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ARTICLE I

Name 

Audubon Area Head Start Policy Council

ARTICLE II

Purpose and Function

Section 1

Purpose - The purpose of the Council shall be to carry out the provisions of the Performance Standards, the Head Start Plans and Procedures, represent public and private organizations, the Audubon Area Community Service Board of Directors, the communities served and the parents of children in Head Start (Hereinafter Head Start refers to the Head Start, Early Head Start, and Migrant Head Start programs). The Council will assist in the planning and the coordination of the Head Start Program in the counties of Caldwell, Christian, Crittenden, Daviess, Hancock, Henderson, Hopkins, Livingston, Lyon, McLean, Muhlenberg, Ohio, Todd, Trigg, Union, and Webster, in the Commonwealth of KY.

Section 2

Function - The functions of the Audubon Area Head Start Policy Council, in accordance with regulations of Health and Human Services/ Administration for Children and Families (HHS/ACF), include the following:

A. Policy Council works in partnership with key management staff and the Board of Directors to develop, review and approve or disapprove the following policies and procedures:

1. All funding applications and amendments

2. Procedures describing how the governing body and  appropriate policy group participate in shared decision-making

3. Procedures for program planning

4. The program’s philosophy and long- and short-term goals and objectives

5. Composition of the Policy Council and the procedures by which members are chosen

6. Criteria for defining recruitment, selection and enrollment priorities

7. Annual self-assessment of the program’s progress in carrying out programmatic and fiscal intent of its grant application

8. Annual independent audit

9. Program personnel policies and subsequent changes to those policies, including standards of conduct for staff, consultants and volunteers

10. Decision to hire or terminate the director of the Head Start program

11. Decisions to hire or terminate any person who works for the Head Start program

See chart in Appendix A.

B.
Policy Council performs the following functions directly:

1. Serve as link to the Parent Committees, to the Board of Directors, public/private organizations, and the communities they serve

2. Assist Parent Committees in communicating with parents enrolled in all program options to ensure they understand their rights, responsibilities and opportunities and to encourage their participation in the program

3. Assist parent committees in planning, coordinating and organizing activities for parents with the assistance of staff, and to ensure that funds set aside from program budgets are used to support parent educational activities

4. Assist in recruiting volunteer services from parents, community residents, and community organizations, and assist in the mobilization of community resources to meet identified needs

5. Establish and maintain procedures for working with the Board of Directors, Executive Director, and the Head Start Director to resolve community complaints about the program

See chart in Appendix A

Article III Membership

Section 1
A.
Parent Representatives.

At least fifty-one percent of the members of the Policy Council shall be parents of children enrolled in the Head Start program including blended Head Start/KERA preschool programs.  Parent representatives shall be elected from each local management area defined by the Head Start Program based on a minimum of one representative per area and a maximum of two representatives per area if the area enrollment is in excess of 300* children based on the projected enrollment of the current program year.  The parent representative(s) and alternate from each local management area will be selected at random from a maximum of one candidate elected by each parent committee (see Article V, Section 5).  *Effective October 1, 2003.
B. Parent Representatives-At-Large.

To insure proportional representation for each program option, a parent representative shall be elected for each program option other than center-based as defined by the Head Start Program based on a minimum of one representative per program option and a maximum of two representatives per program option if the program option enrollment is in excess of 300* children based on the projected enrollment of the current program year.  If Early Head Start is not represented by a current elected parent representative then an Early Head Start parent will be elected as a representative at large.  The parent representative(s) and alternate from each program option will be selected at random from a maximum of one candidate elected by the parent committee representing that specific program option (see Article V, Section 5).  *Effective October 1, 2003.
C. Community Representatives.

Community Representatives shall be selected from local businesses, public and private community, civic, professional organizations.  Emphasis should be placed on individuals whose expertise are in the areas of child development, health, administration, family services and/or community development.   Community Representatives may include the parents of formerly enrolled Head Start children.  One community representative from each local management area shall be selected and approved annually by the Executive Director of Audubon Area Community Services, Inc. from a list of potential candidate(s) submitted from each local area and then approved by the Policy Council.    

D. Alternate Representatives

One alternate from each local management area shall be elected to serve as the area’s parent  or community representative in the absence of either or both representatives. (see Article III, Section 1.A. for procedure for selection of alternate). 

E. Ex-officio Members

One member of the Audubon Area Community Services Board of Directors may serve as an ex-officio, non-voting member as determined by the Board of Directors.

F. Member-at-large

The Chairperson shall serve as a member-at-large in addition to the total of parent and community representatives.

G.
Eligibility
Persons employed by the Head Start program with the exception of temporary substitutes shall not be eligible to serve as a Policy Council member.

H. Changes in Membership Selection

Any changes in the process in which Policy Council Representatives are selected (i.e. Article III, Section 1, A-G of these by-laws) must be approved by the Board of Directors of  Audubon Area Community Services, Inc.

Section 2
Term of Office - Each member shall serve for one year beginning at the annual Policy Council Orientation Meeting (October).  Any portion of a year served will be considered a full year.  No member shall serve for more than three years in their lifetime.

Section 3
Voting Rights - Each member (Parent Representative or Community Representative) shall have one vote, the AACS Board Representative not included.  Members must be present to vote.  If either representative is not present, the alternate may vote.

Section 4
Dismissal – A parent or community member will be terminated if he/she misses three consecutive meetings. 

Section 5
Vacancy - When a vacancy occurs, the Alternate automatically becomes a Policy Council member.  A new Alternate shall be selected in accordance with Article III, Section 1 A.

Section 6
Nepotism - No one may serve on the Policy Council while a member of his/her immediate family is employed by Head Start except as a temporary substitute.  A member of the immediate family will be defined by this Policy Council as a Mother, Father, Husband, Wife, Daughter, Son, Brother, Sister, Mother-in-Law, Father-in-Law, Son-in-Law, Brother-in-Law, Daughter-in-Law, or Sister-in-Law.

Section 7
Duties of the members:

A. Attend meetings regularly

B. Be on time for all meetings

C. Review the agenda before the meeting.

D. Consider all the information as a representative from your area.

E. Report to the parents the information and actions taken by the Council

F. Accept and support the final decision of the Policy Council

Section 8
Compensation for eligible member – Compensation for mileage to Policy Council meetings and committee meetings will be paid at Agency's rate to representatives/alternates driving their own vehicle.  In order to be compensated, members may be requested to provide transportation to other members and must submit required documentation of travel.  Travel expenses and child care reimbursement for attending approved meetings or trainings may be paid to Policy Council members and alternates as per agency policy.  Reimbursement will be provided for travel to Policy Council meetings for all counties except the county in which the meetings are held. Staff will arrange transportation if necessary.
ARTICLE IV
Officers

Section 1
Designated Officers - The Policy Council shall elect a Chairperson, Vice-Chairperson, Secretary and Parliamentarian.  The Chairperson and Secretary shall be or have been a Parent Representative.  The Vice-Chairperson and Parliamentarian may be a Parent or Community Representative.  All officers shall be Representatives. Alternate members may serve on committees.  

Section 2
Election and Term of Office - Each officer shall be elected by a quorum of the full membership of the Policy Council.  The term shall be one (1) year.  Officers must be elected or reelected annually for up to a maximum of three terms.

The Nominating committee shall present their nominations for Chairperson for the up-coming year at the May meeting.  Additional nominations will be taken from the floor. The Chairperson will be elected at the June meeting and seated at the October meeting. From the time of election to the October meeting, this officer will assume the title of Chairperson-Elect.
During the Policy Council Orientation, the Nominating Committee will meet to determine a slate of candidates for officers.  Additional nominations will be taken from the floor.  Election will be held at the October Policy Council meeting.

Section 3
Removal - Any officer who fails to perform his/her duties may be removed by a two-thirds vote of the Council.

Section 4
Duties of the Chairperson - The Chairperson shall preside at all meetings; have an understanding of the By-Laws of the Policy Council; refrain from entering into debates of questions before assembly; shall extend every courtesy to the discussions of the motions; shall call meetings to order and formally close them; note whether a quorum is present and declare same; assist in preparing an agenda for each regular meeting; appoint or approve members to all committees; and may vote only to break a tie.

Section 5
Duties of the Vice-Chairperson - The Vice-Chairperson shall preside in the absence of the Chairperson, or whenever the Chairperson temporarily vacates the chair.  In case of resignation, termination, or death of the Chairperson, the Vice-Chairperson shall become acting chairperson for the remainder of the term.

Section 6
Duties of the Secretary - The Secretary shall be responsible for signing in of members; keeping a copy of the By-Laws, standing rules and list of members; recording and signing minutes; giving each member a copy of the minutes of each council meeting; keeping record of the minutes on file; and receiving and handling all mail addressed to the Council.  All of the above is done with the assistance of the Central Office Staff.

Section 7
Parliamentarian - Parliamentarian will act as Chairperson of the By-Laws Committee.  The Parliamentarian shall be familiar with parliamentary procedure as stated in Roberts Rules of Order.  The Parliamentarian shall advise the members of such procedures and see that they are followed during all Policy Council meetings.  In the event of the absence of both Chairperson and Vice-Chairperson, the Parliamentarian shall preside over the meeting.

Section 8
Chairperson-Elect - The Chairperson Elect shall serve as a member of the Executive Committee from June to October.  It is the responsibility of this officer to work closely with the current Chairperson and become acquainted with the duties of the Chairperson.

ARTICLE V
Committees

Section 1
Program Design and Management



Executive Committee - The Executive Committee (a standing committee) shall be composed of the officers of the Council including Chairperson Elect.  This Committee has the power to conduct business of the Council between the regular meetings.



Personnel Committee - This committee (a standing committee) will review AACS/Head Start Personnel Policies and Procedures and make recommendations to the Council for approving those policies and procedures and changes thereto.  This committee will utilize Policy Council or Parent Committee members within each local area to assist in the screening, interviewing, and recommending applicants for employment within the Head Start program consistent with AACS Personnel Policies.  This committee approves selection of the Head Start Director, consistent with AACS Personnel Policies.  The Secretary of the Policy Council will serve as Chairperson of the Personnel Committee.



Planning and Finance Committee – This committee will review all Head Start proposed new or revised plans, policies, procedures, grant applications, and budget proposals and make recommendations to the Council for approval including any changes thereto.  The Vice-Chairperson of the Policy Council will serve as Chairperson of this committee.

Section 2
Family & Community



Family Services Advisory Committee – The Chairperson of the Policy Council shall appoint a minimum of one community representative and one parent representative to serve on the agency’s Family Services Advisory Committee.  As one of its functions the committee will develop or revise a plan for selecting and screening all those applying for enrollment in Head Start which must be approved by the Policy Council.

Section 3
Child Development and Health



Child Development and Curriculum Committee - This Committee shall plan curriculum ideas and activities for implementation in the Head Start/Early Head Start program.  The structure of the committee shall be 5 Policy Council members, 5 Head Start staff persons, and 5 individuals from the school and community (encourage K.E.R.A. Primary Teacher involvement).  Chairperson must be a Policy Council member.



Health Advisory Committee – The Chairperson of the Policy Council shall appoint a minimum of one community representative and one parent representative to serve on the agency’s Health Advisory Committee.

Section 4
Appointed Committees - The Policy Council Chairperson shall appoint committees as necessary including the Nominations Committee. Each committee shall have at least two (2) members plus a Chairperson.  Members are eligible to serve on more than one committee.  All Head Start parents are eligible to serve on committees.  Grievance or complaints from the community and parents should be directed to the Chairperson of the Policy Council who will then appoint a committee for making recommendations to resolve the grievance/complaint.  
Section 5
Parent Committees - Parent Committees.  Parent Committees will be established at each center and/or at the appropriate program level for other program options.  Parent Committees must be comprised exclusively of families enrolled at the center or other program option.  Parent committees must carry out at least the following minimum responsibilities:  

A. Advise staff in developing and implementing local program policies, activities, and services;

B. Plan, conduct, and participate in informal as well as formal programs and activities for parents and staff; and

C. Within the guidelines established by the Board of Directors and Policy Council participate in the recruitment and screening of Head Start employees.


ARTICLE VI
Meetings

Section 1
Regular Meetings - Meetings will be held on the third Tuesday of the month of August, September, October, November, January, March, May, and June at 10:30 a.m.  If a quorum is not present at the regular meeting, the Executive Committee will conduct business as deemed necessary.  Members of the Policy Council may participate in any annual, regular, special, or committee meetings via telephone or similar equipment, if attendance at meeting is not possible.  Participation by such means shall constitute presence at said meeting.

Section 2
Special Meetings - There may be special meetings of the Policy Council as deemed necessary.  All special meetings will be called by the Chairperson.  Special meetings shall be open to the general public.  Meetings which intend to address sensitive personnel actions or unevaluated data of a sensitive nature may be held as closed session upon a majority vote of the council.  A closed session may be held upon a majority vote of a quorum of the Council.

Section 3
Meeting Notice - Written notices will be sent to each member a minimum of five (5) days in advance of regular meetings.  Notices of special meetings will be at least forty-eight hours in advance of the meeting.  Follow-up phone calls may be in order.

Section 4
Quorum - A quorum must be present for the Policy Council to conduct business requiring an official approval.  A quorum for the Policy Council shall be defined as half plus one of the total number of parent and community representatives.

Section 5
Parliamentary Procedure - Parliamentary Procedure will be based on Roberts Rules of Order Revised.

ARTICLE VII
Amendments - These By-Laws may be changed by (1) sending a copy of the change to each member at least one week before the meeting, (2) the Policy Council may debate a change before approving it, (3) a two-thirds majority vote is necessary for approval.

ARTICLE VIII
Provision for By-Law suspension - The dates and time stated in these By-Laws may be suspended by a two-thirds vote of the members present (with a quorum present), in order to facilitate the action of this organization.

	Appendix A ( Governance and Management Responsibilities

[A = General responsibility; B = Operating responsibility; C = Must approve or disapprove and D = Must be consulted.]

	Function
	Audubon Area Community Services, Inc.
	Grantee Management Staff

	
	Board of Directors
	Policy Council
	HS*

Director
	Executive Director

	I. Planning

	(a)  1304.50(d)(1)(iii) Procedures for program planning in accordance with this Part and the requirements of 45 CFR 1305.3 (this regulation is binding on Policy Councils exclusively).
	A & C
	C
	B
	D

	(b)  1304.50(d)(1)(iv)  The program’s philosophy and long- and short-range program goals and objectives (see 45 CFR 1304.51(a) and 45 CFR 1305.3 for additional requirements regarding program planning).
	A & C
	C
	B
	D

	(c)  1304.50(d)(1)(v)  The selection of delegate agencies and their service areas (this regulation is binding on Policy Councils exclusively) (see 45 CFR 1301.33 and 45 CFR 1305.3(a) for additional requirements about delegate agency and service area selection, respectively).
	A & C
	C
	B
	D

	(d)  1304.50(d)(1)(vii)  Criteria for defining recruitment, selection, and enrollment priorities, in accordance with the requirements of 45 CFR Part 1305.
	A
	C
	B
	D

	(e)  1304.50(d)(1)(i)  All funding applications and amendments to funding applications for Early Head start and Head Start, including administrative services, prior to the submission of such applications to the grantee (in the case of Policy Committees) or to HHS (in the case of Policy Councils).
	A & C
	C
	B
	D

	(f)  1304.50(f)  Policy Council, Policy Committee, and Parent Committee reimbursement.  Grantee and delegate agencies must enable low-income members to participate fully in their group responsibilities by providing, if necessary, reimbursements for reasonable expenses incurred by the members.
	A
	C
	B
	D

	(g)  1304.50(d)(1)(viii)  The annual self-assessment of the grantee or delegate agency’s progress in carrying out the programmatic and fiscal intent of its grant application, including planning or other actions that may result from the review of the annual audit and findings from the Federal monitoring review (see 45 CFR 1304.51(i)(1) for additional requirements about the annual self-assessment).
	A
	C
	B
	D

	II. General Procedures

	(a)  1304.50(d)(1)(vi)  The composition of the Policy Council or the Policy Committee and the procedures by which policy group members are chosen.
	A & C
	C
	B
	D

	(b)  1304.50(g)(1)  Grantee and delegate agencies must have written policies that define the roles and responsibilities of the governing body members and that inform them of the management procedures and functions necessary to implement a high quality program.
	A & C
	C
	--
	B

	(c)  1304.50(d)(1)(ii)  Procedures describing how the governing body and the appropriate policy group will implement shared decision-making.
	A & C
	C
	D
	B

	(d)  1304.50(h)  Internal dispute resolution.  Each grantee and delegate agency and Policy Council or Policy Committee jointly must establish written procedures for resolving internal disputes, including impasse procedures, between the governing body and policy group.
	A & C
	C
	D
	B

	(e) 1304.50(d)(2)(v)  Establish and maintain procedures for hearing and working with the grantee or delegate agency to resolve community complaints about the program.


	B
	B
	B
	B

	(f)  1304.50(g)(2)  Grantee and delegate agencies must ensure that appropriate internal controls are established and implemented to safeguard Federal funds in accordance with 45 CFR 1301.13.
	A
	--
	B
	B

	(g)  1304.50(d)(1)(ix)  The annual independent audit that must be conducted in accordance with 45 CFR 1301.12.
	A
	--
	--
	B

	III.  Human Resources Management

	(a)  1304.50(d)(1)(x)  Program personnel policies and subsequent changes to those policies, in accordance with 45 CFR 1301.31, including standards of conduct for program staff, consultants, and volunteers.
	A & C
	C
	--
	B

	(b)  1304.50(d)(1)(xi)  Decisions to hire or terminate the Early Head Start or Head Start director of the grantee agency.
	A & C
	C
	--
	B

	(c)  1304.50(d)(1)(xii)  Decisions to hire or terminate any person who works primarily for the Early Head Start or Head Start program of the grantee agency.
	A
	C
	B
	B


Key and Definitions as Used in Chart

· Grantee:  legal body that receives the Head Start grants (i.e. Audubon Area Community Services, Inc.).

· Delegate:  legal body that provides Head start services by contract with another grantee agency.

Key governance and Management Responsibilities

A. General Responsibility.  The group with legal and fiscal responsibility that guides and oversees the carrying out of the functions described through the individual or group given operating responsibility.

B. Operating Responsibility.  The individual or group that is directly responsible for carrying out or performing the functions consistent with the general guidance and oversight from the group holding general responsibility.

C. Must Approve or Disapprove.  The group that must be involved in the decision-making process prior to the point of seeking approval.  If it does not approve, a proposal cannot be adopted, or the proposed action taken, until agreement is reached between the disagreeing groups.

D. Must be Consulted.  The individual who must be involved in the decision-making process and must be consulted prior to presentation to the group(s) that must approve or disapprove.
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