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Module I: Head Start/Early
Head Start Grant Basics

Structure and Organization of National
Head Start/Farly Head Start Program

®

The Head Stare and Early Head Start Programs are administered
by the Office of Head Start (OHS), Administration for Children

and Famnilies (ACF), Department of Health and Human Services
(DHHS).

Grants are awarded by the ACF Regional Offices including OHY
two newest Regions: F{u}vicm XEserving American Indian/Adaska

Native populanions and T{egi(m Xt serving Migrant and Seasonal
Farmworker populations.

Grants are awardect directly to local public agencies, private

&

vrganizations, federally recognized American Indian and Alaska
Native Tribes and school systems for the purpose of operating
Head Start and £

arly Flead Start programs at the community
level,
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A Little Bit of History . ..
ject Head Start, taunched as ao eight-week susmmer peogzam by the Offies
of Eeosomic Opportunity i sgiis, 1twas designed to help Break the eyele of
poverty by providing preschool chdn:n of low-income families with a
comprehensive program o meet their emotionat, social, health, nutritional,
anid cognisive development needs.

101906, Head Start was wansferred {rom the Office of Economic Opportunity
i the Office of Child Developmentin the U5 Department of Health,
Education and Welfare, and s now become 8 program withi Fin (LS.
A well-established, though s1ill an mnovative program, Head Start has had a
strony impact on comemunities and early chiidhodd programs acrass the
courLey.

v

ki xouB, Head Stars has grown 1o over aa graniees, with more than 4g.00t
classraems sevving over goo.ooo children. Fact sheets with the maost recent

funding and demaegraphic information are available on the ACT we
“Flead Start Prageam Fact Sheets” Since its inception in w63, the Head Start
proprarm has enecel[ed more than 23 million children.

Hééd Start Act and Regulations

The Head Staet Act {the Act)
authorizes the appropriation of
Federal funds at specific levely
nationally for distribution to

Head Start Regulations have
been promulgated inovder to
implement requirements of the
Act,

iocal programs.

+ The Act spells out the
purposes of the Head Start
:‘mc{ Eavly Head Start

programs. the types of

services to be provided,
populations intended to be
served, reporting and
evaluation requitements, and
necessary administrative
requirernents,

= The Head Seart regulations
can be found at 45 CFR Parts
13013,

Supplementing these
l'cgulatium; arg gn\'ernment”
wide grants regulations.
Thaose that apply to Tribal
governments can be found at
45 CFR Part 2,

= Head Start and Early Head Start agencies (grantees)
must operate Head Start and Early Head Start
programs in accord with the requirements of the Act,
the Head Start regulations, and applicable
government-wicle grant regulations.

= [t is important for governing bodies, policy councils,
and program management staff to be familiar with and
to fotfow these requirements.




Additional fiscal requirements

« OMB Circula

The Office of Managementand Budger (OMB) publishes

instractions aad infgrmation on the management of Federal grants in the ot

of UiB Cireulass, OMB Circular A-wa applies te Tribaf graniees

Cest Principtes: = CFR 2ag ormasly Lircalar ishes principies
and standards to provide a aniform aplpmdch for determining costs and te
promete etfective program dulivcr?'. efliciency, and better b

fHelweeh governmental units and the Foderal government 3 lesare
for tieterining aliowable o onby. They are not intended bo identily te
rircumstances 0k 1o dicta extent uf g@dma% and governmentat unil
pavticipation i the financing of & particular Federat avard.

“

Audit Requirements: (OMB Cizewdar A-133ks w15 foeth standards for
obtaining consistency and uniformily amONg ederal agencies for the auditof
seales, focat gov i

cnents, and nan-profit organivatinng expending Festeral
awards,
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The Head Start Act. regulations, OMB Circulars, Cost
Principles, and Audit requirements each have the force
and effect of law and are mandatory.

" Guidance and Policy

+ (OIHS issues policy interpretations to help tlead Start

programs achieve compliance with various Head Start legal
vequitements. These recom mendations are catled Program

Instructions {Pls)

(OHS disseminates information relevant to ail Head Start
programs around the country using Information
Memoranda (IMs). IMs serve as guidance and are
informational. They provide grantees with
recommendations, tools, models, and techniques which
may be used for program improvernent and development,
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Basics of Grants Ma'nagement

A grantee operating a Head Stact/Early Head Stare program ina
given community will continue to veceive funding, to operate
such progran for five years grant periods unless:

¥ It is determined such grantee must submit to
conmpetition to be designated for an additional s-year
period, {regulations forthcoming)™, or

# The Head Start/Farly Head Start grant is ended
involuntarily (termination) or ended voluntarily
{relinguishment).

* Section 641 { ){7I{{B) of the Act describes specials
procedures for application of this requirement (o
American Indian/Alaska Native grantees

Basics of Grants Management

The Financial Assistance Award (FAA) is the official
award document that notifies grantee agencies and
others of the award. This document also incorporates
the terms and conditions of the award and supports the
cbligation of funds in the accounting system. The Grants
Officer is responsibie for preparing, signing and issuing
the FAA.
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Basics of Grants Management

The Grant Application Budget [nstrument {GABI)
mirrors the paper application and aliows grantee
agencies to submit their applications on line. The
application can be uploaded directly to OHS. GABI must
be used, and electronically submitted forall funding
applications,

Basics of Grants Management

« Upon receipt of the FAA document. grantees should verify that the
approved budger categories mateh the submitted budget document for
pussible changes or adjustments, Changes by the hmcﬁng agency will
generally be noted in the "Comments” section.

B

Except for changes requining prior approval, grantees may transfer
funds between and among the line item categaries of the

grantee/ dolegate agency approved budget(s), provided the funds are
usied for allowvable program costs. B other words, where there is no
specific prior appraval requirement. a grantee has the flexibifity to shift
funds amenyg budger categortes (as long as such shifts do not resule in
under funding of critical program activities or changes to the scope of
propased operations). No transfers may be made that would cause the
%um.i:a to be used for purposes other than those intended even though
the cost is allowed by the Circulars,

Module ll: Governance — The
Foundation
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+ Governance requirements describe what has to be in
place structurally in erder to accomplish results for
children and families, including school reacliness. All
parts of the governance structure must be engaged
with the Head Start/Early Head Start program.

# The Head Start Act describes the roles and
responsibilities of Head Start/Early Head Start agency
governing bodies and policy councils with regard to

program design, planning, monitoring, and oversigh
and the Act, in conjunction with the Head Start
program performance standards, describes
performance expectations regarding program
rnanagement. This is Head Start governance.




Head Start agency governing badies AND policy
councils must:

1. Understand Head Start/Early Head Start program
and fiscal information.

2. Fifectively participate in Head Start/Early Head
Start programs.

3. Effectively oversee Mead StarVEarly Head Start

programs. g
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‘Governing Body-Go it
Sec. 642 (¢)(1)(B)

{B} COMPOSITION- The govarning body shall be composed as follows!

{iy Not less than 1 member shalt have a background and experiise in fiscat
managemeal of accounting.

(4} Not less than 1 member shall have a background ard expertise in early
chiidhaed education and developmant

(i) Mot less than 1 member shall be & licensed attorney familiar with issues
that come before the governing body.

(i) Additionat members shall—

(1 refisct the community fo be served and include parants of shidress who
are currently, or ware formerly, enrolled in Head Start programs, and

(11} are sefected for their expertise in sducation, business administration. or
community afairs,

Governing Body Composition Reguirements
Exceptions

The general governing body composition requirements
do not apply when:

- Goveming body members oversee a public entity,
OR
-+ Governing body members are selected to their
pesitions with the public entity by public election or
political appeintment.

i




Mandatory

in all cases where governing body membership does
not include:

+ an individua! with a background and expertise in
financial management or accounting CR

+ an individual with 2 background and expertise in
earty childhood education and development OR

- alicensed atterney, THEN :

The governing body must use a consultant, or another
individual with the relevant expertise who must be
available to work direclly with the governing body.

&
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Poiicy Council Composition and Selection Requirements
Sec. 642 (c)2XB)

(B) COMPOSITION AND SELECTION-

{1 The palicy council shall be elected by the parents of children
who are currently enrolied in the Head Start program of the Head
Start agency,

{iy The policy council shall be composed of—

g) parents of children who are currently enrolied in the Head
tart program of the Head Start a?ency {inciuding any
dalegéate agency), whao shall constitute’a majority of the
meanibars of the palicy council; and

11} members at large of the community served by the Head

lart agenc S‘mcludang any delegate agencg/), who may include
parents of children who were formerly ervolied In the Head Start
program of the agency.

Governing Body F%e“s;)onsihih ies
Sec, 642 ()1 XE}

The Head Starl Act describes the primary role of governing
hodies as having legal and fiscal responsibility for the Head
Start agency and Head Starl programs (sec. 642 (C{1)(A}

and 842 ()1} ENi}) as well as for three other areas:

(1) Practices that assure active, independent, and informed
governance. {Sec. 642 (Y 1XEXH)

2) Comptiance with Federal requirements and applicable
tate, Tribal, and local law. (Sec. 842 {c){1}{ENiH)

(39 Responsibilities in eleven specific enumerated areas
refated to program administration and oversight. (Sec, 642

(e} YENVD ﬁ




Légal and fiscal responsibility for Head Start/Earty Head
Start programs.
(Sec, 642 (O{ITHENN

Governing bodies have “legat and fiscal responsibitity
for administering and overseeing programs . . .
including the safeguarding of Federal funds.”

i
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Practices that assure active, Endebéndeﬁt, and informed
governance,
Sec. 642 {cHTHEXH)

Governing bodies must “adopt practices that assure
active, independent, and informed goevernance . . . and
fully participate in the development, planning, and
evaluation of the Head Start programs involved.”

&7

Compliance with Federal requirements and applicable
State, Tribal, and local law
Sec. 6842 {e}( 1 NENXiii)

Governing bodies must “be responsible for ensuring

comphiance with Federal laws {including regulations)
and applicable State, Tribal, and local laws {including
regulations).”

@ :

10



Because governing bodies are responsible for
compliance with Head Starl program requirements, they
shouid:

+ Be active participants in all decisions affecting Head

Star/Early Head Start program administration and
operalions

- Review all Federal monitoring review reports and be

actively involved in full correction of any monitoring
findings.

Be actively invoived in the annual self-assessment of

&F

Head Start/Early Head Start programs.
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Policy Council Roles and Responsibilities
Sec. 642 (c){2)D))

The policy council is responsible for the direction of

the Head Start program, including program design

and operation, and leng- and sort-term planning goals

and objectives. (Role)

The policy ceuncil must approve and submit to the
governing body decisions related to eight specific

aclivities (Responsibilities)

Policy Councii Responsibilities
Sec. 642 (cH2)D)

The policy councll must approve and submit ig the governing

body decisions related to:

Activities to support the active involvement of parenis in
supporting program cperations, including policies to ensure
that the Head Start agency is responsive to community and
parent needs,

Program recruitment, selection, and enrolment priorities.

+ Applications for fundin{g and amandments to applications
for funding for Head Start programs prior to submission of
applications.

Budget planning for program expendifures, including
policles for reimbursemeént and participation in policy
council activities.

11



dis

Policy Council Responsibilitles
Sec. 642 (c)(2){0) cont.

- Bylaws for the operation of the policy councll.

missal of program staff.

« Program personnel poficies and decisions regarding the
employment of program staff, consistent with governing body
responsibilities, including standards of conduct for program staff,
contractors, and volunigers and c¢riteria for the employment and

» Developing proceduras for how members of the policy council
of the Head Start agency will be electad.

« Recommendations on the selection of delegate agencies and
the service areas for such agencies.
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Joint governing body and policy council responsibilities

Saction 642 {d){2) requires each Head Stari/Early Head

Start agency o ensure governing bodies and policy
counciis receive and share "accurate and regular

Information . . . about program planning, policies, and

Head Start agency operations.”

&

Monthly financial
slatements, inchuding
cradit card expendiiures
Monthly program
information summaries
Pragram enrollment
reports, inciuding
atiendance repors for
children whose care is
partially subsidized by
another public agency
Monthly reports of meals
and snacks provided
through prograrms of the
Department of Agriculture
The financial audit

nformation that must be shared and used by
governing bodies and policy councils:

The annual self-
assessment, including
any findings related to
such assessment
The communitywide
strategic planning and
needs assessment of the
Head Start agaﬂc?,
including any applicable
updates
Communication and
uidance from the
ecretary
Prograntinformation
reports

&
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~What 5taf£ members are included in the term ‘Head Start
program management'?

Head Start/Early Head Start program management
inciudes ail those program staff with responsibilities
for service area oversight and management including:

» Head StartEarly Head Start Program Director
+ Education Manager/Coordinator

+ Disabitities Manager/Coordinator

- Family Services Manager/Coordinator

« Health Services Manager/Coordinator

+ Mental Health Services Manager/Coordinator
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Heéd Start program managerﬁent must ensure—

*

Supervision and aversight of staff and volunteers.

.

Completion of pragram and fiscat reposts for the use of governing
podies and policy councils.

L3

Implementation of agency-estabished school readiness goals and
objectives.

Implementation of any agency-established mprovement plan
required fo strengthen areas identified in the program self-
AsseSsMment as weaknesses or areas needing improvement.

.

Establishment and mplementation of management systems to
support full implementation of applicabie Head Start Statutory and
regulatory reguirements,

13
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