
 
 

 
REGION 9 HEAD START 

ERSEA MONITORING TOOL  
2019-2020 

(completed 1 time annually: spring – ERSEA Manager 
Monthly monitoring kept with HS Coordinator) 

 
 

MONITOR:              
 
SITE:                                                                                          DATE: 
 
1302 – Subpart A: 
# of students in the classroom: TOTAL:      3 year olds:    4 year olds:   
Predominant age of children in the classroom (must be maintained all year):    
Language spoken by majority of the children in the classroom:     
If more than ½ of the children in the classroom speak Spanish, is there a 
classroom staff member that speaks Spanish? YES    NO 
 

1302:12  - Eligibility YE
S 

N
O

 

1. Children served are 3 or 4 on date used to determine eligibility for 
public school, September 1st. 

  

2. Program has a system to ensure that staff follows federal enrollment 
and eligibility requirements. 

  

3. Documentation is present to reflect how eligibility is determined.   

4. Staff is able to describe documents that are reviewed to determine 
eligibility. 

  

5. Eligibility is clearly documented for families who report zero-income, 
homeless status, or self-declared income. 

  

6. Child’s file has a signed statement (by appropriate Head Start staff) 
stating that the child is eligible to participate in the program.  

  

7. 
Signed statements indicate which documents were reviewed to 
determine eligibility (ex: Tax Form 1040, W-2, pay stubs/envelopes, or 
employers’ written statements).  

  

8. Child’s folder has documentation to reflect which income category in 
which the child was enrolled. 

  

9. Has the program enrolled children who are outside the defined income 
eligibility requirements or who are not categorically eligible? 

  

 

1302:13  - Recruitment YE
S 

N
O

 

1. Can staff discuss when recruitment is initiated each year?     

2. Can staff describe the ongoing recruitment process used to actively 
recruit Head Start eligible children? 

  

3. Does program staff describe and document the systematic ways it 
locates eligible families for the program. 

  



 
 

4. 
How does program ensure the number of applications received is 
greater than the number of available enrollment opportunities for the 
upcoming year? 

  

5. Staff is able to describe and document wait list is sufficient to fill 
enrollment vacancies throughout the enrollment year. 

  

6. Program staff can describe and has documentation to support efforts to 
actively locate and recruit children with disabilities for the program. 

  

7. Collaboration is evident with the LEA and/or Part C (ECI) Agency.   

8. Documents and materials are evident of efforts to the programs 
commitment to enrolling and serving children with disabilities. 

  

9. Staff can describe program’s plans and procedures for recruitment, 
including efforts to solicit applications and timelines involved. 

  

10. Specific types of transportation assistance is offered and made clear to 
all families in the program’s recruitment efforts/announcements. 

  

1302:14  - Selection YE
S 

N
O

 

1. Program staff can describe process for developing selection criteria, 
including who is involved in the process. 

  

2. Staff can describe when the selection process is updated to ensure 
families with the most need are being served. 

  

3. 
Selection is a formal process and all applications are systematically 
considered for enrollment, criteria considered includes income, age, 
points, and other factors as determined by the program.    

  

4. The program has developed a written selection system and criteria that 
is applied to all applications. 

  

5. 
Program is able to reflect that priority is given to low income and 
categorically eligible families prior to serving children whose family 
income falls above the poverty line. 

  

6. Children who receive public assistance, foster children, and homeless 
children are given priority in the selection system. 

  

7. Enrollment process and procedures reflect that proper outreach occurs 
before enrolling children above the poverty line. 

  

8. Enrollment process ensures that a selection meeting occurs before 
children are offered an enrollment opportunity. 

  

 

1302:15  - Enrollment YE
S 

N
O

 

1. What percentage are children with disabilities of the program’s actual 
enrollment? 

  

2. 
Does the program have any examples of children with disabilities that 
were denied enrollment or transitioned to another program because 
Head Start was not an appropriate placement? 

  

3. Does the actual enrollment figure include 10% children with disabilities?   

4. If actual enrollment by mid-year does not reflect 10% of children with 
disabilities does the grantee have the appropriate waiver? 

  

5. The program has a process for developing a ranked wait list and wait 
list is kept current at all times. 

  



 
 

6. Program is able to use wait list to ensure children ranked according to 
selection criteria enter the program as vacancies occur. 

  

7. The program has documentation to support monthly enrollment data to 
OHS. 

  

8. The program is at its full funded enrollment.   

9. 
The program enrolls children who are categorically eligible as 
determined by income eligibility requirements and or homeless, foster 
child, receiving public assistance. 

  

10. Documentation is in place to support the enrollment of an over income 
child, if the need arises and decision includes ERSEA manager. 

  

1302:16  - Attendance YE
S 

N
O

 

1. How is absenteeism documented and tracked?   

2. Is absenteeism analyzed and does the process support resolving 
absenteeism problems? 

  

3. 
Does documentation reflect support given to families whose 
attendance falls below the Head Start recommended 85%, due to 
unexcused or undocumented absences? 

  

4. 
Does documentation reflect that contact is made within one (1) hour of 
a child not showing up for school, and that a home visit is made after 
two (2) consecutive no-show/no-contact days? 

  

5. Children with four (4) or more consecutive absences have 
documented efforts to assist children in attaining regular attendance. 

  

6. Children with five (5) tardies have received a referral to the Family 
Service Worker for appropriate follow-up and documentation. 

  

7. 
Children with five (5) unexcused absences have received a referral to 
the Family Service Worker for appropriate follow-up and 
documentation. 

  

8. 
Ongoing procedures for the program reflect that parents are not 
required to pay any fees as a condition of their child’s enrollment or 
participation in the program. 

  

 
COMMENTS:           

             

             

              

             

             

              

 
Completed by:                                                                            Date:                                                                         


