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File #: 24-1074, Version: 1

Interoffice Memorandum
DATE: July 10, 2024
TO: Mayor Jerry L. Demings
THROUGH: Venerria L. Thomas, Director
FROM: Sonya L. Hill, Manager
CONTACT: Milagros Serrano
PHONE: 407-836-8959
DIVISION: Head Start Division
ACTION REQUESTED:
Receipt and filing of Head Start Policy Council Program Information and Updates June 2024, and
Head Start Policy Council Meeting Minutes May 23, 2024 for the official county record. (Head Start
Division)
PROJECT: N/A
PURPOSE: The Head Start Division requests filing of the program information and updates for the official
county record: Head Start Policy Council Program Information and Updates, June 2024. Head Start

Policy Council Meeting Minutes, May 23, 2024.

BUDGET: N/A
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Orange County Government

HEAD START
Venerria L. Thomas Sonya L. Hill

Direct Head Start Division Manager
Community ;%;;I;Iy Services POLICY COUNCIL

PROGRAM
INFORMATION & UPDATES
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Orange County
Community & Family Services Department
Head Start Division

POLICY COUNCIL
MONTHLY MEETING

Who: POLICY COUNCIL MEMBERS
Date: THURSDAY - June 20, 2024
Time: 6:30 P.M.
Location: Holden Heights Community Center
1201 20" Street
Orlando, FL 32805

Childcare and Snack Provided

Contact Sandra Moore if you cannot attend:
407-836-8913 or Email Sandra.Moore2@ocfl.net
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Orange County Government @ Head Start Policy Council ® Holden Heights
Community Centere 1201 20" St., Orlando, FL 32805
June 20, 2024 ® 6:30 p.m.

1. Call to Order — Chairperson
2. Roll Call - Secretary
3. Adoption of Agenda
4. Secretary’s Report
5. HR Report
6. Budget Report
7. Director’s Report
8. New Business
a. Class Observation Results
b. SOP 3.2 and SOP 12.7 Presentation by Quality Assurance

9. Adjourn
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Credit Card Expenses
May 31, 2024

Placeholder
CH Full Name Comp Supp Name Item Total |for Date Field
CLAYTON, AMANDA CRESTLINE $5,766.69 05/14/24
CLAYTON, AMANDA WM SUPERCENTER $179.00 05/17/24
CLAYTON, AMANDA ODP BUS SOL LLC $32.58 06/03/24
CLAYTON, AMANDA ODP BUS SOL LLC $53.45 06/03/24
CLAYTON, AMANDA ODP BUS SOL LLC $89.18 06/03/24
CLAYTON, AMANDA ODP BUS SOL LLC $11.38 06/03/24
CLAYTON, AMANDA ODP BUS SOL LLC $154.73 05/02/24
CLAYTON, AMANDA ODP BUS SOL LLC $43.29 05/02/24
CLAYTON, AMANDA ODP BUS SOL LLC $44.99 05/06/24
CLAYTON, AMANDA ODP BUS SOL LLC $579.87 05/02/24
CUEVAS SAYAGO, LEONOR WAL-MART #3162 $85.85 05/10/24
CUEVAS SAYAGO, LEONOR PUBLIX #1754 $16.58 05/03/24
CUEVAS SAYAGO, LEONOR BANGLA BAZAAR UCF $52.98 05/13/24
CUEVAS SAYAGO, LEONOR WM SUPERCENTER $97.79 05/17/24
CUEVAS SAYAGO, LEONOR BANGLA BAZAAR UCF $64.95 05/20/24
CUEVAS SAYAGO, LEONOR WAL-MART #3162 $125.73 05/24/24
DEONARINE, VIDYA D THE HOME DEPOT $74.14 05/27/24
DEONARINE, VIDYA D DYNAMIC TOUR AND TRANSPO $875.00 05/08/24
DEONARINE, VIDYA D SEA LIFE Orlando $1,000.00 05122124
DUCK, CORTINA NIC -DCF-CARES $43.43 05/21/24
DUCK, CORTINA USPS PO 1169260806 $30.75 05/21/24
DUCK, CORTINA OFM INSPECTIONS $239.72 05/22/24
DUCK, CORTINA NIC -AGENCY FOR HLTHCR $13.68 05/22/24
DUCK, CORTINA NIC -AGENCY FOR HLTHCR $13.68 05/22/24
DUCK, CORTINA OFM INSPECTIONS $87.32 05/22/24
DUCK, CORTINA NIC -DCF-CARES $40.40 05/23/24
DUCK, CORTINA NIC -AGENCY FOR HLTHCR $13.68 05/24/24
DUCK, CORTINA NIC -AGENCY FOR HLTHCR $13.68 05/31/24
DUCK, CORTINA USPS PO 1169260806 $30.75 06/03/24
DUCK, CORTINA NIC -AGENCY FOR HLTHCR $13.68 05/15/24
DUCK, CORTINA NIC -AGENCY FOR HLTHCR $13.68 05/15/24
DUCK, CORTINA NIC -AGENCY FOR HLTHCR $13.68 05/15/24
DUCK, CORTINA NIC -AGENCY FOR HLTHCR $44.66 05/15/24
DUCK, CORTINA NIC -AGENCY FOR HLTHCR $44.66 05/15/24
DUCK, CORTINA USPS PO 1169260806 $30.45 05/08/24
DUCK, CORTINA ODP BUS SOL LLC $149.28 05/02/24
ELIBERT, MIGUERLINE ODP BUS SOL LLC $1,999.50 06/03/24
ELIBERT, MIGUERLINE ODP BUS SOL LLC $77.59 06/03/24
ELIBERT, MIGUERLINE SQ OMEGA TAXI SERVICE CO $43.50 05/14/24
ELIBERT, MIGUERLINE SQ US ATLANTA TAXI SERVI $65.00 05/17/24
ELIBERT, MIGUERLINE PRIMO WATER $878.76 05/03/24
ELIBERT, MIGUERLINE PRIMO WATER $1,757.52 05/10/24
ELIBERT, MIGUERLINE CDW GOVT #RB43864 $326.00 05/02/24
ELIBERT, MIGUERLINE CDW GOVT #RG19248 $95.00 05/14/24
ELIBERT, MIGUERLINE AMZN Mktp US $177.28 05/20/24
ELIBERT, MIGUERLINE CDW GOVT #RJ97024 $45.00 05/21/24
ELIBERT, MIGUERLINE AMZN Mktp US $28.15 05/24/24




ELIBERT, MIGUERLINE
ELIBERT, MIGUERLINE
ELIBERT, MIGUERLINE
ELIBERT, MIGUERLINE
ELIBERT, MIGUERLINE
ELIBERT, MIGUERLINE
ELIBERT, MIGUERLINE
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CDW GOVT #RM27014
CDW GOVT #RM25812
CDW GOVT #RM53699
CDW GOVT #RM53713

AMZN Mktp US
INTERIOR CONTRACT SERVICE

PROLOGO BRANDING LLC

INFANTE, SILVIO

INFANTE, SILVIO

INFANTE, SILVIO

INFANTE, SILVIO

MOORE, SANDRA
MCORE, SANDRA
MOCRE, SANDRA
MOORE, SANDRA
MOORE, SANDRA
MOORE, SANDRA
MOOCRE, SANDRA
MOORE, SANDRA
MOORE, SANDRA
MOORE, SANDRA
MOORE, SANDRA
MOORE, SANDRA
MOORE, SANDRA
MOORE, SANDRA
MOORE, SANDRA
MOORE, SANDRA
MOORE, SANDRA
MOORE, SANDRA
MOORE, SANDRA
PERRY, DESHON

PERRY, DESHON

PERRY, DESHON

PERRY, DESHON

PERRY, DESHON

RIVERA, LIMARYS
RIVERA, LIMARYS
JRIVERA, LIMARYS
RIVERA, LIMARYS
RUFF, SANDRA D
RUFF, SANDRA D
RUFF, SANDRA D
RUFF, SANDRA D
RUFF, SANDRA D
RUFF, SANDRA D
TEMPLE, REGINA
TEMPLE, REGINA
TEMPLE, REGINA
TEMPLE, REGINA

LOWES #01598

THE HOME DEPOT

THE HOME DEPOT
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Head Start Policy Council

Human Resources Committee
May 2024 Actions

l. Pending Approval for hire

Job Title Candidate’s Name

Il. Termination from employment (Involuntarily)

Job Title Reason Employee’s Name

Admin Support Casual End Temporary Employment | Lara Urdaneta

lll. Separation from employment (Voluntarily)

Jobh Title Reason Employee’s Name

lil. Current Head Start Openings — As of 05/31/2024

Job Title Number of Potential Candidates
Positions in process for hire

Administrative Specialist

Sr. Family Service Worker

Family Service Worker

Food Service Assistant

Maintenance Technician

Senior Coordinator

Teacher

ﬁm_\l\)_\_\_\_x

Teacher Assistant




Interoffice Memorandum

Date: June 20, 2024
To: Darnellion Brown, Policy Council Chair
Policy Council Members
From: Sonya L. Hill, Head Start Division Manager
Subject: Division Managers Monthly Operational Report

The Monthly Division Managers Report provides an overview of essential information from
Orange County Head Start.

Program Highlights, and Accomplishments

Orange Counly Head Start successfully completed the school year on May 24, 2024. The
program achieved an enrollment rate of 96% based on funded enrollment. Additionally.
the program has less than 20% ot vacant positions in all areas. Several employees have
completed the CDA course and Director’s course, along with the County Navigation series.
Furthermore, two employees successfully completed the County Innovation Lab.”

During Guest Readers Month, we celebrated the superpower of reading! A total of 1,355
guest readers participated, including all six district commissioners and the mayor. As part
of this special event, every student received complimentary books courtesy of the public
library and other partners.

Orange County Head received the CLASS Federal Monitoring scores. The program scores
are currently in the top 10% of the nation. This signifies high quality classrooms.

Orange County Head Start hired the Behavior Inclusion Specialist. This position was part of
the seven positions added with the COLA and Quality Improvement funding.

The Sr. Behavior Inclusion Specialist transitioned to supervising the Mental Health &
Disabilities Unit which includes the Sr. Family Service workers as well as the Behavior
Inclusion Specialist.

In the budget submitted for FY 2025, the program requested general funds from the county’s
budget to add an additional Behavior Inclusion Specialist and Family Service Worker. In the
notice of proposed rulemaking, Head Start program one of the proposed rule making changes
were HS programs must ensure the caseload for family service workers are realistic.




MONTHLY MANAGEMENT REPORT

The annual grant narrative and budget was voted and approved by the governing board on
June 18, 2024 in the board meeting. The application will be uploaded in the system before
July 1,2024.

Orange County Head Start organized an incredibly successful wellness event that featured
a diverse range of activities. Participants enjoyed yoga sessions, stretching labs, physical
fitness classes, gardening workshops, financial literacy discussions, and using Al to
enhance your job, health screenings and so much more. The event brought together our
community and promoted overall well-being.

Area for Improvement, Challenges and Concerns

Orange County Head Start met with the T/TA (Training and Technical Assistant )
representatives to complete the corrective action plan for the two non-compliance from the
Focus Area 2 federal monitoring. The corrective action plans are due July 24, 2024,

Orange County Head Start is still waiting for Orange County Public School to notify the

program regarding the space at Millennia Elementary School. The parents at the Head Start
are in a waiting pattern however space has been allocated at Southwood Head Start.

Program Outlook Ahead

Orange County Head Start is anticipating a visit from the Regional Head Start
representatives to provide support for the non-compliance issues.

Orange County Head Start is planning for the parent orientation and meeting the teacher
for the upcoming school year.

Orange County Head Start Health unit is completing health screenings during the summer
to ensure the 45- and 90-day deadline is met.

Review and Updating of the following Head Start resources will take place during the
sumimer:

a. Program Goals
b. Strategic Plans

c. Standard Operating Procedures

Head Start Director & Fiscal Program Manager will attend the Disaster Summit to obtain
training to apply for funding.

Page 1 of 2
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ORANGE COUNTY HEAD START
Parent Family and Community Engagement

Monthly Homeless Report

May 30, 2024

Chld plus ID#: 105739 101859 103422 TOTAL
Follow Ups 20 1 7 28
Referrals visible and documented in system [} 0 0 0
TOTAL 20 1 7 28
Progress Gains

Assessment Completion

Both assessment have been
completed.

completed.

Both assessments have been

Both assessment have been
completed.

Family Services Information

There has been no goal establ

flag the family for being
homeless in the PIR.

for this family since enrollment

in December. Family Service
Meodule needs to be updated to
reflect if needs assessment and

ish

This area has been updated.

Resources family received from FSW

The family only has 20 follow-
ups since being enrolled in
September. But there is no

indication of how FSW is
supporting the family and
providing resources to help the
family with there homeless
status.

The staff has established 2 goa

been any identifiable referrals
provided to the family.

but appears to only be following
one of the goals. There haven't

This area has been updated.
The family is no longer
considered homeless according
to staff, but the family has not
provided proof and/nor has
been documented in Childplus

that the family has provided
proof. The last f/u note

regarding homeless was on

12/23 and there still no proof of

Is

address provided.
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Number of Fatherhood
Participants

Number of Parent
Educational Trainings
Provided

Number of Parents
Attended

Number of Families
Experiencing
Homelessness YTD

Number of Families
Acquired housing

Number of ESL/GED
Training

Number of Parents
involved in Health
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Family Assessments
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Orange County Head Start

Nutrition

Policy Council Report

2024
Nutrition Item October || November || December || January || February March April May Comments
Description
Special Diets 5 1 0 3 1 0 0 1
Obese Children 30 3 13 2 92 65 9 12
Overweight 12 1 5 2 58 38 6 1
Underweight 11 5 1 0 10 2 0 3
Nut.n.tlon- Counseling a4 10 5 1 0
Notification to Parents
Nutrition Counseling's 6 11 0 0 0 0
28 17
accepted progress
Nutrition Counseling's 5 5 14 6 0 0 0 0
in progress
Breakfast Meals Served 24762 20159 18732 19,730 24864 18,652 27,330 21,590
to Children
Breakfast Meals Served 1225 929 818 985 1175 893 1304 1073
to Adults
Lunch Meals Served to 24977 20356 18655 20,001 25348 18,990 27,906 21,841
Children
Lunch Meals Served to 1264 950 855 1012 1194 928 1326 1083
Adults
Snack Meals Served to 20397 15946 14678 15,590 20561 15,048 22,779 17,457
Children
Snack Meals Served to 0 0 0 0 0 0 0 0
Adults
YTD Totals Meals
Operation Dates for 20 16 15 16 20 15 22 18
meals J
Disallowed Meals 0 0 0 0 0 29 0 0 Ventura
Elementary
YTD Total 29
Disallowed




Orange County Community and Family Services Department
Head Start Division

Program Administration Procedure # 3.2

Lease, Contracts, and Agreements

STANDARD OPERATING PROCEDURES

I. Procedures 1303.01, CFR Part 75.303

LEASE AGREEMENTS

1.

New leases will originate by request from the Division Manager. The Division
Manager will provide the Contract Administrator the address, contact information and
the term of the proposed location. The Contract Administrator will complete the Real
Estate Request form and obtain signatures from the Division Manager and the
Community and Family Services Director. Upon completion, the Contract
Administrator will send the form to the Real Estate Leasing Manager.

The Real Estate Leasing Manager will be responsible for negotiation of the Lease,
initiating a Draft Lease and submitting it for a final review by the County Attorney
and Risk management. In addition, Real Estate Management staff will acquire the
Lessor’s signature and submit for approval to the Board of County Commissioners
(BCO).

CONTRACTS AND AGREEMENTS

. New contracts and agreements will originate from the Head Start Management Team.

Management Team will submit the “Letter of Interest” form with the following
information:

a. Legal Name of Agency (W-9)
b. Name, position, and contact information of individual authorized to sign legal
agreements.
c. Agency contact person, address, phone number, and email address.
d. Dates of Service
i. Limits based on County Attorney
e. Location(s) of service delivery
i. If Head Start sites, include current Center List as attachment.
f. Scope of Service
g. Type of Agreement
i. Affiliate

ii. Referral
iii. Term
iv. In-Kind

v. Agreement with Data
vi. Resource Partner
h. Head Start Liaison
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10.

1. The Liaison will be the prime communicator with those involved at
Head Start
i. If monetary:

Define program and/or services
Unit of service

Frequency of service

Cost per unit

Contract Type (Term)

Price Analysis

[ ]

. The Letter of Interest form along with questions for the organization will be scanned

and sent to the Contract Administrator CRM via the following Monday email:
ocgov_board 3410154077 _c077167{c69cf9030352 35777473 (@usel.mx.monday.co
m

All communication and updates will occur within the Monday Board.

The Contract Administrator reserves the right to host an initial fifteen (15) minute
discovery meeting to determine if an introductory meeting is needed.

. The Contract Administrator will arrange a meeting with all parties scheduled on the

defined dates for an introductory meeting.

Following the meeting(s) the Contract Administrator will assess which type of
agreement is needed. If a contract is required, the Contract Administrator will contact
the Head Start Liaison to decide if Head Start would like to move forward.

The county requires all vendors/providers to carry insurance and must submit a
Certificate of Insurance for General Commercial Liability, Workers Compensation,
Business Automobile Liability, and Professional Liability (if applicable).

Procedure # 3.2 (continued) |

11

12.

If applicable, a Business Associate Agreement will be attached to the contract or
agreement; which will ensure that non-covered entities are in compliance with the
HIPAA Privacy and Security Rules.

If a Contractor/Provider, Contract/Agreement, or Lease costs is more than $25,000,
the Fiscal Program Manager will conduct a search via the System of Award
Management (SAM.gov) prior to the County entering into an agreement to ensure
that there are no existing debarment or suspension exclusions; as stipulated in
Executive Order 12689, which refers to Federal Executive Order 12549, and Section
17-314 of the Orange County Code and OMB guidelines, Part 75, under Uniform
Administrative Requirements, Cost Principles, and Audit Requirements for HHS
Awards.
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13. The Contract Administrator will forward the agreement for review to the County
Attorney, Risk Management, and Procurement Division utilizing Monday.com.

14. The Orange County Procurement Manager is authorized to sign all contracts and
agreements on behalf of the BCC, pursuant to Article Il of the Orange County Code
and Executive Order 06.004 Delegation of Authority to Sign Contracts, Resolutions,
Plats, Deeds, Ordinances and Other Legal Documents after Board Approval

15. If it is a term contract or renewal amendment, the revisions will be forwarded by the
Contract Administrator to the Procurement Division staff for processing. Procurement
Division staff will send the contract or renewal amendment for signature to the
vendor. Upon receipt of the signed contract or renewal amendment, the contract will
be processed for final execution by the Manager, of the Procurement Division.

16. The Contract Administrator will send the contract and/or agreement to the
agency/provider for their review and signature. Occasionally, the agency/provider
may need to review the lease and/or agreement with their Attorney or General
Council; which may delay the contract execution process.

17. When the lease is finalized, the BCC will review and approve or disapprove the lease.

18. Contracts/Agreements will be monitored annually to determine whether or not the
contracts/agreements that are being utilized.

19. All correspondence and documentation will be retained in the Monday system,

20. Contract Administrator will email partners to keep them engaged with Head Start,
each other and spotlight partners.

21. TIMELINE

a. Day 1| Letter of Interest sent to Monday CRM

b. Day 10| within 10 days of receipt of LOI, Contract Administrator will
schedule a fifteen (15) minute Discovery call which will be the second
Wednesday of each month.

¢. Day 11 | Contract Administrator will determine if an introductory call with
related parties is necessary.

d. Day 15 | Contract Administrator will schedule an introductory call, if
necessary.

e. Day 30 | Introductory call is scheduled.

f. Day 30 - 60 | After introductory call, determine whether to move forward and
let organization know.

g. Day 30— 60 | Update Monday to reflect progress/status.

LINKS/REFERENCES:
Real Estate Request Form
Contract Templates
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Insurance Requirements
Sunbiz.org

Revised: 9/12, 9/5/17; 7/6/18; 7/10/19; 10/20/21,4/10/24
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Fiscal

Orange County Community and Family Services Department
Head Start Division

Procedure # 12.7

Internal Purchasing Card Approval Process

STANDARD OPERATING PROCEDURES

I. 45 Part 75.327, OC Admin. Reg. 9.01.02.11.B, Orange County Procurement Manual

L.

P-Card holder will complete a “P-Card Purchase Authorization Form” including the
following on the form: Quantity, Unit, Description of Item, Unit Cost, Purpose of
Purchase, Unit Name, and Center for which the items are being purchased.

The P-Card holder will review the information and ensure the form is complete. The
P-Card holder will have the Manager sign off on the completed form.

. The signed form will be given to the Fiscal Program Manager (FPM) who will check

the form for accuracy, proper accounting line, signature of manager and ensure the
funds are available by checking the advantage financial system.

If Items will be entered into inventory, the FPM will provide the Fiscal Officer with a
copy to enter into the Maximo system.

Once the form is signed off by FPM, the form is returned to the P-Card holder to
complete the purchase.

Special Purchases — some purchases do not require pre-approval as it will cause a
delay in services. Purchases include

Background Checks

Water Services and re-occurring services
CDA Certification

Fire Inspection

Treatment for infestation at Head Start Centers

If an emergency purchase is needed, the P-Card holder will call or email the FPM
explaining the emergency and items and or services needed. If approved, the FPM
will send an approval email with the correct accounting line(s) to use.

Procedure for Travel

1.

Those wishing to attend training will submit a request to their Service Area Manager
45 days in advance of the training.

If approved by the Service Area Manager, the Service Area Manger will complete the
Local Travel and Training Process Form for the Head Start Fiscal Department. This
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form will be signed by the Department Manager ,Fiscal Program Manager and sent to
the Sr. Fiscal Coordinator (SFC) for processing. For any travel that requires airfare,
the travelers date of birth and legal name on driver’s license must be included.

Procedure # 12.7 (continued) '

10.

11

The SFC will initiate the correct travel form, Out of County or Local Travel and will
complete a training/travel estimate.

. The SFC will submit the travel form, agenda, memo, along with supporting

documents for each item on the form (estimate for hotel, airfare, mileage, tolls,
parking, taxi, meals, tips, car rental, other expenses such as baggage etc.) for
signature by the traveler, Head Start Division Manager and the Community and
Family Services Director. Documentation must be provided for every expense on the
form.

Once the form is signed, the SFC will complete registration and travel arrangements.
The original form is forwarded to Orange County Finance downtown.

Upon completion of training, the traveler will submit receipts for taxi, hotel (receipt
must have zero balance), car rental, parking, tolls, and baggage along with agenda
and proof of training. The receipts must be submitted to the SFC within 5 days of
return.

Once reconciliation is complete, the SFC will complete an “Actual Travel Expense
Form” and obtain signatures from the Traveler, Head Start Division Manager and the
Community and Family Services Director. If travel is more than 20% of original
estimate on the training and travel form memo with justification, will need to be
submitted to the County Administrator.

After all forms are signed, the SFC will submit the original downtown for processing.

The SFC will track and ensure that the training is listed on the T/TA Training Plan.

In the event the SFC is not available to process travel, the Fiscal Program Manager
will process travel.

All monthly packets are submitted to the Administrative Facilitator for approval, then
submitted to Finance and Accounting.

Procedure for Special Events

1.

All requests for special events must be sent to the Administrative Facilitator 3 weeks
in advance of the event. To start the process the requestor will send the
Administrative Facilitator an email request with the following information:

a. Copy of Agenda
b. Spending Allowance
c. Event Purpose
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d. Location of Event

e. Time of Event

f.  Determination if event meets the guidelines to be considered as breakfast,
lunch, dinner, or light snack.

g. Time for delivery/pick-up

h. Identify who will pick-up

i. Identify if paper goods and drinks are needed

**Missing information will lead to request being returned.

Procedure # 12.7 (continued) |

2. Food purchases will be based on Working Meals or Refreshments depending on the
time of the event and the nature of the event.

a.

Working Meals are intended to facilitate the increased productivity of attendees of
business conferences and other meetings by helping to ensure efficiency,
effectiveness, or compliance with deadlines. Generally working meals begin
during the following periods: Breaktast 6:00 a.m. - 9:00 a.m., Lunch: 12:00 p.m. -
2:00 p.m. and Dinner: 5:00 p.m. - 8:00 p.m.

Refreshments are considered during non-working meal periods: 9:00 a.m. to
12:00 p.m. and 2:00 p.m. to 5:00 p.m.

3. Menus for events are pre-set and negotiated with the most cost-effective vendor.

a.

Breakfast — Continental; danishes, bagels, croissants, toast, assorted cereals, dried
fruit, muffins, fruit, juice, coffec, and water.

Lunch — Lunch boxes or Sandwich tray with fruit, cookies and chips, tea,
lemonade, and water.

Dinner — buffet style based on number of attendees

Refreshments — Choices of cheese, fruit, cookie, meat trays, vegetable trays,
chips, dip, tea, and lemonade.

4. The Administrative Facilitator will then complete and submit the Sponsorship Event
Meal Form, and the Agenda to the Fiscal Program Manager for review and initials.
For events other than parent activity, the forms will then be sent for signature by the
Manager and the Director of Family Services.

5. Once the forms are signed and completed, the Administrative Facilitator provide a
copy of the Sponsorship of Events Meal Form (SOE) to the requestor. The requestor
then notifies the P-Card holder to place the order and arrange for payment, pickup
and/or delivery.
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6. The Administrative Assistant to the Head Start Manager, will follow the procedure
when requests come directly from the Head Start Manager.

Procedure # 12,7 (continued) l

Procedure for Special Diet

1. The Nutrition Coordinator and Assistant Nutrition Coordinators, who are responsible
for purchasing for special diets, nutritional activities, and emergency food, will use
the monthly purchase log for items purchased and list location and purpose in the
comment area.

Procedure for Computer Discount Warehouse (CDW )Government Purchases
1. When requesting technology and or technological devices, a request must be approved
submitted to the Business Unit Business Systems Analyst (BA).
a. The BA will submit technology and software requests to [SS for approval.
b. For all other technology purchases, the BA will request a quote from CDW.
2. The BA will provide the Fiscal Administrative Specialist (FAS) with the quote.
3. The FAS will request accounting line from the Fiscal Program Manager
4. The FAS will place the order through CDW website.
a. Enter quote.
b. Add to basket.
c. Enter the location for delivery.
d. Note — Add quote number.

Procedures for Amazon Purchases

1. The FAS will oversee the Amazon Account for Head Start. The Administrative Assistant

will serve as a backup.

2. P-Card holders, after receiving approval on the P-Card Purchase Authorization Form,
will provide the FAS with the P-Card Purchase Authorization Form along with the
description, item number and quantity.

The FAS will use the tax-exempt account to purchase the requested items.
. No purchase may be made through a third-party seller on Amazon.
5. No other PCard holder is authorized to make orders through Amazon.

Eo e

Monthly Reconciliation of Purchases

1. Each cardholder will maintain a monthly log of all purchasing card transactions and
the accounting line that will be charged along with the original receipt(s). If the
original receipt is not obtained the following procedures will be followed:
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¢ Printouts from websites, or photocopies of receipts from vendors must have
“Original” written on it along with the cardholder’s initials to validate the
receipt.

» When the original receipt is printed on thermal paper, the card holder will
need to make a copy of the thermal receipt to include with the package and
also tape the thermal receipt to an additional piece of paper. Both must be
submitted for the reconciliation package to be accepted.

¢ For missing receipts, a copy or recalled receipt must be obtained from the
vendor. If this is not possible, then the cardholder must write a memo titled
“missing documentation” to explain what happened to the original receipt.
The memo must include the name of the item, quantity, cost per item and total
amount, The memo must be signed by the cardholder, the Administrative
Facilitator and the Head Start Manager or a designee.

¢  When reconciling the SOE form; if the amount spent exceeds the amount
listed on the SOE form, the SOE will need to be signed by the Head Start
Manager approving the actual amount spent. This will need to be completed
prior to submitting the reconciliation to the Administrative I'acilitator.

All receipts or invoices must be itemized.

Cardholder statements are available online on or-by-the 3™ of every month. The
Cardholder will retrieve and print their statement for reconciliation with their monthly
log.

. Card holders will enter and reconcile transactions in the Works accounting system.
Cardholders will confirm that information about the transaction is correct.
Cardholders will allocate accounting lines based on account approved by the Fiscal
Program Manager.

Procedure # 12.7 (continued) |

. The signed monthly log of expenditures, original receipts, a copy of all receipts,
backup documentation, and the signed Cardholder statement, will be forwarded to the
Administrative Facilitator, no later than the 10" of the month, unless otherwise
directed.
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6.

Once approved in the Works financial system, the Administrative Facilitator will
copy the original package and forward originals to the Comptroller’s office on or
before the 25" of the Month. If the 25" falls on a weekend or a holiday, they must be
submitted the Friday before.

If the purchase requires USDA funds, a copy of the statement package for USDA
purchases are forwarded to the Community and Family Services Fiscal Office.

Purchase Cardholder Responsibilities {P-Card)

1.

Purchasing card (P-Card) will be assigned to administrative staff for each Head Start
service area of including Administration, Education and Disabilities, Parent Family
Community Engagement, Health, USDA, Fiscal and Facilities. Travel Purchase Cards
(T-Card) will be assigned to the Sr. Fiscal Coordinator and the Fiscal Program
Manager service the entire division.

. Purchasing limits for all P-Card holders is a Maximum of $50,000 per month. P-Card

holders can spend up to $10,000 per day per vendor. T-Card holders may spend up to
$5,000 per day per purchase. No single transaction exceeds $10,000 for P-Card or T-
Card holders.

. Federally funded procurements shall not be classified as pyramiding violations if the

cardholder has divided their total requirement, when economically feasible, into
smaller tasks or quantities to engage multiple qualified suppliers or to pursue
inclusion for small, minority, woman owned or labor area surplus firms.

All contractors/suppliers shall be checked in SAM.gov to ensure they are free of
exclusions.

. Purchases can only be made by the employee whose name is imprinted on the card.

P-Cards must be stored in a secure location that does not compromise the integrity of
the card.

Procedure # 12.7 (continued) |

P-Cards cannot be used for personal use. If this accidently occurs, P-Card holder must
reimburse the money immediately to the Finance Cashiers office. This can be done
by cash or check with Orange County BCC represented. Accompanied with the
unauthorized charge, the P-Card holder must provide a memo of explanation along
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with the return payment. If abuse of card is noted, employee will receive disciplinary
action up to and including termination of employment.

8. P-Card holders must instruct the vendor that purchases made in the State of Florida
are tax free and provide the vendor with the appropriate documentation prior to the
purchase.

9. Tax exemption is limited to Orange County purchases and cannot be extended to
vendors working for the county or if the vendor’s work includes supplies in the scope
of work.

10. Purchases must follow the appropriate guidelines of material and services that are,
Allowable, Allocable and Reasonable,

11. P-Card holders must get pre-authorization from Orange County Purchasing to open
accounts with vendors online and memberships.

Definition(s):

Requestor — Manager, Sr. Program Manager, Program Managers, Sr. Monitoring and
Evaluation Coordinator

P-Card Holder — Administrative Staff, Sr. Nutrition Coordinator, Assistant Nutrition
Coordinator, Management Maintenance Coordinator, and Education Coordinator

P-Card Approver — Administrative Facilitator

P-Card Authorization Form — Pre-Approval for P-Card purchases

Revised: 10/19/17, 10/1/18, 05/2/19; 12/9/20; 1/13/21; 5/11/22; 10/12/22, 01/03/24,4/10/24

Page 7 of 7



P e ADMINISTRATION FOR
P o
CHILDREN C< FAMILIES
-
=]
ks
K Office of Head Start | 330 C St., SW, 4th Floor, Washington DC 20201 | eclkc.ohs.acf.hhs.gov
May 21, 2024

County of Orange
Re: Grant No. 04CH011834

Dear Grant Recipient:
The Administration for Children and Families (ACF), Office of Head Start (OHS) recently conducted a monitoring
review of your program. The attached report contains information about your agency's performance and compliance

with the requirements of the Head Start Program Performance Standards, Public Law 110-134, Improving Head

Start for School Readiness Act of 2007, and other applicable regulations.
Please contact your Regional Office for guidance should you have any questions or concerns. Your Regional Office
will follow up on the content of this report and can work with you to identify resources to support your program's

continuous improvement.
If the report has findings the corrective action period will begin 72 hours from the time this email was sent.

Sincerely,

OHS Monitoring Team
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Office ot Head Start  Ath Floor - Svatzer Memoral Building, 330 C Sireet SW, Washington DC 20024 eclkc.ohs.acthhs.gov

To: Board Chairperson

Results from CLASS® Video Review Observation

Hon. Jerry Demings, Board Chairperson

County of Orange
201 8 Rosalind Ave
Orlando, FL 32801-3527

From: Responsible HHS Official

Yo f o
Date: 05/20/2024

Mr. Khari M. Garvin
Director, Office of Head Start

Thank you for your support during the recent Office of Head Start CLASS® Video review conducted from 02/14/2024 to 05/06/2024
of your Head Start program, Grant #04CH011834.

Observations were conducted in preschool center-based classrooms using the 2008 Classroom Assessment Scoring System
(CLASS®). The CLASS® tool looks at three domains and ten dimensions of teacher-child interactions and measures those observed
interactions on a seven-point scale. Please share these results with the appropriate governing board, policy council, management,

staff, and stakeholders.

Your program scores are in the table below.

DIMENSION SCORE
Emotional Support* 6.2619
Positive Climate 6.25
Negative Climate 1.00
Teacher Sensitivity 6.25
Regard for Student Perspectives 555
Classroom Organization 6.1905
Behavior Management 6.63
Productivity 623
Instructional Learning Formats 5.71
Instructional Support 3.5675
Concept Development 318
Quality of Feedback 3.62
Language Modeling 3.90

*To calculate the Emotional Support domain, subtract the Negative Climate score from 8, add the Positive Climate, Teacher Sensitivity, and Regard for

Student Perspectives scores, then divide by 4.



County of Orange - 04CHO11834

The Head Start Program Performance Standards (HSPPS) include thresholds for each CLASS® donain(s). These quality thresholds
represent the expectations of the Office of Head Start (OHS) for the quality of the leaming environment in every Head Start program.
These thresholds do not relate to competition, but instead reflect a quality improvement focus on teacher-child interactions, with
support from OHS. The competitive thresholds reflect the minimum score that programs must achieve in each CLASS® domain. For
the upcoming FY24 monitoring year, scores from CLASS¥ observations will be used in the Designation Renewal System (DRS)
determinations using the compelitive thresholds.

DOMAIN YOUR PROGRAM'S SCORE Quality Threshold | Competitive Threshold
Emotional Support 6.2619 3 5

Classroom Organization 6.1905 6 5

[nstructional Support 3.5675 3 2.3%%

*+The competitive threshold for Instrvctional Stpport is 2.3 for CLAS S® reviews conducted thronigh July 31, 2025, and then raives 1o 2.5 for
CLASSY reviews comducted on and affer August I, 2025.

It your program’s scores (rem this CLASS® review fall below the competitive thresholds, the Office of Head Start will be in contact
with you aboul next steps in the competitive process.

If your CLASS¥ scores fall below the quality or competitive benchmarks in any domain, the Office of Head Start provides training
and technical resources here: https://eclkec.ohs.acf hhs.gov/teaching-practices/article/class-quality-improvement.

You can also coordinate with your Regional Office for additional assistance to enhance classroom environments and teacher-child
interactions specific to your program’s needs.

For more information on CLASS® domains and dimensions, please see the attached "About CLASS®" document and visit the Early
Childhood Learning and Knowledge Center, National Center on Quality Teaching and Learning at
https://eclkc.ohs.acf hhs.gov/ieaching-practices/article/learn-morg-about-class.

I you have any questions, please contact your Regional Office.

cc: Ms, Erika Lundy, Regiconal Program Manager
Mr. Darnellion Brown, Policy Council Chairperson
Mrs. Venerria Thomas, CEQ/Executive Director

Ms. Sonya Hill, Head Start Director
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County of Orange - 04CHO11834

About CLASS®

The Improving Head Start for School Readiness Act of 2007 requires that the Office of Head Start (OHS) include in the monitoring
reviews of Head Start agencies a valid and reliable research-based observational instrument that assesses classroom quality, including
the assessment of multiple dimensions of teacher-child interactions that are linked to positive child outcomes and later achievement.
OHS will continue to use the 2008 edition of the CLASS® Pre-K Teacher-Child Observation Instrument to meet this requirement.

CLASS® assesses interactions between children and teachers in three broad domains of classroom quality: Emotional Support,
Classroom Organization, and Instructional Support, The Office of Head Start believes that the domains of quality measured by
CLASS® remain central to its approach to child development and education, and serve as itmportant indicators of the future school
readiness of all Head Start children.

For all dimensions, the scoring principles are as follows:

Low Range Score
|-The low range description of the CLASS® dimension fits the classroom and/or teacher very well. All, or almost all, relevant
indicators in the low range are present.
2-The low range description of the CLASS® dimension mestly fits the classroom and/or teacher, but there are one or two
indicators that are in the middle range.

Middle Range Score
3-The middle range description of the CLASS® dimension mostly fits the classroom and/or teacher, but there are one or two
indicators in the low range,
4-The middle range description of the CLASS® dimension fits the ¢lassroom and/or teacher very well. All, or almost all,
relevant indicators in the middle range are present,
5-The middle range deseription of the CLASSY dimension mostly fits the classroom and/or teacher, but there are one or two
indicators in the high range,

High Range Score
6-The high range description of the CLASS® dimension mostly fits the classroom and/or teacher, but there are one or two
indicators in the low/middle range.
7-The high range description of the CLASS® dimension fits the classroom and/or teacher very well. All, or almost all, relevant
indicators in the high range are present.

TNote: The Negative Climate dimension is inversely scored with a higher score indicating lower quality. For all other

dimensions and domains, a higher scare indicates higher quality.

The scores from each class observation are averaged across the grant to result in grant-level dimension scores. The grant-level
dimension scores are then used to calculate the grant-level domain scores.

The scores from CLASSY observations can be used for various purposes, including professional development, program
improvement, policy, goal setting, and monitoring, The Office of Head Start began using CLASS® for monitoring purposes in
FY2010 to collect information on the experiences of children at each grant recipient.

In FY2012, OHS refined the use of CLASS® in monitoring to include the use of a randomly selected sample of center-based
preschool classes for observations and a clearly articulated methodology. For each preschool class selected in the sample, trained,
and certified CLASS® reviewers conduct two 20-minute observations and score at the dimension level using a 7-point scale at the
end of each observation ¢ycle.
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Feed Their
Summer Smiles!

Make this summer one to remember
with SUN Programs: USDA’s Summer
Nutrition Programs for Kids. We've got
meals and new benefits to keep your kids
fueled up for summer.

SUN:w SUN: SUN:
MEALS MEALS TO-GO BUCKS

Children 18 and under In some rural areas, With SUN Bucks, get
can enjoy meals SUN Meals can be 5120 per eligible
together at eligible picked up or school-aged child to
meal sites. SUN delivered right to " buy more of your
Meals are free and your home! family's favorite food,
help your Kids get the from fresh fruits and
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ORANGE COUNTY GOVERNMENT

LOUNTL HEAD START
FreRina POLICY COUNCIL
MEETING MINUTES

Holden Heights Community Center
1201 20™ Street
Orlando, FL. 32805
May 23, 2024

Call to Order by: Darnellion Brown, Chairperson 5:49 p.m.

Roll Call by: Crystal Burrell, Secretary

Attended By:
Jaclyn Stringer
Darnellion Brown
Aneeaz Ali
Marion Rivera
Aneeza Ali

Nayeli MacCuare Guzman

Sharron Jacob
Crystal Burrell
Jeanne Warner
Viviana Escalente
Octavia Gibson
Samantha Jones
Daniel Hernadez
Angeline Mendoza
Jennifer Martinez
Alexus Croker
Crystal West
Giann Cancel
Karen Neff
Charlie Plaza

Visitor:
AnnMarie Alvarado

Staff:

Sonya Hill
Polly Bouler
Zhor Elmekali
Yolanda Soto
Sandra Moore
Sandra Ruff
Avis McWhite
Shauna Kirby
Colette Thomas
Regina Temple

Bithlo

Callahan

Dillard

Callahan

Dillard

Dover Shores

Hal P Marston
Lila Mitchell
Lovell Elementary
McCoy Elementary
Pine Hills
Riverside
SOYMCA

Three Points
Ventura

W/S ELC

West Oaks

BCC

OCPS

VyStar

Children’s Home Society

Representative
Chairperson
Alternate
Alternate
Alternate
Representative
Representative
Secretary
Representative
Alternate
Representative
Representative
Representative
Alternate
Representative
Representative
Representative
Alternate
Community Rep
Community Rep

Main Office
Hal Marston
Lila Mitchell
Millennia

Main Office
Main Office
Main Office
Main Office
Main Office
Main Office



Policy Council Meeting Minutes

Chairperson Brown called for a motion to adopt the agenda
Motion: Alexus Croker, WS/ELC Representative

Second: Daniel Hernandez, SOYMCA Representative

Motion carried with no objections

HR Report by Avis McWhite
Ms. McWhite listed terminations and vacancies in the Division.

Budget Report by Sandra Ruff, Fiscal Manager

Old Business

Executive Committee Vote

Last month there was the election for Vice-Chairperson, however, everyone did not vote and Ms.
Hill explained that every person had to vote. The vote was re-taken but not tallied. Alexus
Croker and Octavia Gibson ran for the office. The winner was announced at this meeting.
Alexus Croker from WS/ELC was declared the winner and is the new Vice-Chairperson.

New Business:

» ACF-OHS-IM-24-01 Strategies and Recommendations for Supporting Mental Health —
Reviewed by Sandra Ruff

» ACF-OHS-PI-24-02 Fiscal Year 2024 (FY 2024) Head Start Funding Increase — Reviewed
by Sandra Ruff

» Self-Assessment Report by Shauna Kirby, Sr. Menitoring and Evaluation Coordinator.

» Federal Monitoring Review — Ms. Hill reported on the program’s performance and

compliance with the requirements of the Head Start Program Performance Standards or

Public Law 110-134. The program was compliant in most areas with only 2 areas of non-

compliance. One in oral health and one in financial management. Ms. Hill stressed the

importance of parents following up on their child’s health and dental requirements.

Grant Presentation and Voting — Reporting important outcomes and changes

*  Shauna Kirby reported on Program Goal 1 outcomes / Professional Development and
Program Goal 4 outcomes / Technology

*  Mr. Kirby presented Section A of the 2025 Continuation Grant Application to include
progress and outcomes for program goals.

e Ms. Kirby answered questions about the progress made on goals, including challenges
and actions to be taken.

e  Avis McWhite reported on Program Goal 2 outcomes / Staff Retention

¢ Colette Thomas reported on Program Goal 5 outcomes / Families

e Sandra Ruff reported on Program Goal 3 outcomes / Physical Health & Mental Wellness

o Ms. Ruff Presented the PA-22 Proposed budget for Fiscal Year 2025

» Ms. Ruff answered questions about line items in the proposed PA-22 including contracts,
leases, fleet and other budgeted line items.

o Ms. Ruff asked for a vote to approve the 2025 Grant Renewal Year 5 of 5 in the amount
of $16,325,081 with a federal match of $4,081,263.
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Policy Council Meeting Minutes

Chairperson Brown called for a motion to approve the Proposed Budget Fiscal Year 24/25
and Grant Narrative.

Motion: Octavia Gibson, Pine Hills Representative

Second: Jaclyn Stringer, Bithlo Representative

Motion carried with no objections

Chairperson Brown called for a motion to adjourn the meeting
Motion: Octavia Gibson, Pine Hills Representative

Second: Daniel Hernandez, SOYMCA Representative

Motion carried with no objections

Meeting Adjourned at 7:50 p.m.

Next Policy Council Meeting: June 20, 2024
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