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Miami Dade Community Action Agency

Head Start/Early Head Start Division

2008-2009 RECRUITMENT AND ENROLLMENT PLAN 
The open period to recruit children and families for the 2008-2009 program year will be from January 02, 2008 through April 18, 2008. Enrollment opportunities will be available for pregnant women and parents with children zero (0) to five (5) years of age after September 1st.

Former and current Head Start/Early Head Start parents will be encouraged to assist in the recruitment efforts. Parents can assist in distributing flyers in the community and by sharing positive experiences with other parents that may be interested.  
Application Package:

Parents picking up an application package will receive Part I and II. This will consist of the HSFIS application, the registration requirements and related instructions. 

 Parents will be able to pick up an application package from each center. Poverty Guidelines and Selection Criteria points must be prominently displayed. Parents should also be advised that the selection process is based on families who have the greatest need.
Public Relations:

Public Service Announcements will be sent to the media in all languages via the Miami Dade Communications Department. Additionally, letters will be sent to other agencies that serve low-income families advising them of enrollment opportunities. Presentations will also be made at CAA staff meetings to encourage referrals for participation in the Head Start/Early Head Start Program.

Staff will be responsible for contacting other agencies, such as the   Department of Children & Families, South Florida Workforce, Nurseries, United States Postal Office, Park & Recreation, Home Depot, Sears, J.C. Penney, churches, local businesses, and housing developments, etc., to inform the community about enrollment opportunities. Efforts will also be made to reach out to organizations that serve children with disabilities including neighborhood health centers.

Presentations/Announcements will also be made at Parent Committee meetings as well as CAA Community Advisory Meetings. The Policy Council, Policy Committees and CAA Board and Delegate Agency Board of Director’s will also receive information regarding enrollment opportunities. 
Center Directors will provide Recruitment Verification Forms (attachment RV) to staff to conduct outreach activities.  Community representatives that meet with program staff will be encouraged to sign the recruitment verification form. These forms will be maintained on site in a folder for each center. This form will also be completed when outreach takes place at community events. Center Directors will make contact with the Department of Children and Families TANF manager in their area, local school principals, South Florida Workforce and the Child Development Services Supervisors. The verification form and a brief documented summary of the meeting will be required by the Center Directors.  As part of these community outreach efforts, flyers (attachments ABC) will be distributed and posted throughout the neighborhood surrounding the center. 

Agency or Cluster Recruitment and Enrollment Plan:
The Center Director will be responsible for developing an Agency or Cluster Recruitment and Enrollment Plan by December 14, 2007. The plan will consist of outreach efforts to South Florida Work Force, Department of Children and Families, Miami Dade Public Housing Units, agencies that serve children with disabilities, special needs, and pregnant women, infants and toddlers.
Monitoring Visits:
Monitoring Visits will be scheduled by the ERSEA Coordinator between May and June.  Reports reviewed will include, but not limited to: HSFIS Application Prioritization Report, HSFIS Family Demographic Report (new families), HSFIS Child Sorted by Age, HSFIS Over Income by Center, HSFIS Address Directory of Children, HSFIS Children with Disabilities, Recruitment Verification Forms for DCF/ So FL. Workforce, MDHA and other outreach efforts and the Preliminary Application Request Log (attachment D) for each month.
Tracking Enrollment via HSFIS:
The ERSEA Coordinator, Regional Director, Center Director and HSFIS Specialist will monitor the enrollment efforts on a weekly basis during the open enrollment campaign.  Meetings will be scheduled with centers that are having difficulties reaching full enrollment, plus 20% waiting list to determine next steps for outreach and marketing.  

Record Audit:
Social Workers will bring their records to a pre-determined location (north and south) to be audited by a team made up of center directors, social workers and service area. The record audit reviews will be held on the Third (3RD) Tuesday, Wednesday and Thursday in June and July. A final audit will be conducted the second week of August if needed. Documents to be reviewed are not limited to the following.

	Document List:
	Child’s Health Records:

	Signed and Dated HS/EHS Application: Parent, Social Worker, and Center Director.
	Original Immunization Records

	Proof of age/Residency
	Original Physical Examination

	Family Income Verification
	Original Dental 
Examination

	Photo ID- Parent/Legal Guardian
	Labs

	Selection Letter
	Diagnosed Disability Info


Special Needs and Disability Staffing
Social Workers assigned to families will lead staffing to discuss the families’ needs at enrollment (e.g., special diet, disability services, etc).  The staffing team will consist of the Social worker- lead, Center Director, and Service Area Staff.
Prior to the open recruitment period:
A waiting list letter, (attachment WL/WLE) will be sent by December 14, 2007., to all 2007-2008 Head Start/Early Head Start parents who have age eligible children for the next (2008-2009) program year. Families waiting will receive priority for placement next year assuming they continue to meet the income criteria; HSFIS points assigned will remain valid. 

Parents on the current HSFIS Inquiry Report (attachment IL) will also be sent a letter by December 14, 2007, informing them of enrollment opportunities for the 2008-2009 school year.
During the open enrollment period:
Returning families will receive a letter (attachment RL), by January 31, 2008 requesting that they come in to update parent program information, and requests for transfers. Information requested will include updating the State of Florida Department of Children and Families, Child Care Application for Enrollment - emergency contact information. All Transfer and Transition Request Forms must be forwarded to the receiving center by March 28, 2008. The HSFIS Returning Report on returning children and families must be completed by February 15, 2008.
During the interview with the returning parents, staff will discuss the benefits of their child remaining in the program for the second year.  Staff will also stress the importance of the comprehensive services which are available in the program.

Special emphasis will be placed on retaining families who have children with a diagnosed disability. Many of the services that are available in the program are not readily available through the Miami Dade County Public Schools system.
Part I 
 Application Process:
Parents will pick up the application and complete the Preliminary Application Request Log (attachment D). The application will contain all fields needed in order to generate the points based on the selection criteria, including income information.

Parents will return the application and specify the return date on the request log. Income information, proof of age and residency, and diagnostic disability information must be attached to the application.  

Social Service Staff will review the application/documents. Staff will contact parents if any additional information is needed to complete the application process via telephone, home visits or U.S. Mail. 

Center Directors will review the documents and application and sign and date the application. All completed applications must be given to the Office Support Specialist to be entered into system immediately following this process. 
Office Support Specialist will be given the application to be entered into the computer utilizing the established selection criteria. Once entered, a total number of points will be assigned to rank eligible families. The Selection criteria (attachment E) along with the Federal Poverty Guideline (attachment EE), should be prominently displayed and accessible to parents.

All applications received, regardless of whether they have brought physicals, dental, labs or immunizations, must be considered.
Part II 
 Eligibility Process:

HSFIS will generate the Application Prioritization Report for all applications returned with verified proof of income for the last twelve (12) months or last calendar year by May 2, 2008.  The family income must be verified by the social service staff and Center Director before the child is eligible to participate in the program. 

Income verification will include the examination of any of the following: Individual Income Tax Form 1040, W-2 forms, pay stubs, pay envelopes, written statements from parent’s employer on company letterhead, child support letter, notarized statement, and documentation showing current status as recipients of public assistance such as,  TANF or SSI.  A parent who is being supported by someone else can ask the person who supports them for a notarized letter regarding the income they provide.   Documentation must indicate the family’s source of income for the last 12 months or the last calendar year. 
The HSFIS Application Prioritization Report will rank the applications based on the highest to lowest points received by each family. If two or more families receive the same number of points, the family with the lowest percentage of income based on the poverty guidelines will be given priority.
The social service staff will prepare the Over Income Justification Request Form (attachment F) and written justification on families whose income exceeds the Federal Poverty Guidelines.  The Over Income Verification Form must be signed by the Center Director and social service staff at the center level.  The family folder, Over Income Verification Form, memo or letter from the family and staff must be hand delivered to the ERSEA Coordinator.  The ERSEA Coordinator will forward the information to the Head Start/Early Head Start Director for approval or disapproval and signature. 
All over income applications must be approved by the Head Start/Early Head Start Director, including children who have a diagnosed disability and children who are transitioning from Early Head Start.
Part III
  Selection Process:
A. Selection Letters:
Once the child is selected for enrollment, the family will be notified of their eligibility by mail (Attachment FF) and an interview will be scheduled with the family selected by May 7, 2008. All interviews will be scheduled between May 12, 2008 and June 20, 2008.  All pertinent information needed to complete the enrollment process will be outlined in the selection letter.   

Newly enrolled children must have an up-to-date physical, immunization, TB screenings, and other medical and dental information, during the scheduled interview process with the family, the social worker will review the application, dental, medical, and labs requirements. The parents will complete the HIPPA, DCF Child Care Application for Enrollment (emergency contact) and other consents and agreement forms.  A print out of the HSFIS Family Demographic will be filed in the family folder.
Returning children, parents will be sent a selection letter and will receive priority for transfer placement. All returning parents will be asked to update their emergency contact information.  Every effort must be made to encourage all parents and particularly parents of disabled children to remain in Head Start for the second year.

Children transitioning from Early Head Start will be sent a selection letter based on receiving priority for available openings (attachment H).  The Head Start Social Service staff must verify the income of children transitioning by March 28, 2008.   All Over income applications must be reviewed by the ERSEA Coordinator and approved by the HS/EHS Director, prior to receiving an acceptance letter.
All parents will receive a letter concerning the status of their application no later than June 6, 2008.
B.   Transfer Requests:
Parents will be eligible to make a transfer to another center to the Social Service Staff after their child has actually attended school. The Transfer Request Form (attachment J) will be completed by the parent and staff and forwarded to the center requested by the parent.
The selection letter for returning children requesting a transfer will include the new location and the child records will be transferred to the new center. Transfers will receive priority attention during the recruitment period and throughout the program year. Placements will be based on the date indicated on the transfer request form.

Parents that have evidence that they participated in a Head Start/Early Head Start Program in another county or state will receive priority for placement. A CAA Head Start/Early Head Start application will need to be completed.

Transfer folders will be reviewed by the Center Director prior to being transferred.   The receiving Center Director will review and sign and date the application of all incoming transfers on the application. A HSFIS download will accompany the folder.

The receiving center will contact the family within two days of obtaining the folder and download, to advise them of the status of their placement
Transfers should be honored as long as the folder contains their current medical information, educational and developmental information; attendance calendar and Family Partnership Agreement.
C.
Early Head Start Transitions:

During the transition meeting a Transition Request Form (attachment JJ) will be completed and forwarded to the center staff of the center the parent requested.

The receiving center staff will contact the Early Head Start Social Services staff of an available opening prior to the child’s third birthday or at the beginning of a new school year.

Children transitioning from Early Head Start will be sent a selection letter based on receiving priority for available opening.

The Head Start Social Worker will be responsible for reverifying the family income for new families by March 28, 2008. 

All over income applications must be reviewed by the ERSEA Coordinator and approved by the HS/EHS Director, prior to placing over income Early Head Start families in Head Start.

Enrollment vacancies in Head Start can not be held for Early Head Start Children and Families. 
Part IV   Waiting List: 

A non-selection letter (attachment K) will be sent to parents by June 6, 2008 when there are no available openings remaining. Information will also be provided regarding how the selection process occurs. They will be advised of being placed on the waiting list. Prior to sending this letter staff must determine if there are vacancies at a surrounding center and offer this option to parents. Documentation of such efforts should be reflected in the Activity & Services Delivery Tracking Report with case notes.
After the application has been prioritized and there are no openings the remaining children will be placed on the waiting list. An accurate up-to-date waiting list, which consists of the HSFIS Application Prioritization Report (attachment L); will be maintained at all times of families seeking placement in Head Start/Early Head Start program. 
Parents on the waiting must be asked to bring updated documents to ensure timely replacements of vacancies as they occur. This will ensure that placements from the waiting list occur in a timely manner. All information included with the application will be maintained in a confidential manner while the family remains on the waiting list.
Children who have been court ordered into the program will receive priority for placement to comply with legal requirements.
Each center will make every effort to maintain twenty (20%) percent over the center capacity on their waiting list. Again, recruitment efforts will be conducted throughout the program year. However, these activities will take place in conjunction with other tasks that must be completed to ensure compliance with Family and Community Partnership Service Area Performance Standards.

The waiting list will be utilized throughout the year and will reflect all parents who have submitted Part I and II of the application, birth certificate and income. Placement from the waiting list should include the ten 10% percent placement of children with disabilities. All waiting list applications must be entered into HSFIS and assigned points needed to make selections. Each family will be contacted by telephone or mail on a quarterly basis concerning their interest in remaining on the waiting list. If no response, a letter will be sent (attachment M). If a family is no longer interested their name should be removed from the waiting list and placed on the inquiry list.

Parents will be advised in writing as to status of placement on waiting list. A copy of the notification will be documented in HSFIS - ASDT and kept on file.

Part V Inquiry Log:
In the event, the waiting list reaches 20% over enrollment by the end of the open recruitment period; all interested families will be placed on the HSFIS Inquiry Log. All information included with the application will be maintained in a confidential manner while the family remains on the inquiry list. (Attachment N) 
Throughout the year, should the waiting list drop below the required 20%, parents should be contacted from the INQUIRY LOG to come in and complete the Head Start application process. Parents should also be asked if they are interested in the larger centers and referred to the appropriate center. As is customary, parents should also be given information to contact Miami-Dade County Child Development Services at (305) 373-3521 or (305) 500-7100 and 211 for other possible placements. Parents will also be requested to check on the status of their application periodically.
Part VI Funded Enrollment: 

The total funded enrollment for Head Start is 6,210 and 318 for Early Head Start.  

The maximum funded enrollment of 6,210 for the Head Start Program will be reached as on the end of August  A total of 6,150 Head Start children and 318 Early Head Start children will be enrolled on the first day of school; an additional 60 Head Start children the end of August.
	Date
	Funded Enrollment
	Total 

	
	HS
	EHS
	

	August, 2008 (First day)
	6150
	318
	6468

	August , 2008 (Landow)
	6210
	318
	6528


Part VII Days of Operation:
All Head Start centers are required to operate a minimum of 175 school days. The exceptions to the printed Miami Dade County Head Start Program Calendar are Landow Yeshiva, which opens the end of August.   Landow Yeshiva children will be attending school during the scheduled Teachers Planning days and legal holidays to assure a full 175 days for the children. A copy of both centers school operational calendars will be kept on file for review.
Part VIII No Shows:

It is essential that staff document all attempts made to contact the children who has not shown within first days of school. All efforts to contact the families by means of the telephone, home visit or U.S. Mail must be documented in the HSFIS ASDT. No more than ten (10) days must pass before the children who have not shown are replaced with the children from the waiting and inquiry lists. 

The steps listed below are a guide on how to change the HSFIS Enrollment Status of the children who were in Enrolled status on first day of school and who has not attended school (No shows) or has left the program. 

    NO SHOWS – Never Attended School
  Attended School At least 1 Day
1. Click Family Browser


   1.   SAME

2. Highlight the child’s name.

    2.  SAME

3. Click the Action Icon


    3.  SAME

4. Double click Status Changer
              4.  SAME

5. Click on HS or EHS Center Based        5.  SAME

6. Choose New Status


     6.  SAME

7. Click Dropped out of Program
               7.  SAME

8. Click the Reason: No show
               8.  Moved, Public School

9. Indicate Date


              9.  Indicate Date




Center Directors must review the enrollment status of each child entering and withdrawn from the program to ensure the accuracy of the HSFIS data. If staff is experiencing difficulty with the HSFIS system, they must contact their HSFIS Specialist.

Note: this document should be used in conjunction with the Miami Dade County Head Start/Early Head Start Work Plan
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