form 

(TF 93-0001) and The Travel Expense Estimate form (TF 93-0002) have been properly signed, certified by 
Budget and Finance and approved by the Chief Executive Officer. 

 
II. TRAVEL EXPENSE ALLOWANCES 
 
    A. Transportation must be by the most direct route possible and any individual or group traveling by an 

indirect route is subject to bearing the extra expense incurred. 
 
     1. Common Carrier 
       All travel arrangements via a common carrier shall be based upon the most economical rate   
       to the Agency.  
 

Advantages must be taken of round trip rates, advance reservations and ticket purchase, Saturday 
Night stay, etc.  No traveler shall use a mode of transportation that is more expensive that the 
cheapest round-trip airline ticket, Bus ticket or train ticket.  If more expensive accommodations are 
required during an approved trip, an explanatory notation must be made on The Travel Expense 
Estimate form (93-0002).  The traveler's copy of the common carrier ticket must be attached to the 
reimbursement and/or travel expense report. 

 
       2. Limousine Services and Taxi Fares 
       If authorized travel is by a common carrier, limousine, shuttle, or taxi, fares necessary to transport 

the traveler to and from the airport or station is a reimbursable cost.  An official receipt (signed by 
the driver) for each fare must be attached to the Travel Expense report. 

 
      3. Agency Vehicles 
      Agency vehicles will be assigned to ALPI Employees upon approval of the Chief Executive Officer.  

Agency vehicles can only be used by employees conducting approved ALPI business.  No agency 
vehicle is to be used for personal business unless written approval is obtained from the Chief 
Executive Officer via The Agency Vehicle Usage Authorization form (TF 93-0008).  Each driver of an 
Agency vehicle is required to complete an Agency Vehicle Mileage Trip Log form on daily activities.  
This log is to be submitted to Budget and Finance with a copy forwarded to the Chief Executive 
Officer at the end of each month (by the 2nd working day).  All drivers authorized to drive a Agency 
Vehicle, must maintain a good driving record, a valid driver's license and be eligible for coverage 
under any applicable agency insurance. 

 
     4. Personally Owned Vehicles 

All travelers using their personally owned vehicle for work-related travel (in-town or out-of-town) 
shall be reimbursed at the approved mileage rate.  All mileage to be claimed via The Voucher For 
Reimbursement of Travel Expenses form (TF93-0004) must show destination, purpose of travel, 
date/time of departure and return.  Claims for gas, oil, parts or repair cost are not reimbursable 
expenses.  Mileage computation shall be calculated using official road map and mileage charts 
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published by The State of Florida Department of Transportation or Map Quest. The request, 
authorization and approval process will be guided by the following considerations: 

 
       a. All agency business travel using a personally owned vehicle must be officially authorized and 

approved via The Authorization To Incur Travel Expenses form  (TF 93-0001) prior to any travel 
being incurred. 

 
         b. Employees traveling from home to designated pre-approved work sites cannot receive 

reimbursement, if the mileage is less or equal to the employees regular home to permanent 
work site mileage. 

 
         c. Where two or more travelers are traveling in the same vehicle, only one person may claim 

transportation reimbursable costs.  Where more than one agency employee is traveling to the 
same destination for the same scheduled activity, staff members are encouraged to share 
personally owned vehicle means. 

 
        d. Before approving a driver to use their own personal vehicles to conduct Agency business (i.e., 

hauling children, transporting other persons for the Agency) the existence of valid insurance and 
a valid driver's license must be verified. 

 
       5. Rental Car 

Authorization for rental car expenditures must be approved via The Travel Expense Estimate form 
(TF93-0002) prior to the actual rental.  If authorization is granted, the traveler shall attach an 
official rental receipt to the Travel Reimbursement and/or Actual Travel Expense Report. 

 
       6. Toll Fees 

        Fees paid for toll during official Agency travel is reimbursable.  Receipts for any reimbursement 
claims must be attached to The Voucher for Reimbursement of Travel Expenses form (TF 93-0004). 

 
   B. Lodging 

Lodging cost incurred during overnight travel is a reimbursable expense.  The maximum reimbursable 
expense for overnight lodging will be regulated by The Federal Travel Per Diem Regulations (see 
Appendix B) appropriate DOE travel rules and regulations and/or the Agency approved policy.  To 
receive an advance for anticipated lodging cost, the traveler must include the cost in the official 
request to travel along with supported documentation.  Hotel/Lodging receipts must be stamped 
"paid" and attached to the travel Reimbursement Claim report and appropriately submitted, certified 
by Budget and Finance and approved by the Chief Executive Officer before reimbursement is made 
and/or a travel advance can be cleared. 

 
   C. Reimbursable Meal Cost 
 

        1. Meal Cost incurred when travel destination is in an assigned work area and/or within the traveler's 
normal work day is not reimbursable.  Any exception must be reviewed and approved by the Chief 
Executive Officer prior to the cost being incurred. 
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     2. Approved Meal Cost for out-of-town travel and/or overnight stay is reimbursable under the 
following conditions: 

 

Time Schedule MEAL TYPE 

 6:30 AM 
10:00 AM 

  5:00  PM 

8:00 AM 
1:30 PM 
7:00 PM 

BREAKFAST 
LUNCH 
DINNER 

                     
  3. When a meal cost allowance is approved via The Authorization to Incur Travel Expenses form (TF 

93-0001), an appropriate meal allowance rate will be applied.  The traveler's time schedule 
(Departure Time and Return Time) will be used to determine the anticipated and/or actual meal 
cost allowance.  The cost determined will be prorated accordingly.  NO MEAL COST will be 
reimbursable if the appropriate authorization and approval is not secured by the traveler prior to 
incurring the cost. 

 
   D. Miscellaneous Travel Expenses 
 
    1. Registration Fee 

 Registration fees in the amount necessary to qualify individuals to attend conventions, meetings, 
conferences, and banquets are reimbursable cost provided attendance at such function is 
appropriately authorized as an Agency sponsored and/or business related function.   

 
  Appropriate documentation (receipt, invitation, etc.) must be submitted with the travel advance 

request and/or reimbursement claim.  TRAVELERS SHALL NOT BILL AGENCY FOR MEAL COST 
COVERED UNDER A REGISTRATION FEE. 

 
    2. Expenditures for Tips, Gratuities, etc. 
 
   Tips and gratuities are allowable reimbursement expenditures with the following exceptions; 
  
     a. Tips for meal service in excess of the maximum meal cost daily rate ARE NOT REIMBURSABLE. 
 

   b. Tips for airport porter service, Hotel bellman service, Taxi Service, etc., for baggage handling 
assistance are reimbursable up to $1.00 per bag and/or up to $25.00 per trip for all such 
services. 

 
   c. Expenditures for valet service, entertainment, alcoholic beverages, etc. are considered personal 

rather than official expenditures and will not be subject to reimbursement. 
 

   All other expenditures for tips, gratuities, etc., must be appropriately authorized and approved prior 
to the cost being incurred. 

 
   3. Telephone Calls 

   Telephone calls included as hotel/motel/lodge expenses cannot be claimed as an official expense 
except when such calls are documented as business calls showing nature of call, person telephoned, 
telephone number, city, state, and time of call.  All Agency employees, Board members, Advisory 
Council members and Head Start Policy Council members will be allowed up to $3.00 per day for 
personal calls home.  APPROPRIATE DOCUMENTATION must be submitted with the travel 
reimbursement claim. 
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4. Automobile Parking
Meter parking expense incurred is not reimbursable.  Expense incurred when using a parking
garage and/or parking arrangements with an on-site attendant is reimbursable if:

a) Length of parking time corresponds with agenda of official activity for which travel is approved.

b) Parking ticket showing actual cost, date of transaction and parking lot attendance signature,
when appropriate.

III. TRAVEL EXPENSE ADVANCES

A. An advance to incur travel expenses must be requested and processed in accordance with Section I
of this manual.   

B. All travelers requesting a Travel Expense Advance will be required to adhere to the following 
procedures: 

1. Funds received must be accounted for at the conclusion of the trip.  Any amount that cannot be
properly documented and/or accounted for by an official receipt must be refunded to the
Agency by cash or check.  Such refund must be submitted with the Travel Expense Report.

2. If the actual authorized travel expenses are in excess of the travel advance, the Agency will
reimburse the traveler for the excess amount.  Such request must be supported by proper
documentation and official "paid" receipts.

3. If authorized travel (a projected trip) is canceled after a travel expense advance has been
obtained, the traveler must prepare a travel reimbursement report no more than five (5) days
after cancellation notification.  Such report and the appropriate refund must be submitted
along with the Travel Expense Report.

4. All travelers receiving a Travel Expense Advance must clear the advance within 30 days after the
official travel has been completed.  All travel expense advances not cleared after a 30 day
period will be subject to a direct payroll deduction and/or a denial of any future travel expense
advances until the outstanding advance is cleared and/or properly accounted for.

5. All delinquent travel expense advance accounts of all travelers traveling on behalf of the Agency
will be reviewed by the Chief Executive Officer in consultation with Budget and Finance and the
appropriate senior manager with same reported to the ALPI Board Executive Committee when
necessary to appropriately account for all travel related funds due to the Agency in a timely
manner.

6. The following forms must be prepared and submitted to properly execute the authorization and
approval process as prescribed in Section I of this Manual, to request and/or to clear a Travel
Expense Advance.

a. The Travel Expense Estimate form (TF 93-0002) must be completed for each trip requiring
Travel Expense advance with appropriate copies of same, submitted along with The
Authorization To Incur Travel Expenses form (TF 93-0001) and a Voucher/Check Request
Form (TF 93-0003).
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  b. To clear a travel expense advance, the traveler must complete and submit: 
 
    1. The Expense Report (Actual) section of The Travel Expense Estimate form (TF 93-0002). 

 
     2. The Trip Report Form (TF 93-0005). 
 

   3. Voucher for Reimbursement of Travel Expenses Form (TF 93-0004). 
 

   4. Corporate Care Billing/Expense Report Summary Form (TF 93-0007) when applicable. 
 

   5. Copy of the Authorization To Incur Travel Expenses (TF 93-0001). 
 
IV. TRAVEL EXPENSE REIMBURSEMENT REPORT 
 

 A. All travel expense reimbursement reports and requests must be properly authorized, in accordance 
   with Section I of this manual, certified for payment by Budget and Finance and approved by the 

Chief Executive Officer before payment is made and/or a travel expense advance can be cleared. 
 

 B. Applicable forms as prescribed in Section III, must be completed and submitted by all travelers to 
complete the Travel Expense Reimbursement Report process. 

 
 
V. CORPORATE CREDIT CARDS 

 
 A. Corporate Credit Cards will be provided to designated travelers for the sole purpose of conducting 

official corporate business. 
 

    B. No personal items and/or expenses are to be billed to any Agency (directly billed) Corporate Credit 
Cards including but not limited to, (Telephone Credit Card, Gas/Service Credit Card, American 
Express, etc.). 

 
  C. All transactions charged to a corporate credit card shall be reported in accordance with the process 

prescribed in Section I and III of this manual. 
 

    D. Improper use of a corporate credit card will result in loss of usage privilege.  All such cases will be 
reviewed by the Chief Executive Officer in consultation with Budget and Finance, the appropriate 
senior manager with same reported to the ALPI Board Executive Committee when necessary, to 
appropriately recover any improper or unauthorized funds charged to a corporate credit card. 

 
    E. Each traveler and/or employee issued a Corporate Credit Card will be required to read and sign a 

copy of the Corporate Credit Card Usage Authorization form (TF 93-0009) with a copy of same 
forwarded to Budget and Finance for future reference and payment certification. 

 
VI. TRAVEL ARRANGEMENTS AND LOGISTICS 
 

 A. In order to control cost and qualify for volume discounts, all travel arrangements for all authorized 
travelers must be coordinated with the Executive Secretary and/or authorized designate.  This 
includes reservations for common carrier transportation (i.e., airline, train, bus, rental care, etc.) 
and lodging as well as arrangements for Agency sponsored meetings, training sessions in hotel 
facilities and/or direct billing accounts 

 
 B. All such arrangements must be appropriately authorized and approved in accordance with Section 

A of this manual before any travel arrangements are confirmed and/or travel expenses obligated. 
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 APPENDIX A 
 
 
 TF 93-0001  AUTHORIZATION TO INCUR TRAVEL EXPENSES  
 
 TF 93-0002  TRAVEL EXPENSES ESTIMATE 
 
 TF 93-0003  VOUCHER/CHECK REQUEST 
 
 TF 93-0004  VOUCHER FOR REIMBURSEMENT OF TRAVEL EXPENSES 
 
 TF 93-0005  TRIP REPORT 
 
 TF 93-0006  AGENCY VEHICLE MILEAGE TRIP LOG 
 
 TF 93-0007  CORPORATE CARD BILLING/EXPENSE REPORT 
 
 TF 93-0008  AGENCY VEHICLE USAGE AUTHORIZATION 
 
 TF 93-0009  CORPORATE CREDIT CARD USAGE AUTHORIZATION 
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APPENDIX B 

A. The Federal Travel Regulations (current) 

B. State DOE Travel Regulations (current) 
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2011 Shared Governance Orientation  Session

Presented By
Deloris Johnson, CEO
Saturday, February 26, 2011
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AGENDA ITEMS
• INTRODUCTION

• PURPOSE

• OVERVIEW OF PARLIMENTARY PROCEDURES
• WHAT ARE PARLIMENTARY PROCEDURES
• HISTORY OF ROBERT’S RULES OF ORDER

• TYPES OF MOTIONS
• HOW MOTIONS ARE PRESENTED
• VOTING ON MOTIONS
• TYPES OF MOTIONS

• QUESTIONS AND ANSWERS
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What	are	Parliamentary	Procedures?	

• It is a set of rules for conduct at meetings, that allows 
everyone to be heard and to make decisions without 
confusion.

Page 272



Why	are	Parliamentary	Procedure	Important?

• Because it's a time tested method of conducting 
business at meetings and public gatherings. It can 
be adapted to fit the needs of any organization. 

• Today, Robert's Rules of Order newly revised is 
the basic handbook of operation for most clubs, 
organizations and other groups. So it's important 
that everyone know these basic rules! 
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SHORT	HISTORY	OF	ROBERT’S	RULES	OF	ORDER

GENERAL HENRY M. ROBERT without warning was asked to 
preside over a public meeting being held in a church in his 
community and realized that he did not know how. He tried 
anyway and his embarrassment was supreme. This event, which 
may seem familiar to many organizers and board, left him 
determined never to attend another meeting until he knew 
something of parliamentary law. He gave his name to the book 
that has brought Order to millions of meetings, published the 
first edition of Robert's Rules of Order on February 19, 1876. 
After his retirement from the Army in 1901, he practiced 
consulting engineering and devoted the last decade of his life to 
writing on parliamentary procedure. He died on May 11, 1923. 

The work of Robert has continued over the year the work of 
other Authors ….
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SHORT	HISTORY	OF	ROBERT’S	RULES	OF	ORDER

• SARAH CORBIN ROBERT was the daughter‐in‐law of the original 
author and the Trustee of Robert's Rules of Order Revised, and headed 
the authorship team which produced the most extensive general 
revision of the work, the 1970 edition of Robert's Rules of Order Newly 
Revised. 

• HENRY M. ROBERT III, grandson of General Robert, began his 
association with Robert's Rules of Order Newly Revised when he 
assisted his mother, Sarah Corbin Robert, in writing the 1970 edition. 
He holds degrees in the Great Books Program of St. John's College in 
Annapolis and in Physics (Laval University, Quebec). He has served as 
Parliamentarian of the National Association of Parliamentarians. 

• WILLIAM J. EVANS, a former partner in the Baltimore law firm of Miles 
& Stockbridge, was a graduate of the Johns Hopkins University and 
earned his law degree at the University of Maryland School of Law. He 
was President of the National Association of Parliamentarians from 
1979 to 1981 and also served as its Parliamentarian. He participated in 
writing the 1970 and each succeeding edition. 
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SHORT	HISTORY	OF	ROBERT’S	RULES	OF	ORDER

• DANIEL H. HONEMANN is a Maryland attorney, of counsel to the 
Baltimore law firm of Whiteford, Taylor & Preston, LLP. He is a graduate of 
Western Maryland College and received his law degree from the 
University of Maryland School of Law. Mr. Honemann also assisted in the 
writing of the ninth edition. 

• THOMAS J. BALCH, 1999‐2001 Parliamentarian for the National 
Association of Parliamentarians, is a Washington, D.C.‐based lobbyist and 
legislative analyst. An attorney licensed to practice in Illinois, he is a 
graduate of Williams College and New York University School of Law. 

Page 276



SHORT	HISTORY	OF	ROBERT’S	RULES	OF	ORDER
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SHORT	HISTORY	OF	ROBERT’S	RULES	OF	ORDER

• The tenth, current, edition has been brought about 
through a process of keeping the book up to date with the 
growth of parliamentary procedure. All editions of the 
work issued after the death of the original author have 
been prepared by persons who either knew and worked 
with the original author or are connected to such persons 
in a direct continuity of professional association.

“ONE NEED TO KNOW WHERE THEY’VE BEEN IN ORDER TO PLAN WHERE 
THEY ARE GOING”
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Organizations	using	parliamentary	procedure	follow	a	fixed	order	of	business.

Below	is	a	typical	example:

• Call to order. 

• Roll call of members present.

• Reading of minutes of last meeting. 

• Officers reports. 

• Committee reports. 

• Special orders ‐‐‐ Important business previously designated for consideration at this meeting. 

• Unfinished business. 

• New business. 

• Announcements. 

• Adjournment.
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The	method	used	by	members	to	express	themselves	is	in	the	form	of	moving	
motions.	A	motion	is	a	proposal	that	the	entire	membership	take	action	or	a	
stand	on	an	issue.	Individual	members	can:

• Call to order. 

• Second motions. 

• Debate motions. 

• Vote on motions.
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There	are	four	Basic	Types	of	Motions:
• Main Motions: The purpose of a main motion is to introduce 

items to the membership for their consideration. They cannot 
be made when any other motion is on the floor, and yield to 
privileged, subsidiary, and incidental motions. 

• Subsidiary Motions: Their purpose is to change or affect how 
a main motion is handled, and is voted on before a main 
motion. 

• Privileged Motions: Their purpose is to bring up items that 
are urgent about special or important matters unrelated to 
pending business. 

• Incidental Motions: Their purpose is to provide a means of 
questioning procedure concerning other motions and must 
be considered before the other motion.
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How	are	Motions	Presented?

• Obtaining the floor
• Wait until the last speaker has finished. 
• Rise and address the Chairman by saying, "Mr. 

Chairman, or Mr. President." 
• Wait until the Chairman recognizes you. 

• Make Your Motion
• Speak in a clear and concise manner. 
• Always state a motion affirmatively. Say, "I move 

that we ..." rather than, "I move that we do not 
...". 

• Avoid personalities and stay on your subject. 
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How	are	Motions	Presented?
• Wait for Someone to Second Your Motion 

• Another member will second your motion or the 
Chairman will call for a second. 

• If there is no second to your motion it is lost. 
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How	are	Motions	Presented?

• The Chairman States Your Motion 

• The Chairman will say, "it has been moved and seconded that we 
..." Thus placing your motion before the membership for 
consideration and action. 

• The membership then either debates your motion, or may move 
directly to a vote. 

• Once your motion is presented to the membership by the chairman 
it becomes "assembly property", and cannot be changed by you 
without the consent of the members. 
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How	are	Motions	Presented?

• Expanding on Your Motion 

• The time for you to speak in favor of your motion is at this point in 
time, rather than at the time you present it. 

• The mover is always allowed to speak first. 

• All comments and debate must be directed to the chairman. 

• Keep to the time limit for speaking that has been established. 
• The mover may speak again only after other speakers are finished, 

unless called upon by the Chairman. 
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How	are	Motions	Presented?

• Putting the Question to the Membership 

• The Chairman asks, "Are you ready to vote on the 
question?" 

• If there is no more discussion, a vote is taken. 

• On a motion to move the previous question may 
be adapted.
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Voting	on	a	Motion:
• The method of vote on any motion depends on the 

situation and the by‐laws of policy of your organization. 
There are five methods used to vote by most organizations, 
they are: 

• By Voice ‐‐ The Chairman asks those in favor to say, "aye", those opposed to say 
"no". Any member may move for a exact count. 

• By Roll Call ‐‐ Each member answers "yes" or "no" as his name is called. This 
method is used when a record of each person's vote is required. 

• By General Consent ‐‐When a motion is not likely to be opposed, the Chairman 
says, "if there is no objection ..." The membership shows agreement by their 
silence, however if one member says, "I object," the item must be put to a vote. 

• By Division ‐‐ This is a slight verification of a voice vote. It does not require a 
count unless the chairman so desires. Members raise their hands or stand. 

• By Ballot ‐‐Members write their vote on a slip of paper, this method is used 
when secrecy is desired.
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There	are	two	other	motions	that	are	
commonly	used	that	relate	to	voting.

• Motion to Table ‐‐ This motion is often used in the attempt to 
"kill" a motion. The option is always present, however, to "take 
from the table", for reconsideration by the membership.

• Motion to Postpone Indefinitely ‐‐ This is often used as a means 
of parliamentary strategy and allows opponents of motion to 
test their strength without an actual vote being taken. Also, 
debate is once again open on the main motion.
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Parliamentary	Procedure	is	the	best	way	to	get	things	done	
at	your	meetings.	But,	it	will	only	work	if	you	use	it	properly.

• Allow motions that are in order. 

• Have members obtain the floor properly. 

• Speak clearly and concisely. 

• Obey the rules of debate. 
Most importantly, BE COURTEOUS.
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References:
http://www.robertsrules.com/

Price:$6.95
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Questions	&	Answers

LET’S CALL…

A MEETING TO ORDER
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OCS does not recommend including in this community representation category for either public or private agency boards individuals who provide services 
or supports to low-income residents but who are neither low-income or residents of the agency's service area. Such individuals may qualify for board 
membership as representatives  of another board category -- "major groups or interests in the community." 

 
•Elected Officials or Their Representatives 

 
One-third must be elected officials, holding office at their time of selection, or their representatives.  If a sufficient number of elected officials or their 
representatives  are not 
available to serve, appointive public officials or their representatives  may take the place of 
elected officials. 

 
• Major Groups and Interests in the Community Served 

 
The remaining board members must be chosen from "business, industry, labor, religious, law enforcement, education, or other major groups and interests 
in the community served." 
Question 2 - Who appoints members to a tripartite board? 

 
The law states that members of tripartite boards "shall be selected by the entity" in accord with the conditions described above. States must assure that 
local agencies comply with Federal statute and any applicable State statutes, and that the bylaws of tripartite boards reflect and advance statutory 
requirements. 

 
Question 3 - Are term limits permissible? 

 
The CSBG statute is silent on term limits. However, many CAAs find term limits helpful to 
keep boards revitalized and current. Community action agencies may impose such limits 
through their own bylaws if they wish. 

 
To achieve the purposes intended by statute for each of the three components of agency boards, State and local agencies are encouraged to consider the 
following term limit considerations: 

 
Representatives  of Low-Income Individuals and Families 

 
The statute requires that representatives  of low-income individuals and families be "chosen in accordance with democratic selection procedures.” The 
implicit intent of this requirement is to insure that those who currently live in areas served by the agency are represented so that they have a strong voice in 
agency governance and direction and are able to convey to those they represent the presence and significance of community action in their lives. And, 
because some programs within community action agencies, especially Head Start, also require governance involving families being served, overall agency 
coordination and communications  across programs are further enhanced when a few (one or two) members of Head Start Policy Councils serve on agency 
tripartite boards. The Head Start regulations require that the Policy Council and the Board cannot have  identical membership, so this must be observed. 

 
Every effort should be made by eligible entities to assure that board members representing low-income individuals and families: 

 
• Have been selected on the basis of some form of democratic procedure either directly 
through election, public forum, or, if not possible, through a similar democratic process such as election to a position of responsibility in another significant 
service or community organization such as a school PTA, a faith-based organization leadership group; or an advisory board/governing  council to another 
low-income service provider; 

 
• Are truly representative of current residents of the geographic area to be served,including  racial and ethnic composition, as determined by periodic 
selection or reselection by the community. Being current should be based on the recent or annual demographics changes as documented in the needs/ 
community assessment. This does not preclude extended service of low-income community representatives  on boards, but does suggest that continued 
board participation of longer term members be revalidated from and kept current through some form of democratic process and   the assessment of 
community changes.Ultimately, it is the responsibility of the State to assure that agencies uphold both the letter and intent of the law governing 
appointment of low-income community representatives  to tripartite boards. Particular attention should be paid to the two conditions described above. 

 
Elected Public Officials or their Representatives 

 
The overarching purposes for having elected officials serve on tripartite boards are to encourage awareness of poverty needs within the community and 
action by local governments, and to foster close coordination and partnership between public agencies and the eligible entities. State CSBG lead agencies, 
State community action associations, and local agency officials should ensure that the nature and number of public officials serving on each agency board 
supports and promotes these goals. The statute requires that elected public officials must be "holding office on the date of selection" to a tripartite board. 
The statute does not identify which public officials ought to serve on the tripartite board. The statute allows public officials (elected, or if necessary, 
appointed) to name someone to represent them on the board. Again, while the statute does not set term limits for this category of board membership, the 
spirit of the law, that local governments participate in agency oversight and governance, suggests that: 

 
• Elected officials serve on boards in this capacity only while they are in office. 
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Similarly, individuals designed by elected or appointed officials to represent them on boards 
serve only while their principals are in office or are re-designated by those in office. Agencies are responsible for making sure that this category of board 
membership remains current through such procedures as prompt notification of newly elected or currently elected public officials of the opportunity for 
board service or representation,  and timely replacement of board members (or their representatives)  who no longer hold public office. 

 
Local agencies that wish to extend the board service of either formerly elected officials or their representatives  may chose to appoint them as 
representatives  of "major groups and interests in the community." 

 
Representatives  of Major Groups and Interests in the Community 

 
While the statute does not set term limits for these board members, their role is to reflect and involve key interests and resources within the community to 
guide agency actions and outcomes. For this category, agencies should strive to assure that: 

 
• Groups and interests with current influence or resources deemed critical to the success of the agency are represented. 

 
• Members are empowered by their organizations to participate in board activities and play a role in agency outcomes. 

 
 

Question 4 - What does "fully participate in the development,  planning, implementation,  and evaluation of the program" mean? 
 

Tripartite boards are responsible for oversight and governance of community action agencies: 
 

Development 
 

As the designated anti-poverty-agencies within their community, both public and private eligible entities are required to conduct periodic needs 
assessments of the causes and conditions of poverty within their service area and to decide what role, or mission, the agency will assume relative to other 
community organizations and resources, in addressing those needs. 

 
Tripartite boards are key players in the developmental  processes described above: 

 
• Needs Assessment -- Board members, especially those that live in communities to be served and that represent low-income people, ought to be a 
primary source of information and insight concerning the conditions in their neighborhoods.  Representatives  of low-income families can help fashion 
agency outreach and communication  strategies, on an ongoing basis, to assure that agency staff and programs are responsive to changing community 
needs and conditions. Board members that represent elected officials, and other community groups and interests, all bring critical information and 
perspective to the needs assessment process. Elected officials or their representatives  can commission or make available government-sponsored studies 
of local economic, social, educational, and key conditions that affect poverty. Business, labor, religious, and other community group representatives  offer 
similar information from the private sector and access to short-term and longer-range service and resource assessments and/or development plans that 
may impact the nature or extent of poverty in the community. 

 
• Clarifying Agency Mission -- The way each community action agency perceives its role, or mission, is central to what they do and how they assess their 
effectiveness. Tripartite boards, if correctly constituted, provide an agency with a broadly-based,  in-house, panel of "experts" on most aspects of 
community need, resources, and opportunities. Their expertise should help inform agency leadership and staff concerning the role(s) community action 
should and could play to reduce poverty vis-a.-vis other public and private programs and initiatives. Creating or reviewing mission statements can provide a 
focus for collaborative strategic planning among board members and agency leadership and staff, and a foundation for meaningful board oversight of agency 
operations and effectiveness. 

 
Planning 

 
Tripartite boards are important participants in agency annual and longer-range planning 
activities. Specifically, individual members of the board, and the board as a whole, ought to 
contribute to, and benefit from, various aspects of program planning: 

 
• Long-range Strategic Planning- For those CSBG entities that are 501(c)(3) non-profit agencies, tripartite boards are ultimately responsible for the overall 
direction, conduct, and effectiveness of agency programs and activities. Public agency boards are "advisory" and are intended to guide public officials that 
manage their agencies, both elected and appointed, with information and advice on how to reduce poverty within the geographic area being served. As 
such, participation of boards is essential in strategic planning discussions of how the mission of the agency is to be accomplished through its programs and 
activities, and how the agency will determine what constitutes its "success." Tripartite boards should be encouraged to help the agency: a) identify broad 
goals and results it hopes to achieve through its work among low-income individuals and families, and within the community being served; b) mobilize and 
array programs and activities, both within and outside the agency, to achieve those goals and results; and c) establish and maintain procedures for gathering 
and presenting information on goals and results for agency and board use. 

 
• Annual Planning - Tripartite boards of both public and private entities should participate in the identification of what the agency hopes to accomplish each 
year and to help the agency establish specific performance expectations, in terms of both the nature and number of improvements to be achieved among 
low-income people and within the community, to guide agency programs and activities. Milestones, or intermediate steps toward achieving the ultimate 
results, ought to be identified by agency staff so that board members will be able to track progress throughout the year. In addition, boards are encouraged 
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to identify possible ways to strengthen agency operations, including needed staff or facility enhancements,  and to identify specific results it expects to be 
achieved. Boards may chose to utilize annual agency performance expectations, or anticipated program results, as important components of annual 
performance plans and compensation agreements they negotiate with the agency's executive director and other key staff. 

 
Implementation 

 
Because members of tripartite boards have "fiduciary" responsibility for the overall operation of private, non-profit community action agencies and 
statutorily described "advisory" 
responsibilities  in public agencies, members are expected to carry out their duties as any 
"reasonably prudent person" would do. At a minimum, CAPLAW suggests that this would 
require: 

 
1. Regular attendance at board and committee meetings; 
2. Thorough familiarity with core agency information, such as the agency's bylaws, articles of incorporation, sources of funding, agency goals and 
programs, Federal and State CSBG statutes; 
3. Careful review of materials provided to board members; 
4. Decision-making  based on sufficient information; 
5. Ensuring that proper fiscal systems and controls, as well as a legal compliance system, are in place; and 
6. Knowledge of all major actions taken by the agency. 

 
Two aspects of the requirements described by CAPLAW above warrant further discussion –board oversight of agency programs and board oversight of 
fiscal controls: 

 
• Agency Program Implementation  - Boards are encouraged to stay informed of agency programs and activities throughout the year, and to receive 
periodic reports from agency staff that focus on progress toward achieving milestones and ultimate results among clients and communities being served. 
Timely board awareness of program implementation  progress allows for possible reassessment of performance expectations or program realignments 
should the need arise. 

 
Board members are also encouraged to help the agency establish and maintain working relationships, or partnerships, with other public and private 
agencies and programs in the community that can help achieve community action results. For example: 

 
1. Members that are either elected officials or that represent elected officials may 
identify public resources and programs that could contribute to client or 
community outcomes and facilitate communication  and coordination between the community action agency and the public program; 
2. Members that represent critical community interests, such as commercial or 
financial institutions, may help identify possible sources of support for the 
agency's low-income clients, including employment opportunities, asset 
formation assistance, or access to other financial services; 
3. All members of the tripartite board may be enlisted in an agency's advocacy 
efforts to increase or preserve needed services and programs in the community 
that support greater self-sufficiency among low-income families. 

 
• Fiscal Controls - Because tripartite boards of private, non-profit agencies are ultimately 

 
responsible for assuring that agency funds are spent and accounted for in accord with all 
applicable Federal, State, and local statutes and regulations, boards must make sure that fiscal controls and procedures are put in place and maintained 
by the agency that provide for: 

 
1. Trained and qualified staff to manage fiscal accounts and records of the agency on a day-to-day basis; 
2. Commonly accepted financial procedures for transactions, recordkeeping,  and 
reporting such as those required by the CSBG Act, Part 74 of the Code of Federal 
Regulations, and OMB Circular 133; 
3. Frequent reports to the board by agency fiscal staff on overall agency fiscal status, 
procedures, practices, and transactions; 
4. Required board review and prior approval of all "substantial" agency fiscal 
transactions or commitments, as defined by statute or agency bylaws; and 
5. Audits and audit reports to the board by a CPA firm independent of board member or agency staff association. 

 
 

Evaluation 
 

As indicated, tripartite boards of both public and private agencies are encouraged to focus their attention on results in all phases of agency program 
activity, including program development, planning, implementation,  and especially evaluation. Boards should request, and be provided with, information 
concerning actual changes or improvements that have occurred among clients and community as a result of agency assistance. To determine the relative 
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"success" of the agency, its staff and programs, boards may compare the nature and level of these outcomes with performance expectations, or targets, 
which were developed during the agency's planning cycle. 
Outcome or performance-focused information from one year can inform and strengthen program planning by the agency and its board in subsequent 
years. 

 
Question 5 - What kind of training should board members receive? 

 
Board members need to be trained to carry out both the legal, or fiduciary, aspects of their service and their leadership responsibilities to help guide the 
agency toward "success." 

 
At a minimum, it is recommended that board training cover the following topics: 

 
• Fiduciary Responsibilities 

 
1. Orientation to statutory and regulatory requirements (CSBG Act, other Federal, State or local statutes and regulations, including non-profit board 
requirements; 
2. Agency articles of incorporation, bylaws, etc. 
3. Overview of Board functioning - appointment, representation,  meetings, committees, conflict of interest policy, relationship to executive director and staff, 
etc. 
4. Role and Responsibilities  of the Executive Director 
5. Role and Responsibilities  of the Board regarding the employment, retention, and 
compensation of the Executive Director and key agency staff 
6. Overview of agency administration and financial management policies and procedures - oversight role and responsibilities  of the board 
7. Orientation to, and how to oversee, agency mission, long-range and annual plans 
8. Orientation to, and how to oversee, agency programs and services 
9. Orientation to, and how to oversee, agency evaluation and reporting policies and 
procedures - role of the board in program and personnel performance evaluation. 

 
• Agency Leadership - Board Roles and Responsibilities 

 
Results Oriented Management 

 
1. Agency Development - 
o Needs Assessment- 
o Agency Mission determination - 
2. Agency Planning 
o Strategic Long-Range Planning 
o Annual Planning - performance expectations and targets 
o Forming Partnerships with other resources in the community 
3. Program Implementation  - 
o Tracking of Milestones, interim performance results and reports 
o Making mid-course corrections to improve performance 

 
Results Oriented Accountability 

 
4. Evaluation - (Results Oriented Accountability) 
o Result-Focused  Evaluation - clients and community 
o Results-Focused  Evaluation - agency and staff 
o Using Information for Planning 
o Using Information for Additional Funding and Advocacy 

Note: In rural areas or where transportation is challenging, teleconference calls and other technological devices have assisted board communication. 

Question 6 - What constitutes "conflicts of loyalty or interest" among board members 
and how best should they be avoided. 

 
Individuals serve on tripartite boards first and foremost to advance the interests of the agency, its clients, and the community. They do not serve to 
advance their own interests and have a "duty of loyalty'.' to the agency. But, the very nature of the tripartite board, which calls for the representation of, and 
expected outreach to, various sectors of the community, creates possible situations in which distinctions of "loyalty" or "interest" need to be kept very clear 
and unambiguous. 

 
To safeguard against situations in which the loyalty, interest, or intent, of board member action may be questionable, the following minimum conflict of 
interest practices are recommended: 

 
• Have a clear, written policy 
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Each agency should have a clear, written policy concerning conflicts of loyalty or interest among board members and agency staff that describes in detail: 
 

1. Full disclosure of financial interest requirements for all board members and staff; 
2. Conditions and procedural requirements for board member and/or staff withdrawal from any action for which a real or potential conflict of interest might 
exist; 
3. "Transparency"  and full record keeping of all board or agency financial decisions or actions and the parties involved in the decisions or actions; 
4. Policies and procedures for selective (i.e. meet a certain threshold of expenditure or financial commitment) "independent" prior review of actions or 
decisions that may pose potential conflict of interest issues. 

 
• Avoid situations that advantage board member interests or the appearance of advantage 

 
As indicated, the very nature of tripartite representation on boards creates potential conflict of loyalty or interest situations in which board members help the 
agency establish linkages with public and private community resources and services. Often, this outreach may result in financial arrangements or contracts 
involving expenditure of agency funds. In addition, board members have "inside" knowledge of agency activities and operations, including current and 
future employment opportunities within the agency. To avoid situations in which a conflict of interest or loyalty would occur, or the appearance of such a 
conflict, the following is recommended: 

 
1. Competitive bidding procedures should be used for large financial transaction situations in which a board member or agency staff member has an 
interest in, or relationship to, one or more providers of the needed goods or services. If such a potential is unclear, the agency and its board should refer 
the issue to a pre-identified "independent" conflict of interest consultant or group for a determination. For smaller transactions that may involve board or 
staff member interests, a process involving collection of comparable quotes, prices, or salaries may suffice. 

 
2. If, after a competitive process, a provider with ties to a board member(s) or staff is 
selected to enter into a financial arrangement with the agency, the affected board 
member(s) and staff must disassociate themselves from participating in any decisions 
regarding the conduct of the financial relationship. Neither board member(s) nor staff 
may benefit personally, in any way, from the financial relationship between the agency 
and the provider with which they have a connection. 

 
3. Board membership should not be used as a "stepping stone" to agency employment. 
Board members should not seek or receive employment from the agency in any part- time or full time capacity during their service on the board. Board 
members wishing to be considered for employment ought to resign their position and wait a reasonable period of time before applying for a paid position 
within the agency. This waiting period is recommended to avoid both the actuality and appearance of undue advantage board membership affords in the 
hiring of agency management and staff. 

 
4. Board members and their families should not enjoy any financial gain from their position, including receipt of salary, goods or special services for their 
board participation. Board members may be reimbursed for expenses associated with board service, such as incidental costs of supplies, or mileage, per 
diem, and lodging expenses incurred while attending out of town conferences or training approved by the entire board. 

 
5. Agencies and boards should err on the side of caution in all matters that might create or appear to be a conflict of interest. They should use the 
proverbial "smell test" in all 
potentially questionable conflict of interest situations and call upon independent, outside counsel, both legal and ethical, to screen plans before action. 

 
It should be noted that board members, especially those that represent low-income individuals or families, are not excluded from being clients of the 
agency and receiving program services for which they are eligible. These board members should not receive preferential treatment in the nature or timing 
of such services. 

 
Question 7- What is the best relationship between a tripartite board and the 
agency executive director? 

 
The best relationship between a tripartite board and the agency executive director is one that advances the work of the agency in achieving results, or 
improvements, in the lives of low-income people and the community in which they live. 

 
That said, there are organizational and functional issues that have prompted this question from a number of locations around the country over the past few 
years. While situations vary from agency to agency, and community to community, the following general principles are offered to promote strong, focused, 
and effective working relationships between tripartite boards and agency executive directors: 

 
• Boards Establish Policy, Executive Directors Execute Policy 

 
Tripartite boards are responsible for establishing and approving policies that govern all aspects of agency operations, including agency and board bylaws, 
administrative and fiscal control policies, and personnel policies. Executive directors are responsible to assuring that the board established policies are 
carried out by the agency, and for providing information to the board on the execution of its policies as requested by the board. In many agencies, boards 
work with the executive director and agency staff collaboratively to develop agency policies and procedures, but the ultimate responsibility for promulgating 
such policies remains with the board. 
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• Boards Set Agency Mission, Executive Directors Accomplish Agency Mission 
 

Boards are responsible for determining the overall mission, or direction, of the agency taking into account the needs of the community and the relative anti- 
poverty role played by the agency vis-à-vis other programs and resources in the community. Executive directors are responsible for providing the 
necessary information and assistance to the board that will help them determine the overall mission or direction of the agency, and for organizing the 
agency's programs and services in such a way that will best accomplish the mission. Again, in many communities, boards and executive directors (and 
agency staff) work collaboratively to both set the agency's mission and organize programs and services toward that end. 

 
• Boards Set Performance Targets, Executive Directors Guide Work to Achieve Targets 

 
Ideally, tripartite boards will officially approve annual performance targets, or outcomes they 
expect the agency to achieve among low-income families and the community. In most cases, these performance targets will be in the form of 
recommendations  from the agency's executive director developed ideally in concert with the board, agency staff, and key community partners. How the 
agency organizes and operates services and programs to achieve these board-approved  performance targets is the responsibility of the executive director 
and the staff of the agency. Boards, therefore, should not routinely be involved in the day-to-day manner in which services are provided, but should pay 
particular attention to following the consequences,  or results of agency programs as they unfold and are reported throughout the year. 

 
• Boards and Executive Directors Evaluate Agency Performance, Both are Accountable 

 
Based on reports of results generated by the agency, boards are ultimately responsible for 
deciding whether or not the agency and the executive director have been "successful" in 
accomplishing the mission of the agency. Boards are encouraged to focus on client and 
community results as a major factor in evaluating the work of the agency, its executive director, and staff. Indeed, such results may point to institutional 
needs, such as staff enhancement and training or program revisions, which may improve performance in subsequent years. 

 
• Boards Supervise Directly Only One Employee - the Executive Director 

 
One of the most important concepts conveyed by agencies that have well-functioning 
relationships between their tripartite board and executive director is, "Boards supervise directly only one employee - the Executive Director." 

 
This concept embodies the notion that board and agency staff functions are indeed separate, but they are joined through the relationship between the 
board and the one person they must hold accountable for the work of everyone else -- the executive director. This clearly means the boards must hold the 
executive director responsible for the activities of the agency. The board should appraise the executive director's performance on an ongoing basis, but at a 
minimum, the board should have a complete appraisal annually. Adopting this concept of "one employee" enables boards to refrain from bypassing their 
agency's executive director to provide day-to-day instructions to agency staff (what many call "micromanaging").  But, it must be clear that the concept 
should not protect an executive director from gaining too much authority over all aspects of agency policy and operations by assuming roles and functions 
that clearly reside with the tripartite board. 

 
The concept is not intended to diminish or distort the fiduciary responsibility of tripartite boards of private, non-profit agencies to oversee the overall 
functioning of their agency and the cumulative work of agency staff. 

 
When a tripartite board is faced with the responsibility of recruiting and hiring a new executive director for their agency, members may set whatever criteria 
they deem appropriate. Boards are encouraged to seek out and employ a leader capable of: 

 
1. Working cooperatively with the board to assure there is on-going consensus 
concerning the agency's antipoverty purpose, or mission, among board members, 
agency staff, and the broader community; 
2. Mobilizing and coordinating programs and services both within and outside the 
agency toward accomplishing this mission; 
3. Serving as a key community leader and advocate for the preservation and expansion of opportunities to assist low-income individuals and 
neighborhoods  move out of poverty; 
4. Achieving strong administration and fiscal control over agency resources; and 
5. Employing performance-based management concepts embodied in Results Oriented Management and Accountability (ROMA) as the framework for 
relating to the board, and for all aspects of agency operations including program planning, resource allocation, service provision, program and staff 
evaluations. 

 
Question 8 - How can State CSBG agencies and State Community Action Associations advance the effectiveness of tripartite boards? 

 
At a minimum, OCS recommends that State CSBG agencies and State community action 
associations work together to assure that: 

 
• All board members receive timely and continuous training. 

 
OCS has funded the development of a number of board training curricula that are now available upon request and that contain many of the elements of 
effective training described in this Information Memorandum. For information on these training materials, please contact: 
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Barbara Mooney  Owen Heiserman 
Training Director  Mid-Iowa Community Action Agency 
Community Action Association  1001 S. 18th Street 
of Pennsylvania  Marshalltown, Iowa 50158 
222 Pine Street  Phone: (641) 752-7162 
Harrisburg, PA 17101  E-Mail: owen@micaonline.org 
Phone: (724) 852-2272 
E-Mail: barbaramooney@allte1.net 

Elliot Pagliaccio  Connie Greer 
Vice President  Director, Office of Economic 
The Rensselaerville  Institute  Opportunity 
690 Saratoga Road, PMB 130  Minnesota Depart. of Human Services 
Burnt Hills, NY 12027-9402  444 Lafayette 
Phone: (518) 399-0216  St. Paul, Minnesota 55144 
E-Mail: epagliaccio@Rinstitute.org Phone: (651) 284-4470 

E-Mail: connie.greer@state.mn.us 

• Board representatives  participate actively in statewide community action training and technical assistance meetings and conferences. 

Board chairs or other members ought to be encouraged to participate in statewide community action meetings and conferences sponsored by both the 
State CSBG authority and the State CAA association. Such meetings will not only provide an opportunity for board members to contribute to discussions 
and training, but will also provide a means of conveying to all board members the status of community action in the State, information about the programs, 
services, and accomplishments  of other agencies, and how their boards can continue to help improve the focus and outcomes in their own agencies. 

• State CSBG monitoring or CAA association assessments focus on board functioning (both fiduciary and leadership responsibilities) 

State CSBG officials should meet routinely with boards as part of their overall monitoring of 
local agencies to determine the extent to which the boards are aware of, and are carrying out, their responsibilities.  Assessment should be made of agency 
compliance with statutory 
requirements for board composition and functioning. Similar assessments are encouraged in those States in which CAA associations have developed and 
are using agency self-assessment  procedures in conjunction with State CSBG monitoring. State CSBG authorities and State community action 
associations are encouraged to provide technical assistance to agencies to help them achieve or maintain compliance with the law. 

Please don't hesitate to contact me if you have questions concerning this Information Memorandum. 

/s/  
Margaret J. Washnitzer, DSW 
Director of State Assistance 
Office of Community Services 
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For the reasons set forth in the preamble, under the authority at 42 U.S.C. 9801 et seq., subchapter B 
of  45 CFR chapter XIII is revised to read as follows:

Subchapter B — The Administration for 
Children and Families, Head Start Program

Part 1301 — Program Governance

Part 1302 — Program Operations

Part 1303 — Financial and Administrative Requirements

Part 1304 — Federal Administrative Procedures

Part 1305 — Definitions

Part 1301 — Program Governance
Sec. 
1301.1 Purpose.  
1301.2 Governing body.  
1301.3 Policy council and policy committee. 
1301.4 Parent committees.
1301.5 Training.  
1301.6 Impasse procedures.

AUTHORITY: 42 U.S.C. 9801 et seq.

§1301.1 Purpose.  

An agency, as defined in part 1305 of  this chapter, must establish and maintain a formal structure 
for program governance that includes a governing body, a policy council at the agency level and 
policy committee at the delegate level, and a parent committee.  Governing bodies have a legal and 
fiscal responsibility to administer and oversee the agency’s Head Start and Early Head Start pro-
grams.  Policy councils are responsible for the direction of  the agency’s Head Start and Early Head 
Start programs.  

§1301.2 Governing body.  
(a) Composition.  The composition of  a governing body must be in accordance with the require-
ments specified at section 642(c)(1)(B) of  the Act, except where specific exceptions are authorized in 
the case of  public entities at section 642(c)(1)(D) of  the Act.  Agencies must ensure members of  the 
governing body do not have a conflict of  interest, pursuant to section 642(c)(1)(C) of  the Act. 

(b) Duties and responsibilities.  

(1) The governing body is responsible for activities specified at section 642(c)(1)(E) of  the Act.

(2) The governing body must use ongoing monitoring results, data on school readiness goals, 
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other information described in §1302.102, and information described at section 642(d)(2) of  
the Act to conduct its responsibilities. 

(c) Advisory committees. 

(1) A governing body may establish advisory committees as it deems necessary for effective 
governance and improvement of  the program.

(2) If  a governing body establishes an advisory committee to oversee key responsibilities relat-
ed to program governance, it must:

(i) Establish the structure, communication, and oversight in such a way that the gov-
erning body continues to maintain its legal and fiscal responsibility for the Head Start 
agency; and,

(ii) Notify the responsible HHS official of  its intent to establish such an advisory 
committee.

§1301.3 Policy council and policy committee. 

(a) Establishing policy councils and policy committees. Each agency must establish and maintain 
a policy council responsible for the direction of  the Head Start program at the agency level, and 
a policy committee at the delegate level.  If  an agency delegates operational responsibility for the 
entire Head Start or Early Head Start program to one delegate agency, the policy council and policy 
committee may be the same body.  

(b) Composition.  

(1) A program must establish a policy council in accordance with section 642(c)(2)(B) of  the 
Act, or a policy committee at the delegate level in accordance with section 642(c)(3) of  the 
Act, as early in the program year as possible. Parents of  children currently enrolled in each 
program option must be proportionately represented on the policy council and on the policy 
committee at the delegate level. 

(2) The program must ensure members of  the policy council, and of  the policy committee 
at the delegate level, do not have a conflict of  interest pursuant to sections 642(c)(2)(C) and 
642(c)(3)(B) of  the Act. Staff  may not serve on the policy council or policy committee at the 
delegate level except parents who occasionally substitute as staff.  In the case of  tribal grantees, 
this exclusion applies only to tribal staff  who work in areas directly related to or which directly 
impact administrative, fiscal, or programmatic issues.

(c) Duties and responsibilities. 

(1) A policy council is responsible for activities specified at section 642(c)(2)(D) of  the Act.  A 
policy committee must approve and submit to the delegate agency its decisions in each of  the 
following areas referenced at section 642(c)(2)(D)(i) through (vii) of  the Act.  

(2) A policy council, and a policy committee at the delegate level, must use ongoing moni-
toring results, data on school readiness goals, other information described in §1302.102, and 
information described in section 642(d)(2) of  the Act to conduct its responsibilities.
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(d) Term. 

(1) A member will serve for one year.

(2) If  the member intends to serve for another year, s/he must stand for re-election.

(3) The policy council, and policy committee at the delegate level, must include in its bylaws 
how many one-year terms, not to exceed five terms, a person may serve. 

(4) A program must seat a successor policy council, or policy committee at the delegate level, 
before an existing policy council, or policy committee at the delegate level, may be dissolved.

(e) Reimbursement.  A program must enable low-income members to participate fully in their policy 
council or policy committee responsibilities by providing, if  necessary, reimbursements for reason-
able expenses incurred by the low-income members.

§1301.4 Parent committees.

(a) Establishing parent committees.  A program must establish a parent committee comprised 
exclusively of  parents of  currently enrolled children as early in the program year as possible. This 
committee must be established at the center level for center-based programs and at the local pro-
gram level for other program options. When a program operates more than one option, parents may 
choose to have a separate committee for each option or combine membership. A program must 
ensure that parents of  currently enrolled children understand the process for elections to the policy 
council or policy committee and other leadership opportunities.

(b) Requirements of  parent committees.  Within the parent committee structure, a program may 
determine the best methods to engage families using strategies that are most effective in their com-
munity, as long as the program ensures the parent committee carries out the following minimum 
responsibilities:

(1) Advise staff  in developing and implementing local program policies, activities, and services 
to ensure they meet the needs of  children and families; 

(2) Have a process for communication with the policy council and policy committee; and

(3) Within the guidelines established by the governing body, policy council or policy 
committee, participate in the recruitment and screening of  Early Head Start and Head Start 
employees.

§1301.5 Training.  

An agency must provide appropriate training and technical assistance or orientation to the govern-
ing 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 programs in the Head 
Start agency.  
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§1301.6 Impasse procedures.

(a) To facilitate meaningful consultation and collaboration about decisions of  the governing body 
and the policy council, each agency’s governing body and policy council jointly must establish writ-
ten procedures for resolving internal disputes between the governing board and policy council in a 
timely manner that include impasse procedures. These procedures must:

(1) Demonstrate that the governing body considers proposed decisions from the policy coun-
cil and that the policy council considers proposed decisions from the governing body;

(2) If  there is a disagreement, require the governing body and the policy council to notify the 
other in writing why it does not accept a decision; and,

(3) Describe a decision-making process and a timeline to resolve disputes and reach decisions 
that are not arbitrary, capricious, or illegal.

(b) If  the agency’s decision-making process does not result in a resolution and an impasse continues, 
the governing body and policy council must select a mutually agreeable third party mediator and 
participate in a formal process of  mediation that leads to a resolution of  the dispute.

(c) For all programs except American Indian and Alaska Native programs, if  no resolution is reached 
with a mediator, the governing body and policy council must select a mutually agreeable arbitrator 
whose decision is final.

Part 1302 — Program Operations 
Sec. 
1302.1 Overview. 

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.
1302.13  Recruitment of  children.
1302.14  Selection process.
1302.15  Enrollment.
1302.16  Attendance.
1302.17  Suspension and expulsion.
1302.18  Fees.  

Subpart B — Program Structure
1302.20  Determining program structure. 
1302.21 Center-based option.
1302.22  Home-based option. 
1302.23  Family child care option.
1302.24  Locally-designed program option variations. 

Subpart C — Education and Child Development Program Services
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1302.30  Purpose.
1302.31  Teaching and the learning environment.
1302.32  Curricula.
1302.33  Child screenings and assessments.
1302.34  Parent and family engagement in education and child development services.
1302.35  Education in home-based programs.
1302.36  Tribal language preservation and revitalization.

Subpart D — Health Program Services
1302.40  Purpose.  
1302.41  Collaboration and communication with parents.
1302.42  Child health status and care.
1302.43  Oral health practices.
1302.44  Child nutrition.
1302.45  Child mental health and social and emotional well-being. 
1302.46  Family support services for health, nutrition, and mental health. 
1302.47  Safety practices. 

Subpart E — Family and Community Engagement Program Services
1302.50  Family engagement.
1302.51  Parent activities to promote child learning and development. 
1302.52  Family partnership services.
1302.53  Community partnerships and coordination with other early childhood and education  
  programs.

Subpart F — Additional Services for Children with Disabilities 
1302.60  Full participation in program services and activities.
1302.61  Additional services for children. 
1302.62  Additional services for parents.
1302.63  Coordination and collaboration with the local agency responsible for implementing  
  IDEA.

Subpart G — Transition Services 
1302.70  Transitions from Early Head Start.  
1302.71  Transitions from Head Start to kindergarten.  
1302.72  Transitions between programs.

Subpart H — Services to Enrolled Pregnant Women
1302.80  Enrolled pregnant women.
1302.81  Prenatal and postpartum information, education, and services.
1302.82  Family partnership services for enrolled pregnant women.  

Subpart I — Human Resources Management 
1302.90  Personnel policies.
1302.91  Staff  qualification and competency requirements.
1302.92  Training and professional development.
1302.93  Staff  health and wellness. 
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1302.94  Volunteers. 

Subpart J — Program Management and Quality Improvement
1302.100 Purpose.  
1302.101 Management system.
1302.102 Achieving program goals.
1302.103 Implementation of  program performance standards.

AUTHORITY: 42 U.S.C. 9801 et seq. 

§1302.1 Overview.

This part implements these statutory requirements in Sections 641A, 645, 645A, and 648A of  the 
Act by describing all of  the program performance standards that are required to operate Head Start, 
Early Head Start, American Indian and Alaska Native and Migrant or Seasonal Head Start programs.  
The part covers the full range of  operations from enrolling eligible children and providing program 
services to those children and their families, to managing programs to ensure staff  are qualified and 
supported to effectively provide services.  This part also focuses on using data through ongoing pro-
gram improvement to ensure high-quality service.  As required in the Act, these provisions do not 
narrow the scope or quality of  services covered in previous regulations.  Instead, these regulations 
raise the quality standard to reflect science and best practices, and streamline and simplify require-
ments so programs can better understand what is required for quality services. 

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

§1302.10 Purpose. 

This subpart describes requirements of  grantees for determining community strengths, needs and 
resources as well as recruitment areas.  It contains requirements and procedures for the eligibility 
determination, recruitment, selection, enrollment and attendance of  children and explains the policy 
concerning the charging of  fees.

§1302.11 Determining community strengths, needs, and resources.

(a) Service area. 

(1) A program must propose a service area in the grant application and define the area by 
county or sub-county area, such as a municipality, town or census tract or jurisdiction of  a 
federally recognized Indian reservation.  

(i) A tribal program may propose a service area that includes areas where members of  
Indian tribes or those eligible for such membership reside, including but not limited to 
Indian reservation land, areas designated as near-reservation by the Bureau of  Indian 
Affairs (BIA) provided that the service area is approved by the tribe’s governing council, 
Alaska Native Villages, Alaska Native Regional Corporations with land-based authorities, 
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Oklahoma Tribal Statistical Areas, and Tribal Designated Statistical Areas where federally 
recognized Indian tribes do not have a federally established reservation.   

(ii) If  the tribe’s service area includes any area specified in paragraph (a)(1)(i) of  this sec-
tion, and that area is also served by another program, the tribe may serve children from 
families who are members of  or eligible to be members of  such tribe and who reside in 
such areas as well as children from families who are not members of  the tribe, but who 
reside within the tribe’s established service area. 

(2) If  a program decides to change the service area after ACF has approved its grant applica-
tion, the program must submit to ACF a new service area proposal for approval. 

(b) Community wide strategic planning and needs assessment (community assessment).

(1) To design a program that meets community needs, and builds on strengths and resources, 
a program must conduct a community assessment at least once over the five-year grant peri-
od.  The community assessment must use data that describes community strengths, needs, and 
resources and include, at a minimum: 

(i) The number of  eligible infants, toddlers, preschool age children, and expectant moth-
ers, including their geographic location, race, ethnicity, and languages they speak, includ-
ing:

(A) Children experiencing homelessness in collaboration with, to the extent possi-
ble, McKinney-Vento Local Education Agency Liaisons (42 U.S.C. 11432 (6)(A));

(B) Children in foster care; and

(C) Children with disabilities, including types of  disabilities and relevant services 
and resources provided to these children by community agencies; 

(ii) The education, health, nutrition and social service needs of  eligible children and their 
families, including prevalent social or economic factors that impact their well-being;

(iii) Typical work, school, and training schedules of  parents with eligible children;  

(iv) Other child development, child care centers, and family child care programs that 
serve eligible children, including home visiting, publicly funded state and local pre-
schools, and the approximate number of  eligible children served;

(v) Resources that are available in the community to address the needs of  eligible chil-
dren and their families; and,

(vi) Strengths of  the community.

(2) A program must annually review and update the community assessment to reflect any sig-
nificant changes including increased availability of  publicly-funded pre-kindergarten  (includ-
ing an assessment of  how the pre-kindergarten available in the community meets the needs of  
the parents and children served by the program, and whether it is offered for a full school day), 
rates of  family and child homelessness, and significant shifts in community demographics and 
resources.
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(3) A program must consider whether the characteristics of  the community allow it to include 
children from diverse economic backgrounds that would be supported by other funding sourc-
es, including private pay, in addition to the program’s eligible funded enrollment.  A program 
must not enroll children from diverse economic backgrounds if  it would result in a program 
serving less than its eligible funded enrollment.

§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 sec-
tion 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 para-
graph (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 com-
munity 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 eli-
gibility 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,
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(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 crite-
ria listed in paragraph (c) of  this section are served first.  

(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 demo-
graphic 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 
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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 in-
tended 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 fluctu-
ations 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 fam-
ily’s income comes primarily from agricultural work.  

(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 pro-
cedures.  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.  
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(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 infor-
mation 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 poten-
tially 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 appli-
cation 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), pro-
gram staff  must describe efforts made to verify the accuracy of  the information provid-
ed and state whether the family is eligible because they are homeless.

(ii) If  a family cannot provide one of  the documents described in this 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 knowl-
edge 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 para-
graph (k) of  this section.

(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.
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(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 ex-
cept 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 pro-
gram 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 re-
cords 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 nec-
essary 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 fami-
ly’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; 
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(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.  

(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 in-
tentionally 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 informa-
tion.

(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.

§1302.13 Recruitment of children.

In order to reach those most in need of  services, a program must develop and implement a recruit-
ment process designed to actively inform all families with eligible children within the recruitment 
area of  the availability of  program services, and encourage and assist them in applying for admission 
to the program.  A program must include specific efforts to actively locate and recruit children with 
disabilities and other vulnerable children, including homeless children and children in foster care.
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§1302.14 Selection process.

(a) Selection criteria. 

(1) A program must annually establish selection criteria that weigh the prioritization of  selec-
tion of  participants,  based on community needs identified in the community needs assess-
ment as described in §1302.11(b), and including family income, whether the child is homeless, 
whether the child is in foster care, the child’s age, whether the child is eligible for special educa-
tion and related services, or early intervention services, as appropriate, as determined under the 
Individuals with Disabilities Education Act (IDEA) (20 U.S.C. 1400 et seq.) and, other relevant 
family or child risk factors.

(2) If  a program serves migrant or seasonal families, it must select participants according to 
criteria in paragraph (a)(1) of  this section, and give priority to children whose families can 
demonstrate they have relocated frequently within the past two-years to pursue agricultural 
work.

(3) If  a program operates in a service area where Head Start eligible children can enroll in 
high-quality publicly funded pre-kindergarten for a full school day, the program must priori-
tize younger children as part of  the selection criteria in paragraph (a)(1) of  this section. If  this 
priority would disrupt partnerships with local education agencies, then it is not required. An 
American Indian and Alaska Native or Migrant or Seasonal Head Start program must consider 
whether such prioritization is appropriate in their community.

(4) A program must not deny enrollment based on a disability or chronic health condition or 
its severity.

(b) Children eligible for services under IDEA. 

(1) A program must ensure at least 10 percent of  its total funded enrollment is filled by chil-
dren eligible for services under IDEA, unless the responsible HHS official grants a waiver.

(2) If  the requirement in paragraph (b)(1) of  this section has been met, children eligible for 
services under IDEA should be prioritized for the available slots in accordance with the pro-
gram’s selection criteria described in paragraph (a) of  this section.

(c) Waiting lists.  A program must develop at the beginning of  each enrollment year and maintain 
during the year a waiting list that ranks children according to the program’s selection criteria.

§1302.15 Enrollment.

(a) Funded enrollment.  A program must maintain its funded enrollment level and fill any vacancy as 
soon as possible. A program must fill any vacancy within 30 days. 

(b) Continuity of  enrollment. 

(1) A program must make efforts to maintain enrollment of  eligible children for the following 
year.   

(2) Under exceptional circumstances, a program may maintain a child’s enrollment in Head 
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Start for a third year, provided that family income is verified again.  A program may maintain a 
child’s enrollment in Early Head Start as described in §1302.12(j)(2).

(3) If  a program serves homeless children or children in foster care, it must make efforts to 
maintain the child’s enrollment regardless of  whether the family or child moves to a differ-
ent service area, or transition the child to a program in a different service area, as required in  
§1302.72(a), according to the family’s needs.   

(c) Reserved slots. If  a program determines from the community assessment there are families ex-
periencing homelessness in the area, or children in foster care that could benefit from services, the 
program may reserve one or more enrollment slots for pregnant women and children experiencing 
homelessness and children in foster care, when a vacancy occurs. No more than three percent of  
a program’s funded enrollment slots may be reserved.  If  the reserved enrollment slot is not filled 
within 30 days, the enrollment slot becomes vacant and then must be filled in accordance with para-
graph (a) of  this section.  

(d) Other enrollment.  Children from diverse economic backgrounds who are funded with other 
sources, including private pay, are not considered part of  a program’s eligible funded enrollment.  

(e) State immunization enrollment requirements.  A program must comply with state immunization 
enrollment and attendance requirements, with the exception of  homeless children as described in 
§1302.16(c)(1).

(f) Voluntary parent participation.  Parent participation in any program activity is voluntary, includ-
ing consent for data sharing, and is not required as a condition of  the child’s enrollment.

§1302.16 Attendance.

(a) Promoting regular attendance.  A program must track attendance for each child.

(1) A program must implement a process to ensure children are safe when they do not arrive 
at school. If  a child is unexpectedly absent and a parent has not contacted the program within 
one hour of  program start time, the program must attempt to contact the parent to ensure the 
child’s well-being. 

(2) A program must implement strategies to promote attendance.  At a minimum, a program 
must:

(i) Provide information about the benefits of  regular attendance;

(ii) Support families to promote the child’s regular attendance; 

(iii) Conduct a home visit or make other direct contact with a child’s parents if  a child 
has multiple unexplained absences (such as two consecutive unexplained absences); and, 

(iv) Within the first 60 days of  program operation, and on an ongoing basis thereafter, 
use individual child attendance data to identify children with patterns of  absence that 
put them at risk of  missing ten percent of  program days per year and develop appropri-
ate strategies to improve individual attendance among identified children, such as direct 
contact with parents or intensive case management, as necessary.  
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(3) If  a child ceases to attend, the program must make appropriate efforts to reengage the 
family to resume attendance, including as described in paragraph (a)(2) of  this section. If  the 
child’s attendance does not resume, then the program must consider that slot vacant.  This 
action is not considered expulsion as described in §1302.17.

(b) Managing systematic program attendance issues. If  a program’s monthly average daily attendance 
rate falls below 85 percent, the program must analyze the causes of  absenteeism to identify any 
systematic issues that contribute to the program’s absentee rate.  The program must use this data to 
make necessary changes in a timely manner as part of  ongoing oversight and correction as described 
in §1302.102(b) and inform its continuous improvement efforts as described in §1302.102(c). 

(c) Supporting attendance of  homeless children. 

(1) If  a program determines a child is eligible under §1302.12(c)(1)(iii), it must allow the child 
to attend for up to 90 days or as long as allowed under state licensing requirements, without 
immunization and other records, to give the family reasonable time to present these docu-
ments. A program must work with families to get children immunized as soon as possible in 
order to comply with state licensing requirements.

(2) If  a child experiencing homelessness is unable to attend classes regularly because the family 
does not have transportation to and from the program facility, the program must utilize com-
munity resources, where possible, to provide transportation for the child. 

§1302.17 Suspension and expulsion.

(a) Limitations on suspension. 

(1) A program must prohibit or severely limit the use of  suspension due to a child’s behavior. 
Such suspensions may only be temporary in nature.

(2) A temporary suspension must be used only as a last resort in extraordinary circumstances 
where there is a serious safety threat that cannot be reduced or eliminated by the provision of  
reasonable modifications.

(3) Before a program determines whether a temporary suspension is necessary, a program 
must engage with a mental health consultant, collaborate with the parents, and utilize appropri-
ate community resources – such as behavior coaches, psychologists, other appropriate special-
ists, or other resources – as needed, to determine no other reasonable option is appropriate. 

(4) If  a temporary suspension is deemed necessary, a program must help the child return to 
full participation in all program activities as quickly as possible while ensuring child safety by:

(i) Continuing to engage with the parents and a mental health consultant, and continuing 
to utilize appropriate community resources;

(ii) Developing a written plan to document the action and supports needed;

(iii) Providing services that include home visits; and,
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(iv) Determining whether a referral to a local agency responsible for implementing 
IDEA is appropriate.

(b) Prohibition on expulsion. 

(1) A program cannot expel or unenroll a child from Head Start because of  a child’s behavior.

(2) When a child exhibits persistent and serious challenging behaviors, a program must explore 
all possible steps and document all steps taken to address such problems, and facilitate the 
child’s safe participation in the program. Such steps must include, at a minimum, engaging a 
mental health consultant, considering the appropriateness of  providing appropriate  services 
and supports under section 504 of  the Rehabilitation Act to ensure that the child who satis-
fies the definition of  disability in 29 U.S.C. 705(9)(b) of  the Rehabilitation Act is not excluded 
from the program on the basis of  disability, and consulting with the parents and the child’s 
teacher, and:  

(i) If  the child has an individualized family service plan (IFSP) or individualized educa-
tion program (IEP), the program must consult with the agency responsible for the IFSP 
or IEP to ensure the child receives the needed support services; or,

(ii) If  the child does not have an IFSP or IEP, the program must collaborate, with paren-
tal consent, with the local agency responsible for implementing IDEA to determine the 
child’s eligibility for services.

(3) If, after a program has explored all possible steps and documented all steps taken as de-
scribed in paragraph (b)(2) of  this section, a program, in consultation with the parents, the 
child’s teacher, the agency responsible for implementing IDEA (if  applicable), and the mental 
health consultant, determines that the child’s continued enrollment presents a continued seri-
ous safety threat to the child or other enrolled children and determines the program is not the 
most appropriate placement for the child, the program must work with such entities to directly 
facilitate the transition of  the child to a more appropriate placement.

§1302.18 Fees.  

(a) Policy on fees. A program must not charge eligible families a fee to participate in Head Start, 
including special events such as field trips, and cannot in any way condition an eligible child’s enroll-
ment or participation in the program upon the payment of  a fee.

(b) Allowable fees. 

(1) A program must only accept a fee from families of  enrolled children for services that are in 
addition to services funded by Head Start, such as child care before or after funded Head Start 
hours.  A program may not condition a Head Start child’s enrollment on the ability to pay a fee 
for additional hours.

(2) In order to support programs serving children from diverse economic backgrounds or 
using multiple funding sources, a program may charge fees to private pay families and other 
non-Head Start enrolled families to the extent allowed by any other applicable federal, state or 
local funding sources.
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Subpart B — Program Structure

§1302.20 Determining program structure.  

(a) Choose a program option.  

(1) A program must choose to operate one or more of  the following program options: cen-
ter-based, home-based, family child care, or an approved locally-designed variation as de-
scribed in §1302.24. The program option(s) chosen must meet the needs of  children and 
families based on the community assessment described in §1302.11(b).  A Head Start program 
serving preschool-aged children may not provide only the option described in §1302.22(a) and 
(c)(2).

(2) To choose a program option and develop a program calendar, a program must consider in 
conjunction with the annual review of  the community assessment described in §1302.11(b)
(2), whether it would better meet child and family needs through conversion of  existing slots 
to full school day or full working day slots, extending the program year, conversion of  existing 
Head Start slots to Early Head Start slots as described in paragraph (c) of  this section, and 
ways to promote continuity of  care and services.  A program must work to identify alternate 
sources to support full working day services. If  no additional funding is available, program 
resources may be used.  

(b) Comprehensive services.  All program options must deliver the full range of  services, as de-
scribed in subparts C, D, E, F, and G of  this part, except that §§1302.30 through 1302.32 and 
§1302.34 do not apply to home-based options. 

(c) Conversion. 

(1) Consistent with section 645(a)(5) of  the Head Start Act, grantees may request to convert 
Head Start slots to Early Head Start slots through the re-funding application process or as a 
separate grant amendment.

(2) Any grantee proposing a conversion of  Head Start services to Early Head Start services 
must obtain policy council and governing body approval and submit the request to their re-
gional office.

(3) With the exception of  American Indian and Alaska Native grantees as described in para-
graph (c)(4) of  this section, the request to the regional office must include:

(i) A grant application budget and a budget narrative that clearly identifies the funding 
amount for the Head Start and Early Head Start programs before and after the proposed 
conversion;

(ii) The results of  the community assessment demonstrating how the proposed use of  
funds would best meet the needs of  the community, including a description of  how the 
needs of  eligible Head Start children will be met in the community when the conversion 
takes places;
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(iii) A revised program schedule that describes the program option(s) and the number of  
funded enrollment slots for Head Start and Early Head Start programs before and after 
the proposed conversion;

(iv) A description of  how the needs of  pregnant women, infants, and toddlers will be 
addressed;

(v) A discussion of  the agency’s capacity to carry out an effective Early Head Start pro-
gram in accordance with the requirements of  section 645A(b) of  the Head Start Act and 
all applicable regulations;

(vi) Assurances that the agency will participate in training and technical assistance activi-
ties required of  all Early Head Start grantees;

(vii) A discussion of  the qualifications and competencies of  the child development staff  
proposed for the Early Head Start program, as well as a description of  the facilities and 
program infrastructure that will be used to support the new or expanded Early Head 
Start program; 

(viii) A discussion of  any one-time funding necessary to implement the proposed con-
version and how the agency intends to secure such funding; and,

(ix) The proposed timetable for implementing this conversion, including updating school 
readiness goals as described in subpart J of  this part.

(4) Consistent with section 645(d)(3) of  the Act, any American Indian and Alaska Native 
grantee that operates both an Early Head Start program and a Head Start program may real-
locate funds between the programs at its discretion and at any time during the grant period in-
volved, in order to address fluctuations in client populations. An American Indian and Alaska 
Native program that exercises this discretion must notify the regional office.

(d) Source of  funding. A program may consider hours of  service that meet the Head Start Program 
Performance Standards, regardless of  the source of  funding, as hours of  planned class operations 
for the purposes of  meeting the Head Start and Early Head Start service duration requirements in 
this subpart. 

§1302.21 Center-based option.

(a)  Setting.  The center-based option delivers the full range of  services, consistent with §1302.20(b). 
Education and child development services are delivered primarily in classroom settings. 

(b) Ratios and group size. 

(1) Staff-child ratios and group size maximums must be determined by the age of  the major-
ity of  children and the needs of  children present. A program must determine the age of  the 
majority of  children in a class at the start of  the year and may adjust this determination during 
the program year, if  necessary.  Where state or local licensing requirements are more stringent 
than the teacher-child ratios and group size specifications in this section, a program must meet 
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the stricter requirements. A program must maintain appropriate ratios during all hours of  pro-
gram operation, except:

(i) For brief  absences of  a teaching staff  member for no more than five minutes; and,

(ii) During nap time, one teaching staff  member may be replaced by one staff  member 
or trained volunteer who does not meet the teaching qualifications required for the age.

(2) An Early Head Start or Migrant or Seasonal Head Start class that serves children under 36 
months old must have two teachers with no more than eight children, or three teachers with 
no more than nine children.  Each teacher must be assigned consistent, primary responsibility 
for no more than four children to promote continuity of  care for individual children.  A pro-
gram must minimize teacher changes throughout a child’s enrollment, whenever possible, and 
consider mixed age group classes to support continuity of  care.

(3) A class that serves a majority of  children who are three years old must have no more than 
17 children with a teacher and teaching assistant or two teachers. A double session class that 
serves a majority of  children who are three years old must have no more than 15 children with 
a teacher and teaching assistant or two teachers.

(4) A class that serves a majority of  children who are four and five years old must have no 
more than 20 children with a teacher and a teaching assistant or two teachers. A double session 
class that serves a majority of  children who are four and five years old must have no more 
than 17 children with a teacher and a teaching assistant or two teachers.

Table to §1302.21(b) — Center-based group size

4 and 5 year olds
No more than 20 children enrolled in any class. 
No more than 17 children enrolled in any double session class.

3 year olds
No more than 17 children enrolled in any class
No more than 15 children enrolled in any double session class.

Under 3 years old
No more than 8 or 9 children enrolled in any class, depending on the number 
of teachers.

(c) Service duration. 

(1) Early Head Start.  

(i) By August 1, 2018, a program must provide 1,380 annual hours of  planned class oper-
ations for all enrolled children.  

(ii) A program that is designed to meet the needs of  young parents enrolled in school 
settings may meet the service duration requirements in paragraph (c)(1)(i) of  this section 
if  it operates a center-based program schedule during the school year aligned with its 
local education agency requirements and provides regular home-based services during 
the summer break. 

(2) Head Start. 

(i) Until a program is operating all of  its Head Start center-based funded enrollment 
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at the standard described in paragraph (c)(2)(iv) or (v) of  this section, a program must 
provide, at a minimum, at least 160 days per year of  planned class operations if  it oper-
ates for five days per week, or at least 128 days per year if  it operates four days per week.  
Classes must operate for a minimum of  3.5 hours per day.

(ii) Until a program is operating all of  its Head Start center-based funded enrollment at 
the standard described in paragraph (c)(2)(iv) or (v) of  this section, if  a program op-
erates a double session variation, it must provide classes for four days per week for a 
minimum of  128 days per year and 3.5 hours per day. Each double session class staff  
member must be provided adequate break time during the course of  the day.  In ad-
dition, teachers, aides, and volunteers must have appropriate time to prepare for each 
session together, to set up the classroom environment, and to give individual attention to 
children entering and leaving the center.

 (iii) By August 1, 2019, a program must provide 1,020 annual hours of  planned class 
operations over the course of  at least eight months per year for at least 50 percent of  its 
Head Start center-based funded enrollment.

 (iv) By August 1, 2021, a program must provide 1,020 annual hours of  planned class 
operations over the course of  at least eight months per year for all of  its Head Start cen-
ter-based funded enrollment.

(v) A Head Start program providing fewer than 1,020 annual hours of  planned class 
operations or fewer than eight months of  service is considered to meet the requirements 
described in paragraphs (c)(2)(iii) and (iv) of  this section if  its program schedule aligns 
with the annual hours required by its local education agency for grade one and such 
alignment is necessary to support partnerships for service delivery.

(3) Secretarial determination. 

(i) On or before February 1, 2018, the Secretary may lower the required percentage de-
scribed in paragraph (c)(2)(iii) of  this section, based on an assessment of  the availability 
of  sufficient funding to mitigate a substantial reduction in funded enrollment; and,

(ii) On or before February 1, 2020, the Secretary may lower the required percentage de-
scribed in paragraph (c)(2)(iv) of  this section, based on an assessment of  the availability 
of  sufficient funding to mitigate a substantial reduction in funded enrollment.

(4) Extension.  If  an extension is necessary to ensure children enrolled in the program on 
November 7, 2016 are not displaced from the Early Head Start or Head Start program, a pro-
gram may request a one-year extension from the responsible HHS official of  the requirements 
outlined in paragraphs (c)(1) and (c)(2)(iii) of  this section.

(5) Exemption for Migrant or Seasonal Head Start programs.  A Migrant or Seasonal program 
is not subject to the requirements described in §1302.21(c)(1) or (2), but must make every ef-
fort to provide as many days and hours of  service as possible to each child and family. 

(6) Calendar planning.  A program must:
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(i) Plan its year using a reasonable estimate of  the number of  days during a year that 
classes may be closed due to problems such as inclement weather; and,

(ii) Make every effort to schedule makeup days using existing resources if  hours of  
planned class operations fall below the number required per year. 

(d) Licensing and square footage requirements.  

(1) The facilities used by a program must meet state, tribal, or local licensing requirements, 
even if  exempted by the licensing entity.  When state, tribal, or local requirements vary from 
Head Start requirements, the most stringent provision takes precedence.  

(2) A center-based program must have at least 35 square feet of  usable indoor space per child 
available for the care and use of  children (exclusive of  bathrooms, halls, kitchen, staff  rooms, 
and storage places) and at least 75 square feet of  usable outdoor play space per child.

(3) A program that operates two or more groups within an area must ensure clearly defined, 
safe divisions to separate groups.  A program must ensure such spaces are learning environ-
ments that facilitate the implementation of  the requirements in subpart C of  this part.  The 
divisions must limit noise transfer from one group to another to prevent disruption of  an 
effective learning environment.

§1302.22 Home-based option. 

(a) Setting. The home-based option delivers the full range of  services, consistent with §1302.20(b), 
through visits with the child's parents, primarily in the child's home and through group socialization 
opportunities in a Head Start classroom, community facility, home, or on field trips.  For Early Head 
Start programs, the home-based option may be used to deliver services to some or all of  a program’s 
enrolled children.  For Head Start programs, the home-based option may only be used to deliver 
services to a portion of  a program’s enrolled children.

(b) Caseload.  A program that implements a home-based option must maintain an average caseload 
of  10 to 12 families per home visitor with a maximum of  12 families for any individual home visitor. 

(c) Service duration.  

(1) Early Head Start. By August 1, 2017, an Early Head Start home-based program must:

(i) Provide one home visit per week per family that lasts at least an hour and a half  and 
provide a minimum of  46 visits per year; and,

(ii) Provide, at a minimum, 22 group socialization activities distributed over the course of  
the program year.

(2) Head Start.  A Head Start home-based program must:

(i) Provide one home visit per week per family that lasts at least an hour and a half  and 
provide a minimum of  32 visits per year; and,
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(ii) Provide, at a minimum, 16 group socialization activities distributed over the course of  
the program year.

(3) Meeting minimum requirements. A program that implements a home-based option must: 

(i) Make up planned home visits or scheduled group socialization activities that were 
canceled by the program, and to the extent possible attempt to make up planned home 
visits canceled by the family, when this is necessary to meet the minimums described in 
paragraphs (c)(1) and (2) of  this section; and,

(ii) Not replace home visits or scheduled group socialization activities for medical or 
social service appointments for the purposes of  meeting the minimum requirements 
described in paragraphs (c)(1) and (2) of  this section. 

(d) Safety requirements. The areas for learning, playing, sleeping, toileting, preparing food, and eat-
ing in facilities used for group socializations in the home-based option must meet the safety stan-
dards described in §1302.47(1)(ii) through (viii).

§1302.23 Family child care option.

(a) Setting. The family child care program option delivers the full range of  services, consistent with 
§1302.20(b).  Education and child development services are primarily delivered by a family child care 
provider in their home or other family-like setting.  A program may choose to offer the family child 
care option if:

(1) The program has a legally binding agreement with one or more family child care provid-
er(s) that clearly defines the roles, rights, and responsibilities of  each party, or the program is 
the employer of  the family child care provider, and ensures children and families enrolled in 
this option receive the full range of  services described in subparts C, D, E, F, and G of  this 
part; and,

(2) The program ensures family child care homes are available that can accommodate children 
and families with disabilities. 

(b) Ratios and group size. 

(1) A program that operates the family child care option where Head Start children are en-
rolled must ensure group size does not exceed the limits specified in this section.  If  the family 
child care provider’s own children under the age of  six are present, they must be included in 
the group size.  

(2) When there is one family child care provider, the maximum group size is six children and 
no more than two of  the six may be under 24 months of  age. When there is a provider and 
an assistant, the maximum group size is twelve children with no more than four of  the twelve 
children under 24 months of  age.

(3) One family child care provider may care for up to four children younger than 36 months of  
age with a maximum group size of  four children, and no more than two of  the four children 
may be under 18 months of  age.
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(4) A program must maintain appropriate ratios during all hours of  program operation. A pro-
gram must ensure providers have systems to ensure the safety of  any child not within view for 
any period.  A program must make substitute staff  and assistant providers available with the 
necessary training and experience to ensure quality services to children are not interrupted. 

(c) Service duration. Whether family child care option services are provided directly or via contractu-
al arrangement, a program must ensure family child care providers operate sufficient hours to meet 
the child care needs of  families and not less than 1,380 hours per year. 

(d) Licensing requirements.  A family child-care provider must be licensed by the state, tribal, or local 
entity to provide services in their home or family-like setting.  When state, tribal, or local require-
ments vary from Head Start requirements, the most stringent provision applies.

(e) Child development specialist.  A program that offers the family child care option must provide 
a child development specialist to support family child care providers and ensure the provision of  
quality services at each family child care home.  Child development specialists must:

(1) Conduct regular visits to each home, some of  which are unannounced, not less than once 
every two weeks; 

(2) Periodically verify compliance with either contract requirements or agency policy; 

(3) Facilitate ongoing communication between program staff, family child care providers, and 
enrolled families; and,

(4) Provide recommendations for technical assistance and support the family child care provid-
er in developing relationships with other child care professionals.

§1302.24 Locally-designed program option variations.

(a) Waiver option.  Programs may request to operate a locally-designed program option, including 
a combination of  program options, to better meet the unique needs of  their communities or to 
demonstrate or test alternative approaches for providing program services.  In order to operate a 
locally-designed program option, programs must seek a waiver as described in this section and must 
deliver the full range of  services, consistent with §1302.20(b), and demonstrate how any change to 
their program design is consistent with achieving program goals in subpart J of  this part. 

(b) Request for approval.  A program’s request to operate a locally-designed variation may be ap-
proved by the responsible HHS official through the end of  a program’s current grant or, if  the 
request is submitted through a grant application for an upcoming project period, for the project 
period of  the new award.  Such approval may be revoked based on progress toward program goals 
as described in §1302.102 and monitoring as described in §1304.2.

(c) Waiver requirements.  

(1) The responsible HHS official may waive one or more of  the requirements contained in 
§1302.21(b), (c)(1)(i), and (c)(2)(iii) and (iv); §1302.22(a) through (c); and §1302.23(b)  
and (c), but may not waive ratios or group size for children under 24 months.  Center-based 
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locally-designed options must meet the minimums described in section 640(k)(1) of  the Act 
for center-based programs.  

(2) If  the responsible HHS official determines a waiver of  group size for center-based services 
would better meet the needs of  children and families in a community, the group size may not 
exceed the limits below: 

(i) A group that serves children 24 to 36 months of  age must have no more than ten 
children; and,

(ii) A group that serves predominantly three-year-old children must have no more than 
twenty children; and, 

(iii) A group that serves predominantly four-year-old children must have no more than 
twenty-four children.

(3) If  the responsible HHS official approves a waiver to allow a program to operate below the 
minimums described in §1302.21(c)(2)(iii) or (iv), a program must meet the requirements de-
scribed in §1302.21(c)(2)(i), or in the case of  a double session variation, a program must meet 
the requirements described in §1302.21(c)(2)(ii).

(4) In order to receive a waiver under this section, a program must provide supporting evi-
dence that demonstrates the locally-designed variation effectively supports appropriate devel-
opment and progress in children’s early learning outcomes.

(5) In order to receive a waiver of  service duration, a program must meet the requirement in 
paragraph (c)(4) of  this section, provide supporting evidence that it better meets the needs of  
parents than the applicable service duration minimums described in §1302.21(c)(1), and (c)(2)
(iii) and (iv), §1302.22(c), or §1302.23(c), and assess the effectiveness of  the variation in sup-
porting appropriate development and progress in children’s early learning outcomes.  

(d) Transition from previously approved program options. If, before November 7, 2016, a program 
was approved to operate a program option that is no longer allowable under §§1302.21 through 
1302.23, a program may continue to operate that model until July 31, 2018.

Subpart C — Education and Child Development Program 
Services

§1302.30 Purpose.

All programs must provide high-quality early education and child development services, including 
for children with disabilities, that promote children’s cognitive, social, and emotional growth for later 
success in school.  A center-based or family child care program must embed responsive and effective 
teacher-child interactions. A home-based program must promote secure parent-child relationships 
and help parents provide high-quality early learning experiences.  All programs must implement a 
research-based curriculum, and screening and assessment procedures that support individualiza-
tion and growth in the areas of  development described in the Head Start Early Learning Outcomes 
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Framework: Ages Birth to Five and support family engagement in children’s learning and develop-
ment.  A program must deliver developmentally, culturally, and linguistically appropriate learning ex-
periences in language, literacy, mathematics, social and emotional functioning, approaches to learn-
ing, science, physical skills, and creative arts.  To deliver such high-quality early education and child 
development services, a center-based or family child care program must implement, at a minimum, 
the elements contained in §§1302.31 through 1302.34, and a home-based program must implement, 
at a minimum, the elements in §§1302.33 and 1302.35.

§1302.31 Teaching and the learning environment.

(a) Teaching and the learning environment.  A center-based and family child care program must 
ensure teachers and other relevant staff  provide responsive care, effective teaching, and an organized 
learning environment that promotes healthy development and children’s skill growth aligned with 
the Head Start Early Learning Outcomes Framework: Ages Birth to Five, including for children with 
disabilities. A program must also support implementation of  such environment with integration of  
regular and ongoing supervision and a system of  individualized and ongoing professional develop-
ment, as appropriate.  This includes, at a minimum, the practices described in paragraphs (b) through 
(e) of  this section.

(b) Effective teaching practices.  

(1) Teaching practices must:

(i) Emphasize nurturing and responsive practices, interactions, and environments that 
foster trust and emotional security; are communication and language rich; promote crit-
ical thinking and problem-solving; social, emotional, behavioral, and language develop-
ment; provide supportive feedback for learning; motivate continued effort; and support 
all children’s engagement in learning experiences and activities;

(ii) Focus on promoting growth in the developmental progressions described in the Head 
Start Early Learning Outcomes Framework: Ages Birth to Five by aligning with and 
using the Framework and the curricula as described in §1302.32 to direct planning of  
organized activities, schedules, lesson plans, and the implementation of  high-quality early 
learning experiences that are responsive to and build upon each child’s individual pattern 
of  development and learning;

(iii) Integrate child assessment data in individual and group planning; and,

(iv) Include developmentally appropriate learning experiences in language, literacy, social 
and emotional development, math, science, social studies, creative arts, and physical 
development that are focused toward achieving progress outlined in the Head Start Early 
Learning Outcomes Framework: Ages Birth to Five.

(2) For dual language learners, a program must recognize bilingualism and biliteracy as 
strengths and implement research-based teaching practices that support their development. 
These practices must:

(i) For an infant or toddler dual language learner, include teaching practices that focus on 
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the development of  the home language, when there is a teacher with appropriate lan-
guage competency, and experiences that expose the child to English; 

(ii) For a preschool age dual language learner, include teaching practices that focus on 
both English language acquisition and the continued development of  the home lan-
guage; or,

(iii) If  staff  do not speak the home language of  all children in the learning environ-
ment, include steps to support the development of  the home language for dual language 
learners such as having culturally and linguistically appropriate materials available and 
other evidence-based strategies. Programs must work to identify volunteers who speak 
children’s home language/s who could be trained to work in the classroom to support 
children’s continued development of  the home language.

(c) Learning environment.  A program must ensure teachers implement well-organized learning 
environments with developmentally appropriate schedules, lesson plans, and indoor and outdoor 
learning experiences that provide adequate opportunities for choice, play, exploration, and experi-
mentation among a variety of  learning, sensory, and motor experiences and:

(1) For infants and toddlers, promote relational learning and include individualized and small 
group activities that integrate appropriate daily routines into a flexible schedule of  learning 
experiences; and,

(2) For preschool age children, include teacher-directed and child-initiated activities, active and 
quiet learning activities, and opportunities for individual, small group, and large group learning 
activities.

(d) Materials and space for learning.  To support implementation of  the curriculum and the re-
quirements described in paragraphs (a), (b), (c), and (e) of  this section a program must provide 
age-appropriate equipment, materials, supplies and physical space for indoor and outdoor learning 
environments, including functional space. The equipment, materials and supplies must include any 
necessary accommodations and the space must be accessible to children with disabilities.  Programs 
must change materials intentionally and periodically to support children’s interests, development, and 
learning.   

(e) Promoting learning through approaches to rest, meals, routines, and physical activity.  

(1) A program must implement an intentional, age appropriate approach to accommodate chil-
dren’s need to nap or rest, and that, for preschool age children in a program that operates for 
6 hours or longer per day provides a regular time every day at which preschool age children are 
encouraged but not forced to rest or nap.  A program must provide alternative quiet learning 
activities for children who do not need or want to rest or nap. 

(2) A program must implement snack and meal times in ways that support development and 
learning. For bottle-fed infants, this approach must include holding infants during feeding 
to support socialization. Snack and meal times must be structured and used as learning op-
portunities that support teaching staff-child interactions and foster communication and con-
versations that contribute to a child’s learning, development, and socialization. Programs are 
encouraged to meet this requirement with family style meals when developmentally appropri-
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ate. A program must also provide sufficient time for children to eat, not use food as reward or 
punishment, and not force children to finish their food.

(3) A program must approach routines, such as hand washing and diapering, and transitions 
between activities, as opportunities for strengthening development, learning, and skill growth.

(4) A program must recognize physical activity as important to learning and integrate inten-
tional movement and physical activity into curricular activities and daily routines in ways that 
support health and learning. A program must not use physical activity as reward or punish-
ment.

§1302.32 Curricula.

(a) Curricula. 

(1) Center-based and family child care programs must implement developmentally appropri-
ate research-based early childhood curricula, including additional curricular enhancements, as 
appropriate that: 

(i) Are based on scientifically valid research and have standardized training procedures 
and curriculum materials to support implementation;

(ii) Are aligned with the Head Start Early Learning Outcomes Framework: Ages Birth to 
Five and, as appropriate, state early learning and development standards; and are suffi-
ciently content-rich to promote measurable progress toward development and learning 
outlined in the Framework; and,

(iii) Have an organized developmental scope and sequence that include plans and ma-
terials for learning experiences based on developmental progressions and how children 
learn.

(2) A program must support staff  to effectively implement curricula and at a minimum mon-
itor curriculum implementation and fidelity, and provide support, feedback, and supervision 
for continuous improvement of  its implementation through the system of  training and profes-
sional development. 

(b) Adaptation.  A program that chooses to make significant adaptations to a curriculum or a cur-
riculum enhancement described in paragraph (a)(1) of  this section to better meet the needs of  one 
or more specific populations must use an external early childhood education curriculum or content 
area expert to develop such significant adaptations. A program must assess whether the adaptation 
adequately facilitates progress toward meeting school readiness goals, consistent with the process 
described in §1302.102(b) and (c).  Programs are encouraged to partner with outside evaluators in 
assessing such adaptations.

§1302.33 Child screenings and assessments.

(a) Screening. 

(1) In collaboration with each child’s parent and with parental consent, a program must com-
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plete or obtain a current developmental screening to identify concerns regarding a child’s 
developmental, behavioral, motor, language, social, cognitive, and emotional skills within 45 
calendar days of  when the child first attends the program or, for the home-based program 
option, receives a home visit.  A program that operates for 90 days or less must complete 
or obtain a current developmental screening within 30 calendar days of  when the child first 
attends the program. 

(2) A program must use one or more research-based developmental standardized screening 
tools to complete the screening.  A program must use as part of  the screening additional 
information from family members, teachers, and relevant staff  familiar with the child’s typical 
behavior.

(3) If  warranted through screening and additional relevant information and with direct guid-
ance from a mental health or child development professional a program must, with the par-
ent’s consent, promptly and appropriately address any needs identified through:

(i) Referral to the local agency responsible for implementing IDEA for a formal evalua-
tion to assess the child’s eligibility for services under IDEA as soon as possible, and not 
to exceed timelines required under IDEA; and, 

(ii) Partnership with the child’s parents and the relevant local agency to support families 
through the formal evaluation process.  

(4) If  a child is determined to be eligible for services under IDEA, the program must partner 
with parents and the local agency responsible for implementing IDEA, as appropriate, and 
deliver the services in subpart F of  this part.

(5) If, after the formal evaluation described in paragraph (a)(3)(i) of  this section, the local 
agency responsible for implementing IDEA determines the child is not eligible for early inter-
vention or special education and related services under IDEA, the program must:

(i) Seek guidance from a mental health or child development professional to determine 
if  the formal evaluation shows the child has a significant delay in one or more areas of  
development that is likely to interfere with the child’s development and school readiness; 
and,

(ii) If  the child has a significant delay, partner with parents to help the family access ser-
vices and supports to help address the child’s identified needs. 

(A) Such additional services and supports may be available through a child’s health 
insurance or it may be appropriate for the program to provide needed services 
and supports under section 504 of  the Rehabilitation Act if  the child satisfies the 
definition of  disability in 29 U.S.C. section 705(9)(b) of  the Rehabilitation Act, to 
ensure that the child who satisfies the definition of  disability in 29 U.S.C. 705(9)(b) 
of  the Rehabilitation Act is not excluded from the program on the basis of   
disability.

(B) A program may use program funds for such services and supports when no 
other sources of  funding are available.
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(b) Assessment for individualization. 

(1) A program must conduct standardized and structured assessments, which may be obser-
vation-based or direct, for each child that provide ongoing information to evaluate the child’s 
developmental level and progress in outcomes aligned to the goals described in the Head Start 
Early Learning Child Outcomes Framework: Ages Birth to Five.  Such assessments must result 
in usable information for teachers, home visitors, and parents and be conducted with sufficient 
frequency to allow for individualization within the program year. 

(2) A program must regularly use information from paragraph (b)(1) of  this section along with 
informal teacher observations and additional information from family and staff, as relevant, to 
determine a child’s strengths and needs, inform and adjust strategies to better support individ-
ualized learning and improve teaching practices in center-based and family child care settings, 
and improve home visit strategies in home-based models.  

(3) If  warranted from the information gathered from paragraphs (b)(1) and (2) of  this section 
and with direct guidance from a mental health or child development professional and a par-
ent’s consent, a program must refer the child to the local agency responsible for implementing 
IDEA for a formal evaluation to assess a child’s eligibility for services under IDEA.

(c) Characteristics of  screenings and assessments. 

(1) Screenings and assessments must be valid and reliable for the population and purpose for 
which they will be used, including by being conducted by qualified and trained personnel, and 
being age, developmentally, culturally and linguistically appropriate, and appropriate for chil-
dren with disabilities, as needed. 

(2) If  a program serves a child who speaks a language other than English, a program must use 
qualified bilingual staff, contractor, or consultant to:

(i) Assess language skills in English and in the child’s home language, to assess both the 
child’s progress in the home language and in English language acquisition;

(ii) Conduct screenings and assessments for domains other than language skills in the 
language or languages that best capture the child’s development and skills in the specific 
domain; and,

(iii) Ensure those conducting the screening or assessment know and understand the 
child’s language and culture and have sufficient skill level in the child’s home language 
to accurately administer the screening or assessment and to record and understand the 
child’s responses, interactions, and communications.

(3) If  a program serves a child who speaks a language other than English and qualified bi-
lingual staff, contractors, or consultants are not able to conduct screenings and assessments, 
a program must use an interpreter in conjunction with a qualified staff  person to conduct 
screenings and assessments as described in paragraphs (c)(2)(i) through (iii) of  this section. 

(4) If  a program serves a child who speaks a language other than English and can demonstrate 
that there is not a qualified bilingual staff  person or interpreter, then screenings and assess-
ments may be conducted in English.  In such a case, a program must also gather and use other 
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information, including structured observations over time and information gathered in a child’s 
home language from the family, for use in evaluating the child’s development and progress.

(d) Prohibitions on use of  screening and assessment data.  The use of  screening and assessment 
items and data on any screening or assessment authorized under this subchapter by any agent of  the 
federal government is prohibited for the purposes of  ranking, comparing, or otherwise evaluating 
individual children for purposes other than research, training, or technical assistance, and is prohib-
ited for the purposes of  providing rewards or sanctions for individual children or staff.  A program 
must not use screening or assessments to exclude children from enrollment or participation.

§1302.34 Parent and family engagement in education and child 
development services.

(a) Purpose.  Center-based and family child care programs must structure education and child devel-
opment services to recognize parents’ roles as children’s lifelong educators, and to encourage parents 
to engage in their child’s education.  

(b) Engaging parents and family members.  A program must offer opportunities for parents and 
family members to be involved in the program’s education services and implement policies to en-
sure:

(1) The program’s settings are open to parents during all program hours;

(2) Teachers regularly communicate with parents to ensure they are well-informed about their 
child’s routines, activities, and behavior;

(3) Teachers hold parent conferences, as needed, but no less than two times per program year, 
to enhance the knowledge and understanding of  both staff  and parents of  the child’s educa-
tion and developmental progress and activities in the program;

(4) Parents have the opportunity to learn about and to provide feedback on selected curricula 
and instructional materials used in the program;

(5) Parents and family members have opportunities to volunteer in the class and during group 
activities; 

(6) Teachers inform parents, about the purposes of  and the results from screenings and assess-
ments and discuss their child’s progress; 

(7) Teachers, except those described in paragraph (b)(8) of  this section, conduct at least two 
home visits per program year for each family, including one before the program year begins, if  
feasible, to engage the parents in the child’s learning and development, except that such visits 
may take place at a program site or another safe location that affords privacy at the parent’s 
request, or if  a visit to the home presents significant safety hazards for staff; and,

(8) Teachers that serve migrant or seasonal families make every effort to conduct home visits 
to engage the family in the child’s learning and development. 
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§1302.35 Education in home-based programs.

(a) Purpose.  A home-based program must provide home visits and group socialization activities that 
promote secure parent-child relationships and help parents provide high-quality early learning expe-
riences in language, literacy, mathematics, social and emotional functioning, approaches to learning, 
science, physical skills, and creative arts.  A program must implement a research-based curriculum 
that delivers developmentally, linguistically, and culturally appropriate home visits and group social-
ization activities that support children’s cognitive, social, and emotional growth for later success in 
school. 

(b) Home-based program design.  A home-based program must ensure all home visits are:

(1) Planned jointly by the home visitor and parents, and reflect the critical role of  parents in 
the early learning and development of  their children, including that the home visitor is able to 
effectively communicate with the parent, directly or through an interpreter; 

(2) Planned using information from ongoing assessments that individualize learning experienc-
es;

(3) Scheduled with sufficient time to serve all enrolled children in the home and conducted 
with parents and are not conducted when only babysitters or other temporary caregivers are 
present;

(4) Scheduled with sufficient time and appropriate staff  to ensure effective delivery of  services 
described in subparts D, E, F, and G of  this part through home visiting, to the extent possible.

(c) Home visit experiences.  A program that operates the home-based option must ensure all home 
visits focus on promoting high-quality early learning experiences in the home and growth towards 
the goals described in the Head Start Early Learning Outcomes Framework: Ages Birth to Five and 
must use such goals and the curriculum to plan home visit activities that implement:

(1) Age and developmentally appropriate, structured child-focused learning experiences;

(2) Strategies and activities that promote parents’ ability to support the child’s cognitive, social, 
emotional, language, literacy, and physical development;

(3) Strategies and activities that promote the home as a learning environment that is safe, nur-
turing, responsive, and language- and communication- rich; 

(4) Research-based strategies and activities for children who are dual language learners that 
recognize bilingualism and biliteracy as strengths, and:

(i) For infants and toddlers, focus on the development of  the home language, while pro-
viding experiences that expose both parents and children to English; and,

(ii) For preschoolers, focus on both English language acquisition and the continued de-
velopment of  the home language; and,

(5) Follow-up with the families to discuss learning experiences provided in the home between 
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each visit, address concerns, and inform strategies to promote progress toward school readi-
ness goals.

(d) Home-based curriculum.  A program that operates the home-based option must:

(1) Ensure home-visiting and group socializations implement a developmentally appropriate 
research-based early childhood home-based curriculum that:

(i) Promotes the parent’s role as the child’s teacher through experiences focused on the 
parent-child relationship and, as appropriate, the family’s traditions, culture, values, and 
beliefs;

(ii) Aligns with the Head Start Early Learning Outcomes Framework: Ages Birth to Five 
and, as appropriate, state early learning standards, and, is sufficiently content-rich within 
the Framework to promote measurable progress toward goals outlined in the Frame-
work; and,

(iii) Has an organized developmental scope and sequence that includes plans and ma-
terials for learning experiences based on developmental progressions and how children 
learn.

(2) Support staff  in the effective implementation of  the curriculum and at a minimum monitor 
curriculum implementation and fidelity, and provide support, feedback, and supervision for 
continuous improvement of  its implementation through the system of  training and profes-
sional development. 

(3) If  a program chooses to make significant adaptations to a curriculum or curriculum en-
hancement to better meet the needs of  one or more specific populations, a program must:

(i) Partner with early childhood education curriculum or content experts; and,

(ii) Assess whether the adaptation adequately facilitates progress toward meeting school 
readiness goals consistent with the process described in §1302.102(b) and (c).

(4) Provide parents with an opportunity to review selected curricula and instructional materials 
used in the program.

(e) Group socialization. 

(1) A program that operates the home-based option must ensure group socializations are 
planned jointly with families, conducted with both child and parent participation, occur in a 
classroom, community facility, home or field trip setting, as appropriate.

(2) Group socializations must be structured to:

(i) Provide age appropriate activities for participating children that are intentionally 
aligned to school readiness goals, the Head Start Early Learning Outcomes Framework: 
Ages Birth to Five and the home-based curriculum; and,

(ii) Encourage parents to share experiences related to their children’s development with 
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other parents in order to strengthen parent-child relationships and to help promote par-
ents understanding of  child development; 

(3) For parents with preschoolers, group socializations also must provide opportunities for 
parents to participate in activities that support parenting skill development or family partner-
ship goals identified in §1302.52(c), as appropriate and must emphasize peer group interactions 
designed to promote children’s social, emotional and language development, and progress 
towards school readiness goals, while encouraging parents to observe and actively participate 
in activities, as appropriate.

(f) Screening and assessments. A program that operates the home-based option must implement 
provisions in §1302.33 and inform parents about the purposes of  and the results from screenings 
and assessments and discuss their child's progress.

§1302.36 Tribal language preservation and revitalization. 

A program that serves American Indian and Alaska Native children may integrate efforts to pre-
serve, revitalize, restore, or maintain the tribal language for these children into program services.  
Such language preservation and revitalization efforts may include full immersion in the tribal lan-
guage for the majority of  the hours of  planned class operations.  If  children’s home language is 
English, exposure to English as described in §1302.31(b)(2)(i) and (ii) is not required.

Subpart D — Health Program Services

§1302.40 Purpose.  

(a) A program must provide high-quality health, oral health, mental health, and nutrition services 
that are developmentally, culturally, and linguistically appropriate and that will support each child’s 
growth and school readiness.

(b) A program must establish and maintain a Health Services Advisory Committee that includes 
Head Start parents, professionals, and other volunteers from the community.

§1302.41 Collaboration and communication with parents.

(a) For all activities described in this part, programs must collaborate with parents as partners in 
the health and well-being of  their children in a linguistically and culturally appropriate manner and 
communicate with parents about their child’s health needs and development concerns in a timely 
and effective manner.

(b) At a minimum, a program must: 

(1) Obtain advance authorization from the parent or other person with legal authority for all 
health and developmental procedures administered through the program or by contract or 
agreement, and, maintain written documentation if  they refuse to give authorization for health 
services; and,  
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(2) Share with parents the policies for health emergencies that require rapid response on the 
part of  staff  or immediate medical attention.

§1302.42 Child health status and care.

(a)  Source of  health care.  

(1) A program, within 30 calendar days after the child first attends the program or, for the 
home-based program option, receives a home visit, must consult with parents to determine 
whether each child has ongoing sources of  continuous, accessible health care – provided by a 
health care professional that maintains the child’s ongoing health record and is not primarily a 
source of  emergency or urgent care – and health insurance coverage. 

(2) If  the child does not have such a source of  ongoing care and health insurance coverage or 
access to care through the Indian Health Service, the program must assist families in accessing 
a source of  care and health insurance that will meet these criteria, as quickly as possible.

(b) Ensuring up-to-date child health status.  

(1) Within 90 calendar days after the child first attends the program or, for the home-based 
program option, receives a home visit, with the exceptions noted in paragraph (b)(3) of  this 
section, a program must: 

(i) Obtain determinations from health care and oral health care professionals as to 
whether or not the child is up-to-date on a schedule of  age appropriate preventive and 
primary medical and oral health care, based on: the well-child visits and dental periodicity 
schedules as prescribed by the Early and Periodic Screening, Diagnosis, and Treatment 
(EPSDT) program of  the Medicaid agency of  the state in which they operate, immuni-
zation recommendations issued by the Centers for Disease Control and Prevention, and 
any additional recommendations from the local Health Services Advisory Committee 
that are based on prevalent community health problems; 

(ii) Assist parents with making arrangements to bring the child up-to-date as quickly as 
possible; and, if  necessary, directly facilitate provision of  health services to bring the 
child up-to-date with parent consent as described in §1302.41(b)(1).

(2) Within 45 calendar days after the child first attends the program or, for the home-
based program option, receives a home visit, a program must either obtain or perform evi-
dence-based vision and hearing screenings.

(3) If  a program operates for 90 days or less, it has 30 days from the date the child first attends 
the program to satisfy paragraphs (b)(1) and (2) of  this section.  

(4) A program must identify each child’s nutritional health needs, taking into account available 
health information, including the child’s health records, and family and staff  concerns, includ-
ing special dietary requirements, food allergies, and community nutrition issues as identified 
through the community assessment or by the Health Services Advisory Committee.

(c) Ongoing care. 
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(1) A program must help parents continue to follow recommended schedules of  well-child and 
oral health care.

(2) A program must implement periodic observations or other appropriate strategies for 
program staff  and parents to identify any new or recurring developmental, medical, oral, or 
mental health concerns.

(3) A program must facilitate and monitor necessary oral health preventive care, treatment 
and follow-up, including topical fluoride treatments.  In communities where there is a lack 
of  adequate fluoride available through the water supply and for every child with moderate to 
severe tooth decay, a program must also facilitate fluoride supplements, and other necessary 
preventive measures, and further oral health treatment as recommended by the oral health 
professional.

(d) Extended follow-up care. 

(1) A program must facilitate further diagnostic testing, evaluation, treatment, and follow-up 
plan, as appropriate, by a licensed or certified professional for each child with a health problem 
or developmental delay, such as elevated lead levels or abnormal hearing or vision results that 
may affect child’s development, learning, or behavior.

(2) A program must develop a system to track referrals and services provided and monitor the 
implementation of  a follow-up plan to meet any treatment needs associated with a health, oral 
health, social and emotional, or developmental problem.

(3) A program must assist parents, as needed, in obtaining any prescribed medications, aids or 
equipment for medical and oral health conditions.  

(e) Use of  funds.  

(1) A program must use program funds for the provision of  diapers and formula for enrolled 
children during the program day.

(2) A program may use program funds for professional medical and oral health services when 
no other source of  funding is available. When program funds are used for such services, 
grantee and delegate agencies must have written documentation of  their efforts to access other 
available sources of  funding. 

§1302.43 Oral health practices.

A program must promote effective oral health hygiene by ensuring all children with teeth are assisted 
by appropriate staff, or volunteers, if  available, in brushing their teeth with toothpaste containing 
fluoride once daily.

§1302.44 Child nutrition. 

(a) Nutrition service requirements.  

(1) A program must design and implement nutrition services that are culturally and develop-
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mentally appropriate, meet the nutritional needs of  and accommodate the feeding require-
ments of  each child, including children with special dietary needs and children with disabilities.  
Family style meals are encouraged as described in §1302.31 (e)(2).

(2) Specifically, a program must:

(i) Ensure each child in a program that operates for fewer than six hours per day receives 
meals and snacks that provide one third to one half  of  the child’s daily nutritional needs; 

(ii) Ensure each child in a program that operates for six hours or more per day receives 
meals and snacks that provide one half  to two thirds of  the child’s daily nutritional 
needs, depending upon the length of  the program day;

(iii) Serve three- to five-year-olds meals and snacks that conform to USDA requirements 
in 7 CFR parts 210, 220, and 226, and are high in nutrients and low in fat, sugar, and salt;  

(iv) Feed infants and toddlers according to their individual developmental readiness and 
feeding skills as recommended in USDA requirements outlined in 7 CFR parts 210, 220, 
and 226, and ensure infants and young toddlers are fed on demand to the extent possi-
ble;

(v) Ensure bottle-fed infants are never laid down to sleep with a bottle;

(vi) Serve all children in morning center-based settings who have not received breakfast 
upon arrival at the program a nourishing breakfast; 

(vii) Provide appropriate healthy snacks and meals to each child during group socializa-
tion activities in the home-based option; 

(viii) Promote breastfeeding, including providing facilities to properly store and handle 
breast milk and make accommodations, as necessary, for mothers who wish to breast-
feed during program hours, and if  necessary, provide referrals to lactation consultants or 
counselors; and,

(ix) Make safe drinking water available to children during the program day.

(b) Payment sources.  A program must use funds from USDA Food, Nutrition, and Consumer Ser-
vices child nutrition programs as the primary source of  payment for meal services.  Early Head Start 
and Head Start funds may be used to cover those allowable costs not covered by the USDA.

§1302.45 Child mental health and social and emotional well-being.  

(a) Wellness promotion.  To support a program-wide culture that promotes children’s mental health, 
social and emotional well-being, and overall health, a program must:

(1) Provide supports for effective classroom management and positive learning environments; 
supportive teacher practices; and, strategies for supporting children with challenging behaviors 
and other social, emotional, and mental health concerns; 

(2) Secure mental health consultation services on a schedule of  sufficient and consistent fre-
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quency to ensure a mental health consultant is available to partner with staff  and families in a 
timely and effective manner;

(3) Obtain parental consent for mental health consultation services at enrollment; and,

(4) Build community partnerships to facilitate access to additional mental health resources and 
services, as needed.

(b) Mental health consultants.  A program must ensure mental health consultants assist:

(1) The program to implement strategies to identify and support children with mental health 
and social and emotional concerns; 

(2) Teachers, including family child care providers, to improve classroom management and 
teacher practices through strategies that include using classroom observations and consulta-
tions to address teacher and individual child needs and creating physical and cultural environ-
ments that promote positive mental health and social and emotional functioning ;

(3) Other staff, including home visitors, to meet children’s mental health and social and emo-
tional needs through strategies that include observation and consultation;

(4) Staff  to address prevalent child mental health concerns, including internalizing problems 
such as appearing withdrawn and externalizing problems such as challenging behaviors; and,

(5) In helping both parents and staff  to understand mental health and access mental health 
interventions, if  needed.

(6) In the implementation of  the policies to limit suspension and prohibit expulsion as de-
scribed in §1302.17.

§1302.46 Family support services for health, nutrition, and mental 
health.

(a) Parent collaboration. Programs must collaborate with parents to promote children’s health and 
well-being by providing medical, oral, nutrition and mental health education support services that 
are understandable to individuals, including individuals with low health literacy. 

(b) Opportunities. 

(1) Such collaboration must include opportunities for parents to:

(i) Learn about preventive medical and oral health care, emergency first aid, environmen-
tal hazards, and health and safety practices for the home including health and develop-
mental consequences of  tobacco products use and exposure to lead, and safe sleep;

(ii) Discuss their child’s nutritional status with staff, including the importance of  physical 
activity, healthy eating, and the negative health consequences of  sugar-sweetened bever-
ages, and how to select and prepare nutritious foods that meet the family’s nutrition and 
food budget needs;

(iii) Learn about healthy pregnancy and postpartum care, as appropriate, including 
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breastfeeding support and treatment options for parental mental health or substance 
abuse problems, including perinatal depression; 

(iv) Discuss with staff  and identify issues related to child mental health and social and 
emotional well-being, including observations and any concerns about their child’s mental 
health, typical and atypical behavior and development, and how to appropriately respond 
to their child and promote their child’s social and emotional development; and,

(v) Learn about appropriate vehicle and pedestrian safety for keeping children safe.

(2) A program must provide ongoing support to assist parents’ navigation through health 
systems to meet the general health and specifically identified needs of  their children and must 
assist parents:

(i) In understanding how to access health insurance for themselves and their families, in-
cluding information about private and public health insurance and designated enrollment 
periods;

(ii) In understanding the results of  diagnostic and treatment procedures as well as plans 
for ongoing care; and,

(iii) In familiarizing their children with services they will receive while enrolled in the 
program and to enroll and participate in a system of  ongoing family health care. 

§1302.47 Safety practices. 

(a) A program must establish, train staff  on, implement, and enforce a system of  health and safety 
practices that ensure children are kept safe at all times. A program should consult Caring for our 
Children Basics, available at http://www.acf.hhs.gov/sites/default/files/ecd/caring_for_our_chil-
dren_basics.pdf, for additional information to develop and implement adequate safety policies and 
practices described in this part. 

(b) A program must develop and implement a system of  management, including ongoing training, 
oversight, correction and continuous improvement in accordance with §1302.102, that includes poli-
cies and practices to ensure all facilities, equipment and materials, background checks, safety training, 
safety and hygiene practices and administrative safety procedures are adequate to ensure child safety. 
This system must ensure:   

(1) Facilities.  All facilities where children are served, including areas for learning, playing, 
sleeping, toileting, and eating are, at a minimum:

(i) Meet licensing requirements in accordance with §§1302.21(d)(1) and 1302.23(d);

(ii) Clean and free from pests;

(iii) Free from pollutants, hazards and toxins that are accessible to children and could 
endanger children’s safety;

(iv) Designed to prevent child injury and free from hazards, including choking, strangu-

Pa
rt

 1
30

2

Page 344

http://www.acf.hhs.gov/sites/default/files/ecd/caring_for_our_children_basics.pdf
http://www.acf.hhs.gov/sites/default/files/ecd/caring_for_our_children_basics.pdf


40

§1302.47

lation, electrical, and drowning hazards, hazards posed by appliances and all other safety 
hazards;

(v) Well lit, including emergency lighting; 

(vi) Equipped with safety supplies that are readily accessible to staff, including, at a mini-
mum, fully-equipped and up-to-date first aid kits and appropriate fire safety supplies;  

(vii) Free from firearms or other weapons that are accessible to children;

(viii) Designed to separate toileting and diapering areas from areas for preparing food, 
cooking, eating, or children’s activities; and,

(ix) Kept safe through an ongoing system of  preventative maintenance.

(2) Equipment and materials. Indoor and outdoor play equipment, cribs, cots, feeding chairs, 
strollers, and other equipment used in the care of  enrolled children, and as applicable, other 
equipment and materials meet standards set by the Consumer Product Safety Commission 
(CPSC) or the American Society for Testing and Materials, International (ASTM). All equip-
ment and materials must at a minimum: 

(i) Be clean and safe for children’s use and are appropriately disinfected; 

(ii) Be accessible only to children for whom they are age appropriate; 

(iii) Be designed to ensure appropriate supervision of  children at all times; 

(iv) Allow for the separation of  infants and toddlers from preschoolers during play in 
center-based programs; and,

(v) Be kept safe through an ongoing system of  preventative maintenance.

(3) Background checks. All staff  have complete background checks in accordance with 
§1302.90(b). 

(4) Safety training. 

(i) Staff  with regular child contact. All staff  with regular child contact have initial orien-
tation training within three months of  hire and ongoing training in all state, local, tribal, 
federal and program-developed health, safety and child care requirements to ensure the 
safety of  children in their care; including, at a minimum, and as appropriate based on 
staff  roles and ages of  children they work with, training in:

(A) The prevention and control of  infectious diseases;   

(B) Prevention of  sudden infant death syndrome and use of  safe sleeping practic-
es;

(C) Administration of  medication, consistent with standards for parental consent;   

(D) Prevention and response to emergencies due to food and allergic reactions;
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(E) Building and physical premises safety, including identification of  and protec-
tion from hazards, bodies of  water, and vehicular traffic; 

(F) Prevention of  shaken baby syndrome, abusive head trauma, and child maltreat-
ment;

(G) Emergency preparedness and response planning for emergencies; 

(H) Handling and storage of  hazardous materials and the appropriate disposal of  
biocontaminants;

(I) Appropriate precautions in transporting children, if  applicable;

(J) First aid and cardiopulmonary resuscitation; and,

(K) Recognition and reporting of  child abuse and neglect, in accordance with the 
requirement at paragraph (b)(5) of  this section.

(ii) Staff  without regular child contact. All staff  with no regular responsibility for or con-
tact with children have initial orientation training within three months of  hire; ongoing 
training in all state, local, tribal, federal and program-developed health and safety require-
ments applicable to their work; and training in the program’s emergency and disaster 
preparedness procedures.

(5) Safety practices. All staff  and consultants follow appropriate practices to keep children safe 
during all activities, including, at a minimum:

(i) Reporting of  suspected or known child abuse and neglect, including that staff  comply 
with applicable federal, state, local, and tribal laws;

(ii) Safe sleep practices, including ensuring that all sleeping arrangements for children un-
der 18 months of  age use firm mattresses or cots, as appropriate, and for children under 
12 months, soft bedding materials or toys must not be used;

(iii) Appropriate indoor and outdoor supervision of  children at all times; 

(iv) Only releasing children to an authorized adult, and; 

(v) All standards of  conduct described in §1302.90(c). 

6) Hygiene practices. All staff  systematically and routinely implement hygiene practices that at 
a minimum ensure:

(i) Appropriate toileting, hand washing, and diapering procedures are followed;

(ii) Safe food preparation; and,

(iii) Exposure to blood and body fluids are handled consistent with standards of  the 
Occupational Safety Health Administration.

(7) Administrative safety procedures. Programs establish, follow, and practice, as appropriate, 
procedures for, at a minimum:
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(i) Emergencies; 

(ii) Fire prevention and response;

(iii) Protection from contagious disease, including appropriate inclusion and exclusion 
policies for when a child is ill, and from an infectious disease outbreak, including appro-
priate notifications of  any reportable illness; 

(iv) The handling, storage, administration, and record of  administration of  medication;

(v) Maintaining procedures and systems to ensure children are only released to an autho-
rized adult; and, 

(vi) Child specific health care needs and food allergies that include accessible plans of  
action for emergencies. For food allergies, a program must also post individual child food 
allergies prominently where staff  can view wherever food is served. 

(8) Disaster preparedness plan. The program has all-hazards emergency management/disaster 
preparedness and response plans for more and less likely events including natural and man-
made disasters and emergencies, and violence in or near programs.

(c) A program must report any safety incidents in accordance with §1302.102(d)(1)(ii). 

Subpart E — Family and Community Engagement Program 
Services

§1302.50 Family engagement.

(a) Purpose.  A program must integrate parent and family engagement strategies into all systems and 
program services to support family well-being and promote children’s learning and development. 
Programs are encouraged to develop innovative two-generation approaches that address prevalent 
needs of  families across their program that may leverage community partnerships or other funding 
sources.

(b) Family engagement approach.  A program must:

(1) Recognize parents as their children’s primary teachers and nurturers and implement inten-
tional strategies to engage parents in their children’s learning and development and support 
parent-child relationships, including specific strategies for father engagement; 

(2) Develop relationships with parents and structure services to encourage trust and respectful, 
ongoing two-way communication between staff  and parents to create welcoming program en-
vironments that incorporate the unique cultural, ethnic, and linguistic backgrounds of  families 
in the program and community; 

(3) Collaborate with families in a family partnership process that identifies needs, interests, 
strengths, goals, and services and resources that support family well-being, including family 
safety, health, and economic stability; 
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(4) Provide parents with opportunities to participate in the program as employees or volun-
teers;

(5) Conduct family engagement services in the family’s preferred language, or through an 
interpreter, to the extent possible, and ensure families have the opportunity to share personal 
information in an environment in which they feel safe; and,

(6) Implement procedures for teachers, home visitors, and family support staff  to share infor-
mation with each other, as appropriate and consistent with the requirements in part 1303 sub-
part C, of  this chapter; FERPA; or IDEA, to ensure coordinated family engagement strategies 
with children and families in the classroom, home, and community.  

§1302.51 Parent activities to promote child learning and development.

(a) A program must promote shared responsibility with parents for children’s early learning and de-
velopment, and implement family engagement strategies that are designed to foster parental confi-
dence and skills in promoting children’s learning and development. These strategies must include: 

(1) Offering activities that support parent-child relationships and child development including 
language, dual language, literacy, and bi-literacy development as appropriate;

(2) Providing parents with information about the importance of  their child’s regular atten-
dance, and partner with them, as necessary, to promote consistent attendance; and, 

(3) For dual language learners, information and resources for parents about the benefits of  
bilingualism and biliteracy.

(b) A program must, at a minimum, offer opportunities for parents to participate in a research-based 
parenting curriculum that builds on parents’ knowledge and offers parents the opportunity to prac-
tice parenting skills to promote children’s learning and development.  A program that chooses to 
make significant adaptations to the parenting curriculum to better meet the needs of  one or more 
specific populations must work with an expert or experts to develop such adaptations.

§1302.52 Family partnership services.

(a) Family partnership process.  A program must implement a family partnership process that in-
cludes a family partnership agreement and the activities described in this section to support family 
well-being, including family safety, health, and economic stability, to support child learning and de-
velopment, to provide, if  applicable, services and supports for children with disabilities, and to fos-
ter parental confidence and skills that promote the early learning and development of  their children.  
The process must be initiated as early in the program year as possible and continue for as long as the 
family participates in the program, based on parent interest and need. 

(b) Identification of  family strengths and needs.  A program must implement intake and family 
assessment procedures to identify family strengths and needs related to the family engagement 
outcomes as described in the Head Start Parent Family and Community Engagement Framework, 
including family well-being, parent-child relationships, families as lifelong educators, families as 
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learners, family engagement in transitions, family connections to peers and the local community, and 
families as advocates and leaders. 

(c) Individualized family partnership services.  A program must offer individualized family partner-
ship services that: 

(1) Collaborate with families to identify interests, needs, and aspirations related to the family 
engagement outcomes described in paragraph (b)of  this section; 

(2) Help families achieve identified individualized family engagement outcomes; 

(3) Establish and implement a family partnership agreement process that is jointly developed 
and shared with parents in which staff  and families to review individual progress, revise goals, 
evaluate and track whether identified needs and goals are met, and adjust strategies on an on-
going basis, as necessary, and;

(4) Assign staff  and resources based on the urgency and intensity of  identified family needs 
and goals.

(d) Existing plans and community resources.  In implementing this section, a program must take into 
consideration any existing plans for the family made with other community agencies and availability 
of  other community resources to address family needs, strengths, and goals, in order to avoid dupli-
cation of  effort.   

§1302.53 Community partnerships and coordination with other early 
childhood and education programs.

(a) Community partnerships.  

(1) A program must establish ongoing collaborative relationships and partnerships with com-
munity organizations such as establishing joint agreements, procedures, or contracts and ar-
ranging for onsite delivery of  services as appropriate, to facilitate access to community services 
that are responsive to children’s and families’ needs and family partnership goals, and commu-
nity needs and resources, as determined by the community assessment.

(2) A program must establish necessary collaborative relationships and partnerships, with com-
munity organizations that may include: 

(i) Health care providers, including child and adult mental health professionals, Medicaid 
managed care networks, dentists, other health professionals, nutritional service providers, 
providers of  prenatal and postnatal support, and substance abuse treatment providers; 

(ii) Individuals and agencies that provide services to children with disabilities and their 
families, elementary schools, state preschool providers, and providers of  child care ser-
vices;

(iii) Family preservation and support services and child protective services and any other 
agency to which child abuse must be reported under state or tribal law; 
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(iv) Educational and cultural institutions, such as libraries and museums, for both chil-
dren and families; 

(v) Temporary Assistance for Needy Families, nutrition assistance agencies, work-
force development and training programs, adult or family literacy, adult education, and 
post-secondary education institutions, and agencies or financial institutions that provide 
asset-building education, products and services to enhance family financial stability and 
savings;

(vi) Housing assistance agencies and providers of  support for children and families ex-
periencing homelessness, including the local educational agency liaison designated under 
section 722(g)(1)(J)(ii) of  the McKinney-Vento Homeless Assistance Act (42 U.S.C. 
11431 et seq.); 

(vii) Domestic violence prevention and support providers; and, 

(viii) Other organizations or businesses that may provide support and resources to fami-
lies.

(b) Coordination with other programs and systems. A program must take an active role in promoting 
coordinated systems of  comprehensive early childhood services to low-income children and families 
in their community through communication, cooperation, and the sharing of  information among 
agencies and their community partners, while protecting the privacy of  child records in accordance 
with subpart C of  part 1303 of  this chapter and applicable federal, state, local, and tribal laws.  

(1) Memorandum of  understanding. To support coordination between Head Start and publicly 
funded preschool programs, a program must enter into a memorandum of  understanding with 
the appropriate local entity responsible for managing publicly funded preschool programs in 
the service area of  the program, as described in section 642(e)(5) of  the Act.

(2) Quality Rating and Improvement Systems. A program, with the exception of  American 
Indian and Alaska Native programs, must participate in its state or local Quality Rating and 
Improvement System (QRIS) if:

(i) Its state or local QRIS accepts Head Start monitoring data to document quality indica-
tors included in the state’s tiered system; 

(ii) Participation would not impact a program’s ability to comply with the Head Start 
Program Performance Standards; and,

(iii) The program has not provided the Office of  Head Start with a compelling reason 
not to comply with this requirement.

(3) Data systems. A program, with the exception of  American Indian and Alaska Native 
programs unless they would like to and to the extent practicable, should integrate and share 
relevant data with state education data systems, to the extent practicable, if  the program can 
receive similar support and benefits as other participating early childhood programs.  

(4) American Indian and Alaska Native programs. An American Indian and Alaska Native 
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program should determine whether or not it will participate in the systems described in para-
graphs (b)(2) and (3) of  this section.

Subpart F — Additional Services for Children with Disabilities 

§1302.60 Full participation in program services and activities.

A program must ensure enrolled children with disabilities, including but not limited to those who are 
eligible for services under IDEA, and their families receive all applicable program services delivered 
in the least restrictive possible environment and that they fully participate in all program activities.

§1302.61 Additional services for children.

(a) Additional services for children with disabilities.  Programs must ensure the individualized needs 
of  children with disabilities, including but not limited to those eligible for services under IDEA, 
are being met and all children have access to and can fully participate in the full range of  activities 
and services.   Programs must provide any necessary modifications to the environment, multiple 
and varied formats for instruction, and individualized accommodations and supports as necessary 
to support the full participation of  children with disabilities.  Programs must ensure all individuals 
with disabilities are protected from discrimination under and provided with all services and program 
modifications required by section 504 of  the Rehabilitation Act (29 U.S.C. 794), the Americans with 
Disabilities Act (42 U.S.C. 12101 et seq.), and their implementing regulations.

(b) Services during IDEA eligibility determination.  While the local agency responsible for imple-
menting IDEA determines a child’s eligibility, a program must provide individualized services and 
supports, to the maximum extent possible, to meet the child’s needs. Such additional supports may 
be available through a child’s health insurance or it may be appropriate or required to provide the 
needed services and supports under section 504 of  the Rehabilitation Act if  the child satisfies the 
definition of  disability in section 705(9)(b) of  the Rehabilitation Act. When such supports are not 
available through alternate means, pending the evaluation results and eligibility determination, a pro-
gram must individualize program services based on available information such as parent input and 
child observation and assessment data and may use program funds for these purposes.

(c) Additional services for children with an IFSP or IEP. To ensure the individual needs of  children 
eligible for services under IDEA are met, a program must:

(1) Work closely with the local agency responsible for implementing IDEA, the family, and 
other service partners, as appropriate, to ensure:

(i) Services for a child with disabilities will be planned and delivered as required by their 
IFSP or IEP, as appropriate;

(ii) Children are working towards the goals in their IFSP or IEP;

(iii) Elements of  the IFSP or IEP that the program cannot implement are implemented 
by other appropriate agencies, related service providers and specialists;
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(iv) IFSPs and IEPs are being reviewed and revised, as required by IDEA; and,

(v) Services are provided in a child’s regular Early Head Start or Head Start classroom or 
family child care home to the greatest extent possible.

(2) Plan and implement the transition services described in subpart G of  this part, including at 
a minimum: 

(i) For children with an IFSP who are transitioning out of  Early Head Start, collaborate 
with the parents, and the local agency responsible for implementing IDEA, to ensure 
appropriate steps are undertaken in a timely and appropriate manner to determine the 
child’s eligibility for services under Part B of  IDEA; and,

(ii) For children with an IEP who are transitioning out of  Head Start to kindergarten, 
collaborate with the parents, and the local agency responsible for implementing IDEA, 
to ensure steps are undertaken in a timely and appropriate manner to support the child 
and family as they transition to a new setting. 

§1302.62 Additional services for parents.

(a) Parents of  all children with disabilities.  

(1) A program must collaborate with parents of  children with disabilities, including but not 
limited to children eligible for services under IDEA, to ensure the needs of  their children are 
being met, including support to help parents become advocates for services that meet their 
children’s needs and information and skills to help parents understand their child’s disability 
and how to best support the child’s development;

(2) A program must assist parents to access services and resources for their family, includ-
ing securing adaptive equipment and devices and supports available through a child’s health 
insurance or other entities, creating linkages to family support programs, and helping parents 
establish eligibility for additional support programs, as needed and practicable.

(b) Parents of  children eligible for services under IDEA.  For parents of  children eligible for ser-
vices under IDEA, a program must also help parents: 

(1) Understand the referral, evaluation, and service timelines required under IDEA;

(2) Actively participate in the eligibility process and IFSP or IEP development process with the 
local agency responsible for implementing IDEA, including by informing parents of  their right 
to invite the program to participate in all meetings;

(3) Understand the purposes and results of  evaluations and services provided under an IFSP 
or IEP; and, 

(4) Ensure their children’s needs are accurately identified in, and addressed through, the IFSP 
or IEP.
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§1302.63 Coordination and collaboration with the local agency 
responsible for implementing IDEA.

(a) A program must coordinate with the local agency responsible for implementing IDEA to identify 
children enrolled or who intend to enroll in a program that may be eligible for services under IDEA, 
including through the process described in §1302.33(a)(3) and through participation in the local 
agency Child Find efforts.

(b) A program must work to develop interagency agreements with the local agency responsible 
for implementing IDEA to improve service delivery to children eligible for services under IDEA, 
including the referral and evaluation process, service coordination, promotion of  service provision 
in the least restrictive appropriate community-based setting and reduction in dual enrollment which 
causes reduced time in a less restrictive setting, and transition services as children move from ser-
vices provided under Part C of  IDEA to services provided under Part B of  IDEA and from pre-
school to kindergarten.

(c) A program must participate in the development of  the IFSP or IEP if  requested by the child’s 
parents, and the implementation of  the IFSP or IEP.  At a minimum, the program must offer: 

(1) To provide relevant information from its screenings, assessments, and observations to the 
team developing a child’s IFSP or IEP; and,

(2) To participate in meetings with the local agency responsible for implementing IDEA to 
develop or review an IEP or IFSP for a child being considered for Head Start enrollment, a 
currently enrolled child, or a child transitioning from a program.

(d) A program must retain a copy of  the IEP or IFSP for any child enrolled in Head Start for the 
time the child is in the program, consistent with the IDEA requirements in 34 CFR parts 300 and 
303.

Subpart G — Transition Services 

§1302.70 Transitions from Early Head Start.  

(a) Implementing transition strategies and practices.  An Early Head Start program must implement 
strategies and practices to support successful transitions for children and their families transitioning 
out of  Early Head Start.  

(b) Timing for transitions.  To ensure the most appropriate placement and service following par-
ticipation in Early Head Start, such programs must, at least six months prior to each child’s third 
birthday, implement transition planning for each child and family that:

(1) Takes into account the child’s developmental level and health and disability status, progress 
made by the child and family while in Early Head Start, current and changing family circum-
stances and, the availability of  Head Start, other public pre-kindergarten, and other early edu-
cation and child development services in the community that will meet the needs of  the child 
and family; and,
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(2) Transitions the child into Head Start or another program as soon as possible after the 
child’s third birthday but permits the child to remain in Early Head Start for a limited number 
of  additional months following the child’s third birthday if  necessary for an appropriate transi-
tion.

(c) Family collaborations.  A program must collaborate with parents of  Early Head Start children 
to implement strategies and activities that support successful transitions from Early Head Start and, 
at a minimum, provide information about the child’s progress during the program year and provide 
strategies for parents to continue their involvement in and advocacy for the education and develop-
ment of  their child.

(d) Early Head Start and Head Start collaboration.  Early Head Start and Head Start programs must 
work together to maximize enrollment transitions from Early Head Start to Head Start, consistent 
with the eligibility provisions in subpart A, and promote successful transitions through collaboration 
and communication. 

(e) Transition services for children with an IFSP.  A program must provide additional transition ser-
vices for children with an IFSP, at a minimum, as described in subpart F of  this part.

§1302.71 Transitions from Head Start to kindergarten.  

(a) Implementing transition strategies and practices.  A program that serves children who will enter 
kindergarten in the following year must implement transition strategies to support a successful tran-
sition to kindergarten.

(b) Family collaborations for transitions. 

(1) A program must collaborate with parents of  enrolled children to implement strategies and 
activities that will help parents advocate for and promote successful transitions to kindergarten 
for their children, including their continued involvement in the education and development of  
their child.

(2) At a minimum, such strategies and activities must: 

(i) Help parents understand their child’s progress during Head Start;

(ii) Help parents understand practices they use to effectively provide academic and social 
support for their children during their transition to kindergarten and foster their contin-
ued involvement in the education of  their child; 

(iii) Prepare parents to exercise their rights and responsibilities concerning the educa-
tion of  their children in the elementary school setting, including services and supports 
available to children with disabilities and various options for their child to participate in 
language instruction educational programs; and,

(iv) Assist parents in the ongoing communication with teachers and other school person-
nel so that parents can participate in decisions related to their children’s education. 

(c) Community collaborations for transitions. (1) A program must collaborate with local education 
agencies to support family engagement under section 642(b)(13) of  the Act and state departments 
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of  education, as appropriate, and kindergarten teachers to implement strategies and activities that 
promote successful transitions to kindergarten for children, their families, and the elementary 
school.

(2) At a minimum, such strategies and activities must include:

(i) Coordination with schools or other appropriate agencies to ensure children’s relevant 
records are transferred to the school or next placement in which a child will enroll, con-
sistent with privacy requirements in subpart C of  part 1303 of  this chapter;

(ii) Communication between appropriate staff  and their counterparts in the schools to 
facilitate continuity of  learning and development, consistent with privacy requirements in 
subpart C of  part 1303 of  this chapter; and,

(iii) Participation, as possible, for joint training and professional development activities 
for Head Start and kindergarten teachers and staff.

(3) A program that does not operate during the summer must collaborate with school districts 
to determine the availability of  summer school programming for children who will be entering 
kindergarten and work with parents and school districts to enroll children in such programs, as 
appropriate.

(d) Learning environment activities.  A program must implement strategies and activities in the 
learning environment that promote successful transitions to kindergarten for enrolled children, and 
at a minimum, include approaches that familiarize children with the transition to kindergarten and 
foster confidence about such transition. 

(e) Transition services for children with an IEP.  A program must provide additional transition ser-
vices for children with an IEP, at a minimum, as described in subpart F of  this part.

§1302.72 Transitions between programs.

(a) For families and children who move out of  the community in which they are currently served, in-
cluding homeless families and foster children, a program must undertake efforts to support effective 
transitions to other Early Head Start or Head Start programs. If  Early Head Start or Head Start is 
not available, the program should assist the family to identify another early childhood program that 
meets their needs.

(b) A program that serves children whose families have decided to transition them to other early 
education programs, including public pre-kindergarten, in the year prior to kindergarten entry must 
undertake strategies and activities described in §1302.71(b) and (c)(1) and (2), as practicable and 
appropriate.

(c) A migrant or seasonal Head Start program must undertake efforts to support effective transitions 
to other migrant or seasonal Head Start or, if  appropriate, Early Head Start or Head Start programs 
for families and children moving out of  the community in which they are currently served.
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Subpart H — Services to Enrolled Pregnant Women

§1302.80 Enrolled pregnant women.

(a) Within 30 days of  enrollment, a program must determine whether each enrolled pregnant woman 
has an ongoing source of  continuous, accessible health care – provided by a health care professional 
that maintains her ongoing health record and is not primarily a source of  emergency or urgent care 
– and, as appropriate, health insurance coverage. 

(b) If  an enrolled pregnant woman does not have a source of  ongoing care as described in para-
graph (a) of  this section and, as appropriate, health insurance coverage, a program must, as quickly 
as possible, facilitate her access to such a source of  care that will meet her needs.

(c) A program must facilitate the ability of  all enrolled pregnant women to access comprehensive 
services through referrals that, at a minimum, include nutritional counseling, food assistance, oral 
health care, mental health services, substance abuse prevention and treatment, and emergency shelter 
or transitional housing in cases of  domestic violence.

(d) A program must provide a newborn visit with each mother and baby to offer support and iden-
tify family needs.  A program must schedule the newborn visit within two weeks after the infant's 
birth.

§1302.81 Prenatal and postpartum information, education, and services.

(a) A program must provide enrolled pregnant women, fathers, and partners or other relevant family 
members the prenatal and postpartum information, education and services that address, as appropri-
ate, fetal development, the importance of  nutrition, the risks of  alcohol, drugs, and smoking, labor 
and delivery, postpartum recovery, parental depression, infant care and safe sleep practices, and the 
benefits of  breastfeeding. 

(b) A program must also address needs for appropriate supports for emotional well-being, nurturing 
and responsive caregiving, and father engagement during pregnancy and early childhood.

§1302.82 Family partnership services for enrolled pregnant women.  

(a) A program must engage enrolled pregnant women and other relevant family members, such as 
fathers, in the family partnership services as described in §1302.52 and include a specific focus on 
factors that influence prenatal and postpartum maternal and infant health.

(b) A program must engage enrolled pregnant women and other relevant family members, such as 
fathers, in discussions about program options, plan for the infant’s transition to program enrollment, 
and support the family during the transition process, where appropriate.
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Subpart I — Human Resources Management 

§1302.90 Personnel policies. 

(a) Establishing personnel policies and procedures.  A program must establish written personnel pol-
icies and procedures that are approved by the governing body and policy council or policy commit-
tee and that are available to all staff.

(b) Background checks and selection procedures. 

(1) Before a person is hired, directly or through contract, including transportation staff  and 
contractors, a program must conduct an interview, verify references, conduct a sex offender 
registry check and obtain one of  the following:

(i) State or tribal criminal history records, including fingerprint checks; or,

(ii) Federal Bureau of  Investigation criminal history records, including fingerprint checks.

(2) A program has 90 days after an employee is hired to complete the background check pro-
cess by obtaining:

(i) Whichever check listed in paragraph (b)(1) of  this section was not obtained prior to 
the date of  hire; and,

(ii) Child abuse and neglect state registry check, if  available.

(3) A program must review the information found in each employment application and com-
plete background check to assess the relevancy of  any issue uncovered by the complete back-
ground check including any arrest, pending criminal charge, or conviction and must use Child 
Care and Development Fund (CCDF) disqualification factors described in 42 U.S.C. 9858f(c)
(1)(D) and 42 U.S.C. 9858f(h)(1) or tribal disqualifications factors to determine whether the 
prospective employee can be hired or the current employee must be terminated. 

(4) A program must ensure a newly hired employee, consultant, or contractor does not have 
unsupervised access to children until the complete background check process described in 
paragraphs (b)(1) through (3) of  this section is complete.  

(5) A program must conduct the complete background check for each employee, consultant, 
or contractor at least once every five years which must include each of  the four checks listed 
in paragraphs (b)(1) and (2) of  this section, and review and make employment decisions based 
on the information as described in paragraph (b)(3) of  this section, unless the program can 
demonstrate to the responsible HHS official that it has a more stringent system in place that 
will ensure child safety.

(6) A program must consider current and former program parents for employment vacancies 
for which such parents apply and are qualified. 

(c) Standards of  conduct. 
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(1) A program must ensure all staff, consultants, contractors, and volunteers abide by the pro-
gram’s standards of  conduct that:   

(i) Ensure staff, consultants, contractors, and volunteers implement positive strategies to 
support children’s well-being and prevent and address challenging behavior;

(ii) Ensure staff, consultants, contractors, and volunteers do not maltreat or endanger the 
health or safety of  children, including, at a minimum, that staff  must not:

(A) Use corporal punishment; 

(B) Use isolation to discipline a child;  

(C) Bind or tie a child to restrict movement or tape a child’s mouth;

(D) Use or withhold food as a punishment or reward;                                                                                             
(E) Use toilet learning/training methods that punish, demean, or humiliate a child;                                                                                                                              

(F) Use any form of  emotional abuse, including public or private humiliation, re-
jecting, terrorizing, extended ignoring, or corrupting a child; 

(G) Physically abuse a child; 

(H) Use any form of  verbal abuse, including profane, sarcastic language, threats, or 
derogatory remarks about the child or child’s family; or,

(I) Use physical activity or outdoor time as a punishment or reward;

(iii) Ensure staff, consultants, contractors, and volunteers respect and promote the 
unique identity of  each child and family and do not stereotype on any basis, including 
gender, race, ethnicity, culture, religion, disability, sexual orientation, or family composi-
tion; 

(iv) Require staff, consultants, contractors, and volunteers to comply with program confi-
dentiality policies concerning personally identifiable information about children, families, 
and other staff  members in accordance with subpart C of  part 1303 of  this chapter and 
applicable federal, state, local, and tribal laws; and,

(v) Ensure no child is left alone or unsupervised by staff, consultants, contractors, or 
volunteers while under their care. 

(2) Personnel policies and procedures must include appropriate penalties for staff, consultants, 
and volunteers who violate the standards of  conduct. 

(d) Communication with dual language learners and their families.  

(1) A program must ensure staff  and program consultants or contractors are familiar with the 
ethnic backgrounds and heritages of  families in the program and are able to serve and effec-
tively communicate, either directly or through interpretation and translation, with children who 
are dual language learners and to the extent feasible, with families with limited English profi-
ciency.  
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(2) If  a majority of  children in a class or home-based program speak the same language, at 
least one class staff  member or home visitor must speak such language. 

§1302.91 Staff qualifications and competency requirements.

(a) Purpose.  A program must ensure all staff, consultants, and contractors engaged in the delivery 
of  program services have sufficient knowledge, training and experience, and competencies to fulfill 
the roles and responsibilities of  their positions and to ensure high-quality service delivery in ac-
cordance with the program performance standards. A program must provide ongoing training and 
professional development to support staff  in fulfilling their roles and responsibilities.

(b) Early Head Start or Head Start director.  A program must ensure an Early Head Start or Head 
Start director hired after November 7, 2016, has, at a minimum, a baccalaureate degree and experi-
ence in supervision of  staff, fiscal management, and administration. 

(c) Fiscal officer. A program must assess staffing needs in consideration of  the fiscal complexity of  
the organization and applicable financial management requirements and secure the regularly sched-
uled or ongoing services of  a fiscal officer with sufficient education and experience to meet their 
needs.  A program must ensure a fiscal officer hired after November 7, 2016, is a certified public 
accountant or has, at a minimum, a baccalaureate degree in accounting, business, fiscal management, 
or a related field.

(d) Child and family services management staff  qualification requirements.  

(1) Family, health, and disabilities management.  A program must ensure staff  responsible for 
management and oversight of  family services, health services, and services to children with 
disabilities hired after November 7, 2016 have, at a minimum, a baccalaureate degree, prefera-
bly related to one or more of  the disciplines they oversee. 

(2) Education management. As prescribed in section 648A(a)(2)(B)(i) of  the Act, a program 
must ensure staff  and consultants that serve as education managers or coordinators, includ-
ing those that serve as curriculum specialists, have a baccalaureate or advanced degree in early 
childhood education or a baccalaureate or advanced degree and equivalent coursework in early 
childhood education with early education teaching experience.

(e) Child and family services staff. 

(1) Early Head Start center-based teacher qualification requirements.  As prescribed in section 
645A(h) of  the Act, a program must ensure center-based teachers that provide direct services 
to infants and toddlers in Early Head Start centers have a minimum of  a Child Development 
Associate (CDA) credential or comparable credential, and have been trained or have equivalent 
coursework in early childhood development with a focus on infant and toddler development.

(2) Head Start center-based teacher qualification requirements. 

(i) The Secretary must ensure no less than fifty percent of  all Head Start teachers, nation-
wide, have a baccalaureate degree in child development, early childhood education, or 
equivalent coursework.  
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(ii) As prescribed in section 648A(a)(3)(B) of  the Act, a program must ensure all cen-
ter-based teachers have at least an associate’s or bachelor's degree in child development 
or early childhood education, equivalent coursework, or otherwise meet the requirements 
of  section 648A(a)(3)(B) of  the Act.

(3) Head Start assistant teacher qualification requirements. As prescribed in section 648A(a)
(2)(B)(ii) of  the Act, a program must ensure Head Start assistant teachers, at a minimum, have 
a CDA credential or a state-awarded certificate that meets or exceeds the requirements for a 
CDA credential, are enrolled in a program that will lead to an associate or baccalaureate degree 
or, are enrolled in a CDA credential program to be completed within two years of  the time of  
hire. 

(4) Family child care provider qualification requirements. 

(i) A program must ensure family child care providers have previous early child care 
experience and, at a minimum, are enrolled in a Family Child Care CDA program or 
state equivalent, or an associate’s or baccalaureate degree program in child development 
or early childhood education prior to beginning service provision, and for the credential 
acquire it within eighteen months of  beginning to provide services. 

(ii) By August 1, 2018, a child development specialist, as required for family child care in 
§1302.23(e), must have, at a minimum, a baccalaureate degree in child development, early 
childhood education, or a related field. 

(5) Center-based teachers, assistant teachers, and family child care provider competencies. A 
program must ensure center-based teachers, assistant teachers, and family child care providers 
demonstrate competency to provide effective and nurturing teacher-child interactions, plan 
and implement learning experiences that ensure effective curriculum implementation and use 
of  assessment and promote children’s progress across the standards described in the Head 
Start Early Learning Outcomes Framework: Ages Birth to Five and applicable state early 
learning and development standards, including for children with disabilities and dual language 
learners, as appropriate.

(6) Home visitors.  A program must ensure home visitors providing home-based education 
services: 

(i) Have a minimum of  a home-based CDA credential or comparable credential, or 
equivalent coursework as part of  an associate’s or bachelor's degree; and,

(ii) Demonstrate competency to plan and implement home-based learning experienc-
es that ensure effective implementation of  the home visiting curriculum and promote 
children’s progress across the standards described in the Head Start Early Learning 
Outcomes Framework: Ages Birth to Five, including for children with disabilities and 
dual language learners, as appropriate, and to build respectful, culturally responsive, and 
trusting relationships with families.

(7) Family services staff  qualification requirements.  A program must ensure staff  who work 
directly with families on the family partnership process hired after November 7, 2016, have 
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within eighteen months of  hire, at a minimum, a credential or certification in social work, hu-
man services, family services, counseling or a related field. 

(8) Health professional qualification requirements.  

(i) A program must ensure health procedures are performed only by a licensed or certi-
fied health professional.

(ii) A program must ensure all mental health consultants are licensed or certified mental 
health professionals. A program must use mental health consultants with knowledge of  
and experience in serving young children and their families, if  available in the communi-
ty. 

(iii) A program must use staff  or consultants to support nutrition services who are regis-
tered dieticians or nutritionists with appropriate qualifications. 

(f) Coaches. A program must ensure coaches providing the services described in 1302.92(c) have a 
minimum of  a baccalaureate degree in early childhood education or a related field.

§1302.92 Training and professional development.

(a) A program must provide to all new staff, consultants, and volunteers an orientation that focuses 
on, at a minimum, the goals and underlying philosophy of  the program and on the ways they are 
implemented.  

(b) A program must establish and implement a systematic approach to staff  training and profession-
al development designed to assist staff  in acquiring or increasing the knowledge and skills needed 
to provide high-quality, comprehensive services within the scope of  their job responsibilities, and 
attached to academic credit as appropriate. At a minimum, the system must include: 

(1) Staff  completing a minimum of  15 clock hours of  professional development per year. For 
teaching staff, such professional development must meet the requirements described in section 
648A(a)(5) of  the Act.

(2) Training on methods to handle suspected or known child abuse and neglect cases, that 
comply with applicable federal, state, local, and tribal laws; 

(3) Training for child and family services staff  on best practices for implementing family en-
gagement strategies in a systemic way, as described throughout this part;

(4) Training for child and family services staff, including staff  that work on family services, 
health, and disabilities, that builds their knowledge, experience, and competencies to improve 
child and family outcomes; and,

(5) Research-based approaches to professional development for education staff, that are 
focused on effective curricula implementation, knowledge of  the content in Head Start Ear-
ly Learning Outcomes Framework: Ages Birth to Five, partnering with families, supporting 
children with disabilities and their families, providing effective and nurturing adult-child inter-
actions, supporting dual language learners as appropriate, addressing challenging behaviors, 
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preparing children and families for transitions (as described in subpart G of  this part), and use 
of  data to individualize learning experiences to improve  outcomes for all children.

(c) A program must implement a research-based, coordinated coaching strategy for education staff  
that:

(1) Assesses all education staff  to identify strengths, areas of  needed support, and which staff  
would benefit most from intensive coaching; 

(2) At a minimum, provides opportunities for intensive coaching to those education staff  
identified through the process in paragraph (c)(1) of  this section, including opportunities to be 
observed and receive feedback and modeling of  effective teacher practices directly related to 
program performance goals; 

(3) At a minimum, provides opportunities for education staff  not identified for intensive 
coaching through the process in paragraph (c)(1) of  this section to receive other forms of  
research-based professional development aligned with program performance goals; 

(4) Ensures intensive coaching opportunities for the staff  identified through the process in 
paragraph (c)(1) of  this section that:

(i) Align with the program’s school readiness goals, curricula, and other approaches to 
professional development; 

(ii) Utilize a coach with adequate training and experience in adult learning and in using 
assessment data to drive coaching strategies aligned with program performance goals; 

(iii) Provide ongoing communication between the coach, program director, education 
director, and any other relevant staff; and,

(iv) Include clearly articulated goals informed by the program’s goals, as described in 
§1302.102, and a process for achieving those goals; and,

(5) Establishes policies that ensure assessment results are not used to solely determine punitive 
actions for staff  identified as needing support, without providing time and resources for staff  
to improve.

(d) If  a program needs to develop or significantly adapt their approach to research-based profession-
al development to better meet the training needs of  education staff, such that it does not include the 
requirements in paragraph (c) of  this section, the program must partner with external early child-
hood education professional development experts.  A program must assess whether the adaptation 
adequately supports staff  professional development, consistent with the process laid out in subpart J 
of  this part.   

§1302.93 Staff health and wellness. 

(a) A program must ensure each staff  member has an initial health examination and a periodic re-ex-
amination as recommended by their health care provider in accordance with state, tribal, or local re-
quirements, that include screeners or tests for communicable diseases, as appropriate. The program 
must ensure staff  do not, because of  communicable diseases, pose a significant risk to the health or 
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safety of  others in the program that cannot be eliminated or reduced by reasonable accommodation, 
in accordance with the Americans with Disabilities Act and section 504 of  the Rehabilitation Act. 

(b) A program must make mental health and wellness information available to staff  regarding health 
issues that may affect their job performance, and must provide regularly scheduled opportunities to 
learn about mental health, wellness, and health education. 

§1302.94 Volunteers. 

(a) A program must ensure regular volunteers have been screened for appropriate communicable 
diseases in accordance with state, tribal or local laws.  In the absence of  state, tribal or local law, the 
Health Services Advisory Committee must be consulted regarding the need for such screenings.

(b) A program must ensure children are never left alone with volunteers.

Subpart J — Program Management and Quality Improvement

§1302.100 Purpose.  

A program must provide management and a process of  ongoing monitoring and continuous im-
provement for achieving program goals that ensures child safety and the delivery of  effective, 
high-quality program services. 

§1302.101 Management system.

(a) Implementation.  A program must implement a management system that:

(1) Ensures a program, fiscal, and human resource management structure that provides effec-
tive management and oversight of  all program areas and fiduciary responsibilities to enable 
delivery of  high-quality services in all of  the program services described in subparts C, D, E, 
F, G, and H of  this part; 

(2) Provides regular and ongoing supervision to support individual staff  professional develop-
ment and continuous program quality improvement; 

(3) Ensures budget and staffing patterns that promote continuity of  care for all children 
enrolled, allow sufficient time for staff  to participate in appropriate training and professional 
development, and allow for provision of  the full range of  services described in subparts C, D, 
E, F, G, and H of  this part; and,

(4) Maintains an automated accounting and record keeping system adequate for effective over-
sight.

(b) Coordinated approaches.  At the beginning of  each program year, and on an ongoing basis 
throughout the year, a program must design and implement program-wide coordinated approaches 
that ensure:
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(1) The training and professional development system, as described in §1302.92, effectively 
supports the delivery and continuous improvement of  high-quality services;

(2) The full and effective participation of  children who are dual language learners and their 
families, by  

(i) Utilizing information from the program’s community assessment about the languages 
spoken throughout the program service area to anticipate child and family needs;

(ii) Identifying community resources and establishing ongoing collaborative relationships 
and partnerships with community organizations consistent with the requirements in 
§1302.53(a); and,

(iii) Systematically and comprehensively addressing child and family needs by facilitating 
meaningful access to program services, including, at a minimum, curriculum, instruction, 
staffing, supervision, and family partnerships with bilingual staff, oral language assistance 
and interpretation, or translation of  essential program materials, as appropriate. 

(3) The full and effective participation of  all children with disabilities, including but not limited 
to children eligible for services under IDEA, by providing services with appropriate facilities, 
program materials, curriculum, instruction, staffing, supervision, and partnerships, at a mini-
mum, consistent with section 504 of  the Rehabilitation Act and the Americans with Disabili-
ties Act; and,

(4) The management of  program data to effectively support the availability, usability, integrity, 
and security of  data.  A program must establish procedures on data management, and have 
them approved by the governing body and policy council, in areas such as quality of  data and 
effective use and sharing of  data, while protecting the privacy of  child records in accordance 
with subpart C of  part 1303 of  this chapter and applicable federal, state, local, and tribal laws.

§1302.102 Achieving program goals.

(a) Establishing program goals.  A program, in collaboration with the governing body and policy 
council, must establish goals and measurable objectives that include:

(1) Strategic long-term goals for ensuring programs are and remain responsive to community 
needs as identified in their community assessment as described in subpart A of  this part;

(2) Goals for the provision of  educational, health, nutritional, and family and community 
engagement program services as described in the program performance standards to further 
promote the school readiness of  enrolled children; 

(3) School readiness goals that are aligned with the Head Start Early Learning Outcomes 
Framework: Ages Birth to Five, state and tribal early learning standards, as appropriate, and 
requirements and expectations of  schools Head Start children will attend, per the requirements 
of  subpart B of  part 1304 of  this part; and,

(4) Effective health and safety practices to ensure children are safe at all times, per the require-
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ments in §§1302.47, 1302.90(b) and (c), 1302.92(c)(1), and 1302.94 and part 1303 subpart F, of  
this chapter.

(b) Monitoring program performance. 

(1) Ongoing compliance oversight and correction.  In order to ensure effective ongoing over-
sight and correction, a program must establish and implement a system of  ongoing oversight 
that ensures effective implementation of  the program performance standards, including ensur-
ing child safety, and other applicable federal regulations as described in this part, and must:

(i) Collect and use data to inform this process; 

(ii) Correct quality and compliance issues immediately, or as quickly as possible; 

(iii) Work with the governing body and the policy council to address issues during the 
ongoing oversight and correction process and during federal oversight; and,

(iv) Implement procedures that prevent recurrence of  previous quality and compliance 
issues, including previously identified deficiencies, safety incidents, and audit findings.

(2) Ongoing assessment of  program goals.  A program must effectively oversee progress to-
wards program goals on an ongoing basis and annually must:

(i) Conduct a self-assessment that uses program data including aggregated child assess-
ment data, and professional development and parent and family engagement data as 
appropriate, to evaluate the program’s progress towards meeting goals established under 
paragraph (a) of  this section, compliance with program performance standards through-
out the program year, and the effectiveness of  the professional development and family 
engagement systems in promoting school readiness; 

(ii) Communicate and collaborate with the governing body and policy council, program 
staff, and parents of  enrolled children when conducting the annual self-assessment; and,

(iii) Submit findings of  the self-assessment, including information listed in paragraph (b)
(2)(i) of  this section to the responsible HHS official.

(c) Using data for continuous improvement.  

(1) A program must implement a process for using data to identify program strengths and 
needs, develop and implement plans that address program needs, and continually evaluate 
compliance with program performance standards and progress towards achieving program 
goals described in paragraph (a) of  this section. 

(2) This process must:

(i) Ensure data is aggregated, analyzed and compared in such a way to assist agencies in 
identifying risks and informing strategies for continuous improvement in all program 
service areas;

(ii) Ensure child-level assessment data is aggregated and analyzed at least three times a 
year, including for sub-groups, such as dual language learners and children with disabil-
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ities, as appropriate, except in programs operating fewer than 90 days, and used with 
other program data described in paragraph (c)(2)(iv) of  this section to direct continuous 
improvement related to curriculum choice and implementation, teaching practices, pro-
fessional development, program design and other program decisions, including changing 
or targeting scope of  services; and, 

(iii) For programs operating fewer than 90 days, ensures child assessment data is aggre-
gated and analyzed at least twice during the program operating period, including for 
subgroups, such as dual language learners and children with disabilities, as appropriate, 
and used with other program data described in paragraph (c)(2)(iv) of  this section to 
direct continuous improvement related to curriculum choice and implementation, teach-
ing practices, professional development, program design and other program decisions, 
including changing or targeting scope of  services;

(iv) Use information from ongoing monitoring and the annual self-assessment, and pro-
gram data on teaching practice, staffing and professional development, child-level assess-
ments, family needs assessments, and comprehensive services, to identify program needs, 
and develop and implement plans for program improvement; and,

(v) Use program improvement plans as needed to either strengthen or adjust content 
and strategies for professional development, change program scope and services, refine 
school readiness and other program goals, and adapt strategies to better address the 
needs of  sub-groups.  

(d) Reporting. 

(1)  A program must submit:

(i) Status reports, determined by ongoing oversight data, to the governing body and poli-
cy council, at least semi-annually;

(ii) Reports, as appropriate, to the responsible HHS official immediately or as soon as 
practicable, related to any significant incidents affecting the health and safety of  program 
participants, circumstances affecting the financial viability of  the program, breaches of  
personally identifiable information, or program involvement in legal proceedings, any 
matter for which notification or a report to state, tribal, or local authorities is required by 
applicable law, including at a minimum:

(A) Any reports regarding agency staff  or volunteer compliance with federal, 
state, tribal, or local laws addressing child abuse and neglect or laws governing sex 
offenders;

(B) Incidents that require classrooms or centers to be closed for any reason;

(C) Legal proceedings by any party that are directly related to program operations; 
and,

(D) All conditions required to be reported under §1304.12, including 
disqualification from the Child and Adult Care Food Program (CACFP) and 
license revocation.
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(2) Annually, a program must publish and disseminate a report that complies with section 
644(a)(2) of  the Act and includes a summary of  a program’s most recent community assess-
ment, as described in §1302.11(b), consistent with privacy protections in subpart C of  part 
1303 of  this chapter.

(3) If  a program has had a deficiency identified, it must submit, to the responsible HHS offi-
cial, a quality improvement plan as required in section 641A(e)(2) of  the Act.   

§1302.103 Implementation of program performance standards.

(a) A current program at of  November 7, 2016, must implement a program-wide approach for the 
effective and timely implementation of  the changes to the program performance standards, includ-
ing the purchase of  materials and allocation of  staff  time, as appropriate.

(b) A program’s approach to implement the changes included in parts 1301 through 1304 of  this 
chapter must ensure adequate preparation for effective and timely service delivery to children and 
their families including, at a minimum, review of  community assessment data to determine the most 
appropriate strategy for implementing required program changes, including assessing any changes in 
the number of  children who can be served, as necessary, the purchase of  and training on any curric-
ulum, assessment, or other materials, as needed, assessment of  program-wide professional develop-
ment needs, assessment of  staffing patterns, the development of  coordinated approaches described 
in §1302.101(b), and the development of  appropriate protections for data sharing; and children 
enrolled in the program on November 7, 2016 are not displaced during a program year and that 
children leaving Early Head Start or Head Start at the end of  the program year following November 
7, 2016 as a result of  any slot reductions received services described in §§1302.70 and 1302.72 to 
facilitate successful transitions to other programs.

Part 1303 — Financial and Administrative 
Requirements 

Sec. 
1303.1 Overview. 

Subpart A — Financial Requirements 
1303.2 Purpose.  
1303.3  Other requirements.
1303.4  Federal financial assistance, non-federal match, and waiver requirements.
1303.5  Limitations on development and administrative costs.

Subpart B — Administrative Requirements 
1303.10  Purpose.
1303.11  Limitations and prohibitions.
1303.12  Insurance and bonding.

Subpart C — Protections for the Privacy of  Child Records
1303.20  Establishing procedures.  
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1303.21  Program procedures – applicable confidentiality provisions
1303.22  Disclosures with, and without, parental consent. 
1303.23  Parental rights.  
1303.24  Maintaining records.  

Subpart D — Delegation of  Program Operations
1303.30  Grantee responsibility and accountability.  
1303.31  Determining and establishing delegate agencies.
1303.32  Evaluations and corrective actions for delegate agencies.
1303.33  Termination of  delegate agencies.

Subpart E — Facilities 
1303.40  Purpose.  
1303.41  Approval of  previously purchased facilities. 
1303.42  Eligibility to purchase, construct, and renovate facilities. 
1303.43  Use of  grant funds to pay fees. 
1303.44  Applications to purchase, construct, and renovate facilities. 
1304.45  Cost-comparison to purchase, construct, and renovate facilities. 
1303.46  Recording and posting notices of  federal interest.
1303.47  Contents of  notices of  federal interest.
1303.48  Grantee limitations on federal interest.  
1303.49  Protection of  federal interest in mortgage agreements. 
1303.50  Third party leases and occupancy arrangements.
1303.51  Subordination of  the federal interest.
1303.52  Insurance, bonding, and maintenance. 
1303.53  Copies of  documents. 
1303.54  Record retention.  
1303.55  Procurement procedures. 
1303.56  Inspection of  work. 

Subpart F — Transportation
1303.70  Purpose.
1303.71  Vehicles.
1303.72  Vehicle operation. 
1303.73  Trip routing. 
1303.74  Safety procedures. 
1303.75  Children with disabilities. 

AUTHORITY: 42 U.S.C. 9801 et seq.

§1303.1 Overview.

Section 641A of  the Act requires that the Secretary modify as necessary program performance 
standards including administrative and financial management standards (section 641A(a)(1)(C)).  
This part specifies the financial and administrative requirements of  agencies.  Subpart A of  this part 
outlines the financial requirements consistent with sections 640(b) and 644(b) and (c) of  the Act. 
Subpart B of  this part specifies the administrative requirements consistent with sections 644(a)(1), 
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644(e), 653, 654, 655, 656, and 657A of  the Act.  Subpart C of  this part implements the statutory 
provision at section 641A(b)(4) of  the Act that directs the Secretary to ensure the confidentiality of  
any personally identifiable data, information, and records collected or maintained.  Subpart D of  this 
part prescribes regulations for the operation of  delegate agencies consistent with Section 641(A)(d).  
Subpart E of  this part implements the statutory requirements in Section 644(c), (f) and (g) related 
to facilities.  Subpart F prescribes regulations on transportation consistent with section 640(i) of  the 
Act. 

Subpart A — Financial Requirements 

§1303.2 Purpose.

This subpart establishes regulations applicable to program administration and grants management 
for all grants under the Act.

§1303.3 Other requirements.

The following chart includes HHS regulations that apply to all grants made under the Act: 

Cite Title

45 CFR part 16 Department grant appeals process

45 CFR part 30 HHS Standards and Procedures for Claims collection

45 CFR part 46 Protection of human subjects

45 CFR part 75
Uniform Administrative Requirements, Cost Principles, and Audit 
Requirements for Federal Awards

45 CFR part 80
Nondiscrimination under programs receiving federal assistance through the 
Department of Health and Human Services- Effectuation of title VI and VII of 
the Civil Rights Act of 1964

45 CFR part 81 Practice and procedure for hearings under part 80

45 CFR part 84 Nondiscrimination on the basis of handicap in federally assisted programs

45 CFR part 87 Equal treatment for faith based organizations

2 CFR part 170 FFATA Sub-award and executive compensation

2 CFR 25.110 CCR/DUNS requirement

§1303.4 Federal financial assistance, non-federal match, and waiver 
requirements.

In accordance with section 640(b) of  the Act, federal financial assistance to a grantee will not exceed 
80 percent of  the approved total program costs. A grantee must contribute 20 percent as non-feder-
al match each budget period. The responsible HHS official may approve a waiver of  all or a portion 
of  the non-federal match requirement on the basis of  the grantee’s written application submitted for 
the budget period and any supporting evidence the responsible HHS official requires.  In deciding 
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whether to grant a waiver, the responsible HHS official will consider the circumstances specified at 
section 640(b) of  the Act and whether the grantee has made a reasonable effort to comply with the 
non-federal match requirement. 

§1303.5 Limitations on development and administrative costs.

(a) Limitations.  

(1) Costs to develop and administer a program cannot be excessive or exceed 15 percent of  
the total approved program costs. Allowable costs to develop and administer a Head Start 
program cannot exceed 15 percent of  the total approved program costs, which includes both 
federal costs and non-federal match, unless the responsible HHS official grants a waiver under 
paragraph (b) of  this section that approves a higher percentage in order to carry out the pur-
poses of  the Act.  

(2) To assess total program costs and determine whether a grantee meets this requirement, the 
grantee must:

(i) Determine the costs to develop and administer its program, including the local costs 
of  necessary resources; 

(ii) Categorize total costs as development and administrative or program costs;

(iii) Identify and allocate the portion of  dual benefits costs that are for development and 
administration; 

(iv) Identify and allocate the portion of  indirect costs that are for development and ad-
ministration versus program costs; and,  

(v) Delineate all development and administrative costs in the grant application and calcu-
late the percentage of  total approved costs allocated to development and administration.

(b) Waivers. 

(1) The responsible HHS official may grant a waiver for each budget period if  a delay or dis-
ruption to program services is caused by circumstances beyond the agency’s control, or if  an 
agency is unable to administer the program within the 15 percent limitation and if  the agency 
can demonstrate efforts to reduce its development and administrative costs.

(2) If  at any time within the grant funding cycle, a grantee estimates development and admin-
istration costs will exceed 15 percent of  total approved costs, it must submit a waiver request 
to the responsible HHS official that explains why costs exceed the limit, that indicates the time 
period the waiver will cover, and that describes what the grantee will do to reduce its develop-
ment and administrative costs to comply with the 15 percent limit after the waiver period.
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Subpart B — Administrative Requirements 

§1303.10 Purpose.

A grantee must observe standards of  organization, management, and administration that will ensure, 
so far as reasonably possible, that all program activities are conducted in a manner consistent with 
the purposes of  the Act and the objective of  providing assistance effectively, efficiently, and free of  
any taint of  partisan political bias or personal or family favoritism.

§1303.11 Limitations and prohibitions.

An agency must adhere to sections 644(e), 644(g)(3), 653, 654, 655, 656, and 657A of  the Act.  
These sections pertain to union organizing, the Davis-Bacon Act, limitations on compensation, non-
discrimination, unlawful activities, political activities, and obtaining parental consent. 

§1303.12 Insurance and bonding.

An agency must have an ongoing process to identify risks and have cost-effective insurance for 
those identified risks; a grantee must require the same for its delegates.  The agency must specifically 
consider the risk of  accidental injury to children while participating in the program.  The grantee 
must submit proof  of  appropriate coverage in its initial application for funding.  The process of  
identifying risks must also consider the risk of  losses resulting from fraudulent acts by individu-
als authorized to disburse Head Start funds.  Consistent with 45 CFR part 75, if  the agency lacks 
sufficient coverage to protect the federal government’s interest, the agency must maintain adequate 
fidelity bond coverage. 

Subpart C — Protections for the Privacy of Child Records

§1303.20 Establishing procedures.

A program must establish procedures to protect the confidentiality of  any personally identifiable 
information (PII) in child records.

§1303.21 Program procedures – applicable confidentiality provisions. 

(a) If  a program is an educational agency or institution that receives funds under a program admin-
istered by the Department of  Education and therefore is subject to the confidentiality provisions 
under the Family Educational Rights and Privacy Act (FERPA), then it must comply with those 
confidentiality provisions of  FERPA instead of  the provisions in this subpart.  

(b) If  a program serves a child who is referred to, or found eligible for services under, IDEA, then 
a program must comply with the applicable confidentiality provisions in Part B or Part C of  IDEA 
to protect the PII in records of  those children, and, therefore, the provisions in this subpart do not 
apply to those children.
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§1303.22 Disclosures with, and without, parental consent.

(a) Disclosure with parental consent.  

(1) Subject to the exceptions in paragraphs (b) and (c) of  this section, the procedures to pro-
tect PII must require the program to obtain a parent’s written consent before the program may 
disclose such PII from child records.

(2) The procedures to protect PII must require the program to ensure the parent’s written con-
sent specifies what child records may be disclosed, explains why the records will be disclosed, 
and identifies the party or class of  parties to whom the records may be disclosed.  The written 
consent must be signed and dated.

(3) “Signed and dated written consent” under this part may include a record and signature in 
electronic form that:

(i) Identifies and authenticates a particular person as the source of  the electronic con-
sent; and, 

(ii) Indicates such person's approval of  the information.

(4) The program must explain to the parent that the granting of  consent is voluntary on the 
part of  the parent and may be revoked at any time.  If  a parent revokes consent, that revo-
cation is not retroactive and therefore it does not apply to an action that occurred before the 
consent was revoked.

(b) Disclosure without parental consent but with parental notice and opportunity to refuse.  The 
procedures to protect PII must allow the program to disclose such PII from child records without 
parental consent if  the program notifies the parent about the disclosure, provides the parent, upon 
the parent’s request, a copy of  the PII from child records to be disclosed in advance, and gives the 
parent an opportunity to challenge and refuse disclosure of  the information in the records, before 
the program forwards the records to officials at a program, school, or school district in which the 
child seeks or intends to enroll or where the child is already enrolled so long as the disclosure is 
related to the child's enrollment or transfer.

(c) Disclosure without parental consent.  The procedures to protect PII must allow the program to 
disclose such PII from child records without parental consent to:

(1) Officials within the program or acting for the program, such as contractors and subrecip-
ients, if  the official provides services for which the program would otherwise use employees, 
the program determines it is necessary for Head Start services, and the program maintains 
oversight with respect to the use, further disclosure, and maintenance of  child records, such as 
through a written agreement;

(2) Officials within the program, acting for the program, or from a federal or state entity, in 
connection with an audit or evaluation of  education or child development programs, or for 
enforcement of  or compliance with federal legal requirements of  the program; provided the 
program maintains oversight with respect to the use, further disclosure, and maintenance of  
child records, such as through a written agreement, including the destruction of  the PII when 
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no longer needed for the purpose of  the disclosure, except when the disclosure is specifically 
authorized by federal law or by the responsible HHS official;

(3) Officials within the program, acting for the program, or from a federal or state entity, to 
conduct a study to improve child and family outcomes, including improving the quality of  
programs, for, or on behalf  of, the program, provided the program maintains oversight with 
respect to the use, further disclosure, and maintenance of  child records, such as through a 
written agreement, including the destruction of  the PII when no longer needed for the pur-
pose of  the disclosure;

(4) Appropriate parties in order to address a disaster, health or safety emergency during the 
period of  the emergency, or a serious health and safety risk such as a serious food allergy, if  
the program determines that disclosing the PII from child records is necessary to protect the 
health or safety of  children or other persons;

(5) Comply with a judicial order or lawfully issued subpoena, provided the program makes a 
reasonable effort to notify the parent about all such subpoenas and court orders in advance of  
the compliance therewith, unless:

(i) A court has ordered that neither the subpoena, its contents, nor the information pro-
vided in response be disclosed;

(ii) The disclosure is in compliance with an ex parte court order obtained by the United 
States Attorney General (or designee not lower than an Assistant Attorney General) con-
cerning investigations or prosecutions of  an offense listed in 18 U.S.C. 2332b(g)(5)(B) or 
an act of  domestic or international terrorism as defined in 18 U.S.C. 2331.

(iii) A parent is a party to a court proceeding directly involving child abuse and neglect 
(as defined in section 3 of  the Child Abuse Prevention and Treatment Act (42 U.S.C. 
5101)) or dependency matters, and the order is issued in the context of  that proceeding, 
additional notice to the parent by the program is not required; or,

(iv) A program initiates legal action against a parent or a parent initiates legal action 
against a program, then a program may disclose to the court, also without a court order 
or subpoena, the child records relevant for the program to act as plaintiff  or defendant.

(6) The Secretary of  Agriculture or an authorized representative from the Food and Nutrition 
Service to conduct program monitoring, evaluations, and performance measurements for the 
Child and Adult Care Food Program under the Richard B. Russell National School Lunch Act 
or the Child Nutrition Act of  1966, if  the results will be reported in an aggregate form that 
does not identify any individual: provided, that any data collected must be protected in a man-
ner that will not permit the personal identification of  students and their parents by other than 
the authorized representatives of  the Secretary of  Agriculture and any PII must be destroyed 
when the data are no longer needed for program monitoring, evaluations, and performance 
measurements; 

(7) A caseworker or other representative from a state, local, or tribal child welfare agency, who 
has the right to access a case plan for a child who is in foster care placement, when such agen-
cy is legally responsible for the child's care and protection, under state or tribal law, if  the agen-
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cy agrees in writing to protect PII, to use information from the child’s case plan for specific 
purposes intended of  addressing the child's needs, and to destroy information that is no longer 
needed for those purposes; and,

(8) Appropriate parties in order to address suspected or known child maltreatment and is con-
sistent with applicable federal, state, local, and tribal laws on reporting child abuse and neglect.

(d) Written agreements.  When a program establishes a written agreement with a third party, the pro-
cedures to protect such PII must require the program to annually review and, if  necessary, update 
the agreement.  If  the third party violates the agreement, then the program may:

(1) Provide the third party an opportunity to self-correct; or,

(2) Prohibit the third party from access to records for a set period of  time as established by the 
programs governing body and policy council.

(e) Annual notice.  The procedures to protect PII must require the program to annually notify par-
ents of  their rights in writing described in this subpart and applicable definitions in part 1305 of  this 
chapter, and include in that notice a description of  the types of  PII that may be disclosed, to whom 
the PII may be disclosed, and what may constitute a necessary reason for the disclosure without 
parental consent as described in paragraph (c) of  this section.

(f) Limit on disclosing PII. A program must only disclose the information that is deemed necessary 
for the purpose of  the disclosure.

§1303.23 Parental rights.

(a) Inspect record. 

(1) A parent has the right to inspect child records.  

(2) If  the parent requests to inspect child records, the program must make the child records 
available within a reasonable time, but no more than 45 days after receipt of  request.  

(3) If  a program maintains child records that contain information on more than one child, the 
program must ensure the parent only inspects information that pertains to the parent’s child.

(4) The program shall not destroy a child record with an outstanding request to inspect and 
review the record under this section.

(b) Amend record. 

(1) A parent has the right to ask the program to amend information in the child record that the 
parent believes is inaccurate, misleading, or violates the child’s privacy.  

(2) The program must consider the parent’s request and, if  the request is denied, render a 
written decision to the parent within a reasonable time that informs the parent of  the right to 
a hearing.

(c) Hearing. 
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(1) If  the parent requests a hearing to challenge information in the child record, the program 
must schedule a hearing within a reasonable time, notify the parent, in advance, about the 
hearing, and ensure the person who conducts the hearing does not have a direct interest in its 
outcome.

(2) The program must ensure the hearing affords the parent a full and fair opportunity to pres-
ent evidence relevant to the issues.  

(3) If  the program determines from evidence presented at the hearing that the information 
in the child records is inaccurate, misleading, or violates the child’s privacy, the program must 
either amend or remove the information and notify the parent in writing.  

(4) If  the program determines from evidence presented at the hearing that information in the 
child records is accurate, does not mislead, or otherwise does not violate the child’s privacy, 
the program must inform the parent of  the right to place a statement in the child records that 
either comments on the contested information or that states why the parent disagrees with the 
program’s decision, or both.  

(d) Right to copy of  record.  The program must provide a parent, free of  charge, an initial copy of  
child records disclosed to third parties with parental consent and, upon parent request, an initial 
copy of  child records disclosed to third parties, unless the disclosure was for a court that ordered 
neither the subpoena, its contents, nor the information furnished in response be disclosed.

(e) Right to inspect written agreements. A parent has the right to review any written agreements with 
third parties. 

§1303.24 Maintaining records.  

(a) A program must maintain child records in a manner that ensures only parents, and officials with-
in the program or acting on behalf  of  the program have access, and such records must be destroyed 
within a reasonable timeframe after such records are no longer needed or required to be maintained.  

(b) A program must maintain, with the child records, for as long as the records are maintained, 
information on all individuals, agencies, or organizations to whom a disclosure of  PII from the child 
records was made (except for program officials and parents) and why the disclosure was made.  If  
a program uses a web-based data system to maintain child records, the program must ensure such 
child records are adequately protected and maintained according to current industry security stan-
dards.      

(c) If  a parent places a statement in the child record, the program must maintain the statement with 
the contested part of  the child record for as long as the program maintains the record and, disclose 
the statement whenever it discloses the portion of  the child record to which the statement relates.
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Subpart D — Delegation of Program Operations

§1303.30 Grantee responsibility and accountability.  

A grantee is accountable for the services its delegate agencies provide. The grantee supports, over-
sees and ensures delegate agencies provide high-quality services to children and families and meet all 
applicable Head Start requirements. The grantee can only terminate a delegate agency if  the grantee 
shows cause why termination is necessary and provides a process for delegate agencies to appeal ter-
mination decisions. The grantee retains legal responsibility and authority and bears financial account-
ability for the program when services are provided by delegate agencies. 

§1303.31 Determining and establishing delegate agencies.

(a) If  a grantee enters into an agreement with another entity to serve children, the grantee must 
determine whether the agreement meets the definition of  “delegate agency” in section 637(3) of  the 
Act. 

(b) A grantee must not award a delegate agency federal financial assistance unless there is a written 
agreement and the responsible HHS official approves the agreement before the grantee delegates 
program operations.   

§1303.32 Evaluations and corrective actions for delegate agencies.

A grantee must evaluate and ensure corrective action for delegate agencies according to section 
641A(d) of  the Act. 

§1303.33 Termination of delegate agencies.

(a) If  a grantee shows cause why termination is appropriate or demonstrates cost effectiveness, the 
grantee may terminate a delegate agency’s contract. 

(b) The grantee’s decision to terminate must not be arbitrary or capricious.

(c) The grantee must establish a process for defunding a delegate agency, including an appeal of  a 
defunding decision and must ensure the process is fair and timely.

(d) The grantee must notify the responsible HHS official about the appeal and its decision.   

Subpart E — Facilities 

§1303.40 Purpose.  

This subpart prescribes what a grantee must establish to show it is eligible to purchase, construct 
and renovate facilities as outlined in section 644(c), (f) and (g) of  the Act.  It explains how a grantee 
may apply for funds, details what measures a grantee must take to protect federal interest in facilities 
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purchased, constructed or renovated with grant funds, and concludes with other administrative pro-
visions. This subpart applies to major renovations.  It only applies to minor renovations and repairs, 
when they are included with a purchase application and are part of  purchase costs. 

§1303.41 Approval of previously purchased facilities. 

If  a grantee purchased a facility after December 31, 1986, and seeks to use grant funds to continue 
to pay purchase costs for the facility or to refinance current indebtedness and use grant funds to 
service the resulting debt, the grantee may apply for funds to meet those costs.  The grantee must 
submit an application that conforms to requirements in this part and in the Act to the responsible 
HHS official.  If  the responsible HHS official approves the grantee’s application, Head Start funds 
may be used to pay ongoing purchase costs, which include principal and interest on approved loans. 

§1303.42 Eligibility to purchase, construct, and renovate facilities. 

(a) Preliminary eligibility.  

(1) Before a grantee can apply for funds to purchase, construct, or renovate a facility under 
§1303.44, it must establish that: 

(i) The facility will be available to Indian tribes, or rural or other low-income communi-
ties;

(ii) The proposed purchase, construction or major renovation is within the grantee’s 
designated service area; and,

(iii) The proposed purchase, construction or major renovation is necessary because the 
lack of  suitable facilities in the grantee’s service area will inhibit the operation of  the 
program.  

(2) If  a program applies to construct a facility, that the construction of  such facility is more 
cost-effective than the purchase of  available facilities or renovation.

(b) Proving a lack of  suitable facilities.  To satisfy paragraph (a)(1)(iii) of  this section, the grantee 
must have a written statement from an independent real estate professional familiar with the com-
mercial real estate market in the grantee’s service area, that includes factors considered and supports 
how the real estate professional determined there are no other suitable facilities in the area.

§1303.43 Use of grant funds to pay fees. 

A grantee may submit a written request to the responsible HHS official for reasonable fees and costs 
necessary to determine preliminary eligibility under §1303.42 before it submits an application under 
§1303.44.  If  the responsible HHS official approves the grantee’s application, the grantee may use 
federal funds to pay fees and costs.  
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§1303.44 Applications to purchase, construct, and renovate facilities. 

(a) Application requirements.  If  a grantee is preliminarily eligible under §1303.42 to apply for funds 
to purchase, construct, or renovate a facility, it must submit to the responsible HHS official: 

(1) A statement that explains the anticipated effect the proposed purchase, construction or 
renovation has had or will have on program enrollment, activities and services, and how it 
determined what the anticipated effect would be;  

(2) A deed or other document showing legal ownership of  the real property where facilities 
activity is proposed, legal description of  the facility site, and an explanation why the location is 
appropriate for the grantee’s service area; 

(3) Plans and specifications for the facility, including square footage, structure type, the num-
ber of  rooms the facility will have or has, how the rooms will be used,  where the structure will 
be positioned or located on the building site, and whether there is space available for outdoor 
play and for parking;

(4) Certification by a licensed engineer or architect that the facility is, or will be upon comple-
tion, structurally sound and safe for use as a Head Start facility and that the facility complies, 
or will comply upon completion, with local building codes, applicable child care licensing re-
quirements, the accessibility requirements of  the Americans with Disabilities Act, section 504 
of  the Rehabilitation Act of  1973, the Flood Disaster Protection Act of  1973, and the Nation-
al Historic Preservation Act of  1966;

(5) A description of  proposed renovations or repairs to make the facility suitable for program 
activities, and plans and specification that describe the facility after renovation or repair; 

(6) A proposed schedule that details when the grantee will acquire, renovate, repair and occupy 
the facility;

(7) An estimate by a licensed independent certified appraiser of  the facility’s fair market value 
after proposed purchase and associated repairs and renovations construction, or major reno-
vation is completed is required for all facilities activities except for major renovations to leased 
property;   

(8) The cost comparison described in §1303.45;

(9) A statement that shows what share of  the purchase, construction, or major renovation will 
be paid with grant funds and what the grantee proposes to contribute as a nonfederal match to 
the purchase, construction or major renovation; 

(10) A statement from a lender, if  a grantee applies to use Head Start funds to continue pur-
chase on a facility or refinance existing debt on a facility that indicates the lender is willing to 
comply with §1303.49;

(l1) The terms of  any proposed or existing loan(s) related to purchase, construction or major 
renovation of  the facility, including copies of  any funding commitment letters, mortgages, 
promissory notes, potential security agreements to be entered into, information on all other 
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sources of  funding, construction or major renovation, and any restrictions or conditions im-
posed by other funding sources;

(12) A Phase I environmental site assessment that describes the environmental condition of  
the proposed facility site and any structures on the site; 

(13) A description of  the efforts by the grantee to coordinate or collaborate with other pro-
viders in the community to seek assistance, including financial assistance, prior to the use of  
funds under this section; and,

(14) Any additional information the responsible HHS official may require.

(b) Additional requirements for leased properties.  

(1) If  a grantee applies to renovate leased property, it must submit to the responsible HHS of-
ficial information described in paragraph (a) of  this section, a copy of  the existing or proposed 
lease agreement, and the landlord or lessor’s consent.

(2) If  a grantee applies to purchase a modular unit it intends to site on leased property or on 
other property the grantee does not own, the grantee must submit to the responsible HHS of-
ficial information described in paragraph (a) of  this section and a copy of  the proposed lease 
or other occupancy agreement that will allow the grantee access to the modular unit for at least 
15 years.  

(c) Non-federal match.  Any non-federal match associated with facilities activities becomes part of  
the federal share of  the facility.

§1303.45 Cost-comparison to purchase, construct, and renovate 
facilities. 

(a) Cost comparison.  

(1) If  a grantee proposes to purchase, construct, or renovate a facility, it must submit a detailed 
cost estimate of  the proposed activity, compare the costs associated with the proposed activity 
to other available alternatives in the service area, and provide any additional information the 
responsible HHS official requests.  The grantee must demonstrate that the proposed activity 
will result in savings when compared to the costs that would be incurred to acquire the use of  
an alternative facility to carry out program.

(2) In addition to requirements in paragraph (1) of  this section, the grantee must:

(i) Identify who owns the property;

(ii) List all costs related to the purchase, construction, or renovation; 

(iii) Identify costs over the structure’s useful life, which is at least 20 years for a facility 
that the grantee purchased or constructed and at least 15 years for a modular unit the 
grantee renovated, and deferred costs, including mortgage balloon payments, as costs 
with associated due dates; and,
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(iv) Demonstrate how the proposed purchase, construction, or major renovation is 
consistent with program management and fiscal goals, community needs, enrollment and 
program options and how the proposed facility will support the grantee as it provides 
quality services to children and families.  

(b) Continue purchase or refinance. To use funds to continue purchase on a facility or to refinance 
an existing indebtedness, the grantee must compare the costs of  continued purchase against the 
cost of  purchasing a comparable facility in the service area over the remaining years of  the facili-
ty’s useful life. The grantee must demonstrate that the proposed activity will result in savings when 
compared to the cost that would be incurred to acquire the use of  an alternative facility to carry out 
the program. 

(c) Multi-purpose use.  If  the grantee intends to use a facility to operate a Head Start program and 
for another purpose, it must disclose what percentage of  the facility will be used for non-Head Start 
activities, along with costs associated with those activities, in accordance with applicable cost princi-
ples.

§1303.46 Recording and posting notices of federal interest.

(a) Survival of  federal interest.  A grantee that receives funds under this subpart must file notices of  
federal interest as set forth in paragraph (b) of  this section.  Federal interest cannot be defeated by a 
grantee’s failure to file a notice of  federal interest.

(b) Recording notices of  federal interest. 

(1) If  a grantee uses federal funds to purchase real property or a facility, excluding modular 
units, appurtenant to real property, it must record a notice of  federal interest in the official real 
property records for the jurisdiction where the facility is or will be located.  The grantee must 
file the notice of  federal interest as soon as it uses Head Start funds to either fully or partially 
purchase a facility or real property where a facility will be constructed or as soon as it receives 
permission from the responsible HHS official to use Head Start funds to continue purchase 
on a facility.

(2) If  a grantee uses federal funds in whole or in part to construct a facility, it must record the 
notice of  federal interest in the official real property records for the jurisdiction in which the 
facility is located as soon as it receives the notice of  award to construct the facility.

(3) If  a grantee uses federal funds to renovate a facility that it, or a third party owns, the grant-
ee must record the notice of  federal interest in the official real property records for the juris-
diction in which the facility is located as soon as it receives the notice of  award to renovate the 
facility. 

(4) If  a grantee uses federal funds in whole or in part to purchase a modular unit or to ren-
ovate a modular unit, the grantee must post the notice of  federal interest, in clearly visible 
locations, on the exterior of  the modular unit and inside the modular unit.
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§1303.47 Contents of notices of federal interest.

(a) Facility and real property a grantee owns. A notice of  federal interest for a facility, other than a 
modular unit, and real property the grantee owns or will own, must include:

(1) The grantee’s correct legal name and current mailing address;

(2) A legal description of  the real property;

(3) Grant award number, amount and date of  initial facilities funding award or initial use of  
base grant funds for ongoing purchase or mortgage payments;

(4) A statement that the notice of  federal interest includes funds awarded in grant award(s) and 
any Head Start funds subsequently used to purchase, construct or to make major renovations 
to the real property; 

(5) A statement that the facility and real property will only be used for purposes consistent 
with the Act and applicable Head Start regulations;

(6) A statement that the facility and real property will not be mortgaged or used as collateral, 
sold or otherwise transferred to another party, without the responsible HHS official’s written 
permission;

(7) A statement that the federal interest cannot be subordinated, diminished, nullified or re-
leased through encumbrance of  the property, transfer of  the property to another party or any 
other action the grantee takes without the responsible HHS official’s written permission; 

(8) A statement that confirms that the agency’s governing body received a copy of  the notice 
of  federal interest prior to filing and the date the governing body was provided with a copy; 
and,

(9) The name, title, and signature of  the person who drafted the notice.

(b) Facility leased by a grantee.  

(1) A notice of  federal interest for a leased facility, excluding a modular unit, on land the grant-
ee does not own, must be recorded in the official real property records for the jurisdiction 
where the facility is located and must include: 

(i) The grantee’s correct legal name and current mailing address; 

(ii) A legal description of  affected real property;

(iii) The grant award number, amount and date of  initial funding award or initial use of  
base grant funds for major renovation;

(iv) Acknowledgement that the notice of  federal interest includes any Head Start funds 
subsequently used to make major renovations on the affected real property;

(v) A statement the facility and real property will only be used for purposes consistent 
with the Act and applicable Head Start regulations; and,
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(vi) A lease or occupancy agreement that includes the required information from para-
graphs (b)(1)(i) through (v) of  this section may be recorded in the official real property 
records for the jurisdiction where the facility is located to serve as a notice of  federal 
interest.  

(2) If  a grantee cannot file the lease or occupancy agreement described in paragraph (b)(1)
(vi) of  this section in the official real property records for the jurisdiction where the facility is 
located, it may file an abstract.  The abstract must include the names and addresses of  parties 
to the lease or occupancy agreement, terms of  the lease or occupancy agreement, and infor-
mation described in paragraphs (a)(1) through (9) of  this section.

(c) Modular units.  A notice of  federal interest on a modular unit the grantee purchased or renovated 
must be visible and clearly posted on the exterior of  the modular and inside the modular and must 
include:                                                                                                                         

(1) The grantee’s correct legal name and current mailing address;

(2) The grant award number, amount and date of  initial funding award or initial use of  base 
grant funds to purchase or renovate;

(3) A statement that the notice of  federal interest includes any Head Start funds subsequently 
used for major renovations to the modular unit;

(4) A statement that the facility and real property will only be used for purposes consistent 
with the Act and applicable Head Start regulations;

(5) A statement that the modular unit will not be mortgaged or used as collateral, sold or oth-
erwise transferred to another party, without the responsible HHS official’s written permission;

(6) A statement that the federal interest cannot be subordinated, diminished, nullified or re-
leased through encumbrance of  the property, transfer to another party, or any other action the 
grantee takes without the responsible HHS official’s written permission;       

(7) A statement that the modular unit cannot be moved to another location without the re-
sponsible HHS official’s written permission;

(8) A statement that confirms that the agency’s governing body has received a copy of  the filed 
notice of  federal interest and the date the governing body was provided with a copy; and,

(9) The name, title, and signature of  the person who completed the notice for the grantee 
agency.

§1303.48 Grantee limitations on federal interest.  

(a) A grantee cannot mortgage, use as collateral for a credit line or for other loan obligations, or, sell 
or transfer to another party, a facility, real property, or a modular unit it has purchased, constructed 
or renovated with Head Start funds, without the responsible HHS official’s written permission.

(b) A grantee must have the responsible HHS official’s written permission before it can use real 
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property, a facility, or a modular unit subject to federal interest for a purpose other than that for 
which the grantee’s application was approved.

§1303.49 Protection of federal interest in mortgage agreements. 

(a) Any mortgage agreement or other security instrument that is secured by real property or a mod-
ular unit constructed or purchased in whole or in part with federal funds or subject to renovation 
with federal funds must:  

(1) Specify that the responsible HHS official can intervene in case the grantee defaults on, 
terminates or withdraws from the agreement;

(2) Designate the responsible HHS official to receive a copy of  any notice of  default given to 
the grantee under the terms of  the agreement and include the regional grants management 
officer’s current address;

(3) Include a clause that requires any action to foreclose the mortgage agreement or security 
agreement be suspended for 60 days after the responsible HHS official receives the default 
notice to allow the responsible HHS official reasonable time to respond;

(4) Include a clause that preserves the notice of  federal interest and the grantee’s obligation 
for its federal share if  the responsible HHS official fails to respond to any notice of  default 
provided under this section;

(5) Include a statement that requires the responsible HHS official to be paid the federal in-
terest before foreclosure proceeds are paid to the lender, unless the official’s rights under the 
notice of  federal interest have been subordinated by a written agreement in conformance with 
§1303.51;

(6) Include a clause that gives the responsible HHS official the right to cure any default under 
the agreement within the designated period to cure the default; and,

(7) Include a clause that gives the responsible HHS official the right to assign or transfer the 
agreement to another interim or permanent grantee.

(b) A grantee must immediately notify the responsible HHS official of  any default under an agree-
ment described in paragraph (a) of  this section. 

§1303.50 Third party leases and occupancy arrangements.

(a)  After November 7, 2016, if  a grantee receives federal funds to purchase, construct or renovate a 
facility on real property the grantee does not own or to purchase or renovate a modular unit on real 
property the grantee does not own, the grantee must have a lease or other occupancy agreement of  
at least 30 years for purchase or construction of  a facility and at least 15 years for a major renovation 
or placement of  a modular unit.   

(b) The lease or occupancy agreement must:
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(1) Provide for the grantee’s right of  continued use and occupancy of  the leased or occupied 
premises during the entire term of  the lease;

(2) Designate the regional grants management officer to receive a copy of  any notice of  
default given to the grantee under the terms of  the agreement and include the regional grants 
management officer’s current address; 

(3) Specify that the responsible HHS official has the right to cure any default under the lease 
or occupancy agreement within the designated period to cure default; and,

(4) Specify that the responsible HHS official has the right to transfer the lease to another inter-
im or replacement grantee.

§1303.51 Subordination of the federal interest.

Only the responsible HHS official can subordinate federal interest to the rights of  a lender or other 
third party.  Subordination agreements must be in writing and the mortgage agreement or security 
agreement for which subordination is requested must comply with  §1303.49.  When the amount 
of  federal funds already contributed to the facility exceeds the amount to be provided by the lender 
seeking subordination, the federal interest may only be subordinated if  the grantee can show that 
funding is not available without subordination of  the federal interest

§1303.52 Insurance, bonding, and maintenance. 

(a) Purpose. If  a grantee uses federal funds to purchase or continue purchase on a facility, excluding 
modular units, the grantee must obtain a title insurance policy for the purchase price that names the 
responsible HHS official as an additional loss payee.   

(b) Insurance coverage. 

(1) If  a grantee uses federal funds to purchase or continue purchase on a facility or modular 
unit the grantee must maintain physical damage or destruction insurance at the full replace-
ment value of  the facility, for as long as the grantee owns or occupies the facility.

(2) If  a facility is located in an area the National Flood Insurance Program defines as high risk, 
the grantee must maintain flood insurance for as long as the grantee owns or occupies the 
facility.

(3) A grantee must submit to the responsible HHS official, within 10 days after coverage be-
gins, proof  of  insurance coverage required under paragraphs (a) and (b) of  this section.

(c) Maintenance.  A grantee must keep all facilities purchased or constructed in whole or in part with 
Head Start funds in good repair in accordance with all applicable federal, state, and local laws, rules 
and regulations, including Head Start requirements, zoning requirements, building codes, health and 
safety regulations and child care licensing standards.
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§1303.53 Copies of documents. 

 A grantee must submit to the responsible HHS official, within 10 days after filing or execution, cop-
ies of  deeds, leases, loan instruments, mortgage agreements, notices of  federal interest, and other 
legal documents related to the use of  Head Start funds for purchase, construction, major renovation, 
or the discharge of  any debt secured by the facility. 

§1303.54 Record retention.  

A grantee must retain records pertinent to the lease, purchase, construction or renovation of  a facil-
ity funded in whole or in part with Head Start funds, for as long as the grantee owns or occupies the 
facility, plus three years.   

§1303.55 Procurement procedures. 

(a) A grantee must comply with all grants management regulations, including specific regulations 
applicable to transactions in excess of  the current simplified acquisition threshold, cost principles, 
and its own procurement procedures, and must provide, to the maximum extent practical, open and 
full competition. 

(b) A grantee must obtain the responsible HHS official’s written approval before it uses Head Start 
funds, in whole or in part, to contract construction or renovation services. The grantee must ensure 
these contracts are paid on a lump sum fixed-price basis. 

(c) A grantee must obtain prior written approval from the responsible HHS official for contract 
modifications that would change the scope or objective of  a project or would materially alter the 
costs, by increasing the amount of  grant funds needed to complete the project.

(d) A grantee must ensure all construction and renovation contracts paid, in whole or in part with 
Head Start funds contain a clause that gives the responsible HHS official or his or her designee ac-
cess to the facility, at all reasonable times, during construction and inspection.  

§1303.56 Inspection of work. 

The grantee must submit to the responsible HHS official a final facility inspection report by a li-
censed engineer or architect within 30 calendar days after the project is completed.  The inspection 
report must certify that the facility complies with local building codes, applicable child care licensing 
requirements, is structurally sound and safe for use as a Head Start facility, complies with the access 
requirements of  the Americans with Disabilities Act, section 504 of  the Rehabilitation Act, and the 
Flood Disaster Protection Act of  1973, and complies with National Historic Preservation Act of  
1966.
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Subpart F — Transportation

§1303.70 Purpose.

(a) Applicability. This rule applies to all agencies, including those that provide transportation ser-
vices, with the exceptions and exclusions provided in this section, regardless of  whether such trans-
portation is provided directly on agency owned or leased vehicles or through arrangement with a 
private or public transportation provider. 

(b) Providing transportation services. 

(1) If  a program does not provide transportation services, either for all or a portion of  the 
children, it must provide reasonable assistance, such as information about public transit avail-
ability, to the families of  such children to arrange transportation to and from its activities, and 
provide information about these transportation options in recruitment announcements.

(2) A program that provides transportation services must make reasonable efforts to coordi-
nate transportation resources with other human services agencies in its community in order to 
control costs and to improve the quality and the availability of  transportation services.

(3) A program that provides transportation services must ensure all accidents involving vehi-
cles that transport children are reported in accordance with applicable state requirements.

(c) Waiver. 

(1) A program that provides transportation services must comply with all provisions in this 
subpart. A Head Start program may request to waive a specific requirement in this part, in 
writing, to the responsible HHS official, as part of  an agency’s annual application for financial 
assistance or amendment and must submit any required documentation the responsible HHS 
official deems necessary to support the waiver.  The responsible HHS official is not authorized 
to waive any requirements with regard to children enrolled in an Early Head Start program. A 
program may request a waiver when:   

(i) Adherence to a requirement in this part would create a safety hazard in the circum-
stances faced by the agency; and,

(ii) For preschool children, compliance with requirements related to child restraint sys-
tems at §§1303.71(d) and 1303.72(a)(1) or bus monitors at §1303.72(a)(4) will result in 
a significant disruption to the program and the agency demonstrates that waiving such 
requirements is in the best interest of  the children involved. 

(2) The responsible HHS official is not authorized to waive any requirements of  the Federal 
Motor Vehicle Safety Standards (FMVSS) made applicable to any class of  vehicle under 49 
CFR part 571. 
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§1303.71 Vehicles.

(a) Required use of  schools buses or allowable alternative vehicles. A program, with the exception of  
transportation services to children served under a home-based option, must ensure all vehicles used 
or purchased with grant funds to provide transportation services to enrolled children are school bus-
es or allowable alternate vehicles that are equipped for use of  height- and weight-appropriate child 
restraint systems, and that have reverse beepers.

(b) Emergency equipment. A program must ensure each vehicle used in providing such services is 
equipped with an emergency communication system clearly labeled and appropriate emergency safe-
ty equipment, including a seat belt cutter, charged fire extinguisher, and first aid kit.

(c) Auxiliary seating. A program must ensure any auxiliary seating, such as temporary or folding 
jump seats, used in vehicles of  any type providing such services are built into the vehicle by the man-
ufacturer as part of  its standard design, are maintained in proper working order, and are inspected as 
part of  the annual inspection required under paragraph (e)(2)(i) of  this section.

(d) Child restraint systems. A program must ensure each vehicle used to transport children receiving 
such services is equipped for use of  age-, height- and weight-appropriate child safety restraint sys-
tems as defined in part 1305 of  this chapter.

(e) Vehicle maintenance. 

(1) A program must ensure vehicles used to provide such services are in safe operating condi-
tion at all times.

(2) The program must:

(i) At a minimum, conduct an annual thorough safety inspection of  each vehicle through 
an inspection program licensed or operated by the state;

(ii) Carry out systematic preventive maintenance on vehicles; and,

(iii) Ensure each driver implements daily pre-trip vehicle inspections.

(f) New vehicle inspection. A program must ensure bid announcements for school buses and allow-
able alternate vehicles to transport children in its program include correct specifications and a clear 
statement of  the vehicle’s intended use.  The program must ensure vehicles are examined at delivery 
to ensure they are equipped in accordance with the bid specifications and that the manufacturer’s 
certification of  compliance with the applicable FMVSS is included with the vehicle.   

§1303.72 Vehicle operation. 

(a) Safety. A program must ensure:

(1) Each child is seated in a child restraint system appropriate to the child’s age, height, and 
weight; 

(2) Baggage and other items transported in the passenger compartment are properly stored 

Pa
rt

 1
30

3
Page 387



§1303.72

83

Administration for Children and Families, HHS

and secured, and the aisles remain clear and the doors and emergency exits remain unobstruct-
ed at all times; 

(3) Up-to-date child rosters and lists of  the adults each child is authorized to be released to, 
including alternates in case of  emergency, are maintained and no child is left behind, either at 
the classroom or on the vehicle at the end of  the route; and,

(4) With the exception of  transportation services to children served under a home-based 
option, there is at least one bus monitor on board at all times, with additional bus monitors 
provided as necessary.  

(b) Driver qualifications. A program, with the exception of  transportation services to children 
served under a home-based option, must ensure drivers, at a minimum:

(1) In states where such licenses are granted, have a valid Commercial Driver's License (CDL) 
for vehicles in the same class as the vehicle the driver will operating; and, 

(2) Meet any physical, mental, and other requirements as necessary to perform job-related 
functions with any necessary reasonable accommodations.

(c) Driver application review. In addition to the applicant review process prescribed §1302.90(b) of  
this chapter, a program, with the exception of  transportation services to children served under a 
home-based option, must ensure the applicant review process for drivers includes, at minimum:

(1) Disclosure by the applicant of  all moving traffic violations, regardless of  penalty;

(2) A check of  the applicant’s driving record through the appropriate state agency, including a 
check of  the applicant's record through the National Driver Register, if  available; 

(3) A check that drivers qualify under the applicable driver training requirements in the state or 
tribal jurisdiction; and, 

(4) After a conditional employment offer to the applicant and before the applicant begins work 
as a driver, a medical examination, performed by a licensed doctor of  medicine or osteopathy, 
establishing that the individual possesses the physical ability to perform any job-related func-
tions with any necessary accommodations. 

(d) Driver training. 

(1) A program must ensure any person employed as a driver receives training prior to trans-
porting any enrolled child and receives refresher training each year. 

(2) Training must include:

(i) Classroom instruction and behind-the-wheel instruction sufficient to enable the 
driver to operate the vehicle in a safe and efficient manner, to safely run a fixed route, to 
administer basic first aid in case of  injury, and to handle emergency situations, including 
vehicle evacuation, operate any special equipment, such as wheelchair lifts, assistance 
devices or special occupant restraints, conduct routine maintenance and safety checks of  
the vehicle, and maintain accurate records as necessary; and,
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(ii) Instruction on the topics listed in §1303.75 related to transportation services for chil-
dren with disabilities.

(3) A program must ensure the annual evaluation of  each driver of  a vehicle used to provide 
such services includes an on-board observation of  road performance.

(e) Bus monitor training. A program must train each bus monitor before the monitor begins work, 
on child boarding and exiting procedures, how to use child restraint systems, completing any re-
quired paperwork, how to respond to emergencies and emergency evacuation procedures, how to 
use special equipment, child pick-up and release procedures, how to conduct and pre- and post-trip 
vehicle checks. Bus monitors are also subject to staff  safety training requirements in §1302.47(b)(4)
of  this chapter including Cardio Pulmonary Resuscitation (CPR) and first aid.

§1303.73 Trip routing. 

(a) A program must consider safety of  the children it transports when it plans fixed routes.

(b) A program must also ensure:

(1) The time a child is in transit to and from the program must not exceed one hour unless 
there is no shorter route available or any alternative shorter route is either unsafe or impracti-
cal;

(2) Vehicles are not loaded beyond maximum passenger capacity at any time;

(3) Drivers do not back up or make U-turns, except when necessary for safety reasons or be-
cause of  physical barriers;

(4) Stops are located to minimize traffic disruptions and to afford the driver a good field of  
view in front of  and behind the vehicle;

(5) When possible, stops are located to eliminate the need for children to cross the street or 
highway to board or leave the vehicle;

(6) Either a bus monitor or another adult escorts children across the street to board or leave 
the vehicle if  curbside pick-up or drop off  is impossible; and,

(7) Drivers use alternate routes in the case of  hazardous conditions that could affect the 
safety of  the children who are being transported, such as ice or water build up, natural gas line 
breaks, or emergency road closing.

§1303.74 Safety procedures. 

(a) A program must ensure children who receive transportation services are taught safe riding prac-
tices, safety procedures for boarding and leaving the vehicle and for crossing the street to and from 
the vehicle at stops, recognition of  the danger zones around the vehicle, and emergency evacuation 
procedures, including participating in an emergency evacuation drill conducted on the vehicle the 
child will be riding.

(b) A program that provides transportation services must ensure at least two bus evacuation drills in 
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addition to the one required under paragraph (a) of  this section are conducted during the program 
year.

§1303.75 Children with disabilities. 

(a) A program must ensure there are school buses or allowable alternate vehicles adapted or designed 
for transportation of  children with disabilities available as necessary to transport such children en-
rolled in the program. This requirement does not apply to the transportation of  children receiving 
home-based services unless school buses or allowable alternate vehicles are used to transport the 
other children served under the home-based option by the grantee. Whenever possible, children with 
disabilities must be transported in the same vehicles used to transport other children enrolled in the 
Head Start or Early Head Start program.

(b) A program must ensure special transportation requirements in a child’s IEP or IFSP are fol-
lowed, including special pick-up and drop-off  requirements, seating requirements, equipment needs, 
any assistance that may be required, and any necessary training for bus drivers and monitors.

Part 1304 — Federal Administrative Procedures
Sec. 

Subpart A — Monitoring, Suspension, Termination, Denial of  Refunding, 
Reduction in Funding, and their Appeals
1304.1  Purpose.
1304.2  Monitoring.
1304.3  Suspension with notice.
1304.4  Emergency suspension without advance notice. 
1304.5  Termination and denial of  refunding.
1304.6  Appeal for prospective delegate agencies.
1304.7  Legal fees.

Subpart B — Designation Renewal
1304.10  Purpose and scope.
1304.11  Basis for determining whether a Head Start agency will be subject to an  
  open competition.
1304.12  Grantee reporting requirements concerning certain conditions.
1304.13  Requirements to be considered for designation for a five-year period when the exist  
  ing grantee in a community is not determined to be delivering a high-quality and  
  comprehensive Head Start program and is not automatically renewed.
1304.14  Tribal government consultation under the Designation Renewal System for when an  
  Indian Head Start grant is being considered for competition.
1304.15  Designation request, review and notification process.
1304.16  Use of  CLASS: Pre-K instrument in the Designation Renewal System.

Subpart C — Selection of  Grantees through Competition
1304.20  Selection among applicants. 

Pa
rt

 1
30

4

Page 390



86

§1304.1

Subpart D — Replacement of  American Indian and Alaska Native Grantees
1304.30  Procedure for identification of  alternative agency.
1304.31  Requirements of  alternative agency.
1304.32  Alternative agency—prohibition.

Subpart E — Head Start Fellows Program
1304.40  Purpose.
1304.41  Fellows Program.

AUTHORITY: 42 U.S.C. 9801 et seq.

Subpart A — Monitoring, Suspension, Termination, Denial of 
Refunding, Reduction in Funding, and their Appeals

§1304.1 Purpose.

(a) Section 641A(c) of  the Act requires the Secretary to monitor whether a grantee meets program 
governance, program operations, and financial and administrative standards described in this regu-
lation and to identify areas for improvements and areas of  strength as part of  the grantee’s ongoing 
self-assessment process.  This subpart focuses on the monitoring process.  It discusses areas of  
noncompliance, deficiencies, and corrective action through quality improvement plans. 

(b) Section 646(a) of  the Act requires the Secretary to prescribe procedures for notice and appeal for 
certain adverse actions.  This subpart establishes rules and procedures to suspend financial assistance 
to a grantee, deny a grantee’s application for refunding, terminate, or reduce a grantee’s assistance 
under the Act when the grantee improperly uses federal funds or fails to comply with applicable 
laws, regulations, policies, instructions, assurances, terms and conditions or, if  the grantee loses 
its legal status or financial viability.  This subpart does not apply to reductions to a grantee’s finan-
cial assistance based on chronic under-enrollment procedures at section 641A(h) of  the Act or to 
matters described in subpart B. This subpart does not apply to any administrative action based upon 
any violation, or alleged violation, of  title VI of  the Civil Rights Act of  1964.  Except as otherwise 
provided for in this subpart, the appeals and processes in this subpart will be governed by the De-
partmental Appeals Board regulations at 45 CFR part 16.   

§1304.2 Monitoring. 

(a) Areas of  noncompliance.  If  a responsible HHS official determines through monitoring, pursu-
ant to section 641(A)(c)(1) and (2) of  the Act, that a grantee fails to comply with any of  the stan-
dards described in parts 1301, 1302, and 1303 of  this chapter, the official will notify the grantee 
promptly in writing, identify the area of  noncompliance, and specify when the grantee must correct 
the area of  noncompliance.  

(b) Deficiencies. If  the Secretary determines that a grantee meets one of  the criteria for a deficiency, 
as defined in section 637(2)(C) of  the Act, the Secretary shall inform the grantee of  the deficiency. 
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The grantee must correct the deficiency pursuant to section 641A(e)(1)(B) of  the Act, as the respon-
sible HHS official determines.

(c) Quality improvement plans.  If  the responsible HHS official does not require the grantee to 
correct a deficiency immediately as prescribed under section 641A(e)(1)(B)(i) of  the Act, the grantee 
must submit to the official, for approval, a quality improvement plan that adheres to section 641A(e)
(2)(A) of  the Act.

§1304.3 Suspension with notice.

(a) Grounds to suspend financial assistance with notice. If  a grantee breaches or threatens to breach 
any requirement stated in §§1304.3 through 1304.5, the responsible HHS official may suspend the 
grantee’s financial assistance, in whole or in part, after it has given the grantee notice and an oppor-
tunity to show cause why assistance should not be suspended. 

(b) Notice requirements. 

(1) The responsible HHS official must notify the grantee in writing that ACF intends to sus-
pend financial assistance, in whole or in part.  The notice must: 

(i) Specify grounds for the suspension;

(ii) Include the date suspension will become effective; 

(iii) Inform the grantee that it has the opportunity to submit to the responsible HHS 
official, at least seven days before suspension becomes effective, any written material it 
would like the official to consider, and to inform the grantee that it may request, in writ-
ing, no later than seven days after the suspension notice was mailed, to have an informal 
meeting with the responsible HHS official; 

(iv) Invite the grantee to voluntarily correct the deficiency; and, 

(v) Include a copy of  this subpart.

(2) The responsible HHS official must promptly transmit the suspension notice to the grantee.  
The notice becomes effective when the grantee receives the notice, when the grantee refuses 
delivery, or when the suspension notice is returned to sender unclaimed.   

(3) The responsible HHS official must send a copy of  the suspension notice to any dele-
gate agency whose actions or whose failures to act substantially caused or contributed to the 
proposed suspension.  The responsible HHS official will inform the delegate agency that it is 
entitled to submit written material to oppose the suspension and to participate in the informal 
meeting, if  one is held.  In addition, the responsible HHS official may give notice to the grant-
ee’s other delegate agencies. 

(4) After the grantee receives the suspension notice, it has three days to send a copy of  the 
notice to delegate agencies that would be financially affected by a suspension.

(c) Opportunity to show cause.  The grantee may submit to the responsible HHS official any written 
material to show why financial assistance should not be suspended.  The grantee may also request, 

Pa
rt

 1
30

4

Page 392



88

§1304.4

in writing, to have an informal meeting with the responsible HHS official.  If  the grantee requests 
an informal meeting, the responsible HHS official must schedule the meeting within seven days after 
the grantee receives the suspension notice.

(d) Extensions.  If  the responsible HHS official extends the time or the date by which a grantee has 
to make requests or to submit material, it must notify the grantee in writing.    

(e) Decision. 

(1) The responsible HHS official will consider any written material presented before or during 
the informal meeting, as well as any proof  the grantee has adequately corrected what led to 
suspension, and will render a decision within five days after the informal meeting.  If  no infor-
mal meeting is held, the responsible HHS official will render a decision within five days after it 
receives written material from all concerned parties. 

(2) If  the responsible HHS official finds the grantee failed to show cause why ACF should not 
suspend financial assistance, the official may suspend financial assistance, in whole or in part, 
and under terms and conditions as he or she deems appropriate. 

(3) A suspension must not exceed 30 days, unless the conditions under section 646(a)(5)(B) 
are applicable or the grantee requests the suspension continue for an additional period of  time 
and the responsible HHS official agrees.

(4) The responsible HHS official may appoint an agency to serve as an interim grantee to 
operate the program until the grantee’s suspension is lifted, or as otherwise provided under 
section 646(a)(5)(B) of  the Act.  

(f) Obligations incurred during suspension.  New obligations the grantee incurs while under suspen-
sion are not allowed unless the responsible HHS official expressly authorizes them in the suspension 
notice or in an amendment to the suspension notice.  Necessary and otherwise allowable costs which 
the grantee could not reasonably avoid during the suspension period will be allowed if  they result 
from obligations the grantee properly incurred before suspension and not in anticipation of  sus-
pension or termination.  The responsible HHS official may allow third-party in-kind contributions 
applicable to the suspension period to satisfy cost sharing or matching requirements. 

(g) Modify or rescind suspension.  The responsible HHS official may modify or rescind suspension 
at any time, if  the grantee can satisfactorily show that it has adequately corrected what led to suspen-
sion and that it will not repeat such actions or inactions.  Nothing in this section precludes the HHS 
official from imposing suspension again for additional 30 day periods if  the cause of  the suspension 
has not been corrected.

§1304.4 Emergency suspension without advance notice. 

(a) Grounds to suspend financial assistance without advance notice.  The responsible HHS official 
may suspend financial assistance, in whole or in part, without prior notice and an opportunity to 
show cause if  there is an emergency situation, such as a serious risk for substantial injury to property 
or loss of  project funds, a federal, state, or local criminal statute violation, or harm to staff  or partic-
ipants’ health and safety. 
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(b) Emergency suspension notification requirements.  

(1) The emergency suspension notification must:    

(i) Specify the grounds for the suspension; 

(ii) Include terms and conditions of  any full or partial suspension; 

(iii) Inform that grantee it cannot make or incur any new expenditures or obligations 
under suspended portion of  the program; and, 

(iv) Advise that within five days after the emergency suspension becomes effective, the 
grantee may request, in writing, an informal meeting with the responsible HHS official 
to show why the basis for the suspension was not valid and should be rescinded and that 
the grantee has corrected any deficiencies. 

(2) The responsible HHS official must promptly transmit the emergency suspension notifica-
tion to the grantee that shows the date of  receipt.  The emergency suspension becomes effec-
tive upon delivery of  the notification or upon the date the grantee refuses delivery, or upon 
return of  the notification unclaimed.  

(3) Within two workdays after the grantee receives the emergency suspension notification, the 
grantee must send a copy of  the notice to delegate agencies affected by the suspension.  

(4) The responsible HHS official must inform affected delegate agencies that they have the 
right to participate in the informal meeting.  

(c) Opportunity to show cause.  If  the grantee requests an informal meeting, the responsible HHS 
official must schedule a meeting within five workdays after it receives the grantee’s request.  The 
suspension will continue until the grantee has been afforded such opportunity and until the respon-
sible HHS official renders a decision. Notwithstanding provisions in this section, the responsible 
HHS official may proceed to deny refunding or to initiate termination proceedings at any time even 
though the grantee’s financial assistance has been suspended in whole or in part.

(d) Decision. 

(1) The responsible HHS official will consider any written material presented before or during 
the informal meeting, as well as any proof  the grantee has adequately corrected what led to 
suspension, and render a decision within five work days after the informal meeting. 

(2) If  the responsible HHS official finds the grantee failed to show cause why suspension 
should be rescinded, the responsible HHS official may continue the suspension, in whole or in 
part, and under the terms and conditions specified in the emergency suspension notification.

(3) A suspension must not exceed 30 days, unless the conditions under section 646(a)(5)(B) are 
applicable or the grantee requests the suspension to continue for an additional period of  time 
and the responsible HHS official agrees.

(4) The responsible HHS official may appoint an agency to serve as an interim grantee to 
operate the program until either the grantee’s emergency suspension is lifted or a new grantee 
is selected.
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(e) Obligations incurred during suspension.  Any new obligations the grantee incurs during the sus-
pension period will not be allowed unless the responsible HHS official expressly authorizes them in 
the suspension notice or in an amendment to the suspension notice.  Necessary and otherwise allow-
able costs which the grantee could not reasonably avoid during the suspension period will be allowed 
if  those costs result from obligations properly incurred before suspension and not in anticipation of  
suspension, denial of  refunding or termination.  The responsible HHS official may allow third-party 
in-kind contributions applicable to the suspension period to satisfy cost sharing or matching require-
ments. 

(f) Modify or rescind suspension. The responsible HHS official may modify or rescind suspension 
at any time, if  the grantee can satisfactorily show that is has adequately corrected what led to the 
suspension and that it will not repeat such actions or inactions. Nothing in this section precludes 
the HHS official from imposing suspension again for additional 30 day periods if  the cause of  the 
suspension has not been corrected.

§1304.5 Termination and denial of refunding.

(a) Grounds to terminate financial assistance or deny a grantee’s application for refunding.  

(1) A responsible HHS official may terminate financial assistance in whole or in part to a 
grantee or deny a grantee’s application for refunding.

(2) The responsible HHS official may terminate financial assistance in whole or in part, or 
deny refunding to a grantee for any one or for all of  the following reasons: 

(i) The grantee is no longer financially viable; 

(ii) The grantee has lost the requisite legal status or permits; 

(iii) The grantee has failed to timely correct one or more deficiencies as defined in the 
Act; 

(iv) The grantee has failed to comply with eligibility requirements; 

(v) The grantee has failed to comply with the Head Start grants administration or fiscal 
requirements set forth in 45 CFR part 1303; 

(vi) The grantee has failed to comply with requirements in the Act; 

(vii) The grantee is debarred from receiving federal grants or contracts; or

(viii) The grantee has failed to abide by any other terms and conditions of  its award of  
financial assistance, or any other applicable laws, regulations, or other applicable federal 
or state requirements or policies.

(b) Notice requirements. 

(1) The responsible HHS official will notify the grantee and such notice will:  

(i) Include the legal basis for termination or adverse action as described in paragraph (a) 
of  this section;
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(ii) Include factual findings on which the action is based or reference specific findings in 
another document that form the basis for termination or denial of  refunding; 

(iii) Cite to any statutory provisions, regulations, or policy issuances on which ACF relies 
for its determination;

(iv) Inform the grantee that it may appeal the denial or termination within 30 days to 
the Departmental Appeals Board, that the appeal will be governed by 45 CFR part 16, 
except as otherwise provided in the Head Start appeals regulations, that a copy of  the 
appeal must sent to the responsible HHS official, and that it has the right to request and 
receive a hearing, as mandated under section 646 of  the Act; 

(v) Inform the grantee that only its board of  directors, or an official acting on the 
board’s behalf  can appeal the decision; 

(vi) Name the delegate agency, if  the actions of  that delegate are the basis, in whole or in 
part, for the proposed action; and,

(vii) Inform the grantee that the appeal must meet requirements in paragraph (c) of  this 
section; and, that if  the responsible HHS official fails to meet requirements in this para-
graph, the pending action may be dismissed without prejudice or remanded to reissue it 
with corrections. 

(2) The responsible HHS official must provide the grantee as much notice as possible, but 
must notify the grantee no later than 30 days after ACF receives the annual application for 
refunding, that it has the opportunity for a full and fair hearing on whether refunding should 
be denied. 

(c) Grantee’s appeal.  

(1) The grantee must adhere to procedures and requirements for appeals in 45 CFR part 16, 
file the appeal with the Departmental Appeals Board, and serve a copy of  the appeal on the 
responsible HHS official who issued the termination or denial of  refunding notice.  The grant-
ees must also serve a copy of  its appeal on any affected delegate.    

(2) Unless funding has been suspended, funding will continue while a grantee appeals a termi-
nation decision, unless the responsible HHS official renders an adverse decision, or unless the 
current budget period is expired.  If  the responsible HHS official has not rendered a decision 
by the end of  the current budget period, the official will award the grantee interim funding 
until a decision is made or the project period ends. 

(d) Funding during suspension.  If  a grantee’s funding is suspended, the grantee will not receive 
funding during the termination proceedings, or at any other time, unless the action is rescinded or 
the grantee’s appeal is successful. 

(e) Interim and replacement grantees. The responsible HHS official may appoint an interim or re-
placement grantee as soon as a termination action is affirmed by the Departmental Appeals Board.

(f) Opportunity to show cause. 

Pa
rt

 1
30

4

Page 396



92

§1304.6

(1) If  the Departmental Appeals Board sets a hearing for a proposed termination or denial of  
refunding action, the grantee has five workdays to send a copy of  the notice it receives from 
the Departmental Appeals Board, to all delegate agencies that would be financially affected by 
termination and to each delegate agency identified in the notice. 

(2) The grantee must send to the Departmental Appeals Board and to the responsible HHS 
official a list of  the delegate agencies it notified and the dates when it notified them. 

(3) If  the responsible HHS official initiated proceedings because of  a delegate agency’s ac-
tivities, the official must inform the delegate agency that it may participate in the hearing.  If  
the delegate agency chooses to participate in the hearing, it must notify the responsible HHS 
official in writing within 30 days of  the grantee’s appeal.  If  any other delegate agency, person, 
agency or organization wishes to participate in the hearing, it may request permission to do so 
from the Departmental Appeals Board. 

(4) If  the grantee fails to appear at the hearing, without good cause, the grantee will be deemed 
to have waived its right to a hearing and consented to have the Departmental Appeals Board 
make a decision based on the parties’ written information and argument. 

(5) A grantee may waive the hearing and submit written information and argument for the 
record, within a reasonable period of  time to be fixed by the Departmental Appeals Board. 

(6) The responsible HHS official may attempt, either personally or through a representative, to 
resolve the issues in dispute by informal means prior to the hearing.

(g) Decision.  The Departmental Appeals Board’s decision and any measure the responsible HHS 
official takes after the decision is fully binding upon the grantee and its delegate agencies, whether or 
not they actually participated in the hearing. 

§1304.6 Appeal for prospective delegate agencies.

(a) Appeal.  If  a grantee denies, or fails to act on, a prospective delegate agency’s funding applica-
tion, the prospective delegate may appeal the grantee’s decision or inaction.   

(b) Process for prospective delegates.  To appeal, a prospective delegate must:

(1) Submits the appeal, including a copy of  the funding application, to the responsible HHS 
official within 30 days after it receives the grantee’s decision; or within 30 days after the grantee 
has had 120 days to review but has not notified the applicant of  a decision; and, 

(2) Provide the grantee with a copy of  the appeal at the same time the appeal is filed with the 
responsible HHS official. 

(c) Process for grantees.  When an appeal is filed with the responsible HHS official, the grantee must 
respond to the appeal and submit a copy of  its response to the responsible HHS official and to the 
prospective delegate agency within 30 work days. 

(d) Decision. 

(1) The responsible HHS official will sustain the grantee’s decision, if  the official determines 
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the grantee did not act arbitrarily, capriciously, or otherwise contrary to law, regulation, or oth-
er applicable requirements.

(2) The responsible HHS official will render a written decision to each party within a reason-
able timeframe.  The official’s decision is final and not subject to further appeal.

(3) If  the responsible HHS official finds the grantee did act arbitrarily, capriciously, or other-
wise contrary to law, regulation, or other applicable requirements, the grantee will be directed 
to reevaluate their applications.

§1304.7 Legal fees.

(a) An agency is not authorized to charge to its grant legal fees or other costs incurred to appeal 
terminations, reductions of  funding, or denials of  applications of  refunding decisions.

(b) If  a program prevails in a termination, reduction, or denial of  refunding decision, the responsi-
ble HHS official may reimburse the agency for reasonable and customary legal fees, incurred during 
the appeal, if:  

(1) The Departmental Appeals Board overturns the responsible HHS official’s decision;

(2) The agency can prove it incurred fees during the appeal; and, 

(3) The agency can prove the fees incurred are reasonable and customary.     

Subpart B — Designation Renewal

§1304.10 Purpose and scope.

The purpose of  this subpart is to set forth policies and procedures for the designation renewal 
of  Head Start and Early Head Start programs. It is intended that these programs be administered 
effectively and responsibly; that applicants to administer programs receive fair and equitable con-
sideration; and that the legal rights of  current Head Start and Early Head Start grantees be fully 
protected. The Designation Renewal System is established in this part to determine whether Head 
Start and Early Head Start agencies deliver high-quality services to meet the educational, health, 
nutritional, and social needs of  the children and families they serve; meet the program and financial 
requirements and standards described in section 641A(a)(1) of  the Head Start Act; and qualify to be 
designated for funding for five years without competing for such funding as required under section 
641(c) of  the Head Start Act with respect to Head Start agencies and pursuant to section 645A(b)
(12) and (d) with respect to Early Head Start agencies. A competition to select a new Head Start or 
Early Head Start agency to replace a Head Start or Early Head Start agency that has been terminated 
voluntarily or involuntarily is not part of  the Designation Renewal System established in this Part, 
and is subject instead to the requirements of  §1304.20.
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§1304.11 Basis for determining whether a Head Start agency will be
subject to an open competition.

A Head Start or Early Head Start agency shall be required to compete for its next five years of  
funding whenever the responsible HHS official determines that one or more of  the following seven 
conditions existed during the relevant time period covered by the responsible HHS official's review 
under §1304.15:

(a) An agency has been determined by the responsible HHS official to have one or more deficiencies 
on a single review conducted under section 641A(c)(1)(A), (C), or (D) of  the Act in the relevant time 
period covered by the responsible HHS official's review under §1304.15.

(b) An agency has been determined by the responsible HHS official based on a review conducted 
under section 641A(c)(1)(A), (C), or (D) of  the Act during the relevant time period covered by the 
responsible HHS official's review under §1304.15 not to have:

(1) After December 9, 2011, established program goals for improving the school readiness of  
children participating in its program in accordance with the requirements of  section 641A(g)
(2) of  the Act and demonstrated that such goals:

(i) Appropriately reflect the ages of  children, birth to five, participating in the program;

(ii) Align with the Birth to Five Head Start Child Outcomes Framework, state early 
learning guidelines, and the requirements and expectations of  the schools, to the extent 
that they apply to the ages of  children, birth to five, participating in the program and at a 
minimum address the domains of  language and literacy development, cognition and gen-
eral knowledge, approaches toward learning, physical well-being and motor development, 
and social and emotional development;

(iii) Were established in consultation with the parents of  children participating in the 
program.

(2) After December 9, 2011, taken steps to achieve the school readiness goals described under 
paragraph (b)(1) of  this section demonstrated by:

(i) Aggregating and analyzing aggregate child-level assessment data at least three times 
per year (except for programs operating less than 90 days, which will be required to do 
so at least twice within their operating program period) and using that data in combina-
tion with other program data to determine grantees' progress toward meeting its goals, 
to inform parents and the community of  results, and to direct continuous improvement 
related to curriculum, instruction, professional development, program design and other 
program decisions; and,

(ii) Analyzing individual ongoing, child-level assessment data for all children birth to age 
five participating in the program and using that data in combination with input from par-
ents and families to determine each child's status and progress with regard to, at a mini-
mum, language and literacy development, cognition and general knowledge, approaches 
toward learning, physical well-being and motor development, and social and emotional 

Pa
rt

 1
30

4
Page 399



§1304.11

95

Administration for Children and Families, HHS

development and to individualize the experiences, instructional strategies, and services to 
best support each child.

(c) An agency has been determined during the relevant time period covered by the responsible HHS 
official's review under §1304.15:

(1) After December 9, 2011, to have an average score across all classrooms observed below 
the following minimum thresholds on any of  the three CLASS: Pre-K domains from the most 
recent CLASS: Pre-K observation:

(i) For the Emotional Support domain the minimum threshold is 4;

(ii) For the Classroom Organization domain, the minimum threshold is 3;

(iii) For the Instructional Support domain, the minimum threshold is 2;

(2) After December 9, 2011, to have an average score across all classrooms observed that is 
in the lowest 10 percent on any of  the three CLASS: Pre-K domains from the most recent 
CLASS: Pre-K observation among those currently being reviewed unless the average score 
across all classrooms observed for that CLASS: Pre-K domain is equal to or above the stan-
dard of  excellence that demonstrates that the classroom interactions are above an exceptional 
level of  quality. For all three domains, the “standard of  excellence” is a 6.

(d) An agency has had a revocation of  its license to operate a Head Start or Early Head Start cen-
ter or program by a state or local licensing agency during the relevant time period covered by the 
responsible HHS official's review under §1304.15, and the revocation has not been overturned or 
withdrawn before a competition for funding for the next five-year period is announced. A pending 
challenge to the license revocation or restoration of  the license after correction of  the violation shall 
not affect application of  this requirement after the competition for funding for the next five-year 
period has been announced.

(e) An agency has been suspended from the Head Start or Early Head Start program by ACF during 
the relevant time period covered by the responsible HHS official's review under §1304.16 and the 
suspension has not been overturned or withdrawn. If  there is a pending appeal and the agency did 
not have an opportunity to show cause as to why the suspension should not have been imposed or 
why the suspension should have been lifted if  it had already been imposed under this part, the agen-
cy will not be required to compete based on this condition. If  an agency has received an opportunity 
to show cause, the condition will be implemented regardless of  appeal status.

(f) An agency has been debarred from receiving federal or state funds from any federal or state de-
partment or agency or has been disqualified from the Child and Adult Care Food Program (CACFP) 
any time during the relevant time period covered by the responsible HHS official's review under 
§1304.15 but has not yet been terminated or denied refunding by ACF. (A debarred agency will only 
be eligible to compete for Head Start funding if  it receives a waiver described in 2 CFR 180.135.)

(g) An agency has been determined within the twelve months preceding the responsible HHS 
official's review under §1304.15 to be at risk of  failing to continue functioning as a going concern. 
The final determination is made by the responsible HHS official based on a review of  the findings 
and opinions of  an audit conducted in accordance with section 647 of  the Act; an audit, review or 
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investigation by a state agency; a review by the National External Audit Review (NEAR) Center; or 
an audit, investigation or inspection by the Department of  Health and Human Services Office of  
Inspector General.

§1304.12 Grantee reporting requirements concerning certain
conditions.

(a) Head Start agencies must report in writing to the responsible HHS official within 30 working 
days of  December 9, 2011, if  the agency has had a revocation of  a license to operate a center by a 
state of  local licensing entity during the period between June 12, 2009, and December 9, 2011.

(b) Head Start agencies must report in writing to the responsible HHS official within 10 working 
days of  occurrence any of  the following events following December 9, 2011:

(1) The agency has had a revocation of  a license to operate a center by a state or local licensing 
entity.

(2) The agency has filed for bankruptcy or agreed to a reorganization plan as part of  a bank-
ruptcy settlement.

(3) The agency has been debarred from receiving federal or state funds from any federal or 
state department or agency or has been disqualified from the Child and Adult Care Food Pro-
gram (CACFP).

(4) The agency has received an audit, audit review, investigation or inspection report from the 
agency's auditor, a state agency, or the cognizant federal audit agency containing a determina-
tion that the agency is at risk for ceasing to be a going concern.

§1304.13 Requirements to be considered for designation for a five-year
period when the existing grantee in a community is not determined to 
be delivering a high-quality and comprehensive Head Start program 
and is not automatically renewed.

In order to compete for the opportunity to be awarded a five-year grant, an agency must submit an 
application to the responsible HHS official that demonstrates that it is the most qualified entity to 
deliver a high-quality and comprehensive Head Start or Early Head Start program. The application 
must address the criteria for selection listed at section 641(d)(2) of  the Act for Head Start. Any 
agency that has had its Head Start or Early Head Start grant terminated for cause in the preceding 
five years is excluded from competing in such competition for the next five years. A Head Start or 
Early Head Start agency that has had a denial of  refunding, as defined in 45 CFR part 1305, in the 
preceding five years is also excluded from competing.
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§1304.14 Tribal government consultation under the Designation 
Renewal System for when an Indian Head Start grant is being 
considered for competition.

(a) In the case of  an Indian Head Start or Early Head Start agency determined not to be delivering a 
high-quality and comprehensive Head Start or Early Head Start program, the responsible HHS offi-
cial will engage in government-to-government consultation with the appropriate tribal government 
or governments for the purpose of  establishing a plan to improve the quality of  the Head Start 
program or Early Head Start program operated by the Indian Head Start or Indian Early Head Start 
agency.

(1) The plan will be established and implemented within six months after the responsible HHS 
official's determination.

(2) Not more than six months after the implementation of  that plan, the responsible HHS 
official will reevaluate the performance of  the Indian Head Start or Early Head Start agency.

(3) If  the Indian Head Start or Early Head Start agency is still not delivering a high-quality and 
comprehensive Head Start or Early Head Start program, the responsible HHS official will con-
duct an open competition to select a grantee to provide services for the community currently 
being served by the Indian Head Start or Early Head Start agency.

(b) A non-Indian Head Start or Early Head Start agency will not be eligible to receive a grant to car-
ry out an Indian Head Start program, unless there is no Indian Head Start or Early Head Start agen-
cy available for designation to carry out an Indian Head Start or Indian Early Head Start program.

(c) A non-Indian Head Start or Early Head Start agency may receive a grant to carry out an Indian 
Head Start program only until such time as an Indian Head Start or Indian Early Head Start agency 
in such community becomes available and is designated pursuant to this part.

§1304.15 Designation request, review and notification process.

(a) Grantees must apply to be considered for Designation Renewal. 

(1) For the transition period, each Head Start or Early Head Start agency wishing to be con-
sidered to have their designation as a Head Start or Early Head Start agency renewed for a 
five year period without competition shall request that status from ACF within six months of  
December 9, 2011.

(2) After the transition period, each Head Start or Early Head Start agency wishing to be 
considered to have their designation as a Head Start or Early Head Start agency renewed for 
another five year period without competition shall request that status from ACF at least 12 
months before the end of  their five year grant period or by such time as required by the Secre-
tary.

(b) ACF will review the relevant data to determine if  one or more of  the conditions under §1304.11 
were met by the Head Start and Early Head Start agency's program:
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(1) During the first year of  the transition period, ACF shall review the data on each Head Start 
and Early Head Start agency to determine if  any of  the conditions under §1304.11(a) or (d) 
through (g) were met by the agency's program since June 12, 2009.

(2) During the remainder of  the transition period, ACF shall review the data on each Head 
Start and Early Head Start agency still under grants with indefinite project periods and for 
whom ACF has relevant data on all of  the conditions in §1304.11(a) through (g) to determine 
if  any of  the conditions under §1304.11 (a) or (d) through (g) were met by the agency's pro-
gram since June 12, 2009, or if  the conditions under §1304.11(b) or (c) existed in the agency's 
program since December 9, 2011.

(3) Following the transition period, ACF shall review the data on each Head Start and Early 
Head Start agency in the fourth year of  the grant to determine if  any of  the conditions under 
§1304.11 existed in the agency’s program during the period of  that grant.

(c) ACF will give notice to grantees on Designation Renewal System status, except as provided in 
§1304.14:

(1) During the first year of  the transition period, ACF shall give written notice to all grant-
ees meeting any of  the conditions under §1304.11(a) or (d) through (g) since June 12, 2009, 
by certified mail return receipt requested or other system that establishes the date of  receipt 
of  the notice by the addressee, stating that the Head Start or Early Head Start agency will be 
required to compete for funding for an additional five-year period, identifying the conditions 
ACF found, and summarizing the basis for the finding. All grantees that do not meet any of  
the conditions under §1304.11(a) or (d) through (g) will remain under indefinite project peri-
ods until the time period described under paragraph (b)(2) of  this section.

(2) During the remainder of  the transition period, ACF shall give written notice to all grantees 
still under grants with indefinite project periods and on the conditions in §1304.11(a) through 
(g) by certified mail return receipt requested or other system that establishes the date of  receipt 
of  the notice by the addressee stating either:

(i) The Head Start or Early Head Start agency will be required to compete for funding 
for an additional five-year period because ACF finds that one or more conditions under 
§1304.11(a) through (g) has been met during the relevant time period described in para-
graph (b) of  this section, identifying the conditions ACF found, and summarizing the 
basis for the finding; or

(ii) That such agency has been determined on a preliminary basis to be eligible for 
renewed funding for five years without competition because ACF finds that none of  
the conditions under §1304.11 have been met during the relevant time period described 
in paragraph (b) of  this section. If  prior to the award of  that grant, ACF determines 
that the grantee has met one of  the conditions under §1304.11 during the relevant time 
period described in paragraph (b) of  this section, this determination will change and the 
grantee will receive notice under paragraph (c)(2)(i) of  this section that it will be required 
to compete for funding for an additional five-year period.

(3) Following the transition period, ACF shall give written notice to all grantees at least 12 
months before the expiration date of  a Head Start or Early Head Start agency's then current 
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grant by certified mail return receipt requested or other system that establishes the date of  
receipt of  the notice by the addressee, stating:

(i) The Head Start or Early Head Start agency will be required to compete for funding 
for an additional five-year period because ACF finds that one or more conditions under 
§1304.11 were met by the agency's program during the relevant time period described in 
paragraph (b) of  this section, identifying the conditions ACF found, and summarizing 
the basis for the finding; or,

(ii) That such agency has been determined on a preliminary basis to be eligible for 
renewed funding for five years without competition because ACF finds that none of  
the conditions under §1304.11 have been met during the relevant time period described 
in paragraph (b) of  this section. If  prior to the award of  that grant, ACF determines 
that the grantee has met one of  the conditions under §1304.11 during the relevant time 
period described in paragraph (b) of  this section, this determination will change and the 
grantee will receive notice under paragraph (c)(3)(i) of  this section that it will be required 
to compete for funding for an additional five-year period.

§1304.16 Use of CLASS: Pre-K instrument in the Designation Renewal 
System.

Except when all children are served in a single classroom, ACF will conduct observations of  mul-
tiple classes operated by the grantee based on a random sample of  all classes and rate the conduct 
of  the classes observed using the CLASS: Pre-K instrument. When the grantee serves children in 
its program in a single class, that class will be observed and rated using the CLASS: Pre-K instru-
ment. The domain scores for that class will be the domain scores for the grantee for that observa-
tion. After the observations are completed, ACF will report to the grantee the scores of  the classes 
observed during the CLASS: Pre-K observations in each of  the domains covered by the CLASS: 
Pre-K instrument. ACF will average CLASS: Pre-K instrument scores in each domain for the classes 
operated by the agency that ACF observed to determine the agency's score in each domain.

Subpart C — Selection of Grantees through Competition

§1304.20 Selection among applicants. 

(a) In selecting an agency to be designated to provide Head Start, Early Head Start, Migrant or Sea-
sonal Head Start or tribal Head Start or Early Head Start services, the responsible HHS official will 
consider the applicable criteria at Section 641(d) of  the Head Start Act and any other criteria out-
lined in the funding opportunity announcement. 

(b) In competitions to replace or potentially replace a grantee the responsible HHS official will also 
consider the extent to which the applicant supports continuity for participating children, the com-
munity and the continued employment of  effective, well qualified personnel.   

(c) In competitions to replace or potentially replace a current grantee, the responsible HHS official 
will give priority to applicants that have demonstrated capacity in providing effective, comprehen-

Pa
rt

 1
30

4

Page 404



100

§1304.30

sive, and well-coordinated early childhood education and development services and programs to 
children and their families. 

Subpart D — Replacement of American Indian and Alaska 
Native Grantees

§1304.30 Procedure for identification of alternative agency.

(a) An Indian tribe whose Head Start grant has been terminated, relinquished, designated for com-
petition or which has been denied refunding as a Head Start agency, may identify an alternate agency 
and request the responsible HHS official to designate such agency as an alternative agency to pro-
vide Head Start services to the tribe if: 

(1) The tribe was the only agency that was receiving federal financial assistance to provide 
Head Start services to members of  the tribe; and, 

(2) The tribe would be otherwise precluded from providing such services to its members be-
cause of  the termination or denial of  refunding. 

(b)

(1) The responsible HHS official, when notifying a tribal grantee of  the intent to terminate 
financial assistance or deny its application for refunding, or its designation for competition 
must notify the grantee that it may identify an agency and request that the agency serve as the 
alternative agency in the event that the grant is terminated or refunding denied, or the grant is 
not renewed without competition. 

(2) The tribe must identify the alternate agency to the responsible HHS official in writing. 

(3) The responsible HHS official will notify the tribe, in writing, whether the alternative agency 
proposed by the tribe is found to be eligible for Head Start funding and capable of  operating 
a Head Start program. If  the alternative agency identified by the tribe is not an eligible agency 
capable of  operating a Head Start program, the tribe will have 15 days from the date of  the 
sending of  the notification to that effect from the responsible HHS official to identify another 
agency and request that the agency be designated. The responsible HHS official will notify the 
tribe in writing whether the second proposed alternate agency is found to be an eligible agency 
capable of  operating the Head Start program. 

(4) If  the tribe does not identify an eligible, suitable alternative agency, a grantee will be desig-
nated under these regulations. 

(c) If  the tribe appeals a termination of  financial assistance or a denial of  refunding, it will, consis-
tent with the terms of  §1304.5, continue to be funded pending resolution of  the appeal. However, 
the responsible HHS official and the grantee will proceed with the steps outlined in this regulation 
during the appeal process. 

(d) If  the tribe does not identify an agency and request that the agency be appointed as the alter-
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native agency, the responsible HHS official will seek a permanent replacement grantee under these 
regulations. 

§1304.31 Requirements of alternative agency.

The agency identified by the Indian tribe must establish that it meets all requirements established 
by the Head Start Act and these requirements for designation as a Head Start grantee and that it is 
capable of  conducting a Head Start program. The responsible HHS official, in deciding whether to 
designate the proposed agency, will analyze the capacity and experience of  the agency according to 
the criteria found in section 641(d) of  the Head Start Act and §1304.20.

§1304.32 Alternative agency—prohibition.

(a) No agency will be designated as the alternative agency pursuant to this subpart if  the agency 
includes an employee who: 

(1) Served on the administrative or program staff  of  the Indian tribal grantee described under 
section 646(e)(1)(A) of  the Act; and 

(2) Was responsible for a deficiency that: 

(i) Relates to the performance standards or financial management standards described in 
section 641A(a)(1) of  the Act; and,

(ii) Was the basis for the termination of  assistance under section 646(e)(1)(A) of  the Act 
or denial of  refunding described in §1304.4.

(b) The responsible HHS official shall determine whether an employee was responsible for a defi-
ciency within the meaning and context of  this section.

Subpart E — Head Start Fellows Program

§1304.40 Purpose. 

As provided in section 648A(d) of  the Act, the Head Start Fellows Program is designed to enhance 
the ability of  Head Start Fellows to make significant contributions to Head Start and to other child 
development and family services programs.

§1304.41 Head Start Fellows Program.

(a) Selection. An applicant must be working on the date of  application in a local Head Start program 
or otherwise working in the field of  child development and family services. The qualifications of  the 
applicants for Head Start Fellowship positions will be competitively reviewed. 

(b) Placement. Head Start Fellows may be placed in the Head Start national and regional offices; lo-
cal Head Start agencies and programs; institutions of  higher education; public or private entities and 
organizations concerned with services to children and families; and other appropriate settings.
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(c) Restrictions. A Head Start Fellow who is not an employee of  a local Head Start agency or pro-
gram may only be placed in the national or regional offices within the Department of  Health and 
Human Services that administer Head Start or local Head Start agencies. Head Start Fellows shall 
not be placed in any agency whose primary purpose, or one of  whose major purposes is to influence 
federal, state or local legislation.

(d) Duration. Head Start Fellowships will be for terms of  one year, and may be renewed for a term 
of  one additional year. 

(e) Status. For the purposes of  compensation for injuries under chapter 81 of  title 5, United States 
Code, Head Start Fellows shall be considered to be employees, or otherwise in the service or em-
ployment, of  the federal government.  Head Start Fellows assigned to the national or regional offices 
within the Department of  Health and Human Services shall be considered employees in the Exec-
utive Branch of  the federal government for the purposes of  chapter 11 of  title 18, United States 
Code, and for the purposes of  any administrative standards of  conduct applicable to the employees 
of  the agency to which they are assigned.

Part 1305 — Definitions
Sec.
1305.1  Purpose.  
1305.2  Terms.  

AUTHORITY: 42 U.S.C. 9801 et seq.

§1305.1 Purpose. 

The purpose of  this part is to define terms for the purposes of  this subchapter.

§1305.2 Terms. 

For the purposes of  this subchapter, the following definitions apply: 

ACF means the Administration for Children and Families in the Department of  Health and Human 
Services. 

Act means the Head Start Act, Sec. 635 et seq., Pub. L. 97-35, 95 Stat. 499-511 (codified as amended 
at 42 U.S.C. Section 9801, et seq.). 

Agency means the body that receives the Head Start grant.

Aggregate child-level assessment data means the data collected by an agency on the status and progress 
of  the children it serves that have been combined to provide summary information about groups of  
children enrolled in specific classes, centers, home-based or other options, groups or settings, or oth-
er groups of  children such as dual language learners, or to provide summary information by specific 
domains of  development.

Allowable alternate vehicle means a vehicle designed for carrying eleven or more people, including the 
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driver, that meets all the Federal Motor Vehicle Safety Standards applicable to school buses, except 
49 CFR 571.108 and 571.131.

Budget period means the interval of  time, into which a multi-year period of  assistance (project peri-
od) is divided for budgetary and funding purposes.

Case plan is defined as presented in 42 U.S.C. 675(1) which, in summary, is a written document that 
must include a number of  specified items including, but is not limited to, a plan for safe and proper 
care of  the child in foster care placement, health records, and a plan for ensuring the educational 
stability of  the child in foster care.

Child-level assessment data means the data collected by an agency on an individual child from one 
or more valid and reliable assessments of  a child's status and progress, including but not limited to 
direct assessment, structured observations, checklists, staff  or parent report measures, and portfolio 
records or work samples.

Child records means records that: 

(1) Are directly related to the child; 

(2) Are maintained by the program, or by a party acting for the program; and 

(3) Include information recorded in any way, such as print, electronic, or digital means, includ-
ing media, video, image, or audio format.

Child restraint system means any device designed to restrain, seat, or position children that meets the 
current requirements of  Federal Motor Vehicle Safety Standard No. 213, Child Restraint Systems, 
49 CFR 571.213, for children in the weight category established under the regulation, or any device 
designed to restrain, seat, or position children, other than a Type I seat belt as defined at 49 CFR 
571.209, for children not in the weight category currently established by 49 CFR 571.213.

Child with a disability is defined in the same manner as presented in the Head Start Act, 42 U.S.C. 
9801.  

CLASS: Pre-K means The Classroom Assessment Scoring System (CLASS).  The CLASS is an ob-
servational instrument that assesses classroom quality in preschool through third grade classrooms.  
This tool meets the requirements described in 641(c)(1)(D) and 641A(c)(2)(F) of  the Head Start Act 
(42 U.S.C. 9836(c)(1)(D) and 9836a(c)(2)(F)). The CLASS assesses three domains of  classroom expe-
rience: Emotional Support, Classroom Organization, and Instructional Support.  

(1) Emotional Support measures children’s social and emotional functioning in the classroom, 
and includes four dimensions: Positive Climate, Negative Climate, Teacher Sensitivity and 
Regard for Student Perspectives. Positive Climate addresses the emotional connection, respect, 
and enjoyment demonstrated between teachers and children and among children. Negative Cli-
mate addresses the level of  expressed negativity such as anger, hostility, or aggression exhibit-
ed by teachers and/or children in the classroom. Teacher Sensitivity addresses teachers’ aware-
ness of  and responsivity to children’s academic and emotional concerns. Regard for Student 
Perspectives addresses the degree to which teachers’ interactions with children and classroom 
activities place an emphasis on children’s interests, motivations, and points of  view.

Pa
rt

 1
30

5

Page 408



104

§1305.2

(2) Classroom Organization measures a broad array of  classroom processes related to the 
organization and management of  children’s behavior, time, and attention in the classroom.  It 
includes three dimensions: Behavior Management, Productivity, and Instructional Learning 
Formats. Behavior Management addresses how effectively teachers monitor, prevent, and redi-
rect behavior. Productivity addresses how well the classroom runs with respect to routines and 
the degree to which teachers organize activities and directions so that maximum time can be 
spent on learning activities. Instructional Learning Formats addresses how teachers facilitate 
activities and provide interesting materials so that children are engaged and learning opportu-
nities are maximized.

(3) Instructional Support measures the ways in which teachers implement curriculum to ef-
fectively support cognitive and language development.  It includes three dimensions: Concept 
Development, Quality of  Feedback, and Language Modeling.  Concept Development address-
es how teachers use instructional discussions and activities to promote children’s higher order 
thinking skills in contrast to a focus on rote instruction.  Quality of  Feedback addresses how 
teachers extend children’s learning through their responses to children’s ideas, comments, and 
work.  Language Modeling addresses the extent to which teachers facilitate and encourage 
children’s language.

(4) Assessments with the CLASS involve observation-based measurement of  each dimension 
on a seven point scale.  A score ranging from 1 (minimally characteristic) to 7 (highly char-
acteristic) is given for each dimension and represents the extent to which that dimension is 
characteristic of  that classroom.  Relevant dimension scores are used to calculate each domain 
score. 

Commercial Driver's License (CDL) means a license issued by a state or other jurisdiction, in ac-
cordance with the standards contained in 49 CFR part 383, to an individual which authorizes the 
individual to operate a class of  commercial motor vehicles. 

Construction means new buildings, and excludes renovations, alterations, additions, or work of  any 
kind to existing buildings.

Continuity of  care means Head Start or Early Head Start services provided to children in a manner 
that promotes primary caregiving and minimizes the number of  transitions in teachers and teacher 
assistants that children experience over the course of  the day, week, program year, and to the extent 
possible, during the course of  their participation from birth to age three in Early Head Start and in 
Head Start. 

Deficiency is defined in the same manner as presented in the Head Start Act, 42 U.S.C. 9801. 

Delegate agency is defined in the same manner as presented in the Head Start Act, 42 U.S.C. 9801. 

Development and administrative costs mean costs incurred in accordance with an approved Head Start 
budget which do not directly relate to the provision of  program component services, including ser-
vices to children with disabilities, as set forth and described in the Head Start program performance 
standards (45 CFR part 1304). 

Disclosure means to permit access to or the release, transfer, or other communication of  PII con-
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tained in child records by any means, including oral, written, or electronic means, to any party except 
the party identified as the party that provided or created the record.

Double session variation means a center-based option that employs a single teacher to work with one 
group of  children in the morning and a different group of  children in the afternoon.  

Dual benefit costs mean costs incurred in accordance with an approved Head Start budget which 
directly relate to both development and administrative functions and to the program component 
services, including services to children with disabilities, as set forth and described in the Head Start 
program performance standards (45 CFR part 1304). 

Dual language learner means a child who is acquiring two or more languages at the same time, or a 
child who is learning a second language while continuing to develop their first language. The term 
"dual language learner" may encompass or overlap substantially with other terms frequently used, 
such as bilingual, English language learner (ELL), Limited English Proficient (LEP), English learner, 
and children who speak a Language Other Than English (LOTE).

Early Head Start agency means a public or private non-profit or for-profit entity designated by ACF 
to operate an Early Head Start program to serve pregnant women and children from birth to age 
three, pursuant to Section 645A(e) of  the Head Start Act.

Enrolled (or any variation of) means a child has been accepted and attended at least one class for cen-
ter-based or family child care option or at least one home visit for the home-based option.

Enrollment year means the period of  time, not to exceed twelve months, during which a Head Start 
program provides center or home-based services to a group of  children and their families. 

Facility means a structure, such as a building or modular unit, appropriate for use in carrying out a 
Head Start program and used primarily to provide Head Start services, including services to children 
and their families, or for administrative purposes or other activities necessary to carry out a Head 
Start program. 

Family means all persons living in the same household who are supported by the child’s parent(s)’ 
or guardian(s)’ income; and are related to the child’s parent(s) or guardian(s) by blood, marriage, or 
adoption; or are the child’s authorized caregiver or legally responsible party.

Federal interest is a property right which secures the right of  the federal awarding agency to recover 
the current fair market value of  its percentage of  participation in the cost of  the facility in the event 
the facility is no longer used for Head Start purposes by the grantee or upon the disposition of  the 
property.  When a grantee uses Head Start funds to purchase, construct or renovate a facility, or 
make mortgage payments, it creates a federal interest.  The federal interest includes any portion of  
the cost of  purchase, construction, or renovation contributed by or for the entity, or a related donor 
organization, to satisfy a matching requirement.  

Federal Motor Vehicle Safety Standards (FMVSS) means the National Highway and Traffic Safety 
Administration's standards for motor vehicles and motor vehicle equipment (49 CFR part 571) es-
tablished under section 30111 of  Title 49, United States Code. 

Financial viability means that an organization is able to meet its financial obligations, balance funding 
and expenses and maintain sufficient funding to achieve organizational goals and objectives.
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Fixed route means the established routes to be traveled on a regular basis by vehicles that transport 
children to and from Head Start or Early Head Start program activities, and which include specifical-
ly designated stops where children board or exit the vehicle.

Foster care means 24-hour substitute care for children placed away from their parents or guardians 
and for whom the state agency has placement and care responsibility.  This includes, but is not limit-
ed to, placements in foster family homes, foster homes of  relatives, group homes, emergency shel-
ters, residential facilities, child-care institutions, and pre-adoptive homes.  A child is in foster care in 
accordance with this definition regardless of  whether the foster care facility is licensed and payments 
are made by the state or local agency for the care of  the child, whether adoption subsidy payments 
are being made prior to the finalization of  an adoption, or whether there is federal matching of  any 
payments that are made.

Full-working-day means not less than 10 hours of  Head Start or Early Head Start services per day. 

Funded enrollment means the number of  participants which the Head Start grantee is to serve, as 
indicated on the grant award.

Going concern means an organization that operates without the threat of  liquidation for the foresee-
able future, a period of  at least 12 months.

Grantee means the local public or private non-profit agency or for-profit agency which has been des-
ignated as a Head Start agency under 42 U.S.C. 9836 and which has been granted financial assistance 
by the responsible HHS official to operate a Head Start program.

Head Start agency means a local public or private non-profit or for-profit entity designated by ACF 
to operate a Head Start program to serve children age three to compulsory school age, pursuant to 
section 641(b) and (d) of  the Head Start Act.

Head Start Early Learning Outcomes Framework: Ages Birth to Five means the Head Start Ear-
ly Learning Outcomes Framework: Ages Birth to Five, which describes the skills, behaviors, and 
knowledge that programs must foster in all children. It includes five central domains: Approaches to 
Learning; Social and Emotional Development; Language and Literacy; Cognition; and Perceptual, 
Motor, and Physical Development.  These central domains are broken into five domains for infants 
and toddlers and seven domains for preschoolers.  Infant and Toddler domains are Approaches to 
Learning; Social and Emotional Development; Language and Communication; Cognition; and Per-
ceptual, Motor, and Physical Development.  Preschool domains are Approaches to Learning; Social 
and Emotional Development; Language and Communication; Literacy; Mathematics Development; 
Scientific Reasoning; and Perceptual, Motor, and Physical Development.  Domains are divided 
into sub-domains with goals that describe broad skills, behaviors, and concepts that are important 
for school success.  Developmental progressions describe the skills, behaviors and concepts that 
children may demonstrate as they progress. As described in the Head Start Act, the Framework 
is central to program operations that promote high-quality early learning environments (42 U.S.C. 
9832(21)(G)(iv)(II)(aa), 42 U.S.C. 9835(o), 42 U.S.C. 9836(d)(2)(C), 42 U.S.C. 9836a(g)(2)(A), 42 
U.S.C. 9837(f)(3)(E), 42 U.S.C. 9837a(a)(3), 42 U.S.C. 9837a(a)(14), 42 U.S.C. 9837b(a)(2)(B)(iii), 42 
U.S.C. 9837b(a)(4)(A)(i), and 42 U.S.C. 9837b(a)(4)(B)(iii)).

Homeless children means the same as homeless children and youths in Section 725(2) of  the McKin-
ney-Vento Homeless Assistance Act at 42 U.S.C. 11434a (2).  
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Home visitor means the staff  member in the home-based program option assigned to work with par-
ents to provide comprehensive services to children and their families through home visits and group 
socialization activities. 

Hours of  planned class operations means hours when children are scheduled to attend. Professional 
development, training, orientation, teacher planning, data analysis, parent-teacher conferences, home 
visits, classroom sanitation, and transportation do not count toward the hours of  planned class oper-
ations. 

Income means gross cash income and includes earned income, military income (including pay and 
allowances, except those described in Section 645(a)(3)(B) of  the Act), veteran’s benefits, Social 
Security benefits, unemployment compensation, and public assistance benefits. Additional examples 
of  gross cash income are listed in the definition of  “income” which appears in U.S. Bureau of  the 
Census, Current Population Reports, Series P-60-185 (available at https://www2.census.gov/prod2/
popscan/p60-185.pdf). 

Indian Head Start agency means a program operated by an Indian tribe (as defined by the Act) or 
designated by an Indian tribe to operate on its behalf.

Indian tribe is defined in the same manner as presented in the Head Start Act, 42 U.S.C. 9801.

Individualized Education Program is defined in the same manner as presented in the Individuals with 
Disabilities Education Act (20 U.S.C. 1400 et seq.).

Individualized Family Service Plan is defined in the same manner as presented in the Individuals with 
Disabilities Education Act (20 U.S.C. 1400 et seq.).

Legal status means the existence of  an applicant or grantee as a public agency or organization under 
the law of  the state in which it is located, or existence as a private nonprofit or for-profit agency or 
organization as a legal entity recognized under the law of  the state in which it is located. Existence as 
a private non-profit agency or organization may be established under applicable state or federal law. 

Local agency responsible for implementing IDEA means the early intervention service provider under 
Part C of  IDEA and the local educational agency under Part B of  IDEA. 

Major renovation means any individual or collection renovation that has a cost equal to or exceeding 
$250,000.  It excludes minor renovations and repairs except when they are included in a purchase 
application.

Migrant family means, for purposes of  Head Start eligibility, a family with children under the age 
of  compulsory school attendance who changed their residence by moving from one geographic 
location to another, either intrastate or interstate, within the preceding two years for the purpose of  
engaging in agricultural work and whose family income comes primarily from this activity. 

Migrant or Seasonal Head Start Program means: 

(1) With respect to services for migrant farm workers, a Head Start program that serves 
families who are engaged in agricultural labor and who have changed their residence from one 
geographic location to another in the preceding 2-year period; and, 
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(2) With respect to services for seasonal farmworkers, a Head Start program that serves fam-
ilies who are engaged primarily in seasonal agricultural labor and who have not changed their 
residence to another geographic location in the preceding 2-year period.

Minor renovation means improvements to facilities, which do not meet the definition of  major reno-
vation.

Modular unit means a portable prefabricated structure made at another location and moved to a 
site for use by a Head Start grantee to carry out a Head Start program, regardless of  the manner or 
extent to which the modular unit is attached to underlying real property.

National Driver Register means the National Highway Traffic Safety Administration's automated sys-
tem for assisting state driver license officials in obtaining information regarding the driving records 
of  individuals who have been denied licenses for cause; had their licenses denied for cause, had their 
licenses canceled, revoked, or suspended for cause, or have been convicted of  certain serious driving 
offenses. 

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

Participant means a pregnant woman or child who is enrolled in and receives services from a Head 
Start, an Early Head Start, a Migrant or Seasonal Head Start, or an American Indian and Alaska 
Native Head Start program.

Personally identifiable information (PII) means any information that could identify a specific individu-
al, including but not limited to a child’s name, name of  a child’s family member, street address of  the 
child, social security number, or other information that is linked or linkable to the child.

Program means a Head Start, Early Head Start, migrant, seasonal, or tribal program, funded under 
the Act and carried out by an agency, or delegate agency, to provide ongoing comprehensive child 
development services.

Program costs mean costs incurred in accordance with an approved Head Start budget which directly 
relate to the provision of  program component services, including services to children with disabil-
ities, as set forth and described in the Head Start Program Performance Standards (45 CFR part 
1304). 

Purchase means to buy an existing facility, including outright purchase, down payment or through 
payments made in satisfaction of  a mortgage or other loan agreement, whether principal, interest 
or an allocated portion principal and/or interest.  The use of  grant funds to make a payment under 
a capital lease agreement, as defined in the cost principles, is a purchase subject to these provisions.  
Purchase also refers to an approved use of  Head Start funds to continue paying the cost of  purchas-
ing facilities or refinance an existing loan or mortgage beginning in 1987.

Real property means land, including land improvements, buildings, structures and all appurtenances 
thereto, excluding movable machinery and equipment. 

Recruitment area means that geographic locality within which a Head Start program seeks to enroll 
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Head Start children and families. The recruitment area can be the same as the service area or it can 
be a smaller area or areas within the service area. 

Relevant time period means: 

(1) The 12 months preceding the month in which the application is submitted; or 

(2) During the calendar year preceding the calendar year in which the application is submitted, 
whichever more accurately reflects the needs of  the family at the time of  application.

Repair means maintenance that is necessary to keep a Head Start facility in working condition. Re-
pairs do not add significant value to the property or extend its useful life.

Responsible HHS official means the official of  the Department of  Health and Human Services who 
has authority to make grants under the Act. 

School readiness goals mean the expectations of  children's status and progress across domains of  lan-
guage and literacy development, cognition and general knowledge, approaches to learning, physical 
well-being and motor development, and social and emotional development that will improve their 
readiness for kindergarten.

School bus means a motor vehicle designed for carrying 11 or more persons (including the driver) 
and which complies with the Federal Motor Vehicle Safety Standards applicable to school buses. 

Service area means the geographic area identified in an approved grant application within which a 
grantee may provide Head Start services. 

Staff means paid adults who have responsibilities related to children and their families who are en-
rolled in programs.

State is defined in the same manner as presented in the Head Start Act, 42 U.S.C. 9801.

Termination of  a grant or delegate agency agreement means permanent withdrawal of  the grantee's or 
delegate agency's authority to obligate previously awarded grant funds before that authority would 
otherwise expire. It also means the voluntary relinquishment of  that authority by the grantee or dele-
gate agency. Termination does not include: 

(1) Withdrawal of  funds awarded on the basis of  the grantee's or delegate agency's underesti-
mate of  the unobligated balance in a prior period; 

(2) Refusal by the funding agency to extend a grant or award additional funds (such as refus-
al to make a competing or noncompeting continuation renewal, extension or supplemental 
award); 

(3) Withdrawal of  the unobligated balance as of  the expiration of  a grant; and

(4) Annulment, i.e., voiding of  a grant upon determination that the award was obtained fraud-
ulently or was otherwise illegal or invalid from its inception. 

Total approved costs mean the sum of  all costs of  the Head Start program approved for a given 
budget period by the Administration for Children and Families, as indicated on the Financial Assis-
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tance Award. Total approved costs consist of  the federal share plus any approved non-federal match, 
including non-federal match above the statutory minimum. 

Transition period means the three-year time period after December 9, 2011, on the Designation 
Renewal System during which ACF will convert all of  the current continuous Head Start and Ear-
ly Head Start grants into five-year grants after reviewing each grantee to determine if  it meets any 
of  the conditions under §1304.12 of  this chapter that require recompetition or if  the grantee will 
receive its first five-year grant non-competitively.

Transportation services means the planned transporting of  children to and from sites where an agency 
provides services funded under the Head Start Act. Transportation services can involve the pick-
up and discharge of  children at regularly scheduled times and pre-arranged sites, including trips 
between children's homes and program settings. The term includes services provided directly by 
the Head Start and Early Head Start grantee or delegate agency and services which such agencies ar-
range to be provided by another organization or an individual. Incidental trips, such as transporting 
a sick child home before the end of  the day, or such as might be required to transport small groups 
of  children to and from necessary services, are not included under the term. 

Verify or any variance of  the word means to check or determine the correctness or truth by investi-
gation or by reference.
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Introduction 
In 2012, the Federal Office of Community Services (OCS) provided funding to establish the CSBG Organizational 
Standards Center of Excellence (COE).  The COE was charged with developing a set of organizational standards 
designed to ensure that CSBG Eligible Entities (CEEs) have the capacity to provide high-quality services to low-
income families and communities.  The Community Action Partnership received this funding and engaged and 
expanded the existing CSBG Working Group to spearhead these efforts.  The Partnership and the CSBG Working 
Group involved the breadth of CSBG Network including CSBG Eligible Entities/Community Action Agencies, 
CSBG State Lead Agencies/Offices, Community Action State Associations, National CSBG Partners (CAPLAW, 
NASCSP, NCAF), content experts, and others to develop this comprehensive set of CSBG organizational 
standards. 
 
The initial effort included an intensive 9-month process of listening sessions, literature reviews, surveys, and field 
testing that resulted in a draft of the CSBG organizational standards being provided to OCS in July 2013.  Readers 
of this document are encouraged to access the July 2013 submission to review the project’s full background, 
standards development process, and implementation recommendations. In March 2014, OCS published a draft 
information memorandum (IM) including the proposed organizational standards, providing potential 
implementation recommendations and seeking additional input from the Network.  
 
In January 2015, OCS released IM 138, State Establishment of  Organizational Standards for CSBG Eligible 
Entities under 678B of the CSBG Act, 42.U.S.C  § 9914.  IM 138 provides direction to States, the District of 
Columbia, U.S. Territories, and CEEs on establishing organizational standards by FY 2016 and includes the final 
wording of the standards developed by the Organizational Standards COE.  
 
The Standards were developed in three thematic groups, comprising nine categories with the final set including 58 
Standards for private/nonprofit CEEs and 50 for public/governmental entity CEEs.  These categories include: 
 
Maximum Feasible Participation 

 Consumer Input and Involvement 

 Community Engagement 

 Community Assessment 
Vision and Direction 

 Organizational Leadership 

 Board Governance 

 Strategic Planning 
Operations and Accountability 

 Human Resource Management 

 Financial Operations and Oversight 

 Data and Analysis 
 
The COE-developed organizational standards work together to characterize an effective and healthy organization. 
Some of the Standards have direct links to the CSBG Act, such as the standards on the tripartite board structure 
and the democratic selection process. Some Standards link with U.S. Office of Management and Budget (OMB) 
guidance, such as the standards on audits. As a whole, the standards reflect many of the requirements of the CSBG 
Act, applicable Federal laws and regulations, good management practices, and the values of Community Action. 
 
This document provides the final language for the final COE-developed organizational standards. Additional 
resources can be found on the Partnership’s website at www.communityactionpartnership.com and include 
Assessment Tools and a Glossary of Terms. These resources are designed to assist CEEs and States with assessing 
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CEEs against the organizational standards, provide clarity as to terms and activities, and offer non-binding guidance 
as to the intent of individual standards and how to demonstrate meeting them. 
 
This document and other tools referenced are the work of the Organizational Standards Center of Excellence and 
the Community Action Partnership.  Readers are encouraged to refer to IM 138 for OCS-guidance regarding the 
CSBG Organizational standards.   
 
If you have questions about this document, please contact: 

 Denise Harlow at dharlow@communityactionpartnership.com 

 Jarle Crocker at jcrocker@communityactionpartnership.com 

 Cashin Yiu at cyiu@communityactionpartnership.com 
 
 
 
 
 
 
 
 
For the purposes of this document, the following definitions apply: 
 
Private CSBG-Eligible Entity - Nonprofit 501(c) (3) organizations serving local communities that are eligible to 
receive Community Services Block Grant funding. These nonprofit entities are governed by a tripartite board of 
directors, run operationally by an Executive Director or CEO, and may receive funding from a variety of public and 
private sources. 
 
Public CSBG-Eligible Entity - Units of local governmental entities, such as a county or city government, eligible 
to receive Community Services Block Grant funding. Many “Public CEEs” operate programs directly out of the 
government/municipal department while others subcontract to nonprofits in their communities to provide services. 
They are advised by a tripartite board/advisory body. 

 

 

 

 

 

  

This publication was created by National Association of Community Action Agencies – Community Action Partnership in the performance of the U.S. 
Department of Human Services, Administration for Children and Families, Office of Community Services Grant Number 90ET0445. Any opinion, 
findings, and conclusions, or recommendations expressed in this material are those of the authors and do not necessarily reflect the views of the U.S. 
Department of Health and Human Services, Administration for Children and Families. 
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MAXIMUM FEASIBLE PARTICIPATION 

CATEGORY ONE: Consumer Input and Involvement 
Community Action is rooted in the belief that people with low incomes are in the best position to express what they 
need to make a difference in their lives. CSBG eligible entities work in partnership with the people and communities 
they serve. Community Action works in a coordinated and comprehensive manner to develop programs and 
services that will make a critical difference in the lives of participants. Individuals and families are well attuned to 
what they need, and when Community Action taps into that knowledge, it informs our ability to implement high-
impact programs and services. 
 
Research shows that through engagement in community activities such as board governance, peer to peer 
leadership, advisory bodies, volunteering, and other participatory means, the poor build personal networks and 
increase their social capital so that they are able to move themselves and their families out of poverty. Community 
Action is grounded in helping families and communities build this social capital for movement to self-sufficiency. 
 

Standard 1.1 |Private The organization demonstrates low-income individuals’ participation in its 
activities. 
 

Standard 1.1 |Public The department demonstrates low-income individuals’ participation in its 
activities. 
 

Standard 1.2 |Private The organization analyzes information collected directly from low-income 
individuals as part of the community assessment. 
 

Standard 1.2 |Public The department analyzes information collected directly from low-income 
individuals as part of the community assessment. 
 

Standard 1.3 |Private The organization has a systematic approach for collecting, analyzing, and 
reporting customer satisfaction data to the governing board. 
 

Standard 1.3 |Public The department has a systematic approach for collecting, analyzing, and 
reporting customer satisfaction data to the tripartite board/advisory body, 
which may be met through broader local government processes. 
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CATEGORY TWO: Community Engagement 
No CSBG eligible entity can meet all of a community’s needs independently. Through formal and informal 
partnerships, ongoing community planning, advocacy, and engagement of people with low incomes, partners 
ranging from community and faith-based organizations, educational institutions, government, and business work 
together with Community Action Agencies and other CSBG eligible entities to successfully move families out of 
poverty and revitalize communities. 
 
Community Action is often the backbone organization of community efforts to address poverty and community 
revitalization: leveraging funds, convening key partners, adding the voice of the underrepresented, and being the 
central coordinator of efforts. It is not an easy role to play, but a vital one for families and communities. 
 
 
Standard 2.1 |Private  The organization has documented or demonstrated partnerships across the 

community, for specifically identified purposes; partnerships include other 
anti-poverty organizations in the area. 
 

Standard 2.1 |Public The department has documented or demonstrated partnerships across the 
community, for specifically identified purposes; partnerships include other 
anti-poverty organizations in the area. 
 

Standard 2.2 |Private The organization utilizes information gathered from key sectors of the 
community in assessing needs and resources, during the community 
assessment process or other times. These sectors would include at minimum: 
community-based organizations, faith-based organizations, private sector, 
public sector, and educational institutions. 
 

Standard 2.2|Public The department utilizes information gathered from key sectors of the 
community in assessing needs and resources, during the community 
assessment process or other times. These sectors would include at minimum: 
community-based organizations, faith-based organizations, private sector, 
public sector, and educational institutions. 
 

Standard 2.3 |Private The organization communicates its activities and its results to the community. 
 

Standard 2.3 |Public The department communicates its activities and its results to the community. 
 

Standard 2.4 |Private The organization documents the number of volunteers and hours mobilized in 
support of its activities. 
 

Standard 2.4 |Public The department documents the number of volunteers and hours mobilized in 
support of its activities. 
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CATEGORY THREE: Community Assessment 
Local control of Federal CSBG resources is predicated on regular comprehensive community assessments that take 
into account the breadth of community needs as well as the partners and resources available in a community to 
meet these needs. Regular assessment of needs and resources at the community level is the foundation of 
Community Action and a vital management and leadership tool that is used across the organization and utilized by 
the community to set the course for both CSBG and all agency resources. 
 
 
Standard 3.1 |Private The organization conducted a community assessment and issued a report 

within the past 3 years. 
 

Standard 3.1 |Public The department conducted or was engaged in a community assessment and 
issued a report within the past 3 years, if no other report exists. 
 

Standard 3.2 |Private As part of the community assessment, the organization collects and includes 
current data specific to poverty and its prevalence related to gender, age, and 
race/ethnicity for their service area(s). 
 

Standard 3.2 |Public As part of the community assessment, the department collects and includes 
current data specific to poverty and its prevalence related to gender, age, and 
race/ethnicity for their service area(s). 
 

Standard 3.3 |Private The organization collects and analyzes both qualitative and quantitative data 
on its geographic service area(s) in the community assessment. 
 

Standard 3.3|Public The department collects and analyzes both qualitative and quantitative data on 
its geographic service area(s) in the community assessment. 
 

Standard 3.4 |Private The community assessment includes key findings on the causes and 
conditions of poverty and the needs of the communities assessed. 
 

Standard 3.4 |Public The community assessment includes key findings on the causes and 
conditions of poverty and the needs of the communities assessed. 
 

Standard 3.5 |Private The governing board formally accepts the completed community assessment. 
 

Standard 3.5 |Public The tripartite board/advisory body formally accepts the completed community 
assessment. 
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VISION AND DIRECTION 

CATEGORY FOUR: Organizational Leadership 
Community Action leadership is exemplified at all levels across the organization and starts with a mission that 
clarifies Community Action’s work on poverty. A  well-functioning board, and a focused chief executive officer 
(CEO)/executive director, well-trained and dedicated staff, and volunteers giving of themselves to help others will 
establish Community Action as the cornerstone and leverage point to address poverty across the community. 
Ensuring strong leadership both for today and into the future is critical. 

This category addresses the foundational elements of mission as well as the implementation of the Network’s model 
of good performance management (ROMA). It ensures CAAs have taken steps to plan thoughtfully for today’s 
work and tomorrow’s leadership. 

Standard 4.1 |Private The governing board has reviewed the organization’s mission statement within 
the past 5 years and assured that: 

1. The mission addresses poverty; and
2. The organization’s programs and services are in alignment with the mission.

Standard 4.1 |Public The tripartite board/advisory body has reviewed the department’s mission 
statement within the past 5 years and assured that: 

1. The mission addresses poverty; and
2. The CSBG programs and services are in alignment with the mission.

Standard 4.2 |Private The organization’s Community Action plan is outcome-based, anti-poverty 
focused, and ties directly to the community assessment. 

Standard 4.2 |Public The department’s Community Action plan is outcome-based, anti-poverty 
focused, and ties directly to the community assessment. 

Standard 4.3 |Private The organization’s Community Action plan and strategic plan document the 
continuous use of the full Results Oriented Management and Accountability 
(ROMA) cycle or comparable system (assessment, planning, implementation, 
achievement of results, and evaluation). In addition, the organization 
documents having used the services of a ROMA-certified trainer (or 
equivalent) to assist in implementation. 

Standard 4.3 |Public The department’s Community Action plan and strategic plan document the 
continuous use of the full Result Oriented Management and Accountability 
(ROMA) cycle or comparable system (assessment, planning, implementation, 
achievement of results, and evaluation). In addition, the department 
documents having used the services of a ROMA-certified trainer (or 
equivalent) to assist in implementation. 

Standard 4.4 |Private The governing board receives an annual update on the success of specific 
strategies included in the Community Action plan. 

Standard 4.4 |Public The tripartite board/advisory body receives an annual update on the success of 

Page 423



8 

specific strategies included in the Community Action plan. 

Standard 4.5 |Private The organization has a written succession plan in place for the CEO/ED, 
approved by the governing board, which contains procedures for covering an 
emergency/unplanned, short-term absence of 3 months or less, as well as 
outlines the process for filling a permanent vacancy. 

Standard 4.5 |Public The department adheres to its local government’s policies and procedures 
around interim appointments and processes for filling a permanent vacancy. 

Standard 4.6 |Private An organization-wide, comprehensive risk assessment has been completed 
within the past 2 years and reported to the governing board. 

Standard 4.6 |Public The department complies with its local government’s risk assessment policies 
and procedures. 
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CATEGORY FIVE: Board Governance 
Community Action boards are uniquely structured to ensure maximum feasible participation by the entire 
community, including those the network serves. By law, Community Action boards are comprised of at least 1/3 
low-income consumers (or their representatives), 1/3 elected officials (or their appointees), and the remainder 
private-sector community members. To make this structure work as intended, CAAs must recruit board members 
thoughtfully, work within communities to promote opportunities for board service, and orient, train, and support 
them in their oversight role. Boards are foundational to good organizational performance and the time invested to 
keep them healthy and active is significant, but necessary. 
 
Standard 5.1 |Private The organization’s governing board is structured in compliance with the CSBG 

Act: 
 
1. At least one third democratically-selected representatives of the low-income 
community; 
2. One-third local elected officials (or their representatives); and 
3. The remaining membership from major groups and interests in the 
community. 
 

Standard 5.1 |Public The department’s tripartite board/advisory body is structured in compliance 
with the CSBG Act, by either: 
 
1. Selecting the board members as follows: 

 At least one third are democratically-selected representatives of the low-
income community; 

 One-third are local elected officials (or their representatives); and 

 The remaining members are from major groups and interests in the 
community; or 
 

2. Selecting the board through another mechanism specified by the State to 
assure decision-making and participation by low-income individuals in the 
development, planning, implementation, and evaluation of programs. 
 

Standard 5.2 |Private The organization’s governing board has written procedures that document a 
democratic selection process for low-income board members adequate to 
assure that they are representative of the low-income community. 
 

Standard 5.2 |Public The department’s tripartite board/advisory body either has: 
 
1. Written procedures that document a democratic selection process for low-
income board members adequate to assure that they are representative of the 
low-income community, or 
 
2. Another mechanism specified by the State to assure decision-making and 
participation by low-income individuals in the development, planning, 
implementation, and evaluation of programs. 
 
Please note under IM 82 for Public Entities the law also requires that a 
minimum of 1/3 of tripartite board membership be comprised of 
representatives of low-income individuals and families who reside in areas 
served. 
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Standard 5.3|Private The organization’s bylaws have been reviewed by an attorney within the past 5 
years. 

Standard 5.3|Public Not applicable: Review of bylaws by an attorney is outside of the purview of 
the department and the tripartite board/advisory body, therefore this standard 
does not apply to public entities. 

Standard 5.4 |Private The organization documents that each governing board member has received a 
copy of the bylaws within the past 2 years. 

Standard 5.4 |Public The department documents that each tripartite board/advisory body member 
has received a copy of the governing documents, within the past 2 years. 

Standard 5.5 |Private The organization’s governing board meets in accordance with the frequency 
and quorum requirements and fills board vacancies as set out in its bylaws. 

Standard 5.5 |Public The department’s tripartite board/advisory body meets in accordance with the 
frequency and quorum requirements and fills board vacancies as set out in its 
governing documents. 

Standard 5.6 |Private Each governing board member has signed a conflict of interest policy within 
the past 2 years. 

Standard 5.6 |Public Each tripartite board/advisory body member has signed a conflict of interest 
policy, or comparable local government document, within the past 2 years. 

Standard 5.7 |Private The organization has a process to provide a structured orientation for 
governing board members within 6 months of being seated. 

Standard 5.7 |Public The department has a process to provide a structured orientation for tripartite 
board/advisory body members within 6 months of being seated. 

Standard 5.8 |Private Governing board members have been provided with training on their duties 
and responsibilities within the past 2 years. 

Standard 5.8 |Public Tripartite board/advisory body members have been provided with training on 
their duties and responsibilities within the past 2 years. 

Standard 5.9 |Private The organization’s governing board receives programmatic reports at each 
regular board meeting. 

Standard 5.9 |Public The department’s tripartite board/advisory body receives programmatic 
reports at each regular board/advisory meeting. 
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CATEGORY SIX: Strategic Planning 
Establishing the vision for a Community Action Agency is a big task and setting the course to reach it through 
strategic planning is serious business. CSBG eligible entities take on this task by looking both at internal functioning 
and at the community’s needs. An efficient organization knows where it is headed, how the board and staff fit into 
that future, and how it will measure its success in achieving what it has set out to do. This agency-wide process is 
board-led and ongoing. A “living, breathing” strategic plan with measurable outcomes is the goal, rather than a plan 
that gets written but sits on a shelf and stagnates. Often set with an ambitious vision, strategic plans set the tone for 
the staff and board and are a key leadership and management tool for the organization. 
 
 
Standard 6.1 |Private The organization has an agency-wide strategic plan in place that has been 

approved by the governing board within the past 5 years. 
 

Standard 6.1 |Public The department has a strategic plan, or comparable planning document, in 
place that has been reviewed and accepted by the tripartite board/advisory 
body within the past 5 years. If the department does not have a plan, the 
tripartite board/advisory body will develop the plan. 
 

Standard 6.2 |Private The approved strategic plan addresses reduction of poverty, revitalization of 
low-income communities, and/or empowerment of people with low incomes to 
become more self-sufficient. 
 

Standard 6.2 |Public The approved strategic plan, or comparable planning document, addresses 
reduction of poverty, revitalization of low-income communities, and/or 
empowerment of people with low incomes to become more self-sufficient. 
 

Standard 6.3 |Private The approved strategic plan contains family, agency, and/or community goals. 
 

Standard 6.3 |Public The approved strategic plan, or comparable planning document, contains 
family, agency, and/or community goals. 
 

Standard 6.4 |Private Customer satisfaction data and customer input, collected as part of the 
community assessment, is included in the strategic planning process. 
 

Standard 6.4 |Public Customer satisfaction data and customer input, collected as part of the 
community assessment, is included in the strategic planning process, or 
comparable planning process. 
 

Standard 6.5 |Private The governing board has received an update(s) on progress meeting the goals 
of the strategic plan within the past 12 months. 
 

Standard 6.5 |Public The tripartite board/advisory body has received an update(s) on progress 
meeting the goals of the strategic plan/comparable planning document within 
the past 12 months. 
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OPERATIONS AND ACCOUNTABILITY 

CATEGORY SEVEN: Human Resource Management 
The human element of Community Action’s work is evident at all levels of the organization and the relationship an 
organization has with its staff often reflects the organization’s values and mission. Oversight of the chief executive 
officer (CEO)/executive director and maintaining a strong human resources infrastructure are key responsibilities 
of board oversight. Attention to organizational elements such as policies and procedures, performance appraisals, 
and training lead to strong organizations with the capacity to deliver high quality services in low-income 
communities. 
 
 
Standard 7.1 |Private The organization has written personnel policies that have been reviewed by an 

attorney and approved by the governing board within the past 5 years. 
 

Standard 7.1 |Public Not applicable: Local governmental personnel policies are outside of the 
purview of the department and the tripartite board/ advisory body, therefore 
this standard does not apply to public entities. 
 

Standard 7.2 |Private The organization makes available the employee handbook (or personnel 
policies in cases without a handbook) to all staff and notifies staff of any 
changes. 
 

Standard 7.2 |Public The department follows local governmental policies in making available the 
employee handbook (or personnel policies in cases without a handbook) to all 
staff and in notifying staff of any changes. 
 

Standard 7.3 |Private The organization has written job descriptions for all positions, which have 
been updated within the past 5 years. 
 

Standard 7.3 |Public The department has written job descriptions for all positions. Updates may be 
outside of the purview of the department. 
 

Standard 7.4 |Private The governing board conducts a performance appraisal of the CEO/executive 
director within each calendar year. 
 

Standard 7.4 |Public The department follows local government procedures for performance 
appraisal of the department head. 
 

Standard 7.5 |Private The governing board reviews and approves CEO/executive director 
compensation within every calendar year. 
 

Standard 7.5 |Public The compensation of the department head is made available according to local 
government procedure. 
 

Standard 7.6 |Private The organization has a policy in place for regular written evaluation of 
employees by their supervisors. 
 

Standard 7.6 |Public The department follows local governmental policies for regular written 
evaluation of employees by their supervisors. 
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Standard 7.7 |Private The organization has a whistleblower policy that has been approved by the 
governing board. 
 

Standard 7.7 |Public The department provides a copy of any existing local government 
whistleblower policy to members of the tripartite board/advisory body at the 
time of orientation. 
 

Standard 7.8 |Private All staff participate in a new employee orientation within 60 days of hire. 
 

Standard 7.8 |Public The department follows local governmental policies for new employee 
orientation. 
 

Standard 7.9 |Private The organization conducts or makes available staff development/training 
(including ROMA) on an ongoing basis. 
 

Standard 7.9 |Public The department conducts or makes available staff development/training 
(including ROMA) on an ongoing basis. 
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CATEGORY EIGHT: Financial Operations and Oversight 
The fiscal bottom line of Community Action is not isolated from the mission, it is a joint consideration. Community 
Action boards and staff maintain a high level of fiscal accountability through audits, monitoring by State and 
Federal agencies, and compliance with Federal Office of Management Budget circulars. The management of Federal 
funds is taken seriously by CSBG eligible entities and the Standards specifically reflect the board’s oversight role as 
well as the day-to-day operational functions.  
 
Standard 8.1 |Private The Organization’s annual audit (or audited financial statements) is completed 

by a Certified Public Accountant on time in accordance with Title 2 of the 
Code of Federal Regulations, Uniform Administration Requirements, Cost 
Principles, and Audit Requirement (if applicable) and/or State audit threshold 
requirements. 
 

Standard 8.1 |Public The department’s annual audit is completed through the local governmental 
process in accordance with Title 2 of  the Code of Federal Regulations, 
Uniform Administrative Requirements, Cost Principles, and Audit 
Requirement (if applicable) and/or State audit threshold requirements. This 
may be included in the municipal entity’s full audit. 
 

Standard 8.2 |Private All findings from the prior year’s annual audit have been assessed by the 
organization and addressed where the governing board has deemed it 
appropriate. 
 

Standard 8.2 |Public The department follows local government procedures in addressing any audit 
findings related to CSBG funding. 
 

Standard 8.3 |Private The organization’s auditor presents the audit to the governing board. 
 

Standard 8.3 |Public The department’s tripartite board/advisory body is notified of the availability 
of the local government audit. 
 

Standard 8.4 |Private The governing board formally receives and accepts the audit. 
 

Standard 8.4 |Public The department’s tripartite board/advisory body is notified of any findings 
related to CSBG funding. 
 

Standard 8.5 |Private The organization has solicited bids for its audit within the past 5 years. 
 

Standard 8.5 |Public Not applicable: The audit bid process is outside of the purview of tripartite 
board/advisory body therefore this standard does not apply to public entities. 
 

Standard 8.6 |Private The IRS Form 990 is completed annually and made available to the governing 
board for review. 
 

Standard 8.6 |Public Not applicable: The Federal tax reporting process for local governments is 
outside of the purview of tripartite board/advisory body therefore this standard 
does not apply to public entities. 
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Standard 8.7|Private The governing board receives financial reports at each regular meeting that 
include the following: 
1. Organization-wide report on revenue and expenditures that compares 
budget to actual, categorized by program; and 
2. Balance sheet/statement of financial position. 

Standard 8.7 |Public The tripartite board/advisory body receives financial reports at each regular 
meeting, for those program(s) the body advises, as allowed by local 
government procedure. 

Standard 8.8 |Private All required filings and payments related to payroll withholdings are completed 
on time. 
 

Standard 8.8 |Public Not applicable: The payroll withholding process for local governments is 
outside of the purview of the department, therefore this standard does not 
apply to public entities. 
 

Standard 8.9 |Private The governing board annually approves an organization-wide budget. 

Standard 8.9 |Public The tripartite board/advisory body has input as allowed by local governmental 
procedure into the CSBG budget process. 
 

Standard 8.10 |Private The fiscal policies have been reviewed by staff within the past 2 years, updated 
as necessary, with changes approved by the governing board. 
 

Standard 8.10 |Public Not applicable: The fiscal policies for local governments are outside of the 
purview of the department and the tripartite board/advisory body, therefore 
this standard does not apply to public entities. 
 

Standard 8.11 |Private A written procurement policy is in place and has been reviewed by the 
governing board within the past 5 years. 
 

Standard 8.11 |Public Not applicable: Local governmental procurement policies are outside of the 
purview of the department and the tripartite board/advisory body, therefore 
this standard does not apply to public entities. 
 

Standard 8.12 |Private The organization documents how it allocates shared costs through an indirect 
cost rate or through a written cost allocation plan. 
 

Standard 8.12 |Public Not applicable: A written cost allocation plan is outside of the purview of the 
department and the tripartite board/advisory body, therefore this standard 
does not apply to public entities. 
 

Standard 8.13 |Private The organization has a written policy in place for record retention and 
destruction. 
 

Standard 8.13 |Public The department follows local governmental policies for document retention 
and destruction. 
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CATEGORY NINE: Data and Analysis 
The Community Action Network moves families out of poverty every day across this country and needs to produce 
data that reflect the collective impact of these efforts. Individual stories are compelling when combined with 
quantitative data: no data without stories and no stories without data. Community Action needs to better document the 
outcomes families, agencies, and communities achieve. The Community Services Block Grant funding confers the 
obligation and opportunity to tell the story of agency-wide impact and community change, and in turn the impact of 
the Network as a whole. 

Standard 9.1 |Private The organization has a system or systems in place to track and report client 
demographics and services customers receive. 

Standard 9.1 |Public The department has a system or systems in place to track and report client 
demographics and services customers receive. 

Standard 9.2 |Private The organization has a system or systems in place to track family, agency, 
and/or community outcomes. 

Standard 9.2 |Public The department has a system or systems in place to track family, agency, 
and/or community outcomes. 

Standard 9.3 |Private The organization has presented to the governing board for review or action, at 
least within the past 12 months, an analysis of the agency’s outcomes and any 
operational or strategic program adjustments and improvements identified as 
necessary. 

Standard 9.3 |Public The department has presented to the tripartite board/advisory body for review 
or action, at least within the past 12 months, an analysis of the agency’s 
outcomes and any operational or strategic program adjustments and 
improvements identified as necessary. 

Standard 9.4 |Private The organization submits its annual CSBG Information Survey data report and 
it reflects client demographics and organization-wide outcomes. 

Standard 9.4 |Public The department submits its annual CSBG Information Survey data report and 
it reflects client demographics and CSBG-funded outcomes. 
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PROGRAMS AND SERVICES
• Community Needs Assessment
• Programs/Services Directory
• Programs/Services Delivery (See 2018 Annual Corporate Meeting & Luncheon Booklet)

• Agency Five-Year Strategic Plan
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Introduction 
 
This project was developed to assist the Agricultural and Labor Program, Inc. (ALPI) in better 
understanding the service needs and demographic characteristics of low-income children and families in 
the ALPI service area which includes Polk, Highlands, St. Lucie, Indian River, Okeechobee, Martin, 
Volusia, Hillsborough (Plant City, Wimauma), Palm Beach (Belle Glade, South Bay), Hendry, Glades, 
Collier, Orange, Seminole, and Hardee Counties.  To this end, two surveys were completed – one with 
ALPI service recipients and one with community organizations that serve this population. 
 
The service recipient survey was designed to assess the need for and use of various social services for 
children and adults in the ALPI service area.  The survey instrument included a variety of questions 
about the need for, use of, and level of satisfaction with, services for children and services for adults; 
child care services; social services; and, demographic characteristics of respondents.  The specific 
categories of questions are as follows: 
 

 Services for Adults (Need, Use, Satisfaction); 

 Social Services (Use, Satisfaction); 

 Child Care Services (Need, Use); 

 Services for Children under Age Five (Need, Use, Satisfaction); 

 Health Care for Children; 

 Disabilities of Children in Household; 

 Demographics: 
o Transportation 
o Housing 
o Household Structure 
o Household Income 
o Race/Ethnicity 
o Employment Status 
o Education 
o Number of Adults and Children in Household 
o Zip Code. 

 
The community organization survey instrument included a variety of questions about organizations and 
agencies in the area, including services provided and perceived barriers to low-income families receiving 
assistance in the community.  The specific question categories are as follows: 
 

 Basic contact information for the organization/agency 

 Types of services the organization/agency provides 

 Perceived barriers to low-income families receiving assistance in the community 

 Perceived changes in service availability for low-income families in the community 

 Perceived changes in service needs in the community 

 Perceived need for child care services in the community 
o Current child care providers 
o Barriers to securing child care services 

 Additional comments on needs of low-income families in the community 
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The results of these surveys provide ALPI with a substantial amount of information about the service 
needs and demographic characteristics of low-income families in the ALPI service, as well as area service 
providers in the ALPI service area. 

 
Format of the Report 
 
This report is divided into several sections that correspond to the key questions that were asked in the 
surveys.  Results are first presented for the client survey, then for the community organization survey. 
 
The report attempts to enhance the understanding of the survey results by first providing an executive 
summary.  This summary permits a brief review of the results.  More detailed information can be 
obtained from a close reading of the tables and figures in the sections that follow.  Each section presents 
the results of the survey as well as detailed analysis of these results. 

 
Survey Procedure and Methodology 

Client Survey 
The survey of low-income families in the ALPI service area was conducted jointly by the Florida Survey 
Research Center (FSRC) and ALPI.  The universe of the study is low-income families with children in the 
Florida counties who are served by ALPI, which includes Polk, Highlands, St. Lucie, Indian River, 
Okeechobee, Martin, Volusia, Hillsborough (Plant City, Wimauma), Palm Beach (Belle Glade, South Bay), 
Hendry, Glades, Collier, Orange, Seminole, and Hardee Counties.  While there are several different 
approaches to conducting survey research, such as mail, telephone, and in-person interviews, mail 
surveys do have advantages in some cases.  Since low-income families are less likely to have regular 
telephone service, and are more likely to be transitory, distribution/mail surveys can be an effective 
means of reaching these groups. 
 
The FSRC developed the survey instrument, and constructed the survey packets that were distributed to 
potential respondents by ALPI.  The instrument was designed as a four-page booklet, a design proven to 
promote higher response rates.  The survey packets contained a cover letter on FSRC letterhead 
explaining the purpose of the survey and the survey process, a survey booklet, and a postage-paid 
return envelope.  To best reach all groups of interest, packets were prepared in English, Spanish, and 
Creole. 
 
The FSRC provided ALPI with survey packets which they distributed in the ALPI service area.  The 297 
completed surveys were logged-in, data reduced, and analyzed using the SAS statistical analysis 
package. 
 
In order to ensure that the survey data most accurately represent the true population of ALPI clients, 
responses were weighted to reflect actual population demographics.  The true population’s educational 
attainment was calculated and the sample responses were mathematically adjusted to properly reflect 
this characteristic.  This computation adjusts sample responses to more closely mirror the true 
population of interest. 
 

Community Organization Survey 
The survey of service providers in the ALPI service area was conducted jointly by the Florida Survey 
Research Center (FSRC) and ALPI.  The universe of the study is organizations and agencies in the Florida 
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counties served by ALPI, including Polk, Highlands, St. Lucie, Indian River, Okeechobee, Martin, Volusia, 
Hillsborough (Plant City, Wimauma), Palm Beach (Belle Glade, South Bay), Hendry, Glades, Collier, 
Orange, Seminole, and Hardee Counties.   
 
ALPI developed the survey instrument and the FSRC constructed the survey packets that were mailed to 
organizations.  The instrument was designed as a two-page survey, printed front and back.  The survey 
packets contained a cover letter on FSRC letterhead explaining the purpose of the survey and the survey 
process, a survey sheet, and a postage-paid return envelope. 
 
The FSRC provided ALPI with 300 survey packets which they mailed to organizations and agencies 
throughout the ALPI service area.  The 39 completed surveys were logged-in, data reduced, and 
analyzed using the SAS statistical analysis package. 
 

Executive Summary 

Adult Services 
About four in five (80.8%) respondents reported household need for “Emergency Assistance for Rent, 
Utilities, Housing, Food, etc.” and nearly three in four (74.3%) respondents said they had used 
“Emergency Assistance for Rent, Utilities, Housing, and Food.”   
 
About two in five (40.9%) respondents said they need “Adult Health Insurance” while about one in four 
(27.9%) said that they have used this service.  Similarly, about two in five (38.4%) respondents indicated 
that they need “Employment / Job Placement Services” with about one in four (25.1%) having used such 
programs.  Although about two in five (38.3%) respondents reported a need for “Home-Ownership 
Programs” only about one in six (17.3%) respondents had used such programs.  More than one in three 
(36.1%) respondents reported a need for “Job Training” while about one in four (27.5%) said they had 
used it.  
 
Nearly one in three (31.4%) respondents reported a need for “Financial/Credit Counseling” while only 
about one in eight (13.9%) had actually used these programs.  While a similar number of respondents 
(30.7%) indicated a need for “Public Transportation,” more than one in three (35.9%) respondents said 
they have used it.   
 
Nearly three in ten (29.5%) respondents reported a need for “High school degree / GED Programs,” with 
about one in five (21.1%) saying they had used this service.  Similarly, nearly three in ten (29.1%) 
respondents indicated a need for “Legal Services” with about one in five (18.3%) saying they have used 
these services.  About one in four (25.8%) respondents reported a need for “Continuing/Post High 
School Education” while about one in five (18.5%) said they had used such programs. 
 
About one in five (18.3%) respondents indicated a need for “Literacy/Reading Programs” with more than 
one in eight (13.5%) having used such programs.  One in six (16.7%) respondents reported a need for 
“Parenting Training” and about one in seven (15.0%) said they had used these services. 
The largest unmet need for adult services is “Home-Ownership Programs.”  About one in five (21.0%) 
respondents had unmet needs for “Home-Ownership Programs.”  About one in six (17.5%) respondents 
had an unmet need for “Financial/Credit Counseling.”  About one in eight (13.3%) respondents showed 
an unmet need for “Employment/Job Placement Services,” and a similar number (13.0%) had unmet 
needs for “Adult Health Insurance.”  About one in ten (10.8%) respondents had unmet needs for “Legal 
Services.”   
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Fewer than one in ten respondents had unmet needs for “Job Training” (8.6%); “High school 
degree/GED Programs” (8.4%); “Continuing/ Post High School Education” (7.3%); “Emergency Assistance 
for Rent, Utilities, Housing, Food, etc.” (6.5%); “Literacy/Reading Programs” (4.8%); or, “Parenting 
Training” (1.7%). 
 
The respondents were generally satisfied with the adult services that they received.  More than nine in 
ten respondents were either “Very Satisfied” or “Somewhat Satisfied” with each of the adult services 
they utilized.  “Parenting Training” (92.6%) and “Home Ownership Programs” (89.0%) had the highest 
reported levels of satisfaction with services received.  “Legal Services” (6.5%) and “Employment/Job 
Placement Services” (6.2%) had the highest percentages of users who reported they were “Not 
Satisfied” with services received. 

Social Services 
About seven in ten (71.2%) respondents used services provided “Access Florida” and a similar number 
(70.9%) used services provided by the “Department of Children and Families.  Nearly two in three 
(65.1%) respondents used services provided by the “Agricultural and Labor Program (ALPI)” and nearly 
as many (64.4%) used services provided by the “Health Department/Walk-in Clinics.”   
 
About two in five respondents used the services of the “Salvation Army” (39.3%) or “Workforce 
Development” (39.2%).   More than one in four respondents said they used services provided by either 
“Catholic Charities” (28.4%) or the “Community Services Department” (25.5%).  Nearly one in four 
(23.6%) respondents used the services of the “United Way.” 
 
Again, the respondents are generally satisfied with the services they received from a variety of agencies 
that provide social services.  More than four in five respondents are either “Very Satisfied” or 
“Somewhat Satisfied” with services they received from each of the organizations noted.   
 
The highest level of satisfaction is with the “Agricultural and Labor Program (ALPI)” – more than four in 
five (86.6%) respondents who received services from ALPI were “Very Satisfied” with those services.  
Similarly, more than four in five (86.5%) respondents who used the services of “United Way” were “Very 
Satisfied” with the services they received, and nearly as many (79.0%) respondents who received 
services at “Catholic Charities” were “Very Satisfied.” 
 
More than two in three respondents who received services from the “Community Services Department” 
(71.2%) or the “Salvation Army” (68.2%) were “Very Satisfied,” and about the same percentage were 
“Very Satisfied” with services they received from the “Department of Children and Families” (65.4%), 
“Access Florida” (65.4%) , or the “Health Department/Walk-in Clinics” (64.7%). 
 
The highest level of dissatisfaction was with services provided by “Workforce Development”; one in ten 
(10.3%) respondents who used services provided by “Workforce Development” reported that they were 
“Not at All Satisfied” with the services they received. 

Children’s Services 
More than half (54.4%) of the respondents who have children under the age of five reported that they 
need child care “In the morning, before 7:30 AM” but just one in five (20.0%) said they currently use this 
type of care.  About two in five (40.8%) respondents with children under the age of five said they need 
child care “In the afternoon, after 5:30 PM,” while fewer than one in ten (7.4%) currently use it.  A 
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similar number of respondents with young children, about two in five (38.9%), reported a need for child 
care “12 Months of the Year,” while about one in seven (13.6%) currently use this service. 
 
About three in ten respondents with young children indicated a need for child care on either “Holidays” 
(28.1%) or “Weekends” (27.1%), though few use these services.  About one in six (17.2%) respondents 
with children under age five reported a need for “Over-night” child care and almost none currently use 
this type of service. 
 
The largest unmet needs for child care services are for child care “In the morning, before 7:30 AM” and 
“In the afternoon, after 5:30 PM.”  About one in three respondents with children under the age of five 
has unmet needs for child care before 7:30 AM and after 5:30 PM.   About one in four respondents with 
young children have an unmet need for child care “12 Months of the year” (25.3%); on holidays (24.0%); 
or, on weekends (23.1%).  About one in six (17.0%) of these respondents have an unmet need for over-
night child care. 
 
About two in three (66.9%) respondents with children under age five reported needing “Dental Services” 
for their children with about half (48.5%) saying they had used such services.  About two in three 
(65.6%) respondents with young children indicated a need for “Pre-Kindergarten Programs” for their 
children under age five and a similar number (63.2%) had used such services.  About three in five 
(62.2%) respondents with children under age five reported needing “Child Care” for their children with 
almost as many (55.5%) saying they had used such services. 
 
About three in five (57.7%) respondents with children under age five indicated a need for the services of 
the “Women, Infant, and Children (WIC) Program” for their children and about two in three (65.8%) said 
they had ever used these services.   
 
About three in seven respondents with children under the age of five reported needing the following 
services for their children: “Nutritional Services” (45.8%); “Vision Services” (45.2%); “Speech Therapy” 
(44.6%); or, “Mental Health Services” (40.7%). 
 
Most of the respondents who needed services for their children under the age of five actually received 
those services.  The biggest unmet need for services is for “Dental Services,” where nearly one in five 
(18.4%) respondents who reported needing those services for their children had not used them.  About 
one in ten (10.7%) respondents who indicated a need for “Vision Services” had an unmet need; similar 
percentages showed unmet needs for “Nutritional Services” (7.9%), “Mental Health” services (7.0%), 
and “Child Care” services (6.7%). 
 
There is a very high level of satisfaction with services for children under the age of five.  More than four 
in five respondents who used these services for their children were either “Very Satisfied” or 
“Somewhat Satisfied” with them.  The highest levels of satisfaction were for “Vision Services” (95.5%) 
and “Pre-Kindergarten Programs” (92.7%) – more than nine in ten respondents who used these 
programs were “Very Satisfied.”  Respondents were least satisfied with “Nutritional Services” they used 
for their children – nearly one in ten (7.1%) respondents who used these services was “Not at All 
Satisfied” with them.  
 
About nine in ten (90.9%) respondents currently have health care insurance for their children.  Fewer 
than one in ten (8.0%) respondents do not currently have health care insurance for their children.  Three 
in four (74.6%) respondents whose children currently have health insurance indicated that they had 
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health insurance for their children from Medicaid/Medipass.   Three in ten (29.3%) of these respondents 
use “Children’s Medical Services” as a source of health insurance for their children.  About one in five 
(18.5%) respondents with insurance for their children obtained health insurance from the “Healthy Kids” 
program.  About one in eight (13.1%) of these respondents had “Private Insurance” for their children.   
 
About one in four (24.2%) respondents with children under age five report having children in their 
households who have ever been diagnosed with either a physical or mental disability.  The most 
frequently cited disabilities that respondents’ children had been diagnosed with were various types of 
speech-related disabilities (n=6) and ADHD / ADD (n=4) and.  Two of the respondents noted children in 
their households with “Asthma,” and two note behavioral disorders. 
 
The most frequently cited services that respondents’ children had been received were speech therapy 
(n=6) and various services from Children’s Medical Services (CMS) (n=3).  Two of the respondents noted 
children in their households received physical therapy and two received occupational therapy. 

Demographics 
More than three in five (63.0%) respondents said they most often rely on their “Own car” for 
transportation, while about one in four (26.4%) said they rely on “Friends or Family members.”  Fewer 
than one in ten (5.3%) respondents indicated they most often rely on “Public Transportation.”  In 
addition, one respondent said he or she relies on the “Medicaid Van,” one said he or she relies on a 
“bicycle,” and one said he or she relies on “walking.” 
 
Two in five (39.8%) respondents said they live in an apartment or house that they rent without 
subsidies.  More than one in four (28.3%) respondents said they live in a house that they own.  Nearly 
one in four (23.3%) respondents indicated living in an apartment or house that they rent with subsidies 
(such as Section 8 vouchers).  Fewer than one in ten respondents said they live in manufactured 
housing/mobile homes (5.2%) or a condominium/townhouse (1.9%). 
 
About half (50.7%) of the respondents live in a “Single mother household.”  One in five (19.9%) 
respondents said they live in a “Mother and father household.”  One in ten (10.4%) respondents said 
they live in a household with a grandparent or other family member as head of household.  Fewer than 
one in ten respondents reported living in either a “Single father household” (2.9%) or “Foster-parent” 
household (1.3%).   
 
One in four (25.4%) respondents reported a total household income before taxes below $5,000.  About 
one in six (17.5%) respondents reported a household income between $5,000 and $10,000, and about 
one in ten (8.5%) cited a household income between $10,001 and $15,000.  About one in five (21.5%) 
respondents indicated a household income between $15,001 and $20,000.  Fewer than one in ten 
respondents reported a household income: between $20,001 and $25,000 (6.7%); between $25,001 and 
$30,000 (4.6%); between $30,001 and $35,000 (2.8%); or, more than $35,000 (3.9%). 
 
About seven in ten (72.2%) respondents said they are “African American/Black.”  About one in seven 
(14.9%) respondents said they are “White/Caucasian,” and about one in ten (9.0%) respondents 
indicated they are “Latino/Hispanic.”  Fewer than one in ten respondents indicated they are “Asian” 
(1.4%) or “Biracial/Multiracial” (0.7%). 
 
About three in ten (30.7%) respondents said they are “Not employed.”  More than one in four (26.1%) 
respondents indicated that they are “Disabled” and about one in five (22.1%) said they are “Employed 
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full-time.”  One in ten (10.1%) respondents said they are “Retired.”  Fewer than one in ten (7.8%) 
respondents indicated that they are “Employed part-time.”   
 
More than half (55.1%) of the respondents indicated they have a high school diploma or GED certificate, 
and about one in four (24.5%) said they had some high school education but had not graduated from 
high school.  About one in ten (11.1%) respondents had an 8th grade education or less.  About three 
percent of the respondents said they had some college and about seven percent said they have a college 
degree. 
 
About one in four (24.3%) respondents said they live alone.  One in five (20.4%) respondents indicated 
they live in households that have two people.  About one in eight (13.1%) respondents live in 
households that have three people and a similar number (12.9%) lives in four-person households.  About 
one in ten (10.9%) respondents live in five-person households.  About one in five (18.5%) respondents 
live in households with six or more people. 
 
Nearly three in five (58.7%) respondents indicated that no children, age five or younger, live in their 
household.  About one in six (16.9%) respondents said that one child, age five or younger, lives in their 
household.  About one in ten (11.9%) respondents indicated that two children, age five or younger, live 
in their households.  Fewer than one in ten respondents said three (7.2%), four (3.4%), or five or more 
(2.0%) children, age five or younger live in their households. 
 
Respondents with children age five and younger (n=116) provided ages for a total of 175 children.  Of 
these children, about one in four (23.4%) were one year old and about one in five (21.1%) were two 
years old.  About one in six (16.0%) of these children were three years old.  About one in five of these 
children were either four years old (20.6%) or five years old (18.9%). 
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Results: Client Survey 

Adult Services 
The survey first asked respondents a series of questions about 12 services for adults.  The services 
included in this section are as follows: 
 

 Emergency assistance for rent, utilities, food, housing, etc.; 

 Public transportation; 

 Job training; 

 Parenting training; 

 Home-ownership programs; 

 Literacy/Reading programs; 

 High school degree/GED programs; 

 Continuing/Post high school education programs; 

 Adult health-care insurance; 

 Employment/placement services; 

 Legal services; 

 Financial/Credit counseling. 
 

Use of Adult Services 
The survey asked respondents if any adults in their households need the service or program, if they have 
actually used the service or program, and, if they have used the service, their level of satisfaction with 
the service.  Table 1 presents the percentage of adult respondents who need and/or use each service. 
 

Table 1: Need and Use of Adult Services 
 

Service Need Use 

Emergency Assistance for Rent, Utilities, Housing, Food, etc. 80.8% 74.3% 

Adult Health Insurance 40.9% 27.9% 

Employment/Job Placement Services 38.4% 25.1% 

Home-ownership Programs 38.3% 17.3% 

Job Training 36.1% 27.5% 

Financial/Credit Counseling 31.4% 13.9% 

Public Transportation 30.7% 35.9% 

High school degree/GED Programs 29.5% 21.1% 

Legal Services 29.1% 18.3% 

Continuing/Post High School Education 25.8% 18.5% 

Literacy/Reading Programs 18.3% 13.5% 

Parenting Training 16.7% 15.0% 

 
About four in five (80.8%) respondents reported household need for “Emergency Assistance for Rent, 
Utilities, Housing, Food, etc.” and nearly three in four (74.3%) respondents said they had used 
“Emergency Assistance for Rent, Utilities, Housing, and Food.”   
 
About two in five (40.9%) respondents said they need “Adult Health Insurance” while about one in four 
(27.9%) said that they have used this service.  Similarly, about two in five (38.4%) respondents indicated 
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that they need “Employment / Job Placement Services” with about one in four (25.1%) having used such 
programs.  Although about two in five (38.3%) respondents reported a need for “Home-Ownership 
Programs” only about one in six (17.3%) respondents had used such programs.  More than one in three 
(36.1%) respondents reported a need for “Job Training” while about one in four (27.5%) said they had 
used it.  
 
Nearly one in three (31.4%) respondents reported a need for “Financial/Credit Counseling” while only 
about one in eight (13.9%) had actually used these programs.  While a similar number of respondents 
(30.7%) indicated a need for “Public Transportation,” more than one in three (35.9%) respondents said 
they have used it.   
 
Nearly three in ten (29.5%) respondents reported a need for “High school degree / GED Programs,” with 
about one in five (21.1%) saying they had used this service.  Similarly, nearly three in ten (29.1%) 
respondents indicated a need for “Legal Services” with about one in five (18.3%) saying they have used 
these services.  About one in four (25.8%) respondents reported a need for “Continuing/Post High 
School Education” while about one in five (18.5%) said they had used such programs. 
 
About one in five (18.3%) respondents indicated a need for “Literacy/Reading Programs” with more than 
one in eight (13.5%) having used such programs.  One in six (16.7%) respondents reported a need for 
“Parenting Training” and about one in seven (15.0%) said they had used these services. 
 

Unmet Need for Adult Services 
The next analysis in this series on adult services is designed to provide a rough estimate of the unmet 
need for services.  The unmet need for adult services is calculated by subtracting the percentage of 
respondents who have used a service from the percentage who indicate that they need a service.  We 
caution that this is only a rough estimate of unmet need, but it does provide an indication of the 
categories of services in which additional services could be provided.  The results of the analysis of 
unmet need are presented in Table 2.   
 

Table 2: Estimated Unmet Need for Adult Services 
 

Service Unmet Need 

Home-ownership Programs 21.0% 

Financial/Credit Counseling 17.5% 

Employment/Job Placement Services 13.3% 

Adult Health Insurance 13.0% 

Legal Services 10.8% 

Job Training 8.6% 

High school degree/GED Programs 8.4% 

Continuing/Post High School Education 7.3% 

Emergency Assistance for Rent, Utilities, Housing, Food, etc. 6.5% 

Literacy/Reading Programs 4.8% 

Parenting Training 1.7% 

Public Transportation N/A 

 
The largest unmet need for adult services is “Home-Ownership Programs.”  About one in five (21.0%) 
respondents had unmet needs for “Home-Ownership Programs.”  About one in six (17.5%) respondents 
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had an unmet need for “Financial/Credit Counseling.”  About one in eight (13.3%) respondents showed 
an unmet need for “Employment/Job Placement Services,” and a similar number (13.0%) had unmet 
needs for “Adult Health Insurance.”  About one in ten (10.8%) respondents had unmet needs for “Legal 
Services.”   
 
Fewer than one in ten respondents had unmet needs for “Job Training” (8.6%); “High school 
degree/GED Programs” (8.4%); “Continuing/ Post High School Education” (7.3%); “Emergency Assistance 
for Rent, Utilities, Housing, Food, etc.” (6.5%); “Literacy/Reading Programs” (4.8%); or, “Parenting 
Training” (1.7%). 
 

Level of Satisfaction with Adult Services 
The last part of this series on adult services asked respondents who have actually used the services to 
indicate their level of satisfaction with the services.  The possible responses to this question are “Very 
Satisfied,” “Somewhat Satisfied,” and “Not Satisfied.”  The responses to this question are presented in 
Table 3. 
 

Table 3: Level of Satisfaction with Adult Services 
 

Service 
Very 

Satisfied 
Somewhat 
Satisfied 

Not 
Satisfied 

Parenting Training 92.6% 7.4% 0.0% 

Home-Ownership Programs 89.0% 10.1% 0.8% 

High School Degree/GED Programs 83.3% 12.6% 4.1% 

Financial/Credit Counseling 80.4% 19.6% 0.0% 

Emergency Assistance for Rent, Utilities, Food, etc. 79.8% 17.9% 2.3% 

Adult Health Insurance 79.3% 15.7% 5.0% 

Literacy/Reading Programs 78.4% 21.6% 0.0% 

Continuing/Post High School Education 78.0% 22.0% 0.0% 

Employment/Job Placement Services 73.7% 20.1% 6.2% 

Legal Services 70.6% 22.9% 6.5% 

Job Training 68.0% 31.4% 0.5% 

Public Transportation 67.8% 29.5% 2.7% 

 
The respondents were generally satisfied with the adult services that they received.  More than nine in 
ten respondents were either “Very Satisfied” or “Somewhat Satisfied” with each of the adult services 
they utilized.   
 
“Parenting Training” (92.6%) and “Home Ownership Programs” (89.0%) had the highest reported levels 
of satisfaction with services received. 
 
“Legal Services” (6.5%) and “Employment/Job Placement Services” (6.2%) had the highest percentages 
of users who reported they were “Not Satisfied” with services received. 
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Social Services 
The survey next asked respondents about a variety of agencies that make social services available to 
those in need.  For each agency, the respondent was asked to indicate if he/she uses the services 
provided by the agency and, if used, the level of satisfaction with the services provided by the agency.  
The agencies included in this question are as follows: 
 

 Agricultural and Labor Program (ALPI); 

 Salvation Army; 

 United Way; 

 Catholic Charities; 

 Department of Children and Families; 

 Health Department/Walk-in Clinics; 

 Workforce Development; 

 Community Services Department; 

 Access Florida; 

 Other. 

Use of Social Services 
Table 4 presents the percentage of respondents who indicate that they have used the services provided 
by the various organizations listed in the survey. 
  

Table 4: Use of Social Services 
 

Services Use 

Access Florida 71.2% 

Department of Children and Families 70.9% 

Agricultural and Labor Program (ALPI) 65.1% 

Health Department/Walk-in Clinics 64.4% 

Salvation Army 39.3% 

Workforce Development 39.2% 

Catholic Charities 28.4% 

Community Services Department 25.5% 

United Way 23.6% 

Other (described below) 21.4% 

 
About seven in ten (71.2%) respondents used services provided by “Access Florida” and a similar 
number (70.9%) used services provided by the “Department of Children and Families.”  Nearly two in 
three (65.1%) respondents used services provided by the “Agricultural and Labor Program (ALPI)” and 
nearly as many (64.4%) used services provided by the “Health Department/Walk-in Clinics.”   
 
About two in five respondents used the services of the “Salvation Army” (39.3%) or “Workforce 
Development” (39.2%).   More than one in four respondents said they used services provided by either 
“Catholic Charities” (28.4%) or the “Community Services Department” (25.5%).  Nearly one in four 
(23.6%) respondents used the services of the “United Way.” 
 
In addition, about one-fifth (21.4%) of the respondents indicated “Other” social services they use.  The 
two respondents who described these services noted: “POK Work” and “EBT.” 
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Satisfaction with Services Provided by Organizations 
Next, respondents who have used the services provided by these organizations were asked to indicate 
their satisfaction with these services.  The possible responses to this question are “Very Satisfied,” 
“Somewhat Satisfied,” or “Not at All Satisfied” with the services provided by the organization.  The 
responses to the satisfaction question are provided in Table 5. 
 

Table 5: Level of Satisfaction with Social Services 
 

Services 
Very  

Satisfied 
Somewhat 
Satisfied 

Not 
Satisfied 

Agricultural and Labor Program (ALPI) 86.6% 10.7% 2.7% 

United Way 86.5% 8.7% 4.8% 

Catholic Charities 79.0% 16.7% 4.3% 

Community Services Department 71.2% 28.3% 0.6% 

Salvation Army 68.2% 24.6% 7.2% 

Department of Children and Families 65.4% 27.8% 6.8% 

Access Florida 65.4% 29.8% 4.9% 

Health Department/Walk-in Clinics 64.7% 33.3% 2.1% 

Workforce Development 56.8% 32.9% 10.3% 

 
Again, the respondents are generally satisfied with the services they received from a variety of agencies 
that provide social services.  More than four in five respondents are either “Very Satisfied” or 
“Somewhat Satisfied” with services they received from each of the organizations noted.   
 
The highest level of satisfaction is with the “Agricultural and Labor Program (ALPI)” – more than four in 
five (86.6%) respondents who received services from ALPI were “Very Satisfied” with those services.  
Similarly, more than four in five (86.5%) respondents who used the services of “United Way” were “Very 
Satisfied” with the services they received, and nearly as many (79.0%) respondents who received 
services at “Catholic Charities” were “Very Satisfied.” 
 
More than two in three respondents who received services from the “Community Services Department” 
(71.2%) or the “Salvation Army” (68.2%) were “Very Satisfied,” and about the same percentage were 
“Very Satisfied” with services they received from the “Department of Children and Families” (65.4%), 
“Access Florida” (65.4%) , or the “Health Department/Walk-in Clinics” (64.7%). 
 
The highest level of dissatisfaction was with services provided by “Workforce Development”; one in ten 
(10.3%) respondents who used services provided by “Workforce Development” reported that they were 
“Not at All Satisfied” with the services they received. 
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Children’s Services 
The next series of questions in the survey asked respondents a number of questions about children 
under the age of five who reside in their households and the various services that these children might 
need.  The following sections provide detailed information about these children and their need for and 
use of various services. 

Child Care Services 
The survey asked respondents about their need for child care services.  The child care services included 
in this question are as follows: 
 

 In the morning, before 7:30 a.m.; 

 In the afternoon, after 5:30 p.m.; 

 Over-night child care; 

 Weekend child care; 

 Holiday child care; 

 12 months of the year care. 
 
This question first asked respondents if the child care service is needed and then if they currently use 
this type of child care.  Table 6 presents the results of the percentage of respondents who need and/or 
use various child care services.  (Note: Level of satisfaction with child care services was not asked.) 
 

Table 6: Need and Use of Child Care Services 
 

Services Need Use 

In the morning, before 7:30 AM 54.4% 20.0% 

In the afternoon, after 5:30 PM 40.8% 7.4% 

12 months of the year 38.9% 13.6% 

Holidays 28.1% 4.1% 

Weekends 27.1% 4.0% 

Over-night 17.2% 0.2% 

 
More than half (54.4%) of the respondents who have children under the age of five reported that they 
need child care “In the morning, before 7:30 AM” but just one in five (20.0%) said they currently use this 
type of care.  About two in five (40.8%) respondents with children under the age of five said they need 
child care “In the afternoon, after 5:30 PM,” while fewer than one in ten (7.4%) currently use it.  A 
similar number of respondents with young children, about two in five (38.9%), reported a need for child 
care “12 Months of the Year,” while about one in seven (13.6%) currently use this service. 
 
About three in ten respondents with young children indicated a need for child care on either “Holidays” 
(28.1%) or “Weekends” (27.1%), though few use these services.  About one in six (17.2%) respondents 
with children under age five reported a need for “Over-night” child care and almost none currently use 
this type of service. 
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Unmet Need for Child Care Services 
The last analysis of this series on child care services is designed to provide an estimate of the unmet 
need for services.  The unmet need for child care services is calculated by subtracting the percentage of 
respondents who currently use a service from the percentage who indicate that they need the service.  
It is important to note that this is only an approximate estimate of unmet need, but does provide some 
indication of the child care services that might be used if made available.  The results of the analysis of 
unmet need are presented in Table 7. 
 

Table 7: Unmet Need for Child Care Services 
 

Services Unmet Need 

In the morning, before 7:30 AM 34.4% 

In the afternoon, after 5:30 PM 33.4% 

12 Months of the year  25.3% 

Holidays 24.0% 

Weekends 23.1% 

Over-night  17.0% 

 
The largest unmet needs for child care services are for child care “In the morning, before 7:30 AM” and 
“In the afternoon, after 5:30 PM.”  About one in three respondents with children under the age of five 
has unmet needs for child care before 7:30 AM and after 5:30 PM.    
 
About one in four respondents with young children have an unmet need for child care “12 Months of 
the year” (25.3%); on holidays (24.0%); or, on weekends (23.1%).  About one in six (17.0%) of these 
respondents have an unmet need for over-night child care. 
 
 

Use of Services for Children under Age Five 
The survey next asked respondents a series of questions about services for children under the age of 
five.  The specific services that the survey asked about are as follows: 
 

 Pre-Kindergarten Programs; 

 Dental Services; 

 Mental Health Services; 

 Vision Services; 

 Nutritional Services; 

 Speech Therapy; 

 Women, Infants and Children (WIC) Program; 

 Child care. 
 
The survey first asked respondents if they need each of the services, then, if they have ever used the 
service, and, if they have used the service, the level of satisfaction with the service.  Table 8 presents the 
responses regarding the need and use of services for children under age five.   
 
 
 

Table 8: Need and Use of Children’s Services 
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Services Need Ever Used 

Dental Services 66.9% 48.5% 

Pre-Kindergarten Programs 65.6% 63.2% 

Child Care 62.2% 55.5% 

Women, Infant and Children (WIC) Program 57.7% 65.8% 

Nutritional Services 45.8% 37.9% 

Vision Services 45.2% 34.5% 

Speech Therapy 44.6% 44.6% 

Mental Health Services 40.7% 33.7% 

 
About two in three (66.9%) respondents with children under age five reported needing “Dental Services” 
for their children with about half (48.5%) saying they had used such services.  About two in three 
(65.6%) respondents with young children indicated a need for “Pre-Kindergarten Programs” for their 
children under age five and a similar number (63.2%) had used such services.  About three in five 
(62.2%) respondents with children under age five reported needing “Child Care” for their children with 
almost as many (55.5%) saying they had used such services. 
 
About three in five (57.7%) respondents with children under age five indicated a need for the services of 
the “Women, Infant, and Children (WIC) Program” for their children and about two in three (65.8%) said 
they had ever used these services.   
 
About three in seven respondents with children under the age of five reported needing the following 
services for their children: “Nutritional Services” (45.8%); “Vision Services” (45.2%); “Speech Therapy” 
(44.6%); or, “Mental Health Services” (40.7%). 
 

Unmet Needs for Services for Children under Age Five 
To provide an estimate of the unmet need for services, we calculate an “unmet need score” by 
subtracting the number of respondents that have used a service from the number that indicate a need 
for the service.  This score is only approximate and must be used carefully, but it does provide some 
relative measure of services that, if made available, might be used.  The unmet need scores for services 
for children under the age of five are presented in Table 9.   
 

Table 9: Unmet Need for Children’s Services 
 
Services Unmet Need 

Dental Services 18.4% 

Vision Services 10.7% 

Nutritional Services 7.9% 

Mental Health Services 7.0% 

Child Care 6.7% 

Pre-Kindergarten Programs 2.4% 

Speech Therapy N/A 

Women, Infant and Children (WIC) Program N/A 
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Most of the respondents who needed services for their children under the age of five actually received 
those services.  The biggest unmet need for services is for “Dental Services,” where nearly one in five 
(18.4%) respondents who reported needing those services for their children had not used them.  About 
one in ten (10.7%) respondents who indicated a need for “Vision Services” had an unmet need; similar 
percentages showed unmet needs for “Nutritional Services” (7.9%), “Mental Health” services (7.0%), 
and “Child Care” services (6.7%). 
 

Satisfaction with Services for Children under Age Five 
Table 10 presents the results on level of satisfaction with services for children under the age of five.  The 
results in this table are calculated only for those respondents who indicate that they have used the 
service.   
 

Table 10: Level of Satisfaction with Children’s Services 
 

Services 
Very  

Satisfied 
Somewhat 
Satisfied 

Not  
Satisfied 

Vision Services 95.5% 4.5% 0.0% 

Pre-Kindergarten Programs 92.7% 4.8% 2.6% 

Mental Health Services 87.3% 8.8% 3.9% 

Child Care 85.3% 14.3% 0.4% 

Dental Services 83.2% 16.4% 0.4% 

Nutritional Services 80.1% 12.7% 7.1% 

Speech Therapy 79.3% 16.2% 4.5% 

Women, Infant and Children (WIC) Program 78.2% 17.4% 4.4% 

 
There is a very high level of satisfaction with services for children under the age of five.  More than four 
in five respondents who used these services for their children were either “Very Satisfied” or 
“Somewhat Satisfied” with them.   
 
The highest levels of satisfaction were for “Vision Services” (95.5%) and “Pre-Kindergarten Programs” 
(92.7%) – more than nine in ten respondents who used these programs were “Very Satisfied.” 
 
Respondents were least satisfied with “Nutritional Services” they used for their children – nearly one in 
ten (7.1%) respondents who used these services was “Not at All Satisfied” with them.  
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Health Care Insurance for Children 
The survey next asked respondents if they currently have health insurance for their children.  The 
percentage of respondents indicating that they have health insurance for their children is presented in 
Figure 1.   
 
 

 
 
About nine in ten (90.9%) respondents currently have health care insurance for their children.  Fewer 
than one in ten (8.0%) respondents do not currently have health care insurance for their children.   
 

Types of Health Insurance 
The survey next asked those respondents who reported that they have health insurance for their 
children to indicate the type(s) of health insurance that they have.  The types of health insurance 
provided as responses are as follows: 
 

 Children’s Medical Services; 

 Private Insurance; 

 Healthy Kids; 

 Medicaid/Medipass; 

 Other. 
 
As respondents were allowed to choose more than one type of insurance, the total percentage could 
add up to more than 100 percent.  The responses to this question are summarized in Figure 2. 
 

90.9% 

8.0% 
1.1% 

0.0%

20.0%

40.0%

60.0%

80.0%

100.0%

Yes No Not sure

Figure 1: "Do you currently have health 
insurance for your child or children?" 
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Three in four (74.6%) respondents whose children currently have health insurance indicated that they 
had health insurance for their children from Medicaid/Medipass.   Three in ten (29.3%) of these 
respondents use “Children’s Medical Services” as a source of health insurance for their children.  About 
one in five (18.5%) respondents with insurance for their children obtained health insurance from the 
“Healthy Kids” program.  About one in eight (13.1%) of these respondents had “Private Insurance” for 
their children.   
 
In addition, about six percent of these respondents indicated “Other” type of insurance they have for 
their children: two utilize “Staywell”; one cited “Obamacare”; and, one cited “Smartgroup.” 
 
 

Diagnosis of Disability for Children in Household 
The next question in this series asked respondents to indicate if any of the children in their households 
have ever been diagnosed with either a physical or mental disability.  The responses to this question are 
presented in Figure 3. 
 

74.6% 

29.3% 

18.5% 

13.1% 

6.2% 

2.8% 

Medicaid/Medipass

Children's Medical Services

Healthy Kids

Private Insurance

Other

Not sure

Figure 2: Types of Health Care for Children 
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About one in four (24.2%) respondents with children under age five report having children in their 
households who have ever been diagnosed with either a physical or mental disability.   
 

Types of Disabilities 
Respondents who indicated that a child in their household had been diagnosed with either a physical or 
mental disability were asked to list the specific type of disability.  A list of the types of disabilities noted 
by the respondents is provided below.  Respondents could note more than one disability. 
 

Types of Disabilities Noted 
 

Response Frequency 

Speech / Speech Delay 6 

ADHD / ADD 4 

Blindness/Congenital Cataracts 3 

Asthma 2 

Behavior Disorder / Behavioral Problems 2 

Developmentally Delayed 1 

Bipolar 1 

Depression 1 

Borderline Personality Disorder 1 

Hearing 1 

DS 1 

Hydronephrosis 1 

Bladder 1 

Lungs 1 

*Note:  Frequencies for open-ended responses are not weighted. 

24.2% 

73.0% 

2.8% 

0.0%

20.0%

40.0%

60.0%

80.0%

Yes No Not sure

Figure 3: "Have any of your children ever 
been diagnosed as having a physical or 

mental disability?" 

Page 475



 21 ALPI Community Assessment Survey 2014 

 

The most frequently cited disabilities that respondents’ children had been diagnosed with were various 
types of speech-related disabilities (n=6), ADHD / ADD (n=4), and blindness/eye disorders (n=3).  Two of 
the respondents noted children in their households with “Asthma,” and two note behavioral disorders. 
 

Services Related to Disabilities 
Respondents who indicated that a child in their household had been diagnosed with either a physical or 
mental disability were asked to list the specific types of services they have received related to these 
physical or mental disabilities.  A list of the types of services noted by the respondents is provided 
below.  Respondents could note more than one service. 
 

Types of Services Noted 
 

Response Frequency 

Speech Therapy 6 

Children’s Medical Services (CMS) 3 

Physical Therapy 2 

Occupational Therapy 2 

Sweet Center in WH / Kids Neurology in Lakeland 1 

Hearing aid 1 

Behavioral Therapy 1 

Glasses 1 

Surgery 1 

Medication 1 

Psychiatrist 1 

Family Preservations 1 

*Note:  Frequencies for open-ended responses are not weighted. 
 
The most frequently cited services that respondents’ children had received were speech therapy (n=6) 
and various services from Children’s Medical Services (CMS) (n=3).  Two of the respondents noted 
children in their households received physical therapy and two received occupational therapy. 
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Demographics 
 
The last series of questions in the survey asked respondents to provide information on the background 
of their households.  The questions in this section sought to obtain information on the types of 
transportation the respondents rely on most often, the types of housing they live in, the structure of 
their households, their households’ total income before taxes, their employment status, their levels of 
education, and related information.  A summary of this household background information is presented 
in the following section. 

Transportation Services 
The first question in this section asked respondents to indicate the type of transportation that they rely 
on most often.  The possible options for this question are as follows: 
 

 Own car; 

 Friends or family members; 

 Taxi; 

 Public transportation; 

 Other. 
 
The responses to this question are presented in Figure 4. 
 

 
 
More than three in five (63.0%) respondents said they most often rely on their “Own car” for 
transportation, while about one in four (26.4%) said they rely on “Friends or Family members.”  Fewer 
than one in ten (5.3%) respondents indicated they most often rely on “Public Transportation.”  In 
addition, one respondent said he or she relies on the “Medicaid Van,” one said he or she relies on a 
“bicycle,” and one said he or she relies on “walking.” 
 
 

63.0% 

26.4% 

5.3% 

4.8% 

0.5% 

Own car

Friends / Family members

Public Transportation

Other

Taxi

Figure 4: What type of transportation do you 
rely on most often? 
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Type of Housing 
The next question in the section on household characteristics asked each respondent to indicate the 
type of housing in which he or she resides.  The possible responses to this question are as follows: 
 

 House (own); 

 Condominium/Townhouse; 

 Rent Apartment/House (not subsidized); 

 Manufactured Housing (Mobile Home); 

 Rent Apartment/House (Section 8, subsidized); 

 Other. 
 
The responses to this question are presented in Figure 5. 
 

 
 
Two in five (39.8%) respondents said they live in an apartment or house that they rent without 
subsidies.  More than one in four (28.3%) respondents said they live in a house that they own.  Nearly 
one in four (23.3%) respondents indicated living in an apartment or house that they rent with subsidies 
(such as Section 8 vouchers).  Fewer than one in ten respondents said they live in manufactured 
housing/mobile homes (5.2%) or a condominium/townhouse (1.9%). 
 
In addition, one respondent reported being homeless and one reported living with a relative. 
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Other

Figure 5: Type of Housing 
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Household Structure 
The next question in this section asked the survey respondents to identify the types of households in 
which they live.  The possible responses to this question included the following: 
 

 Single mother household; 

 Single father household; 

 Mother and father household; 

 Foster-parent household; 

 Grandparent/other family household; 

 Other type of household. 
 

The results of this question are presented in Figure 6. 
 

 
 
About half (50.7%) of the respondents live in a “Single mother household.”  One in five (19.9%) 
respondents said they live in a “Mother and father household.”  One in ten (10.4%) respondents said 
they live in a household with a grandparent or other family member as head of household.  Fewer than 
one in ten respondents reported living in either a “Single father household” (2.9%) or “Foster-parent” 
household (1.3%).  In addition, about 15 percent of the respondents noted “Other” types of households.  
These responses appear below. 
 

“Other” Types of Households 

Response Frequency 

Single person household 23 

Couple, no children (married or cohabitating) 3 

Married but separated 3 

Mother and partner 1 

*Note:  Frequencies for “other” responses are not weighted. 
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19.9% 

14.9% 
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Mother & Father
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Single Father
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Figure 6: Type of Household Structure 
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Household Income 
The survey also asked respondents to indicate their households’ total income before taxes for the 
previous year.  The possible responses to this question are income categories with the first category 
being “Below $5,000.”  The other response categories range from $5,000 to $35,000, in increments of 
$5,000.  The final, and highest, category is “Above $35,000.”  The results of this question are provided in 
Figure 7.   
 

 
 
One in four (25.4%) respondents reported a total household income before taxes below $5,000.  About 
one in six (17.5%) respondents reported a household income between $5,000 and $10,000, and about 
one in ten (8.5%) cited a household income between $10,001 and $15,000.  About one in five (21.5%) 
respondents indicated a household income between $15,001 and $20,000. 
 
Fewer than one in ten respondents reported a household income: between $20,001 and $25,000 (6.7%); 
between $25,001 and $30,000 (4.6%); between $30,001 and $35,000 (2.8%); or, more than $35,000 
(3.9%). 
 
  

25.4% 

17.5% 

8.5% 

21.5% 

6.7% 

4.6% 

2.8% 

3.9% 
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$10,001 to $15,000

$15,001 to $20,000

$20,001 to $25,000

$25,001 to $30,000

$30,001 to $35,000

More than $35,000

Not sure

Figure 7: Household Income 
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Respondent Race/Ethnicity 
The survey also asked each respondent to indicate his or her race or ethnicity.  The responses to this 
question are presented in Figure 8. 
 

 
 
About seven in ten (72.2%) respondents said they are “African American/Black.”  About one in seven 
(14.9%) respondents said they are “White/Caucasian,” and about one in ten (9.0%) respondents 
indicated they are “Latino/Hispanic.”  Fewer than one in ten respondents indicated they are “Asian” 
(1.4%) or “Biracial/Multiracial” (0.7%). 
 
In addition, five respondents listed an “Other” racial/ethnic group: “Haitian” (n=2); “West Indian” (n=1); 
“Jamaican” (n=1); and, “American Indian/African” (n=1). 
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Figure 8: Respondent Race/Ethnicity 
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Employment Status 
The next question in the survey asked each respondent to indicate his or her employment status.  The 
possible responses to this question are as follows: 
 

 Employed full-time; 

 Disabled; 

 Not employed; 

 Employed part-time; 

 Retired; 

 Other. 
 
The results of this question are presented in Figure 9. 
 

 
 
About three in ten (30.7%) respondents said they are “Not employed.”  More than one in four (26.1%) 
respondents indicated that they are “Disabled” and about one in five (22.1%) said they are “Employed 
full-time.”  One in ten (10.1%) respondents said they are “Retired.”  Fewer than one in ten (7.8%) 
respondents indicated that they are “Employed part-time.”   
 
In addition, three respondents indicated “Other situations”:  “Self-Employed,” “Social Security,” “Donor 
of Plasma.” 
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Figure 9: Respondent Employment Status 
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Education Level 
The next question in the survey asked each respondent to indicate the highest level of education of the 
adult head(s) of the household.  The possible responses to this question are as follows: 
 

 8th grade or less; 

 Some High School; 

 High School Graduate; 

 Some College; 

 College Degree. 
 
The results of this question are presented in Figure 10. 
 

 
 
More than half (55.1%) of the respondents indicated they have a high school diploma or GED certificate, 
and about one in four (24.5%) said they had some high school education but had not graduated from 
high school.  About one in ten (11.1%) respondents had an 8th grade education or less.  About three 
percent of the respondents said they had some college and about seven percent said they have a college 
degree. 
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Figure 10: Respondent Education Level 
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Number of People in Household 
This question asked the respondents to indicate the total number of people in their households.   
The results for this question are shown in Table 11. 
 

Table 11: Total Number of People in Household 
 

Number of People in Household % Respondents 

1 24.3% 

2 20.4% 

3 13.1% 

4 12.9% 

5 10.9% 

6 6.1% 

7 4.6% 

8 3.8% 

9 2.5% 

13 1.3% 

14 0.1% 

15 0.1% 

 
About one in four (24.3%) respondents said they live alone.  One in five (20.4%) respondents indicated 
they live in households that have two people.  About one in eight (13.1%) respondents live in 
households that have three people and a similar number (12.9%) lives in four-person households.  About 
one in ten (10.9%) respondents live in five-person households.  About one in five (18.5%) respondents 
live in households with six or more people. 
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Number of Children, Age 5 or Younger, in Household 
The first part of this question asked respondents to indicate the number of children in their households 
that are age five or younger.  The number of children in the respondent-households is presented in 
Figure 11. 
 

 
 
Nearly three in five (58.7%) respondents indicated that no children, age five or younger, live in their 
household.  About one in six (16.9%) respondents said that one child, age five or younger, lives in their 
household.  About one in ten (11.9%) respondents indicated that two children, age five or younger, live 
in their households.  Fewer than one in ten respondents said three (7.2%), four (3.4%), or five or more 
(2.0%) children, age five or younger live in their households. 
 

Children by Age  
The second component of this question asked respondents with children, age five or younger, in their 
households to indicate the ages of each child. The distribution of children by age is presented in Table 
12. 
 

Table 12: Children by Age 
 

Age of Children in Household Total Number % (n=175) 

1 41 23.4% 

2 37 21.1% 

3 28 16.0% 

4 36 20.6% 

5 33 18.9% 

 
Respondents with children age five and younger (n=116) provided ages for a total of 175 children.  Of 
these children, about one in four (23.4%) were one year old and about one in five (21.1%) were two 

58.7% 

16.9% 
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2.0% 
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Figure 11: Children, Age 5 or Younger, in 
Household 
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years old.  About one in six (16.0%) of these children were three years old.  About one in five of these 
children were either four years old (20.6%) or five years old (18.9%). 
 

Zip Code 
The final question in the survey asked respondents to provide their zip codes.  Respondent zip codes 
appear in Table 13. 
 

Table 13: Respondent Zip Code 
 

Zip Code % Respondents 

34950 21.6% 

34947 13.3% 

33881 9.6% 

34946 4.5% 

33853 4.1% 

34982 3.6% 

33880 2.5% 

33852 2.2% 

33870 2.1% 

33823 2.0% 

33830 2.0% 

34957 1.8% 

33430 1.6% 

33843 1.5% 

33471 1.4% 

33825 1.3% 

34981 1.3% 

33440 1.2% 

33801 1.2% 

34952 1.2% 

33805 1.1% 

33898 1.1% 

33813 0.9% 

34983 0.9% 

33809 0.8% 

33844 0.8% 

34759 0.8% 

34953 0.8% 

34997 0.8% 

32958 0.7% 

33455 0.7% 

33475 0.7% 

33868 0.7% 

34962 0.7% 

34985 0.7% 

 

Page 486



 32 ALPI Community Assessment Survey 2014 

 

Zip Code % Respondents 

35953 0.7% 

39453 0.7% 

34954 0.6% 

33859 0.5% 

33860 0.5% 

33885 0.5% 

33944 0.5% 

33975 0.5% 

34948 0.5% 

34956 0.4% 

32771 0.3% 

33803 0.2% 

33810 0.2% 

33884 0.2% 

34994 0.2% 

32757 0.1% 

32773 0.1% 

32962 0.1% 

32967 0.1% 

33411 0.1% 

33435 0.1% 

33493 0.1% 

33510 0.1% 

33812 0.1% 

33837 0.1% 

33840 0.1% 

33850 0.1% 

33875 0.1% 

34145 0.1% 

34758 0.1% 

34913 0.1% 

34945 0.1% 

34951 0.1% 

34986 0.1% 

38947 0.1% 
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Results: Community Organizations 

Organization/Agency Characteristics 
 
After noting their basic contact information (see Appendix A), organizations were first asked which of a 
list of characteristics describe their agency/organization.  The results, sorted by frequency, are 
presented in Table 14.  (Please note that respondents could provide more than one answer.) 
 

Table 14: Organization/Agency Characteristics 
 

Characteristics Frequency % (N=39) 

Charitable Organization 18 46.2% 

Community Organization/Advocacy 17 43.6% 

Education 16 41.0% 

Emergency Assistance 16 41.0% 

Child Development Services 15 38.5% 

Employment and Training 14 35.9% 

Housing 13 33.3% 

Family Services (e.g. counseling) 12 30.8% 

Government Services 12 30.8% 

Information and Referral 10 25.6% 

Health Care Services 10 25.6% 

Crisis Intervention 5 12.8% 

Other (see details below) 4 10.3% 

Multi-Purpose Community Center 2 5.1% 

Mental Health Services 2 5.1% 

Church 1 2.6% 

Substance Abuse Assistance 1 2.6% 

Legal Services 0 0.0% 

 
Nearly half (46.2%) of the respondents described their organizations/agencies as a “Charitable 
Organization,” and a similar number (43.6%) chose the descriptor “Community Organization/Advocacy.” 
About two in five respondents chose “Education” (41.0%), “Emergency Assistance” (41.0%), or “Child 
Development Services” (38.5%) to describe their organizations/agencies.  About one in three 
respondents noted “Employment and Training” (35.9%), “Housing” (33.3%), “Family Services” (30.8%), 
or “Government Services” (30.8%) as organization descriptors. 
 
About one in four respondents described their agencies as “Information and Referral” (25.6%) or 
“Health Care Services” (25.6%), and one in eight chose “Crisis Intervention” (12.8%). 
 
In addition, three of the respondents included “Other” ways they would describe their organizations/ 
agencies.  These responses appear below: 
 

 Funder 

 Public Utility 

 Nutrition Assistance Program 
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Services Provided 
 
Organizations were next asked which of a list of services their agency/organization provides or supports.  
The results, sorted by frequency, are presented in Table 15.  (Please note that respondents could 
provide more than one answer.) 
 

Table 15: Services Provided by Organization/Agency 
 

Characteristics Frequency % (N=39) 

Energy Assistance 19 48.7% 

Case Management 18 46.2% 

Emergency Food 17 43.6% 

Child Care 16 41.0% 

Housing Assistance 16 41.0% 

Outreach 16 41.0% 

Employment Training/Counseling 15 38.5% 

Adult Education (e.g. ESL, GED, etc.) 12 30.8% 

After School Care 12 30.8% 

Family Counseling/Support 12 30.8% 

Parenting 12 30.8% 

Financial Assistance 11 28.2% 

Other 11 28.2% 

Advocacy 10 25.6% 

Children with Disabilities 9 23.1% 

Emergency Shelter 9 23.1% 

Health Care 9 23.1% 

Health Education 9 23.1% 

Teen Services 9 23.1% 

Transportation 8 20.5% 

Emergency Clothing 7 18.0% 

Nutrition (WIC) 7 18.0% 

Literacy 6 15.4% 

Prenatal Care 6 15.4% 

Summer School 6 15.4% 

Special Services 5 12.8% 

Language Assistance 4 10.3% 

TANF 4 10.3% 

Immigration/Naturalization 3 7.7% 

Legal Assistance 2 5.1% 

Foster Care 1 2.6% 

 
Nearly half of the respondents said their organizations provide “Energy Assistance” (48.7%) or “Case 
Management” (46.2%) services.  About two in five respondents said their agencies provide “Emergency 
Food” (43.6%), “Child Care” (41.0%), “Housing Assistance” (41.0%), “Outreach” (41.0%), or “Employment 
Training/Counseling” (38.5%) services. 
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Nearly one in three respondents indicated that their organizations provide “Adult Education (e.g. ESL, 
GED, etc.)” (30.8%), “After School Care” (30.8%), “Family Counseling/Support” (30.8%), or “Parenting” 
(30.8%) services.   About one in four respondents said their agencies provide services related to 
“Financial Assistance” (28.2%), “Advocacy” (25.6%), “Children with Disabilities” (23.1%), “Emergency 
Shelter” (23.1%), “Health Care” (23.1%), “Health Education” (23.1%), or “Teen Services” (23.1%).   
 
About one in five respondents said their organizations provide services related to “Transportation” 
(20.5%), “Emergency Clothing” (18.0%), or “Nutrition (WIC)” (18.0%). 
 
In addition to the services listed in the table, eight “Other” responses related to services were noted by 
respondents.  These responses appear below: 
 

 Community Corrections, Veterans Outreach, School Crossing Guard 

 Volunteer Mentors 

 Workforce Services, Small Business Assistance, Weatherization, Community Development, Social 
Services 

 Meals on Wheels, RSVP, Supervised Visitation, Weatherization Assistance Program, Congregate 
Meals 

 Funding to qualified non-profits in the area of education, income and health 

 Work with the North East Recreational Center 

 Weatherization Programs, Medical Examiner’s Office, CDBG 

 Health Department Pediatric Dental Services  
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Barriers to Low-Income Families Receiving Assistance 
 
The next question in the survey asked respondents to indicate the five greatest barriers to low-income 
families receiving assistance in their community.  The results, sorted by frequency, are presented in 
Table 16.  (Please note that respondents could provide up to five responses each.) 
 

Table 16: Barriers to Low-Income Families Receiving Assistance 
 

Barriers Frequency % (N=38) 

Lack of transportation 28 73.7% 

Lack  of awareness of services 23 60.5% 

Length of waiting lists 23 60.5% 

Eligibility requirements 21 55.3% 

Lack of child care 18 47.4% 

Language barriers 12 31.6% 

Conflicting rules/requirements among providers 7 18.4% 

Lack of accessibility to services for the disabled 7 18.4% 

Location of assistance agencies 6 15.8% 

Days of the week agencies are open 6 15.8% 

Hours agencies are open 5 13.2% 

Comfort level with staff/agencies 5 13.2% 

Service fees 4 10.5% 

Months services are available 3 7.9% 

Housing for temporary workers 2 5.3% 

 
Nearly three in four (73.7%) respondents indicated that “Lack of transportation” is one of the five 
greatest barriers to low-income families in the community receiving assistance.  About three in five 
respondents said that “Lack of awareness of services” (60.5%) or “Length of wait lists” (60.5%) is one of 
the five greatest barriers to receiving assistance.  More than half (55.3%) of the responding agencies said 
that “Eligibility requirements” are one of the five greatest barriers to low-income families receiving 
assistance, and a similar percentage (47.4%) reported that “Lack of child care” is one of the five greatest 
barriers.   
 
About one in three (31.6%) respondents noted “Language barriers” as one of the primary barriers to 
low-income families receiving assistance.  About one in five responding agencies indicated that 
“Conflicting rules/requirements among providers” (18.4%) or “Lack of accessibility to services for the 
disabled” (18.4%) is among the five greatest barriers to low-income families receiving assistance. 
 
In addition to the barriers listed in the table, five “Other” responses were noted by respondents: 

 Availability of childcare & other services during non-traditional hours; lack of coordinated/bundled 

services 

 Lack of insurance or medicine 

 Lack of employment opportunities, mental health issues and services, case management 

 Housing assistance 

 Funds availability  

Page 491



 37 ALPI Community Assessment Survey 2014 

 

Perception of Changes in Service Availability 
 
The next question asked organizations: “Do you think service availability for low-income families in our 
community has increased, stayed the same, or decreased over the last year?”  The results are presented 
in Figure 12. 
 

 
 
About one in three (31.6%) respondents indicated that service availability for low-income families in the 
community has “increased” over the last year, while a similar percentage (34.2%) said service availability 
has “stayed the same.”  About one in five (21.1%) respondents indicated that service availability for low-
income families in the community has “decreased” over the last year.  About one in eight (13.2%) of 
those responding said they “don’t know” how service availability has changed over the past year. 
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Perception of Changes in Low-Income Families 
 
The next question asked organizations: “Do you think the number of low-income families in our 
community has increased, stayed the same, or decreased over the last year?”  The results are presented 
in Figure 13. 
 

 
 

More than two in three (69.2%) respondents indicated that the number of low-income families in the 
community has “increased” over the last year.  About one in eight (12.8%) respondents said the number 
of low-income families has “stayed the same” and just one respondent (2.6%) said the number of low-
income families in the community has “decreased” over the last year.   
 
Respondents were next asked to indicate why they think the change they indicated has occurred.  The 

open-ended responses are grouped and presented below.  The full list of open-ended responses appears 

in Appendix B. 

Response Frequency 

Unemployment / Job loss / Job availability 14 

The economy 7 

More families moving into area 3 

High cost of living 2 

Lack of education / Qualifications 2 

Transportation 1 

Foreclosures / Home loss 1 
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Child Care Services 
 
The survey next asked a series of questions about child care for low-income families. 
 

Need for Services 
The first question in this section asked those organizations that serve low-income families whether 
those families are able to obtain the child care services they need.  The results from the 29 organizations 
that serve low-income families are presented in Figure 14. 
 

 
 
About half (48.3%) of responding organizations that serve low-income families indicated that those 
families are able to obtain the child care services they need.  More than one in four (27.6%) of these 
respondents indicated that low-income families are not able to obtain the child care services they need, 
and nearly as many (24.1%) said they “don’t know” whether the families they serve are able to obtain 
child care services they need. 
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Child Care Service Providers 
The respondents that indicated that at least some of the low-income families they serve are able to 
obtain child care services were next asked: “Who most often provides child care services for low-income 
families you serve?”  The results are presented in Figure 15.  
 

 
 
Most of the respondents (n=5) that indicated that at least some of the low-income families they serve 
are able to obtain child care services did not know who provides this childcare.  Four of these 
respondents said that those families most often receive child care from “Family members,” and four 
low-income families they serve receive child care from “Day care.”  In addition, one of these 
respondents indicated “Other” child care providers for the families they serve.  This response appears 
below: 
 

 ALPI  
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Figure 15: Child Care Providers n=14 

Page 495



 41 ALPI Community Assessment Survey 2014 

 

Reasons for Lack of Child Care Services 
 
The respondents that indicated that the low-income families they serve are not able to obtain child care 
services were next asked to indicate the reasons why their clients are unable to secure child care 
services.  The results are presented in Figure 16.  Please note that respondents could provide more than 
one answer. 
 

 
 
Six of the respondents that indicated that the low-income families they serve are not able to obtain child 
care services said that their clients are unable to secure child care services because the “Families cannot 
afford child care.”  Four of these respondents noted that “Available child care doesn’t meet [the 
families’] work hours.”  One of these respondents offered “Other” reasons why their clients are unable 
to secure child care services.  This reason is detailed below. 
 

 Wait list for subsidized care 
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Additional Comments 

Finally, responding organizations were asked to provide any other comments or suggestions for helping 
ALPI meet the needs of low-income families in the community.  These responses appear below. 

 “Child care is necessary! For people who work. Many of our clients do not work.”

 “WIC has office in Ft Pierce at Health Department on 714 Ave C 34950 Hours are M 9:30-
6:30pm/ T-F 8am-5pm”

 “Keep doing a great job; Future fatherhood program is outstanding.”

 “Child care services are provided part time for EHS, but parents are not financially able to pay
for before or after care, without financial assistance from the Early Learning Coalition.”

 “Housing is so expensive in Naples, we have families in temporary or no housing, the city is so
rich yet people can't find cheap housing.”

 “Need more facilities on vouchers for local providers”

 “It needs to be more affordable”

 “Listen to some families, even if they work, most of it goes to daycare and they don't see
themselves getting ahead.”
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Appendix A: Contact Information for Responding Organizations 
 

United Way of St. Lucie County 
4800 S. US 1 

Ft. Pierce, FL 34982 
M-F 8:00AM-5:00 PM 

 

Mana Ministries of Lake Placid 
46 Kent Ave. 

Lake Placid, FL 33852 
M-F 9:30AM-1:00PM 

ALPI Queen Townsend Head Start Center 2 
2202 Avenue Q 
Fort Pierce, FL  

 
ALPI, Inc. 

PO BOX 3126 
Winter Haven, FL 33885 

Council on Aging 
700 Generation Point 
Kissimmee, FL 34744 

7:00AM-5:00PM 

 

Society of St. Vincent de Paul, 
St. Christopher Conference, Inc. 

12001-D SE Federal Highway 
Hobe Sound, FL 33455 
M-F 9:00AM-12:00PM 

Pinellas Opportunity Council, Inc. 
501 Ave North, Suite 517 
St. Petersburg, FL 33701 

M-F 8:30AM-5:30PM 

 
Concerned Citizens of Winter Haven 

3375 South Ave 
Banton, FL 33830 

Florida Housing Financial Corporation 
227 N. Bronough St., Suite 5000 

Tallahassee, FL 32301 
8:00AM-5:00PM 

 

Brevard County Housing & Human Services Dept. 
2725 Judge Fran Jamieson Way B-203 

Viera, FL 32940 
M-F 8:00AM-5:00PM 

East Coast Migrant Head Start Program 
107 6th Street SE 

Fort Meade, FL 33841 
M-F 8:00AM-5:00PM 

 

Agriculture and Labor Program 
PO BOX 3126 

Winter Haven, FL 33885 
8:00AM-5:00PM 

ALPI/LIHEAP/Macedonia Church 
1003 3rd Avenue N 
Naples, FL 34102 

Varies, W-TH 10:00 

 

The Agricultural & Labor Program, Inc. 
300 Lynchburg Road 
Lake Alfred, FL 33850 

M-F 

DCF/Child Care Regulations 
337 North US Highway 1 

Ft. Pierce, FL 34950 
8:00AM-5:00PM 

 

Children’s Services Council of St. Lucie County 
546 NW University Blvd., Suite 102 

Port St. Lucie, FL 34986 
M-F 8:00AM-5:00PM 
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Florida Villa Community Development Corporation 
111 Avenue R NE 

Winter Haven, FL 33881 
M-F 9:00AM-5:00PM 

Agriculture and Labor Program 
Winter Haven, FL 33885 

Big Brothers Big Sisters of the Sun Coast, Inc. 
279 US 27 North 

Sebring, FL 33870 
8:00AM-4:30PM 

Citrus County Housing Services 
2804 W. Marc Knighton Ct. 

Lecanto, FL 34461 
M-F 8:00AM-5:00PM 

Florida Department of Health in St. Lucie County 
5150 NW Milner Street 
Port St. Lucie, FL 34983 

M-F 8:00AM-5:00PM 

Florida Dept. of Health St. Lucie, WIC Program 
531 NW Lake Whitney Place, Suite 101 

Port St. Lucie, FL 34986 
M 10:00AM-7:00PM, T&TH 8:00AM-5:00PM,  

W 8:30AM-6:30PM, F 8:00AM-2:00PM 

Manatee Community Action Agency, Inc. 
302 Manatee Ave. East, Suite 322 

Bradenton, FL 32408 
M-F 8:00AM-5:00PM 

ALPI, Inc. 
300 Lynchburg Road 
Lake Alfred, FL 33850 
M-F 8:00AM-5:00PM 

ALPI, Inc. 

ALPI 
300 Lynchburg Road 
Lake Alfred, FL 33850 
M-F 8:00AM-5:00PM 

ALPI 
300 Lynchburg Road 
Lake Alfred, FL 33850 
M-F 8:00AM-5:00PM 

ALPI 
300 Lynchburg Road 
Lake Alfred, FL 33850 
M-F 8:00AM-5:00PM 

Florida Department of Economic Opportunity 
107 E. Madison Street MSC-400 

Tallahassee, FL 32399 
M-F 8:00AM-5:00PM 

Duke Energy 
3300 Exchange Place, NP2A 

Lake Mary, FL 32746 
8:00AM-5:00PM 

Indian River State College 
3209 Virginia Ave 

Ft. Pierce, FL 34981 

Hendry Glades Mental Health Clinic 
601 W Alverdez Ave 
Clewiston, FL 33440 
M-F 8:00AM-4:00PM 
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Mid-Florida Community Services, Inc. 
820 Kennedy Blvd. 

Brooksville, FL 34601 
M-F 8:00AM-5:00PM 

 

Economic Opportunities of Indian River County, Inc. 
1798 NW 9th Avenue 

Okeechobee, FL 34972 
8:00AM-4:00PM 

Economic Opportunities Council of IRC 
2455 St. Lucie Ave. 

Vero Beach, FL 32960 
M-F 9:00AM-5:00PM 

 

Agriculture and Labor Program 
PO BOX 3126 

Winter Haven, FL 33885 
8:00AM-5:00PM 

 

*Note: Three respondents did not provide background on their organizations. 
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Appendix B: Verbatim Open-ended Responses from Question 5A 

Lack of available jobs; high cost of rent and utilities; lack of education 

More people moving here 

High unemployment 

The number of families that come to us for assistance has grown because of foreclosure and job 
loss. 

Availability of entry, non-professional and professional job still lacking 

Cost of Living increase, unemployment rates in certain communities. 

Lack of jobs 

Economy 

More families moved into the area 

Lack of jobs, low income 

The economy took a dive, although there has been a change, it is not enough 

Lack of work in Citrus, no jobs available/transportation to & from 

Lack of jobs 

Economy of St Lucie County not fully recovered 

Lack of jobs & qualifications of citizens 

Economy 

Economic crisis, lack of employment opportunities 

Unemployment 

Same level of service demand 

Increase in eligible families for services 

Employment has decreased in our community 

Not enough community 

Lack of jobs paying decent wages 

Data over past 3 years shows increase 

All the economic indicators for Hendry County are still bad 

Slight economic recovery slowed demand 
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The Agricultural and Labor Program, Inc. 
Program/Services Directory 

(Lake Alfred, Winter Haven, Deland, Avon Park & Ft. Pierce) 

800‐330‐3491 863‐956‐0349 
863‐956‐3491 863‐956‐3764 
863‐956‐3492 863‐956‐1348 
863‐956‐4478 863‐956‐4938 

FAX NUMBERS    CONFERENCE ROOM 
863‐956‐3357    863‐956‐0147 
863‐956‐5560   

ADMINISTRATION & OPERATIONS 
Johnson, Deloris – CEO    Ext. 206 
Johnson, Marnita Ext. 200 
Buford, Sarah  Ext. 234 
Smith, Twila ‐ O & QC Director    Ext. 204 
Breakroom  Ext. 214 
Conference Room Ext. 216 

BUDGET & FINANCE 
Gniewek, Dennis ‐ Director Ext. 210 
Davis, Kenneth  Ext. 208 
DeSimone, Lisa  Ext. 207 
Rivera, Maribel  Ext. 209 
Robinson, Lynda   Ext. 211 

HUMAN RESOURCES 
Samuel, Christine ‐ Director    Ext. 202 
Tomberlin, Lisa  Ext. 203 

CHILD DEVELOPMENT & FAMILY SERVICES 
VACANT ‐ Div. Deputy Director    Ext. 215 
VACANT  Ext. 231 
Walker, Hilda  Ext. 233 
Armstrong, Bessie Ext. 238 

COMMUNITY & ECONOMIC DEVELOPMENT 
Miller, Albert ‐ Div. Deputy Director  Ext. 212 
Cuker, Shelia  Ext. 201 

COMMUNITY SERVICES 
Burnham, Cheryl ‐ LIHEAP Director  Ext. 224 
Baker, Katrina   Ext. 219 
Jardinez, Donna  Ext. 221 
Diaz, Yartiza  Ext. 222 
Creech, Michelle Ext. 223 
Taylor, Grenea (FVCDC)    863‐299‐3173 
Ramirez, Jose (FVCDC)    863‐299‐2995 
Leveridge, Stacey (Avon Park) 863‐657‐2076 

ECONOMIC SERVICES 
Lee‐Yang, Pahoua ‐ CSBG Director  Ext. 218 
Mong, Candace  Ext. 243 
Stickney, Fred (New Horizon) 863‐875‐5585 
Armstead, Sheila (New Horizon)    863‐268‐8205 
Harris, Sophia (Family Fundamentals)  863‐686‐1221 Ext. 244 
Louis, Ebony (Avon Park) 863‐657‐2104 
Astorga, Patricia (LaBelle)    863‐946‐0298 

Project Achieve 
Deland ‐ Volusia County Office 

Gaytan, Robert 
Sanchez, Claudia 
386‐624‐6912 

386‐624‐6917 (FAX) 
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Revised Jan. 2017 

Eastern Administrative Office Phone Directory 
Betsy Aguilar   10 Myrna Rodriguez    11 Eva Sohl    13 
Diana G. Contreras   14 Elizabeth Young      15 Alisa Thornton      16 
ECEC     17 Deloris Johnson   18 Germain Louis      19  
Anna Holmes     20 Donita Brunson    21 Iris Rivera   22 
Jewel Whitehead   25 Lisandra Concepcion    27 William Hopkins    28 
Ana Cendejas   30 CAT Program/Media Center   32 Conference Room B       34/35 
Latonya Robinson    36 Conference Room C        38 Auditorium/Cafeteria     29 

ALPI Administrative Office 
Head Start/Early Head Start 

Myrna Rodriguez, POD 
2202 Avenue Q, Fort Pierce, FL 34950 

(772) 466-2631 Toll Free (800 ) 791-3099 
Fax Front (772) 466-3886 / Back (772) 464-3035 

ALPI Central Office 
300 Lynchburg Road 

Lake Alfred, FL 33850 
(863) 956-3491 

Toll Free (800) 330-3491 
 Fax (863)956-3357 

ALPI Frostproof CDC 
Aletta Stroder, POD 
701 Hopson Road 

Frostproof, FL 33843 
(863) 635-3396 

  Fax (863)635-0185 

ALPI Computer Assisted Tutorial 
Program 

Anna Holmes, Program Coordinator 
2202 Avenue Q, Fort Pierce, FL 34950 

(772) 466-2631 
Fax (772)466-3886 

Loving Care CDC 
Mary Logsdon, Owner 
1207 S. 28th Street 

Fort Pierce, FL 34947 
(772) 464-1518 

Fax (772)465-0651 

 Learning Tree Academy 
Elsie Salter, Owner 

2808 Avenue D 
Fort Pierce, FL 34947 

(772) 464-2988 
  Fax (772)464-0155 

Jumpstart Dev. Center 
Kiuwana Shipman 
1068 Pine Avenue 

Lake Wales, FL 33853 
(863) 679-3250 

  Fax (863)679-3253 

ALPI Child Development and 
Family Services Center 
198 N.W. Marion Avenue 
Port St. Lucie, FL 34983 

CDSM - Crystal Dames 
CDSC - Charline Celestin 
AA - Lacey Bissell 
FSW - Juanita Deloera 
FSW - Amy Nunez 
FSW - Audrey Brown 

772-879-4944  
772-879-4272 
772-879-4377 
772-879-4966 Fax  

772-343-7915        
772-343-7916 
772-343-7918 Fax  

ALPI Francina Duval Head Start 
Center 
1035 South 27th Circle 
Fort Pierce, FL 34950 

CDSM - Mary Brunson 
AA - Jennifer Cordova 
FSW - Margie Houston 

772-461-0398        
772-461-0891 
772-461-1024 Fax  

ALPI Garden Terrace Head Start 
Center 
1110 North 32nd Street 
Fort Pierce, FL 34950 

CDSM - Sandra Monroe 
AA – Ernesia Frazier 
FSW - Jennifer Hall 
FSW - Cynthia Thomas 

772-468-0300        
772-468-0210 
772-468-3737 Fax  

ALPI George W. Truitt Family 
Services Center 
1814 North 13th Street 
Fort Pierce, FL 34950 

CDSM - Donna Hammond 
AA – Nathalie Isles 
FSW - Kelcey Williams 
FSW - Miriam Crumbley Warren 

772-464-4452        
772-465-3121 
772-465-1045 Fax  

ALPI Lincoln Park Head Start 
Center 
1400 Avenue M 
Fort Pierce, FL 34950 

CDSM - Glenda Johnson 
AA - Edelia Rodriguez 
FSW - Karen Foxx 
FSW - Mario Camacho 

772-464-6061        
772-464-7396 
772-464-5349 Fax  

ALPI Queen Townsend Head Start 
Center II 
2202 Avenue Q 
Fort Pierce, FL 34950 

CDSM - Ellen Bradley 
CDSC - Elnora Hall 
CDSC - Carol Smith 
AA - Sharee McBride-Coke 
FSW - Ana Wilson 
FSW - Cindy Thomas 
FSW - Yolanda Cunningham 
FSW - Karla Toole 

772-429-8889  
772-429-2446 

772-464-7354        
772-468-0904
772-464-1341 Fax  
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GOAL 1:  Create Additional Educational Experiences and Opportunities for Staff 

Objective - Develop a better educated and more highly skilled workforce. 
Benchmark – Every employee will participant in and maintain a professional development plan as provided for in ALPI’s Policies 

and Procedures. 

Objective - Provide more professional development opportunities. 
Benchmark - Professional development opportunities will be provided annually for a minimum of 50% of the total staff. 

Objective - Provide professional development activities for staff. 
Benchmark – At least one professional development activity will be provided for all staff annually. 

Objective - Make available additional educational opportunities. 
Benchmark – All staff will have the opportunity to apply for assistance to enhance or improve his/her education. 

GOAL 2:  Devise a Plan Of Upward Mobility Within The Agency 

Objective - Provide individual opportunities for creativity. 
 Benchmark - Intra-department project participation will be available in conjunction with at least one Agency-wide activity per 
year. 

Objective - Allow opportunities for advancement within the Agency. 
Benchmark -  Advancement opportunities for employees with demonstrated competency will occur as provided for in ALPI’s 

Policies and Procedures. 

Objective - Create an incentive package connected with higher credentials. 
Benchmark -  Policies and procedures will be revised, as needed, to reward employees who complete a planned program of 

professional development related to their job assignments. 
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GOAL 3:  Partner With Other Entities For More Efficient Service Delivery 

Objective - Explore membership in community service organizations and aggressively seek fundraising opportunities with banks, 
vendors, etc. 

Benchmark - Each member of the Senior Management Team will maintain active membership in at least one community service 
organization, attend meetings regularly, and use available opportunities to market ALPI’s programs and seek support for same. 

Benchmark – All other employees will be encouraged to participate in community services or activities. 

Objective – Partner on collaborative projects with other entities. 
 Benchmark – ALPI will identify, whenever possible, organizations with which to partner to advance a project that increases 
and/or improves ALPI’s available services. 

Objective - Increase the funding base. 
Benchmark – ALPI’s budget will increase by 10% in five (5) years, if funding becomes available. 

Objective - Take advantage of a favorable political climate – work with those more inclined to support human service 
organizations. 

Benchmark – ALPI will be marketed with a minimum of two (2) events each year designed to promote its programs and seek 
additional support. 

Objective - Secure funding from diverse and/or non-traditional sources. 
Benchmark – ALPI will seek funding from non-public entities for a total of 5 new sources by 2018. 

Objective - Apply for grants in a timely manner when money is available. 
Benchmark – ALPI will apply for a minimum of one (1) new grant annually. 

Goal 4:  Target New Areas of Expansion 

 Objective - Expand programmatic thrusts. 
 Benchmark – New programs will be offered based on interest/need as identified in the Community Needs Assessment when 

funding is available. 

Objective - Expand the service base, increase funding, and seek funding from foundations. 
Benchmark – ALPI will offer new program(s) throughout the state where none exist, based on fund availability. 
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Objective - Consult with human service agencies in crisis in Florida when the opportunity presents itself. 
Benchmark - When possible, ALPI will review and propose programs in areas where none are available  due to abandonment by 

an agency or discontinuation of services by organizations. 

Objective - Increase the client base. 
Benchmark – Services to families increase commensurate with the availability of funds.  When necessary, a “waiting list” of clients 

seeking assistance will be maintained by ALPI. 

Objective - Continue to upgrade new technology. 
Benchmark – ALPI will revise and update, when appropriate, its technology plan, as needed. 

Goal 5:  Enhance Program Development for and Service Delivery to Children and their Families 

Objective - Create opportunities for academic success for children. 
 Benchmark – Student performance will be evaluated a minimum of twice per year to develop individual training plans for each 
student, as appropriate. 

Objective – Offer or expand a Voluntary Pre-K program for the summer months. 
Benchmark – Voluntary Pre-K programs during the summer months, will be offered when funds become available. 

Objective – Create more assistance for parents. 
Benchmark – At least one new program for parents will be made available annually based on funding availability. 

Objective – Include leadership development for parents as early as the child’s enrollment into preschool. 
Benchmark – The fatherhood program or a similar program, if offered, will provide a minimum of one (1) new opportunity annually. 

Objective – Focus on academic and skill development training for children and clients. 
 Benchmark – Each client , child or parent seeking assistance will receive an informal evaluation to determine suitability for 
enrollment into a job-training program for an increase in enrollments of, a minimum of, 10% into job training/placement programs. 

Objective – Assist clients in becoming upwardly mobile, especially in the job market. 
 Benchmark – ALPI will partner with other organizations to provide employability skills training to clients for an increase 
participation through 2018. 

Objective - Create new training and/or educational programs based on market trends and the needs of the community. 
Benchmark – Based on the results of the Community Needs Assessment, a total of two new programs will be developed by 2018.    
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FINANCE/FUNDRAISING
• IRS Determination Letter
• Certificate of Tax Exemption
• Certificate of Status
• Solicitation of Contribution Registration
• Donations and Sponsorships (See 2018 Annual Corporate Meeting & Luncheon Booklet)

• Advisory Council Fundraising Activities/Scholarships (sample)
• Employee Contributions
• Audited Financials
• IRS Form 990
• Funding Sources
• Operating Budget
• Banking Institutions
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SCHOLARSHIP	
GUIDELINES	
The Agricultural and Labor Program, Inc. Community Action Partnership 
ALPI Central Regional Advisory Council 
ARABELL WIGGINS SCHOLARSHIP 

(revised 8/17) 

DRAFT
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ALPI	Central	Region	Arabell	Wiggins	Scholarship	 Page	2	
 

Scholarship Program Overview 
1. Purpose 

The Agricultural and Labor Program,  Inc.  (ALPI) believes that  it  is a critical time  for the 

organization to expand efforts to make higher education a reality for qualified high school 

graduates. It is also the belief of the ALPI organization that by seizing this opportunity, we 

as an organization via our Regional Advisory Councils, can provide a viable gateway  to 

sustainable, long‐term economic benefits to these graduates and the ALPI Central Region 

communities.  

The ALPI further believes that because our world has become more technical as well as 

more competitive, a high school education  is not sufficient to get a good  job. The ALPI 

Central Region communities like all communities throughout the nation, needs a growing 

educated and skilled workforce to compete in today’s global marketplace. Therefore, the 

creation of  the Arabell Wiggins Scholarship will provide an opportunity  for an eligible 

Central Region graduate to continue their education to improve their chances of getting 

a good job and ultimately secure and maintain self‐sufficiency. 

2. Scholarship Award  

A scholarship award in the amount of $500.00 and a certificate will be awarded for 1 year 
to an eligible graduate(s) selected by the Central Regional Advisory Council’s Scholarship 
Committee. 

3. Eligibility Criteria 

 Applicant  must  be  a  resident  of  the  Central  Region  (Winter  Haven,  Bartow, 
Auburndale, Polk City,  Lake Alfred, Haines City, Davenport, Mulberry, or  Lakeland, 
etc). 

 Applicant must be a graduating high school senior in the year the award is presented. 

 Applicant must  have  been  accepted  into  community  college  or  university  for  the 
current award year. 

 Applicant’s family may or may not have received services from one of The Agricultural 
and Labor Program, Inc. affiliated programs. 
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ALPI	Central	Region	Arabell	Wiggins	Scholarship	 Page	3	
 

4. Application Process 

Applicant must submit in order listed the following items: 

 Completed application form (if handwritten, must be legible). 

 Written  Letter  of Application  addressed  to  the  Scholarship  Committee.  The  letter 
should  contain  a  brief  explanation  of  career  goals  and  biographical  (background) 
information. 

 Acceptance letter or proof of college enrollment for current year. 

 Statement of financial need that ties into and describes the services that may or may 
not  have  been  received  from  The  Agricultural  and  Labor  Program,  Inc.  affiliated 
programs. 

 Three (3) letters of recommendations from significant persons in your school, church 
or community (must be signed). 

 An official and most recent high school transcript with cumulative grade point average 
and a class standing/rank. 

 Personal  Essay  including  personal  educational  goals  and  career  objectives  (not  to 
exceed 300 words). 

5. Deadline Date 

The  201          deadline  date  to  submit  the  application   is                 .  
Applications  postmark   after   this  date  will  not  be   considered.   Please  mail  
or  deliver  application   in  person  to:    

      The  Agricultural  and  Labor  Program,   Inc.      
      Central  Regional  Advisory  Council          
      Arabell  Wiggins  Scholarship  Committee      
      Attention:  Twila  Smith              
      300  Lynchburg  Road              
      Lake  Alfred,  FL  33850    

6. Method of Payment 

Scholarship funds will be awarded to the selected applicant upon evidence of registration 
and acceptance  in an accredited post  secondary  institution. Payment  in  the  form of a 
check will be payable to the applicant.  

7. Criteria for Selection 

Each neatly printed or typed application must be accompanied by: 

 Written Letter of Application addressed to the Scholarship Committee.  
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ALPI	Central	Region	Arabell	Wiggins	Scholarship	 Page	4	

 Three (3) letters of recommendations (signed) from significant persons in your school,
church or community.

 An official and most recent high school transcript with cumulative grade point average
and a class standing/rank.

 Personal  Essay  including  personal  educational  goals  and  career  objectives  (not  to
exceed 300 words).

 Proof  of  enrollment  or  proof  of  acceptance  in  an  accredited  institution  of  higher
learning.

 Statement of financial need that ties into and describes the services that may or may
not  have  been  received  from  The  Agricultural  and  Labor  Program,  Inc  affiliated
programs.

Note:   Failure   to   meet   any   of   the   above   will  result   in   automatic  
elimination.  

8. Rating Criteria

Criteria  Maximum Points 

1. Completeness of Information 20 points 

2. Letters of reference or recommendations 15 points 

3. G.P.A. or test Scores 20 points 

4. Financial need 25 points 

5. Personal Goal Statement 10 points 

6. Community Service 10 points 

Total Points  100 points 

9. Notification of Scholarship Award

The   applicant   selected   will   be   notif ied   by  mail   within   60   days   from   the
application  deadline  date.
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The Agricultural and Labor Program, Inc. 
Central Region Advisory Council 

Arabell	Wiggins	Scholarship	Application	
(Revised 8/17) 

All forms and letters must be signed where requested by students, parents, guidance counselors or individuals making 
recommendations in order for your application to be considered for any the scholarship. 

1 

PLEASE SUBMIIT THE ITEMS IN THE ORDER LISTED BELOW WITH YOUR COMPLETED APPLICATION 

1. Written Letter of Application addressed to the Scholarship Committee.
2. Three (3) letters of recommendations (must be signed).
3. An official and recent high school transcript with cumulative grade point average and a class

ranking/rank.
4. Personal Essay including personal educational goals and career objectives (not to exceed 300

words).
5. Proof of enrollment or proof of acceptance in an accredited institution of higher learning.
6. Statement of financial need.

Note: Failure to meet any of the above requirements will result in automatic elimination. 

CERTIFICATION:  Both information on this form and the supplemental information provided are 
true and complete  to  the best of my knowledge.  I understand  that all documents  requiring 
signature guidance counselors, parents and/or individuals providing letters of recommendations 
must be signed or my application will not qualify for consideration. 

Applicant’s Signature  Date 

Parent’s Signature  Date 

DRAFT
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The Agricultural and Labor Program, Inc. 
Central Region Advisory Council 

Arabell	Wiggins	Scholarship	Application	
(Revised 8/17) 

All forms and letters must be signed where requested by students, parents, guidance counselors or individuals making 
recommendations in order for your application to be considered for any the scholarship. 

2 

Please type or print legibly all applicable information and return completed application and all requested information (in 
order) to:  

The Agricultural and Labor Program, Inc. 
Central Region Advisory Council Scholarship Committee 

c/o Twila Smith 
300 Lynchburg Road 
Lake Alfred, FL   33850

Deadline Due Date:   

STUDENT INFORMATION 

Name: 

Last  First  Middle 

Mailing Address:

City, Zip Code 

Telephone:  Date of Birth: 

High School Attended:  School Phone: 

Guidance Counselor Signature:  SAT Score:  ACT Score: 

Weighted GPA:  Unweighted GPA: 

College you plan to attend:  Major: 

PARENT INFORMATION 

Father/Guardian  Mother/Guardian 

Name:  Name: 

Address:  Address: 

City, Zip Code  City, Zip Code 

Annual Income:  Annual Income: 

Number and ages of children in household: 

Number and ages of children in college (not including applicant): 

DRAFT
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The Agricultural and Labor Program, Inc. 
Central Region Advisory Council 

Arabell	Wiggins	Scholarship	Application	
(Revised 8/17) 

All forms and letters must be signed where requested by students, parents, guidance counselors or individuals making 
recommendations in order for your application to be considered for any the scholarship. 

3 

Activities (Make certain to indicate any leadership positions held and dates of service) 

School (extra‐curricular activities): 

Academic Awards, Special Recognitions or Honors: 

Community Awards/Service (Please include place and hours of volunteer service): 

Work Experience (Please include hours worked per week and length of employment: 

Special Interest or Hobbies: 

Other Scholarships already received: 

DRAFT

Page 519



M E M O R A N D U M 

TO: All ALPI Full‐time Employees 

FROM:            Deloris Johnson, CEO 

DATE:             October 18, 2017 

SUBJECT:  ALPI  2018  Annual  Meeting  Luncheon  and  Annual  Employee  Training 
Conference 

This year we will be celebrating 50 years of “Providing A Constant Flow of Community
Services”  to  our  children  and  families.    This  event will  be  celebrated  via  a  luncheon 
meeting on Saturday, January 27, 2018.  For your consideration, I would like to request 
a one‐time voluntary contribution of $35.00  towards  this event. Your contribution can 
be made via a  lump sum payment of $35.00 or a minimum payroll deduction as  low as 
$3.50 per pay period (see attached commitment form).  

The Annual Employee Training Conference will be held on Friday & Saturday, January 26 
& 27, 2018 at  the Rosen Centre Hotel  in Orlando.   For all  regular  full‐time employees, 
your attendance will be required on Friday & Saturday.   The Rosen Centre will be your 
work location for these two days with the agency covering the cost for shared overnight 
accommodation and transportation.  Additional information will be forthcoming via your 
Director/Supervisor. 

I  am  requesting  the  attached  commitment  form  be  completed  and  returned  by  ALL 
full‐time employees no later than Friday, November 3, 2017. 

As  always,  thank  you  in  advance  for  your  continued  voluntary  support  of  the  ALPI 
Organization. Should you have any questions and/or concerns, please feel free to direct 
them to my attention. 

DJ/ts 

Enclosure 

The Agricultural and Labor Program, Inc. - PROVIDING A CONSTANT FLOW OF COMMUNITY SERVICES 
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ACKNOWLEDGMENT/COMMITMENT FORM 
Annual Meeting & Staff Training Conference 

January 26‐27, 2018 

I acknowledge receipt of the 2018 Annual Meeting & Staff Training Conference Memo 

AND 

PLEASE CHECK (√) ONE OF THE FOLLOWING RESPONSES: 

I would like to make the following voluntary commitment: 

One‐time payment of $35.00 (see attached check or money order) 

One‐time payment of $35.00 via payroll deduction, effective             

Bi‐weekly payments (i.e. $3.50, $5.00) via payroll deduction, effective  
FINAL COMMITMENT/PAYMENT IS TO BE RECEIVED BY JANUARY 5, 2018 

Other – Please address comments/concerns to the attention of Deloris Johnson, CEO 

Printed Name  Date 

Note:  It  is  your  responsibility  to  ensure  that  this  completed  FORM  is  returned  by  the  deadline  date  of 
November 3, 2017.  Faxes will be accepted via Marnita Johnson @ 863/956‐3357 or 863/956‐5560. 

The Agricultural and Labor Program, Inc. ‐ PROVIDING A CONSTANT FLOW OF COMMUNITY SERVICES SINCE 1968 
AN EQUAL OPPORTUNITY EMPLOYER 
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2017/2018 
FUNDING SOURCES 

 DHHS/ACF Head Start
 Frostproof Child Development Center
 USDA Food
 FL Department of Economic Opportunities
 United Way of St. Lucie County
 United Way of Central Florida
 Florida Non‐Profit Housing, Inc.
 Children’s Services Council of St. Lucie County
 City of Ft. Pierce
 County of St. Lucie
 Department of Education (Adult Migrant Division)
 Florida Department of Health
 Early Learning Coalition of Polk County
 Early Learning Coalition of St. Lucie County
 St. Lucie County School Board
 HUD
 ATEC
 Homeless Coalition/Emergency Solution Grant
 E‐Rate
 Client Fees
 Fundraising Activities
 Inkind
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COMMUNITY AND PUBLIC RELATIONS
•See Marketing Packet (under separate cover)
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PROPOSED SHARED GOVERNANCE TASK AND TIMELINES
• Board of Directors
• Head Start/Early Head Start Policy Council
• Advisory Councils
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PROPOSED BOARD OF DIRECTORS 
2018 TASKS AND TIMELINES 

TASK(S)  ACTION 
ITEM 

TRAINING SPECIAL 
EVENT 

Committee(s)/
Person Assigned 

FEBRUARY 

Board Orientation X CEO, Bd Chair 

Establish Board Meeting Schedule  X   CEO, Bd Chair 

Establish Board Committee Assignments  X   CEO, Bd Chair 

Establish Board/Policy Council Tasks & Timelines  X   CEO, Bd Chair 

Review Head Start Policy Council Meeting Schedule  X   CEO, Bd Chair 

Review and Approve Board Meeting Action Items  X   Full Board 

Confirm elections and review Advisory Council Meeting Schedules  X   CEO, Bd Chair 

Review Fundraising State Certification  X   CEO, Bd Chair 

MARCH 

Review Head Start Self‐Assessment Report  X CEO, Bd Chair, PP 

Review Financial Reports  X 
CEO, Bd Chair, B/F 

Review Y‐T‐D Grant Reports 
$  Performance 
$  Reimbursement 

X 
CEO, Bd Chair, PP 

Approve proposed grant applications  X CEO, Bd Chair, PP 

Representation for Upcoming Conferences/Meetings/Events  X  X  X  TBA 
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PROPOSED BOARD OF DIRECTORS 
2018 TASKS AND TIMELINES 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
    

APRIL 

Board Meeting/ALPI Sites Visit  X      CEO, Bd Chair 

Discuss 2019 Preliminary Operating Budget  X      CEO, Bd Chair, B/F 

Establish Annual Picnic Plan/Budget  X      CEO, Bd Chair, SE 

Approve 2018 Auditing Firm  X      CEO, Bd Chair, B/F 

Review Board Recognition/Appreciation Awards Plan 
*  Identify CEO Annual Award for 2019 

X      CEO, Bd Chair,  SE 

Review Head Start/EHS 2018‐2019 Program Goals and Objectives  X      CEO, PP 

Review community target areas to be served by ALPI Head 
Start/EHS in 2017‐2018 

 
X 

    CEO, PP 

Review ALPI Head Start/EHS 2018‐2019 Community Resource Plan  X      CEO, /PP 

Review programs’ quarterly monitoring reports  X      CEO, PP 

Review Advisory Council Membership Recruitment Plan  X      CEO, MS 

Review Head Start/EHS Policy Council Membership Recruitment 
and Organization Plan 

X      CEO, MS, BL 

Review Head Start/EHS 2017‐2018 Self‐Assessment Results and 
QIP 

X      CEO, PP 

Review ALPI Head Start/EHS 2018‐2019 criteria for recruitment, 
selection and enrollment priorities 

X      CEO, PP 

Review Agency 2017‐2018 Legislative Agenda/Plan  X      CEO, GA 

Review Financial Reports  X      CEO, Bd Chair, B/F 

Review Y‐T‐D Grant Reports 
$  Performance 
$  Reimbursement 
$  Inkind Match 

 
X 

    CEO, Bd Chair, PP 

Review Board Fundraising Report  X      CEO, Bd Chair, B/F 

Approve proposed grant applications  X      CEO, Bd Chair, PP 

Representation for Upcoming Conferences/Meetings/Events  X  X  X  TBA 
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PROPOSED BOARD OF DIRECTORS 
2018 TASKS AND TIMELINES 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

TASK(S)  ACTION ITEM  TRAINING  SPECIAL 
EVENT 

Committee(s)/ 
Person Assigned 

MAY

Finalize Annual Picnic Plan/Budget 
$  Send out RFP for Food Vendors 

X CEO, Bd Chair, SE

Review Financial Reports  X CEO, Bd Chair, B/F

Review Y‐T‐D Grants Reports 
$  Performance 
$  Reimbursement 
$  In‐Kind Match 

  X 
CEO, Bd Chair, PP

Approve proposed grant applications  X CEO, Bd Chair, PP

Representation for Upcoming Conferences/Meetings/Events X X X  TBA

JUNE 

Board Meeting  X CEO, Bd Chair

Approve Employee Health Insurance Proposal  X CEO, Bd Chair, EC

 
Conduct Annual Picnic Activities 

X X  CEO, Bd Chair, SE

Review Annual Board Management Retreat Plans  X CEO, Bd Chair

Review Annual Meeting Program Procedures 
$  Award Presenters 
$  Keynote Speaker Criteria 
$  Annual Meeting Program Agenda Content 
$  Include Community Services Awards Recipients’ Bio 

X CEO, Bd Chair, SE

Review Succession Planning Timelines  X CEO, Bd Chair, SP

Identify nominee(s)  for   Volunteer Services Awards  (ALPI, Robert 
Bryant, Jr., FACA, FHSA, SEACAA, Region IVHS, NHSA) 

X  
CEO, SE

Review  process  for  contacting  individuals/businesses  receiving 
corporate/community awards 

X  
SE 

Review Financial Reports  X CEO, Bd Chair, B/F

Review Y‐T‐D Grant Reports 
$  Performance 
$  Reimbursement 
$  In‐Kind Match 

  X 
CEO, Bd Chair, PP
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PROPOSED BOARD OF DIRECTORS 
2018 TASKS AND TIMELINES 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Review Board Fundraising Report  X CEO, Bd Chair, B/F

Approve proposed grant applications  X CEO, Bd Chair, PP

Representation for Upcoming Conferences/Meetings/Events X X X  TBA

 

SEPTEMBER 

Board Meeting  X CEO, Bd Chair

Review CEO Performance Evaluation Procedures & Instrument for 
2017  X

 
CEO, Bd Chair

 
Review Strategic Plan Status  X

CEO, Bd Chair, PP

 
Review Risk Management Assessment Checklist  X

CEO, PP

JULY 

 
Review Agency Retirement Plan 

X CEO, Bd Chair, EC

Review Financial Reports  X CEO, Bd Chair, B/F

Review Y‐T‐D Grant Reports 
$  Performance 
$  Reimbursement 
$  Inkind Match 

  X 
CEO, Bd Chair, PP

Approve proposed grant applications  X CEO, Bd Chair, PP

Representation for Upcoming Conferences/Meetings/Events X X X  TBA 

AUGUST 

Review Tripartite Board Membership & Meeting Attendance X CEO, Bd Chair, BL

Review Financial Reports  X CEO, Bd Chair, B/F

Review Y‐T‐D Grant Reports 
$  Performance 
$  Reimbursement 
$  Inkind Match 

  X 
CEO, Bd Chair, PP

Approve proposed grant applications  X CEO, Bd Chair, PP

Representation for Upcoming Conferences/Meetings/Events X X X  TBA 
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PROPOSED BOARD OF DIRECTORS 
2018 TASKS AND TIMELINES 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Identify Board Nominees for 2019 Recognition/Appreciation 
Awards  X

CEO, Bd Chair, SE

Review Board Membership Recruitment Plan  X CEO, Bd Chair, BL

Review programs’ quarterly monitoring reports  X CEO, PP

Review Head Start/EHS Policy Council Election procedures/results X CEO, BL

Elect Board Member to serve on the 2018‐2019 Policy Council 
(identify future  members) 

X CEO, EC

Approve Head Start/EHS Policy Council 2018‐2019 Community 
Representatives  X

CEO, EC

Certify Corporate Membership Roster for Advisory Council Annual 
Election  X

CEO, MS
 

Review Financial Reports  X CEO, Bd Chair, B/F

Review Board Fundraising Report  X CEO, Bd Chair, B/F

Review Y‐T‐D Grant Reports 
$  Performance 
$  Reimbursement 
$  Inkind Match 

  X 
CEO, Bd Chair, PP

Approve proposed grant applications  X CEO, Bd Chair, PP

Representation for Upcoming Conferences/Meetings/Events X X X  TBA

OCTOBER

Send out 1st Annual Meeting Notices 
$  Corporate Sponsorship Solicitation 
$  Greetings and Proclamation Solicitation 
$  Finalize Contract Negotiations (Speakers, Venue) 

 
X 

 
CEO 

Review Annual Meeting Mailing List  X CEO, Bd Chair, SE

Review Annual Meeting Invitation Draft  X CEO, Bd Chair, SE

Review Community Assessment Report  X CEO, Bd Chair, PP

Review Financial Reports  X CEO, Bd Chair, B/F

Review Y‐T‐D Grant Reports 
$  Performance 
$  Reimbursement 
$  In‐Kind Match 

  X 
CEO, Bd Chair, PP
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PROPOSED BOARD OF DIRECTORS 
2018 TASKS AND TIMELINES 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

    

Approve proposed grant applications  X CEO, Bd Chair, PP

Representation for Upcoming Conferences/Meetings/Events x X X  TBA

NOVEMBER

Board Meeting  X CEO, Bd Chair

Conduct CEO Annual Performance Evaluation  X CEO, Bd Chair

Annual Board Management Retreat  X X CEO, Bd Chair, 

Review/Approve Annual Audit  X CEO, Bd Chair, B/F

Review Annual Form 990 Preliminary Report  X CEO, Bd Chair, B/F

2019 Annual Meeting Luncheon Program 
$    Identify Program Participants 
$    Include Bio of Awards Recipients in Program 

X 
CEO, Bd Chair

Confirm Regional Advisory Councils Election Report  X CEO, Bd Chair, BL

Confirm Head Start Policy Council Election Report  X CEO, Bd Chair, BL

Review Strategic Plan Status Report  X CEO, Bd Chair, PP

Certify Advisory Council Annual Election Procedures/Results X CEO, BL

Review ALPI Head Start/EHS 2017 Self‐Assessment Procedures X CEO, PP

Review Community Assessment Update Procedures  X CEO, PP

Review Financial Reports  X CEO, Bd Chair,  B/F

Review Y‐T‐D Grant Reports 
$  Performance 
$  Reimbursement 
$  In‐Kind Match 

  X 
CEO, Bd Chair, PP

Review Board Fundraising Report  X CEO, Bd Chair, B/F

Approve proposed grant applications  X CEO, Bd Chair, PP
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PROPOSED BOARD OF DIRECTORS 
2018 TASKS AND TIMELINES 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

DECEMBER

Annual Meeting Notices (follow‐up) 
$  Corporate Sponsorship Solicitation 
$  Greetings and Proclamation Solicitation 
$  Finalize Contract Negotiations (Speakers, Venue)

 
  X 

 
 
CEO 

Distribute Annual Meeting Invitations  X CEO

Review programs’ quarterly monitoring reports  X CEO, PP

Review 2018 Draft Corporate Annual Report  X CEO, Bd Chair, SE

Review Financial Reports  X CEO, Bd Chair, B/F

Review Y‐T‐D Grant Reports 
$  Performance 
$  Reimbursement 
$  In‐Kind Match 

  X 
CEO, Bd Chair, PP

Review Board Fundraising Report  X CEO, Bd Chair, B/F

Approve proposed grant applications  X CEO, Bd Chair, PP

JANUARY 2019

Closeout Board Meeting  X CEO, Bd Chair

Annual Corporate Membership Meeting  X   CEO, Bd Chair

Annual Corporate Luncheon  X  CEO, Bd Chair

Installation of Board Members  X   CEO

Recognition of Outgoing Board Members  X   CEO

Recognition of Board Leadership  X   CEO

Recognition of Board Volunteer Services  X   CEO

Recognition of Corporate/Community Services 
$  Highlight recipients on website 

X   CEO

Review Financial Reports  X CEO, Bd Chair, B/F
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PROPOSED BOARD OF DIRECTORS 
2018 TASKS AND TIMELINES 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Review Y‐T‐D Grant Reports 
$  Performance 
$  Reimbursement 
$  In‐Kind Match 

  X 
CEO, Bd Chair, PP

Review Board Fundraising Report  X CEO, Bd Chair, B/F

Approve proposed grant applications  X CEO, Bd Chair, PP
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2017‐2018 
POLICY COUNCIL MAJOR TASKS/TIME LINES 

AUGUST 
Participate in parent orientation 

SEPTEMBER 
1. Approve/disapprove new employees  (if 

applicable)
2. Established Parent Committees 
3. Parliamentary procedures training
4. Election of Policy Council Representative and Alternates 

OCTOBER 
1. Policy Council Training/Orientation
2. Install New Policy Council Members 
3. Approve/disapprove of Community Representatives 

NOVEMBER 
1. Policy Council Monthly Meeting
2. Policy Council participates in the Board of Directors

Retreat 
3. Approve/disapprove of Criteria  for  recruitment, 

selection,  and  enrollment  priorities for Head Start/Early 
Head Start Program 

DECEMBER 
1. Policy Council Monthly Meeting
2. Approval/disapproval Management Work Plans, and

Operational Policies &  Procedures 
3. Internal Dispute Resolution/Community Compliant 

Procedures 
4. Fiscal Management/Personnel Policies and Procedures 

JANUARY 
1. Policy Council Monthly Meeting
2. Agency Corporate Annual Meeting 

FEBRUARY 
1. Policy Council Monthly Meeting
2. Policy Council, Parents, Board Members, and Staff
participate on the Program Annual Self‐  Assessment, 
and Program Strategic Planning Training/Retreat. 

3. Board of Directors/Policy Council Orientation
(new board) 

MARCH 
1. Policy Council Monthly Meeting
2. Approve/disapprove of Refunding Application

to  include: program options, Management 
Work Plans, Operational Policies and
Procedures, etc.

3. Approve/disapprove Self‐Assessment 
Report

APRIL 
1. Policy Council Monthly Meeting
2. Approve/disapproval of Parent Activity Funds
3. Approve/disapprove of Self‐Assessment  Corrective

Action Plan

MAY 
Policy Council Monthly Meeting 

JUNE 
1. Policy Council Monthly Meeting
2. Annual 1Agency Picnic
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CENTRAL REGION ADVISORY COUNCIL 
PROPOSED TASKS & TIMELINES 

2018 

TASK(S) 
ACTION 
ITEM 

TRAINING SPECIAL 
EVENT 

Committee(s)/
Person Assigned 

FEBRUARY

Attend Shared Governance Orientation  X CEO, Bd Chair

MARCH

$Finalize Council Meeting Schedule 
$Confirm Council Committee Assignments 
$Review Council Tasks & Timelines 
$Review application for scholarships 

X Full Council

Select Representative to attend FACA Training Conference
(May/Tampa, FL)  X  Full Council 

MAY

$Review Advisory Council Membership Recruitment Plan
$Identify Advisory 2017‐2018 Legislative Agenda/Plan 

X

Select Representative to attend 
FACA Training Conference 

X Full Council

JUNE

Participate in Annual Family Picnic Activities  X  Full Council

AUGUST 

Finalize Annual Meeting Plans to Include: 
$Program Booklet 
$Program Participants 
$Location /Caterer 
$Invitation Mail‐out 
$Review Council’s Membership & Meeting Attendance 
$Certify Council’s Corporate Membership 
$Select Individual/Organization for 2019 Community 

Service Award 

X Full Council 

OCTOBER

Annual Corporate Membership Meeting 
$Recognition of Council Volunteer Services 
$Recognition of Outgoing Council Members 
$Installation of 2017‐2018 Council Members & Officers

X Full Council

JANUARY 2019

2019 Annual Corporate Meeting and Luncheon  X  Full Council
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2018 EASTERN REGION ADVISORY COUNCIL
PROPOSED TASKS AND TIMELINES

TASKS: MONTH COMMITTEE/MEMBER ASSIGNED

Shared Governance Orientation 2/23‐2/24 FEBRUARY  FULL COUNCIL

FACA Representative 5/15‐5/18

MARCH 19, 2018 ‐ COUNCIL MEETING MARCH FULL COUNCIL

2018 MARCH TIMELINE 3/19/2018 Chairperson ‐ FULL COUNCIL

    Discuss ERAC Scholarship Start Up Marjorie Gaskin

    Scholarship Packets Available Chair/Liaison

    Scholarship Update, Ads and Letter

     Select Member to Pick Up Proclamation

     Chairperson of Annual Meeting

     Recruitment of ERAC Members

     Recognize Birthdays January ‐ March Beverly Richardson, Mercadez Estime Connelly

" Donna Mills, Gena Spivey, Betty Bradwell, Angela Jules

APRIL No Council Meeting

Secure Proclamation for Community Action Month      4/23/2018

Annual Meeting Update 4/21/2018 Committee Chairperson

Scholarship Update 4/21/2018 Committee Chairperson

May 21, 2018 ‐ Council Meeting MAY Full Council

COMMUNITY ACTION MONTH‐MONTH OF MAY‐ CSBG 5/1/2018 Awareness of Month Activities

FUNDRAISING ACTIVITIES 5/21/2018 Full Council

SCHOLARSHIP UPDATE, ADS AND LETTER 5/21/2018 Committee

ACTION PLAN FOR FT. PIERCE ENERGY FAIR 5/21/2018 Committee

DISCUSS ANNUAL PICNIC 5/21/2018

Recognize Birthdays April ‐ July 5/21/2018 Constance Griffin, Marjorie Gaskin, 

" "  Katherine Sims, Margaret Porter, Francis Cooper
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2018 EASTERN REGION ADVISORY COUNCIL
PROPOSED TASKS AND TIMELINES

  JUNE No Council Meeting

Energy Fair Full Council

ALPI Annual Agency Picnic ‐ Northern Region 6/23/2018  

Voting Initiative Day & Organize Political forums   

August 20, 2018 ‐ Council Meeting AUGUST Council Meeting

DEADLINE OF FINAL SELECTION OF SCHOLARSHIP APPLICATIONS 8/20/2018 Scholarship Commmittee

FUNDRAISING UPDATE 8/20/2018 Fundraising Committee

ANNUAL MEETING PROGRAM DEVELOPMENT 8/20/2018 Chairperson and Committee

ACTION PLAN FOR MARTIN COUNTY ENERGY FAIR 8/20/2018

Select FACA Representative ‐ 2019 8/20/2018

Select Community Service Award Recipient 8/20/2018 Full Council

Recognize Birthdays August ‐ December  8/20/2018 William Holt, Debra Williams, 

" " Tiffany Wilder, Bobby Byrd, Fannie Moore

  SEPTEMBER No Council Meeting

SELECTION OF FUNDRAISING ACTIVITIES COMPLETED 9/14/2018 Fundraising Committee

FINAL DEADLINE OF SCHOLARSHIP ADS ‐‐‐  9/7/2018 M. Gaskin & Scholarship Committee

ANNUAL MEETING BOOKLETS  9/14/2018 "

ENERGY FAIR ‐ MARTIN COUNTY TBA

October 21, 2017 ‐ Annual Meeting OCTOBER FULL COUNCIL

ATTEND COUNCIL MEMBERSHIP MEETING 10/20/2018 Full Council

INSTALLATION OF 2017/2018 COUNCIL MEMBERS 10/20/2018 Program Committee

2019

  JANUARY   

ALPI Corporate Annual Meeting ‐ 2019 1/26/2019 Full Council
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2018 EASTERN REGION ADVISORY COUNCIL
PROPOSED TASKS AND TIMELINES

FEBRUARY

Shared Governance Orientation‐2/22‐2/23/2019 Full Council
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NORTHERN REGION & ATEC ADVISORY COUNCIL 
PROPOSED TASKS & TIMELINES 

2018 

TASK(S) 
ACTION 
ITEM 

TRAINING SPECIAL 
EVENT 

Committee(s)/
Person Assigned 

FEBRUARY

Attend Shared Governance Orientation  X CEO, Bd Chair

MARCH

NRAC & ATEC Meeting 

$Finalize Council Meeting Schedule 
$Confirm Council Committee Assignments 
$Review Council Tasks & Timelines 
$Review draft plans for scholarships 

Full Council

Select Representative to attend 
FACA Training Conference  

X Full Council

MAY

NRAC & ATEC Meeting 
$Review Advisory Council Membership Recruitment Plan 

Activities to include Northern Region Sector of services 
being provided inclusive of the following counties: 
*Seminole County (Sanford)
*Volusia County (Deland, Pierson)
*Lake County (Leesburg)
*Orange County (Apopka, Orlando, Winter Park,
Zellwood) 

$Identify Advisory 2018/2019 Legislative Agenda/Plan 

X

JUNE

Participate in Annual Agency Family Picnic Activities X  Full Council

AUGUST 

NRAC & ATEC Meeting 
Finalize Annual Meeting Plans to Include: 

$Program Booklet 
$Program Participants 
$Location /Caterer 
$Invitation Mail‐out 
$Review Council’s Membership & Meeting Attendance 
$Certify Council’s Corporate Membership 
$Select Individual/Organization for 2017 Community 

Service Award 

X Full Council 

OCTOBER

Annual Corporate Membership Meeting 
$Recognition of Council Volunteer Services 
$Recognition of Outgoing Council Members 
$Installation of 2016‐2017 Council Members & Officers

X Full Council
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2018 SOUTHERN REGION ADVISORY COUNCIL
PROPOSED TASKS AND TIMELINES

TASKS: MONTH COMMITTEE/MEMBER ASSIGNED

Attend Shared Governance Orientation FEBRUARY CEO/Board Chair

Distribute 2018 (draft) Calendars FULL COUNCIL

Distribute 2018 (draft) Tasks and Timelines

MARCH FULL COUNCIL

Confirm '2018' Meeting Calendar FULL COUNCIL

Review '2018' Tasks & Timeslines

Review Corporate Applications

Discuss Seigler, Sims & Wade Scholarship

Select Rep to attend FACA Training (5/15‐18)

MAY FULL COUNCIL

Finalize Scholarship Donation

JUNE FULL COUNCIL

 ALPI's Annual Family Day Picnic  Hosted by the Northern Region 

Location: TBA

AUGUST FULL COUNCIL

2018' Annual Meeting Plans

Program/Participants/Menu

Identify 2019 Community Service Award Recipient

OCTOBER FULL COUNCIL

2018' Annual Membership Meeting

Recognition of Council's Volunteer Service

Installation of '2018‐19' Council Members

JANUARY FULL COUNCIL

2019' Annual Corporate BOD Luncheon
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CALENDAR/SPECIAL EVENTS
• Agency Holiday Schedule
• Shared Governance Meetings/Events
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The Agricultural and Labor Program, Inc.
2018 Board Meeting
Meeting Calendar

(Proposed)

JANUARY, 2018

26 Board Awards Reception

27 Close‐out Board of Directors Meeting
Corporate Membership Meeting
Annual Corporate Meeting & Luncheon

Rosen Centre‐ Orlando

FEBRUARY, 2018

24 Shared Governance Orientation

Chain O’ Lakes ‐ Winter Haven

APRIL, 2018

27 Executive Committee Meeting

28 Board of Directors Meeting

Chain O’Lakes‐ Winter Haven

JUNE, 2018

22 Executive Committee Meeting

23 Board of Directors Meeting

23 Annual Agency Family Picnic ‐ (Northern)

TBA 

SEPTEMBER, 2018

21 Executive Committee Meeting

22 Board of Directors Meeting

Chain O’ Lakes ‐ Winter Haven

NOVEMBER, 2018

16‐18 Board of Directors’
Management Planning Retreat

TBA

DECEMBER, 2018
(If Applicable)

JANUARY 2019
(TBA)

Note: The Board may approve at its discretion, Committee Meetings to be held in conjunction with
regular scheduled board meetings and/or during months when no regular board meeting is scheduled.
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ALPI HEAD START/EARLY HEAD START 
PROPOSED 2017‐2018 POLICY COUNCIL MEETING SCHEDULE 

August 9, 2017 
Orientation ‐ October 16‐17, 2017 

October 18, 2017 
November 15, 2017 
December 20, 2017 
January 17, 2018 
February 21, 2018 
March 21, 2018 
April 18, 2018 
May 16, 2018 
June 20, 2018 

LOCATION: ALPI Administrative Office 
2202 Avenue Q, Fort Pierce, FL 34950 
TIME: 12:30 pm 
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PROPOSED 
2018 CENTRAL REGIONAL ADVISORY COUNCIL 

MEETING CALENDAR 
 

 
Central Regional Advisory Council 

Corporate Office 
Lake Alfred, FL 

5:30 p.m. 
 

March 14 

May 9 

August 8 

October 6 (Annual Meeting) 
Location: TBD 
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PROPOSED 
Eastern Region Advisory Council 

 
2018 Meeting Dates 

 
Meetings are held at: 

 
ALPI Admin. Office 

2202 Ave. Q 
Fort Pierce, FL 34950 

Time:  6:30 PM 
 

Meetings are held the 3rd Monday of each month as follows: 
 

March 19, 2018 
 

May 21, 2018 
 

August 20, 2018 
 

Annual Meeting 
 

October 20, 2018 
11:00 AM 

ALPI Admin. Office 
2202 Ave. Q 

Fort Pierce, FL 34950 

Page 615



 
 
 
 
 
 
 
 
 
 
 

NORTHERN REGION & ATEC ADVISORY COUNCIL 
Proposed 2018 Meeting Schedule 

 
 
 

LOCATION: Velma Williams Community Center 

1203 West 13th Street 

Sanford, FL 32771 

& 

ATEC Technical Training Center 
 

1326 East International Speedway, Suite D-9, 
 

Deland, FL 32724 
 
 

TIME: 7:00 p.m. 
 
 
 

DATES: March 12, 2018 7 p.m. 

 May 14, 2018 

August 13, 2018 

7 p.m. 

7 p.m. 

October Annual Meeting TBA 
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SOUTHERN REGION ADVISORY COUNCIL 
PROPOSED CALENDAR FOR 2018 

6:30 — 7:30 PM 
 

Month Activity Location 
 
March 20, 2018  (Tuesday) 

 
Council Mtg. 

Greater Love Church of God in
Christ 

Lake Placid, FL 
 

May 15, 2018  (Tuesday) 
 

Council Mtg. 
Greater Love Church of God in

Christ 
Lake Placid, FL 

 
August 20, 2018  (Monday) 

 
Council Mtg. 

Lakeview Park Community
Center 

Frostproof, FL 
 
October 15, 2018  (Monday) 

 
Annual Mtg. (7:00 PM) 

Lakeview Park Community
Center 

Frostproof, FL 
   

   

 

Meeting dates:  3rd Tuesday & 3rd Monday 
 
Meeting location    Lakeview Park Community Center 

38 Kings Blvd 
Frost Proof, FL   33843 

 
 

Greater Love Church of God in Christ 
143 Vision Street 
Lake Placid, FL   33852 
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OTHER INFORMATION
• Sunshine Law Q&A (Public Record Request Policy)
• Board & Administrator Newsletter
• Training & Professional Development Opportunities
• Local, State, Regional & National Memberships
• Proclamations and Official Greetings (See 2018 Annual Corporate Meeting & Luncheon

Booklet )
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The Agricultural and Labor Program, Inc. 
  2018 Board of Directors   

Attendance Y‐T‐D Summary 

   
P = Present      E= Excused        A= Absent    = No Meeting Held 

 
Name   

Jan 
2018 

closeout 

 
Feb 

Orientation 

& 

Board Mtg 

 
 

 
Mar 

 
Apr 

 
May 

 
June 

 
July 

 
Aug 

 
Sept 

 
Oct 

 
Nov 
 

 
Dec 

 
Jan  
2019 
closeout 

 
Katie Clarke 

 
P 

   
 

 
 

 
Stacy Campbell‐Domineck 

 
P 

     
 

 
Sheila Dixon 

 
P 

     

 
Patricia Gamble 

P       

 
Marjorie Gaskin 

P       
 

 
Barbara Grace 

       

 
Marva Hawkins 

P   
       

   
     

 
LaVita Holmes 

P   
       

   
     

 
William Holt  

P   
       

   
     

 
Josephine Howard 

P   
       

   
     

 
Kim Johnson 

P   
       

   
     

 
Annette Jones 

P 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

   

 
Glenda Jones 

P   
       

   
     

 
Chester McNorton 

P   
       

   
     

 
Vernon McQueen 

P   
       

   
     

 
Annie Robinson 

P 
TERM EXPIRED 

 
Kimberly Ross 

P   
       

   
     

 
Samuel Thomas 

A       

 
Shannyn Serrano 

A       

 
David Walker 

P   
       

   
     

 
Ruby Willix 

P       
 

Grace Miller 
Board Emeritus (non‐voting) 

   
     

   
   

TOTAL PRESENT   
18 
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PROGRAM GOVERNANCE 
Performance Standard Training 

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

October 17, 2017 

§ 1302.12 Determining, Verifying, and 
Documenting Eligibility 

Page 695



 
 

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. 
 
 

2 
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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. 

3 
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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. 

 

4 
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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. 

5 
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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. 
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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 is a SAMPLE of the Scale: 
 
 

10 

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 
 14 
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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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The Agricultural and Labor Program, Inc. 
P.O. Box 3126   ▪   Winter Haven, FL  33881 

Phone: 863.956.3491   ▪   Fax: 863.956.3357 
 

Email: admin@alpi.org   ▪   Website:  www.alpi.org  

The Agricultural and Labor Program, Inc. 

CORPORATE OFFICE 

P.O. Box 3126 

Winter Haven, Florida 33885 

(863) 956-3491 

(863) 956-3357 Fax 

Admin@ALPI.org  

  

Executive Office 

Deloris Johnson 

Chief Executive Officer 

Extension 206 

DJohnson@ALPI.org 

 

  

ADMINISTRATION & 

OPERATIONS QUALITY 

CONTROL  
 
Operations & Quality Control  

Twila Smith, Director 

Extension 204 

TSteward@ALPI.org 

 

Budget and Finance 

Dennis Gniewek, Director 

Extension 210 

DGniewek@ALPI.org  

 

Human Resources 

Christine Samuel, Director 

Extension 202 

CSamuel@ALPI.org  

 

  

COMMUNITY SERVICES 

& ECONOMIC  

DEVELOPMENT  

 
Albert Miller, 

Deputy Director 

Extension 212 

AMiller@ALPI.org 

 

 

LIHEAP/Community  

Services  

Cheryl Burnham, Director 

Extension 224 

CBurnham@ALPI.org 

 
CSBG/Economic  

Development 

PaHoua Lee-Yang, Director 

Extension 218 

PYang@ALPI.org  

 

 

CHILD DEVELOPMENT 

& FAMILY SERVICES 

DIVISION 

 
Eastern Region  

Administration Office 

2202 Avenue Q 

Ft. Pierce, Florida 34950 

(772) 466-2631 

(772) 464-3035 Fax 

 

Head Start/EHS (St. Lucie Co.) 

Early Head Start (Polk Co.) 

 

Head Start/Early Head Start 

Program Operations (SLC) 

Myrna Rodriguez, Director 

(772) 466-2631 (Ext. 11) 

MRodriguez@alpi.org 

Head Start/Early Head Start 

Program Operations (Polk) 

Aletta Stroder, Director 

(863) 635-3396 (Ext. 40) 

AStroder@alpi.org 

 

 

Contact Information 
Program service delivery activities are  

provided through the following programs: 

 
 CSBG Family Self Sufficiency & Emergency Ser-

vices (Counties Served: Glades, Hendry, High-

lands and Polk) 

 Farmworker Emergency Services (Counties 

Served:  Statewide) 

 LIHEAP Services (Counties Served:  Collier, 

Glades, Hendry, Highlands, Martin, Polk and St. 

Lucie) 

 Housing Counseling Services (Counties Served:  

Polk) 

 Training and Employment Services (Counties 

Served:  Volusia) 

 ALPI Technical Education Center (Counties 

Served:  Volusia) 

 EHEAP Services (Counties Served: Polk) 

 Head Start Services (Counties Served: St. Lucie) 

 Early Head Start Services (Counties Served:  

Polk and St. Lucie) 

 School Readiness VPK & Subsidized Child Care 

(Counties Served: Polk (Frostproof) and St. Lucie) 

 Child Care Food (Counties Served:  Polk 

(Frostproof) and St. Lucie) 

 Computer Assisted Tutorial Program (CAT) & 

After School Care (Counties Served:  St. Lucie) 

 

Providing a 
constant 
flow of 
Children 
and Family 
Services 
since 
1968 ... 

ALPI’s Programs and Services  
Are Funded in Part By: 

United Way of Central Florida and  
United Way of St Lucie County 
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From the CEO ... 
Five Underlying Principles 

The Agricultural and Labor Project continues to be based 
on five underlying principles that have guided all it’s activ-
ities to date: 

 Involvement of People 

 Emphasis on  long term accomplishments rather 
than promises 

 Assurances of economic viability 

 Emphasis on self-help 

 A sound, integrated, total systems approach 

 

Areas Being Addressed 

Through a vast number of resources, ALPI continues to 
address the critical areas of : 

 Jobs and income  

 Housing 

 Education 

 Social services 

 Health 

 Training 

 Community relations 

ALPI MISSION STATEMENT 

 

The mission of The Agricultural and Labor  
Program, Inc.  is to propose, implement, and  
advocate developmental and human service  
delivery programs for socially and economically 

disadvantaged  children and families, as well as 

farm workers.   
 
Our focus is to provide a mechanism towards 

achieving and maintaining family stability and  
economic self-sufficiency.  Through our vast  
resources, we will address the areas of jobs and 

income, housing, education, social services, 

health, training, and community relations.  
 
We will continue to serve as a source of  
information and hope in the community, as a  
clearinghouse for community needs and in the 

provision of a coordinated (mechanism) approach 

to the delivery of human services. 

The Agricultural and Labor Program, Inc. (ALPI),  
headquartered in Winter Haven, Florida, is  an IRS  
certified 501(c)(3) private, nonprofit organization.  The 

Agricultural and Labor Program is a direct descendent 

of The Agricultural and Labor Project, established in 

1968 by the Coca-Cola Company to improve the quality 

of life for farm workers in their Florida citrus operations.  

Today, ALPI serves the total spectrum of socially and 

economically disadvantaged children and families 

throughout Florida. 
 
 
 
 
 
 
 
 
 
In the early 70's, the organization made available child 

care services to the children of migrant and seasonal 

workers when no other service providers were available 

to meet the child care needs of these families.  Since 

the late 70's, ALPI has continued to operate as the 

Central Agency for Subsidized Child Care Services that 

provides child care for as many as 6,000 children per 

year! 
 
Over the years, a vast network has been established by 

ALPI.  This network is comprised of agencies,  
churches, organizations and private groups and/or  
individuals whereby some provide direct financial  
assistance, others distribute applications for services.  

Partnerships and collaborative efforts between ALPI 

and the communities we serve are crucial to the  

success of service delivery. 
 
In the years since its inception, The Agricultural and 

Labor Program, Inc. has continued to grow and to  
expand efforts to assist those persons that the  
organization was chartered to serve.  This effort is  

continuous and will exist as long as there are persons 

needing services. 

ALPI’s 1st Intake Ctr—1968 
St. Lucie County, Florida 

S erving as the CEO 

since September 6, 

1988,  my job  

exper ience has  been both  

rewarding and challenging. During 

my tenure, the ALPI organization has 

witnessed some very significant  

accomplishments in program  

expansion, community partnerships, 

client satisfaction, program recogni-

tion, and professional accreditation. 

Today however, ALPI, like other non-profit service  

organizations, is faced with the threat of increases in  

requests for services for needy children and families, and 

decreases in financial resources to adequately meet the 

demand. 

Therefore, in an effort to be there for those in need, the 

ALPI organization, under my leadership, will continue to 

place a high priority on local partnerships and collabora-

tion efforts to maximize the use of limited resources. As we 

continue our journey into the new millennium, I pledge to 

do "whatever it takes" to maintain a continuous flow of 

affordable, accessible, and quality services and programs to 

help as many families as possible to become self-sufficient. 

My "Thanks" to the Coca-Cola Minute Maid Company and 

all the pioneers who conceived the Agricultural and Labor 

Program vision some thirty-four years ago. It is my hope 

that all persons involved with the ALPI Organization today 

will continue to work together in order to make a  

difference in the lives of children and families for many 

more years to come. 

Deloris Johnson, CEO 

About ALPI . . .  

ALPI is a proud member of the Community Action Partnership 
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Save the Date SATURDAY

January 27, 2018
12:30 p.m. - 2:30 p.m.

FuturePreparing
for the

2018 ANNUAL CORPORATE MEETING & LUNCHEON
Rosen Centre Hotel  |  9840 International Drive  |  Orlando, FL 32819

YEARS

CELEBRATING

of Community Services 

ALPI
AGRICULTURAL AND LABOR PROGRAM, INC.

Past...
Acknowledging
      the
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Save the Date
January 27, 2018

Willie E. Gary, Esq.

Look for your invitation in the mail during the month of December.
More information will be posted on our website as it becomes available.

www.ALPI.org  •  (863)-956-3491

The Agricultural and 
Labor Program, Inc.
300 Lynchburg Road
Lake Alfred, FL 33850

Special Guest Speaker
Attorney Willie E. Gary 
The Law Firm of Gary, Williams, 
Parenti, Watson & Gary, P.L.L.C.

Attorney Willie E. Gary earned the reputation 
as “The Giant Killer” by taking down some of 
America’s most famous corporate giants on 
behalf of his clients. He is a businessman, 
churchman, humanitarian and philanthropist, 
as well as a nationally sought after speaker.

Celebrating 50 Years of Community Services
“Acknowledging the Past ... Preparing for the Future”
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YEARS

CELEBRATING

of Community Services 

ALPI
AGRICULTURAL AND LABOR PROGRAM, INC.
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THE BOARD OF DIRECTORS OF THE 
AGRICULTURAL AND LABOR PROGRAM, INC. 

requests the pleasure of your company at the 

2018 Annual Corporate Meeting & Luncheon
Saturday, January 27, 2018 

12:30 p.m. to 2:30 p.m.
at

Rosen Centre Hotel 
9840 International Drive, Orlando, FL 32819

Business Attire   (  Donation $35.00 per person
RSVP: Please contact Marnita Johnson at 863-956-3491

Celebrating 50 Years of Community Services

“Acknowledging the Past ... Preparing for the Future”

Special Guest 
Speaker

ATTORNEY WILLIE E. GARY is living the American Dream. Once a migrant worker, now 
a multi-millionaire attorney, Gary earned his reputation by representing little-known clients 
against major corporations. Along the way he has handled some of the largest jury awards 
and settlements in U.S. history, winning more than 150 cases valued in excess of $1million 
each. In May 2002, he was featured in Ebony magazine as one of the “100 Most Influential 
Black Americans.” Forbes Magazine has listed him as one of the “Top 50 attorneys in the 
U.S.” Gary has been featured in national media publications, such as The New York Times,
The Chicago Tribune, The Boston Globe, Ebony, Jet, People, Black Enterprise, Fortune, The 
New Yorker and The National Law Journal. His remarkable legal career and tireless work on
behalf of his clients has been well documented on “60 Minutes,” “CBS Evening News,” and
ABC’s “World News Tonight with Peter Jennings.” His vast appeal stems from his desire to
be the best and a passionate work ethic he learned through his humble beginnings.

One of 11 children of Turner and Mary Gary, Willie Gary was born July 12, 1947 in Eastman, 
Georgia and raised in migrant farming communities in Florida, Georgia and the Carolinas. 
His unwavering desire to earn a college education ultimately led him to Shaw University in 
Raleigh, North Carolina where he earned a Bachelor’s degree in Business Administration. 
Gary then went on to North Carolina Central University in Durham, North Carolina where 
he earned a Juris Doctorate in 1974. He has received honorary doctorates from dozens of 
colleges and universities. Gary was admitted to the Florida Bar and opened his hometown’s 
first African-American law firm with the help of his wife, Gloria, who assisted him at his 
new practice. Gary’s practice has since grown into the thriving national partnership known 
as Gary, Williams, Parenti, Watson & Gary, P.L.L.C., consisting of 37 attorneys, a team of 
paralegals, a professional staff of 120 including six nurses, two full-time investigators, an 
administrator, a certified public accountant, a public relations director, a general counsel, 
human resources director, and a full administrative staff.

He is committed to enhancing the lives of young people through education. His extensive 
community activities include membership in the NAACP, Florida Guardsmen, Inc., Urban 
League, Civitan International, United Way of Martin County, Martin Memorial Hospital 
Foundation Council, and many others.

Willie E. Gary, Esq.

Attorney Willie E. Gary 
The Law Firm of Gary, Williams, 
Parenti, Watson & Gary, P.L.L.C.
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FuturePreparing
for the

Past...
Acknowledging

 the

PROGRAMS AND SERVICES ARE FUNDED IN PART BY:

United Way of Central Florida and United Way of St. Lucie County

THE AGRICULTURAL AND LABOR PROGRAM, INC. — PROVIDING A CONSTANT FLOW OF COMMUNITY SERVICES SINCE 1968

AN EQUAL OPPORTUNITY EMPLOYER

The Agricultural and Labor Program, Inc.

Celebrating 50 Years of Community Services
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Theme:  Celebrating 50 Years of Community Services:   
Acknowledging the Past … Preparing for the Future 

 
Dear ALPI Supporter:  
  
As ALPI enters its historic 50th year, we stand firm to continue the journey to do 
“whatever it takes” to “provide a constant flow of services” for the economically and 
socially challenged families and their children that ALPI so faithfully serves.  This past 
year has been filled with many challenges, opportunities, and ultimately positive 
outcomes. ALPI met those challenges and used those opportunities to provide continued 
services to those most in need. 
  
The vast majority of each dollar received was earmarked to maintain and enhance 
services to meet the needs of families facing social and economic challenges due to job 
lay-offs, mortgage foreclosure, increased health related expenses, children and youth 
education and enrichment activities, increased utility costs, etc. 
  
In the past, ALPI has counted you among its many valued supporters and for that we are 
very appreciative. Whether as a vendor, past-partner, community leader, resources 
provider, or ALPI friend, we have been very fortunate to have you working together with 
us and look forward to working with you in the future.  
  
This year, as we prepare to begin work on our 2018 Annual Corporate Meeting and 
Luncheon, we ask that you consider once again partnering with ALPI. Your support 
through any of the Corporate Partner Levels or program ad placements listed on the 
attached Partnership Form will help us to continue providing services to needy 
communities in Florida.   We look forward to hearing from you and the opportunity to 
include you on the ALPI Partnership Team.  If you have any questions, please do not 
hesitate to contact Maria Crespo or Twila Smith at 863-956-3491.  And again, thank you 
for helping to Make a Difference!   
 
 

  
 

 

 
 
 
 

Deloris Johnson 

Chief Executive Officer 
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Corporate Partner Levels:                            □ Silver         □ Gold        □ Platinum             
        

BENEFITS      SILVER       GOLD  PLATINUM   
  

Newsletter Subscription for one year                  ●                ●                             ●  

Recognition at Corporate Meeting & Luncheon           ●                ●                             ●  

Link to your website on ALPI Website                                                    ●               ●  

1/4 Page Annual Program Ad                                              ●                                                                   

1/2 Page Annual Program Ad                   ●  

Full Page Annual Program Ad              ●  

2 Tickets to Corporate Meeting & Luncheon         ● 

3 Tickets to Corporate Meeting & Luncheon                            ● 

5 Tickets to Corporate Meeting & Luncheon                                                              ● 
 

    Cost                    $500          $750    $1,000 

Please mail this completed form  
and applicable fees to: 

 
The Agricultural and Labor Program, Inc. 

300 Lynchburg Road 

Lake Alfred, FL  33850-2576 

 

Checks should be made payable to the  

Agricultural and Labor Program, Inc.  

and all donations are tax deductible. 

 

 

TOTAL AMOUNT ENCLOSED:  

 

$____________________ 

 

 

863-956-3491    ▪    Fax:  863-956-3357 

Program Book Ads 
 

 □ Business Card   $15  □ 1/4 Page  $25 
 □ 1/2 Page  $50  □ Full Page  $100 

 □ Inside Cover (Front /Back) $500  □ Outside Cover (Rear) $1,000 
 

All ads will be printed in full color.  Deadline for artwork is January 12, 2018. 

Preferred file formats are jpg, png or pdf.  Email finished files or any questions to:  mcrespo@alpi.org 

2018 Partnership Contribution Form 

___________________________________________________________________ 

Last Name     First Name 

 

___________________________________________________________________ 

Business Name 

 

___________________________________________________________________ 

Street Address 

 

___________________________________________________________________ 

City, State, ZIP 

 

_______________________________  ________________________ 

Telephone #     Position/Title 

 

_______________________________  ________________________ 

Email Address     Web Site Address 

 

 

You may also complete this form online at:   www.alpi.org/annualmeeting.htm 

2018 Annual Corporate  
Meeting & Luncheon 

Celebrating 50 Years of Community Services:   
Acknowledging the Past …  

Preparing for the Future 
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50 More Years … The Journey Continues  …  
Helping People, Changing Lives 

 

Program 

2018 Annual 
Corporate Meeting 

& Luncheon 

January 25 - 27, 2018 
Rosen Centre Hotel   •  9840 International Drive   •   Orlando, FL 32819 
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Attorney Willie E. Gary earned the reputation as “The Giant Killer” by taking 
down some of America’s most well-known corporate giants on behalf of his 
clients. He has won some of the largest jury awards and settlements in U.S. 
history, including cases valued in excess of $30 billion. Gary’s amazing success 
has earned him national recognition as one of this country’s leading trial attor-
neys.  

His remarkable legal career and tireless work on behalf of his clients has been 
well documented on “60 Minutes,” “CBS Evening News,” and ABC’s “World 
News Tonight with Peter Jennings.”   

But Willie Gary’s triumphant rise to the top is no overnight success story.  His 
vast appeal stems from his desire to be the best and a passionate work ethic 
he learned through his humble beginnings.  One of 11 children of Turner and 
Mary Gary, Willie Gary was born July 12, 1947 in Eastman, Georgia, and raised 
in migrant farming communities in Florida, Georgia and the Carolinas. 

His unwavering desire to earn a college education ultimately led him to Shaw 
University in Raleigh, North Carolina where the all-state high school football 
player would earn an athletic scholarship after being told there was no room 

for him on the team. Earning a Bachelor’s degree in Business Administration, Gary went on to North Carolina Central 
University in Durham, North Carolina where he earned a Juris Doctorate in 1974.  Upon earning his law degree, Gary 
returned to Florida with his childhood sweetheart, Gloria, - now his wife. 

Gary was admitted to the Florida Bar in 1974 and opened his hometown’s 
first African American law firm with the help of Gloria, who assisted him at his 
new practice. Gary’s practice has since grown into the thriving national part-
nership known as Gary, Williams, Parenti, Watson and Gary, P.L.L.C., con-
sisting of 37 attorneys, a team of paralegals and a professional staff of over 
100. The firm operates out of three offices.  

Gary’s scope of interest extends far beyond the courtroom.  He is chairman of 
the Black Family Channel - the nation’s only African-American owned and 
operated 24-hour cable channel devoted to wholesome “family values” programming aimed at urban viewers.  Gary also 
hosts a weekly talk show on the Black Family Channel featuring personal interviews with prominent guests. 

Known as a businessman, churchman, humanitarian and philanthropist, Gary is deeply 
involved in charity and civic work. He is committed to enhancing the lives of young 
people through education.  In 1994, he and his wife, Gloria, formed The Gary Founda-
tion to carry out this formidable task. The Gary Foundation provides scholarships, di-
rection and other resources to youth, so they can realize their dreams of achieving a 
higher education. 

In 1991, Gary donated $10.1 million to his alma mater Shaw University. He has also 
donated hundreds of thousands of dollars to dozens of Historically Black Colleges and 
Universities throughout the U.S.  His national television campaign, “Education is Pow-
er,” encourages children to stay in school and be the best that they can be.  

In addition to being a lawyer, a philanthropist, a media mogul and a motivational 
speaker, Gary continues to serve on the board of trustees of numerous universities 
and foundations.  He has received honorary doctorates from dozens of colleges and 
universities.  His extensive community activities include membership in the NAACP, 
Florida Guardsmen, Inc., Urban League, Civitan International, United Way of Martin 
County, Martin Memorial Hospital Foundation Council, and many others. 

 

 

Keynote Speaker 
 

Gary has been featured in 

Ebony magazine as one of 

the “100 Most Influential Black 

Americans.” Forbes Magazine 

has listed him as one of the 

“Top 50 attorneys in the U.S.”   
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Theme:  “Celebrating 50 Years of Community Services.   
Acknowledging the Past … Preparing for the Future.” 

 
MISTRESS OF CEREMONY 

 

Stacy Campbell-Domineck, President and CEO 
CareerSource Polk - Lakeland,FL 

ALPI Board Member 
 
 

Pledge of Allegiance 

National Anthem .................................................................................................................. Eloise Dilligard, Sanford, FL 

Welcome and Occasion ...................................................................................................... Kim Johnson, Fort Pierce, FL 
                                                                                                                                                                           ALPI Board Member 

Greetings ...........................................................................................................................Victoria Murphy, Orlando, FL 

Words of Inspiration ............................................................................................... Rev. Vernon McQueen, Sanford, FL 
                                                                                                                                                                          ALPI Board Member 

Message from the Chairperson ......................................................................................... William Holt, Vero Beach, FL 
                                                                                                                                                                     ALPI Board Chairperson 

Musical Selection ................................................................................................................. Eloise Dilligard, Sanford, FL 

Introduction of Keynote Speaker ............................................................................. Josephine Howard, Haines City, FL 
                                                                                                                                                                         ALPI Board Secretary 

Keynote Speaker ............................................................................................................................... Willie E. Gary, Esq. 
                                                                                                                                                       The Law Firm of Gary, Williams 
                                                                                                                                                         Parenti, Watson & Gary, PLLC 

 

LUNCH 
 

Recognition of Guests ........................................................................................................ Kimberly Ross, Clewiston, FL 
                                                                                                                                                                           ALPI Board Member 

ALPI Board Leadership & Community Services Awards ................................................... Deloris Johnson, Lakeland, FL 
                                                                                                                                                              ALPI Chief Executive Officer 

ALPI Board Governance Support & Leadership Awards .................................................... William Holt, Vero Beach, FL 

Musical Selection ................................................................................................................. Eloise Dilligard, Sanford, FL 

Program Participants’ Acknowledgements ......................................................................... Marva Hawkins, Sanford, FL 
                                                                                                     ALPI Board Member/Special Events Committee Chairperson 

Board Installation ..................................................................................................... Jonathan Thiele, Esq., Lakeland, FL 
                                                                                                                                                           ALPI Board’s Legal Counselor 
                                                                                                                              Law Office of Jonathan Thiele, Esq., President 

Closing Remarks ................................................................................................................. William Holt, Vero Beach, FL 
 
 

 

Annual Corporate Meeting 
 

Luncheon and Board Installation  
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An annual award presented to a corporate organization or individual of a corporation for outstanding 
service rendered to the ALPI organization. 
 

2018 Corporate Support Award Recipient   
 

Brant C. Martin, Chairman of the Board 
Jefferson-Allsopp, Inc. 

 

According to the 1920 Census, the population of Lakeland was 7,062. By 1925, the beginnings of the insur-
ance agency that would later be known as Jefferson-Allsopp were taking shape. Today, Jefferson-Allsopp is a 
shining example of a successful family business. All of the principals of the agency are descendants of previ-
ous agency owners! 

Through the years, the agency has weathered the storms of change, but has maintained the qualities on 
which it was founded. Jefferson-Allsopp offers a refreshing portrait of stability and longevity; some insur-
ance company contracts date back more than 50 years. Additionally, of the firm’s current employees, 35% 
have been with Jefferson-Allsopp for more than 25 years. 

Jefferson-Allsopp supports the community through a variety of charitable organizations. They support the 
Boys and Girls Club of Lakeland and Mulberry, Lakeland City Baseball, Alliance for Independence, United 
Way, and Florida Southern College Baseball, Golf, and Basketball programs.   

 
 

An annual award presented by the ALPI Board of Directors Chairperson to an individual for outstanding service beyond  

expectations to the organization.. 

 

The award in this category is presented to ALPI’s Chief Executive Officer in recognition of significant Agency’s Management  

Accomplishments and Governance Leadership support rendered to advance the ALPI’s vision and mission of helping socially, 

and economically disadvantaged families, children and farmworkers help themselves and each other. 
 

Board Chairperson’s Award Recipient:  TBA 

Chief Executive Officer Award Recipient:  Deloris Johnson 

 

Awards & Recognition
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Every year the Agricultural and Labor Program, Inc., extends recognition and appreciation to its Governance Leadership, 
Shared Governance Leadership, Community Organizations, Corporate Partners and Agency Leadership who contributed to 
advance the ALPI’s vision and mission to help socially and economically disadvantaged families, children and farmworkers 
help themselves and each other. Thus, it is with great pride that we present the following 2017 Awards and Recognitions. 

 

 

This award is presented annually to the ALPI’s Board Chairperson, Head Start/Early Head Start Policy Council Chairperson  
and the ALPI Housing Development Corporation Board Chairperson in recognition of significant contributions and exemplary 
Governance Leadership to advance the ALPI vision and mission to help socially, and economically disadvantaged families, 
children and farmworkers help themselves and each other. 
 

ALPI Board of Directors Chairperson’s Award  Recipient:  William Holt 
Head Start Policy Council Chairperson’s Award Recipient:  Corey Williams 

ALPI Housing Development Corporation Board Chairperson’s Award  Recipient:  Phillip Howard 
 

 

 

In recognition to a community individual for outstanding service in the community.  This recognition award is a selection from 
ALPI geographic service areas and may be submitted by Regional Advisory Councils, Policy Council, Policy Committee and Divi-
sion/Department Directors. 

HOUSE OF ISRAEL 

House of Israel is a permanent faith based housing program with supportive services 

for women experiencing substance, alcohol, mental disorders and domestic violence as 

contributing factors to homelessness.  The mission is to help women become mentally 

stable, emotionally balanced, socially adjusted, physically well and spiritually alive.  The 

organization began operations in 2000 and are governed by a Board of Directors.  They 

have consistently demonstrated over the years that they possess a solid foundation 

and the vision and energy required to accomplish what it undertakes.  From the begin-

ning they have been placing women back into society as productive members, with a 

zero recidivism rate.  The House of Israel was established in 1997 by Maurice Nelson, 

Executive Director and founder.  It is a not-for-profit 501(c)3 organization located in Ft. 

Meade, FL.  In 2007 Maurice felt called to run for a city seat as a City Commissioner in 

Ft. Meade and won.  During her tenure she was able to affect change, including the 

redevelopment of blighted areas to provide housing for homeless women. 

WILLIAM R. MALOY 

William R. Maloy is a humble and spirited small-business owner who transports 

produce and meat in refrigerated trucks.  He travels to farms to pick up products to 

be delivered to other companies.  He goes to these same vendors to purchase 

product to donate to his community, often telling them about his efforts, which 

then motivates the vendors to give him even more product at no cost. When he 

returns to his community he simply opens up the truck and gives everything away.  

Mr. Maloy throw a block party every year for the entire community of Frostproof, 

FL.  He provides food such as hot dogs, hamburgers, fried fish, chicken, etc., as well 

as games for the children, all at no cost to the community.  The community returns 

his generosity with great admiration and respect, often calling him “Uncle Spyder”.  

He  takes time out of his busy schedule to keep in touch with the community as 

well.  The children tell him about school and their future dreams, and  the senior 

citizens at the different centers he travels to always look forward to his wonderful 

visits. 

REV. DR. KENNETH MILLS, SR. & REV. DR. DONNA MILLS 

Kenneth Mills, Sr. and Donna Mills have been married for over 34 years.  They have 

been community activists and advocates for over three decades. In 1989, they opened 

the Save Our Children Tutorial, Cultural and Recreational Center in Fort Pierce.  In 1986, 

they opened the Bible Way Ministries, an inner city mission that provided services to 

many of Fort Pierce’s poorest children. In 1992, they began mission work to Haiti and 

founded 3 schools and 2 churches. In 1999, they became foster parents for 6 boys. In 

2009, Dr. Mills opened the Bible Way Academy Pre-school on Avenue D for children 

ages 2-5.  In 2014, they closed Bible Way Academy to devote more time to Mrs. Mill’s 

School Board position.  Since beginning their ministry journey, they have established 

and successfully operated over 9 different ministries.   They currently operate the Save 

Our Children, Inc. Tutorial, Cultural and Recreational Center and the S.L.C.S.D. Speakers 

Bureau.    Theirs has been a life completely devoted to the service of their community. 

YELDA (Youth Empowerment Leadership Development Academy) 

YELDA was started in 2006 by Goldsboro Front Porch Council, Inc., under the leader-

ship of Vernon McQueen, Chairman of the Board, and Commissioner Velma Wil-

liams, a consultant to the board.  It is a paid internship program where students age 

16-19 in the City of Sanford, who fall under the median income guidelines, can be 

employed for 8 weeks during the summer months.  In 2016 the City of Sanford and 

Goldsboro Front Porch paired with CareerSource to provide opportunities for more 

youth to become employed.  The students role play exercises on how to behave in 

the workplace and how to make informed decision as productive citizens.  They’re 

required to open a bank account to teach financial responsibility and parents are 

required to take part in at least 2 workshops. Since its inception, YELDA has estab-

lished relationships with over 40 businesses, employed over 300 students with an 

average of 75% graduating from college. 

 

Awards & Recognition
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50 More Years … The Journey Continues  …  
Helping People, Changing Lives Thank you for joining us.  See you next year! 
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Deloris Johnson
Chief Executive Officer & Editor

Frostproof Child Development Center
2nd Annual Alumni Picnic

On June 29, 2017 Frostproof Child 
Development held its 2nd Annual Alumni 
Picnic where families who  have attended 
the center over its 49 years of existence 
are invited back to learn about resources 
available and what’s been going on at the 
center. This year the center was honored 
to have FCDC Alumnus Anthony Gordon 
(pictured at right), Dealer Principle of 
Jarrod Gordon Ford in Davenport, as special 
guest speaker. He spoke passionately 
about his memories of the center and our 
responsibility to the community and the 
children. In addition to great food, a raffle 
was held. Raffle prizes were generously 

donated by FCDC partners: Badcock Home 
Furnishings, Bagwell Lumber Company, 
First Baptist Hilltop Church, former MLB 
player Nicholas Gordon, McDonalds 
(Frostproof), Coca-Cola Bottling Co., Save-
A-Lot (Frostproof), former NFL player 
Alvin Harper, and Mr. Willie Boynton. 
This year the center honored Mr. Gordon as 
the Alumni of the Year, Ms. Tanya Knapp 
as Employee of the Year, and Ms. Shena 
Hamilton as Parent of the Year.

Kaylee Silva is somewhat of a celeb-
rity at ALPI Head Start. Her image was 
one of 10 selected over 5 years ago for 
large canvas artworks that are showcased 
at ALPI Head Start locations. 

Her mom showed up one afternoon 
to pick up Kaylee’s cousin who attends 
Queen Townsend Head Start Center II. 
She was so moved to see her daughter’s 
little preschool face on the walls that she 
brought her back a short time later to visit. 

Mom reports that she is an excellent 
student and a helpful, well behaved child. 
Kaylee is now ten, and mom credits her 
success to her great beginnings at ALPI 
Head Start. She remembers her teachers, 

Elizabeth Balzano and with special fond-
ness, the late Ms. Willie Mae Bacon.

Head Start Alumni Returns To Visit 
ALPI 

 A Focus  
   On Early Learning

The first five years of life are a magical time, 
when the world is full of wonder and pos-
sibilities. It’s also a time of opportunity, when 
young minds begin absorbing knowledge that 
forms the basis for all learning. PNC Grow 
Up Great Program helps children from birth 
through age five develop a passion for learning 
that lasts a lifetime - and can help set them on 
a path to success. That’s why PNC Grow Up 
Great and PNC formed a $350 million pro-
gram dedicated to helping prepare America’s 
youngest learners for great things in school -  
and life.

Since PNC began the program in 2004, it has 
distributed more than $121 million in grants 
that help young children prepare for school by 
focusing on readiness in vocabulary develop-
ment, math, science, financial education and the 
arts. Through these grants to nonprofit organiza-
tions, the program has impacted approximately 
3 million children throughout 19 states and the 
District of Columbia. 

I am proud to announce that ALPI Garden 
Terrace Head Start Center was selected to 
receive new books and puppet kits through the 
local PNC Grow up Great Program Initiative 
located in Ft. Pierce, FL. The Agricultural and 
Labor Program was also awarded a grant of 
$3,000 through the PNC Grow Up Great “Grant 
for Great Hours” Program. The program recog-
nizes the efforts of exceptional PNC employees 
who volunteer in support of nonprofit early 
education and school readiness programs.  
Thank You PNC!
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SITTING (L-R): Elizabeth Young, Child Development and Family Services Division,  
Deputy Director; Deloris Johnson, ALPI Chief Executive Officer. 

STANDING (L-R): Mr. Freddie Young; Aletta Stroder, HS/EHS Program Operations 
(Polk Co.), Director; Albert Miller, Community Services and Economic Development 

Division, Deputy Director; PaHoua Lee-Yang, CSBG/Economic Development, 
Director; Cheryl Burnham, LIHEAP/Community Services, Director; Christine 

Samuel, Human Resources, Director; Twila Smith, Administration & Operations 
Quality Control Division, Director; Myrna Rodriguez, HS/EHS Program Operations 

(St. Lucie Co.), Director; and Dennis Gniewek, Finance Director.

 Congratulations to Elizabeth Young, Deputy Director, Commu-
nity Services and Economic Development Division, on her recent 
retirement. Although Mrs. Young retired as of July 28, 2017, she 
will continue working for ALPI as a consultant, through December 
31, 2017. 

Elizabeth Young’s ALPI journey began as what she describes 
“a magical way.” She picked up information in a grocery store 
parking lot in Haines City, Florida. The information read “A Project 
in Progress: A Status Report on the Agricultural and Labor Project 
of the Coca-Cola Company Food Division.” Being a non-traditional 
thinker with experience in community based projects, she knew she 
had found her place.

Born in Damascus, Georgia, Mrs. Young attended Daytona 
Beach Community College and Bethune -Cookman University. She 
also completed specialized certification programs at University of 
Bridgeport and University of Massachusetts.

During her tenure at ALPI she has held various positions, includ-
ing: Grant Writer, Area Manager, Acting Executive Director, Child 
Care Central Agency Director, Education Coordinator, Early Head 
Start Director, and Community Services and Economic Develop-
ment Division Deputy Director. She is grateful for the tremendous 
support and leadership of ALPI’s world-class chief executive officer, 
under the superb guidance of a dedicated Board of Directors.

When asked what she will miss most, she said “What I appreci-
ate the most about ALPI is management staff’s willingness to work 
together to accomplish goals, objectives and take responsibility for 
outcomes, positive or negative.” She further stated, “My journey at 
ALPI has provided interaction with staff to help promote critical 
thinking to ensure that developmentally appropriate practices, 
inclusive of child safety, was consistently at the forefront at all times 
to provide an environment conducive to learning.”

“My plans now are to spend as much time as possible with my 
family and especially focus on my beautiful grandchildren. And of 
course…travel is always in the mix!”

A           Journey Begins

Frostproof Child Development 
Center hosted its 2017-2018 Health 
Fair on August 4, 2017. Health screen-
ings were provided to the incoming 
children and parents were able to learn 
more about program requirements 
like education, child development, 
health, mental health, nutrition, dis-
abilities, program governance, family 
and community partnerships, ERSEA, 
dental services, pedestrian safety/car 
seat safety and health screenings. 

Frostproof Child Development Center
  Hosts Annual Health Fair

New
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Children Return to 
Frostproof CDC

August 11, 2017 marked the first day of school at 
the Frostproof Child Development Center. The center 
had 93% of its children in school on the first day! 
Many were sad as they had to wave goodbye to their 
parents, but quickly comforted by the warm and loving 
ALPI Caregivers. Both caregivers and staff were very 
excited and ready to receive the incoming children.

3

TIME FOR READING! ALPI Head Start believes 
that coordinating community engagement is an important 
part of our daily activities. ALPI Head Start creates and 
maintains a literacy-rich environment in every classroom 
through the use of word walls, books, and reading materi-
als. Each classroom possesses a very special setting that 
encourages and supports speaking, listening, reading, 
and writing in a variety of authentic ways. 

Those at ALPI Head Start understand the most impor-
tant activity for building the knowledge required for 
eventual success in reading is reading aloud to children. 
Reading aloud builds motivation, curiosity and memory, 
helps children cope during times of stress or anxiety, cre-
ates a positive association with books and reading, and 
so much more. ALPI Head Start periodically engages 
community representatives to read aloud to the children 
in order to model that reading is a great way to spend 
time and expose children to complex vocabulary that 
they may not otherwise come across. 

Every day, nearly one million children across the 
country walk through the doors of their local Head 
Start center and begin working, playing and learning 
their way toward success in Kindergarten and in life.  
Every October we celebrate the long and successful 
history of Head Start since October was first pro-
claimed Head Start Awareness Month by President 
Ronald Reagan on October 22, 1982.

 October is 
 HEAD
 START
 AWARENESS 
   Month

It’s Time to 

Read!
COMMUNITY ENGAGEMENT:
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 PNC Grow Up Great is a $350 million, 
multi-year, bilingual initiative that began in 
2004 to help prepare children from birth to 
age 5 for success in school and life. To date, 
the program has served approximately 2.3 
million children. Thanks to PNC Grow 
Up Great, Head Start teachers are now 
eligible to register for DonorsChoose.org! 
DonorsChoose.org allows anyone to help a 
classroom in need with the goal of moving 
us closer to a nation where students in every 
community have the tools and experiences 
they need for a great education. Teach-
ers from every corner of America create 
classroom project requests, which are then 
posted on DonorsChoose.org and funded 
by donations from individual donors or 
corporate or foundation partners. 

PNC Foundation funded hundreds of 
pre-K classroom requests as part of a new, 
$5 million grant to DonorsChoose.org to 
give teachers the resources and experiences 
they need to inspire their students’ love of 
learning. Teacher requests for educational 
resources range from books to art supplies, 
science equipment, field trips and more, 
according to DonorsChoose.org. Frequent 
requests include technology and visits from 
specialized educators.

A recent donation of $504,000 flash 
funded 849 projects in public and charter 
pre-K classrooms in 22 states and Wash-
ington, D.C., where PNC does business. 
The PNC Foundation’s gift also enables 
DonorsChoose.org to include project 
requests from Head Start teachers for the 
first time in its 17-year history. As a result 
of this flash funding, ALPI Garden Terrace 
Head Start Center was awarded a generous 
amount of beautiful new children’s books 
and other teaching resources. These items 
will serve as exciting new learning tools for 
all the children at Garden Terrace. 

“Head Start supports our nation’s 
most vulnerable children by offering a 
comprehensive, high-quality early learning 
experience that prepares them for kinder-
garten and strengthens family participation 
in their children’s learning,” said Yasmina 
S. Vinci, executive director, National Head 
Start Association. “Our research shows 
almost all Head Start teachers are spend-
ing their own dollars on basic resources 
for students. This is a great opportunity to 
empower Head Start teachers to secure the 
resources needed to maximize the Head 
Start advantage.”

4 Fall 2017

Garden Terrace Head Start Center
Awarded Books and Teaching ResourcesALPI

MAXIMIZING
THE HEAD START
ADVANTAGE
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The ALPI Child 
Development and 
Family Services Divi-
sion and Community 
Services and Eco-
nomic Development 
Division continue to 
collaborate with the 
Polk County School 
Board to provide services to the community 
of Frostproof through the Summer Feeding 
and Work Experience Program. The 
Summer Feeding and Work Experience 
program provides much needed services to 
the children of this economically challenged 
community over the summer break. 

This year’s program was once again 
located at the ALPI owned Lakeview 
Community Center and operated from June 
9, 2017 thru July 28, 2017. The program 
provided meals to children between the ages 
of 1 and 18 years of age and served 75 meals 
daily (35 breakfast and 40 lunch). A total 
of 2,475 meals were served during program 
operation. Adequate supervision and fun 
educational age appropriate activities were 
coordinated by ALPI Child Development 
Services staff between meals and throughout 

the day. The program was inspected twice 
by food program site inspection teams and 
ALPI is pleased to announce no findings 
were reported and the program was found 
to be in full compliance. Through the 
Summer Work Experience program the 
agency was able to employ two youths and 
provided hands on work 
experience assisting 
with feeding the 
children and activities 
at the center. This year 
a team of professional 
barbers from Faded 
Fresh Barber Shop in 
Lake Wales visited the 
program and provided 
free back-to-school 
haircuts.

ALPI C.A.T. PROGRAM INSTRUCTOR AIDE 

Selected for Distinguished 
Washington, DC Internship

Juan Rangel is the After School 
Instructor Aide at ALPI’s Computer 
Assisted Tutorial Program (C.A.T.). 
A “Beyond the Bell” program, ALPI’s 
Computer Assisted Tutorial Program is 
an after school and summer enrichment 
program designed to help keep kids off 
the streets, increase positive decision 
making skills and improve academic 
performance.

The Congressional Hispanic Leadership Institute (CHLI) 
recently announced a new partnership with the National 
Migrant and Seasonal Head Start Association (NMSHSA), 
a division of the Head Start organization which focuses on 
providing resources such as education, healthcare, and 
childcare to agricultural migrant workers and their families. 
CHLI is a Washington, DC based organization advancing the 
Hispanic community’s diversity of thought. It is the premier 

organization founded by Members of Congress to advance 
the Hispanic community’s economic progress with a focus on 
social responsibility and global competitiveness.

As a result of the partnership with Head Start, CHLI awarded 
a summer internship to our very own Juan Rangel. In addition 
to working for ALPI’s C.A.T. program, Juan also attends Indian 
River State College in Fort Pierce, FL. Juan believes that his 
position with the ALPI C.A.T. program has provided him with 
the opportunity to make a positive impact on the lives of young 
children. His long term goal is to serve college students as an 
Athletic Director. 

Juan’s parents emigrated from Mexico in 1992 and worked 
as migrant farmers in Florida. His father had to travel to the 
Carolinas and New York for large portions of the year in order 
to provide for the family. They harvested oranges, apples, and 
tobacco and worked year-round. Because his parents had to 
be out in the fields almost every day, Juan and his siblings 
were often under the care of the East Coast National Migrant 
Seasonal Head Start program. “I am very happy to have been 
given this opportunity by NMSHSA and CHLI to start off my 
professional career,” Juan said of his internship placement. 
Congratulations to Juan on having been selected  

for this internship … it is indeed a great honor.

ALPI 2017 Summer Feeding Program

Page 736



CONTACT INFORMATION
CORPORATE OFFICE

P.O. Box 3126
Winter Haven, Florida 33885
(863) 956-3491
(863) 956-3357 Fax
Admin@ALPI.org

Executive Office
Deloris Johnson
Chief Executive Officer
Extension 206
DJohnson@ALPI.org

ADMINISTRATION AND 
OPERATIONS QUALITY 
CONTROL DIVISION

Operations and Quality Control 
Twila Smith, Director
Extension 204
TSteward@ALPI.org

Budget and Finance
Dennis Gniewek, Director 
Extension 210
DGniewek@ALPI.org

Human Resources
Christine Samuel, Director 
Extension 202 
CSamuel@ALPI.org

COMMUNITY SERVICES AND 
ECONOMIC DEVELOPMENT 
DIVISION

Albert Miller, Deputy Director
Extension 212
AMiller@ALPI.org

LIHEAP / Community Services
Cheryl Burnham, Director
Extension 224
CBurnham@ALPI.org

CSBG / Economic Development
PaHoua Lee-Yang, Director
Extension 218
PYang@ALPI.org

CHILD DEVELOPMENT AND  
FAMILY SERVICES DIVISION

Elizabeth Young, Deputy Director
Extension 215
EYoung@ALPI.org

Eastern Region  
Administration Office
2202 Avenue Q
Ft. Pierce, Florida 34950
(772) 466-2631
(772) 464-3035 Fax

Head Start / Early Head Start
Program Operations (St. Lucie Co.)
Myrna Rodriguez, Director
(772) 466-2631 - Extension 11
MRodriguez@ALPI.org

Early Head Start Program 
Operations (Polk Co.)
Aletta Stroder, Director
(863) 635-3396 - Extension 40
AStroder@ALPI.org

The ALPI Newsletter is Published by
The Agricultural and Labor Program, Inc.

The ALPI Newsletter is a quarterly publication designed 
to inspire and inform all employees, volunteers, parents, 
partners, and supporters of ALPI who have helped us 
through the years to grow the organization into what it has 
become today. We welcome your suggestions, comments, 
and ideas. Have a question about a feature? Heard an 
interesting story? Share it with us by phone, mail, or fax 
(refer to Contact Information).

Note: No permission is required to excerpt 
or make copies of articles, provided they are 
distributed at no cost. For other uses, please send 
written permission requests to ALPI’s Corporate 
Office. Copyright ©2017 by The Agricultural 
and Labor Program, Inc

Non-Profit Org.
US. Postage

PAID
Permit No. 1
Lakeland, FL

P.O. Box 3126
Winter Haven, FL 33885

United Way of Central Florida and United Way of St. Lucie County

PROGRAMS AND SERVICES ARE FUNDED IN PART BY:

SA
VE

 T
HE

 D
AT

E
Look for more information

on our website www.ALPI.org

January 27, 2018

ALPI 50th ANNUAL CORPORATE 
MEETING & LUNCHEON

Page 737



1ALPI Community Action Partnership Spring 2017

SPRING ISSUE 2017

2017 Annual Corporate 
Meeting and Luncheon

ALPI’s 2017 Annual Corpo-
rate Meeting and Luncheon was 
held on Saturday, January 21, 
2017, at the Rosen Centre Hotel 
in Orlando, Florida. This year’s 
meeting marked 49 years of the 
Agricultural and Labor Pro-
gram, Inc. providing services 
to socially and economically 
disadvantaged children and 
families throughout the State of Florida. 
Over 400 Corporate partners, Board mem-
bers, and guests attended ALPI’s largest 
annual event. The theme for this year’s 
event was: “Embracing Change, 
Empowering People.” 

Mistress of Ceremonies for this year’s 
luncheon was LAVITA HOLMES, 
Clewiston, FL (ALPI Board Member). 
The National Anthem was beautifully 
presented by Jazmin Ghent of Mulberry, 
FL. Welcome and Occasion message was 
delivered by Stacy Campbell-Domineck, 
Lakeland, FL (ALPI Board Member). 
Greetings were extended by Commis-
sioner Victoria Siplin of Orlando, FL 
(Orange County Board of County Com-
missioners). Words of Inspiration were 
shared by David Walker, Esq, Stuart, FL 
(ALPI Board Chairperson), followed 
immediately by a message from the ALPI 
Board Chairperson, William Holt of 
Vero Beach, FL. A musical selection was 

CEO’s CORNER
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Successful Governance 
and Leadership

What is governance and leadership? Governance 
is the process of providing strategic leadership to a 
nonprofit organization. It entails the functions of 
setting direction, making policy and strategy deci-
sions, overseeing and monitoring organizational 
performance, and ensuring overall accountability.  
Exemplary governance and leadership develop-
ment is driven by a strong and engaged Board of 
Directors. Dedication and many volunteer hours 
is the key to the realization of positive outcomes 
to ensure ongoing compliance with programmatic 
and regulatory mandates in a timely manner.  The 
concepts of leadership and governance encom-
pass strategic directions, plans and policies, 
effective oversight, motivation, and partnerships 
that integrate all organizational management and 
support systems to achieve results. 

Every year the ALPI Board of Directors con-
venes its Management Planning Retreat to review 
the ALPI organization’s Strategic Plan in order to 
maintain a viable “road map” for the future direction 
of the organization and to develop and revise strate-
gies to accomplish the plan’s identified goals. The 
ALPI management, in conjunction with the ALPI 
Board of Directors, continues to jointly plan and 
implement activities that allow for ongoing progress 
toward accomplishing each goal.  Subsequently, 
the challenges, opportunities, and accomplishments 
are shared in our corporate meeting to ensure that 
the “Embracing Change … Empowering People” 
wheel continues to move forward to help people 
help themselves and each other.

On behalf of the ALPI Board of Directors, 
under the leadership of Mr. William Holt, Board 
Chairperson, it is with great pride that I share with 
you in this newsletter edition, a snap shot of the 
ALPI program accomplishments and annual meet-
ing.  My sincere “Thanks” to all ALPI Stakeholders 
for your continued support and involvement in our 
ongoing efforts.

Continued on page 2

expertly performed by Jazmin Ghent.The 
event’s keynote speaker, Dr. Robert Lemon, 
was introduced by Tychus Doe, Ft. Pierce, 
FL (ALPI Policy Council Member).

This year’s Guest Speaker, 
ROBERT LEMON, is a noted 
author, motivational speaker and 
consultant. His presentation was 
incredibly dynamic and inspi-
rational. Dr. Lemon shared his 
personal life story of growing 
up very poor, struggling against 
all odds, and overcoming great 
challenges to achieve his own 
personal level of success. He 

said, “We must challenge our limits. Average 
is over. We must go from beyond training 
our employees to educating our employees. 
Go beyond transaction to transformation. 
Organizations must go beyond average and 
reveal to employees who we are and what 
we do. We must elevate our employees and 
focus on changing believes. We must engage 
and connect and help and embrace the orga-
nization. Rather than just share information, 
we must share wisdom. By doing this, you 
build respect and staff will be increasingly 
loyal. We have to embrace change and 
empower people”. After sharing insight 
into his own international travels and how 
he has been impacted by the struggles and 
successes of other cultures, he went on to 
say, “Being responsible means being a good 
example. Being a good example means set-
ting excellent standards. If you change your 
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National Recording Artist
Performs at  ALPI Annual 

Corporate Meeting and Luncheon

people’s beliefs, they become more productive 
and more efficient.” 

Following the speaker, guests were rec-
ognized by Chester McNorton, Daytona, FL 
(ALPI Board Member). Awards and recogni-
tions were bestowed by William Holt (ALPI 
Board Chairperson) and Deloris Johnson, 
Lakeland, FL (ALPI Chief Executive Officer). 
Program participants were acknowledged by 
Marva Hawkins, Sanford, FL (Chairperson, 
ALPI Special Events Committee), with Board 
installations performed by Jonathan Thiele, 
Esq. of Lakeland, FL (ALPI Board Counsel). 
Closing remarks were given by William Holt 
and Deloris Johnson.

Continued from page 1

 This year’s ALPI Annual Corpo-
rate Meeting and Luncheon musical 
performer was Ms. Jazmin Ghent. 
Jazmin is a very soulful, passionate 
and dynamic saxophonist known 
for her exceptional tone quality and 
her ability to combine her gospel 
roots to create a fresh new sound 

in the smooth jazz music 
industry. Jazmin’s debut 
cd, “Boss”, was success-
ful in 2015 with her chart 
topping singles, “Com-
pared to What” and “Boss”. The 
CD was #32 according to Smooth 
Jazz Global radio’s top 50 Smooth 
Jazz CDs for 2015.  Compared 
to What gained national recogni-
tion and was #5 on Smooth Jazz 
Charts. Jazmin has since released 
her sophomore album, “Chocolate 
Sunshine”, which has also become 
a great personal and commercial 
success. Guests in attendance 
thoroughly enjoyed Jazmin’s per-
formances, for which she received 
multiple standing ovations.

Board & Shared Governance Leadership Awards
ALPI Board of Directors Chairperson’s Award 

WILLIAM HOLT
Head Start/Early Head Start Policy Council Chairperson’s Award 

MERCADEZ ESTIME-CONNELLY
ALPI Housing Development Corporation Board Chairperson’s Award 

PHILLIP HOWARD

Q
Governance Support Awards

Board Chairperson’s Award  
JOSEPHINE HOWARD 

Robert J. Bryant, Jr. Award  
KATIE CLARKE

CEO Recognition Award  
DELORIS JOHNSON

Community Services Awards 
ARTHUR SHEFFIELD  

(Eastern Region) 
ALLEN CHAPEL AME CHURCH  

(Northern Region)
“B” STREET COMMUNITY SERVICE CENTER 

(Southern Region)
LIBBIE COMBEE LELAND FAMILY MINISTRIES 

(Central Region)

Q 
Corporate Support Award

PNC BANK 
(Grow Up Great Program)

Q 

ALPI’s 2017 Awards Recipients
The following were awarded during the 2017 Annual Corporate Meeting and Luncheon. .
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2017 Board of Directors

. .

ALPI PROUDLY PRESENTS THE

TOP ROW (l-r):  Kimberly Ross, Josephine Howard 
(Secretary), Chester McNorton, LaVita Holmes,  
David Walker, Esq. (Vice Chairperson),  
Stacy Campbell-Domineck, Patricia Gamble,  
Vernon McQueen

BOTTOM ROW (l-r):  Ruby Willix, William Holt 
(Chairperson), Katie Clarke, Corey Williams,  
Marjorie Gaskin, Marva Hawkins 
NOT PICTURED:  Dorothy Curry, Glenda Jones, Kim Johnson, 
Lester Roberts, Annie Robinson, Samuel Thomas

This year’s staff training conference 
included a dynamic group of trainers 
who came ready to discuss topics rele-
vant to many challenging issues found in 
the workplace today, along with a spe-
cial focus on adaptability and motivation/
response. The cutting-edge training was 
organized in a manner that would enable 
ALPI’s continued transformation into a 
singular model of what community action 
is all about.

The training conference began with 
the traditional staff luncheon, and was 
immediately followed by an all-staff gen-
eral session presentation: Risk Manage-
ment Strategies: Workplace Health and 
Safety Environment. The presentation 
was made by Calvin McKinley, Summit 

Consulting Loss Prevention Manager.
Conference organizers worked dili-

gently to enlist nationally recognized pre-
senters who brought with them a vast 
amount of experience in their respec-
tive fields. Workshops available to staff 
included: The Best of Ourselves! (explor-
ing the key to healing from within and 
improving our wellbeing); Sensitivity 
Training/Workplace Diversity Awareness 
(discussion on sensitivity awareness and 
behavioral flexibility); Penny Pinching Pri-
orities - Becoming a Strategic Shopper 
(building a budget plan, etc.); Prepare 
for the Unexpected (learning immediate 
steps to prepare and manage the impact 
of financial “surprises”); and much more.

ALPI 2017
ANNUAL STAFF TRAINING CONFERENCE
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ALPI’S CSBG FAMILY SELF-SUFFICIENCY PROGRAM 
representatives attend an annual Open House at Ridge Technical Col-
lege. Ridge Technical College offers professional training and certifica-
tion in some of the fastest growing careers in the nation, with more than 
20 available pathways. The college provides students with practical 
educational experience that is currently in high demand. The relevant 
and skill-based training offered is an alternative to the traditional college 
experience, but yet still provides direct access to the American dream.

At the Open House, ALPI representatives provide detailed informa-
tion about the Family Self-Sufficiency Program (FSSP), as well as all 
other ALPI programs. Any questions regarding any of the programs are 
answered and interested clients are given a number to call to set up an 
appointment to attend an orientation or seek other services, as the case 
may be. At the orientation, the FSSP is discussed in great detail and 
those interested in applying to the program may do so after completing 
the orientation.

Under the FSSP, an eligible client is provided services through ongo-
ing case management with the ultimate outcome being the enhancement 
of a family’s ability to meet their own basic needs. Participation in the 
FSSP is based on the family’s income level as well as the availability 
of Case Manager slots. The client is assigned a Case Manager for the 
duration of his/her participation in the FSSP. The Case Manager com-
pletes an initial assessment with the client and develops a case plan to 
determine appropriate activities/goals for the client and his/her family. 
Such activities/goals may include assisting the client and his/her family 
in: securing and retaining meaningful employment, obtaining adequate 

education, developing and following a budget, linking to appropriate 
community resources, pursuing job training and much more. 

The Case Manager continues to work with the client in providing 
support, on an on-going basis, via telephone and office visits, to assist 
with completion of the case plan and attainment of self-sufficiency. The 
FSSP is unique to each client and may range from a few months to a 
year or more, with an average participation period of six months. The 
length and scope of the FSSP primarily depends upon the client’s needs 
and is completely customized to their unique situation.

ALPI PARTNERS WITH 
RIDGE TECHNICAL COLLEGE

 The 2017 Shared Governance 
Orientation was held at the Chain 
O’Lakes Complex in Winter 
Haven, Florida on February 25, 
2017. The purpose of the Shared 
Governance Orientation is to provide newly 
elected and experience Board members, Head Start/EHS 
Policy Council Members and Regional Advisory Council 
Members with an overview of the agency’s governance prac-
tices and regulatory requirements.

Shared Governance Orientation is critical to getting 
organization-wide buy-in to the agency’s mission, values, 
organizational identity and strategic plans. It helps improve 
communication and participation, and it empowers new 
members with the tools they need to promote the agency’s 
planned agenda and programs in the community.

The Shared Governance Orientation session is the first 
step to ensure that board members, Head Start/EHS Policy 
Council Members, and Regional Advisory Council Members 
are active, engaged, educated, and ready to participate  in the 
shared governance of the organization.

Sheila Armstead, ALPI Client Services Specialist II (case manager) and 
ALPI Family Self-Sufficiency Program client, Mimi Lee, who is currently 
enrolled in the Ridge Technical College LPN Program.

SHARED 
GOVERNANCE 
ORIENTATION

ALPI Frostproof Child Development Center

Father-Daughter,  
Mommy and Me Jamboree

The ALPI Frostproof Child Development Center recently held 
its first annual Father-Daughter, Mommy and Me Jamboree. 
The event was a huge success and the large turn-out was 
unexpected. Frostproof Child Development Center children are 
always happy when their parents come out to support them and 
this was evident by all the smiles on the children’s happy faces.  
This event wrapped up the center’s Healthy Heart Initiative of 
getting families and children moving and physically active, while 

celebrating milestones 
together.
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 ROBERT J. BRYANT, JR. AWARD 
       presented to ALPI Board Member

The Robert J. Bryant, Jr. Award is presented annually at the Corpo-
rate Meeting and Luncheon. This prestigious award is named in honor 
of Robert J. Bryant, Jr., past ALPI Board Member and Chairperson of 
the ALPI Board of Directors. Mr. Bryant’s legacy is one of outstanding 
service to the Agricultural and Labor Program, Inc. He consistently 
exceeded all established expectations and did so with joy and convic-
tion. This year’s Robert J. Bryant, Jr. Award was presented to Katie 
Clarke (ALPI Board Member). 

Katie Sams (Clarke) was born in 1934 in Sebring, FL to the Rev. 
Ira Sams and Ceola White Sams. She was raised in Avon Park, FL, 
where she attended school until the 9th grade. The family then briefly 
moved to Cleveland, OH, relocated to Philadelphia, PA, and eventually 
returned to Ohio where she graduated from high school. After gradu-
ation, Ms. Clarke attended Duke Business College in Cleveland, but 
ultimately decided to take time off to start a family. After her family 
was well established, she decided to return to school. Having success-
fully finished a business program, she was hired by the State Welfare 
Department where she worked for the next two years. 

She tells the story of how one day, while sitting at her desk perform-
ing her normal work duties, her supervisor called her into his office. 
He said, “The FBI wants to talk to you Katie.” She was shocked and 
terribly scared … she couldn’t understand why the FBI would be 
investigating her of all people! Her supervisor then explained that she 
had been the subject of a thorough background check because she was 
being considered for a job with the federal government. She turned in 
her resignation that very same day and was told to report to her new 
position the following Monday. The new job was a simple setup that 
consisted of a few desks, old manual typewriters and not much else. 
When she met her new boss she had no idea what her new work duties 
would entail, but she was still delighted and excited to be where she 
was. Her first project, like many projects thereafter, would be to write 

William Holt, ALPI Board Chairman, and Katie Clarke, ALPI Board Member

“I have been working with people 
and children most of my life because 

my job in Ohio taught me to take 
a little and do a lot with it. 

For as long as I can remember, 
I have been trying to make a better life 

for my family and for all those 
in my community. 

So long as I can still stand, I will never 
stop trying to make a difference.”

KatieC larke

a grant request for a summer program for preschool children from low 
income families. She describes having to do countless community sur-
veys and go to different churches in the community the grant was being 
written for. The grant was approved and not only were the children in 
the community served, but the program created many different jobs for 
adults in the community as well. 

Thereafter, she wrote many other grant requests, too many to 
recall, but the grants ran the spectrum from summer work programs 
for teenagers to community support for the elderly and everything 
and everyone in between. It was that first job working for the federal 
government that provided her first vehicle and her first airplane ride, 
it was a wonderful time filled with many “first” experiences. In 1975 
Ms. Clarke visited family in Florida and decided to move back, but this 
time to Frostproof, FL, where she has lived to this day. After moving 
back, she began working at the public library, supervised by Christine 
Wilson. Ms. Wilson would go on to work for ALPI and does so to this 
day. Ms. Clarke then found employment with the local phone company, 
United Telephone, from which she happily retired twenty years later. 

Throughout her entire life, Ms. Katie Clarke has been a voice for the 
disenfranchised and a representative for those who otherwise would 
remain invisible. She is very demure and speaks softly, but she is a 
force to be reckoned with when it comes to defending the rights of 
the under-served and the unrepresented. Even after her retirement, 
she continued her relentless activism in the community. She was the 
first African-American in Frostproof to be over a voting district, a key 
player in bringing integration to the Silver Hills Cemetery, developed a 
meal program for the local community center (with the help of retired 
grandmothers as volunteers), received funding to establish a public 
park for the local children, and much more. Never one to rest while 
there is so much need in the world, today she is working to get funding 
for the installation of speed-bumps in the local parks.
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Lake Parker Park/Osprey Pavilion 

in Lakeland, Florida

June 24, 2017

ALPI 2017 ANNUAL  
FAMILY PICNIC
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THE Seed OF
Self-Sufficiency
On a recent Sat-

urday evening I was 
sitting in an audi-
torium waiting for 
the performances 
to begin, looking 
through the playbill 
at the names of the 
young performers 
and I happened upon 
the name of K., a 
seventh grade trum-
pet player. I recog-
nized the unique 
name as the sibling 
of a student from my 
first year as a Head 
Start teacher. I had K.P.’s younger brother, 
O., in my class as well that year. This was 
a family that struggled tremendously for 
stability. Only the dad was employed, part 
time, mom had not finished high school. 
They had a third child who had a host of 
medical issues and mom was pregnant 
again by the close of the school year. I 
recalled how hard it was to keep the fam-
ily in the program; they moved frequently 
and the father abandoned the family by the 
time the third brother, D. became my stu-
dent at ALPI Head Start. We worked hard 
to keep them with us, teaching staff, FSW 
Ana Williams and CDSM. As with many 
families, we sent D., off to kindergarten 
with our hopes and best wishes for some 
success.

Clearly, there was success. K.P. was 
there on stage, first year student, a seventh 
grade trumpet player. This event requires 
that a student be recommended by his band 
director because of his technical achieve-
ments in music and his dedication to the 
band program. He has to be approved and 
selected to be part of the event. He has to 

be academically sound in all of his classes 
because rehearsal requires being excused 
from school for several days. K.P. was all 
of these things, apparently, because he was 
seated there with peers from surrounding 
counties who likely came from economi-
cally and socially less challenging circum-
stances. In the audience, many rows ahead 
of me and out of my reach was his family, 
cheering him on, the younger brothers look-
ing healthy and wearing tee shirts from other 
school activities. A family had survived, 
intact. A successful family intact. The music 
was never more beautiful.

Rarely do we have opportunities to 
see the seed of self-sufficiency grown 
into a family that is established, a fam-
ily flourishing. We must all remember 
there is an abundance of treasure in every 
small investment of time and effort that  
we make. 

Ellen M. Bradley 
Child Development Services Manager II, 
ALPI Queen Townsend Head Start Center II

CEO’s CORNER

EFFECTIVE PARTNERSHIPS: 
To Be Or Not To Be

A partnership is an arrangement between 
two or more groups, organizations or individu-
als to work together to achieve common aims. 
The term is now widely used and sometimes it’s 
applied to situations where one powerful organi-
zation is doing no more than consulting with oth-
ers, or where one organization is simply buying 
something off another. But these are not real part-
nerships in the true sense. So what distinguishes 
such interactions from a true partnership? Tips 
for successful partnerships: Partnerships have 
great potential for advancing a cause, tackling 
difficult issues and accessing funding. The key 
is to use your judgement and management skills 
and try to follow best practice wherever possi-
ble. Keep your eyes on the prize: Any funder is 
going to want to know that what has been funded 
is actually taking place. In addition, the funder 
may have assessment or evaluation criteria that 
must be built into the design of the partnership. 
Try to determine in advance what the expecta-
tions are, what systems are to be used for data 
gathering and what measures of success are 
important to the funders. 

It is the belief of The Agricultural and Labor 
Program, Inc. (ALPI) that meaningful partner-
ships enhance community engagement, increase 
community awareness of the issues being 
addressed and establish a framework for the 
continued support of services that support com-
munity advocacy efforts. This includes the cre-
ation and expansion of programs and services, 
changing public policies, laws, and practices to 
improve the lives of families seeking a hand up. 
Over the years, ALPI has partnered with over 
300 different agencies in the State of Florida and 
currently maintains LIHEAP, CSBG and Head 
Start/Early Head Start subcontract agreements 
with over 16 different non-profit organizations 
in 7 counties in the State of Florida. PARTNER-
SHIPS WORKS! 

Deloris Johnson
Chief Executive Officer & Editor
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2ALPI Community Action Partnership

ALPI CEO honored with prestigious

Lifetime Achievement
Award

ALPI Chief Executive Officer, Deloris Johnson, 
was presented with the 2017 Community Action 
Heroes of Excellence Award during the Florida Asso-
ciation for Community Action (FACA), Inc. 37th Annual 
Training Conference held in Jacksonville, Florida. 
Recipients of this prestigious award must demon-
strate steadfast service to the Florida Community 
Action Network over a period of 20 years or more. In 
addition to time in service, recipients must also have 
contributed significantly in the areas of combating 
poverty, advocating for issues affecting low-income 
individuals, and/or serving in a management, lead-
ership or governance role. Congratulations to Ms. 
Deloris Johnson on this lifetime achievement award.

 During the 1991-92 program year, 
The Agricultural and Labor Program, 
Inc. began to pursue a longstanding 
need for decent, sanitary, low-cost 
rental housing for farmworkers and 
their families. ALPI contracted the 
Danter Company, Inc. to conduct a 
market analysis of affordable rental 
housing in Polk County. A very severe 
shortage of affordable rental housing 
for migrant and seasonal farmwork-
ers was identified. During the Spring 
of 1992, ALPI, with the assistance 
of Florida Non-Profit Housing, Inc., 
developed and submitted a pre-
application for farmworker housing to 
the Department of Agriculture. ALPI’s 
proposal was to build a 57 farmworker 
families apartment complex composed 
of multi-sized, single family units. 
The development would also include 
a management office, day care center, 
play area, laundry facilities, community 
room and storage area. A new corpora-

tion was born: The Agricultural and 
Labor Housing Development Corpora-
tion, Inc.

On December 29, 1993, ALPI was 
notified by then Congressman Charles 
T. Canady of the 12th Congressional 
District that the project was approved. 

Today, the apartment complex 
continues to provide affordable housing 
for qualifying residents and historically 
runs at maximum occupancy.

The Agricultural and Labor Housing Development Corporation, Inc.

Left to Right: PaHoua Lee-Yang, CSBG/Economic 
Development, Director; Deloris Johnson, ALPI Chief Executive 
Officer; and, Albert Miller, Community Services and Economic 
Development Division, Deputy Director.

COMMUNITY ACTION PARTNERSHIP
The 2017 Community Action Partnership Annual Convention 

was held this year in Philadelphia, PA. The theme was: Community 
Action: Transforming Communities, Changing Lives. The event 
brought together Community Action leaders, board members, staff, and 
volunteers from across the nation. More than 100 educational work-
shops were offered, in addition to inspirational presenters and fresh, 
new innovative approaches to transforming families and communities.  
Participating  
ALPI staff were also 
able to experience an 
exceptional presenta-
tion on the proposed 
federal budget and 
advocacy-related 
issues facing Com-
munity Action.

 Annual Convention2017
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On July 18, 2017 the IBM Southeast Employees’ Credit Union 
(IBMSECU) donated school supplies, fresh food, backpacks 
and $25 gift cards to 25 children enrolled in the ALPI Head Start 
Program. The items came just in time as the children transitioned 
to public schools. The event was held at the ALPI Child Develop-
ment and Family Services Center located in Port St. Lucie, FL. 
ALPI Head Start thanks IBMSECU for all their support.

 School Supplies 
for Needy Families

  Congratulations to Christine Samuel, 
ALPI Human Resources Director! Ms. 
Samuel was recently honored for her 
community service and concern for girls. 
She was one of three women selected 
from among 20 nominees for the 2017 She 
Knows Where She’s Going Award. 

This is the 28th year Girls Inc. of 
Lakeland, the nonprofit group that pro-
vides programs and mentorship to mostly 
low-income youth, has honored women for 
their community service and concern for 
young girls.

“We’re here today celebrating 20 
amazing women,” said Kay Fields, presi-
dent and CEO of Girls, Inc. of Lakeland. 
“I can’t thank the girls enough because 
without girls there would be no Girls, 
Inc. I can’t thank the parents enough 
because without the parents, there would 

be no girls. And I can’t thank the women 
enough.”

Ms. Samuel is the board president of 
Girls, Inc. of Winter Haven. She has been 
known to use her own personal story to 
help girls understand that if she can do it, 
they can do it too. She was a struggling 
single mom raising three sons, working 
two full time jobs, and still managed to 
go back to school and even find time to 
volunteer in her community. She proudly 
embraces the challenges and successes in 
her life because they helped shape her into 
the person she is today. 

As she received her award and all the 
accolades that went along with it, she 
simply said, 

With Gratitude
and Thanks… 

The letter below  
was sent to  
Sophia Harris, ALPI Client 
Services Specialist II/Job 
Developer. Mrs. Harris, like all 
ALPI staff, believe in making a 
difference in people’s lives by 
doing “whatever it takes” each 
and every day.

Dear Mrs. Harris:
I tearfully thank you from the bottom of my heart, 

for all that you have done for me. Thank you for being so 
patient with me. 

When I came to you, my mom was suffering from 
breast cancer. I was desperate for help. I needed to help 
her. You embraced me, encouraged me; you even pushed 
me … and I thank you that even when I failed the first 
part of my test, you encouraged me to try again, and I did 
Ms. Sophia … and I PASSED!

I just want to say thank you for always being there 
… even when I would walk in your office without an 
appointment, you welcomed me … you put everything 
aside … and you helped me. You even helped me to 
get my first job through Bella Vista, and another one at 
Utopia.

I can’t say how much I appreciate this program.  
Now, I can look forward to making more money to help 
support myself and my mom!

Thank you again. 
Sincerely, Rashida Burgess

 “I believe in my heart  
               I was born to serve.”

She KnowS where    
 She’S GoinG  Award

2017
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Jessica was born in Mexico City, 
Mexico and was brought to the United 
States when she was almost two years 
old. She and three siblings were raised 
by her mom (an agricultural worker) and 
stepdad. She graduated from Taylor 
Middle High School in Pierson, Florida. 
Jessica was able to benefit from the 
DACA (The Dreamers Act) through 
a two year work permit. She quickly 
obtained her driver’s license and was 
then ready to seek employment after 

graduation. Jessica went through the Putnam County Migrant 
Program in order to help her pay for her ALPI CNA prep class. 
She then went on to pass her CNA state certification test and 
is now working in a nursing home. She is enrolled in the LPN 
program at Daytona State College. Because of her status, she 
does not qualify for financial aid, but she is happy to work hard 
to pay for her classes. She is currently and happily employed at 
Parkside Rehabilitation Center.

ALPI 2017 Annual Family Picnic
ALPI staff work very hard all year long 

serving others and helping to further the 
agency’s mission, which is why this event 
has become something so many look 
forward to. ALPI’s annual family picnic 
is a special day set aside every year for 
nothing but fun, rest, and relaxation. It is 
a day for staff and their families, along 
with ALPI Board members, to come 
together and enjoy a sunny Florida day, 
great barbeque and lots of camarade-
rie. This year’s picnic was held on June 
24, 2017 at Lake Parker Park/Osprey 
Pavilion in Lakeland, FL.

  For more than 12 years the Agricultural and Labor Program, Incorporated (ALPI) has been operat-
ing a vocational/technical center in Volusia County. The ALPI Technical Education Center (ATEC) was 
first established around 2005 to provide ALPI’s farmworker clients with training for an alternative career 
as Nursing Assistants. Through its license with the Commission for Independent Education, ALPI has 
provided diplomas to many farmworkers in the Deland area. In 2010, ALPI received licensing for Home 
Health Aide training. This enabled ALPI to reach more of the community and offer more alternatives in 
obtaining healthcare related training. Below are two success stories resulting from this program.

Born in Zacatecas, Mexico, 
Maria’s parents brought her 
to the US when she was 3. 
Her parents were agricultural 
workers who worked in the 
fields all their lives. With three 
children of her own, she knew 
she had to do something to 
better her life and thereby, the 
lives of her children. She never 
graduated high school, but was 
prepared to do whatever it took 

to turn her life around. She applied for a work permit, 
which then allowed her to get a driver’s license and 
ultimately a job. She went through the Putnam County 
Migrant Program/DOE in order to take the ALPI CNA 
prep and HHA class. Maria was able to then pass the 
Certified Nursing Assistant state test and today she is a 
CNA and a Home Health Aide. Maria currently works at 
Lakewood Nursing Center.

Maria D. Avila Lopez Jessica Lopez
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ALPI 
EMERGENCY 
ASSISTANCE  

MIGRANT AND 
SEASONAL

FARMWORKER 
PROGRAM

ALPI’s Emergency Assistance 
under the Migrant and Seasonal 
Farmworker Program is a statewide 
program funded through the Depart-
ment of Education (DOE) and Florida 
Non-Profit Housing. This program 
provides emergency assistance to 
qualifying farmworkers and their fami-
lies. Farmworker job duties include 
field labor, which can consist of 
picking vegetables and fruits, packing 
houses and juice plants. These funds 
can help with: rent assistance (with 
landlord verification), food vouchers 
(Publix), water bills, gas bills (cooking 
gas), electric bills, and gasoline cards.

During the 2016-2017 contract year 
the following were served: Florida 
Non-Profit Housing funds ($24,000): 
104 clients served, providing rental, 
light and water assistance to farm-
worker families. DOE funds ($31,200): 
313 clients served, providing food 
cards, gas cards, water and electric 
assistance to farmworker families.

 In response to the devastation caused 
by Hurricane Irma, U.S. Senator Marco 
Rubio (R-FL) announced his staff would 
host comprehensive recovery assistance 
centers throughout Florida. Residents 
affected by the hurricane were able to 
sign up for FEMA assistance, as well as 
visit the “insurance village” comprised 
of property insurance companies pro-
viding on-site assistance with the filing 
of claims and general inquiries. The 
event was a public/private partnership 
of federal and state agencies, charitable 
organizations and companies gathering 
to provide critical resources. 

ALPI LIHEAP staff attended 
the Naples event on September 20, 
2017. The event was an overwhelming 

success in that the number of attendees 
was unexpected and quickly surpassed 
even the highest anticipated number. 
Although many visitors to the ALPI 
table looking for assistance did not 
have proper documentation, no one 
was turned away. Applications were 
handed out, assistance was provided 
with completion of the applications, all 
questions were answered, and visitors 
were told where to go in order to final-
ize their application, once they had the 
required documentation available. In 
addition, ALPI plans to work with other 
agencies in the area to schedule a day 
and location, in the immediate future, 
for an “Energy Fair”. This will allow 
ALPI to assist even more members of 
the community. 

Over 32 insurance companies par-
ticipated in the event, as well as over 22 
agencies, organizations and companies 
ready to provide critical services. The 
Agricultural and Labor Program, Inc. 
is proud to count itself a partner in 
this critical outreach to the resilient 
residents of the State of Florida.

 ALPI Participates at

IRMA
Recovery Assistance Center
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CONTACT INFORMATION
CORPORATE OFFICE

P.O. Box 3126
Winter Haven, Florida 33885
(863) 956-3491
(863) 956-3357 Fax
Admin@ALPI.org

Executive Office
Deloris Johnson
Chief Executive Officer
Extension 206
DJohnson@ALPI.org

ADMINISTRATION AND 
OPERATIONS QUALITY 
CONTROL DIVISION

Operations and Quality Control 
Twila Smith, Director
Extension 204
TSteward@ALPI.org

Budget and Finance
Dennis Gniewek, Director 
Extension 210
DGniewek@ALPI.org

Human Resources
Christine Samuel, Director 
Extension 202 
CSamuel@ALPI.org

COMMUNITY SERVICES AND 
ECONOMIC DEVELOPMENT 
DIVISION

Albert Miller, Deputy Director
Extension 212
AMiller@ALPI.org

LIHEAP / Community Services
Cheryl Burnham, Director
Extension 224
CBurnham@ALPI.org

CSBG / Economic Development
PaHoua Lee-Yang, Director
Extension 218
PYang@ALPI.org

CHILD DEVELOPMENT AND  
FAMILY SERVICES DIVISION

Elizabeth Young, Deputy Director
Extension 215
EYoung@ALPI.org

Eastern Region  
Administration Office
2202 Avenue Q
Ft. Pierce, Florida 34950
(772) 466-2631
(772) 464-3035 Fax

Head Start / Early Head Start
Program Operations (St. Lucie Co.)
Myrna Rodriguez, Director
(772) 466-2631 - Extension 11
MRodriguez@ALPI.org

Early Head Start Program 
Operations (Polk Co.)
Aletta Stroder, Director
(863) 635-3396 - Extension 40
AStroder@ALPI.org

The ALPI Newsletter is Published by
The Agricultural and Labor Program, Inc.

The ALPI Newsletter is a quarterly publication designed 
to inspire and inform all employees, volunteers, parents, 
partners, and supporters of ALPI who have helped us 
through the years to grow the organization into what it has 
become today. We welcome your suggestions, comments, 
and ideas. Have a question about a feature? Heard an 
interesting story? Share it with us by phone, mail, or fax 
(refer to Contact Information).

Note: No permission is required to excerpt 
or make copies of articles, provided they are 
distributed at no cost. For other uses, please send 
written permission requests to ALPI’s Corporate 
Office. Copyright ©2017 by The Agricultural 
and Labor Program, Inc

Non-Profit Org.
US. Postage

PAID
Permit No. 1
Lakeland, FL

P.O. Box 3126
Winter Haven, FL 33885

United Way of Central Florida and United Way of St. Lucie County

PROGRAMS AND SERVICES ARE FUNDED IN PART BY:
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Look for more information

in the next edition

January 27, 2018

ALPI 50th ANNUAL CORPORATE 
MEETING & LUNCHEON
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On behalf of the ALPI Board of Directors, I wish to extend a very warm welcome to 

our many friends, community leaders, elected officials, corporate members and 

staff.  As our theme reflects, today we are “Celebrating 50 years of community ser-

vices.  Acknowledging the past … preparing for the future.” 

With the present administration in Washington, D.C. holding community action’s 

future in their hands, we stand united in our quest to persevere. We have weath-

ered many storms and challenges, but yet we still stand.  We stand for caring for 

people and for those who have less! We stand for those who need a hand-up, not a 

hand-out. We stand for justice and equality for all of the socially and economically disadvantaged children, fami-

lies and farmworkers that we proudly serve.  We will never relent nor will we subject our clients to anything less 

than being advocates for inclusion. 

To Deloris Johnson, the Chief Executive Officer of this great organization, you gave us the vision, the knowledge, 

the wherewithal and the experience to help us pave our way deep into the future. You are truly our greatest 

asset.   It is because of you at the ALPI helm that we have been able to achieve so much.   We are proud of 

where we are today and excited about where we are going because of you and your leadership.  

Thank you to all our guests, the ALPI Board of Directors and our amazing staff.  It is because of people like you 

that we are able to gather here today to celebrate this amazing milestone.  Finally, a special message to our own 

Lester Roberts (ALPI Board Member) who could not be present today.  We salute you Lester for your unwa-

vering dedication to the Agricultural and Labor Program and your untiring efforts in helping extend our mission. 

Please know that you will always be a part of something you helped build.   

Kind Regards, 

William Holt 
ALPI Board Chairperson 

William Holt 

Greetings from the Board 
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ACCOMPLISHMENTS & OPPORTUNITIES 
During the 2016-2017 program year, The Agricultural and Labor Program, Inc. (ALPI) continued to work in partnership with 

communities in a coordinated and comprehensive manner to develop programs and deliver services that will make a criti-

cal difference in the lives of people in need.  ALPI, like many community action agencies, is grounded in helping families 

and communities build this social capital for movement to self-sufficiency.  Our focus areas and accomplishments included 

the following coordinated and comprehensive partnership and the ALPI program services delivery accomplishments. 
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ALPI and PNC Grow Up Great have begun a new partner-

ship!  PNC recognizes that learning in a child's early years 

is essential for their long-term success. Since PNC began 

the program in 2004, PNC Grow Up Great has distributed 

more than $105 million in grants that help young chil-

dren prepare for school by focusing on readiness in  

vocabulary development, math, science, financial educa-

tion and the arts. Through these grants to nonprofit  

organizations, the program has impacted approximately 

2.3 million children throughout 19 states and the District 

of Columbia. 

Grow Up Great initiatives strengthen programming at 

early education centers serving at-risk children by provid-

ing professional development for teachers, enhancing 

children’s classroom experience and further engaging 

parents in their children’s learning. These efforts are sup-

ported by strong, long-term cross-sector collaborations 

with national and local organizations, including Sesame 

Workshop, the Fred Rogers Company, and National Head 

Start Association, as well as a multi-disciplinary Advisory 

Council of highly respected early education experts.   

There are various programs within PNC Grow Up Great, 

including:  PNC’s Grants for Great Hours | this program 

allows individual employees and teams of employees to 

earn grant dollars for qualified early education centers. 

Cumulatively, through 2015, Grow Up Great volunteers 

have earned more than 1,425 individual and team PNC 

Foundation grants totaling close to $4.7 million.  The Mo-

bile Learning Adventure | a traveling exhibit that  

provides an opportunity for parents and caregivers to 

learn about the importance of early childhood education 

while having fun with their children.   Growing Up Great 

Together Under One Big Sky Mobile Planetarium |  

features an inflatable dome where children view One 

World, One Sky: Big Bird’s Adventure, a show created by 

Sesame Workshop to introduce astronomy to young 

viewers. The portable dome travels to early childhood 

education centers that are approved Grow Up Great  

volunteer sites. It provides children the opportunity to 

experience a planetarium show firsthand. 

 

 PNC Grow Up Great & ALPI 
Inspiring Great Fu t ures Together 

ACCOMPLISHMENTS & OPPORTUNITIES 
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Community Action leadership is exemplified at all levels across the ALPI organization and starts with a mission that 

clarifies ALPI’s work to address the needs of socially and economically disadvantaged children, families and farmwork-

ers. The organization’s well-functioning board, and a focused chief executive officer (CEO), well-trained and dedicated 

staff, and volunteers giving of themselves to help others, continues to serve as the organization’s cornerstone and 

leverage point to address poverty across many communities in the state of Florida. Ensuring strong leadership both 

for today and into the future. During the 2016-2017 the Board Leadership and overall performance of engagement 

activities included the following:  

ACCOMPLISHMENTS & OPPORTUNITIES 
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Board Major Accomplishments 

 Updated 5 Years Strategic Plan Performance Report. 

 Approved final “Wall of Fame” Implementation Plan 
and Timelines. 

 Conducted annual Board and Management Planning 
Retreat. 

 Maintained 100% compliance with board meeting 
schedule and attendance in according with by-laws 
and funding regulatory requirements. 

 Secured Succession Plan Consultant Agreement to 
begin search for CEO replacement. 

 Reviewed and approved policies and procedure revi-
sions/updates. 

 Completed CEO Annual Performance Evaluation. 

 Secured Independent Auditor to complete the or-
ganization’s annual audit in accordance funding 
source regulatory requirement time lines. 

 Reviewed and approved the organization Annual 
Operating Budget for 2016-2017. 

 Board Members contributed and/or secured over 

$46,000.00 in non-restricted to support agency com-

munity relations activities. 

ACCOMPLISHMENTS & OPPORTUNITIES 
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ALPI's 2017 Annual Corporate Meeting and Luncheon 

was held on Saturday, January 21, 2017, at the Rosen 

Centre Hotel in Orlando, Florida. This year's meeting 

marked 49 years of the Agricultural and Labor Program, 

Inc. providing services to socially and economically  

disadvantaged children and families throughout the 

State of Florida. Over 400 Corporate partners, Board 

members, and guests attended ALPI's largest annual 

event.  

The theme for this year's event was: "Embracing 

Change, Empowering People."  Mistress of Ceremonies 

for this year's luncheon was LaVita Holmes, Clewiston, 

Florida (ALPI Board Member), pictured above.  

This year's Guest Speaker, Robert Lemon (pictured be-

low), is a noted author, motivational speaker and  

consultant.  He is committed to helping people and 

companies accomplish their goals and maximize their 

potential.  His presentation was incredibly dynamic and 

inspirational.  Dr. Lemon shared his personal life story of 

growing up very poor, struggling against all odds, and 

overcoming great challenges to achieve his own person-

al level of success.  He said, “We must challenge our 

limits. Average is over.  We must go from beyond train-

ing our employees to educating our employees.  Go 

beyond transaction to transformation.  Organizations 

must go beyond average and reveal to employees who 

we are and what we do.  We must elevate our employ-

ees and focus on changing believes.” 

"Embracing Change, Empowering People."   

 
ANNUAL CORPORATE MEETING AND LUNCHEON 
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Research shows that through engagement in community activities such as board governance, peer to peer leadership, advisory 

bodies, volunteering, and other participatory means, the poor build personal networks and increase their social capital so that they 

are able to move themselves and their families out of poverty. Evidence to confirm ALPI’s Maximum Feasible Participation accom-

plishments realized during the 2016-2017 program year included the following: 

ACCOMPLISHMENTS & OPPORTUNITIES 
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The Agricultural and Labor Housing Development Corporation (ALHDC) was 
incorporated in 1993 as a Florida Non-Profit Corporation.  It was initially es-
tablished by the Agricultural and Labor Program, Incorporated (ALPI) for the 
purpose of building and operating a 57-unit Farmworker Apartment Complex 
in Auburndale.  The ALHDC currently has nine (9) active Board members and 
four (4) times between July 1, 2016 and June 30, 2017.  The ALHDC is an inde-
pendent corporation, previously established by ALPI, with its own board 
members and maintains complete autonomy with regards to its mission. 

 
The  primary mission of the  ALHDC  is the  provision  of affordable rental  housing  to  farmworkers  in  the  Auburn-
dale  area  of  Polk County.   In carrying out this mission, the ALHDC owns a 57-unit rental complex in Auburndale, FL 
(pictured below).   The complex, New Horizon, is managed by Southwind Management Services, Inc. and offers an on-
site management and maintenance team.   
 
In addition to the provision of affordable rental housing to 
farmworkers, the ALHDC has partnered with ALPI to pro-
vide social services to the tenants and the local communi-
ty. At the New Horizon Community Center, ALHDC, 
through the Community Services Block Grant (CSBG) pro-
gram operated by ALPI, the local community is able to 
obtain various services.  This includes (1) emergency assis-
tance (2) family self-sufficiency services (3) job placement 
and assistance (4) electric assistance, and (5) computer 
access to the internet.  ALPI also maintains two (2) case 
managers at the complex for the operation of its Family 
Self-Sufficiency Program (FSSP). 
 
During this reporting period, the Corporation realized an-
other annual audit with no findings, retaining its “low risk” 
auditee designation. 

THE AGRICULTURAL AND LABOR HOUSING DEVELOPMENT CORP. INC. 

ACCOMPLISHMENTS & OPPORTUNITIES 
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ALPI Technical Education Center was established in November of 2004 to provide career and employability skills train-
ing in high demand occupations.   In 2009 ALPI moved from two modular buildings in Pierson to its current location in 
Deland, Florida.   

The purpose of the ALPI Technical Education Center is to provide State approved training programs to equip the grad-
uating students with the skills and knowledge needed to pursue employment in the occupation trained for or contin-
ue into other educational opportunities. 

This year ATEC was able to partner with local home care agencies to help our graduating students obtain employment 
after graduation.   ATEC had four class  sessions this year for the HHA program and five CNA prep class.  A total of 75% 
of our HHA students were placed in their field of training.   

ATEC 2016-2017 CIE monitoring went very well and resulted in no findings.  Referrals continue to come in from  farm-
worker programs in Putnam County.  Additionally, ATEC's Advisory Council has merged with ALPI's Northern Region 
Advisory Council.  The merger has proven to be very successful and will allow ATEC to better serve the community. 

Through its license with the Commission for Independent Education, ALPI has provided diplomas to many farmwork-
ers in the Deland area. In 2010, ALPI received licensing for Home Health Aide training. This has enabled ALPI to reach 
more of the community and offer more alternatives in obtaining healthcare related training.   

ALPI TECHNICAL EDUCATION CENTER (ATEC) 

ACCOMPLISHMENTS & OPPORTUNITIES 
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The human element of ALPI’s Community Action work is evident at all levels of the organization including effective 

board and management oversight and a strong human resources infrastructure reflecting the organization’s values 

and mission. Attention to organizational elements such as policies and procedures, performance appraisals, and train-

ing lead to strong organizations with the capacity to deliver high quality services in low-income communities. Effec-

tive outcomes realized during the 2016-2017 program year included the following: 

EFFECTIVE BOARD AND MANAGEMENT OVERSIGHT 

During 2016-2017 the ALPI Effective Board and Management Oversight was maintained and enhanced. New and en-

hancement activities included the following: 

CERTIFICATION OF BOARD GOVERNANCE COMPLIANCE 

Review and certification of the Board Governance structure during the Board Management Retreat to determine 

Board Compliance in accordance with the organization’s membership eligibility, Corporate Bylaws, CSBG and Head 

Start regulation requirements. 

CERTIFICATION OF ADVISORY COUNCIL ELECTION PROCEDURES/RESULTS  

Review of each Regional Advisory Council and the HS/EHS Policy Council Election Procedures/Results during the 

Board Management Retreat to determine membership eligibility and corporate bylaws compliance. 

AGENCY SUCCESSION PLAN UPDATE  

Reviewed the agency’s Succession Plan and timelines and secured Succession Plan Consultant Agreement to begin 

search for CEO replacement. 

RISK MANAGEMENT ANALYSIS  

Reviewed and approved personnel policies and procedures revisions to ensure ongoing compliance with applicable 

Dept. of Labor regulatory requirement. Completed CEO Annual Performance Evaluation. 

BOARD MEETING ATTENDANCE AND PARTICIPATION QUARERLY REWIEW 

Reviewed quarterly board attendance and committee participation to maintain a quorum at each board meetings and 

to ensure that 100% of all meetings are held in accordance with the by-laws and the established Board meeting 

schedule. 

BOARD COMMITTEE STRUCTURE 

Maintained an effective board committee structure to reviewed quarterly, agency wide program compliance reports, 

external monitoring reports, financial management activities, etc., to ensure ongoing compliance with all funding 

source reporting and services delivery requirements. 

ACCOMPLISHMENTS & OPPORTUNITIES 
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 Full-time and part-time employment opportunities were maintained to 214 employees in Highlands, Polk, St. 
Lucie, and Volusia Counties. 

 Eligible employees received a minimum of a 1.3% increase effective July 1, 2016. 

 100% of the staff met their Professional Development Individualized Plan (PDIP) training hours and all staff re-
ceived an annual evaluation.  PDIP incentive was awarded to all eligible staff. 

 Monthly Health Initiative programs have assisted our employees in engaging in and becoming more aware of 
healthy choices and activities. 

 Worker’s Compensation claims decreased by 45%. 

 ALPI’s Annual training conference was held on January 20th – January 21, 2017.   

STRONG HUMAN RESOURCES INFRASTRUCTURE 

 

 

This year’s staff training conference included a dynamic group 
of trainers who came ready to discuss topics relevant to many 
challenging issues found in the workplace today, along with a 
special focus on adaptability and motivation/response.  The 
cutting-edge training was organized in a manner that would 
enable ALPI’s continued transformation into a singular model of 
what community action is all about.    

The training conference began with the traditional staff lunch-
eon, and was immediately followed by an all-staff general ses-
sion presentation:  Risk Management Strategies:  Workplace 
Health and Safety Environment.  The presentation was made by 
Calvin McKinley, Summit Consulting Loss Prevention Manager. 

Conference organizers worked diligently to enlist nationally rec-
ognized presenters who brought with them a vast amount of 
experience in their respective fields.  Workshops available to 
staff included:  The Best of Ourselves! (exploring the key to 
healing from within and improving our wellbeing); Sensitivity 
Training/Workplace Diversity Awareness (discussion on sensitiv-
ity awareness and behavioral flexibility);  Penny Pinching Priori-
ties - Becoming a Strategic Shopper (building a budget plan, etc.);   
Prepare for the Unexpected (learning immediate steps to pre-
pare and manage the impact of financial “surprises”); and much 
more. 

ACCOMPLISHMENTS & OPPORTUNITIES 
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STRONG FINANCIAL MANAGEMENT SYSTEM 

During 2016-2017 the ALPI Strong Financial Management System was maintained and/or enhanced to ensure ongo-

ing compliance and best business financial management practices.  New and enhanced activities included the follow-

ing: 
 

 Reviewed the 2017 audit report draft with the independent auditing firm during the Board’s Management Re-

treat to determine and certify the organization’s financial status and funding source regulatory compliance. 

 Annual independent audit certified a sound financial management recordkeeping and reporting system that re-

sulted in a Clean Audit Opinion and a “Low Risk” Auditee Designation. 

 Secured adequate funding to fund the organization’s 2016-2017 agency wide budget of $17,820.36, of which 

93% was earmarked for direct service delivery. 

 Maintained a positive line of credit and cash flow position throughout the year. 

 Secured adequate funding to fund and maintain compliance with the Affordable Health Care Act. 

 Secured adequate funding to maintain throughout the year, 232 full-time and part-time employment opportuni-

ties in Highlands, Polk, St. Lucie and Volusia Counties. 

 Conducted Financial Status review meeting with CEO and Finance Director to confirm the maintenance of a posi-

tive bottom line and to ensure ongoing regulatory compliance and effective financial resource development 

management. 

 Secured and maintained “no finding” financial management reviews conducted by the Department of Education, 

The Elderly Home Energy Assistance Program (EHEAP), Worker’s Comp Audit, and the U.S. Department of Hous-

ing and Urban Development (HUD) Housing Counseling Program. 

 Reviewed the organization’s fixed assets and property improvement policy during the Board’s Management Re-

treat to determine appropriate actions and resources needed to maintain, replace, renovate and/or lease need-

ed services and equipment. 

 Reviewed during the Board’s Management Retreat, marketing and resource development options to enhance 

the organization’s marketing and resource development activities and to increase non-restrictive funding oppor-

tunities. 

 Reviewed and approved the organization Annual Operating Budget for 2016-2017. 

 Board Members contributed and/or secured over $46,000.00 in non-restricted to support agency community 

relations activities. 

ACCOMPLISHMENTS & OPPORTUNITIES 
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 CSBG (COMMUNITY SERVICES BLOCK GRANT): CSBG enrolled 155 families into the family self-sufficiency pro-
gram with 23 clients obtaining jobs, 10 receiving an increase in income and/or benefits, 8 completing post-
secondary education and 46 receiving skills/competencies and/or higher education or training. Additionally, 10 
received work experience. 

 FARMWORKER EMERGENCY ASSISTANCE: Emergency Assistance was provided to 370 farmworkers in 21 coun-
ties. 

 CHILD CARE FOOD and NUTRITION SERVICES: A total of 360,180 meals were provided to pre-school and school 
age children via the Child Care Food and Nutrition Program. 

 HUD HOUSING COUNSELING: Housing Counseling or Foreclosure Mitigation was provided to 37 families in Polk 
and Osceola Counties. 

 LIHEAP (LOW INCOME HOME ENERGY ASSISTANCE PROGRAM):  Services were provided in partnership with 
seven (7) non-profit organizations to a total of 7,618 clients (via Collier, Glades, Hendry, Highlands, Martin, Polk 
and St. Lucie Counties). 

EFFECTIVE PROGRAM SERVICE DELIVERY AND POSITIVE OUTCOMES 
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HEAD START/EARLY HEAD START and SCHOOL READINESS OPPORTUNITIES 
 

Head Start/Early Head Start services were provided to 1,012 children and their families 29 parents were gainfully em-

ployed) in St. Lucie and Polk Counties; Voluntary Pre-Kindergarten services were provided to 433 children and their 

families in St. Lucie and Polk Counties. Other service delivery and accomplished goals and objectives as mandated by  

federal, state regulations and requirements included the following: 

EARLY CHILDHOOD DEVELOPMENT AND HEALTH SERVICES  

Education and Early Childhood Development - Child Outcomes:  Based on the Agency’s official recordkeeping system 

(Teaching Strategies GOLD), it was revealed that children have made progress on all domains based on the Head Start 

Child Development and Early Learning Framework. Classroom activities were enhanced to track progress based on the 

new revised domains. Teaching staff continued to monitor and evaluate the progress on all eligible kindergarten chil-

dren.  

 

 

 

 

 

 

 

 

 

 

 

 

 

EFFECTIVE PROGRAM SERVICE DELIVERY AND POSITIVE OUTCOMES 

The following data represents the final child outcome results for the 2016-2017 school year from the ALPI’s Head 

Start and Early Head Start web base Teaching Strategies GOLD Ongoing Assessment.  Out of 824 possible children, 816 

children had enough GOLD data in spring 2016-2017 to be included in this report.  

ACCOMPLISHMENTS & OPPORTUNITIES 
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EFFECTIVE PROGRAM SERVICE DELIVERY AND POSITIVE OUTCOMES 

Voluntary Prekindergarten Services: ALPI provided VPK services to approximately 431 children at the directly operat-

ed Head Start centers, in St. Lucie and Polk Counties.  

CLASS Observation Federal Review Results: The Office of Head Start conducted the federal review CLASS observa-

tions during the week of May 9, 2016 thru May 13, 2016 of the Head Start program. The observations were conducted 

in the majority of the preschool classrooms using the Pre-K Classroom Assessment Scoring System (CLASS). The CLASS 

tool looks at three domains and ten dimensions of teacher-child interactions and measures those observed interac-

tions on a seven point scale. The following results show the comparison between the National 2016 CLASS: 

Early Childhood Health Services: We continue to emphasize the importance of community and building long lasting 
partnerships as we promote family and program advocacy for good health. During the 2016-2017 school year, in col-
laboration with community partnerships and parents, we were able to provide quality services to children enrolled in 
our Head Start/Early Head Start Program. 

 

Nutrition Services: Families continued to take advantage of the WIC Program. The program continues to promote the 

Health Services Advisory Committee, in which the WIC Program personnel participate. The WIC Program provided 

families with hemoglobin screenings, nutritional supplements, and nutritional counseling. The Nutrition Consultant 

provided individual counseling to families of overweight and underweight children, children with low hemoglobin 

readings that do not qualify for WIC services, and children with special diets or food allergies. 

Mental Health/Disability:  Mental Health classroom observations were conducted to insure that the school environ-
ment is conducive to learning. In collaboration with community partners and a Mental Health Consultant, we provid-
ed referrals for assessments and or evaluations.  

 

FAMILY AND COMMUNITY PARTNERSHIPS 

During the 2016-2017 school year, 1,012 families participated in our Head Start/Early Head Start Program. The 897 

families received a variety of services . 

ACCOMPLISHMENTS & OPPORTUNITIES 
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Homelessness Services: The number of families experiencing homelessness that were served during the 2016-2017 
enrollment year was 14. 

 

Parent Involvement: Fathers and/or father figures engaged in the various activities, including family assessment, goal 
setting, education workshops, etc. 

 

Transportation: During the 2016-2017 program year, the transportation unit provided services to over 177 children.  

 

ERSEA: Total funded enrollment of 831 (100%) children were enrolled and maintained throughout the program year 
in both counties (St. Lucie and Polk).  

 

During the 2016-2017 school year, the Board of Director’s and Policy Council approved: Refunding Applications, New 

Hires/ Terminations, Agency Personnel/Fiscal Management Policies and Procedures, Internal Dispute Resolution and 

Community Complaint Policies and Procedures. 
 

Self-Assessment: The 2017 Agricultural and Labor Program, Inc. Annual Self-Assessment was conducted over a peri-

od of four (4) months beginning in November 2016 and ending in February 2017.   

ALPI’s goals and objectives for Head Start and Early Head Start were established in March 2017 during annual pro-

gram planning taking into consideration the requirements outlined in the Head Start and Early Head Start Perfor-

mance Standards, the Head Start Reauthorization Act as amended December 12, 2007, School Readiness Head Start 

requirements, CLASS, Information Memorandums, and state and local requirements. 

The results of monitoring activities were reviewed and analyzed.  A Summary Report was developed showing both 

findings and weaknesses. The report was presented to the Board of Directors and Policy Council in April 2017. The 

report included identified program strengths and a listing of confirmed weaknesses of performance listed under “key 

indicators” used by the Office of Head Start Monitoring Teams to measure program performance.    
 

2016-2017 FUNDING 

Department of Health and Human Services: ALPI received funding from the Department of Health and Human Ser-

vices to provide comprehensive child development Head Start and Early Head Start services to 831 children and their 

families. The total funding for the 2016-2017 school year was $7,414,082.00. 

Early Learning Coalitions: ALPI received funding from the Early Learning Coalition of St. Lucie County and Polk 

County to provide Voluntary Pre-Kindergarten Services to kindergarten eligible children for the 2016-2017 school 

year. The total funding for St. Lucie was $888,970.57 and Polk was $37,521.78, making total funding for the 2016-

2017 school year $926,492.35. 

Child Care Food Program:  ALPI received funding from the Child Care Food Program to provide free meals i.e., 

breakfast, lunch and snacks to children enrolled in the Head Start and Early Head Start Program in St. Lucie and Polk 

County for the 2016-2017 school year. Total funding from July 1, 2016 thru June 30, 2017 was $715,885.60. The total 

meals served including breakfast, lunch and snack is 360,180. 

Child Care: ALPI received funding from the Early Learning Coalitions to serve children and their families in the 

School Readiness Program thru the subsidized state funding in St. Lucie and Polk County. The total funding received 

from the Coalitions and client’s private pay for the 2016-2017 school year was $77,832.99. 

EFFECTIVE PROGRAM SERVICE DELIVERY AND POSITIVE OUTCOMES 
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PROFESSIONAL DEVELOPMENT 

Professional Development and Skills Enhancement: The program continues to promote individual professional devel-

opment. At the end of each year, validation of trainings and/or formal education is conducted by obtaining In-Service 

Training hours,   Certificates, and Certifications. We tracked trainings, certificates, and certifications in PROMIS. The 

system validated that staff members participated various training opportunities. 

Facilities, Materials, Equipment: Successfully complied with federal and state reviews and inspections for buildings 

and school buses.  Throughout the year the facilities were maintained clean and inviting.  ALPI successfully maintained 

the seven (7) directly operated centers’ license renewals in accordance with state and local requirements.  

COMPUTER ASSISTED TUTORIAL PROGRAM (CAT) 

The Computer Assisted Tutorial Program (CAT) successfully met 100% of the grants outcomes and served 150 stu-

dents and their families during the 2016-2017 fiscal year, exceeding the funded enrollment of 130 for the year.  

 

FUNDERS MONITORING 

ERSEA Review – From 1/23/2017 to 1/24/2017:  The Administration for Children and Families (ACF) conducted an ER-

SEA (Eligibility, Recruitment, Selection, Enrollment, and Attendance) review for the Head Start and Early Head Start 

Programs, resulting in a finding of 100% compliance.  

Computer Assisted Tutorial Program (CAT)  Expansion Group. 

EFFECTIVE PROGRAM SERVICE DELIVERY AND POSITIVE OUTCOMES 
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COMMUNITY ECONOMIC DEVELOPMENT OPPORTUNITIES 

During the 2016-2017 program year, ALPI continued to partner with other organizations to provide employability 

skills training to assist clients in becoming upwardly mobile, especially in the job market.  Opportunities offered in-

cluded the following: 

 Full-time and part-time employment opportunities were maintained to 214 employees in Highlands, Polk, St. 

Lucie, and Volusia Counties. 

 ALPI staff continue to work closely with CareerSource to assist in providing employability skills training.   

 ALPI’s Job Placement Specialist continues working with clients to assist them in preparing for employment. 

 Completed and submitted Annual License Application to the Commission for Independent Education (CIE) to of-

fer diplomas in Home Health Aide, Nursing Assistant and Phlebotomy at the Deland training site. 

 The CSBG Family Self-Sufficiency Program (FSSP) continued to work with families as a unit for additional educa-

tion and training. 
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COMMUNITY ECONOMIC DEVELOPMENT OPPORTUNITIES 

ALPI continues to seek out new funding opportunities to offer new programs and services in defined targeted communi-

ties.  New and/or increased funding opportunities realized during the 2016-2017 program year included the following: 

 

 Expansion of the CSBG Program to Hendry County and the expansion of LIHEAP services to Highlands County. 

 ALPI’s LIHEAP and CSBG Programs subcontracted for services with more than 10 community and faith based organi-

zations. 

 ALPI partnered with Heartland Coalition for the Homeless to provide Case Management to its Emergency Solutions 

Grant (ESG) 

 CEO facilitated completion of Lakeview Park Summer Feeding and Enrichment Program, Launching of CAT Summer 

Expansion Program, and installation of playground equipment at New Horizon Housing Development (in partner-

ship with the City of Auburndale). 

 ALPI partnered with the Highlands County Coalition for the Homeless (HCCH) to assist with the startup and con-

tinuation of a homeless grant in five (5) different counties. 

 The CSBG Family Self-Sufficiency Program (FSSP) continued to work with families as a unit for additional educa-
tion and training. 

Page 781



 

 

                                                                                                              29                                                                            ALPI 50th Year Anniversary 

 

ALPI Housing Development Board 
Nathaniel Birdsong 

Patricia Gamble 

 

Josephine Howard 

Phillip Howard 

 

Glenda Jones 

Leola Lewis 

 

Johnnie McNair 

Jacqueline Rentz 

Elizabeth Scaife 

ATEC Advisory Committee 
Nereida Jackson 

Patty McCollister 

Chester McNorton 

Leona Nater 

Lloyd Thompson 

 

Haydian Allen 

Karen Bailey 

Melissa Boatwright 

Rhonda Boston 

Jasmin Canion 

Tychus Doe 

Raquel Garcia 

Donna Gibson 

Lisa Griffith 

Josephine Howard 

Samantha Lindsay 

Crystal Mike 

Danielle Parrish 

Nijonia Patterson 

Cynthia Penton 

Juan Rushing 

Nicole Sikes 

Brittney Thomas 

Corey Breon Williams 

 

ALTERNATES 

Bryuana Barnett 

Satorial Calhoun 

Jacqueline Castaneda 

Sharee Harris 

Antonia Jackson 

Kim Kleckley 

Marisa Paige Knyshka 

Roshanda Porter 

Jasmine Pritchett 

Viola Strowbridge-Lloyd 

Toni Morgan 

Zulma Rosario 

Guilene Timothies 

Magnolia Washington 

Head Start/Early Head Start Policy Council 

Central 

 

 

 

Louvenia Crumnity 

Earnestine Davis 

Clora Dubose 

Patricia Gamble 

Josephine Howard 

Hollis Jackson 

Lillie Jackson 

Glenda Jones 

Annie Larkins 

Johnnie McNair 

Doris Parker 

Jacqueline Rentz 

Helen Rowe 

Patricia Salary 

Elizabeth Scaife 

Margaree B. Simon 

Dorothy Spencer 

Ruby Willix 

Northern 

 

 

Constance Anderson 

Dorothy Curry 

Sheila Dixon 

Yvonne Grey 

Charles Harris, Jr. 

Marva Hawkins 

Nereida Jackson 

Patricia H. James 

Patty McCollister 

Chester McNorton 

Ivett Melendez 

Leona Nater 

David Rucker 

Evelyn Seabrook 

Lloyd Thompson 

Donald Tillman 

Southern 

 

 

 

John Ash 

Keith Brown 

Katie Clarke 

Noemi Cruz 

Kelly Paul Galati 

Ruth A. Gay 

Barbara Grace 

Rosa Hampton 

LaVita Holmes 

Annette Jones 

N’Kosi Jones 

Emma Malcolm 

Tracy Maloy 

Bernice Lopez 

Pamela Moxley 

Lester Roberts 

Annie Robinson 

Kimberly R. Ross 

Beverly Sloan 

Terry Wellington 

Eastern 

 

Bobby Byrd 

Frances Cooper 

Marjorie Gaskin 

Constance Griffin 

William Holt 

Angela Jules 

Fannie Moore 

Margaret Porter 

Katherine Sims 

Gena Spivey 

Tiffany Wilder 

Debra Williams 

Regional Advisory Councils 
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On its 50th Year Anniversary Celebration 
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Congratulations 
To the Agricultural and Labor Program, Inc. 

On your 50th Anniversary Celebration 

Page 798



 

Page 799



Page 800



Page 801



 

 

                                                                                                              49                                                                            ALPI 50th Year Anniversary 

Head Start/Early Head Start Center Locations 
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GLADES COUNTY 
 

Glades County Community Development Dept. 

Goodwill Industries of Southwest Florida 

 

HENDRY COUNTY 
 

Goodwill Industries of Southwest Florida 

The Salvation Army 

 

HIGHLANDS COUNTY 
 

Heartland Coalition for the Homeless 

Big Brothers/Big Sisters of the Sun Coast, Inc. 

South Florida Community College 

 

POLK COUNTY 
 

Agricultural and Labor Program, Inc. 

New Horizon Apartments 

Lakeview Park Community Center 

Women’s Resource Center 

Boys and Girls Club of Lakeland, Inc. 

Ridge Career Center 

Center for Independent Living 

Women’s Resource Center 

Chain of Lakes Achievers 

Family Fundamental-CSBG Services 

The Community Services Block Grant (CSBG) Program is comprised of two components:  the Family Self-
Sufficiency Program (FSSP) and Emergency Services.  Applicants may apply, through appointment only, for 
services at the following locations. 

Community Services Block Grant  
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Low-Income Home Energy Assistance
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Farmworker Emergency Assistance
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93% 
OF ALL FUNDING RECEIVED GOES DIRECTLY TO PROGRAM SERVICES 

STATEMENT OF FINANCIAL POSITION 

FY 2017 SUPPORT & REVENUE 
$15,746,027 

NET SURPLUS 
$5,277 

FY 2017 OPERATING EXPENSES 
$15,740,750 

STATEMENT OF ACTIVITIES 

FY 2017 ASSETS 
$2,892,836 

FY 2017 LIABILITIES & NET ASSETS 
$2,892,836 
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The Agricultural and Labor Program, Inc. (ALPI), headquartered in Winter Haven, Florida, is an IRS certified 501(c)(3) private,  
nonprofit organization. The Agricultural and Labor Program is a direct descendent of the Agricultural and Labor Project, established 
in 1968 by the Coca-Cola Company to improve the quality of life for farm workers in their Florida citrus operations. Today, ALPI 
serves the total spectrum of socially and economically disadvantaged children and families throughout Florida. 

In the early 70's, the organization made available child care services to the children of migrant and seasonal workers when no other 
service providers were available to meet the child care needs of these families. Since the late 70's, ALPI has continued to operate as 
the Central Agency for Subsidized Child Care Services that provides child care for as many as 6,000 children per year! 

Over the years, a vast network has been established by ALPI. This network is comprised of agencies, churches, organizations and 
private groups and/or individuals whereby some provide direct financial assistance, others distribute applications for services.  
Partnerships and collaborative efforts between ALPI and the communities we serve are crucial to the success of service delivery. 

In the years since its inception, The Agricultural and Labor Program, Inc. has continued to grow and to expand efforts to assist 
those persons that the organization was chartered to serve. This effort is continuous and will exist as long as there are persons 
needing services. 

Page 808



2017 Annual Corporate Meeting and Luncheon 

 

Page 809


	Tab 5.pdf
	Tab 5.pdf
	2013 - 2018 Strategic Planning .pdf
	GOAL 3:  Partner With Other Entities For More Efficient Service Delivery
	Goal 4:  Target New Areas of Expansion
	Objective - Increase the client base.
	Benchmark – Services to families increase commensurate with the availability of funds.  When necessary, a “waiting list” of clients seeking assistance will be maintained by ALPI.
	Objective - Continue to upgrade new technology.
	Benchmark – ALPI will revise and update, when appropriate, its technology plan, as needed.
	Goal 5:  Enhance Program Development for and Service Delivery to Children and their Families
	Objective - Create opportunities for academic success for children.
	Benchmark – Student performance will be evaluated a minimum of twice per year to develop individual training plans for each student, as appropriate.
	Objective – Offer or expand a Voluntary Pre-K program for the summer months.
	Benchmark – Voluntary Pre-K programs during the summer months, will be offered when funds become available.
	Objective – Create more assistance for parents.
	Benchmark – At least one new program for parents will be made available annually based on funding availability.
	Objective – Include leadership development for parents as early as the child’s enrollment into preschool.
	Benchmark – The fatherhood program or a similar program, if offered, will provide a minimum of one (1) new opportunity annually.

	Strategic Plan Performance Cover Sheet.pdf
	Five-Year Strategic Plan




	2017-2018 Policy Council Roster.pdf
	REPRESENTATIVES
	Shaquita Wilcox
	Keonia Shaquina Coats
	George W. Truitt Family Services
	Garden Terrace Head Start
	Francina Duval Head Start
	Child Development & Family Services
	Raquel Bizzell
	Karoline Soto
	Shannyn Serrano
	153 West Glen Road
	Fort Pierce, FL 34981
	(786)470-5946
	George W. Truitt Family Services
	Lincoln Park Head Start
	Tammy Rovito
	Lincoln Park Head Start
	Community Representative

	Garden Terrace Head Start
	Loving Care Child Development
	Jasmine Pritchett

	Tom Peer
	DCF District 1 Licensing Supervisor
	ALTERNATES

	Tychus Doe
	George W. Truitt Family Services
	Child Development & Family Services
	Loving Care Child Development
	Jennifer Ford
	Garden Terrace Head Start

	Child Development & Family Services
	Queen Townsend HS Center II
	Melissa Boatwright
	Learning Tree Academy
	Clemeshia Thomas
	Lincoln Park Head Start
	Queen Townsend HS Center II

	Arnicia Isaac
	Learning Tree Academy

	Head Start Performance.pdf
	Bookmarks
	Head Start Program Performance Standards
	Contents
	Subchapter B — The Administration for Children and Families, Head Start Program
	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.  
	§1301.6 Impasse procedures.

	Part 1302 — Program Operations 
	§1302.1 Overview.
	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.
	§1302.13 Recruitment of children.
	§1302.14 Selection process.
	§1302.15 Enrollment.
	§1302.16 Attendance.
	§1302.17 Suspension and expulsion.
	§1302.18 Fees.  
	Subpart B — Program Structure
	§1302.20 Determining program structure.  
	§1302.21 Center-based option.
	§1302.22 Home-based option. 
	§1302.23 Family child care option.
	§1302.24 Locally-designed program option variations.
	Subpart C — Education and Child Development Program Services
	§1302.30 Purpose.
	§1302.31 Teaching and the learning environment.
	§1302.32 Curricula.
	§1302.33 Child screenings and assessments.
	§1302.34 Parent and family engagement in education and child development services.
	§1302.35 Education in home-based programs.
	§1302.36 Tribal language preservation and revitalization. 
	Subpart D — Health Program Services
	§1302.40 Purpose.  
	§1302.41 Collaboration and communication with parents.
	§1302.42 Child health status and care.
	§1302.43 Oral health practices.
	§1302.44 Child nutrition. 
	§1302.45 Child mental health and social and emotional well-being.  
	§1302.46 Family support services for health, nutrition, and mental health.
	§1302.47 Safety practices. 
	Subpart E — Family and Community Engagement Program Services
	§1302.50 Family engagement.
	§1302.51 Parent activities to promote child learning and development.
	§1302.52 Family partnership services.
	§1302.53 Community partnerships and coordination with other early childhood and education programs.
	Subpart F — Additional Services for Children with Disabilities 
	§1302.60 Full participation in program services and activities.
	§1302.61 Additional services for children.
	§1302.62 Additional services for parents.
	§1302.63 Coordination and collaboration with the local agency responsible for implementing IDEA.
	Subpart G — Transition Services 
	§1302.70 Transitions from Early Head Start.  
	§1302.71 Transitions from Head Start to kindergarten.  
	§1302.72 Transitions between programs.
	Subpart H — Services to Enrolled Pregnant Women
	§1302.80 Enrolled pregnant women.
	§1302.81 Prenatal and postpartum information, education, and services.
	§1302.82 Family partnership services for enrolled pregnant women.  
	Subpart I — Human Resources Management 
	§1302.90 Personnel policies. 
	§1302.91 Staff qualifications and competency requirements.
	§1302.92 Training and professional development.
	§1302.93 Staff health and wellness. 
	Subpart J — Program Management and Quality Improvement

	Part 1303 — Financial and Administrative Requirements 
	§1303.1 Overview.
	Subpart A — Financial Requirements 
	§1303.2 Purpose.
	§1303.3 Other requirements.
	§1303.4 Federal financial assistance, non-federal match, and waiver requirements.
	§1303.5 Limitations on development and administrative costs.
	Subpart B — Administrative Requirements 
	§1303.10 Purpose.
	§1303.11 Limitations and prohibitions.
	§1303.12 Insurance and bonding.
	Subpart C — Protections for the Privacy of Child Records
	§1303.20 Establishing procedures.
	§1303.21 Program procedures – applicable confidentiality provisions. 
	§1303.22 Disclosures with, and without, parental consent.
	§1303.23 Parental rights.
	§1303.24 Maintaining records.  
	Subpart D — Delegation of Program Operations
	§1303.30 Grantee responsibility and accountability.  
	§1303.31 Determining and establishing delegate agencies.
	§1303.32 Evaluations and corrective actions for delegate agencies.
	§1303.33 Termination of delegate agencies.
	Subpart E — Facilities 
	§1303.40 Purpose.  
	§1303.41 Approval of previously purchased facilities. 
	§1303.42 Eligibility to purchase, construct, and renovate facilities. 
	§1303.43 Use of grant funds to pay fees. 
	§1303.44 Applications to purchase, construct, and renovate facilities. 
	§1303.45 Cost-comparison to purchase, construct, and renovate facilities. 
	§1303.46 Recording and posting notices of federal interest.
	§1303.47 Contents of notices of federal interest.
	§1303.48 Grantee limitations on federal interest.  
	§1303.49 Protection of federal interest in mortgage agreements. 
	§1303.50 Third party leases and occupancy arrangements.
	§1303.51 Subordination of the federal interest.
	Subpart F — Transportation

	Part 1304 — Federal Administrative Procedures
	Subpart A — Monitoring, Suspension, Termination, Denial of Refunding, Reduction in Funding, and their Appeals
	Subpart B — Designation Renewal
	Subpart C — Selection of Grantees through Competition
	Subpart D — Replacement of American Indian and Alaska Native Grantees
	Subpart E — Head Start Fellows Program

	Part 1305 — Definitions


	oscoe_developed_standards_combined.pdf
	Finalized Organziational Standards_Cover
	Final Standards_Formatting draft_Combined

	Blank Page



