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POLICY COUNCIL
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Who: POLICY COUNCIL MEMBERS
Date: THURSDAY - MARCH 26, 2026
Time: 6:30 P.M.
Location: Holden Heights Community Center
1201 20" Street
Orlando, FL 32805

Contact Sandra Moore if you cannot attend:
407-836-8913 or Email Sandra.Moeore2@ocfl.net or Yvette.meade@ocfl.net
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Orange County Government ©® Head Start Policy Council ® Holden Heights
Community Centere 1201 20" St., Orlando, FL 32805
March 26, 2026 o 6:30 p.m.

10.

11.

12.
13.
14.

. Call to Order — Chairperson
. Roll Call — Secretary

. Adoption of Agenda
. Secretary’s Report:

i. Approval of February 19, 2026 Minutes
ii. Region IV Conference Update

. Budget Report
. HR Report

. Officer’s Report

i. Policy Council Chair/ Region IV Conference Update

Director’s Report
i. Children’s Week Tallahassee / Lucia Vasquez

Update on Action ltems
i. Policy Council By-Laws (approved)
ii. Eligibility Priority Ranking Criteria (approved)
iii. Policy Council February Information and Updates (filed)
New Business: Action ltems

i. Approval of Standard Operating Procedures (list attached)
ii. Site Closures and Relocations

Reports Received/File: No Action
i. ERSEA, PFCE, Nutrition, Health, Mental Health & Disabilities,
Education, Maintenance
Announcements

Public Comment

Adjournment
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Credit Card Expenses
February 28, 2026

Purchase
CH Full Name Date Comp Supp Name Amount
CLAY TON, AMANDA 02/04/26 [WAL-MART #5871 $66.01
CLAYTON, AMANDA 02/17/26 WM SUPERCENTER $54.01
CUEVAS SAYAGO, LEONOR| 02/16/26 |PUBLIX #1754 $11.49
CUEVAS SAYAGO, LEONOR| 02/17/26 IPUBLIX #1440 $31.14
CUEVAS SAYAGO, LEONOR] 02/24/26 JPUBLIX #1501 $51.26
DUCK, CORTINA 02/02/26 |ODP BUS SOL LLC ($120.22)
DUCK, CORTINA 02/03/26 JUSPS PO 1169260806 $169.69
DUCK, CORTINA 02/04/26 JOFFICESUPPLY.COM $146.99
DUCK, CORTINA 02/06/26 |NIC -DCF CHILD CARE $101.00
DUCK, CORTINA 02/13/26 JoDP BUS SOL LLC $264.63
DUCK, CORTINA 02/13/26 JPUBLIX #436 $228.94
DUCK, CORTINA 02/16/26 JOFFICESUPPLY.COM $329.04
DUCK, CORTINA 02/16/26 JODP BUS SOL LLC $21.78
DUCK, CORTINA 02/16/26 JODP BUS SOL LLC $77.69
DUCK, CORTINA 02/16/26 JODP BUS SOL LLC $10.28
DUCK, CORTINA 02/20/26 |WAL-MART #3162 $45.85
DUCK, CORTINA 02/20/26 JDUNKIN #301017 $48.58
DUCK, CORTINA 02/20/26 JPUBLIX #436 $13.98
DUCK, CORTINA 02/23/26 JPUBLIX #436 $15.96
DUCK, CORTINA 02/24/26 |NIC -AHCA AGENCY FOR HEAL $43.37
ELIBERT, MIGUERLINE 02/02/26 JPROLOGO BRANDING LLC $502.00
ELIBERT, MIGUERLINE 02/02/26 JCDW GOVT #AH8NKSQ $960.56
ELIBERT, MIGUERLINE 02/02/26 JPROLOGO BRANDING LLC $186.00
ELIBERT, MIGUERLINE 02/02/26 |PROLOGO BRANDING LLC $1,459.80
ELIBERT, MIGUERLINE 02/03/26 JCORPORATE INTERIORS $436.44
ELIBERT, MIGUERLINE 02/04/26 JULINE SHIP SUPPLIES $3,002.00
ELIBERT, MIGUERLINE 02/04/26 JULINE SHIP SUPPLIES $5,440.00
ELIBERT, MIGUERLINE 02/06/26 JULINE SHIP SUPPLIES $916.53
ELIBERT, MIGUERLINE 02/06/26 JAmazon.com 311XT4PT3 $734.10
ELIBERT, MIGUERLINE 02/09/26 JAMAZON MKTPL $44.64
ELIBERT, MIGUERLINE 02/09/26 |CDW GOVT #AHOIPTT $770.73
ELIBERT, MIGUERLINE 02/09/26 |SP SCHOOL NURSE SUPPLY $1.218.00
ELIBERT, MIGUERLINE 02/09/26 |SP SCHOOL NURSE SUPPLY $890.00
ELIBERT, MIGUERLINE 02/10/126 JAMAZON MKTPL $148.45
ELIBERT, MIGUERLINE 02/17/126 |JAMAZON MKTPL $91.96
ELIBERT, MIGUERLINE 02/17/26 JAMAZON MKTPL $62.64
ELIBERT, MIGUERLINE 02/18/26 |AMAZON MKTPL $91.96
ELIBERT, MIGUERLINE 02/18/26 JAMAZON MKTPL $71.36
ELIBERT, MIGUERLINE 02/19/26 JAMAZON MKTPL $72.21
ELIBERT, MIGUERLINE 02/19/26 |WATER COFFEE DELIVERY $1,002.98
ELIBERT, MIGUERLINE 02/20/26 JAMAZON MKTPL $71.97
ELIBERT, MIGUERLINE 02/23/26 |Amazon.com B93MH2UE2 $111.16
ELIBERT, MIGUERLINE 02/23/26 JAMAZON MKTPL $63.00
ELIBERT, MIGUERLINE 02/25/26 JAMAZON MKTPL $417.80
ELIBERT, MIGUERLINE 02/25/26 JODP BUS SOL LLC $429.90
INFANTE, SILVIO 02/10/26 JSOUTHERN STATES TOYOTA $793.93
INFANTE, SILVIO 02/11/26 JIMULCH FL $2,025.00
INFANTE, SILVIO 02/16/26 |THE HOME DEPOT $74.56
INFANTE, SILVIO 02/16/26 JTHE HOME DEPOT $29.94
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Credit Card Expenses
February 28, 2026

|MOORE, SANDRA 02/03/26 JAMAZON RETA $20.64
MOORE, SANDRA 02/09/26 |SQ ONEPARTY2REMEMBER $325.00
MOORE, SANDRA 02/09/26 JUNITED TROPHY AND AWARDS $45.00
MOORE, SANDRA 02/09/26 WM SUPERCENTER $50.92
MOORE, SANDRA 02/20/26 JWAL-MART #3162 $13.04
MOORE, SANDRA 02/20/26 JAMAZON MKTPL $55.99
MOORE, SANDRA 02/20/26 JIN TOGETHER, $663.46
iMOORE, SANDRA 02/27/26 JAMAZON MKTPL $176.53
PERRY, DESHON 02/09/26 JFSP COUNCIL FOR PROFESSIO $525.00
PERRY, DESHON 02/13/26 JFSP COUNCIL FOR PROFESSIO $525.00
RUFF, SANDRA D 02/04/26 JATL CENTENNIAL PARK ONLIN $2,263.80
RUFF, SANDRA D 02/16/26 JOMNI HOTELS $500.00
RUFF, SANDRA D 02/18/26 JATL CENTENNIAL PARK ONLIN ($1,000.00)
RUFF, SANDRA D 02/18/26 JOMNI HOTELS ($500.00)I
TEMPLE, REGINA 02/02/26 §SYSCO CORP $5,373.21
TEMPLE, REGINA 02/02/26 JKEY FOOD #4256 $20.56
TEMPLE, REGINA 02/04/26 JWAL-MART #4160 $18.43
TEMPLE, REGINA 02/06/26 JPUBLIX #605 $7.66
TEMPLE, REGINA 02/11/26 |PUBLIX #605 $26.98
TEMPLE, REGINA 02/12/26 JPUBLIX #605 $5.49
TEMPLE, REGINA 02/17/26 JPUBLIX #605 $7.58
TEMPLE, REGINA 02/20/26 JWAL-MART #4588 $57.53
TEMPLE, REGINA 02/26/126 WM SUPERCENTER $54.06
TEMPLE, REGINA 02/27/26 JPUBLIX #605 $10.98
VILLALOBOS, NANCY 02/03/26 JATL CENTENNIAL PARK ONLIN $4,527.60
VILLALOBOS, NANCY 02/05/26 JCENGAGE LEARNING, $163.00
VILLALOBOS, NANCY 02/05/26 JCENGAGE LEARNING, $163.00
VILLALOBOS, NANCY 02/16/26 JOMNI HOTELS $500.00
VILLALOBOS, NANCY 02/17/26 JFLORIDA RECREATION AND P $2,000.00
VILLALOBOS, NANCY 02/18/26 JATL CENTENNIAL PARK ONLIN ($500.00)
VILLALOBOS, NANCY 02/18/26 JATL CENTENNIAL PARK ONLIN ($184.05)
VILLALOBOS, NANCY 02/18/26 JATL CENTENNIAL PARK ONLIN ($500.00)
VILLALOBOS, NANCY 02/18/26 JOMNI HOTELS ($184.05)
VILLALOBOS, NANCY 02/18/26 JOMNI HOTELS ($500.00)
VILLALOBOS, NANCY 02/24/26 JPAYPAL HS UNIVERSI $1,498.00
VILLALOBOS, NANCY 02/27/26 [TLHXT - LDG - HYATT HOUSE $778.00
VILLALOBOS, NANCY 02/27/26 JTLHXT - LDG - HYATT HOUSE $828.00
VILLALOBOS, NANCY 02/27/26 JTLHXT - LDG - HYATT HOUSE $778.00
VILLALOBOS, NANCY 02/27/26 JTLHXT - LDG - HYATT HOUSE $778.00
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—Head-Start-Policy-Council

Human Resources Committee

February 2026 Actions

L Pending Approval for hire

Jobh Title

Candidate’s Name

Il. Termination from employment (Involuntarily})

Joh Title

Reason

Employee’s Name

[ll. Separation from employment (Voluntarily)

Job Title Reason Employee’s Name
Mentor Coach Family Reasons Gladys Arzon
Teacher Assistant Retirement Jacqueline Aleman

Behavior Inclusion Specialist

Conflict with Supv/Co-worker

Silverio Becerra Reyes

HI. Current Head Start Openings — As of 3/12/26

Job Title Number of Potential Candidates
Positions in process for hire
Mentor Coach 1
Food Service Assistant 1
Teacher 2
Teacher Assistant 8
Behavior Inclusion Specialist 1
Family Service Worker 2




I~ o _l\_/I—C;NTHLY MANAGEMENT REPORT
Monthly Director’s Report to Policy Council
Date March 26, 2026
To: Sharron Jacob, Policy Council Chair & Policy Council Members
From: Sonya L. Hill, Head Start Division Manager
Subject: Director’s Monthly Summary

The Monthly Division Managers Report provides an overview of essential information from
Orange County Head Start. This report includes actions from the month of February 2026.

Staff Training

Orange County Head Start staft successfully completed the required Workplace Violence
Prevention Training, as mandated by Orange County Human Resources. All staff complied
by the March 13" teacher workday.

Preschool Directors and Family Service Workers participated in professional development
focused on best practices in addressing chronic absenteeism, supporting the
implementation of a program-wide initiative to reduce absenteeism and improve
attendance outcomes.

Training was also conducted for Preschool Directors and Family Service Workers on
program governance, with an emphasis on strengthening engagement and collaboration
with the Policy Council.

Administrative leadership, including the Administrative Assistant, Fiscal Program
Manager, and Head Start Director, participated in training and planning sessions related to
the Community and Family Services Advisory Board, focusing on preparation,
governance, and best practices for advisory board operations.

Collaboration and Partnerships

*Ongoing collaboration with Nemours to finalize a contract aimed at improving early
childhood education processes and outcomes.

*Meeting held with the Department of Children and Families (DCF) regarding new
requirements for documenting security personnel assigned to Head Start locations.

*Coordination with the City of Orlando Fire Department regarding compliance with state
statutes related to Certificates of Occupancy, including building designation requirements.

*Continued collaboration with Capital Projects to obtain Certificates of Occupancy for all Head
Start preschool locations within city limits.




MONTHLY MANAGEMENT REPORT

Highlights and Accomplishments

Orange County Head Start received a Corporate Award at the Region IV Head Start
Association Conference in recognition of its partnership with VyStar Credit Union.

e A retirement celebration was held honoring Teacher Assistant Jacqueline Aleman for her
service to the program.

Human Resources

o Recruitment efforts continued across multiple program areas. Interviews were conducted
for the following positions:

e Teachers

¢ Teacher Assistants

o Mentor Coaches

o Behavior Inclusion Specialists
e Family Service Workers

Candidates have been selected for all positions. Offers of employment have been

extended to Teachers, Teacher Assistants, and Family Service Workers, with one
candidate declining the offer.

e A Head Start New Employee Orientation was conducted to newly hired staff onboard,
providing an overview of program expectations, policies, and procedures.

Program Operations and Updates

o Orange County Public Schools (OCPS) voted to close seven schools for the 2026-2027
school year. McCoy Elementary School, which currently houses a Head Start site, is among
the schools identified for closure. As a result, the McCoy Head Start location will close at
the end of the current school year. Additionally, the program was previously notified that
Three Points Elementary School will close due to the removal of modular units from the
campus. This will require the program to identify and secure alternative space within the
same service area to continue serving enrolled children and families.

e The Head Start Director continues to meet with OCPS principals to explore relocation
opportunities. Meetings have been conducted with:

e Lake George Elementary School
e (Conway Elementary School
e Shenandoah Elementary School




MONTHLY MANAGEMENT REPORT

¢ Lockhart Elementary School

¢ Frangus Elementary School

« Maxey Elementary School

+ Engelwood Elementary School

Additional program considerations include potential site adjustments at Washington
Shores Elementary and Dillard Elementary, and possible expansion at Dover Shores
Elementary School. Final decisions regarding site relocations and adjustments will be
informed by continued discussions with OCPS., a review of the Community Assessment,
and will be presented to the Policy Council for approval.

e The program also continues to engage in strategic planning sessions with the leadership
team to align long-term program goals and operational priorities.

e A Health and Mental Health Advisory Committee meeting was conducted in compliance
with federal requirements, supporting ongoing coordination of health and mental health
services for enrolled children.

e Planning is underway for Guest Readers Month (April 1-30), themed “Reading Grows
Great Minds,” which will promote literacy and community engagement across all
program sites.

e The Head Start Director met with the Office of Head Start Program Specialist for the
monthly monitoring meeting and has requested a follow-up meeting with the Office of
Head Start Facilities Team to discuss potential opportunities related to Section 1303

funding.

e [eadership staff continue to actively participate in the Community and Family Services
Strategic Planning process, contributing to department-wide planning efforts.

Enrollment and Attendance
e The program’s funded enrollment is 1,536, with a total enrollment of 1,513 for February.

e Vacancies: 23
e Enrollment Rate: 98.50
« Average Daily Attendance (ADA) for February 2026 was 89.77

e The program has implemented a targeted initiative to address chronic absenteeism, which
includes enhanced collaboration between Family Service Workers and families to identify
root causes and develop individualized action plans.




MONTHLY MANAGEMENT REPORT

Parent Engagement and Policy Council
e Policy Council Chair, Sharron Jacob, and Secretary, Alyssa St. Hilaire, attended the Region

[V Head Start Association Conference, representing Orange County Head Start.

e Lucia Vazquez, a Head Start parent, participated in Children’s Week in Tallahassee, where
she shared her personal testimony on the positive impact of Head Start and distributed a
self-developed pamphlet highlighting the program and its teachers.

Challenges
e Chronic absenteeism continues to impact attendance outcomes and requires ongoing

monitoring and targeted intervention strategies.

e Facility and space limitations remain a challenge due to the closure of McCoy Elementary
and Three Points Elementary, requiring identification of suitable replacement sites within
the same service areas.

State, Regional and National Updates
State Updates — Children’s Week Advocacy

Children’s Week activities focused on advocacy and legislative engagement, providing an
opportunity to elevate the needs of Head Start children and families at the state level.

Legislative visits included meetings with:
Senate:

e Senator Carlos Guillermo Smith (District 17)
» Senator LaVon Bracy Davis (District 15)
House of Representatives:
» Representative RaShon Young (District 39)
» Representative Bruce Antone (District 41)
» Representative Johanna Lopez (District 43)
o Representative Dr. Anna Eskamani (District 42)
Key discussion topics included:
o The impact of two years without a federal cost-of-living adjustment (COLA)
o  Workforce challenges in early childhood education
o The impact of OCPS school closures on Head Start operations
» Opportunities to expand early childhood services through VPK partnerships

These efforts strengthened relationships with legislators and increased awareness of program
priorities and challenges.




MONTHLY MANAGEMENT REPORT |

National Updates

e The National Head Start Association (NHSA) continues to advocate for a Cost-of-Living
Adjustment (COLA) for Head Start programs.

e Recent national research highlights disparities in early diagnosis of Autism Spectrum
Disorder (ASD) among Black children, who are often diagnosed significantly later than
their peers. Delayed diagnosis can limit access to early intervention services. These
findings underscore the importance of continued efforts within Head Start to promote early
screening, family engagement, and equitable access to developmental services

h




REGION IV HEAD START
ASSOCIATION CONFERENCE

OFFICERS REPORT

) BY SHARRON JACOB . -

ORANGE COUNTY.POLICY COUNCIL ' i
LYSSA ST. HILAIRE




Fro Febanry oth thra gh 12th Orange County Head Start Chalrperson and Secretary ;
attended the Reglon v Head Start Conference in Atlanta, Georgla to: Strengthen leadership
skll{s as Chalrperson and Secretary Gain updates on federal Head Startregulations and
expecta’tlons. Network with other Staff, Teachers, and Policy Council leaders across Region IV.
Lastly, to bring back n_ew strategies to support children, famllles, and staff.




KEY WORKSHOPS &
SESSIONS

During the conference, we participated in
sessions focused on:
e (Governance and the Role of the Policy
Council,
e Strengthening Parent Leadership
e Mental Health and Trauma-Informed
Practice
e School Readiness

e Data Accountability
e Fiscal Oversight and Budget
Responsibilities
A major takeaway was the importance of
collaboration between the Governing Board and
Policy Council to ensure transparency,
accountability, and quality services.




Program Recognition
& Award

We are proud to share that Orange County Head Start has been awarded the Corporate Award in
recognition of our strong partnership with Gift of Swimming. This award highlights our program’s
commitment to:

e Community collaboration

e Child safety and water education

e Expanding enrichment opportunities for our children

e Building meaningful partnerships that benefit families
Receiving this recognition at the regional level reflects the hard work of our leadership, staff, families,

and community partners. It was an honor to see our program acknowledged among other outstanding
Head Start programs in Region IV.

Important Information Learned

The conference emphasized:
e The critical leadership role Policy Council members play in decision-making
o Theimportance of understanding program budgets and funding
e Federal monitoring updates and compliance expectations
o Strong family engagement practices that increase participation

It reinforced that the Policy Council is not just advisory, but an essential governing partner in Head Start
operations.

NETWORKING & COLLABORATION

We connected with:
o Executive Directors and Program Administrators
o Family Engagement Leaders
o Regional Office Representatives

These conversations allowed us to learn how other programs overcome challenges and implement best
practices.

BENEFITS TO ORANGE COUNTY HEAD START

This experience will benefit our program by: Enhancing Policy Council leadership effectiveness,
strengthening parent engagement, initiatives Improving communication between families and
leadership, and ensuring alignment with federal Head Start Performance Standards.



RECOMMENDATIONS 7/ NEXT STEPS

Based on what we learned, we recommend:
e Scheduling ongoing governance training for Policy Council members.
e Increasing opportunities for parent leadership development.
e Reviewing our family engagement strategies to increase participation.

Closing Statement

Attending the Region IV Head Start Conference in Atlanta, Georgia was an empowering and educational
experience. Being recognized with the Corporate Award for our partnership with Gift of Swimming made
the experience even more meaningful. We are honored to represent Orange County Head Start and look
forward to implementing what we learned to better serve our children and families.

Respectfully submitted,

Sharron Jacob and Alyssa St. Hilaire

Policy Council Chairperson & Secretary
Orange County Head Start
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Creating Connections, Building Bridges... Together:

Monthly Report: February 2026

Activities

Number of Fatherhood
.. 338

Participants
Number of Parent
Educational Trainings 24
Provided
Number of Parents

umbe a 559

Attended

Number of Families
Experiencing
Homelessness YTD

Number of Families
Acquired housing

Number of ESL/GED
Training

Number of Parents
involved in Health

Education
Family Needs Assessment/Goal Setting
120%
100%
80%
60%
40%
i i
o Septembe ;
August i October November December January  February March April May
| Family Needs 26% 75% 96.00% 97.90% 99% 99.00% 100%

= Goals Settings  35.00% 38% 49.00% 54.890% 57.95% 58.00% 59.60%
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MAINTENANCE MONTHLY REPORT
(February 2026)

1. WORK ORDERS

During February of 2026, a total of 159 work orders were created through ChildPlus and processed

as follows:
CENTER COMPLETED | PENDING | CANCEL TOTAL
HEAD START 102 0 2 104
OC FACILITIES 7 20 1 28
OCPS FACILITIES 4 20 1 25
EDUCATION 2 0 0 2
TOTAL 115 40 4 159
CHILDPLUS WORK ORDERS
FEBRUARY 2026
(159)
110 102
100
90
80
70
60
50
40
30
20 20
20
2 1 1 2
0 0 Ezmas - —_— EE=E " — 0 0
HEAD START OC FACILITIES OCPS FACILITIES EDUCATION
BCOMPLETED MPENDING ®CANCEL




2. DELIVERY

- We pic-up, and delivery work orders to different centers

3. RENOVATION
- We continius cleaning carpets in different centers.
- We picked up leaves from Hal P Marston, and Southwood Playgrounds.

- We pressure washer and paint Bithlo, and East Orange playgrounds




Orange County Community & Family Services Department
Head Start Division
SOP Committee Meeting — Director’s Conference Room
February 10,2026 9:00am — 12:00pm

AGENDA

e Purpose:
To review and approve new or revised Standard Operating Procedures and any associated
forms.
¢ Program Administration
O 3.2 Lease Contracts and Agreements
e Human Resources
O 9.2 Hiring Senior Management Staff
9.3 Hiring Qualified Staff
9.4 Hiring Casual Staff
9.6 Background Screening Process
9.8 Code of Conduct and Confidentiality
0.12 New Hire Performance Evaluation
9.18 Professional Development Plan
9.23 CDA Credential
9.25 Dress Code

0 I T I I A O 0 [

9.31 Defensive Driving

9.38 Remote Work Policy

a4

o Fiscal

O 12.13 Warehouse Procedures

Final Comments

» Next Meeting: March 4, 2026




Orange County Community and Family Services Department
Head Start Division

Program Administration Procedure # 3.2

Leases, 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 the 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
(BCC).

CONTRACTS AND AGREEMENTS

3.
4.

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

Management Team will submit the “Letter of Interest” form utilizing the Monday
program 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 site, include current Center List as attachment
f. Scope of Service
g. Type of Agreement
i. Affiliate

ii. Referral
1. Term
iv. In-Kind

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

Page 1 of 4




Procedure # 3.2 (continued) I

10.

11.

12.

13.

i. The Liaison will be the prime communicator with those involved at
Head Start.
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 c077f67fc69cf9030352_ 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).

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 cost 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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14.

15.

16

17.

18.

19

20.

21.

22,

The Contract Administrator will forward the agreement for review to the County
Attorney, Risk Management, and Procurement Division utilizing Monday.com.

The Orange County Procurement Manager is authorized to sign all contracts and
agreements on behalf of the BCC, pursuant to Article III 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

. 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.

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.

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

. Contracts/Agreements will be monitored annually to determine whether the

contracts/agreements are being utilized.
All correspondence and documentation will be retained in the Monday system.

Contract Administrator will email partners via email Marketing tool such as Constant
Contact to keep partners engaged with Head Start and each other and spotlight
partners.

TIMELINE

a. Day 1 | Letter of Interest sent to Monday Customer Relation Management
(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 the month.

c. 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 the organization know.

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

Page 3 of 4




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

Revised: 9/12, 9/5/17; 7/6/18; 7/10/19; 10/20/21, 09/03/25

Reviewed:2/10/26
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Fiscal

Orange County Community and Family Services Department
Head Start Division

Procedure # 12.13

Warehouse Procedures

STANDARD OPERATING PROCEDURES

I. Purchases and Delivery - 45CFR 75.320, 75.321

1. When purchasing consumables, supplies, equipment, the Fiscal Officer will create a
" purchase order in Maximo.

2. Upon delivery of the merchandise to the warehouse:

a.

Warehouse Specialist will obtain the delivery packing slip and compare the
delivery slip to the items in the Maximo purchase order to verify what was
received.

Upon verification, Warehouse Specialist will contact the Fiscal Officer to close
the “Purchase Order”.

Items will then be available in Maximo to fulfill orders.

Warehouse Specialist will send the packing slip to fiscal to process final invoice
for payment.

Warehouse Specialist will place items in the correct bin. If the item is new, the
Warehouse Specialist will create a bin and place items in it.

I1. Maximo - 45CFR 75.320, 75.321

1. The following procedures must be followed for the delivery of Maximo items:

a.

Center Supervisor will submit a Maximo Order Request Form to the appropriate
Field Operations Supervisors for education, disability supplies, ink and copy
paper.

Center Supervisors will submit a Maximo Order Request Form to the Nutrition
Coordinator for Nutrition Supplies.

Center Supervisors will submit a Maximo Order Request Form to the Childhood
Health and Parental Services Program Manager for Health Supplies.

Once the Maximo Order Request Form is received by the Field Operations

Supervisors, Nutrition Coordinator and Childhood Health and Parental Services

Program Manager will process a work order for the items in Maximo. Inventory
must be reviewed prior to approving the work order.

Upon approval in Maximo, the Warehouse Specialist will retrieve the work order
from Maximo and prepare for delivery. The Warehouse Specialist will remove
the item from the appropriate bin and prepare for delivery.

Delivery to centers is scheduled for Monday, Wednesday and Friday, unless
closed for a holiday.

Upon delivery to the center, the Warehouse Specialist will have the requestor sign
the work order for the requested items and upload the signed work order in
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Procedure # 12.13 (continued) |

Maximo. The Warehouse Specialist will also provide a copy of the work order on
site to the requestor.

h. Once the delivery is complete, the Warehouse Specialist will close the work order
in Maximo.

i. The Center Supervisor will keep the copy of the signed work order in the
Tangible Assets Binder.

2. Maximo Inventory Replenishment
a. Every Monday the Fiscal Program Manager will send the Head Start
Inventory Reorder Report to the Sr. Program Manager, Education
Coordinators, Assistant Nutrition Coordinator, Sr. Behavior Inclusion
Specialist and the Childhood Health and Parental Services Program Manager.

b. The Sr. Program Manager of Education, Education Coordinators, Nutrition
Coordinator and the Childhood Health and Parental Services Program
Manager will need to review the report and order as items fall below
minimum level.

c. It is the responsibility of the Sr. Program Manager, Education Coordinators,
Nutrition Coordinator and the Childhood Health and Parental Services
Program Manager to ensure items are replenished in a timely manner.

III. Pick- up and Delivery Request -45CFR 75.320, 75.321
1. To request a pickup or delivery, the requester must complete a Pickup and Delivery
form located on the shared drive, in the forms folder.

2. The requestor will send the Pickup Delivery form to the Warehouse Specialist and the
Management Maintenance Coordinator.

3. Pick up and Deliveries are scheduled for Monday, Wednesday and Friday, unless
closed for a holiday.

4. When sending damaged or surplus equipment to the warchouse for disposal, the
following procedures must be followed:

a. Prior to sending damaged or surplus equipment to the warehouse, the Division
Manager or designee will write a memorandum that includes the description of
the item, county control number, serial number, assigned division/program, and
all the details about the loss or damage. The original memorandum is sent to the
warehouse along with the equipment that is being transferred to the warehouse.
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| : Procedure # 12.13 (continued) |

b. Upon receipt of the equipment, the Warehouse Specialist will complete a Property
Custody Receipt. This receipt and a copy of the Division Managers memorandum
will be sent to the Orange County Property Accounting Division and the Head
Start Fiscal Program Manager.

¢. Service Areas will not transfer property w1th0ut prior written approval from their
immediate supervisor.

5. The delivery of equipment from the warehouse to Property Accounting shall follow
the procedures listed below:

a. The Warchouse Specialist is responsible for obtaining written approval from the

appropriate Manager before damaged equipment is turned in to Property
Accounting.

b. The Warchouse Specialist will maintain a disposal list of all items turned in to
Property Accounting. The list will consist of the county property number, serial
number, description of item, estimated purchase price, assigned division/program,
date approved for disposal by the Head Start Division Manager, and date the
equipment was transferred to Property Accounting.

¢. The Warehouse Specialist will submit a copy of the disposal list and the receipts
from Property Accounting to the Head Start Fiscal Program Manager per
occurrence on an as needed basis.

IV. Special Events

1. For Pick up and Delivery at special events and/or recruiting events, a Special Event
and Recruitment From will need to be completed and submitted to the Management
Maintenance Coordinator and Warehouse Specialist two weeks in advance of the
event.

2. The event must be confirmed with the warehouse staff within 48 working hours for
possible last-minute cancellations.

Revised: 12/15/17; 5/11/21; 07/13/22,01/03/24, 09/03/25, 2/10/26
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Orange County Community and Family Services Department
Head Start Division

Human Resources PROCEDURE #9.2
Hiring and Selection of Program Management Staff

STANDARD OPERATING PROCEDURES

1. Definition

- 1. Program Management positions include the Senior Program Manager and all Program
Managers responsible for operational oversight and supervision of program services.

IL. Qualification Requirements — 1302.91(d)

1. Program management staff hired to ménage and oversee the delivery of program
services must have sufficient knowledge, training and experience, and competencies
to fulfill the roles and responsibilities of their positions.

2. As of November 7, 2016, individuals hired for the following positions must meet the
minimum qualification requirements listed for the position:

a. Fiscal Officer: must be a certified public accountant or have, at a-minimum, a

baccalaureate degree, in accounting, business, fiscal management, or a related
field. '

b. Family, health and disabilities maﬁagement: must have, at a minimum, a

baccalaureate degree, preferably related to one or more disciplines they
oversee.

c. Education management, including coordinators and curriculum specialists:
must have a baccalaureate degree or advanced degree in early childhood
education or a baccalaureate degree or advanced degree and equivalent

coursework in early childhood education with early education teaching
experience.

1I1.Hiring Procedures — OC Policy & Operational Regulation 104

3. Program Management staff are responsible for leadership, direction, and oversight in
the following areas:

° Planning, development, and implementation of operational proéedures
@ Analysis of trends and data on children and families in the program

o Community partnerships

» Staff and parent communication

» Personnel, administration, and supervision of staff

e Team leadership, team building, staff training, and development
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Orange County Community and Family Services Department
Head Start Division

Human Resources , PROCEDURE #9,2

Hiring and Selection of Program Management Staff

4

10.
11.

12,

STANDARD OPERATING PROCEDURES

When Program Management positions become available, the Division Manager sends
an email to the Human Resources recruitment section-to post the position.

Human Resources will post the position.

Applications are received by Human Resources and if they meet the minimum
qualifications, the application is routed to the appropriate hiring authority.

The Division Manager will screen routed applications and select candidates to
interview.

Interviews are conducted by the Division Manager with a diverse interview panel.
The Interview Panel makes a recommendation to hire Program Management stafy,

The recommendation for hire is sent to Human Resources.

Upon approval, the Division Manager will complete the hiring packet, to include: the
routing sheet, applicant questions, applicant responses, interview notes, and the
completed hmng forms and send it to the Community & Famﬂy Services Dept. Office
for final review and approval.

Once approved, the hiring packet is sent to the Human Resources Division. The HR
Division will make a contingent offer, which includes passing the required level II
background screening, physical examination, and drug test.

Revised: 12/3/14, 2/19/18; 2/6/2020, 2/10/26
Review: 03/11/2020
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. Orange County Community and Family Services Department
Head Start Division

Human Resources ' PROCEDURE #9.3

Hiring Qualified Staff

STANDARD OPERATING PROCEDURES

I. Staff Qualifications and Competency Requirements Sec. 642(c)(2)}(D)(vi); Sec.
648A.(2)(2)(A-B); 1302.91(e)(2)(ii)

1.

When a position becomes available, the Program Management staff for that service
area submits the request to Human Resources Recruiter to post the position.

Applications for the position are received by the Human Resources Department and
screened to ensure candidates meet the minimum qualifications based on their
knowledge, skills, and experience.

The routed applications are sent to the appropnate hiring authority to makes the final
selections for interviews.

Program Manager will notify Human Resources Recruiter of candidates not selected
for an interview within two weeks of receiving the routed applications by submitting
the Certificate of Routed Applicants (CORA) form through the provided Box link.

*Note; The Human Resources Recruiter will send a link associated with the Job ID.

Performance - based interview questions are designed by the appropriate Program
Management staff and sent to the Human Resources Recruiter for approval to prepare
for the interviews.

Interviews are conducted by a diverse panel within two weeks of receiving routed
applications. A member of the Policy Council may be a part of the interview process.

At the conclusion of the interviews, the interview panel members will complete a
consensus form evaluating the candidates’ responses to make their recommendations
of a potential candidate and provide it to the Division Manager. Based upon the
qualifications and interviews, Program Management staff and the Division Manager
will select the most qualified candidate.

Page i of 4




Procedure # 9.3 (continued)

8. Once the interviews are completed, the Program Managément Staff will notify the
Human Resources Recruiter by email and upload the required documents to the Box
link provided. Forms include:

O Employment Referencé Check Form

O Completed CORA

O Consensus Rating Sheet

O Interview notes for all the candidates interviewed

O Application and Resume of the selected candidate ONLY

9. Once all the documents are received and reviewed the Human Resources Recruiter
will call to make a contingent job offer to the selected candidate.

Note: The potential candidate may start the h'iring‘process prior to Policy Council
approval.

10. The hiring requirements for Orange County include the following:

Live Scan Level IT Background Screening

Local Law Arrest Records Check

Attestation of Good Moral Character

Child Abuse & Neglect Reporting Requirements (Form CF-FSP5337)
Physical Examination

Drug Screening

Additional Education Requirements for Staff Qualifications

1. The Division Manager and all staff responsible for management and oversight of
fiscal, education, family services, health services, and services to children with
disabilities must have, at a minimum, a baccalaureate degree, preferably with
experience in one or more of the disciplines overseen by the individual.

2. Education Coordinators are required to have a baccalaureate or an advanced degree in
early childhood education; or a baccalaureate or an advanced degree and equivalent
coursework in early childhood education, with experience teaching pre-school-aged
children.

3. Mentor Coaches must have a minimum of a baccalaureate degree in early childhood
education or a related field.
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4. A teacher must have at least one of the following qualifications:

¢ An associate, baccalaureate, or advanced degree in early childhood education,

¢ An associate degree‘in a field related to early childhood education and
coursework equivalent to a major relating to early childhood education with
- experience teaching preschool-age children,

* A baccalaureate or advanced degree in any field and coursework equivalent to
a major relating to -early childhood education with experience teaching
preschool-age children.

5. Teacher Assistants are required -t0 have, at a minimum, a National Child
Development Associate Credential (CDA).

6. Teacher Aides are required to have, at a minimum, a high school diploma and six
months of experience in early childhood education.

7. Family Services Workers must have a minimum of a baccalaureate degree in social
work, human services, family services, counseling, or a related field.

8. Licensed Practical Nurses, Certified Nurse Assistants and - Assistant Nutrition
Coordinators must have a minimum of an associate degree with licensure, -
certification, and/or appropriate qualifications related to the position.

9. Health professionals, including Registered Nurse, Nutrition Coordinator and
Disabilities/Mental Health staff must have a minimum of a baccalaureate degree with
licensure, certification, and/or appropriate qualifications within the position for which
they are applying. ‘

Competency Requirements for Education Staff

All teaching staff must pass competency exams to demonstrate competency in the
required childecare training course topics. Refer to SOP State Mandated Trainings.
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Orange County Community and Family Services Department
Head Start Division

Human Resources PROCEDURE #9.4
Hiring Substitute Teaching Staff

STANDARD OPERATING PROCEDURES

I. Qualifications and Competency Requirements 1302.91(a), 1303.3, OC Policy &
Operational Regulation 101.3

1. To apply for a substitute teaching staff position, applicants can obtain an application
through the Head Start Administrative Office. Parents/Legal guardians are encouraged
to apply for substitute positions if they express an interest in a position and he/she
meet the minimum qualifications.

Note: Parents who occasionally substitute as staff may still serve on the policy
council.

2. Substitute positions are categorized as on-call or casual employment. On-call staff
cannot work more than twelve hundred hours (1,200) during the fiscal year. On-call
staff is not eligible to receive benefits and they cannot participate in the grievance
process. '

3. Before a substitute is assigned, the results of the following new hire requirements
must be received:

o Live Scan Level II Background Screening

e Local Law Records Check

o Affidavit of Good Moral Character

Physical Examination

Drug Screening

Child Abuse & Neglect Reporting Requirements (Form CF-FSP5337)
e Code of Conduct and Confidentiality Pledge

Note: When a substitute is assigned to a center, the Center Supervisor will
obtain a copy of the background screening from the Administrative Specialist.
Substitutes cannot carry their personnel file.

4= All substitutes must have transportation and be willing to travel to any Head Start

center located in Orange County. Substitutes must complete the defensive driving
course.

5. Substitutes will complete an orientation with the Field Operations theis-Supervisor

and/or Center Supervisor within one (1) week of hire. An orientation packet will be
provided.
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Procedure # 9.4 (continued)

6. Substitutes are required to complete the Department of Children and Families forty-
five (45) hour introductory training; in accordance with requirements.

7. Substitutes are required to attend Pre-Service, In-Service, the Bus Monitor Training
(annually), and all other mandatory trainings pertaining to their position (See SOP
9.22).

8. All substitutes assigned must meet the required First Aid/CPR Certification

requirement, as determined by management (See SOP 9.22).

9. The Center Supervisor /Field Operations Supervisor will remain in contact with their
substitutes to coordinate their schedules and notify their substitutes of all mandatory
trainings.

Revised: 2/06/2019, 2/10/26
Reviewed: 03/11/2020
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Orange County Community and Family Services Department
Head Start Division

Human Resources ' Procedure # 9.6
Background Screening Process

STAN])ARD OPERATING PROCEDURES

I. Employment and Volunteer Background Screenmg ~— Florida Statues 435.04; &
Orange County Policy 104. 2 .

New Hires

The Human Resources Division will make a contingent offer to the candidate,
pending the results of the required Level I background screening, physical
examination, drug test.Note: Effective August 1, 2010, apphcants cannot begin
working until all results are back and are cleared.

1. The Human Resources Division is responsible for processing the Level IT background
screening for all candidates for hire in the Head Start Division. The Level IT
background screening includes the following:

Live scan fingerprinting

State and national fingerprint check -

Child Abuse Sexual Predator and sexual offender registry check
Attestation of Good Moral Character

2. HR staff will initiate the screening through the Clearinghouse prior to fingerprinting
then complete fingerprinting of the applicant via LiveScan, which is Clearinghouse
compatible for submission of fingerprints to the Florida Department of Law
Enforcement (FDLE) for a statewide criminal history and abuse history check in
order to determine eligibility to work in a child care facility.

3. FDLE will transmit the information to the Federal Bureau of Investigation for a
national search of criminal history. '

4. An Attestation of Good Moral Character and Privacy Policy Acknowledgement form
must be signed and dated by the applicant at the time of the screening.

5. Head Start staff ensures that all out-of-state criminal, abuse, sexual predator and
offender histories for each state, island, province, etc., where applicant resided within
the past 5 years are requested and obtained. (Cost may be incurred and must be paid
for by the applicant at the time of screening).
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Procedure # 9.6 (contmued)

6.

HR staff will login to the Clearinghouse website to check and obtain the
determination of eligibility and Head Start staff shall update the Employee/Contractor
Roster once the candidate has received a child care eligible result.

Once the determination is made, HR staff will print the éppropi'iate pages of the
screening and include all documents in the hiring package for forwarding to the
Senior Program Manager, or designee, of the Head Start Division.

Rescreening

1.

All employees are required to complete a rescreening every five years. The rescreen
process occurs within 60 days before the screening expires. The five-year rescreening
includes the following:

¢ Resubmission of retained fingerprints via the Agency for Health Care
{ Administration (AHCA) Clearinghouse (paid for by Head Start).
o Child Abuse and Sexual Predator registry check

It is the responsibility of the Head Start Division to ensure that all screenings are
renewed within an ample timeframe to prevent expirations which will cause
noncompliance and the incurring of penalties.

The Education Administrative Specialist will register with AHCA to view, print and

edit the Employee/Cont'actor Roster at https://apps.ahca.myflorida.com/SingleSign-
onPortal . '

If the rescreening discloses a disqualifying offense the employee will be subject to
disciplinary action up to and including termination.

Orange County Public School (OCPS) will be notified within 24 hours if the

rescreening discloses a disqualifying offense for any Head Start employee assigned to
a Head Start Center located on an OCPS campus.

Note: Employees are required to inform thenr supervisor immediately if they are
arrested. :

The Education Administrative Specialist will update the Employee/Contractor Roster
with the employment end date within 10 working days of any changes in
employment.
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Procedure # 9.6 (continued)

Tracking Backeround Screenings
1. Al Supervisory Staff will maintain the Personnel Information Tracking Log listing of

all staff’s date of hire, Level IT Background screening, and Attestation of Good Moral
Character.

2. The Personnel Information Tracking Log is updated at the beginning of the school
year for new hires, transfers, and when rescreening occurs. If a rescreen is needed, the

new screening dates will be entered once the reports are received.

3. All Supervisory Staff will monitor the Personnel Information Tracking Log regularly
to ensure that background screening dates are current.

4. Center Supervisors will ensure the CF-FSP 5131 Background Screening & Personnel

File Requirements form is up to date in each staff’s personnel file.

5. Background screening dates must be maintained up to date in ChildPlus.

Revised: 2/6/2013, 3/8/16, 12/1/17; 02/06/2020. 12/07/2021, 01/03/2024, 2/10/26
Reviewed: 03/11/2020
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Orange County Community and Family Services Department
Head Start Division

Human Resources PROCEDURE #9.8

Code of Conduct and Confidentiality

STANDARD OPERATING PROCEDURES

L. Standards of Conduct 1302.90(c)(iv)

L.

All staff, volunteers, parents/legal guardians, board members, and consultants must
sign the Code of Conduct and Confidentiality Pledge form to acknowledge their
acceptance to abide by the standards outlined.

Children and employee files/records must remain on site at all times unless otherwise
required by law,

Access to children and employee files/records is restricted to authorized personnel of
the Head Start Division, Orange County Government, state, and federal
monitors/auditors.

Children and employee files/records are to remain in a locked cabinet and should not
be left unattended in areas accessible to unauthorized individuals.

Security measures that guarantee limited access to confidential electronic
files/records related to children, families, and staff are established through password
protected database systems.

Written authorization, signed by the parent/legal guardian, is required for release of
information.

Matters concerning children and their families can only be discussed with appropriate
and authorized individuals (see Code of Conduct and Confidentiality Pledge).

Informal conversations regarding children, families, and/or staff in the presence of
visitors or other staff members are a violation of confidentiality.

When a breach of confidentiality occurs in relation to Protected Health Information,
the program will inform the Program Manager of Childhood Health and Parental
Services of the incident for investigation and possible progressive discipline (see
Safeguarding and Storing Protected Health Information).

Reviewed: 2/6/19
Revised: 2/10/26
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Orange County Community and Family Services Department
Head Start Division

Human Resources ‘ PROCEDURE # 9.12

New Hire Performance Evaluation Process

STANDARD OPERATING PROCEDURES

I. Probationary Period Performance OC Policy 501

1.

7.

The immediate supervisor must ensure all new hires are provided with a one (1)
month and five (5) month performance evaluation within the six (6) month
probationary period.

Immediate supervisors will formally observe the work habits of their staff to ensure
they are becoming acclimated with their particular job duties.

e Teaching staff will be formally observed by the Center Supervisor fora 2 % to
3 hour period. This will be followed by informal observations during different
times of the day. Education Coordinators are also required to provide input
into the one (1) month and five (5) month evaluation.

. The immediate supervisor will document the employee’s progress on the

Probationary Evaluation Form.

*Note: The Probationary Evaluation Form will be uploaded to the appropriate
Human Resources Box folder.

The immediate supervisor will give feedback, discussing the strengths of the
employee, areas to improve, and techniques for improvement.

If the employee is not meeting performance requirements by the fourth month the
immediate supervisor will meet and discuss their desire to extend the probationary
period with their manager and include supporting documentation. They must submit
their request for extension to the Human Resources Analyst.

All staff must be familiar with the following:

Orange County Head Start’s Mission, Vision, Philosophy, and Values
Head Start Performance Standards

OCHS Standard Operating Procedures

Program Goals

Orange County Policies and Procedures Manual

Orange County Administrative Regulations

ChildPlus and other data systems used by their position

In addition to the aforementioned, teaching staff are required to be familiar with the
following:

« Safety requirements for classrooms, centers, and buses
» Bus Monitor procedures
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High/Scope and the DLM curriculum

Galileo Pre-K Electronic Management of Learning system
ChildPlus '

Weekly lesson plan and resource books for planning
PBIS: Positive Behavioral Intervention & Supports

Revised: 07/11/12, 02/03/16, 02/06/19,02/10/26
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Orange County Community and Family Services Department
Head Start Division

Human Resources PROCEDURE #:9.16
Employee Records

STANDARD OPERATING PROCEDURES

I. Recordkeeping 1302.101(a)(4), Orange County Pohcy 108, FL DCF Child Care
Standard 4.2.5

1. Personnel files for all Head Start staff are maintained by the Human Resources Division
at County Administration and immediate supervisors for all assigned staff.

2. Personnel files must be maintained in locked filing cabinets.

3. The following documents must be maintained in each personnel file:

Employment application, history, and job reference checks
DCF Application (if applicable)

Notarized DCF Pre-Employment Statement (if apphcable)
Academic certifications (CDA, AA. BA)

DCF 45-hour training transcript (if applicable) ,
Staff Credential Verification-Form 5211 (if applicable)
Code of Conduct and Confidentiality Pledge (Annually)
First aid certification (if applicable)

Corporal Punishment-Instruction 33

CPR certification (if applicable)

Emergency contacts on Personal Data Sheet

DCF In-service Training Log (to include certificates)
Annual Child Abuse statement

Safety Trainings (if applicable)

4. The following documents must be maintained in a separate confidential file:

* Level 2 background screening clearances: FDLE/FBY/ local law
e Attestation of Good Moral Character

5. The date of the most current TB testing and annual physical examination must be
documented on the Personnel Information Tracking Log. Note: Protected Health -
Information (PHI) includes TB test results, physical examination results, and Workers’

Compensation information and must not be kept onsite. Any PHI received must be
returned to the employee.
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Procedure #9.16 (continued)

6. For personnel files located onsite, only the Center Supervisor, management staff, and
regulatory authorities will have access.

7. When a center staff person is terminated or resigns, the Center Supervisor will send
the employee record to the Head Start main office to be appropriately discarded.

Revised: 1/2012; 02/06/19; 12/07/2021, 2/10/26
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Orange County Community and Family Services Department
Head Start Division

Human Resources PROCEDURE # 9.18

Professional Development Plan

STANDARD OPERATING PROCEDURES

I. Professional Development Plans — Section 648A(f), 1302.92(b), County Motor
Vehicle Operations —-OC Administrative Regulation 2.12.04(B),

Teaching Staff

1.

At the beginning of the school year, teaching staff will identify their formal education
and update current trainings on the Professional Development Plan.

The Center Supervisor will review the trainings listed on the Professional
Development Plan to ensure all required training is obtained, as outlined in the Head
Start Performance Standards, the Department of Children and Families (DCF), and
Orange County Government, to include Defensive Driving (See SOP Defensive
Driving).

At the time of the annual evaluation, and subsequently for each quarter, the Center
Supervisor will meet with teaching staff to review the Professional Development
Plan. The Center Supervisor may suggest additional training, based on ongoing
observations of the employee’s performance.

Throughout the year, Head Start coordinates required trainings for the teaching staff.
It is the employee’s responsibility to ensure registration and attendance for all
required trainings; once the trainings are complete they are documented on the In-
Service Training Record and in MYOCLearn, as appropriate.

Teaching staff are responsible for registering and completing trainings that are
required by DCF and the Department of Education for Voluntary Pre- Kindergarten
within the specified time frame predetermined by each agency.

Prior to registering to attend all other trainings, teaching staff must request approval
from their Center Supervisor who will ensure proper classroom coverage prior to
approving the leave time. .

Teaching staff are responsible for making the necessary arrangements to renew
required certifications. Teaching staff that do not renew their required certifications
prior to the expiration date will be subject to disciplinary action, including, but not
limited to, termination.

If teaching staff notify the Center Supervisor of training that was taken on personal
time, the Professional Development Plan is updated.

All staff not in attendance during mandatory trainings will be subject to disciplinary
action.
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All Other Staff

1.

At the time of the annual evaluation, immediate supervisors will meet with staff to
develop and/or review the Professional Development Plan. Staff will identify
trainings that would contribute to their professional growth and/or to fulfill their
current job responsibilities.

The immediate supervisor will review the trainings listed on the Professional
Development Plan to ensure all required training is obtained, as outlined in the Head
Start Performance Standards, the Department of Children and Families (DCF), and
Orange County Government, to include Defensive Driving (See SOP Defensive
Driving).

Immediate supervisors may also make recommendations of required trainings based
on staff’s performance.

Paid trainings must be approved prior to registration (See SOP Internal Purchasing
Card Approval Process). ‘

Once the training is complete, staff is responsible for submitting verification of the
completed training to their immediate supervisor.

All staff not in attendance during mandatory trainings will be subject to disciplinary
action.

Revised: 4/5/12, 7/1/15: 02/06/2020,02/10/26
Reviewed: 03/11/2020

Page 2 of 2




Orange County Community and Family Services Department
" Head Start Division

Human Rescurces PROCEDURE # 9.20

Annual In-Service Training

STANDARD OPERATING PROCEDURES

I. In-Service Requirements — Head Start Act Sec. 648A(a)(5), HSPPS 1302.92, Florida
Statute 402.305(2)(d)(4);

1.

Each year all Head Start staff are required to complete a minimum of fifteen (15)
hours of professional development/in-service training. The annual pre-service and “all
staff” professional development trainings can be used to meet this requirement.
However, it is each individual’s responsibility to ensure that they obtain the minimum
requirement of fifteen (15) hours annually.

For trainings that are not provided by Head Start, it is the employee’s responsibility to
obtain supervisory permission to attend the training.

Annual in-service training must be completed during the state’s fiscal year, beginning
July 1 and ending June 30.

Copies of training certificates will be forwarded to an administrative assistant or unit
designee for input into the employee’s file and record completion of trammg in
MYOCLearn, as approprlate

If staff do not successfully complete fifteen (15) hours of in-service training, the
progressive discipline process will follow.

II. Teacher In-Service Requirement — Head Start Act Sec. 648A(a)(5), HSPPS
1302.91(a), Florida Statute 402.305(2)(d)(4), FL DCF Child Care Regulation 4.2.6

L.

For teaching staff, in-service training must meet the requirements described in
648A(2)(5)29 of the Head Start Act and any of the areas referenced on the DCF In-
Service Training Record (CF-FSP-5268) Form.

Teaching staff must ensure documentation of the training is recorded on the In-
Service Training Record (CF-FSP Form 5268) and that the Department of Children
and Families transcript is accurate with all applicable trainings listed. Note: Only
state mandated trainings will appear on the transcript.

The Center Supervisor will updates the Head Start Credential Tracking Log once
trainings are completed. (See Moniroring Staff Credentials and Personnel Records

 SOP)
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4. Center Supervisors will also maintain training records and certificates in the
employee’s file; and record completion of training in MYOCLearn, as appropriate.

5. A new in-service training record is required each fiscal year. Center Supervisors must
ensure training records for the previous two fiscal years are maintained in the
employee’s file at the center for review by the licensing authority.

IIL.Regular Volunteers and Foster Grandparents — HSPPS 1302.92, FL. DCF Child
Care Standards Definitions 1.2

1. Individuals who regularly volunteer (i.e. more than 10 hours per month) and foster
grandparents will be encouraged to attend pre-service and in-service training to keep

them up to date with regulations, policies, and their role in Orange County Head
Start.

Revised: 5/2/12, 10/7/15, 2/20/18, 2/10/26
Reviewed: 2/06/19

Page 2 of 2




Orange County Community and Family Services Department
Head Start Division

Human Resources PROCEDURE #9.23

Child Development Associate Credential

STANDARD OPERATING PROCEDURES

I. CDA Credential - HS Act Sec. 648A(a)(2), HSPPS 1302.91(e)(3)

L.

Upon hire, teaching staff must submit their college transcripts to DCF on form CF-
FSP 5211 to verify their formal education and/or active Child Development Associate
Credential (CDA).

If the formal education and/or active CDA are approved, DCF will update the
transcript listing the exemption. Once updated a new training transcript must be

- printed and filed in the staff’s personnel file at the center.

If the formal education and/or active CDA are not approved, a letter is sent by DCF to
inform staff of missing or additional information needed to meet the exemption, Staff
is responsible to comply with the request from DCF to resubmit missing information.

Failure to submit the requested information to DCF disqualifies the staff member
from performing in their role as a teacher. If it is determined by DCF that the formal
education and/or CDA is not valid then staff will be subject to disciplinary action up
to/and including termination.,

II. CDA Credential Application— HS Act Sec. 648A(a)(2), HSPPS 1302.91(e)(3)

1.

Center Supervisor will provide advisement and assistance to the CDA applicant.
However, it is the responsibility of the CDA applicant to complete all necessary
course work and documentation as required by the Council for Professional
Recognition.

Instructions for obtaining a CDA are listed on the Council web site. Prior to applying,
applicants need to review the prequalification in order to determine if they meet the
qualifications to apply. As part of the application process all CDA candidates must
have a High School Diploma or GED.

CDA applicants must complete 120 hours of formal early childhood education
training, covering the growth and development of children ages 3 to 5 with no fewer
than 10 training hours in each of the following subject areas:

Planning a safe and healthy learning environment
Advancing children's physical and intellectual development
Supporting children's social and emotional development
Building productive relationships with families

Managing an effective program operation

Maintaining a commitment to professionalism
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Procedure # 9.23 (continued)

10.

11.

12.

13.

» Observing and recording children's behaviour
* Understanding principles of child development and learning

CDA applicants must complete 480 hours of hands-on professional training in an
early childhood education environment (within three (3) years before the application).
If volunteers complete their hours in Head Start classrooms, they will be provided
with a letter from the Sr. Program Manager of Early Childhood Education Operations
upon request. Only those hours documented in ChildPlus can be used as proof to
count towards their 480 hours.

CDA applicants will need to identify a Professional Development (PD) Specialist to
conduct the formal classroom observation. The PD Specialist must meet the eligibility
requirement and observe the applicant working as a lead teacher with a group of at
least eight children ages 3 to 5. A list of PD Specialists can be found on the CDA
Council web site. Note: The PD Specialist and the CDA applicant must wait for
the receipt of the Ready to Schedule Notice from the Council before completing
the verification visit. The PD Specialist must NOT conduct the verification visit
before the candidate's application is submitted to the Council.

CDA applicants will prepare a professional portfolio (within six (6) months before the
application) to include a collection of reference materials related to their work.

CDA applicants are required to distribute and collect Family Opinion Questionnaires
(within six (6) months before the application). The application packet includes the
instructions for distribution and collection.

CDA applicants must submit a money order for $75.00 towards the cost of the Direct
Assessment to the Sr. Program Manager of Early Childhood Education Operations.
This money order will be submitted with the application packet. Note: When
submitting the payment leave the pay to information blank.

A copy of the letter documenting the 120 hours and the Direct Assessment
application is submitted to the Sr. Program Manager of Early Childhood Education
Operations who will request a check or pay via credit card $525.00 fee for online
($600.00 fee for in person).

The $525.00 online fee and $600.00 in person fee is funded by Orange County Head
Start for employees, parents, and on call staff.

CDA applicants will submit the application along with the fee to the Council. Once
received, the Council will notify the CDA applicant that their application has been
processed. Within six (6) months after the application is approved, the verification
visit is conducted by the PD Specialist (chosen by CDA applicant).

CDA applicants will take the CDA exam at a local PearsonVUE testing center.
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Procedure # 9.23 (continued)

14. After the verification visit and the CDA exam are complete, the PD Specialist sends
the verification visit scores and PearsonVUE sends the exam scores to the Council.

15. Upon review by the Council, a Child Development Associate Credential will be either
awarded or denied.

16. If the CDA Credential 1s awarded, the employee will inform the Center Supervisor
and submit a copy of the credential.

17. The Center Supervisor will submit a copy of the credential to the Field Operations
Supervisor and file a copy in the personnel file.

18. Teacher aides will be provided with a contingent offer for 18 months and must
receive the CDA within 18 months of hire.

a. Orange County Head Start will under slot Teacher Assistant positions as Teacher
Aides. Teacher Aides will be given 18 months from the hire date to obtain the
CDA. All Teacher Aides must sign a letter acknowledging the expectation to
acquire the CDA within 18 months of hire and must have a professional
development plan.

19. Teacher assistants/aides, who do not obtain the CDA Credential within 18 months

from the date of hire, will be terminated. Note: Teacher Assistants with a degree do
not need to obtain the CDA Credential.

Revised: 8/1/12, 2/4/13, 3/8/16, 2/6/19, 2/10/26
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Orange County Community and Family Services Department
Head Start Division

Human Resources Procedure # 9.31

Defensive Driving

STANDARD OPERATING PROCEDURES

I. Training Requirements for Drivers — Orange County Administrative Regulations
2.12.03, Orange County Safety & Health Manual (5)(a-e)

1.

Upon hire all staff must have a valid driver’s license and complete the Defensive
Driving Course within thirty (30) days of hire (For staff who own or operate a
vehicle). Note: Staff must notify their immediate supervisor upon any change in the
status of their driver’s license, (i.e. cancellation, revocation, or suspension).

Prior to completing the Defensive Driving course, the training request form on the
intranet must be filled out and faxed or submitted through Box to Risk Management
(For teaching staff, this form is faxed by the Center Supervisor). After the Motor
Vehicle Report (MVR) is cleared, Risk Management will send an email to staff with
login instructions to complete the training.

If the MVR does not clear, and a cancellation, revocation, or suspension is listed,
Risk Management will notify Head Start management and staff will not be permitted
to operate a county or personal vehicle on county business or property until the matter
is resolved. Immediate supervisors are notified to inform staff to request additional
information to clear the license. Staff not able to drive will be subject to disciplinary
action.

To complete the Defensive Driving course, staff must enroll on MyOCLearn. After
the completion of the course and a passing score is obtained on the examination a
certificate is issued. The defensive driving certification is valid for three (3) years.

Note: Supervisors are notified once an employee has successfully completed the
Defensive Driving course. However, a copy of the certificate must be provided to the
immediate supervisor, if he/she requests. A copy of the certificate is available under
the employee’s MyOCLearn account.

Staff is notified via email prior to the expiration of their certification. To renew the
certification, staff will enroll in the course on MyOCLearn when prompted to do so.

Revised: 12/3/14; 6/27/19, 2/10/26
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Orange County Community and Family Services Department
Head Start Division

Human Resources : _ Procedure # 9.32
Use of Vehicles on County Time

STANDARD OPERATING PROCEDURES

I. Use of Personal Vehicles — Orange County Administrative Regulations 2.12.08,
Orange County Safety & Health Manual (5)(a-¢)

1. Employees may use their own personal vehicles during schccluled work time
(weekends included) to conduct official County busmess

2. Employees who use their own personal vehicles during scheduled work time are
not covered for property damage to their own vehicles by the County’s Risk
Management Program. Reference OC Administrative Regulation 2.12.08 for
further information.

3. All employees should have automobile liability coverage to adequate limits
established in Chapter 627, Florida Statutes.

II. Local Mileage - Orange County Administrative Regulations 7.10

1. Mileage reimbursement is allowable whenever employees use their personal
vehicles to conduct official County business.

2. Actual miles traveled must be documented on the Statement of Local Mileage
Expenses Form.

3. Tolls and parking changes may also be reimbursed. Receipts must be submitted to
get reimbursed for tolls (unless a transponder is used) and parking.

4. Mileage forms must be submitted to immediate supervisors for their signature.

5. All Mileage forms are due to the Admlmstratlve Facilitator by the 5% of each
month.

L Driving Procedures for County Vehicles — Orange County Adminisérative
Regulations 8.07.01, 8.07.08, Orange County Safety & Health Manual (5)(a-¢)

1. All employees prior to using a county vehicle will need to schedule one-on-one
training with the Fiscal Program Manager (FPM) to review SOP 9.32 and the
county’s accident protocol. Once training is completed, the employee will sign a
form confirming this training and the training document will be kept on file with
the FPM.
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Procedure # 9.32 (continued)

. County vehicles are available for use by appointment. To schedule use of the
vehicles, the reservation book in the Fiscal Administrative Specialist (FAS) will be

available to reserve vehicles. Employees shall complete the registration prior to using .
a county vchicle.

. Prior to driving the county vehicle, it is important to do a safety inspection to ensure
that there are no visible safety hazards. If visible damage is observed, it should be
reported 1mmed1ate1y to the FAS. This documentation will be recorded along with
mileage and gas in the 3 ring binder with the Vehicle Trip Report form, located in
each vehicle. This will be completed at the beginning on each trip only. If minor

damage is observed, the damage must be reported 1mmed1ately to the FPM or an
immediate supervisor.

4. When returning the county vehicle, it must be cleaned by removing all debris; the

radio, air conditioner, and headlights must be turned off; and windows closed and
doors locked prior to exiting the vehicle. Note: Eating is not permitted in the county
vehicle. If the vehicle has food/debris this must be reported to maintain accountability
from the previous driver.

. If the fuel tank is less than half full it must be filled. To dispense fuel employees will
scan their active county ID badge which documents who is dispensing the fuel. Note:
There is no way to override the system if the employee does not have their badge.

. When dispensing fuel the hose nozzle will read the vehicle information form the RF
tag. :

. The following is a list of fueling locations:

644 Beulah RD., Winter Garden, 34787

4200 S John Young Pkwy. Orlando, FL 32839
1111 N. Rock Springs Rd., Apopka, 32703
4400 S. Vineland Rd., Orlando, 32811

4631 Young Pine Road Orlando, FL 32829
8100 President’s Drive Orlando, FL 32809
475 W. Story Rd., Ocoee, 34761

3258 Clarcona Rd., Orlando, 32703

1621 S. Alafaya Trail, 32828

2531 Forsyth Rd., Orlando, 32792 _
18753 Old Cheney Hwy, Orlando, 32820 (Bithlo)
3500 Golden Gem Rd., Zellwood, 32712
11442 Intermodel Way, Orlando, 32824 (Taft)

VVVYVVVVVVYVVVYVYVYY
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Procedure # 9,32 (continued)

8. For travel outside of Orange County, prior approval from the Division Manager, or

designee, is required.

Strict adherence to these procedures is expected from all staff driving county
vehicles. Repeated non-compliance of these procedures will result in a temporary
suspension from using the county vehicle. Subsequent occurrences may result in
disciplinary action.

IV. Orange County Administrative Regulations: 8.07.01 Monthly Vehicle Inspection

1. Monthly, the Maintenance Management Coordinator (MMC) will check all
vehicles for the following:
1. Automatic Transmission Fluid Level
ii. Motor Oil
iii. Windshield Washer Fluid
iv. Coolant Level (Make sure engine is cold
v. Tire Pressure
2. Preventative Maintenance will be conducted by fleet as determined by mileage
recorded at the fueling stations.
3. Upon notification, the MMC will take the vehicle to fleet for service.

V. Orange County Administrative Regulations: 2.12.03, 2.12.04(c)(5) & 8.07.01 Safety
& Health Manual (5)(a-e)

1.

Employees and any passenger(s) must use scat belts while riding in a county vehicle
or his/her personal vehicle when conducting official county business.

Disciplinary action will be taken against employees driving county vehicles and not

utilizing seat belts in accordance with Orange County Administrative Regulation
2.12.04(C)(5).

If any employee receives a citation from any law enforcement agency for not using a
seat belt while on official county business, the employee will be personally
responsible for satisfying any civil penalty related to the cited infraction, and subject
to disciplinary action.

Revised 12/3/14, 2/19/18; 6/27/19, 2/10/26
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Human Resources

Orange County Family Services Department
Head Start Division

Procedure #9.38

Remote Work Policy

STANDARD OPERATING PROCEDURES

Purpose: The purpose of this Remote Work Policy is to provide employees with the flexibility
to work remotely, while maintaining productivity and ensuring team collaboration. This policy
allows employees to work remotely for up to two days per week, excluding Friday, based on
management discretion to ensure effective communication and team engagement during critical
days of the week. This policy is intended to supplement the Orange County Remote Work

Program policy.

I Eligibility

1. In accordance with the Orange County Remote Work Program (RWP) policy,
full-time and part-time regular employees are eligible to work remotely provided
their role and responsibilities allowed for remote work.

i

il.

1ii.

iv.

Supervisors will follow the guidelines set forth in the Orange County
RWP policy to determine employee eligibility for remote work.

The following positions are not eligible for remote work:
1. Teachers/Teacher Assistants/Teacher Aides
2. Food Service Assistants/Cooks
3. Warehouse/Maintenance Technicians

Center Supervisors must be fully staffed at their center to participate in
remote work. Coverage must be maintained at the center at all times.

Administrative staff will be eligible for remote work; however, coverage
must be maintained at the front desk at all times.

2. Remote work for casual/contract workers and interns is a separate determination
based on an agreement between the contracting worker or intern and the Division
Manager. Remote work is not available to temporary agency employees or on-
call employees.

3. Employees must demonstrate their ability to work productively without direct
supervision and at Jeast be meeting performance expectations. Indicators of this
include:

1.

ii.

Consistent high performance

Excellent attendance
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Orange County Family Services Department
Head Start Division

Human Resources Procedure #9.38

Remote Work Policy

iii. A positive attitude toward assigned work
iv. Self-motivation

v. The ability to be effectively contacted via phone and/or email during work
hours

vi. No relevant discipline problems in the employee’s work history

vii. Not currently on a Performance Improvement Plan

4. Employees must have prior approval from their supervisor or manager and

complete a Remote Work Agreement (attached) before working remotely.

. If an employee changes positions/functions, the new position will be evaluated for

eligibility to work remotely, and a new agreement must be executed.

An employee is considered not eligible for remote work if the employee has been
officially disciplined for being frequently absent or tardy, an employee has been
officially disciplined for violations of the County’s Policies and Operational
Procedures, low work performance while on-site work or diminished work
performance while working remotely.

II. Remote Work Schedule

1.

Work schedule and hours for employees on a remote work agreement should be
discussed with and approved by their supervisor or Manager prior to the
agreement being signed. It is not possible for a remote work employee to work a
secondary employment during the agreed upon remote work assignment period,
as per the County’s Conflict of Interest Policy.

Employees are permitted to work remotely up to two days per week, except for
Monday and Friday, based on management discretion. The remote workday(s)
can be scheduled on any other weekday (Tuesday, Wednesday, or Thursday).

Note: Center Supervisors will only be permitted to work remotely up to
one day per week.

. Remote work is not permitted within the first 45 calendar days of the school year

for any position. Childhood Health and Parental Services Unit will not be
permitted to work remote within the first 90 calendar days of the school year.

Remote workdays must be requested and approved by the manager or supervisor
in advance. The employee’s work schedule must be outlined in the Remote Work
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Orange Coﬁnty Family Services Department
Head Start Division

Human Resources Procedure #9.38

Remote Work Policy

Agreement and follow wage and hour laws, County Policies, and any applicable
collective bargaining agreement.

Any changes to remote workdays must be communicated with and approved by
the manager or supervisor at least one week in advance.

Staff must continue to follow the Head Start Division’s policies around code of
conduct, confidentiality, personal leave, FMILA, etc.

Any personal appointments scheduled on remote workdays must follow the same
process for requesting leave and be approved by the supervisor or manager.

i. Leave time must be documented in myOCTime accordingly. -

a. Hourly employees will be required to clock out for the time he/she is
away from work and clock in once he/she has returned from the
scheduled appointment.

b. Salary employees will be responsible for communicating with their
supervisor or manager the time they are leaving and the time they
return for myOCTime to be updated accordingly.

II1.Remote Worksite Location

1.

Employees are permitted to work remotely from only one approved off-site
location. :

This location can be a home office or another designated remote location, but
employees are not permitted to work from multiple locations on different days or
switch between different remote sites without prior approval.

. The approved remote worksite must provide a secure, professional environment

conducive to completing job responsibilitics and maintaining confidentiality.

Note: Employees must ensure compliance with OCHS procedures for
Safeguarding and Storing PHI (See SOP #10.4).

. Employees must notify their manager of the specific location where they will be

working remotely and must adhere to that location for the duration of their remote
work schedule.

Note: Employee must submit a new remote work agreement any time there is a
change to the location of the remote worksite. Employees may not begin working
at a new worksite until it has been approved as the alternative worksite by their
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Orange County Family Services Department
Head Start Division

Human Resources Procedure #9.38
Remote Work Policy

manager. This includes if the employee needs to travel away from the remote
worksite.

5. Employees must complete the Remote Work Safety Checklist to assess the risk
hazards of their remote worksite prior to starting remote work. The Checklist
must be signed and submitted to their supervisor.

IV.Expectations and Availability

1. Employees working remotely must maintain regular work hours as set in the
remote work agreement and be available for meetings, collaboration, and
communication as needed during business hours.

i. The schedule or shift agreed upon by the employee and the supervisor or
manager must be within normal business hours, Monday to Friday.

il. A remote work agreement is not a substitute for dependent care
(child/adult care). Employees may not work remotely with the intent of or
for the sole purpose of meeting their dependent care responsibilities while
performing official duties. While performing official duties, remote
workers are expected to arrange for dependent care just as they would if
they were working at an agency worksite being mindful that the employee
may be called into the official worksite at any time.

2. Employees are expected to be reachable via email, phone, and messaging
platforms (i.e. WebEx, Microsoft Teams, etc.) during agreed-upon work hours.

3. Employees are expected to attend training, conferences, meetings or special
events during work hours, as applicable.

4. Center Supervisors must identify a teacher to be the lead while working remotely.

5. Assecond in command, Family Service Workers must be trained on basic center
operations.

6. All work assignments and deadlines must be met, and the quality of work must be
maintained at the same level or better as when working in the office. (See
Performance and Accountability)

7. If an employee experiences technical issues that prevent working remotely, the
employee should notify their supervisor or manager immediately. Interruptions
caused by internet outages will result in the employee returning to their onsite
work location for the remainder of the day or until the outage is fixed.
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Orange County Family Services Department
Head Start Division

Human Resources Procedure #9.38

Remote Work Policy

8.

We encourage all employees to take regular breaks when working remotely, and
to maintain separation between work and personal time to ensure physical and
mental well-being.

VY. Communication and Collaboration

1.

Employees working remotely are required to attend all necessary virtual meetings,
including team meetings, client calls, and one-on-ones.

Employees issued a County cell phone must have their desk extension transferred
to their County cell phone when working remotely.

Team members should actively engage with colleagues and ensure effective
communication in virtual environments.

Employees are encouraged to maintain open communication with their managers
regarding their workload and any potential challenges while working remotely.

Employees are expected to check in at least once a day and when needed.

Employees will respond to all communication such as internal requests, emails
and/or calls within the business day or earlier if urgent. Any correspondence from
a co-worker, staff or parent must be answered, as quickly as possible.

V1. Technology and Security

1.

Employees must have access to the necessary tools, equipment, and a reliable
internet connection to perform their duties remotely.

There will be no additional equipment provided to staff to work remotely.

. If County equipment is used for remote work, the employee must exercise the

same reasonable care for the equipment as would be expected at their worksite.
While working remotely, employees are expected to take reasonable precautions
to protect County equipment from theft, damage, or misuse.

Employees must adhere to County ISS guidelines regarding data security,
including using a secure network and ensuring data is stored and accessed in
accordance with Orange County policies.

Only Orange County issued devices and software are to be used for remote work,
and personal devices may not be used for work purposes. A list of Orange

County-issued equipment shall be attached to the Remote Work Agreement and
updated as needed.

Page 5 of 7




Orange County Family Services Department
Head Start Division

Human Resources Procedure #9.38

Remote Work Policy

VIL.

VIIIL.

. County equipment and/or software may not be used by other household members

or any other non-County persons.

. Employees handling sensitive data on their Orange County-issued devices,

including but not limited to HIPAA and Personal Health Information (PHI), must
ensure that all data is always protected and handled properly. Orange County
encrypted email and file management solutions must be used as though the
employee was onsite.

. Employees must contact ISS for IT support by phone 407-836-2929 or email

supportcenter@octl.net.

Performance and Accountability

. Managers and supervisors will monitor performance and productivity through

regular check-ins, performance reviews, and tracking of work completed.

. Performance will be measured using the same metrics that apply to work being

done onsite.

. Employees must submit weekly productivity logs (attached), progress updates,

completed work, or reports as required by their manager, ensuring that
expectations for remote work performance are clearly met.

Note: Based on supervisor or manager’s discretion, remote work logs may be
required to be completed daily when working remotely and submitted to
supervisor by close of business.

Remote Work Agreement

. Remote Work is not an employee right. Remote Work Agreements shall be

entered into voluntarily by both the employee and the Head Start Division. Either
the Division or the employee may discontinue the remote work arrangement at
any time and for any reason. In no circumstances are employees entitled to due
process related to any County decision on Remote Work issues, including
approvals/denials, or the Division’s decision to discontinue a Remote Work
Agreement, and all such decisions are not subject to grievance.

. The Head Start Division reserves the right to modify or revoke an employee’s

remote work agreement at any time, based on business needs or other factors such
as lack of productivity, violation of policy, or loss of internet service.

. The remote work agreement will be reviewed annually.
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Orange County Family Services Department
Head Start Division

Human Resources Procedure #9.38
Remote Work Policy

4. Employees will be notified in advance of any changes to this policy and/or
Remote Work Agreement.

5. Employees will not receive changes to their salary or incentives for household
expenses for remote work.

IX. Training

1. Employees new to remote work will receive training by their supervisor or

manager to become familiar with the expectations, tools, security protocols, and
best practices to follow. '

X. Review of Remote Work Model

1. The remote work model will be reviewed periodically, and evaluated against

feedback from employees, supervisors, managers and Division Manager to ensure
its ongoing effectiveness.

This SOP will be reviewed annually or as needed to ensure it remains up-to-date with organizational policies and
best practices.

Established: 01/22/2025
Revised: 02/10/26
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