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	Policy Statement:
	A communication system ensures the exchange of information that allows individuals to become involved in programming activities and to assist in making group decisions that promote a quality program. Delta will ensure that timely and accurate program information is provided to staff parents, Governing Board, Policy Council and the general community.  

	Procedure:
	I. Procedure

HSPS 1302.90(a) & (b), 1302.91(d), 1302.102(b), 1302.101(a)(1)

Effective communication supports staff development, collaboration, and informed decision-making. Delta Head Start ensures regular and ongoing communication through the following methods:
1. The Executive Director maintains an open-door policy for staff, parents, community members, and partners. 
2. Program updates and operational changes are communicated between the Executive Director and Head Start Director as needed
3. Management team meetings are held at a minimum of quarterly.  Center Directors and management staff meet at least quarterly or as needed to discuss program operations, planning, training purposes on Compliance Day and updates.
4. Staff communication occurs through personal discussions, email, memos, telephone, newsletters, and meetings.
5. Pertinent information is distributed by the Head Start Director through written or electronic communication.
6. Family Services staff meet quarterly or as needed to discuss family needs and program improvement.
7. Center staff meetings occur at least every other month, with attendance and minutes documented and shared with management.
8. Staff receive annual performance evaluations addressing strengths, improvement areas, and professional development needs.
9. In-service or Compliance Days include opportunities for information sharing and collaboration.
10. Regulatory updates from HHS and other authorities are shared with appropriate staff.
11. Staff are informed of employment-related updates, funding changes, benefits, promotional opportunities, and regulatory updates through memos, phone calls, newsletters, the agency website, and other appropriate methods
II. Communication with Parents

HSPS 1302.34, 1302.41(a)(b), 1302.101(b)(2), 1303.21-1303.23, 1302.41, 1302.90(b)(2)
POLICY: Delta Head Start ensures ongoing, two-way communication with parents throughout the program year.
1. Communication occurs in the parent’s primary language or through interpretation services as needed. Children’s health, development, and learning progress are shared in a timely manner.
2. Delta Head Start will:

· Obtain written parental authorization from parents or legal guardians for health and developmental services, and documentation of any refusals; 

· Share policies related to health emergencies and urgent medical care. 
3. Parents will be orientated through the enrollment process, and the first parent meeting will include orientation information for attending families at the beginning of the program year.  
At least three additional parent meetings will be held by November 15th, February 15th, and April 15th of each academic year.
Additional meetings may be held based on family and community needs. Management staff attend meetings to provide information and training.
4. Parents receive information through written notices, classroom communication, phone calls, electronic systems (Child Plus, Ready Rosie, Teaching Strategies), the agency website, social media, and center bulletin boards. Parent bulletin boards at each center.
5. Home visits are conducted twice per year at locations chosen by the parent.

6. Parent-teacher conferences are held at least twice per year or as needed.
7. Parents are encouraged to participate in training, serve on committees, and volunteer in classrooms.
8. Staff communicate education, training, and engagement opportunities during home visits and conferences and provide referrals as needed. 
9. Parents may attend in-service training and serve on committees within the agency when appropriate. 

III. Communication with Governing Board and Policy Council

HSPS 1301.1, 1301.2, 1301.3, 1302.102(d), 1302.101(a)

1. The Head Start Director provides written and oral reports to the Board of Directors and Policy Council, including program enrollment, attendance, CACFP reports, training, compliance updates, directives from HHS and other regulatory agencies and upcoming events.

2. The Program Director attends Governing Board meetings to share Policy Council business, activities and concerns.

3. A Board report is presented at each Policy Council meeting.

4. Policy Council representatives report information back to their parent groups at Parent Meetings and a copy of the packet is put in the Parent Committee Notebook at each center. 

5. Governing Board and Policy Council members are invited to attend training and planning meetings.

6. Policy Council will be mailed an agenda and the items to be presented before each meeting. Members are provided with opportunities to serve on subcommittees related to program planning. 

IV. Communication with the Community

HSPS 1302.53(a)(b), 1302.11(a), 1302.101(b)(1), 1303.21-1303.22

Communication with community partners supports service coordination and resource development for families.
1. Recruitment and outreach activities include public service announcements, news releases, flyers, and participation in community events.
2. Staff collaborate with community agencies to support family needs and coordinate services.
3. Community partners may serve as guest speakers or trainers with parent needs and interests. 
4. Interpretation services are arranged as needed to ensure meaningful access for families.
5. Staff use web-based systems to access meeting minutes, training opportunities, job postings, and program updates.
6. Email is used for communication among staff, parents, governing bodies, and community partners. Appropriate Use and Confidentiality policies apply.

7. Tracking and reporting systems are used to monitor child and family services.
8. With written parental consent, information may be shared with community agencies and school systems.

9. Parents can request a copy of their child’s file with advanced notice. 
10. Records will be maintained for a minimum of three years and destroyed securely thereafter. 
11. Official records and reports are maintained accurately and in compliance with federal and state requirements.
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