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	Policy Statement:
	To ensure an accurate and consistent procedure is followed when determining eligibility for Delta Head Start/Early Head Start: 

	Procedure:
	1. Create an eligibility record for each enrolled participant. Eligibility record will consist of the following: 

· Copies of any documentation or statements used to verify income eligibility 

· Statement that program staff has made a reasonable effort to verify information (as needed) 

· Statement staff conducted in-person or phone interviews and if a phone interview was necessary, document the reason. 

· Head Start Eligibility Verification Form  

2. Delta must conduct an in-person interview with all applicants, if an in-person interview is not possible a phone interview may be allowed. The staff must document why an in-person interview was not possible in the child’s eligibility determination record. 

3. Pregnant mothers and children 6 weeks to 3 years of age will be eligible for Early Head Start. 

4. Children must be at least 3 years of age by September 1st of the current school year and no older than 4 years of age by September 1st to be eligible for Head Start. 

5. Children with disabilities and children who are currently enrolled in Early Head Start may enter Head Start on their third birthday even if they were not three before or on September 1 of that current school year as: 

⮚ There is an available enrollment slot in the agency 

⮚ Head Start is an appropriate placement according to the child’s IEP. The decision of the placement by the IEP must have been made by a collective group, which may consist of the child’s parent/guardian, SoonerStart representatives, health professionals, public school and Delta Head Start. The IEP team must meet prior to enrollment into Head Start. 

⮚ Refer to Transition Plan 

6. A child’s age may be determined by any of the following: 

⮚ State certified birth certificate (preferred) 

⮚ Immunization record 

⮚ Hospital birth certificate 

7. Children who are in foster care due to state intervention, and children who are homeless by the McKinney-Vento Act definition are categorically eligible. No other income will be needed to verify eligibility. 

8. If a child is eligible under §1302.12(c)(1)(iii), homelessness or in foster care, Delta will allow the child to attend for up to 30 days per state licensing requirements, without immunization and other records, to give the family reasonable time to present these documents. In rare instances when a true family emergency exists, such as a death in the family or homelessness.  A program may allow a child to enter and remain for up to 30 calendar days, without an immunization record.  However, a dated and signed parent statement is required.  The records must be provided at the earliest possible opportunity.  If at the end of 30 days an up-to-date record has not been provided, the program must exclude the child.  No child may receive this waiver more than once.  Delta will work with families to get children immunized as soon as possible in order to comply with state licensing requirements 

9. Up to 35% of enrolled children and pregnant moms who are enrolled may have incomes between 100 – 130% of the poverty guidelines if they meet the selection criteria and who could benefit from Head Start/Early Head Start services as long as: 

· Delta Head Start/Early Head Start has established and implemented outreach and enrollment procedures that ensure all income eligible children/families are served first. 

10. Up to 10% of enrolled children and pregnant moms who are enrolled may have incomes that exceed 130% of the poverty guidelines if they meet the selection criteria and who could benefit from Head Start/Early Head Start services

11. Head Start/Early Head Start staff will examine and keep proof of income for the relevant time period from any of the following:  
⮚  Individual Income Tax Form  

⮚  W-2 Forms  

⮚  Pay Stubs  

⮚  Pay Envelopes  

⮚  Written statements from employers  

⮚  Documentation showing public assistance payments  

12. The Enrollment point system heavily weighs income eligible families above families who are above the federal poverty guidelines. 

13. Federal Income guidelines and definitions of income will be used to assist the staff when verifying income

14. Applicants for the Head Start program who are currently enrolled in the Early Head Start program will have their income re-verified. 

15. Children eligible to attend Head Start for a third year will have their income re-verified. 

16. Applications turned into staff will ensure all documents required for processing are attached and application is signed by parent. Documents required include but not limited to: 

· Document determining age (see above) 

· Social Security Card (if necessary for public school collaborations but not required by Head Start) 

· Proof of income (See above) 

· Placement papers for children in foster care (if necessary) 

· Statement of homelessness (if necessary) 

· Up-to-date immunization record or state approved exemption 

· Documentation of disability (if necessary) 
17. An interview in person or by phone will be conducted by staff to ensure all information is correct. If an in-person interview is not possible, a phone interview will take place by ERSEA staff. 
18. If a child is determined homeless or in foster care and does not have required documents, Delta has 30 days to assist parents in obtaining required documents. 
19. Age eligibility will be verified, before any other procedure will take place. 
20. Once, age has been verified, and child is age eligible, 
21. Income will be determined by ERSEA staff and a copy will be kept in the child’s Eligibility Determination Record, aka, child’s file. 
22. A program may make an adjustment to a family’s gross income calculation for the purposes of determining eligibility to account for excessive housing costs. A program may use available bills, bank statements, and other relevant documentation provided by the family to calculate total annual housing costs with appropriate multipliers to:

23. Determine if a family spends more than 30 percent of their total gross income on housing costs, as defined in part 1305 of this chapter; and

24. If applicable, reduce the total gross income by the amount spent on housing costs that exceed more than 30 percent.
25. ERSEA staff will receive annual training to ensure employees are fully aware of the consequences established by the grantee for employees who knowingly sign a verification form that contains false information. Staff will also sign a statement attesting to their knowledge of training received and the consequences of falsifying documentation. 
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