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	Policy Statement:
	Delta Head Start/Early Head Start will match federal funding sources with 20% of the federal budget for each program year through in-kind donations or services.   For use in our program, this policy is to establish clear procedures for identifying, valuing, documenting and reporting non-federal share contributions. All in-kind must be an allowable cost under federal cost principles.  


	Procedure:
	· In-Kind share will be documented donations of time, goods and/or services to the Head Start program. A large portion of Head Start's non-federal share is from parents' donation of time in the classroom and in home activities with their children. Non-federal share credit can be received for donations of goods, services and value of donated space for Head Start activities. 

· Individual and Group Volunteer forms are available in each classroom. Volunteers’ date, document time and hours, activity completed, initial daily and sign the form, for all time spent in the Head Start classroom or for other volunteer services.  

· In-kind Donation forms will be completed by persons or businesses who donate goods or services. Any donations of goods should attach a receipt from the person who is making the donation showing the actual value of the goods they are donating. All donors should also receive a receipt from the program which is included on the bottom portion of the form. 
· Group and Individual volunteer sheets and In-Kind Donation forms are completed, signed by the participant and verified by signature of Head Start classroom staff and submitted to the Center Director monthly.
· The Center Director will review the in-kind forms and make them legible, accurate, and completed correctly before submitting them to the Parent Engagement Manager. 

· The Parent Engagement Manager calculates the value of the volunteers’ time by using the current rate of pay for a classroom teacher aide (TA) for volunteers in the classroom setting. The rate for classroom volunteers is currently $12.21 for 
EHS TA and $13.42 for HS TA. Volunteer time conducted outside of the classroom is calculated at standard minimum wage. This is currently $7.25 per hour. Volunteer time conducted at Policy Council is currently calculated at an administrative rate. This is currently $15.19_. The in-kind is then compiled into a report which is submitted to the Fiscal Consultant and the Head Start Director.   

· Fringe will be calculated utilizing 20% of the in-class value of volunteer time; it is already added in to the hourly rate for classroom volunteers.

· Funds including space and teacher services received from non-federal sources (i.e. state appropriated funds, public school collaboration funds, etc.) will be used as matching funds. Space donations will be allocated by appraisals of rental value or contract values when stipulated. Teacher services will be allocated by the Oklahoma Wage Report by the Oklahoma Employment Security Commission or contract values when stipulated. 

· The total amount of non-federal shares is recorded in the financial records at the end of each month and monitored by the Head Start Director.

· All contributions: 

· Must benefit the program and be allowable under the cost principles 

· Must be verifiable from the grantee’s records, including the source and application of cash match, services received, and donations of supplies and equipment 

· Of volunteer time, must include the establishment of a wage scale based upon the grantee agency’s internal scale or prevailing wages in the area and be documented via timesheets 

· Of supplies and/or equipment, should include a copy of a receipt issued to the donor with a description of the item, an estimate of the current fair-market value, the date received, and signatures of the donor and the recipient 

· Of cash, are only recognized as a match when the funds are expended on allowable purchases

· The following are examples of donations or services that can be used for non-federal shares but are not totally inclusive.  

· Volunteer services in the classroom or outside of the classroom, including Parent and Child Activity Time, Family Literacy Events, field trips, Raising- A- Reader and Fatherhood activities within the classroom etc. These services must benefit the program to be allowable. 

· Time donated to Head Start/Early Head Start by community members, the Community Action Board of Directors, Policy Council, and parents when they conduct management activities for our Head Start program.

· Any donated item that can be used in the classroom to support the curriculum or lesson plan, such as classroom supplies and materials. Materials donated must include a receipt from the donor to determine value. Any items that go home with a child are unallowable. 

· Field trips or special presentations at the value of the time given by the presenter.

· Facilities (classroom, office, meeting space) which Head Start is permitted to use at no cost or at a reduced rate.

· Clothing is not allowed as an in-kind donation. 

· Food used in the program, but not food given to parents or sent home.

· Cash donations may be used as in-kind when the funds are used for an allowable expense. Anything that is an allowable expense for the program grant can be considered in-kind. Only after the cash is converted to goods can it be allowed as in-kind. A receipt must be produced as documentation of worth before it can be counted. Receipts must be attached to the in-kind form before processing. 
· Any donated item or service for which Head Start/Early Head Start would pay for, 
and is allowable under the Federal Cost Principles, as a contribution. IF it remains in the center and is used by the Head Start program. If we would have had to purchase it for services, it is considered allowable in-kind. A receipt must be attached with the value that had not been donated 
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