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POLICY:

All personnel that are reported in the Program Information Report will have records maintained at the Early Childhood Offices.  School Districts and Special Education Cooperatives will maintain personnel files for employees with whom they have contracts.  
Personnel reported in Program Information Report are defined as: 


1).  Any staff paid with Head Start Funds 

2).  Any staff considered part of a class student-adult ratio in classrooms with  

       Head Start students. 
PROCEDURE:

1.) Personnel Records maintained at the Early Childhood Offices are the responsibility of the Early Childhood Secretary to Director and Assistant Directors. 
2.) Personnel Records will be maintained in a locked and secure location.
3.) Personnel Records will be accessed only by the Director and Head Start Secretary to Director and Assistant Directors. 

4.) Records kept at the Early Child Office in a personnel file include:
a. Health: physical and TB 
b. Proof of criminal background check

c. Standard of Conduct/Confidentiality Form

d. Professional documentation: license, certificate or degree held

e. Evaluations

f. Staff orientation form (when applicable)

g. Professional Development Plan
h. Record of trainings attended

5.) Health records will be kept separate from other documents.

6.) The following documents will be scanned and attached to the employees ChildPlus file:

a. Proof of criminal background check

b. Professional documentation: license, certificate or degree held

c. Professional Development Plan

7.) The following items will be documented into ChildPlus:
a. Last evaluation date

b. Employee start date of serving the Head Start program

c. Documentation of transfer between programs in comment area

d. Date of last physical and TB

e. Date of criminal background check
f. Employee contact information

g. Employee education and professional credentials

h. Standard of Conduct/Confidentiality Form

8.) Physicals and TB questionnaire’s are to be updated every three years in the employees personnel file.

9.) Each employee has the right to review his/her personnel file.

10.) No records may be taken from the Early Childhood Office.

11.) Professional Development Plans will be updated at the time of relicensing 
or renewing of professional plans.  All others will renew their Professional 
Development Plans a minimum of one time every five years. 

