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Orange County Government ® Head Start Policy Council ® Holden Heights
Community Centere 1201 20™ St., Orlando, FL 32805
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ptember 30,2025 © 6:30 p.m.

. Call to Order — Chairperson

Roll Call — Secretary

. Adoption of Agenda

Secretary’s Report: Approval of Minutes
. Director’s Report

. Budget Report

. HR Report

. ACF-OHS-PI-2502 One-Time Supplemental Funds for Nutrition and Healthy
Eating for Head Start Children & Families

. Action Items: Approval

o Application for One-Time Supplemental Funds for Nutrition & Healthy
Eating for Head Start Children & Families
¢ Standard Operating Procedures-
o Leases, Contracts, Agreements
o Purchase Request
o Warehouse Procedures

0. Unit Updates: ERSEA, PFCE, Nutrition, Education, Mental Health &
Disabilities, Health, Maintenance
1. Announcements

2. Public Comment

13. Adjournment



Monthly Director’s Report to Policy Council

Date September 2025

To: Octavia Gibson, 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 September 2025.

Staff Training

o All staff will participate in the Gold Standard of Customer Service training on October 13,
2025. This fulfills compliance requirements from the Department Director and supports
the program’s goal of providing the highest quality customer service.

o All staff have completed mandatory compliance training, including HIPAA, Ethics, and
Title VI

o Staff required to begin the Trauma Smart training series will start in September, ensuring
compliance with maintaining a trauma-informed program.

Collaborations and Partnerships

s Orange County Head Start was selected by the Florida Head Start Association to receive
the Corporate Award for its partnership with the Giff of Swimming.

« The division continues to support the Community and Family Services Department
Strategic Plan, with staff actively serving on various departmental committees.

Highlights and Accomplishments

» Enrollment Status:
o Current Enrollment: 1,381 students
o Remaining to Reach Funded Enrollment (1,536): 155 students
Program attendance has consistently met the 90% threshold.

Human Resources

o Teacher and Teacher Assistant positions continue to be posted bi-weekly, with interviews
held two to three times per month. Several candidates are moving through the process.
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MONTHLY MANAGEMENT REPOR
» The County announced that all employees will receive a 5% cost-of-living adjustment
(COLA).

o All staff performance evaluations were completed and submitted by September 15, 2025.

o The Director held one-on-one meetings with new leadership team members and main
office administrative staff to support onboarding and strengthen alignment.

Program Operations and Updates

« The Orange County Public Schools Nutrition Services contract was approved by the School
Board on September 16, 2025.

o The Gift of Swimming contract has also been approved.

« Work continues contract extensions with existing vendors: Pamela Rowe (Speech and
Language Services) and Therapy Essentials (Occupational Therapy Services), while
exploring opportunities to expand the provider base.

o The program is working with Capital Projects on the Playground Shade Structure Project
at Lila Mitchell, South Orlando YMCA, John H. Bridges, and Pine Hills sites to address
heat-related safety concemns.

1
r Parent Engagement and Policy Council

o Planning is underway for the Policy Council “Changing of the Guard”, with the current
J council completing its term at the September 30 meeting.
|

« Awelcome letter was sent to all parents outlining program expectations and supports for
the school year.

Challenges

e Enrollment Vacancies: The program remains 155 students short of funded enrollment,
and efforts are ongoing to ensure full enroliment by the September 30 deadline.

o Chronic Absenteeism: While average daily attendance meets the 90% threshold, chronic
absenteeism remains high and requires sustained focus.

Regional and National Updates

o A monthly call with the Region IV Program Specialist was held, with discussions on
current program priorities and compliance.

« On July 10, 2025, HHS rescinded a 1998 interpretation of PRWORA, newly including
Head Start under “Federal public benefits. “The policy is effective upon publication in the
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MONTHLY MANAGEMENT REPORT

Federal Register; no funding changes have been announced. Litigation is pending, and
outcomes are expected in the coming weeks. The Office of Head Start advises programs
to make no immediate eligibility changes until federal guidance is issued. The National
Head Start Association (NHSA) and the Florida Head Start Association (FHSA) both
advised programs not to change policies or procedures at this time. The Office of Head
Start confirmed that programs will not be considered out of compliance if they adjust
eligibility policies before guidance is finalized.
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Credit Card Expenses
August 31, 2025

CH Full.Name.

CUEVAS SAYAGO. LEON
CUEVAS SAYAGO. LEON

CUEVAS SAYAGO, LEON
CUEVAS SAYAGO, LEON
CUEVAS SAYAGO, LEON
CUEVAS SAYAGO, LEON}
CUEVAS SAYAGO, LEON
DEONARINE, VIDYA D
DUCK, CORTINA

DUCK, CORTINA

DUCK, CORTINA

DUCK, CORTINA
DUCK, CORTINA
DUCK, CORTINA
ELIBERT, MIGUERLINE
ELIBERT, MIGUERLINE
ELIBERT, MIGUERLINE
ELIBERT, MIGUERLINE
ELIBERT, MIGUERLINE
ELIBERT, MIGUERLINE
ELIBERT, MIGUERLINE
ELIBERT, MIGUERLINE
INFANTE, SILVIO
MOORE, SANDRA
MOORE, SANDRA
RUFF, SANDRA D
RUFF, SANDRAD
TEMPLE, REGINA
TEMPLE, REGINA
TEMPLE, REGINA
TEMPLE, REGINA
TEMPLE, REGINA
TEMPLE, REGINA
VILLALOBOS, NANCY

Post Day
08/07/25
08/07/25
08/07/25
08/11/25
08/12/25
08/25/25
08/28/25
08/15/25
08/06/25
08/08/25
08/15/25

08/18/25
08/20/25
08/26/25
08/06/25
08/13/25
08/13/25
08/15/25
08/14/25
08/19/25
08/21/25
08/23/25
08/24/25
07/31/25
07/31/25
08/01/25
08/06/25
08/07/25
08/07/25
08/08/25
08/13/25
08/22/25
08/25/25
08/07/25

ﬁotal

1 . Comp Supp Name Amount
WAL-MART #1084 $ 23.96
PUBLIX #1122 3 145.26
International Market 3 126.93
PUBLIX #1501 5 43.99
PUBLIX #1501 3 23.96
WINN-DIXIE 3 138.21
PUBLIX #436 3 43,70
WM SUPERCENTER 3 69.85
NIC -AHCA AGENCY FOR HEAL 5 43.37
NIC -DCF CHILD CARE $ 45.45
ODP BUS SOL LLC $ {365.79)
NIC -AHCA AGENCY FOR HEAL 3 43.37
OFFICE DEPOT 3 12.99
NIC -AHCA AGENCY FOR HEAL $ 43.37
WATER COFFEE DELIVERY $ 878.76
AMAZON MKTPL 3 857.06
ODP BUS SOLLLC 3 464.89
AMAZON MKTPL $ 154.50
ODP BUS SOL LLC % 434.90
AMAZON MKTPL 3 636.88
AMAZON MKTPL $ 72.97
AMAZON MKTPL 3 54.07
SQ EEIC ELECTRICALLLC $ 350.00
SQ ONEPARTYZREMEMBER 3 1,070.00
SQ ONEPARTYZ2REMEMBER % 1,485.00
PAYPAL KINDERJAM $  4,000.00
SQ BRIGHTLY AWAKE $ 4,000.00
WAL-MART #4160 3 22.32
PUBLIX #436 $ 12.00
PUBLIX #436 3 4521
PUBLIX #1845 $ 10.98
WAL-MART #4160 $ 41.18
PUBLIX #5805 $ 10.98
WWW.SERVEI SERVEITUPS $ {16.638)]

$ 15,023.64
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Head Start Policy Council

Human Resources Committee

August 2025 Actions

. Pending Approval for hire

Job Title

Candidate’s Name

Il. Termination from employment (Involuntarily)

Job Title

Reason

Employee’s Name

Technician on call

End temporary employment

Soumaya Ajebli

Admin support on call

End temporary employment

Sherezade Mendez Gonzalez

Admin support on call

End temporary employment

Diamond Palmer

Teacher’s Aide

E-Verify

Rodna Solon

Admin support on call

End temporary employment

Jai Nika Thomas

lll. Separation from employment (Voluntarily)

Job Title Reason Employee’s Name
Teacher’s aide Organizational culture Genette Cassamajor
Teacher Family Reasons Nancy Matos Torres
Teacher Another job Marlene Rivera Burgos
Teacher Assistant Work environment Veronica Sevilla Ortiz
Teacher Another job Yolanda Soto Mangual
Teacher’s Aide Another job Charna Williams

lll.  Current Head Start Openings — As of 10/13/25

(numbers not available for August)

Job Title Number of Potential Candidates
Positions in process for hire
Admin Specialist 1
Center Supervisor 1
Food Service Assistant 1
Teacher 8
Teacher Assistant 12
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Activities

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
Education

40%
35%
30%
25%
20%
15%
10%

5%

0%

o Family Needs
1 Goals Settings

August
26%
35.00%

Family Needs Assessment/Goal Setting

September

Octaber

November December

January

February

March

April

May
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One-time Supplemental Funds for Nutrition and
Healthy Eating for Head Start Children and
Families

ACF-OHS-PI-25-02

11.S, Department
of Health and Human Services

ACF
Administration for Children and Families

1. Log Number: ACF-OHS-PI-25-02

2. Issuance Date: 07/29/2025

3. Originating Office: Office of Head Start
4, Key Words: Nutrition; Healthy Eating

Program Instruction

To: All Head Start Recipients

Subject: One-time Supplemental Funds for Nutrition and Healthy Eating for Head Start Children and
Families

Instruction:

This Program Instruction (P1) outlines the process for Head Start grant recipients to request
supplemental funds to promote nutrition services and healthy eating for enrolled children and families.
The Pl is also intended to assist programs in determining allowable uses of funds to meet program
needs.

As affirmed in ACF-OHS-IM-25-03, Head Start programs play a critical role in ensuring children and
families have access to comprehensive nutrition services and a variety of nutrient-dense food, including
whole grains, fresh fruits, and vegetables, while reducing intake of ultra-processed foods and added
sugars. Access to healthy foods and other nutrition services help children grow, develop, and learn.
Healthy nutrition is essential for brain development and provides children with the energy needed to
stay active and focused throughout the program day. A balanced diet and physical activity help



strengthen a child’s immune system, reducing the risk of infections and illnesses. They also prevent
childhood obesity, which can lead to chronic diseases such as heart disease and diabetes.

Some Head Start programs have shared that a lack of funding can be a barrier to improving or
expanding their nutrition services and support for healthy eating. In response to this feedback, the
Office of Head Start (OHS) is making available this opportunity for one-time supplemental funding.
The scope and size of the improvements that programs may want to make to their nutrition services
will vary and QK]S recognizes it cannot anticipate all circumstances in which these supplemental funds
may be needed. Based on recipient feedback on both promising practices for and common barriers to
implementing robust nutrition and health services for children and families, this B[ provides a non-
exhaustive list of allowable uses of funds for programs’ consideration.

Examples of Allowable Uses of Supplemental Funds

Head Start programs have many options for integrating creative approaches to nutrition services. The
activities outlined below meet the programmatic purposes and goals of the Head Start mission and are
allowable under the relevant statutory and regulatory requirements. The following is not a list of
required activities, but rather a list of allowable activities that program administrators may consider in
addressing the unique circumstances in their communities related to promoting nutrition services and
healthy eating. Head Start funds must be used in ways that comply with the Head Start Program
Performance Standards (Performance Standards). These Performance Standards emphasize the
importance of providing materials, activities, and environments that meet the safety guidelines for
young children and consider the age and developmental stage of children. Please note, a multi-
disciplinary approach to nutrition and healthy eating may include multiple activities, and the examples
of allowable activities listed below are intended to be reflective of non-recurring expenses that would
be appropriate uses of one-time supplemental funds. QHS expects that programs leverage multiple
sources of funding to support the ongoing provision of comprehensive nutrition services. Under 43
CFR §1302.44(b), a program must use funds from U.S. Department of Agriculture (USDA) Food,
Nutrition, and Consumer Services Child Nutrition programs as the primary source of payment for meal
services. Head Start funds may be used to cover those allowable costs not covered by the USDA.
Applicants for proposed funding must demonstrate that they have not received duplicative funding for
proposed expenses from another federal funding source, including USDA grant programs such as the
School Equipment Grant (National School Lunch Program Equipment Assistance Grants) or the Patrick
Leahy Farm to School program. Additionally, applicants must demonstrate that proposed expenses are
not duplicative of funds received through the USDA's Special Supplemental Nutrition Program for
Women, Infants, and Children (WIC). Applications should be specifically tied to nutrition and health
outcomes for children and families, including enhancing healthy nutrition practices for participating
families and children.

* Food Service Upgrades

o Modernization of kitchen facilities and related upgrades to ensure safe food preparation
and storage, and opportunities to prepare fresh, whale foods on-site.

o Procurement of fresh, locally sourced, and nutritious food items, which may include
transportation costs for delivering fresh ingredients to centers.

o Designated breastfeeding spaces, such as lactation rooms and breast milk storage at center-
based programs to provide private and sanitary spaces for breastfeeding mothers.

o Programs receiving funding for facility renovations must follow all requirements for
recording notices of federal interest as outlined in 45 CFR §1303.46.

¢ Materials, Supplies, and Equipment

o Materials and equipment for center-based, home-based, or family child care activities
focused on healthy eating, such as cooking demonstration kits or supplies to create
community or family gardens, greenhouses, and Indigenous seed hubs.

o Commercial-grade appliances (refrigerators and freezers for safe food storage; ovens,
stoves, and microwaves for on-site meal preparation; dishwashers for sanitizing utensils
and dishes),

o Food preparation tools, cookware and bakeware, and storage containers.




o Sanitation equipment and protective kitchen gear to ensure the safety of staff, children, and
families during food preparation and cooking activities.

o Breastfeeding supplies for use in Head Start facilities, such as breast pumps, nursing pads,
storage containers, or comfortable nursing chairs for designated breastfeeding spaces
specifically designed to encourage breast feeding.

o Gardens or gardening supplies designed to foster farm-to-table strategies and ensure
children are exposed to range of healthy food options through educational experiences.

« Nutrition Education Resources

o Development of nutrition and breastfeeding education programming and curricula for
children, families, and staff.

o Training for staff on nutrition and breastfeeding best practices and dietary guidelines,
aligned with USDA requirements and targeting improved outcomes for children and
families.

o Workshops, seminars, and community events for families on nutrition, breastfeeding,
health, and wellness topics.

o Healthy food during programming, including meals and snacks for children and families
during parent and family engagement activities.

o Building or enhancing partnerships around health and nutrition with local child care
providers or other local resources families use for parenting supports.

» Non-recurring Personnel Costs

o Consultations with specialized staff (such as registered dieticians or nutritionists) to
develop and oversee meal plans that meet USDA guidelines and address the specific needs
of children, such as special dietary needs, or provide nutrition counseling to families and
staff.

o Staff training and professional development, which may include nutrition education
workshops to train staff on the importance of balanced diets and portion control, physical
activity, and food safety, and how to prepare healthy meals and snacks efficiently. Staff
training could also include sessions with mental health professionals to address emotional
and behavioral challenges related to food insecurity or unhealthy eating habits, and provide
counseling to children and families on stress management and its impact on nutrition.

o Consultations with individuals who can promote physical activity and healthy lifestyle
choices among children and staff, such as with | Am Moving, I Am Learning, or develop
programming that integrate nutrition and wellness into daily routines.

o Community outreach coordinators to help programs set up partnerships with local farms,
food banks, and health organizations to enhance nutrition services and organize events
such as cooking classes and nutrition fairs for families.

Funding Requests

Grant recipients should engage in an assessment of programmatic and community nutrition and health
needs that considers the immediate, interim, and long-term impacts and associated costs, understanding
that one-time funds should be used for non-recurring expenses. If grant recipients pursue one-time
supplemental funds to support personnel, for purposes such as those outlined above, we encourage
consideration for whether these positions are short-term or if ongoing expenses can be built into
program budgets moving forward. Application narratives must clearly delineate which of the following
categories of funding are included in the request:

1. Food Service Upgrades

2. Materials, Supplies, and Equipment
3. Nutrition Education Resources

4. Non-recurring Personnel Fees

Each proposed grant activity should have clear timelines for execution and completion. Project
completion timelines, including major activities within each phase, need to be clearly stated in the
application. For categories 2—4 above, applicants must limit proposed expenses 10 evidence-based
interventions or training. As part of their applications, grant recipients should provide the research and

/s



evaluations for the interventions they intend to use and describe how they will maintain fidelity to the
model described in the research. Additionally, as mentioned in the section above, applicants for
proposed funding must demonstrate that they have not received duplicative funding for proposed
expenses from another federal funding source, including USDA grant programs such as the School
Equipment Grant (National School Lunch Program Equipment Assistance Grants) or the Patrick Leahy
Farm to School program. Additionally, applicants must demonstrate that proposed expenses are not
duplicative of funds received through the USDA's Special Supplemental Nutrition Program for Women,
Infants, and Children (WIC).

Application Instructions

QHS is making funds available for nutrition and health supplements. We encourage applications to be
submitted as soon as possible, but no later than Friday, August 22 for the priority deadline.
Applications will be reviewed on a rolling basis. Applications may continue to be considered on a
rolling basis after the priority deadline of Friday, August 22, if funds are available.

To be considered, grant recipients must apply for supplemental funds through an application in the
Head Start Enterprise System (HSES). Applications should be submitted using the "Supplement —
Nutrition" application amendment. Applications submitted for nutrition purposes using a different
application type will not be considered for this opportunity. Supplemental applications should include
the following:

« SF-424

SF-424A

Program Narrative

Budget Narrative

Governing Body and Policy Council Approvals (if not possible to include with the application
submission, these may be submitted prior to awards being made)

None of the nutrition and health supplemental funds awarded to grant recipients will be included in the
calculation of the grant recipient's base grant in subsequent fiscal years. Nutrition and health
supplemental funds are not subject to the allocation requirement of Sec. 640(a) of the Head Start Act.

In addition to all the information included in this I, grant recipients must also comply with all award
terms and conditions.

Funding Considerations

OHS’s priority is to promote high-quality nutrition services and healthy eating for enrolled children and
families in Head Start programs. Awards will be based on how effectively the proposed mode! design
fits the needs of the community to be served. ACF reserves the right to deny funding to any applicant
that is presently designated as "high risk," probationary, or not in good standing, or has been debarred
or defunded by any state or federal agency.

Through this funding opportunity, QHS is interested in reaching areas of greatest nutritional needs to
facilitate the enhancement of services for families who would most benefit from services. ACF reserves
the right to prioritize organizations based on their ability to demonstrate their community’s need and
provide sustainable approaches toward the ongoing provision of comprehensive nutrition services.

For questions regarding nutrition and healthy eating needs, please contact ohs_policy@acf.hhs.gov. For
assistance submitting the application in HSES, contact help@hsesinfo.org or 1-866-771-4737,

We are committed to supporting your program as we work together to promote nutrition and healthy
eating for Head Start children and families.

Thank you for your work on behalf of children and families.

a15



/ Captain Tala Hooban /
Captain Tala Hooban

Acting Director
Office of Head Start
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MAINTENANCE MONTHLY REPORT
August 2025

1. WORK ORDERS

During August of 2025, a total of 125 work orders were created through ChildPlus and processed as

follows:
ASSIGNEDTO | COMPLETED | PENDING | CANCEL| TOTAL
HEAD START 69 9 2 80
OC FACILITIES 10 10 0 20
OCPS FACILITIES 3 23 0 26
CITY OF ORLANDC 0 1 0 1
VENDOR 2 1 0 3
TOTAL 84 44 2 130
CHILDPLUS WORK ORDERS
ALGLST 2025 (130)
70
6D
50
4
30
23
20
0 1
10 : ol
; 2 3 2
HEAD START DOC FACILITIES DCPS FACILITIES  CITY OF ORLANDD VENDOR

@mCOMPLETED mPENDING O CANCELED



2. PIC-UP & DELIVERIES

- We pic-up and delivered 65 new chairs from the warehouse to Washington Shores ELC
Elementary and replace the existing ones in it. Furthermore, we pic-up and disposal old furnitures
from here.

- We pic-up some furnitures (donation) from the warehouse to the Rosemont Elementary center (one
whiteboard, two medium metal cars, one smal table)

- We folded and put away all the large tables from the Southwood cafeteria to be used for the
elections.

3. RENOVATIONS
- We did pressure washing in the two playgrouds in Pine Hills

- We did pressure washing to the portables in Three Points and the hallway ceiling.

- We replace some floor viniyl in Taft Center
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In-Kind Report - September 2025

QOverall Values

|[EOY Match Goal |$ 4,081,263.00 |

|Current In-Kind |$  3,459,190.85 |

|Remaining Goal |$ 622,072.17 |
Monthly Values

[Monthly Goal B 622,072.17 |

Individual Values

[Child Plus Funds [$ 1,826,177.03 |

|VPK Funds |$ 1,159,456.09 |

|7529 Salaries | $ 473,557.73 |
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| Budget Report - September 2025

Iﬁaad Start Disbursement |

[Current Disbursemant 16.325.053.00 |
IGFIFT Funds 4.100.000.00 |
[Current Lisa 17.245.016.4
@L gz |
Deficit (-] / Surplus (+) 1,765,834.58
Revenue S _1223.671.08

|}521 - HS Administration |

[Encumbered [¥1D____ Balance TProfected
- 1476,743.39 41247261 29395468
- 106.329.00 - -
357532 37.768.98 34370 416.91
- 9.061.00 . .
Acc Code |Budget IEncumbu'ed YTD Balance [P
TFE 13,445 688.00 P 11.503.129.33 | § 1.932.58867 942.40352 |
FF 713.561.00 | § 246.730.33 370.510.39 95,920.28 76,484.28 |
TFN 23.500.00 - 22.603.67 8%6.33 (957.32)
TFG 150.214.00 - 150.214.00 - s
7523 - USDA Administration
[Acc Code [Budget JEncumbered _[vTD Balance |Projected
153.970.00 - 12354833 30421.66 18.986.47
6.513.00 - 701.89 5.841.11 -
150.00 - - 1,150.00 1,150.00
521.00 = 521.00 = =
USDA Revenue S 510.274.24
|7524 - USDA Qperations
Section |Acc Code |Buiuel Encumbered |YTOD IBaJau |Projecied
Salaries 7FT S 245.429.00 | S - 217 363.72 29.065.28 8.878.21
tons |7 S 1,526.368.00 | S 184.667.70 S _1.337.893.75 3.506.55 3.806.55
Self Insurance [7FS S 894,00 | $ - §94.00 - -
|7525 - HS Training |
Section Ace Code |Budget Encumbered |YTD Balance Projecied
Tatal 7FH S_ 15.870.00 | § - IS 1988273 [S 702727 |S _ (3.704.88)
|7526 - HS Disability |
Section [t Code [Butoet [Encumbered _[YiD [Baiance TProjected |
Salares [7F1 271.226.00 - 24573510 25489.90 5272.50
Operations__|7FK 65.008.00 | S 11.526.69 49.990.42 3.4B8.89 2.315.06
Self Insurance [7FG 2.777.00 - 2.777.00 - -
7527 - HS Health & Dental
Section [Acc Coce [Budoat Encumbered [YT1D Balance TProjected
Salaries TPV 422,501.00 - 363.068.55 5947545 30.009.99
jons__[TFW 10,633.00 - 9.318.09 128391 341,49
Self Insurance |7FG 752.00 - 752,00 - -
7528 - HS ERSEA/Community Engagement
JAcc Code [Budget Encumbered |YTD Balance [Projected
TEX 2,389, 878.00 - 2105,391.00 | §_280487.00 | S 109.80069
TEY 44,080.00 - 36.791.99 7.286.01 | & 3.338.07
FG 11,600.00 3 11,600.00 B E %
7529 - County Support |
Section |Acc Code IBEQE‘ Encumbered [YTD Balanca jected
Tolal |HZE |5 78723100 Is 4950236 | S _519671.13 | S 21767048 | § 175.927.37
|7534 - Hs Fadilties [
Acc Coda |Budaet Encumbered |YTD Balance |Projecied
TFL 236,329,00 - 205.218.51 30.905.49 13.254.60
TEM 430.289.00 - 382.816.26 47AT2.74 | § 5.462.95
7FG 719.00 - 719,00 B E -




Overview
Supplemental Funds for Nutrition and Healthy Eating for Head Start Children and
Families ACF-OHS-PI-25-02

Initiative Goals

1. Expand Access to Healthy Foods
o Replace outdated refrigerators and water coolers.
o Install 53 Skywell Water Machines, reducing 6,000 Ibs of plastic waste
annually.
Launch “Bring Hope Home” food box deliveries for 600+ families.
Purchase a dedicated nutrition vehicle to deliver fresh food and
materials.
2. Enhance Nutrition Education
o Classroom kits with food models, games, and bilingual learning tools.
o Evidence-based programs: Dr. Yum Food Adventure, We Can Energize,
and Junior Master Gardener.
o Family engagement through Nutrition Nights, Fresh Adventures field
trips, and the Healthy Bodies, Healthy Minds Initiative.
3. Build Family and Community Partnerships
o Culinary training scholarships for parents.
o Countywide Nutrition Resource Fair with WIC, SNAP, Second Harvest,
Hebni, and other partners.
o Intergenerational gardening projects supported by UF/IFAS Extension and
Master Gardeners.

Expected Impact

¢ Improved access to fresh, affordable, and culturally relevant foods.

« Stronger child health outcomes: better attendance, focus, and long-term eating
habits.

o Increased parent engagement and knowledge of healthy cooking.

o Expanded community connections to nutrition, health, and wellness services.

Funding Request
o Federal Funds: $921,163
o Non-Federal Match: $230,291
o Total Project Budget: $1,151,455

Every dollar invested ensures that Orange County’s youngest learners and their
families build the foundation for a healthier future.



Budget Request

Project Request Description Budget Amount | 424 Category

Industrial Refrigerator Replacement 2 Refrigerator $ 6,800.00 Supplies
53 Skywell Water

Skywell Water Machines Machines $ 424,000.00 Equipment

\Water Coolers : 33 Water Coolers $9,900.00 Supplies

Promoting Healthy Eating Materials and Promoting Healthy Eating

Supplies Classroom Kits $ 29,750.00 Supplies

Promoting Healthy Eating Materials and

Supplies Printed Materials $ 500.00 Other

Garden Project Supplies $ 17,250.00 Supplies
Meals for Children During

Bring Hope Home School Breaks $122,400.00 Contractual
Additional Meal for

Table for Two Imitative Second Teacher $104,000.00 Contractual
Transportation and Entry

Fresh Adventures Costs $ 25,000.00 Other

Fresh Adventures Boxed Lunches $ 7,000.00 Contractual

Culinary Training Partnership 5 Program for Parents $12,500.00 Other

Family Nutrition Night Catered Meals, Materials | $19,000.00 Other

Family Nutrition Nights Supplies $ 8,100.00 Supplies

Healthy Bodies, Healthy Minds Materials, Booths, Vendor | $ 26,800.00 Other

Healthy Bodies, Healthy Minds Learning Supplies $ 5,000.00 Supplies

Training and Technical Assistance Registration $81,937.00 Other

Training and Technical Assistance Travel $ 25,000.00 Travel
Supplies (Nutrition Kits,

Nutrition Resource Fair etc.) $17,770.00 Supplies
Printed Materials, Vendor

Nutrition Resource Fair Services, Marketing etc. $ 10,700.00 Other

On-Call Nutrition and Wellness Support

Specialist Salary $ 20,000.00 Salary

On-Call Nutrition and Wellness Support Fringe

Specialist FICA $ 4,000.00 Benefits

On-Call Nutrition and Wellness Support

Specialist Laptop $ 3,000.00 Other

Vehicle for Nutrition Service Area Nissan Rogue $ 32,000.00 Equipment

Indirect Costs 7.08% Indirect Costs $ 60,907.00 Indirect Costs
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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, the Warehouse Specialist should:

a.

The 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, the Warehouse Specialist will contact the Fiscal Officer to
close the Purchase Order

[tems will then be available in Maximo to fulfill orders.

. The packing slip will be sent to fiscal to process final invoice for payment.

The 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.

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

Procedure # 12.13 (continued) ,

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

in Maximo.

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 and the Childhood Health and
Parental Services Program Manager

b. The Sr. Program Manager, 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
Progrdm Manager to ensure items are replenished in a timely manner.

ITI. Pick- up and Delivery Request -45CFR 75.320, 75.321
_ pial | Dol R

1.

2.

To request a pickup or delivery, the requester must complete a Pickup and Delivery
form located on the shared drive, in the forms folder

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

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

When sending damaged or surplus equipment to the warehouse 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.

c. Service Areas will not transfer property without 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 Warehouse Specialist is responsible for obtaining written approval from the
appropriate Manager before damaged equipment is turned in to Property
Accounting.

b. The Warehouse 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 Division Manager, and date the equipment was
transferred to Property Accounting.

c. 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
6—Specialbvents
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 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
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Fiscal

Orange County Family Services Department
Head Start Division

Procedure # 12.9

Purchase Requests

I.

STANDARD OPERATING PROCEDURES

§75.326 -§75-335

Definitions

L.

2,

Advantage — Computerized Financial System with a Procurement Component.
Request for Quotations - A small order procurement method or requesting quotes.
Sole Source — purchases that are exempt from bid requirements upon certification by
the Procurement Manager stating the conditions and circumstances necessitating the

purchase.

Emergency Procurement — purchases that exceed the mandatory bid limit or quote
process when the nature of the emergency dictates such an action.

I[nitiation Process for Informal Quotes

1.

2.

Three informal quotes are required for purchases exceeding 10,000 up to 150,000

Head Start cannot piggyback from other established contracts unless they are
federally procured

Services on Orange County Government Property

L;

2

The “Request for Quote “form will be used for any services from $10,000 up to
$150,000 that will occur on county property.

The scope of work on the “Request for Quote” will need to be provided exactly the
same to each vendor.

Vendors, who quote for services, must provide the proper insurance requirements
including; Commercial General Liability, Business Automobile Liability, Workers’
Compensation and address Orange County Risk as the Certificate Holder- if working
on County property.

All services on property must ensure insurance requirements are valid on date of
service

Duties of Management
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Managers-will-provide The FPM will send vendors whom intend to do business on
county property, insurance requirements to work with the county. Once insurance

documents are received and with-guetes-and-insuranece verified, the to-beginthe

procurement process can begin.

Procedure # 12.9 (continued) J

Maﬂag%aﬂd—s-r—l%aﬂ&gefs Management will ensure hak-the purchase is linked to the
program’s goals and objectives. Thisis-will-belisted-en-therequest:

3. The Fiscal-Program-Manager fiscal unit will prepare the purchase order request.

Duties of Fiscal Program Manager (FPM)

L.

The FPM will review the Purchase Order Request form to ensure all fields are
correctly completed.

The FPM will check the Advantage Financial system to ensure funds are available
and complete the accounting information on the Purchase Order Request Form.

The FPM will verify the accuracy, dates and pricing for the three quotes provided.

For goods/services under contract, the FPM will print and attach the contract to the
Purchase Order Form and ensure services/goods will be delivered within the
contracted time period.

For Centracted-Serviees purchase order requests, the FPM will verify status in the
SAM.gov website and to ensure no conflicts with debarment. A printed status will be
attached to the Purchase Order Request form.

6. For Contracted Services purchase order requests, the FPM will verify status in the
Florida Department of Management Services to verify the vendor is not listed on
the Convicted, Discriminatory, and Suspended vendor list. A printed status of all
three verifications will be attached to the Purchase Order Request form.

The Orange County Contractor Sub-Recipient Checklist will be completed for each
Purchase Order.

The FPM will send the Purchase Order Request along with supporting documents to
Community Family Services Fiscal Department for processing.

Sole Source

Requestor Responsibility:
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Sole Source is to be used when only one vendor is-ablete can provide goods or
services. A Sole Source Form will need to be completed by the requestor indicating
the circumstances for non-competition, requirement restrictions, and other similar
products/services or companies.

The FPM will ask the vendor to provide a quote and a Sole Source Letter explaining
how the company is the only one providing the product/service.

Procedure #12.9 (continued) |

Requestor will need to provide the FPM with a detailed Sole Source Justification to
answer the following questions:
i.  Expertise of Contractor
ii.  Management
iii.  Responsiveness
iv.  Knowledge of Program
v.  Use of Services
vi.  Uniqueness
vii.  How long for another vendor/contractor to reach the same Level of
competence.

Fiscal Program Manager Responsibility:

L;

The FPM will prepare the Sole Source Form to ensure all fields are properly
completed.

The FPM will check the Advantage Financial system to ensure funds are available.
The FPM will sign and obtain signature from the Head Start Division Manager
The FPM will send the Sole Source Form along with the quote, Sole Source Letter

and Sole Source Justification along with other documentation if necessary to the
Community Family Services Fiscal Department for Processing.

Emergency Purchase

Requestor Responsibility:

L

An Emergency Purchase Form is to be used when the procurement exceeds the
mandatory bid limit and may be only be authorized by the Procurement Manager or
Designee. The form will explain the circumstances, description of equipment/facility
need emergency action, adverse impacts, and proof to support that the purchase is fair
and reasonable.
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2. Requestor will ask the vendor to provide a quote for service/product and provide
justification of the emergency.

Fiscal Program Manager Responsibility:

3. The FPM will prepare the Emergency Purchase Form to ensure all fields are properly
completed.

4. The FPM will check the Advantage Financial system to ensure funds are available.

Procedure # 12.9 (continued) |

5. The FPM will sign and obtain signature from the Head Start Division Manager
6. The FPM will send the Emergency Purchase Form along with the quote, along with
other documentation if necessary to the Community Family Services Fiscal

Department for Processing.

Processing Time

1. The delivery/requisition/change order request will be submitted to the Community
Family Services Fiscal Division for processing as follows:

e Delivery orders — within 2 days
e Requisitions/purchase orders — 4 weeks prior to the need of goods/services

2. Purchase requests must be made in advance to avoid last minute requests and to
ensure management is aware of what is being ordered. All service areas must keep an
accurate inventory on-hand and maintain a system for tracking items and services
ordered/received. Inventories should be replenished in a timely manner to avoid the
need for emergency orders.

3. Ifthe purchase is an emergency or if there is only one vendor, the Emergency
Purchase Order Request form will be attached.

4, Purchase order requests for companies or individuals proposing to do work at an
Orange County site must include proof of liability insurance with a certificate of

coverage listing Orange County Board of County Commissioners.

5. Service areas must ensure that information submitted is accurate and complete,
otherwise it will be returned.

6. Failure to follow the appropriate purchasing request process could result in
disciplinary action, up to and including termination.
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[ssuing Purchase Requisitions

1. The Head Start Fiscal Program Manager will access the Advantage Accounting
system to ensure that funds are available, sign the request, and forward the request to
the Division Manager to sign and submit to the Community and Family Services
Fiscal Division for processing.

Procedure # 12.9 (continued)J

Additional Standards

1. Employees may not receive or accept gifts or gratuities, other than advertising
novelties of nominal value, is strictly prohibited.

2. No employee shall become obligated to any vendor and shall not conduct any County
transaction from which he/she may personally benefit.

3. All personnel shall abide by the Code of Ethics for all Orange County Employees, as
defined in the Orange County Policy Manual and Operations Regulations.

Revised 11/2/17; 07/13/22
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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
(BCCQ).

CONTRACTS AND AGREEMENTS

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

O
v

& e A\ aldataate
v

wing

Management Team will submit the “Letter of Interest”
information:
a. Legal Name of Agency (W-9)
b. Name, position, and contact information of individual authorized to sign legal
agreements
¢. 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. IfHead Start sites, include current Center List as attachment
f. Scope of Service
g. Type of Agreement

form with the follo

i. Affiliate
ii. Referral
iii. Term

iv. In-Kind

v. Agreement with Data
vi. Resource Partner
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10.

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

Head Start
1. If monetary:

e 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).

Procedure # 3.2 (continued) l

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 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

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 via email Marketing tool such as Constant
Contact to keep partners engaged with Head Start and 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 the 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
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Contract Templates
Insurance Requirements
Sunbiz.org

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