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Welcome to Policy Council

We are very happy that you are willing to makedbmmitment to be a Policy
Council Representative.

You are a very important part of the PACT progrard e congratulate you.

Parents are very special to the PACT Head Stagramo. It takes everyone
working together to help your child get the most @uour program services.

Some ways that parents can participate are:

~

Policy Council Representatives
Family Events
Parent Committee Members
Decision Makers
Inkind Donations
Planners
Classroom Volunteers

Field Trip Volunteers



STATEMENT OF PURPOSE

Parent and Child Together (PACT) for West Centiiadis is a local, not-for-profit, tax exempt
corporation providing health and human servicegtmg children and their families. PACT

has been in existence since October of 1978. Pi&@ie Grantee for Head Start and Early
Head Start programs in Brown, Pike, Hancock, Samgass, Scott, McDonough and rural
Adams counties. The agency receives funds fronuthied States Department of Health and
Human Services to cover the costs of 80% of itsd-#&tart and Early Head Start programs. The
other 20% of program costs are obtained locallgugh donated funds, space, materials, and
services. PACT receives state funds from thediirDepartment of Human Services to provide
subsidized child care for eligible families. PAG@IEo receives local United Way funds to assist
the agency in providing family focused services.

PACT’s Head Start, Early Head Start and Child Qmograms provide educational, health, and
social services to young children and their fargili®ACT services also include parent
education and family and community involvement\attéis. PACT provides services to
approximately 381 pregnant women and families witiidren age birth through five years.

Head Start services are provided through Centeedpsograms. The Head Start Center Based
approach is classroom focused, with children attendiasses four or five days per week. 5
hour, 5 day per week classes are provided at Caimp. PMacomb and Pittsfield centers offer
both full day, year round, 5 day per week classamd morning and afternoon, 9 month, 3.5
hour, 4 day per week classrooms. The Beardstowteceffers morning and afternoon 9 month,
3.5 hour sessions, 4 days per week. Center Basedes include teacher/parent meetings at
least four times a year. The Center Based appralaohuses Family Advocates to provide
ongoing social service support and parenting diavi

Early Head Start services are provided through HBased and Center Based programs. In the
Early Head Start Home Based approach, offered migtht counties, teachers visit assigned
families once a week, for one and a half hourse fblous is to provide appropriate
developmental services to infants and toddlerd) adtive parent participation. Home Based
services are supplemented by parent/child actsvtiedd twice a month. The Early Head Start
Center Based approach is classroom focused, wilireh attending the center on a daily basis,
five days per week, for full day services. Cemdased programming for Early Head Start is
available at the Pittsfield, Carthage, and CammptPamid Macomb centers. Services are provided
for pregnant women in Early Head Start in the hdxased option. Women may choose between
regular and intensive services during their preggatwhen the child is born, they then receive
Early Head Services. All Early Head Start servigesprovided on a year round basis.




The Child Care program currently provides servioegamilies in McDonough County. The Child
Care program is provided through a collaborativenaaship with Western lllinois University in
Macomb. The Child Care program on the WIU Campugpien to WIU students’ children, Head
Start families, and to the general public if thare sufficient openings.

Family events for Head Start and Child Care prograne held on a regular basis, throughout

PACT's service area. The meetings provide pangittsopportunities to be involved in program
development, listen to presentations regardinglchaimily, and self- development, participate in
parent/child activities, and promote parent sozaion and community awareness/involvement.

PACT currently employs 99 full and part-time HeadrBSand Child Care staff who work
throughout the eight county service area. The P&€iitral Office is located in Mt. Sterling,
lllinois. Program satellite offices are locatedotiighout the service area.

Means of ensuring program quality include annulilassessment, independent financial audits,
and monitoring visits from funding sources, stramgjoing staff training and technical assistance,
and provisions for parents to participate in theneistration of PACT programs.

For more information about PACT, call or write:

Parent and Child Together (PACT) for
West Central lllinois
300 S. Capitol, P.O. Box 231
Mt. Sterling, lllinois 62353
(217) 773-3903

Visit our web page atwww.pactheadstart.com

Like us on Face Book at Parent and Child Together-RCT for West Central lllinois



PACT Organizational Structure
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Our program philosophy....... PACT BELIEVES....

Parents are their children's first and most important teacher.

Parents care about their children and will put forth strong efforts to improve their child's well-being.

Parents can and do learn new and better ways of interacting with their children given sufficient information
and encouragement.

Resources for health and human services in West Central lllinois are limited and must be delivered without
duplication to produce the most effective results.

Involvement of parents and the community in decision-making increases the commitment to the program
while enhancing the quality of decision-making.

Our Mission..........

The mission of Parent and Child Together (PACT) for ~ West Central lllinois is to provide a
comprehensive program of education, health, and soc ial services to children and their families,
developing life-long learners.

We believe that by working together we can further the vision and the intent of the agency's missions by:
Affirming program parents in their parenting role, and working with them to improve their parenting skills.

Providing program parents with information and encouragement to increase their knowledge of their rights
and responsibilities as parents.

Providing a program that will allow enrolled children and families to maximize their potential.
Providing opportunities for parents to become involved in the program decision-making process.
Providing opportunities for socialization for all enrolled children and their families.

Providing opportunities for children with disabilities to be enrolled in the program and to participate in all
aspects of the program in order to meet their individual needs.

Providing a means of coordinating existing services for enrolled families to meet their individual needs.

Providing screening assessments designed to enhance early identification and treatment of potential
problem areas for enrolled children.

Providing a cost-effective program that benefits all families involved.

Providing employment opportunities to enrolled families.



PROGRAM HISTORY









Macomb Beardstown Pittsfield
4 HS CB 3HSCB 4 HS CB
1 EHS CB 1 EHS CB
Carthage Camp Point EHS Home Based
1 EHS CB 3 HS CB Areas 1-9 1 rep per area
1EHS CB
Community Representatives
TOTAL=32 Y Rep
1-PACT Board Member
14 HS Reps
1 Past EHS/HS Parent
13 EHS reps 1-PACT Child Care Parent
5 Com. Reps 2-Community at Large
(May be past Parents)




SECTION I



PACT POLICY COUNCIL REPRESENTATIVE

While the Board and the Policy Council share resijimlity for many areas of the program, such as:
approving financial and inkind reports, grant apgiions, results of self-assessment, the audit|cargd and
short-term goals and objectives, they also havarsépresponsibilities and functions. The resymlitses
of both parties are outlined in this section, 1804Appendix A for Policy Council and 1304.50 (q) far
Board, as well as in the By-Laws of the Board afebiors and By-Laws of the Policy Council. Itlet
responsibility of the Executive Director to ensthrat both parties follow the approved By-Laws. The
Executive Director trains the full Board on theaitas and responsibilities, as well as providing mesymber
orientation. The Executive Director and SociaVBmr Coordinator are responsible for ensuring #tlat
Policy Council members receive training on thendis Law regarding Child Abuse and Neglect, as agll
the methods and agency procedures for identifyimbraporting abuse and neglect. See procedutearin
Childhood Development and Health Services secfiBfi4.22 (a) (5). The ERSE/Transportation
Coordinator trains the Policy Council, with assisia from the Executive Director.

The Policy Council will consist of Parent Represgines and no more than six (6) Community
Representatives. All Parent Representatives naupaibents of currently enrolled children.

The parents from each Parent Committee (Parentppreill elect their representatives to Policy
Council at their Parent Committee meetings.
Composition as approved by the Board and PolicynCibis as follows:

Center # of HS Reps # of EHS Reps
Beardstown 3CB 0
Camp Point 3CB 1CB
Carthage 0 1CB
Pittsfield 4CB 1CB
Macomb 4CB 1CB

Home Based-Area’s 1,2,3,4,5,6,7,8,9 | 1 each for a total of 9 PC.
Representatives

Current proportion is approximately 1 represengtor up to 35 children.



Community Representatives

By August of each year, Policy Council members #hbe thinking about potential Community
Representatives and letting the ERSE/Transport&mordinator know, so that they can be
contacted to see if they are interested in serem@olicy Council. Yearly at the first meeting of
the new Policy Council, the names of Community Repntatives who are interested will be
presented to Policy Council for election. Theylwé trained at Policy Council Orientation.
Community Representatives may include parentsrofiéoly enrolled children.



10.

11.

12.

13.

14.

15.

Policy Council Process and Intent

The group present at the Policy Council meesiets the next meeting date.
Arrangements for the meeting place are matle RACT's E/T Coordinator.
Arrangements for Policy Council babysittingeds are made with the E/T Coordinator.
Arrangements for the meal at Policy Counciktimgy are made by the E/T Coordinator.
The Executive Director, E/T Coordinator, arfthiEperson prepare meeting agendas.

Minutes from the Policy Council Secretary Wil typed and made available for review at the Rekty
Council meeting by PACT's Office Manager.

Copies of approved Policy Council minutesfdeel in the Policy Council Meeting file by the @fé
Manager. Approved minutes are sent to CéBdsed Site Supervisors, Center Based and HomealBase
Teachers, and Family Advocates. These nmsrarte posted in each classroom and shared at Fanalhts.

Notification to Policy Council members aboptuming meetings, 7 to 10 days before meeting tdagive
location, time, date, directions, reminditigat babysitting arrangements, and requesting agvaatice if
bringing children as to how many childrenlwwid coming and their ages, will be provided by é&xae
Director and Office Manager.

Typed agendas will be sent to each Policy Cibumember at least 7 to 10 days prior to the sekieduled
Council meeting and extra copies will be farded to the Executive Director, the E/T Coordinaand filed
in the Policy Council Meeting file by the @# Manager. Agendas will list any training todmnducted.

Draft budgets, results of program self-assestsnmformation from Quarterly Reports, and
communication from federal and state regmesmencies are mailed at the appropriate timedl to
members by the Executive Director and Offikanager.

Policy Council meeting is held.

Any “handouts” distributed at the Policy Coilmeeeting will be mailed, by the E/T
Coordinator to those absent from the meeting

After each Council meeting, the Council Seanewill forward the meeting minutes to the E/T
Coordinator for review and typing by the idéfManager. Minutes will contain
documentation of any training conductedanjanction with the meeting.

The E/T Coordinator is responsible for disseting information on Policy Council
actions to other staff as appropriate. Rersbfiles will be given to the Administrative Astnt the day
after the meeting.

Minutes of the previous Policy Council meetarg amended, if needed, and approved at the eguxiarly
scheduled meeting of the Council.

16. All training materials will Bept on file in the E/T Coordinators office.



Head Start Who Is Responsible Who Timeline or On- | Form
Performance Implements Going Name
Standard Number
1304.50 (b)(5)(6)(7) ERSE Coordinator, ERSE On-Going n/a
and Executive Coordinator
Director and Executive
Director

POLICY COUNCIL TERM RESTRICTIONS
Rules & Regulations:

(5) Policy Councils and Policy Committees must linbhithe number of one-year terms
any individual may serve on either body to a combied total of five terms.

(6) No grantee or delegate agency staff (or membeo$ their immediate families) may
serve on Policy Councils or Policy Committees exceparents who occasionally
substitute for regular Early Head Start or Head Stat staff. In the case of Tribal
grantees, this exclusion applies only to Tribal stawho work in areas directly related
to or which directly impact upon any Early Head Stat or Head Start administrative,
fiscal, or programmatic issues.

(7) Parents of children currently enrolled in all program options must be
proportionately represented on established policy @ups.

Head Start Act, Section 642: Powers and Functionfé¢lead Start Agencies

(c)(2)(C) Conflict of Interest-Members of the poliy council shall—
(i) not have a conflict of interest with the HeadStart agency; and
(i) not receive compensation for serving on thegdicy council or for providing
services to the Head Start agency.

Policy Council Representatives may serve no mag fhyears.

Grantee staff (or members of their immediate fas)limay not serve on Policy Council.

See previous chart regarding parents of curremilglied children being proportionately
represented.

Policy Council members are required to sign a Rdliouncil Code of Conduct signifying
that they do not have a conflict of interest wiie Head Start agency, and may not receive
compensation for serving on the Policy Council@mrgroviding services to the Head Start
agency, including employment.



Head Start Performance| Who Is Responsible Who Timeline or On- | Form
Implements Going Name
Standard Number
1304.50 (c) (d) (1) (i) (i) | ERSE Coordinator ERSE On-Going
(iii) Coordinator and
Executive
Director

POLICY COUNCIL GROUP RESPONSIBILITIES- GENERAL
Rules & Regulations:

Head Start Act, Section 642

(c) Policy group responsibilities - general.

Consistent with paragraph (1)(E), each Head Start gency shall have a policy council responsible for

the direction of the Head Start program, includingprogram design and operation, and long and short
term planning goals and objectives, taking into aawunt the annual communitywide strategic planning
and needs assessment and self-assessment.

(d) The Policy Council

Responsibilities-The Policy Council shall approverad submit to the governing body decisions about
each of the following activities:

(i) Activities to support the active Engagement oparents in supporting program operations, including
policies to ensure that the Head Start agency is sponsive to community and parent needs.

(ii) Program recruitment, selection, and enrollmentpriorities

(iif) Applications for funding and amendments to aglications for funding for programs under this
subchapter, prior to submission of applications desibed in this clause.

(iv) Budget planning for program expenditures, inclding policies for reimbursement and
participation in policy council activities

(v) By-laws for the operation of the policy council

The Policy Council is presented with the commuaggessment with discussion held regarding thesssue

Self-Assessment

Policy Council members are involved in the progmself-assessment each year. Members receive the
results of self-assessment, including non-compéassues (when the agency does not meet the rawrite
of the Performance Standards) and program improrereeommendations. All Policy Council members
have the opportunity to discuss and give inputhenresults of self-assessment at the Council’s intypnt
meeting. Policy Council members are also informftihe date and time of the federal monitoring egwi
that occurs every three years. Policy Council membiscuss and provide input for any correctiomgpla
which are the result of self-assessment or feaeoalitoring review. The Executive Director is respible
for ensuring the Policy Council is kept up-to-datethe status of any correction plans.




Program Goals and Objectives

The program includes long range program goals, shtirt term objectives within the 5 year grant
application submitted to the Office of Head St&ese goals are based upon information from the
community assessment, self-assessment resulterganten readiness outcomes, family engagement
outcomes, and staff and parent input. Goals anectbes are reviewed and approved by the Policyn€ibu
and Board prior to submission. Yearly progresisutnented, reviewed by Board and Policy Council and
submitted to the Office of Head Start within theaal grant renewal submission.

Policies and Procedures
Policy Council, Management Staff, and the govertiady (Grantee Board) work closely together to emsu
that policies and procedures are developed in awghy that directly benefits service delivery.

Program Recruitment and Selection
Program recruitment and selection priority are aped by Policy Council and then sent to the Board.

Funding Applications

All funding applications and amendments to fundapglications for Head Start, including administrati
services, are presented to Policy Council membeadtze Board by key Management Staff, for revie@ an
input before submission to HHS. At the Policy Cauand Board of Directors meetings, there are
opportunities for questions and input. Significardgram changes are discussed prior to their &ppro
The Policy Council and Board can discuss and gipetiand direction to Management staff.

Budget Planning

Budget planning is part of the funding applicatipocess. Policy Council members are involved iddgeat
planning and have input into all budget areasyigicg policies for reimbursement for Policy Council
participation and the budget amount set aside dicy?Council training and conference attendance.

Policy Council By-Laws

The Policy Council has a set of established By-LaWte By-Laws ensure the Council is aware of thalies
and responsibilities, procedures, and federal requents concerning their capacity and function. The
council is trained at an orientation session dfteir election in the fall and before they offityatonduct
business. During the orientation the By-Laws aviesged and given to the Council as part of their
Handbook. The By-Laws are reviewed annually in Mpyithe current Policy Council. Any changes can be
made by a two thirds vote of members present. Bjhkeaws are then submitted to the governing board f
approval.

The Governing Board elects a representative t&tliey Council and the Policy Council elects a
representative to the Board. Ongoing communicdtawms between the Policy Council and the governing
Board in this way. Minutes from Policy Council niegs are mailed to Board Members in Meeting Packet

Procedures and By-Laws for Parent and Child Togg®®CT) for West Central Illinois Policy Councitea
detailed in the Policy Council Handbook.



Complaint Procedure

Community Representatives on Policy Council sesra Bnk to communities by bringing information rfino
agencies in their communities and also by takifigrmation to their communities.

Community Complaints

Step 1:
Members of the communities served by PACT for Wassttral lllinois who have complaints about
the program should submit their complaints to tRedgtive Director.

The Director will endeavor to resolve the complainthe mutual satisfaction of both parties. # th
resolution is not satisfactory, complaint procewdStep 2.

Step 2:

Complaint shall be submitted in writing to Policp@hcil for consideration and resolution.
Community members will be notified as to when thenmittee will consider the complaint and
given sufficient opportunity to be present.

In the event of a variety of complaints, or in &sjfufor more information, Policy Council members

may wish to schedule a special meeting to giverjgar@nd/or community members a chance to ask
guestions and provide input to Policy Council merabe

Parent Complaints

Lt #l S %
&$ ' ( $ ) %
) I T
' ! % &% : (
$ ) %
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POLICY COUNCIL PROCESS TIME TABLE

Policy Council Timeline for Training and Input toedgram Policies and Procedures

Month Training Program Input/Approval/Information
Aug/Sept Elections and Orientation at Family Events SOPM revisions
Representation to Policy Council Nomination/election of Community Reps
Roles and Responsibilities
Parent Engagement in Head Start
October Strategic Plan for PACT
Elect Community Reps
October Policy Council handbook Strategic Plan for PACT
Introduction to Head Start Terms
Orientation Confidentiality/ Standards of Conduct
Officer job descriptions
Resolution of Internal Disputes
Meeting procedures including Robert's Rules of
Order
Conflict of Interest
November Overview of Fiscal Procedures and Reports Elect Officers/appoint committee members
Conference procedures Financial and Inkind Reports
Parent Training Money Annual Audit
Federal Regulations and Work Plans
December Self Assessment Overview Child Outcomes
January Semi-Annual Report
February Eligibility Training Agency Training Plan
March Grant Input and Approval
Recruitment/Eligibility Selection Criteria/child
Outcomes
April Review of Policy Council By-Laws
May Work Plan Changes
PC By-Laws Approval
June Child Outcomes
July Semi-Annual Report

Additional items as they occur

Additional Grant applications

Audit Report

Self-Assessment Corrections

Community Assessment

PIR

Communication and guidance from the Secretary o6DH

Monthly action and reports on:

Finances inclugloredit card, child care and USDA
Inkind

Emelit and Attendance
Personnel



SECTION Il



ARTICLE | - NAME

The name of this organization shall be the PACTdydCouncil.

ARTICLE Il - PURPOSE

The PACT Policy Council provides a formal structtireough which parents can participate in the msce
of making decisions about the nature and operatbtise program. The primary purpose of the Policy
Council is for parents to share in the decision-imglprocess for future programming, be able todrin
about effective change within the PACT program, agwive training to enable them to become effectiv
advocates for children in their communities. Thé&daCouncil, PACT management staff, and Governing
Board (Grantee Board) work closely together to em$iiat policies and procedures are developedah au
way that directly benefit service delivery.

1.

10.

11.

12.

ARTICLE Il - INTENT

To patrticipate in, discuss, and provideutngn the results of annual assessment and federal
monitoring reviews of the PACT program.

To approve program goals.

To approve the selection of delegate agenit needed, and areas in the community in wiheh
PACT program shall operate.

To approve plans for using community reses.

To approve criteria for the selection bildren within applicable laws and HHS guidelines.

To approve the composition of the PACTid&3oGroups and the method for establishing them.
To approve PACT Personnel Policies.

To approve the establishment of hiring fardg criteria for all PACT staff, regardless fuinding

source.

To approve the hiring and firing of all A staff, regardless of funding source, with theeption
of the Executive Director/ Head Stanteldtor (these two positions are the same at PAif)the
Chief Fiscal Officer

To approve PACT Career Development Plans.

To approve PACT Grievance Procedures.

To approve requests for funds and proposell prmgrams prior to sending to HHS.
Including budget planning for program exgi¢ures, including policies for reimbursement and



13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

participation in Policy Council activities
To approve PACT's annual Collective Bargagwgreement (Union Contract).

To approve major changes in budget or woolgiams and program options while the
program is in operation.

To establish a method of hearing and resglegommunity complaints about the PACT
program.

To serve as a link between, and work cloggly the Governing Board, Parent Groups, public
and private organizations, and the comnyuatitarge.

To initiate suggestions and ideas for progiraprovements.
To plan, coordinate, and organize agency-adities for parents.

To recruit volunteer services from parentsnunity residents, and organizations, and
mobilize community resources to meet ideattiprogram needs.

To report to designated Parent Group montalinform them of program updates.

To distribute Parent Activity Funds to Par€oimmittees through the approval of the
annual Head Start grant and work plans.

To encourage parent involvement in progrativides.

ARTICLE IV - FORMATION

Article IV: New members of the Policy Council adeaed early in the program year at Parent
Orientations and throughout the year as openingsrofolicy Council members are elected
from each of PACT’s program area Parent Groups. r@onity Representatives to the Policy
Council are elected by the new Council at thestfmeeting. Policy Council orientation is held
each program year after elections are completdtead®arent Group orientations. The previous
year’s Policy Council serves until the new Coumncgeated and elects officers.

ARTICLE V — MEMBERSHIP

Section 1 - Composition of the PACT Council

The Policy Council will consist of Parent Represgines and no more than five (5) Community
Representatives. All Parent Representatives neuptitents of currently enrolled children. No
Grantee staff may serve on the Policy Council se®aGroups. Policy Council membership
will always consist of at least fifty-one percebi$o) of the members being parents of currently
enrolled Head Start children.



The parents from each Parent Committee (Parentg}breill elect their representatives to Policy
Council at their Parent Committee meetings.
Composition as approved by the board and PolicynCibis as follows:

Center # of HS Reps # of EHS Reps
Beardstown 0

Camp Point
Carthage
Macomb
Pittsfield
Totals

AN olwlw

[ERY
Ll I PR R

4

EHS HB # of EHS Reps
Area 1
Area 2
Area 3
Area 4
Area 5
Area 6
Area 7
Area 8
Area 9
Totals 0

OlR|RFR|IRIFPIFRIRPFRF

Parent Policy Council members will be responsiblecbmmunication between the Council and
their designated Parent Groups.

Other programs governed by PACT’s Policy Council ae given an opportunity to submit a name or
names to Policy Council for consideration as a Comity Representative.

Section 2 - Term of Office

All Policy Council Members and Community Represénés shall be elected to serve a term of
one (1) year. The term of office will begin thestimeeting after Policy Council Orientation and
end after the next year’s Policy Council Orientatiwith the exceptions of the Officers. No
Council Member or Community Representative mayeenore than three (3) years.

Section 3 - Voting Rights
Only duly elected Parent and Community Represemsthall hold Policy Council voting
rights. The Chairperson shall vote only in the aafse tie.



Section 4 - Termination of Membership

Membership on the PACT Policy Council is automalycgerminated if a member is absent from
four (3) duly called meetings. Absences from special mgstwill not be counted against Policy
Council Members.

Section 5 - Resignation
Resignation of members or alternates from the Cibahall be by letter, telephone, or in person to
the ERSE/Transportation Coordinator or the Polioyil Chairperson.

Section 6 - Vacancies
Vacancies occur in the Policy Council when a memébésigns or has missed thre¢ ¢8ly called
Policy Council meetings.

In the event of a vacancy of a seat of a ParentdReptative written notification from PACT’s
ERSE/Transportation Coordinator shall be senteéd®thrent Group Chairperson, Teacher, and
Family Advocate of that program area. The replaa@mshall be duly elected by the appropriate
Parent Group. After a Board Representative vachasyoccurred, notification shall be sent to the
Board Chairperson so that a replacement can bechainghe event of termination or resignation
of a Community Representative, a replacement magldmed by the current Policy Council.

ARTICLE VI - OFFICERS

Section 1 - Officers
The officers for the Council shall be ChairmersVice-Chairperson, Secretary, and
Representative to the Board.

Section 2 - Election of Officers

Officers shall be elected by the PACT Poligu@cil each year at the second meeting of the
new Council. The officers shall take offidetae next meeting following their election. The
officers from the previous year shall continoeerve in that capacity until the seating of the
new officers.

Section 3 - Removal of Officers
Officers may be removed from office at anydiapon a two-thirds vote of those present at any
duly called meeting.

Section 4 - Vacancy

Vacancies shall be filled by election at tlextrregular meeting at which the vacancy occufs. |
the vacancy occurs in the office of Chairpardbe Vice-Chairperson shall assume the
responsibilities until a new Chairperson icétd. If a vacancy occurs in the role of
Vice-Chairperson or Secretary, the Chairpest@ll appoint a representative to act temporarily
in that capacity, until the new Vice-Chairperor Secretary is elected.



Section 5 - Chairperson’s Duties

The Chairperson shall conduct all meetings. Hegsladl, in consultation with the Council,
set the time and date of the regular meetings atitythe Secretary at least one (1) week
prior to all regular meetings and at least oned@h) prior to special meetings.

Section 6 - Vice-Chairperson’s Duties
The Vice-Chairperson shall assume all respongséslivf the Chairperson in her/his absence
and assist the Chairperson upon request.

Section 7 - Secretary’s Duties

The Secretary shall maintain minutes of all regalaat special meetings. He/she, in
conjunction with PACT’'s ERSE/Transportation Coostor, shall keep a record of attendance
for all meetings and notify the Chairperson whdRepresentative’s seat has been vacated
due to lack of attendance.

Section 8 - Policy Council Representative to thardo

The Policy Council shall appoint one of its offisers a designated Representative to the
Governing Board. The designated Board Represegatitm Policy Council must be approved
by a simple majority vote of the Board and hawating rights as a Governing Board member.
The Policy Council Representative to the Boardldielesponsible for representing views of
the Policy Council to the PACT Governing Board aeplorting back to Policy Councll
information concerning Board action. Ongoing comination flows between the Policy
Council and the Board in this way.

Section 9 - Board Representative to the Policy €Cbun

The Governing Board may appoint a representativbed’olicy Council to serve as a Community
Representative. The Policy Council must approeeGbverning Board Representative. The Board
Representative is a voting member of the Cour@iigoing communication flows between the
Governing Board and Policy Council in this way.

ARTICLE VII - SUB-COMMITTEES

Section 1 - Executive Committee
The Executive Committee shall consist of the oficef the Policy Council. The
Executive Committee may act for the full Councikath time as the Chairperson deems
it necessary to carry out the interim busines$ieRACT program with the exception of
hiring and firing of personnel. Actions taken g tExecutive Committee shall be
reported at the next meeting of the Policy Council.

Section 2 - Other Committee
The Chairperson shall select committeenbers and Chairpersons to serve on special
committees when necessary. A quorunafmommittee shall consist of fifty per cent
(50%) of the committee membership. araxes shall be filled by the Policy Council
Chairperson.



ARTICLE VIl - MEETINGS

Section 1 - Regular Meetings
The time and date of regular meetings shall bégéhe Chairperson of
each incoming Council in consultation with the memnsiip. All Policy
Council meetings are open for any Head Start pdoeattend at any time.
Other guests may be invited with prior approvathe Policy Council.

Section 2 - Special Meetings
Special meetings may be called by the Chairperadritee PACT
Executive Director. Policy Council conference salte considered
special meetings. In emergencies, ballots by maif also be used to
conduct business, with the exception of hiring serchination of
personnel. If a ballot vote is required, care Wéltaken to ensure that
members have received the information beforehaddtzat input has
been asked for. Personnel hiring and terminatioust be addressed
through regular meeting and/or conference calls.

Section 3 - Notice of Meetings
Members of the Council shall be notifa all regular meetings at least
one (1) week in advance of the meeding as early as possible in advance
of all special meetings.

Section 4 - Quorum
A quorum shall consist of fifty per ¢€50%) of the voting
representatives of the Council. Areftfiate who is not elected to serve as
a Representative shall not count towarduorum.

Section 5 - Conduct of Meetings
All meetings shall be conducted acoaydo “Roberts Rules of Order”.

ARTICLE IX - STANDARDS OF CONDUCT

As Volunteers for PACT for West Central IllinoisbiRcy Council, members agree to
abide by the following PACT Standards of Conduguiseements:

1. Respect and promote the unique identity o eadd and family and refrain
from stereotyping on the basis of gende rathnicity, culture, religion, or
disability.

2. Follow agency confidentiality policies concdegninformation about children,
families, and agency personnel and PolicyrCdumembers.



ARTICLE X — CODE OF CONDUCT
Policy Council members are required to sign a Rdiouncil Code of Conduct signifying:
1. They do not have a conflict of interest with #gency

2. They do not receive compensation for servinghenPolicy Council or providing
services to the agency

3. They, nor their immediate family members, areamployed by the agency

4. Members will not solicit or accept personal giias, favors, or anything of significant
monetary value from contractors or potentialtcactors.

ARTICLE XI - RESOLUTION OF INTERNAL DISPUTES

The functions of the Policy Council, which the Coilmust approve or disapprove, are outlined
in the Head Start Performance Standards, Sectio#.83, Program Governance, Appendix A -
“Governance and Management Responsibilities.” hdisagreement occur between the
Policy Council and Governing Board upon approvalisapproval of the functions outlined in
the By-Laws of the Policy Council and Governing Bhahe Executive Committee of both
parties shall meet within ten days to discuss asdlve the conflict or dispute. Should the
conflict or dispute reach an impasse, the issuemale into formal mediation. Instructions for
mediation are located in the ACF-PI-HS-96-16 Messued from the Head Start Bureau on
10/04/96 and are included in the appendices seofitiee Policy Council Handbook.

ARTICLE X1l - AMENDMENTS

The By-Laws may be amended by two-thirds vote oféhpresent at any duly called meeting of
the PACT Policy Council.
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SECTION IV



Mileage & Babysitting Reimbursement
Mileage

As a Policy Council member or alternate you witteie reimbursement for your

mileage to and from Policy Council megséin You will be paid $0.50 per mile.

A mileage sheet must be completed, sidpyegbu, and approved by the ERSE/Transportation
Coordinator before payment is made.

There is an example of a mileage fottached that has been filled out. Please
follow the example when completing yéanm. Destination and Purpose
column’s need to contain the following:

Town where ymuiteage begins (if in country you may

write RR Liberstc.) and trace your path from there.

If you must takaur children to a sitter in a different town
From where yore| you should include that on your mileage
sheet.

Babysitting

The following are the maximum rates that you maydimbursed for Policy
Council member’s babysitting costs.

lchild............ooon. $D per hour
2 children...............$3.50 per hour
3 or more chddr....... $4.00 per hour

If you have to pay more than the abamv@unts, you will be responsible for
paying the remainder. Babysitting reimsement will be paid in cash to the
Policy Council member immediately aiech meeting.

We must have a babysitting sheet filled out by yowsigned by your
babysitter, and approved by the ERSE/Bnsportation Coordinator before
payment will be made. We will not paymmediate family members (such
as siblings, spouses, grandparents, .&twho reside in the same household
for babysitting for you.



INKIND CONTRIBUTIONS-NON FEDERAL SHARE

CHILD’'S NAME: CB 1 AREA# 2

VISIT IN HOME: yes no AMOUNT OF TIME DONATED: 3 min/hrs MILEAGE:
4

Description of material donated etc 5

FOR WHAT USE: 6 ATB OF
CONTRIBUTION: 7

DONATED BY: 8 PRINTEIAME: 9

PLEASE CHECK THE APPROPRIATE BOX
A-AGENCY OR BUSINESS
F-FORMER PARENT/GUARDIAN 10
N-NON PARENT
P-PARENT/GUARDIAN

APPROVED BY: TITLE:

(PACT EMPLOYEE)
(Attach any receipts for items donated to showalue of item)

1. and 2. This is the home based area or classrodhat your child is in, if you are community repreentative
just write across top

3. This amount is your travel time, your meetingime, and your preparation time (such as reading the
materials in your packet) Total

4. If you donate your mileage put total round triphere. If you are being reimbursed do not write apthing
5. This is what is donated such as travel time, raéng time, and preparation time

6. This is the name of the meeting such as PolicyoGncil

~

. Today’s date
8. Your signature
9. PRINT your name clearly

10. Check who you are: were you a parent or areoy a current parent in the program



17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
39
40
41
42

$ 8.50
$ 9.00
$ 9.50
$ 10.00
$ 10.50
$ 11.00
$ 11.50
$ 12.00
$ 12.50
$ 13.00
$ 13.50
$ 14.00
$ 14.50
$ 15.00
$ 15.50
$ 16.00
$ 16.50
$ 17.00
$ 17.50
$ 18.00
$ 18.50
$ 19.00
$ 19.50
$ 20.00
$ 20.50
$ 21.00

59
60
61
62
63
64
65
66
67
68
69
70
71
72
73
74
75
76
i
78
79
80
81
82
83
84

PP P PP PP PP PP P P PP PP PP PP PP PP R

29.50
30.00
30.50
31.00
31.50
32.00
32.50
33.00
33.50
34.00
34.50
35.00
35.50
36.00
36.50
37.00
37.50
38.00
38.50
39.00
39.50
40.00
40.50
41.00
41.50
42.00

125
150
175
200

$ 62.50
$ 75.00
$ 87.50
$ 100.00

Excel 7/2016



IN-AREA TRAVEL REIMBURSEMENT FORM

Destination Reimbursement
Date Total Miles & Purpose Amount
From Home to Mt St/PC meeting to
08/02/16 72 Home. End at Home. 36.00
Total Reimbursement Amount: 36.00

Staff's Signature
Date Today’s date

Supervisor’'s Signature

Your Signature




SECTION YV



Confidentiality Training Guide

Head Start Performance Who is Who Time lines or Form

Standard Number Responsible mpléments On Going Name
Executive All Staff On Going Confidentiality
Director/ Training Guide
Administrative Sign-off,
Assistant Release Forms

Overview of Confidentiality

The Need for Confidentiality

One of the most important issues at the heartl dfusmhan services work is confidentiality.
Confidentiality is an issue that programs deal \eitery day. When determining eligibility for
services and providing needed and appropriate respuhuman service agencies require that
children and families share very private informatabout themselves. It is our obligation to
ensure that this information is released only whecessary and with permission.

The information becomes beneficial when tlerect amount of information is shared in time

to plan and deliver services to the parent andichonfidentiality is based upon the basic rights
of the parents; it is an ethical obligation of #evice agency worker and is necessary for
effective services delivery. The watdnfidentiality comes from the wordbility and

confidence able to keep information held in confidence.vRely, ethics, and trust all make up a
concept known as confidentiality. Every human merworker has the obligation... to respect
the integrity and promote the welfare of the fanwiyh whom they are working (American
Personnel and Guidance Association Ethical Stasda@b1). The Head Start Program
Performance Standards state that all staff, ccanrstslt and volunteers must follow their
program’s written confidentiality policy concerningormation about children, families, and
other staff members.

Solers and Peters (1993) list several reasongébegiing the privacy of children and families
when providing services to them:

“Confidentiality restrictiongrotect embarrassing personal information from
disclosure This information may include histories of emaotibinstability,
marital conflicts, medical problems, physical oxisa& abuse, alcoholism, drug
use, limited education or erratic employment.

Confidentiality provisions alsprevent the improper dissemination of information
about children and families that might increase likelihood of discrimination



against them. Such information—about HIV statusntal health history, use of
illegal drugs, or charges of child abuse—can benfarif released. Harm can occur
even if records show that the information is ungroer inaccurate.

Protecting confidential information can be necegsaprotect personal security
For example, in a domestic violence situation, laussad woman who leaves
home may be in great danger if her new locatiafigslosed.

Confidentiality provisions alsprotect family security Many immigrant families,
for example, shy away from using public healthickror other social services for
fear that the Immigration and Naturalization Seewall take action against them.

Restricting the information that human servicesnages receive may algootect
job security Some information-such as a history of mentalthéeeatment—
may have no connection with a person’s actuallygetiormance but could
jeopardize the individual’s position, likelihood pfomotion, or ability to find
new positions.

Children and families may also wantawoid prejudice or differential treatment
by people such as teachers, school administrandsservice providers.
Teachers may lower their expectations for the caridhey know are eligible for
food stamps or free school lunches. This mayrsetation a self-fulfilling
prophecy in which lowered expectations lead to ledeerformance.

Confidentiality provisions may also be necessamgrtcourage individuals to
make use of services designed to help thAdolescents may avoid seeking
mental health services at a school-based cliniegxample, if they believe that
information will get back to their teachers, pasgmir peers.” (pp. 6-7)

Families need to be assured their information & kenfidential because it allows people to
seek help without fear of stigma, retaliation, gig@val, or damage to other relationships.
Confidentiality encourages both disclosure andntlagtenance of trust, both essential for
effective social service delivery.

Need to Know

In Head Start, before we can help a family, weeajaften need to know many things about them.
In general, the more that is known about a fantilg, better they can be served. Staff members
gather important information about the family thgauecords, conversations, home visits, or
family conferences. During these formal and infakactivities, family members often provide
details of family life. Having more information @it the family allows staff to respond
appropriately, however staff should not pry deeptr a family’s personal affairs than is
necessary.







