[image: image1.png]



City of Phoenix
Human Services Department

Education Division
Head Start Program

Application for Federal Head Start Refunding Grant

Program Year 39 (2004-2005)

Budget Narrative
March 25, 2004
City of Phoenix
Grantee Operated and
Delegate Agency Programs
[image: image2.png]



Table of Contents


Page

City of Phoenix Grantee Operated Programs
1
Alhambra School District
3
Booker T. Washington Child Development Center, Inc.
12
Cartwright School District
18
Deer Valley Unified School District
28
Golden Gate Community Center, Inc.
36
Greater Phoenix Urban League
43
John C. Lincoln Health Network, Lincoln Learning Center
50
Murphy School District
55
Phi Iota’s Omega Foundation, Inc.
60
Roosevelt School District
67
Southminster Presbyterian Church
73
Washington Elementary School District
80
Wilson School District
86
City of Phoenix Grantee Operated Programs
Grantee Operated Programs
Budget Narrative
Program Year 39 (2004-2005)
The Grantee Operated Programs request $788,930 in federal funding to provide Head Start services to 144 children throughout the City of Phoenix. Budget line item allocations are as follows:

Salaries and Fringe Benefits
$530,535 in personnel and fringe benefits is allocated to staff six full-day classrooms at six separate sites. The staffing schedule identifies 7 Teachers, and 7 Teacher Assistants. All 14 Head Start teachers and assistants are full-time City of Phoenix employees given the same benefits as all City of Phoenix employees. One rural Grantee Operated site provides transportation where the teaching staff serves as bus monitors, making an eight-hour work-day. Two full-day sites operate with three staff, staggering hours from 6:30 a.m. to 5:30 p.m. to maintain a 2:1 staffing ratio at all times, and providing a 30 minute break for each person. Two full-day sites operate with a third person hired and paid by the partnering center to maintain the staffing ratio and provide personnel with breaks. All classrooms use trained parent volunteers to assist in providing meaningful educational experiences to the children. 

Supplies

$28,008 is allocated to purchase supplies for six full-day classrooms, five of which are open 250 days per year. This allocation includes: $21,708 to purchase books, educational and recreational supplies and materials needed for computers, office, medical, dental and janitorial; $4,500 to purchase disposable meal supplies for the three classrooms that do not have on-site kitchens and use contracted caterers to provide breakfast, lunch and afternoon snacks; $300 per classroom is for the parent activity fund, to provide parents with opportunities and experiences in planning, developing, and implementing projects they initiate.

Contractual
$164,501 in the contractual line item is allocated to provide educational services to 35 children. The Grantee Operated Program contracts with two Child Development Centers that provide full-day services to Head Start children integrated into their program. 

Other
$65,886 in the other line items is allocated for: drinking water in the classrooms; laundry services for cot sheets and blankets; car allowance for mileage reimbursements to meetings and home visits at the current City of Phoenix employee reimbursement rate of $0.375 per mile. Each classroom is allocated $100 for field trips. Each classroom is allocated $25 per month to provide two food experiences for the children; one familiar and one unfamiliar. The remainder in this category is to pay for adult meals and the cost not covered by subsidies. The two meal reimbursement programs used by the classrooms do not include reimbursement for adult meals. The performance standards for Family Style Meal service requires the adults to eat with the children and eat the same food as the children; about $1,500 a month is budgeted to cover the amount invoiced by the contracted caterer.
Alhambra School District

Alhambra School District
Budget Narrative
Program Year 39 (2004-2005)
Total funding requested: $1,397,862

Salaries and Merit Pay
Salaries, Non-City: See Methodology

Wages:
$979,238
Merit Pool:
$26,940

Alhambra Head Start hires qualified staff to serve Head Start children and families, and has adopted the City of Phoenix Head Start Salary Schedule to determine wages (plus PY 38 COLA). At least 50% of teachers will have at a minimum an Associate of Arts degree by fall 2003. All meet the early childhood education degree requirements. Alhambra School District does not assign position numbers to its employees.

Alhambra Head Start serves 360 children and families in 18 classrooms on two sites. Each room has a teacher and a teaching assistant. The 36 teaching staff are necessary to perform all the components of the performance standards for children and families. The director, assistant director, secretary, receptionist and custodian are necessary to meet all federal, state and city health, safety and program requirements.

Year-round staff is paid for 258 days; nine-month staff is paid for 198 days; the remaining part-time staff for 156 days. See delegate agency calendar. Holiday pay is included in the number of paid days for 258-day and 198-day staff. 
Mandatory Staff Trainings

· Blood-borne Pathogens

· Outcomes Measures Mandates

· DECA

· DIAL3

· COR

· Anecdotal Records

· Lesson Plans

· Portfolio Method of Documentation

· National Reporting System

· NAEYC Code of Ethical Conduct

· Child Protective Services Protocol

· Tooth Brushing/Fluoride Policy & Procedures

· Home Visit Protocol and Safety

· Classroom Committee Meeting Minutes & Funds

· Parent/Teacher Conference Protocol 

· Alhambra Head Start Yearly Plans:

· Kindergarten/Disability Transition Plan

· Second Language Acquisition Plan

· Confidentiality Policy

· Attendance Policy

· Celebration Policy

· Sugarless Solutions Policy

· Sun Safety Protocol

·  CPR/First Aid

2003-04 Alhambra Head Start Calendar: PY 39

	10-Month Program:


198
Paid teacher days


10
Holidays


6
In-service days:



(4) City of Phoenix Head Start Conference & In-service Days



(2) Alhambra School District Orientation & In-service Days


6
Alhambra Head Start Orientation & Training Days


4
Unpack/set up/summer prep days=2 in May & 2 in August (includes 1/2 day parent volunteer luncheon) 


4
Student developmental screenings days before school starts (1 to 1½ hr. ea. X 240 children)

4
Prep for Parent/Teacher Conferences: Portfolio Assessment, COR, Outcomes Measure Analysis


164
Total number of contact days with children and families
	12-Month Program


258
Paid teacher days


16
Holidays


6
In-service days:



(4) City of Phoenix Head Start Conference & In-service Days



(2) Alhambra School District Orientation & In-service Days


6
Alhambra Head Start Orientation & Training Days


4
Pack up/move/unpack/set up days=2 in July & 2 in August (includes 1/2 day parent volunteer luncheon)

4
student developmental screenings days before school starts (1 to 1½ hours ea. X 120 children)

4
Prep for Parent/Teacher Conferences: Portfolio Assessment, COR, Outcomes Measures Analysis


218
Total number of contact days with children and families


Substitutes


76
Number of contact days for each of six substitutes, for an agency total of 456 days of substitutes. Salaries, hours and days are the amounts funded in previous grants. In this staffing schedule the positions are split so more people are available to substitute during heavy staff absentee days.
Merit Pay Methodology:
Alhambra follows the City of Phoenix Head Start formula. The Head Start program receives a budgetary allocation to fund merit increases equivalent to a 5% increase for 65% of the personnel budget.

1. The Head Start pay schedule is made of Steps (horizontal) and Levels (vertical).

2. Movement from step to step is NOT automatic. An employee may move only one step at a time, and only if he/she qualifies for the step through the merit program.

3. The Head Start Director determines if an employee qualifies for a merit increase, using the district's classified evaluation form. Employee rated “needs improvement” do not qualify for a merit increase. Employees who are at the last salary step in a level, or who start work after January 1 of the current school year, are not eligible for a merit increase.

4. Movement from one Level to another (vertical movement) may be accomplished only through a change of position, or if a person earns a degree.

5. The executive director and director of Head Start are responsible for initiating Personnel Action Requests (PARs) for employees eligible for merit pay increase.

6. PARs are sent to the Assistant Superintendent for Academic Services for review, and forwarded to the Assistant Superintendent for Human Resources generates a Notice of Appointments for the new school year that reflects each employee’s merit raise.

Longevity Methodology:

7. Employees who have been on the top step (step 8) of their current pay range for one full year and have seven years of continuous service are eligible for longevity pay, provided their performance meets or exceeds job requirements on their most recent performance appraisal. These employees are not eligible for merit increases.

8. Longevity pay is $75 per year for each year in excess of five years, up to the 25th year. Longevity is paid in semiannual installments during the November and March, with a semiannual maximum of $750 and an annual maximum of $1,500.

9. Agency directors must apply for longevity in the refunding budget by June 30th for any employees who qualify for longevity pay during the next grant period. The funds will be awarded unless the employee received an unsatisfactory performance evaluation. These funds will not be deducted from the delegate agency merit pool.

Accounting Clerk
$10,712 plus fringe benefits = $12,453
The half time funding for the accounting clerk was a transition expense approved by the City of Phoenix for the Alhambra School District to relieve the District of some of the fiscal burden of assuming the Alhambra Head Start program into the district. This position takes into account the support services of the Human Resources Department, including processing of paperwork necessary to employ the personnel for the large Head Start program (i.e.: insurance, payroll, check processing, merit and COLA calculations; accounts payable and receivable, monthly City of Phoenix Head Start billing, in-kind and cost-allocation forms).

Fringe Benefits
	FICA and Medicare
	7.65%

	Industrial Insurance - Prof.
	0.4841% 

	Industrial Insurance - Other
	3.87%

	Health Insurance
	$260.10/mo./empl.


Fringe benefits for personnel: $275,833 See Methodology. Alhambra Head Start meets federal and state wage and compensation laws. It offers Head Start employees pen​sion, health, dental and life insurance. Eligible bus drivers and bus assistants also receive fringe benefits. See Staffing Schedule for the formula used for each line item. See also Workers Compensation and Employees Liability Insurance Policy.

Life Insurance
$432: the Head Start Director receives the same life insurance policy afforded to all other administrators in the Alhambra School District.

Travel
$2,305 for Travel and Purchased Services, including travel to the national conference, reimbursement mileage and local conference registrations, detailed below.
National HS Directors Conference
$1,500: the Alhambra Head Start Director will attend the National Head Start Conference for 2003-04 school year.

Mileage

$505: staff mileage is reimbursed for job related travel a $0.345 per mile. See Alhambra School District mileage reimbursement form

Conference Registration
$300: Alhambra Head Start teaching teams attend local conferences to meet Head Start and Child Care Licensing mandates for ongoing training to increase their knowledge of the early childhood education field.

Supplies

$25,148 for Supplies and Classroom Materials, detailed below.
DECA, DIAL3, COR
$1,200: National Head Start regulations mandate that Head Start agencies conduct a child development assessment, measure the children’s outcomes and development, and assess the children’s social & emotional development. Alhambra Head Start will use the COR, DIAL3 and DECA assessment programs and tools. Each of these three assessment programs and tools costs a $1 assessment book fee (includes new and dropped children), times 400 children.
Books, Education & Recreation
$7,200: $20 per child X 360 children. Head Start Education standards, NAEYC standards, Child Care Licensing standards require educational toys, books, art materials, musical instruments, furniture, outdoor equipment that are developmentally appropriate and in safe, clean condition. Funds are for replacement of and purchase of new materials.

Postage
$178: mailing expenses for Head Start business operations and communication with community, parents, etc. A district-wide recruitment flyer will be mailed to residents if enrollment is low.

Literacy
$3,500: all Head Start programs are mandated to raise the level of literacy for children and families they serve. Books and magazines are purchased for the classrooms and the “Let’s Find Out” reader is sent home for family involvement. Alhambra Head Start Policy Committee has incorporated Critical Analysis of the Arts into its curriculum as a literacy component, so art materials, books, music and paintings are purchased.

Office supplies
$450: $25 per classroom X 18 classrooms: consumable office supplies for classroom 

Computer Materials
$850: every Alhambra Head Start classroom has 3 computers, a printer and scanner. The office and administrative staff have computers which require new ink cartridges, replacement of mice, keyboards, etc.
Photocopy & Duplicating
$1,080: Head Start and Child Care Licensing require every child’s family be presented with a program handbook. Typically 400-450 copies in English and 400-450 copies in Spanish are needed each year. Duplicating forms are necessary to communicate with families, keep accurate records and submit reports and grants. 
Photographic Supplies

$450: $25 X 18 classrooms. Photographic documentation of each child’s work and progress is made throughout the year. A portfolio of the child’s work and progress with photographs are shared with parents during parent/teacher conferences and presented to the family as a historical record of the child’s year in Head Start.

Computer Materials
$850: Head Start children and families are exposed to the latest computer technology to keep up with their economically privileged peers and compete in education field and job market. Funds are for purchase or upgrade of classroom computer technology.

Janitorial
$1,440, based on previous expenditures. The 28,000 sq. ft. center must maintain maximum standards of cleanliness for the health and safety of the children. Janitorial supplies must be purchased to keep restrooms, classrooms, kitchen, office, and carpets and meet environmental and health and licensing standards.
Classroom Parent Activities and Head Start Policy Committee
$5,400: $300 per room X 18 rooms. The Head Start grant has set $300 per classroom as the amount of parent funding. Alhambra Head Start Policy Committee By-Laws mandate that $100 per room is allocated for the operation of the Alhambra Head Start Policy Committee and $200 per room is allocated to each classroom for the Classroom Parent Activity Fund. Parents determine how the money is spent following Head Start governing policies. Documentation is recorded in classroom and policy committee meeting minutes.

Disposable Meal Supplies
$250: Alhambra Head Start is required to have cooking activities in the classrooms for children and is required to serve all children breakfast and lunch. The Alhambra School District Child Nutrition Department is not open on 32 Head Start year-round school days. Disposable meal supplies are necessary to meet health standards for cooking and serving food on those days.

Medical & Dental
$1,800: $100 per room X 18 rooms. Alhambra Head Start children brush their teeth on a daily basis and receive a fluoride treatment once each week. Toothbrushes are replaced several times per year or if an outbreak of illness occurs in a classroom. Medical supplies are purchased to meet health and safety standards of Head Start and Child Care Licensing.

Small Tools & Equipment
$500: $25 per room X 18 classrooms + $50 small tool purchase. Woodworking is an integral component of the Head Start curriculum. Small tools, nails, screws, wood, goggles, etc. are required to meet the curriculum needs. As the tools break and wear out they need to be replaced. Small tools are also needed to make minor repairs at the center.

Other

Other program operating expenses: $107,024: See Methodology

Insurance
$2,025: $5.63 per child X 360 children. Hartford Insurance Company: accident insurance for children.
Maintenance and Repairs
$1,480: cost of plumbing, carpentry, electrical building supplies and materials and labor needed to keep school operating in a safe and healthy manner. Cost approximation is based on expenses made in the past (including tree trimming, $350).

Recruitment
$500: Alhambra Head Start hires qualified staff to serve Head Start children and families. Staff turnover is approximately 15% per year. Expenses are for newspaper ads and flyers.
Office Equipment Maintenance
$1,300: copy machines are necessary to meet the business and communication requirements of Alhambra Head Start program. The copy machines need a maintenance contract to receive the technical support and repairs needed to keep them running properly.

DA Training
$2,499: consultants, professional books, manuals, videos and materials are necessary to train staff and keep them current in the early childhood education industry, National Head Start mandates & standards and improve their skills. See Scope of Work for mandated trainings. 

Field Trips
$1,800: $100 per room X 18 classrooms for entrance and activity fees. 360 Alhambra Head Start children and parents attend a minimum of 9 field trips per year. The destinations and subject of these field trips depends on the interest of the children and families as defined in the standards for individualization and education plan.

Field Trips may include visits to

· Phoenix Art Museum

· Chicano Museo

· Bug Museum

· Fire House

· Home Depot

· Margaret T. Hance Park

· World Wildlife Zoo

· Grocery Store

· Harmon & Main Library

· Etc.

National Reporting System (NRS)
$3,000: National Head Start mandates that every child in Head Start eligible for kindergarten in the fall of 2004 be assessed with the NRS tool. Information on every child is entered into the computer and transmitted to a central data system. The allocation of funds will be used to pay non-Head Start children’s parents a stipend for allowing the agency to use their children for national certification. Funds will also be used for the purchase of data entry services. 

Day Care Licensing
$300 fee: the State of Arizona requires Head Start programs to be licensed under Arizona Department of Health Services, Office of Child Care Licensing.

Food
$1,800: $100 X 18 classrooms for food. Alhambra Head Start is required to have monthly cooking activities in the classrooms for children.

Meals
$11,100 for year-round program meals. Alhambra School District Child Nutrition Department does not serve food at the same time Head Start has classes for the year-round program.

32 days X $1.25 cost per child X 120 children

25 days X $2.10 cost per child X 120 children

Year-Round Breakfast: 
Alhambra Head Start is required to serve all children breakfast every day they attend classes. The Alhambra School District Child Nutrition Department is not open on 32 school days when Head Start is in session. 
Year-Round Lunch:

Alhambra Head Start is required to serve all children breakfast every day they attend classes. The Alhambra School District Child Nutrition Department is not open on 32 school days when Head Start is in session. 

Meals
$4,989 adult meals: lunch for volunteers at $2.10 per meal X 156 days.

$4,060 for over-income families: 10 over-income children X $2.90 breakfast & lunch X 145 days. Alhambra Head Start is mandated to serve all children meals and not charge parents for meal services. This agency is also mandated to have a minimum of 10% of children with disabilities. Alhambra Head Start is billed for every child in the program who does not meet the federal income guideline for free meal service.

Student Transportation:

Personnel cost $69,600 plus fringe benefits. Alhambra School District transports Head Start children who are not within walking distance to and from class daily. The bus drivers and bus assistants are from the district transportation department. Each person spends a different amount of time because of the different bus routes and because some people only drive or assist in the morning or the afternoon. Hours vary per person due to position (driver or assistant), bus routes, and schedule (a.m. or p.m.)

Transportation Costs:

Transportation costs are calculated using the following formula:

The transportation costs are for the full cost of transporting approximately 240 children on eight school buses to and from the Alhambra Preschool Center and Westwood Head Start sites. Mileage varies yearly depending on where children live within the 13 square mile district. Average daily miles for school year 03-04 is 203.25 miles per day. 

Alhambra School District Transportation Department charges for the actual time driver and assistant are on the buses transporting eligible students. Head Start students are not eligible students for state reimbursement. Developmental students with Individual Education Plans (IEPs) are eligible. Currently, developmental students are on all Head Start buses; therefore, the district is reimbursed for the miles by the state for the eligible students transported to Head Start.

Cost to operate routes:

Mileage: 203.25 miles per day X 144 days = 29,268 miles, X $1.6594 per mile = $48,567. Arizona State reimbursement is $2.07 per mile. Reimbursement rates for Special Education and General Education miles do not differ; all miles are reimbursed at the same rate.

All the figures for transporting Head Start children for each route are added together; the district deducts the eligible miles from the total, and Head Start is billed for the balance.

The state formula is total number of eligible students transported divided by total number of eligible miles driven as a percentage. This percentage is then used to reimburse the district. $2.07 is the highest reimbursement the state allows.

Booker T. Washington
Child Development Center, Inc.

Booker T. Washington Child Development Center, Inc.
Budget Narrative

Program Year 39 (2004-2005)
Salaries
Staffing Schedule

Staffing levels required each school year are based on adult-to-child ratio standard of 1:10, and the number of classrooms being operated during program year. Each classroom is staffed with a Teacher and a Teacher Assistant. Full Year Program classrooms also consist of one Teacher and one Teacher Assistant. Extended day classrooms are staffed with one Extended Day Teacher and one Teacher Aide. Extended Day Teacher salary is equivalent to Teacher Assistant. The staffing schedule reflects the number of staff required to operate a quality program.
Merit

Merit increases were calculated at 1.5% of gross salaries. Merit increases are based on employee’s performance reviews and granted annually.

Fringe Benefits

Employee benefit package enables BTW to be competitive in the job market. Fringe benefit categories include required payroll taxes based on federal and state regulations. Annual cost formulas are (based on 37 employees):

	Benefit
	Calculation

	Federal & State
	

	· FICA and Medicare
	7.65% of wages

	· Industrial Insurance, Professional
	0.41% of wages

	· Industrial Insurance, Other (includes food
service staff, bus drivers, custodians)
	3.42% of wages

	· Unemployment Compensation
	5.40% of first $7,000 in wages

	Other Benefits
	

	· Health Insurance
	$295.43 per employee per month

	· Pension
	8% of wages

	· Short-Term Disability/Life Insurance
	$12.17 per employee per month


Travel
Travel budget consists of estimated costs for staff member to attend National Head Start Conference in spring 2005. The location for conference had not been announced at the submission of this budget.

Budgeted amounts for the remaining expense categories were calculated based on one of the below:

· PY 38 Budget Year Funding

· PY 37 actual Revenue and Expenses
· All costs are considered as they relate to performance standards and licensing guidelines

Supplies
Postage
Mailings sent to families during recruitment and throughout the year informing parents of program events.

Staff Recruitment
Amount based on per child calculation for PY 37.
Internet Access
Provide extended resources for teachers, food service staff and other program staff and parents. Grantee, support agencies, and vendor communication. Amount based on per month calculation of PY 37 expenses
Books, Education, Recreation
Classroom consumable and non-consumable supplies. Supplies purchased to provide new and updated materials to comply with performance standards and outcome measures. Includes supplies/materials for Literacy Programs (Quarterly Literacy Days and Weekly PACT Parent Focus Group). Also includes materials needed for NRS student testing. Amount based on per child calculation and PY 38 Budget.
Office Supplies
Supplies and small equipment needed to maintain Administrative Office (pencils, pens, copier paper, printer paper, paper for flyers, menus, and other communication. Adding machine, staplers, etc.) Amount based on per child calculation and PY 38 Budget
Computer Supplies
Supplies needed for computer office and classroom equipment.

Photocopy and Duplicating
Printing services for program forms. Amount based on per child calculation.
Photographic Supplies
Provide photos for observation documentation, student portfolios, classroom bulletin boards, student individualization. Amount based on per child calculation

Computer Software
Upgrade and expand classroom and administration software

Janitorial & Sanitation
PY 37 Expenses. Janitorial and Sanitation supplies for classrooms, Administrative offices
Plumbing Supplies
$1,500 to resolve health/safety and licensing concerns and replace old building fixtures. Amount based on monthly estimated calculation.

Electrical Supplies
Installation of kitchen electrical kitchen equipment. Amount based on quotation.
Air Conditioning/Heating Equipment
Servicing and pads for air conditioning and heating units located at 1522, 1525, 1530 and 1519 E. Adams St. Amount based on PY 38 budget.
Gasoline
For 24 passenger bus used student transportation, field trips, transporting meals, Extended Day program student transportation. Amount based on monthly calculation and PY 38 budget.
Parent Fund
To provide consultants and materials for parent workshops, parent field trips, TB skin test. Based on $200 per classroom. Funds expended only on majority vote of parents.
Disposable Meal Supplies
Disposable meal supplies include cups, plates, utensils, napkins, etc. Nutrition component and family-style meal service included in this item. Amount based on monthly calculation.
Medical & Dental
Toothbrushes, first aid kits, fanny pack supplies, EPPE kits and other medical and dental classroom needs. Amount based on per child calculation
Small Tools & Equipment
Includes items such as brooms, oven mitts, hand mixers, mops, cooking pots and pans, serving bowls, etc. Nutrition and health components included in this item. Amount based on monthly calculation.
Other Operating Supplies
Includes other non-itemized expenses not covered by above. Amount based on monthly calculation.
Other
Payroll Services

Payroll service. Process all payroll employee checks, generate and submit required legal documentations to appropriate agency/person for 37 employees.
Audit
Required annual single audit cost. Amount calculated per PY 37 budget

Consultants
Based on PY 37 budget. Staff Training/Workshops. Curriculum, professional growth and staff motivation/enhancement.
Printing Service
Printing of program forms for classroom, administrative, operations, including parent forms and program educational and curriculum forms. Based on monthly calculation. Based on actual expenditures, PY 37.
Security
Security for 1522, 1525, 1519 and 1530 E. Adams St.; includes monitoring of fire alarm system at 1522 E. Adams St. Based on monthly calculation, actual expenditures, PY 37.
Telephone
Local phone service for: 1522, 1525, 1519 and 1720½ E. Adams St., cell phone, long distance, phone system.
Pagers
One pager; amount based on quarterly expenses.

Water
Water service for 1522, 1525, 1530 and 1519 E. Adams.. Based on actual PY 37 expenses.
Electricity
Electric service for 1522, 1525, 1530 and 1519 E. Adams St. Based on PY 37 expenses.

Gas

Natural gas services for 1522, 1525, 1530 and 1519 E. Adams St. Based on PY 37 expenses.

Recruitment Cost
 Fingerprint renewal licensing clearance for 30 employees. Fingerprint clearance cards expire September, 2004. Amount calculated at designated rate per person (AZ Dept. Of Public Service).
Car Allowance
Employee reimbursement for use of privately-owned vehicles in performance of job duties, home visits, parent contacts, purchasing and other program functions. Amount calculated at $0.34 per mile.
Subscriptions
NHSA $600; AzHSA $250; Literacy $200; Exchange $198). Amounts calculated at cost.
Pest Control
Pest control services for 1522, 1519, 1525. Based on PY 37 actual expenses.
Carpet Cleaning
$50 per classroom X 10 classrooms. Based on PY 38 budget.
Plumbing Services
Based on PY 38 budget 

Electric Services
Based on PY 38 budget 

Office Equipment Repair
Based on PY 38 budget 
Machinery & Equipment
Fire extinguisher annual service. Based on actual quotation.

Landscaping
Lawn service for 1522, 1519, and 1525 E. Adams St.: trim & maintain shrubs, trees, clean granite and haul waste away. Based on PY 38 budget.
Maintenance & Repairs
Walk-in refrigerator maintenance agreement. Based on actual quotation.

Photocopy Equipment
Amount based on maintenance agreement quotation.
DA Training
$114 per employee to attend professional growth workshop. Amount based on PY 38 budget.
Field Trips
Student field trips; amount based on quotation.
DA Insurance
Includes property/liability, Directors’ insurance, student accident policy, umbrella commercial insurance. Based on actual expenses, PY 37.
Auto Insurance
Coverage for 24-passenger van. Based on actual expenses, PY 37.

Day Care Licenses
Two site renewals.
Ice
For classroom and program functions, including Literacy Day, parent meetings, program meetings, PACT meetings, staff trainings, etc. Amount calculated per classroom.

Meals
Program meals, classroom nutrition activities. Based on PY 38 budget.
Transportation
Vehicle license tags and emission tests, $93, based actual expenses. Vehicle maintenance, $920

Cartwright School District

Cartwright School District
Budget Narrative

Program Year 39 (2004-2005)
Salaries:

$836,192 for salaries; $249,041 for fringe benefits.

The salaries identified in the staffing schedule include an Early Childhood Center Coordinator, an Assistant Coordinator, an Educational Services Coordinator and two Administrative positions, an Administrative Specialist, a Technician, seven certified Teachers, six Instructors, twelve Instructional Aides, sixteen Monitors, and two permanent substitute Instructional Aides.

This staffing pattern allows Cartwright to operate a variation of both single and double sessions. The Arizona Daycare Licensing Regulations mandate that one adult for every fifteen 4-year-old children. The Head Start performance standards require that two paid staff be present in each classroom, a teacher and a teacher aide or two teachers. The double sessions operate with one teacher and one instructional assistant who work with one group of children in a morning session and a different group of children in an afternoon session. The Head Start performance standards also require that teachers who teach double sessions have no more than seventeen children in each session. The single sessions operate with one teacher and one instructional aide who work with one group of twenty children in an a.m. or p.m. session. The Head Start performance standards require one qualified teacher or instructor for every 10 children in a classroom. The staffing pattern for the Cartwright Head Start meets all mandates and requirements.

The Head Start Performance Transportation Standards require that state day care licensing requirements be met when children are transported. The Arizona Childcare Licensing Regulations mandate a ratio of one adult per 15 children when 4-year-olds are transported. Approximately two-thirds, (249), of children who attend the Cartwright Head Start use district buses, requiring 16 Monitors to meet childcare licensing requirements.

Based on historical data, an average of two members of the instructional staff are absent each contact day. To ensure compliance with regulations and standards, consistency in the scope and quality of services delivered to children, the program assigns two instructional assistants as permanent substitutes. These two individuals meet the minimum qualifications for classroom instructors as required by the Head Start performance standards and are assigned to classrooms as needed each day.
The Cartwright Early Childhood Center serves children from three funding sources: Head Start funded enrollment is 378 children; Early Childhood Block Grant funds 134 children; Early Childhood Special Education provides special education services to 3 and 4 year old children. Historical data indicate that the funded enrollment for early childhood special education averages 230 children each year. Four-year-old children with disabilities are enrolled in Head Start, ECBG and special education Reverse Mainstream and Self-Contained classes. The Head Start funded enrollment accounts for 51% of the total student population at the Cartwright Early Childhood Center. The Coordinator’s and the Assistant Coordinator’s salary are figured at 0.5 FTE to allow for cost allocation to the programs served by the Cartwright Early Childhood Center.

The Coordinator provides Head Start with vision and leadership and ensure management functions are executed. The Coordinator ensures communication with the governing body, managers of other agency programs, directors of district programs and oversees the Assistant Coordinator and the Educational Services Coordinator. The Coordinator also provides leadership in program planning and day-to-day program management and operations, including personnel administration and supervision. The Coordinator assesses program staff, program operations and financial administration. The Coordinator reviews the data analysis of classroom and student documentation and works closely with Grantee support staff to ensure the program addresses child outcome measures.

The Assistant Coordinator ensures that Head Start performance standards regarding program governance and shared decision-making are strictly met by structuring and implementing monthly Policy Committee Meetings, Parent Meetings held in individual classrooms to times per quarter, and various Parent Training events throughout the program year. The Assistant Coordinator recruits and presents a minimum of four candidates for approval by the Policy Committee Representatives as Community Representatives to the Policy Committee. 
The Assistant Coordinator is also responsible for recording, translating and distributing monthly Policy Committee meeting minutes to the governing board, the individual representatives of each Head Start classroom, for inclusion in the monthly report, and for distributing to all support and Grantee staffs. Additionally, the Assistant Coordinator monitors and facilitates regular attendance of the Policy Council representatives at the monthly Policy Council meeting. 
The Education Services Coordinator is primarily responsible for ensuring that Head Start performance standards regarding early childhood educational services are met or exceeded. This individual develops and monitors systems to ensure that the individual learning styles, preferences, and interests of children are met and that appropriate documentation of such services is available in each classroom. The Education Coordinator arranges or delivers training to Head Start staff to ensure proper implementation of curriculum guidelines and goals.

Cartwright Head Start uses Arizona State University internship projects and community volunteers to support services to children and families not covered by the grant. Volunteers are used wherever possible to enrich the program and to involve parents in the learning and teaching cycle. The agency participates in the Reading Is Fundamental program to provide reading materials to children and families in their homes.

Cartwright Head Start’s educational program is designed to meet the needs of each child, the community served and its ethnic and cultural characteristics. Curriculum goals include basic education skills, such as phonological awareness, associating sounds with written words, book knowledge and appreciation, print awareness and concepts, letter recognition, number and operations. Goals for children’s language development include activities to foster understanding an increasingly complex and varied vocabulary, opportunities to use an increasingly complex vocabulary to communicate information, experiences, ideas, feelings, opinions, needs, questions, and for other varied purposes. For non-English speaking children, goals include opportunities leading to progression in listening to and understanding and speaking English.

Qualified staff will be recruited and employed, staff experience and education levels will be met as prescribed by the Head Start performance standards, Cartwright School District governing board policies and Arizona Childcare Licensing Regulations. The district has identified a salary range for each job position. Current staff salaries are based on current staff’s earnings and projected salary increases. Vacant positions are budgeted at the second step of the salary range to allow for promotional opportunities for current staff as educational improvements are attained. Cartwright School District adheres to local, state, and federal requirements for employed staff. The current district fringe benefits package includes costs for medical and dental insurance and pension premiums. These amounts are subject to fluctuation as current staff turns over.

Travel
$2,000 is allocated to travel for the year. Travel expenses are to provide two staff members with the opportunity to attend training events such as National Head Start Association Conference, National Association for the Education of Young Children Annual Training Conference or other training programs and events. Providing varied opportunities for training to multiple staff within the agency is a way to improve program quality, provide growth opportunity to staff, and broaden the network of collaborations.

Supplies
$47,260.

Postage
$1.48 per child X 378 is allocated to postage for a total of $560. The postage supports the ability of the agency to recruit and maintain written communication with staff, parents, resource providers, and the community. Examples of communications that might be mailed to an enrolled family each year are enrollment status notification, notification of excessive absenteeism, immunization status notification, etc.

Books, Educational Materials & Resources
$67.50 per child, totaling $25,651, is allocated for the purchase of educational materials, supplies, and other resource material. Each child enrolled in Cartwright Head Start receives a variety of experiences to foster intellectual, social, and emotional growth. These funds ensure that learning environments are developmentally and linguistically appropriate. The materials purchased provide instructional staff with the resources needed to implement a curriculum that individualizes experiences, integrates the educational aspects of all program areas, helps to develop each child’s social relationships, enhances each child’s understanding of self, and provides for the development of the whole child.

Books for Classroom Libraries
$250 per classroom X 13 classrooms, totaling $3,250, is allocated for the annual improvement of classroom libraries. The books in the classroom libraries provide materials that are considerate of children’s individual developmental levels, reflect the social and cultural backgrounds of the children, promote diversity and inclusion of individuals with disabilities, relate to the interests and life experiences of children, and address the goals of each area of the curriculum.

By continuously replenishing and adding new materials to the library areas, children are ensured of the opportunity to be read to multiple times throughout the day using books that are current, in good repair, and offer many different genres. A solid foundation in language development gives children the skills they need to become successful learners. Children who have rich language and literacy experiences in preschool are more likely to develop strong literacy and language skills that will ensure success throughout their learning lives.

Office Supplies
$10 per child X 378, totaling $3,780. Office supplies provide office and instructional staff with the materials and resources necessary to ensure the establishment and maintenance of efficient and effective record-keeping and reporting systems which provide accurate and timely information regarding children, families, and staff.

Good communication is essential for building partnerships. Effective communication between administration, staff members, support staff, and families is crucial to ensuring high quality service delivery and staff/client satisfaction. Adequate supplies of office materials are a critical factor in establishing and maintaining effective communications and systems that are in compliance with program performance standards.
Computer Supplies

$2.50 per child X 378, totaling $945 for computer supplies. Technology supports the efforts of instructional staff and administration in developing effective systems for record keeping, data collection and reporting, as well as provides children with opportunities to gain hands-on experience with computer technology in the Head Start classrooms. This line item primarily supports the purchase and replenishing of ink cartridges for classroom and office printers.

Photographic Supplies:

$2.50 per child X 378, totaling $945 for photographic supplies. Photography helps develop children’s social relationships, enhances each child’s understanding of self, builds children’s self-esteem, and supports the celebration of diversity in the classroom. Photography is an integral element in establishing rapport with parents and families and encouraging and enhancing family involvement. Creative use of photography also builds community awareness and fosters partner​ships and collaborations between the Head Start Program and community organizations.

Computer Software:

$2.50 per child X 378, totaling $945 is allocated for computer software. Technology supports the efforts of instructional staff and administration in developing effective systems for record keeping, data collection, and reporting as well as provides children with opportunities to gain hands on experience with computer technology in the Head Start classrooms. The use of computers in the classroom provides children with new opportunities to communicate, to learn new information, to solve problems, and to create. This line item primarily supports the purchase of software for classroom and office use.
Computer Equipment:

$1,400 per laser jet printer X 4, totaling $5,600, to purchase Computer Equipment. In order for the program to effectively use technology to track children’s developmental progress, individualize instruction and accurately analyze assessment data, each classroom must be networked to a printer that is reliable and has the capability of generating the necessary reports. Four high capacity laser jet printers will be purchased to meet the needs of technology support. Up to 3-4 classrooms will be networked to each printer. The use of technology assists teachers in making the link between curriculum and assessment. Having the appropriate tools makes the process efficient and meaningful. 
In addition to assisting teachers in the planning process to meet the individual interests, developmental levels, needs and abilities of each child, the program will have the capability of generating reports that summarize the progress of groups of children in multiple classrooms. With these reports, the leadership team can evaluate the data to determine the program’s effectiveness and plan accordingly.

Janitor and Sanitation
$3.75 per child X 378, totaling $1,418, for sanitation supplies for materials, supplies, and classroom areas. The program adheres to regulations in the Head Start performance standards and Arizona Childcare Licensure Regulations to provide appropriate supplies and materials to ensure the health and safety of children enrolled in the program. Classrooms are equipped with spray bottles and bleach to follow the three-step sanitation process. Teachers, Instructors, and Instructional Assistants are provided with gloves and hand guards for first aid and family-style meal service. Classrooms are supplied with pump bottles of anti-bacterial hand washing soap. Each classroom is supplied with a broom and dustpan. Monitors have been provided with necessary supplies and equipment for ensuring cleanliness and repair of classroom furnishings.
Parent Fund
$16 per child X 378, totaling $6,048, for the Parent Fund, which is administered by the Cartwright Head Start Policy Committee to support parent involvement activities and to ensure that parents take an active role in the decision-making process as prescribed by the Head Start performance standards. An essential part of the Cartwright Head Start is involvement of parents as partners in education, and as partners in the shared governance of the program regarding program planning and operating activities. 
Parent Activity Funds ensure that parents and children have opportunities to participate in family literacy activities, either directly or through community partners. Parent Activity Funds ensure that parents and family members have an active role in program planning by providing training opportunities and support for parent’s active involvement. Nearly 80% of the families enrolled in Cartwright Head Start Program speak Spanish as their primary language. When approved by Policy Committee, the Parent Activity Fund provides interpreter services, proven invaluable in ensuring full and active participation of all families regardless of primary language.

The Policy Committee makes decisions based on input from parents in individual classrooms regarding how the funds are distributed, to encourage and enhance parent involvement. Examples include procuring trainers to provide parent training, sending parents to conferences and training events, providing training materials and door prizes, providing refreshments at parent involvement and training activities, and paying for TB testing for volunteers.
Research shows (U.S. Department of Education, 1999) that young children whose parents are actively involved in their educational process perform better in school. Parent activity funds extend a welcome to family members and encourage their involvement.

Disposable Meal Supplies
$2.50 per child X 378, totaling $945, allocated for disposable meal supplies. This item covers the expense of disposable meal supplies not provided through the federal school lunch program. The supplies include paper plates, cups, disposable cutlery, napkins, etc., and are used for food experiences and field trips.

Medical / Dental Supplies
$2 per child X 378, totaling $756, allocated for medical and dental supplies. Cartwright Head Start provides medical and dental information and education to children and families throughout the program year. Each child is provided with one new disposable toothbrush per quarter of the school year. Classrooms are supplied with first aid kits that are kept replenished and supplied.
The program distributes RID to families of children with head lice and who are unable to afford treatment for family members. This practice ensures that each child can be treated and returned to school as quickly as possible. By providing family-wide treatment, recurrence is minimized. 

Other Operating Supplies

$2.50 per child X 378, totaling $945, for other supplies throughout the year. These supplies include repairs or replacement of classroom equipment as they occur. The physical environment of the classroom conveys a very powerful message to children. It is imperative that it be clean and in good repair. Funds must be available to met emergencies as they arise in terms of repair and replacement of materials. 

Other

Consultants

$300 per day X 15 days, totaling $4,500, for trainers to support instructional staff in the alignment, delivery and assessment of educational services to children. Quality training for staff results in higher quality services for children and provides individuals with opportunities for professional development and growth.

Transportation
19,885 miles X $3.50 per mile, totaling $69,596, for transporting to and from Head Start classes. Transportation to and from school on district buses is offered to each child residing more than one mile from the Cartwright Early Childhood Center. All children therefore have access to the program regardless of family vehicle access during the day when the children attend school.

Telephone
$575 per month X 12, totaling $6,900, for telephone service to individual classrooms. This expenditure provides parents with direct access to classroom teachers and instructors. Telephone service to individual classrooms also supports health and safety of children and staff by ensuring direct communication to the campus office in case of illness, accident, or other emergency.

Recruitment Cost
$40 per month X 12, totaling $480. This allocation ensures that funds are available to advertise for and recruit highly qualified staff as personnel openings occur. To meet the challenge of increased accountability and stronger emphasis on academic growth for children, recruiting the most highly qualified individuals available is necessary.

Car Allowance
2,400 miles at $0.35 per mile, totaling $840, for mileage reimbursement for administrative staff who use their vehicles to attend training or to complete Head Start business; plus $100 per teacher X 13, totaling $1,300, for a flat rate stipend to teachers for use of their vehicles to provide Head Start services to families. This allocation for mileage reimbursement for delivery of services to children and families as prescribed in the performance standards. Services include two home visits per year to each family enrolled in the program, attendance at training and meetings that occur away from the center and procurement of supplies for food experiences.

These activities impact the enrolled children and families in many different ways including enhancing family involvement, providing many varied and different experiences to broaden children’s knowledge base, and supporting staff in the endeavor to obtain training and technical assistance that will improve the quality of services delivered to children in the classroom. 
Subscriptions
$50 per month, totaling $600, for early childhood education magazine subscriptions. This allocation supports publications and monthly magazines for staff and families. These publications provide up-to-date information related to the education of young children and topics of interest to families.
Membership Dues
$600 for the annual program membership dues in the National Head Start Association. Program membership includes member privileges for the program staff and Head Start Parent Membership for $1 each. Membership also includes member status for the entire program staff. Every staff member receives:

· NHSA voting privileges

· Eligibility for NHSA awards and scholarships

· Discounts on NHSA training and conferences

· Web access to all member publications.

In addition, the program receives multiple copies of publications: Children and Families magazine, NHSA News, the Legislative Update, and Linking the Pieces Together. Exposure to the information in these publications keeps staff and families informed and involved in information regarding national trends and decisions.

Delegate Agency Training
$300 per person X 40, totaling $12,000, for training and staff professional development. Staff will be trained in implementing and assessing student progress using certified Creative Curriculum training services. The program will partner with other funding sources available at the site to share in the cost of the training.

Providing training to multiple staff in the agency improves program quality and provides growth opportunities to staff. Children enrolled in the program benefit by having teachers who are well-informed decision-makers trained to develop a curriculum based on child development research. 
Field Trips
$10 per child X 378, totaling $3,780. Children’s learning is enriched by sharing in experiences that take them beyond the classroom walls to participate hands-on in real-life, experiences. Field trips help children build observation skills and increase their knowledge. Field Trips also provide teachers with opportunities to develop lessons that emerge from children’s interests.

Delegate Agency Insurance

$10 per child X 378, totaling $3,800, for accident insurance for children. The Head start perfor​mance standards and t Arizona Childcare Licensing Regulations require accident insurance for enrolled children. The cost is based on historical premium costs. Accident insurance ensures that every child is covered for medical expenses incurred due to accidental injury while at school.

Daycare Licensing
$125 for an Arizona Childcare Facility License. The total cost of the license is $250 each year, but it is prorated to reflect the Head Start enrollment of 51% of the children attending the Cartwright Early Childhood Center. The allocation allows the Head Start program to maintain a current license for a childcare facility, and includes providing the Arizona Department of Childcare Licensure with current information regarding staff and administrative changes as they occur, as well as compliance with other regulations and requirements. Adherence to Childcare Licensure Regulations ensures the health and safety during school hours of operation of every child enrolled in the program.

Child Outcomes Tracking
$13.50 per child X 378, totaling $5,130, allocated to record and track child and program assessment information. These costs include the online assessment tool developed by Creative Curriculum. This technology tool highlights children’s strengths and assists staff and parents with determining the next steps when individualizing lesson plans and curriculum goals. Using technology to reduce written paperwork is essential to time management in quality programs. An effective tracking system ensures that each child receives the individualized educational plan that will best meet the needs and interests of the child.

Meals
$3.25 per day X 40 for 144 class days, totaling $18,720, for staff meals. The purpose of the staff meal expenditure is to model positive eating experiences that enhance learning during family style meal service. Children who participate in family style meal service in the classroom are provided with opportunities to learn about sound nutritional practices and to learn the basic social structures of sharing in a meal at a table with peers and adults.

$.30 per unit X 2 units for 144 class days, totaling $15,552, for the p.m. snack served to all children enrolled in afternoon classes. This snack conforms to meal pattern guidelines set forth in the Head Start performance standards and regulations in Arizona Childcare Licensing Regulations. Staff members also receive a snack to enable them to engage in meaningful conversations during the meal and to model appropriate behaviors.

Food Experiences

$100 per class session, totaling $1,900, for food experiences in the classroom. These experiences provide children with opportunities to construct knowledge about different ethnic traditions, to celebrate each individual culture and traditions, as well as learn about nutrition and healthy eating habits.

Printing Services
$100 per month, totaling $1,200, for printing expenses necessary for program forms and forms for individual child folders. Printing services are also used for child recruitment, with informa​tion about enrollment procedures, and for brochures and fliers about the Head Start Program to promote community partnerships and collaborations.

Epworth Contract
$12 per child X 20 children X 118.5 school days X 0.5 half-days, totaling $14,219, for slot reservation fees to ensure that children enrolled in the full day/full year services at Cartwright Head Start and the Epworth United Methodist Childcare Program will have a reserved slot for the part-day care.

$24 per child X 20 children X 115 days, totaling $55,200, an additional $24 per child for twenty children, to ensure reservation of a full-day slot on the 115 days with no Head Start classes. These fees are in addition to the part-day fee.
Total cost allocated: $69,420. The funds ensure that an adequate number of slots are reserved each day to provide children with childcare in a safe and nurturing environment that is licensed and regulated by the Arizona Childcare Licensing Regulations.

Deer Valley Unified School District

Deer Valley Unified School District

Budget Narrative

Program Year 39 (2004-2005)
Salaries
$462,506. Deer Valley Unified School District (DVUSD) recruits the highest quality staff available to implement the Head Start Program. The salaries identified in the staffing scheduled include 7 Lead Instructors, 7 Instructional Assistants, classroom substitutes, Preschool Manager, Grant Specialist, Secretary, and a District Program Assistant.

The staffing schedule reflects 5 regular teaching staff at 245 days. The additional 40 days have been designated for a summer program provided during June and July only to students attending the full-day program, and is not considered an extension of the regular school year; therefore, these student contact days are not included in the regular school year calendar. The location and duration of this program is determined by the availability of licensed classrooms, on-site administrator and food services for these months. These factors are not known until the spring of each school year.
Classroom staffing reflects the ratios required by federal and state standards for health & safety (1304.20), child development needs and quality programming (1304.21). Administrative positions are staffed as funding permits by the City of Phoenix Grantee, and as designed by this agency within the parameters of the dual (state and federal) funding for the program. Deer Valley Head Start students receive instruction balanced with child-initiated and adult-directed activities that foster growth in all developmental areas.

Additional support in the classroom will be provided by volunteers to assist the current teaching staff to meet the educational requirements mentioned above. 
Salaries are determined by job description and the current DVUSD Salary Schedule for classified and exempt employees. Current staff salaries were projected based on the current earnings and subsequent increases that will occur due to educational attainment such as completion of the AA degree. Two lead instructors will be completing their AA degree in PY 39.

Fringe Benefits

$136,303. DVUSD adheres to local, state and federal requirements for employed staff and the current District benefits package, required under Head Start performance standards, 1304.52(a).
Travel
$1,500. Continuing education of staff is a priority. The Preschool Manager will attend the NAEYC Annual Conference in Nov. 2004 to attend management sessions that will support skill development and connect to professionals with similar responsibilities. Complies with Head Start performance standards 1304.52(a)(4). Amount based on 2003 NAEYC Annual Conference costs for air, lodging and conference fees.

Supplies
$16,855

Postage
$570. Supports ability to recruit and maintain written connections to staff, parents, resource organizations and community. Amount includes mailing attendance letters, summer staff updates, Policy Committee agenda and information, child care licensing materials, and accreditation materials. When possible, items to be mailed are sent through the district metered system at no charge to Head Start. This process is somewhat slower, so time sensitive materials are mailed directly. Supports Head Start performance standards 1304.20,.21,.51, .52 and 1305. Based on historical usage and current postage rates, eleven mailings are budgeted, including recruitment mailings, status letters, notification letters, policy committee meeting notification, annual breakfast invitation, three levels of attendance letters, holiday assistance, summer parent information and miscellaneous office postage such as licensing requirements.

Books, Education & Recreation
$4,000. Supports individual classroom budgets and enables instructors to purchase materials and supplies as the individual needs and interests of children are identified. ($20 X 140 children) Additional funds are budgeted in this category for full-day and co-located classrooms because of the length of day usage of materials and supplies. ($30 X 40 children). Materials required to conduct the necessary educational activities include a variety of literacy materials such as big books, literacy book packets, scissors, paper, markers, games, and specific area props and materials. Under Head Start performance standard 1304.21, the budgeted funds help children gain the skills and confidence necessary to succeed in their present environment and with later responsibilities in school and life. The funds also assist staff to provide activities that promote developmentally and linguistically appropriate skills for each child. The funds budgeted are based on historical usage. The curriculum will be the same as in PY 38; no cost increase is projected for PY 39. This line item decreased for PY 39 due to a reduction of the number of students in full-day programming, to only two full-day programs, reducing the number of children from 60 to 40. Budgets from PY 34 through PY 37 indicate an allocation of $20 per child has remained constant throughout these program years.
Office Supplies
$1,150. These funds are required: to organize and maintain required program files; reproduce educational materials for staff and parents; correspond with parents, resource people and the community; and complete required fiscal tasks and related reports, required under Head Start performance standards 1304.21, .23, .24, and .40(b). Based on historical usage. The program reports and necessary files are similar to those in PY 38. DVUSD provides phone services at no charge to the Head Start program, including long distance charges. As stated above, the number of students served in full day programs has been reduced from 60 to 40. An analysis of budgets from PY 34 through PY 37 indicates the cost per child the same as listed for PY 39.
Computer Supplies
$350. Print cartridges for classrooms and office for students to print individual projects. These print cartridges are also used by instructors to print necessary letters, schedules, plans, or educational records. This funding is also used to purchase blank disks to copy necessary files and include such items as program plans, budget documents, presentations, and child assessment information. Supports performance standards 1304.21, .23, .24, .40(b). Amounts based on PY 37 costs and to-date PY 38 purchases.

Photocopy & Duplicating
$2,200. Historical usage to maintain required program files, reproduce educational materials for staff and parents and to correspond with parents, resource people and the community. These materials include meeting agendas for staff, office and parent meetings, newsletters, staff updates, educationally relative bulletins and information for instructors. Supports Head Start performance standards 1304.21, .23, .24, & .40(b). Amount based on PY 37 costs. The amount of copies made in PY 37 was monitored through the contract. The number of copies exceeded the contracted amount; however, the funded amount was decreased due to the reduction of 20 children in full-day programming in PY 38.

Photographic Supplies
$550. Displays with pictures of children and families in the classroom environment that reflect their participation in activities supports and respects the diversity of the classroom and the value of their participation. The requested funding includes instant film, 35 mm film and film processing. These funds are also used to enlarge photos for displays. Supports Head Start performance standards 1304.21 and 1304.53. Amount based on PY 37 and to-date PY 38 costs which included all activities listed in the justification. The budgeted amount is based on previous year spending history as well as a decrease of $50 due to 2 full day classrooms rather than the 3 budgeted in PY 38.

Computer Software
$350. Current software supports data base accuracy and ease of information retrieval. The requested funding includes purchase of newer versions of current software. Historically at least one classroom replacement is needed. Educational software is also needed in each classroom. This software may be purchased only if it is on the district-approved software list, meeting the educational standards of the district. Supports Head Start performance standards 1304.21 and 1305. Incremental updates for all computers based on need, PY 37 and to-ate PY 38 costs. These costs are based on the average cost of software on the approved list and may include any site licenses necessary to use the software at all sites.

Computer Equipment
None projected. Classroom computers and office upgrades were purchased in PY 37 with identified savings. No computer equipment will be required in PY 39.

Janitor & Sanitation
$950. Support for costs of cleaning supplies and services to maintain required health and hygiene practices required by DHS and HHS. These services include and carpet cleaning as well as supplementing janitorial services for the summer program. Some supplies include paper towels, toilet tissue, gloves, disinfectant and bleach. Supports Head Start performance standards 1304.22(e). Amount based on PY 37 and to-date PY 38 costs.
Parent Fund

$2,500. Funding supports parent decision-making and management of program funds. These funds may be used to sponsor parent requested workshops related to language and literacy, health and nutrition, or other related parenting topics. Supports Head Start performance standards 1304.50 (d-g). The funding amount is based on historical budgeted amounts for half-day (7 classrooms X 300) and full-day classes (2 classrooms X 200).
Medical & Dental Supplies

$700. Supports the educational requirement to provide support to children who may be medically fragile, classroom first aid supplies and dental curriculum supplies. These supplies may include gloves, toothbrushes, toothpaste, and tooth brushing charts. Supports Head Start performance standards 1304.20(a)(1)(i), 1304.20(c) and 1304.22(f). Amount based on PY 37 and to-date PY 38 costs.
Small Tools & Equipment

$300. Funds the occasional need for miscellaneous parts to repair or replace classroom equipment and /or playground surfaces and to assure health and safety standards are met. Supports Head Start performance standards 1304.20(d). Amount based on PY 37 costs.
Replacement Materials
$2,125. As the program is over 10 years old, DVUSD has begun a systematic look at the need for replacement of classroom and playground materials and equipment to ensure compliance with health and safety standards. These materials include furniture, such as shelving units, tables, cots and dramatic play props such as kitchen furniture. Also included are riding toys such as scooters, tricycles and wagons. This line item also includes funding for any storage units for use with outside equipment. Supports Head Start performance standards 1304.20(d). Historical reference to PY 37 and to-date PY 38 costs. This item amount was decreased in amount from PY 38 amount based on previous spending from PY 37.

Other Operating Supplies
$860. Misc. classroom support for items such as: 

· Literacy materials,
· Assessment forms/kits (COR (140) Pre-K Success kits (7) and DECA (25) 

· ECER’s for classroom observations (7)

· Materials to support ideas from parents, etc.
· Full-day supplement (cots, sheets etc.)

Supports Head Start performance standards 1304.21. Amount based on PY 37 and PY 38 cost. This item amount was decreased in amount from PY 38 amount based on previous spending from PY 37.
Printing
$250. To implement parent and staff input in the shared decision-making development of Parent Handbooks, home visit packets and recruitment materials. Supports Head Start performance standards 1304.50(b) and 1305. Amount based on PY 37 and 38 costs. No increase in the cost of handbooks or packets has been budgeted.

Other
$60,786. 
Field Trip Admissions
$2,100. Meets the standard requirement to observe children, determine their interests and needs and extend the program materials and activities based on that need. Field trips help children to connect to the community and to reinforce their observations through their activities in play.

Examples (140 children and adult and 1 adult per 2 children):
· Crow’s Dairy:
$700

· Phoenix Zoo: 
$700

· Pioneer Museum
$300

· AZ Puppet Theatre
$400

· Other trips 
No admission charge
Supports Head Start performance standards 1304.21. Amount based on PY 37 and PY 38 costs.
Field Trip Transportation
$3,500. Funds the driver and mileage costs for the district bus and City bus used to take children, parents and staff on field trips.

Examples (140 children and adult and 1 adult per 2 children):

· Crow’s Dairy:
$700

· Phoenix Zoo: 
$700

· Pioneer Museum
$240

· AZ Puppet Theatre
$200

· Wildlife Zoo
$465

· Fire Station
$225

· Grocer
$150

· Post Office
$150

· Mall
$490

· Library
$150

· Turf Paradise
$ 30

Supports Head Start performance standards 1304.53(c)(2). Amount based on PY 37 and PY 38 costs and the current district transportation schedule of costs.
Vehicle Allowance
$1,000. Instructional staff conducts a minimum of 2 home visits per year to each family and other misc. visits as needed. Administrative staff use their vehicles to conduct business. Supports Head Start performance standards 1304.21. Amount based on PY 37 and PY 38 costs.
Carpet Cleaning Services
$1,000. Maintains HHS and DHS health and sanitation requirements. Supports Head Start performance standards 1304.22(e). Amount based on PY 37 and PY 38 costs.
Laundry Services
$1,248. Maintains HHS and DHS health and sanitation requirements for full-day programs. Supports Head Start performance standards 1304.22(e). Amount based on PY 36 and PY 37 costs.
Office Equipment Maintenance
$1,257. Copier lease requirement to assure quality performance and equipment maintenance. Copier needed to maintain files, education and correspondence requirements. Supports Head Start performance standards 1304.21, .23, .24 and .40(b). Amount based on PY 37 and PY 38 costs.
Copier Lease
$3,438. Due to the increase in the number of copies needed during PY 37 and the age of the old copier, a new copier was needed to meet the increase demand. The new copier completes neces​sary functions including collating, stapling, and hole punching that the old copier was no longer able to perform reliably. Copies are used to maintain files, education and correspondence requirements. Copies are needed to disseminate information regarding educational, health, and nutritional issues to staff and parents, as well as training materials for workshops. Supports Head Start performance standards 1304.21,.23,.24,.40(b), .50. Based on research on the cost of purchasing or leasing a copier—with attention to the quality needed to support the functions required—the Parent Policy Council voted to lease, rather than purchase, the copier. The requested amount is based on a 12 month lease.
DA Training
$2,250. Ongoing staff and parent training to maintain the development of skills to assure current best practices are maintained. Supports Head Start performance standards 1304.52(a)(4). Amount based on PY 37 and 38 costs.
Student Accident Insurance
$784. To implement procedures that assure medical attention for each enrolled child, in the case of an accident while participating in school activities. Supports Head Start performance standards 1304.22(a) and (d). Amount based on current premium cost for 140 children.
Day Care Licensing

$600. Head Start performance standards require the program adhere to the regulations of DHS for child care licensure. Four site licenses will be renewed in PY 39. Supports Head Start performance standards 1304.53(a)(6). Current rate charged by state licensure is $150 per site for 4 sites.
Consultants:
YMCA - $5,000. In an effort to share the responsibility for the healthy development of children and families, this line item funds 20% of the cost for 20 slots in before and after care for Head Start children. These are children who need all day care because their parents are working or going to school at least half time. The YMCA funds the other 80% for this service to children and families in the program. Supports Head Start performance standards 13044.41 (a). Amount based on PY 36 and 37 costs.
Emergency Response Inc. - $3,214. To assure that all regular volunteers are TB tested and certified to participate in classroom activities. This funding will also be used provide renewal certification for staff First Aid and CPR considering the current certification will expire in 2005. Supports Head Start performance standards 1304.22. Amount based on PY 37 and PY 38 costs.
Rio Salado (GED & ESL) - $4,576. To assist families in identifying and securing access to continuing education and training, Deer Valley Head Start provides GED and ESL classes at no cost to the families. Supports Head Start performance standards 1304.40(b)(1)(iii). Amount based on PY 37 and PY 38 costs for one semester.

Deer Valley Community Park Council – $1,440. To assist families in identifying and securing access to continuing education and training, Deer Valley Head Start provides Computer classes at no cost to the families. Supports Head Start performance standards 1304.40(b)(1)(iii). Amount based on PY 37 and 38 costs for 4 sessions.
Meals
$27,380. The nutritional needs (breakfast or snack and lunch) of enrolled children, which have been identified through discussions between families and staff, are met through daily family meal services. Supports Head Start performance standards 1304.23. Projected costs identified by the DVUSD Food Services Manager for PY 38. This amount includes the increase incurred during PY 38. No increases are anticipated during PY 39.

Food Experience
$2,000. Food activities enhance the child’s understanding of nutrition as well as support their literacy, math and self-help skills. Food experiences are also aimed at promoting diversity through a variety of culinary items unique to a variety of cultures represented in each individual classroom. Supports Head Start performance standards 1304.21 and 1304.23(a). Amount based on PY 37 and PY 38 costs.
Golden Gate Community Center, Inc.

Golden Gate Community Center, Inc.
Budget Narrative

Program Year 39 (2004-2005)
Salaries
$477,551. Golden Gate Head Start expends the Federal Funding appropriate for staffing and recruits staff with qualifications necessary for implementing the Head Start performance standards. Classroom staffing reflects the ratios required by federal and state standards for health and safety (1304.20), and child development needs and quality programming (1304.210). Administrative positions are staffed as funding permits by the City of Phoenix Grantee. Salaries are determined by job descriptions, attainment of educational degrees and salary schedule of Golden Gate Head Start.

Fringe Benefits
$154,455. Golden Gate adheres to local, state and federal requirements for employed staff and the current Delegate Agency benefits package, under Head Start performance standard 1304.52(a). See points one and two.

Travel
$3,000. Continuing education of all Head Start Staff is a priority. The Head Start accountant will attend one of the Williams and Young fiscal trainings specifically designed for Head Start Programs, as well as training geared for non-profits that will support her skill development and allow her to implement all fiscal requirements. Amount based on conference and workshop costs for air, lodging and registration.

Supplies
$24,413.

Postage
$515. Supports ability to recruit and maintain connections with Staff, parents, resource organizations and community, under Head Start performance standards 1304.20, .21, .51, .52 and 1305. Amount based on historical usage and current postage rates.

Internet Services 
$500. Supports ability to access information related to the Head Start Program in areas of legisla​tion, child development, parent involvement resources and a multitude of other types of informa​tion necessary for improving the quality of the program, under Head Start performance standard 1304.51. Amount based on historical usage and percentage charged to the Head Start program.

Books, Education and Recreation 
$6,048 (($30 X 180 children) + $648). Supports individual classroom budgets and enables instructors to purchase materials and supplies as the individual needs and interests of children are identified. Additional funds are budgeted to support family literacy efforts within the Program under Head Start performance standard 1304.21. Amount based on historical usage.

Office Supplies 
$1,800. Amount based on historical usage to maintain required program files, support recruitment, correspond with parents, resource people and the community, and reproduce educational materials for staff and parents, under Head Start performance standards 1304.21, .23, .24, and .40(b). Amount based on $200 per classroom, reflecting historical usage.

Computer Supplies
$600. Print cartridges for classrooms and office, as well as computer printer toner, under Head Start performance standards 1304.21, .23, .24, and .40(b). Amount based on costs from previous years.

Photocopy and Duplication 
$900. Historical usage to maintain required program files, reproduce educational material for staff and parents and to correspond with parents, resource people and the community, under Head Start performance standards 1304.21, .23, .24, and .40(b). Amount based on costs of usage of paper.
Photographic Supplies 
$1,800. Displays with pictures of children and families in the classroom environment that reflects their participation in activities, supports and respects the diversity of the classroom and the value of their participation, under Head Start performance standards 1304.21 and 1304.53. Amount based on  $200 per classroom for film, processing, batteries and replacement cameras.

Computer Software 
$600. Current software for the classrooms, office and accountant is needed to support data base accuracy and ease of informational retrieval, under Head Start performance standards 1304.21 and 1305. Incremental updates for all computers, based on need and costs of software.

Janitor and Cleaning
$1,250. All classroom are required to provide cleaning in accordance with federal and state requirements for the maintenance of early childhood environments, as well as maintaining required hygiene practices, under Head Start performance standard 1304.22(e). Amount based on past expenses.

Keys 
$50. To comply with federal and state requirements for the storage in classrooms of potentially hazardous materials—such as cleaning supplies, etc.—locks, chains and keys are purchased for classrooms as well as replacement classroom and outdoor gate keys for staff, under Head Start performance standards 1304.40, 1301.30. Amount based on historical costs (approximately $30 per classroom).

Parent Fund 
$2,700 ($300 per classroom X 9 teams) Funding supports parent decision-making and management of program funds, under Head Start performance standards 1304.50(d-g). Amount is based on historical classroom policy ($300 per classroom).

Disposable Meal Service
$1,000. Meals are catered for all classrooms. Disposable meal service items are necessary to comply with requirements for food service, under Head Start performance standard 1304.23. Amount is based on expenditures in past year.

Medical and Dental 
$900 ($100 per class). Supports the educational requirements to provide support to children who may be medically fragile, classroom first aid supplies and dental curriculum supplies, under Head Start performance standards 1304.20 (a) (1)(i), 1304.20 (c) and 1304.22 (f). Amount based on costs from previous year

Small Tools and Equipment
$600 ($300 per site). Funds the occasional need for miscellaneous parts to repair or replace classroom equipment or playground materials, to assure health and safety standards are met, under Head Start performance standard 1304.20 (d). Based on previous costs.
Office Furniture 
$400. Funds miscellaneous purchases of replacement office furniture such as file cabinets, providing for confidential file storage, or desk chairs, improving staff’s ability to work safely and efficiently, under Head Start performance standard 1301.30. Funded amount is based on current costs of locking file cabinets desk chairs, etc.
Computers 
$4,500. Funds the purchase of replacement computers for the classrooms on a rotating basis (two per year) as well as replacement computers and printers, etc., for the Head Start office, the accountant and staff (teachers room), under Head Start performance standards 1304.21 and 1304.51 Based on current costs of computers.
Other Operating Supplies 
$250. Classroom support for items such as: ECER’s for classroom observations; COR materials; Pre K Success Materials, under Head Start performance standard 1304.21. Amount based on past years’ expenditures.
Other
$70,952. 
ADP Payroll 
$2,813. Administrative function for processing payroll, under Head Start performance standard 1301.30. Amount based on costs incurred during PY 37.
Telephone 
$1,440. Provides communication with parents, community, agencies, resource persons and other staff, under Head Start performance standard 1304.51. Amount calculated at a percentage of the entire Delegate Agency telephone bill and historical usage.

Electricity 
$11,756. Provides electrical services for the Head Start Program including lighting, heating and cooling, under Head Start performance standard 1304.53. Amount based on percentage charged to Head Start based on square footage and occupancy.

Recruitment 
$1,500. Covers the cost of fingerprinting for staff and TB skin testing for parent and community volunteers in the classroom in accordance with federal and state guidelines, under Head Start performance standard 1304.51. Cost is based on yearly average of fingerprinting of staff (both new and those individuals needing to get new fingerprints). The cost of TB skin testing is approximately $22 per person which covers the majority of parents and community individuals volunteering in the classrooms.

Auditing Services 
$4,000. The single audit is required of Head Start programs by Head Start performance standard 1301.2. Amount based on percentage charged to the Head Start Program.

Computer Services 
$3,600. Provides for service and maintenance on all computers in the Head Start program, ensuring safety of data bases and ability of children to use the computer programs in the classrooms, under Head Start performance standards 1304.51. Amount based on number of computers being serviced.

Car Allowance 
$500. Instructional staff conduct a minimum of two home visits per year to each family and other visits as needed. Administrative staff use their vehicles to conduct business, under Head Start performance standard 1304.21. Amount based on PY 36 and PY 37 costs.
Subscriptions 
$1,250. Annual membership dues into the NHSA organization, under Head Start performance standard 1304.51. Amount based on PY 36 and PY 37 costs.

Pest Control 
$122. Monthly spraying of classrooms and playground areas to ensure environments that are safe and pest free; maintains HHS and DHS health and sanitation requirements, under Head Start performance standards 1304.21 and 1304.53. Amount based on PY 35, PY 36 and PY 37 costs.

Janitorial Service 
$6,516. Maintain HHS and DHS sanitation requirements, under Head Start performance standards 1304.22(e) and 1304.53. Amount based on PY 36 and PY 37 costs.
Office Equipment Maintenance 
$3,560. Service maintenance to copier which enables the office and classroom functions to continue providing copies for caseworkers, memos and resources for parents, correspondence to community agencies, and copies for staff, under Head Start performance standard 1304.51. Cost is based on number of copies average during PY 36 and PY 37.

Other Rentals 
$4,140. Storage for furniture of classroom that are closed. Materials to be used by other existing classrooms, under Head Start performance standards 1304.53. Cost is based on PY 36 and PY 37 historical expenses.

Other Maintenance Service 
$1,106. Covers costs of repairs needed to keep the program safe and secure and in compliance with HHS and DHS requirements, under Head Start performance standards 1304.53. Amount based on PY 37 cost.

DA Training 
$4,385, Ongoing staff training to maintain the development of skills to assure current best practices are maintained, under Head Start performance standard 1305.52(a)(4). Amount based on PY 36 and 37 costs.
Field Trips 
$900 ($100 per classroom). Funds the costs of entrance fees for Head Start children under Head Start performance standard 1304.53(c)(2). Amount based on PY 36 and PY 37 costs.
DA Insurance
$14,879. Covers costs of liability insurance for staff and for the program based on requirements for the Delegate Agency, under Head Start performance standard 1301.11. Cost of premiums for the scope of services.

Student Accident 
$900. To implement procedures that assure medical attention for each enrolled child, in the case of an accident while participating in school activities, under Head Start performance standards 1304.22(a) and (d). Cost of premium per child (180 children)
Day Care Licensing 
$500. To ensure compliance of the program with the requirements of the Office of Child Care Licensure (DHS). Includes costs of periodic licensing, under Head Start performance standards 1304.53. Based on estimation of licensing renewals according to dates on current licenses.

Plumbing Maintenance
$300. Maintains HHS and DHS health and sanitation requirements, under Head Start perfor​mance standards 1304.22(e). Amount based on historical costs incurred in PY 36 and PY 37.

Air Conditioning Maintenance 
$1,000. Maintains HHS and DHS health and sanitation requirements, under Head Start performance standards 1304.22(e). Based on historical costs incurred in PY 36 and 37.

Food Experiences 
$1,800 ($200 per class). Food experiences enhance the child’s understanding of nutrition as well as support their literacy, math and self help skills, under Head Start performance standards 1304.21 and 1304.23(a). Amount based on PY 36 and PY 37 costs.

Meals 
$80.169. The nutritional needs (breakfast, lunch and snack) of enrolled children who have been identified through discussion between families and staff. Will be met through daily family meal services, under Head Start performance standard 1304.23. Cost projected for PY 38.
Printing 
$1,200. To implement parent and staff input in the shared decision-making development of Parent Handbooks, home visit packet, recruitment materials, under Head Start performance standards 1304.50(b) and 1305. Amount based on PY 36 and PY 37 expenses.
Moving Services 
$360. To move classroom furniture from the classroom at the Preschool Campus to the new modular unit and, under Head Start performance standard 1304.51. Amount based on PY 37 costs.
Media Expenses 
$500. To assist in advertising for Head Start position vacancies through variety of media such as newspapers, internet, etc., under Head Start performance standard 1305. Shared expense for recruitment.
Greater Phoenix Urban League

Greater Phoenix Urban League

Budget Narrative

Program Year 39 (2004-2005)
Program Funding Overview
Greater Phoenix Urban League, Inc. is a private, nonprofit organization serving the Phoenix area. It is the parent organization of the Greater Phoenix Urban League Head Start program. The Greater Phoenix Urban League Head Start program began in 1972 with 40 children. The program has grown considerably, serving 177 children, providing services in 3 school districts, Roosevelt School District, Laveen School District and Pendergast School District. The program operations are financially supported by a funding contract between Greater Phoenix Urban League, Inc and City of Phoenix. 
Salaries
Arizona State Department of Health Services, child care licensing requirements mandate the adult-to-child ratio be maintained in each classroom. The Head Start program exceeds the mandated ratios at 1:10 adults per child. A Teacher and Teacher Assistant is assigned to each class to meet the adult-to-child ratio. Greater Phoenix Urban League Head Start operates 9 half-day classrooms. The staffing schedule reflects the number of staff required to operate the program in a manner that leads to providing quality services to children and families.

Nationally, Head Start has mandated that teachers must have at least an Associate’s degree in Early Childhood Education. Greater Phoenix Urban League Head Start teachers and support staff are all presently enrolled in community colleges to obtain needed credentials. The program’s compensation structure is designed to encourage staff members to acquire degrees and certifications in early childhood education. 
The budgeted rate per hour equals the staff salaries in PY 38 plus a 1.5% COLA increase. 
Fringe Benefits
Includes payroll taxes required by federal and state regulations: FICA, FUTA and SUTA. Budgeted rates for the payroll taxes are based on governmental requirements. The program’s workers’ compensation insurance policy is through State Compensation Fund of Arizona. The agency’s workers’ compensation claims history has been relatively low. An increase in the rate is not anticipated at this time.

To attract and retain quality personnel, employees are offered a comprehensive benefit package that includes: medical, dental, life insurance and a pension/annuity plan.

Medical and Dental insurance premiums have historically increased at a rate greater than inflation. The budgeted rate of $323 per employee per month reflects no increase.

Pension/Annuity contributions are made at 10% non-matched funds. The benefit has enabled the program to remain competitive in the job market. Each employee is also able to contribute a voluntary amount.

Travel
Staff members are encouraged to continue their education and professional growth. They are encouraged to attend seminars and conferences that provide the latest information in early childhood education. The National Head Start Association Annual Conference is an opportunity to learn and network with other professionals in the field of early childhood education. The conference will be held in the April 2004 in Anaheim, California. The budgeted amount includes registration, lodging and airfare.
Supplies
Postage

Mailings are sent to parents throughout the year to update families on program activities. Recruitment and child find activities require mailings. The agency provides written correspondence in English and Spanish to classrooms to distribute to families to control cost.
Internet Access

Internet access provides an opportunity to correspond with other agencies and the Grantee. The National Head Start provides updates and information easily retrieved through the Internet.

Literacy

Head Start performance standards require programs to support literacy and innumeracy activities in the classrooms. The budgeted amount of $2000 will be used for materials that are developmentally and linguistically appropriate. The program received a book grant from Scholastic Books that provides books to children and families. 
Books, Education and Recreation
Performance standards and outcome measures mandate that children be provided opportunities to gain skills and confidence necessary to be prepared to succeed. Consumable materials such as construction paper, markers, crayons, paint, art materials, and glue are used in the classroom. Classroom cooking experiences are also included. 
Office Supplies

The office supplies budget is set at $2,716 to supplement the classroom and purchase administrative supplies such as ink toner, paper, pens, tape, staples, folders, ink cartridges, and fax cartridges.

Computer Supplies

Materials are needed to maintain computers in the classroom. The use of computers in the classroom provides opportunities to increase children’s skills in modern technology. Includes computer printer cartridges, computer mouse and pads, disk, and CD educational programs.

Photocopy and Duplicating

The Delegate Agency takes an active role in communicating with parents, staff and community. Recruitment flyers, screening tools, pre-registration forms, and Parent Handbooks are distributed throughout the year. 
Photographic Supplies

The Head Start performance standards mandate that the program provide an environment that supports and respects gender, culture, language, ethnicity and family composition. Staff must also establish a means to help individualize the program for each child. The staff takes photographs of the children engaged in classroom activities, fieldtrips, outdoor activities and resource people. The photographs are used in art projects, book making and student portfolios. 
Computer Software

The use of computers in the classroom requires developmentally appropriate computer software. The computer software supports the curriculum and provides opportunities for children to develop computer skills.

Janitor and Sanitation

Head Start performance standards and Day Care Licensing mandate that Head Start facilities be clean, and safe for children, families and staff. Head Start facilities must meet the licensing requirements. Cleaning materials are needed to maintain clean facilities.

Parent Fund

Head Start performance standards outline the establishment of monetary funds to be expended at the discretion of the parent classroom committees. Opportunities must be provided to parents to receive information, training, and employment opportunities. Historically, the parent fund amount has been $300 per classroom, resulting in a budget of $2,700.
Disposal Meal Supplies
Head Start Performance standards mandate that programs design and implement a nutrition program that meets the nutritional needs and feeding requirements of each child. The disposable meal supplies are used in serving breakfast, and lunch to the children. 
Medical and Dental Supply

Head Start must provide a first aid kit in each classroom. $900 is allocated to replenish items for the first aid kits. Effective dental hygiene must be promoted among children. Children brush teeth each day. Toothbrushes, toothbrush holders and toothbrush caps are provided for children.

Small Tools and Equipment

Head Start facilities must meet state licensing requirements. Delegate agencies must provide for the maintenance, repair, safety and security of all Head Start facilities, materials and equipment. Rental of carpet cleaning equipment, yard tools, water hose, vacuum cleaners and brooms are purchased. 
Other Operating Supplies

Day Care Licensing requires classrooms to provide safe and easily accessible drinking water to children. Purified drinking water is delivered to classrooms. Door locks and window security locks are provided. 
OTHER

Payroll Services
Payroll processing is outsourced. This arrangement is reliable and provides complete documentation of payroll records. The budgeted amount of $1,408 is based on $54.15 per payroll for 26 pay periods.

Consultants

For staff to be aware of the latest trends in Early Childhood Education, on-going training is provided throughout the school year. The budgeted amount of $190 covers fees for services provided by consultants. 
Transportation

Head Start performance standards mandate Delegate Agencies to provide educational field trips as they relate to the curriculum and learning environment. The Roosevelt School District and the Pendergast School District provide transportation. The program is responsible for mileage and the driver’s cost based on time spent. 
Telephone 
The telephone system is the first line of communication for the program. Each classroom has a phone landline. Head Start performance standards require a reliable method of communication. The budgeted amount of $6,115 is based on PY 37 expenses.

Water, Waste Management, Electricity, Gas

Water, waste management, electricity and gas are all utilities required at 3 sites for 4 classrooms and 1 administration office. The budgeted amounts reflect prior years’ expenses.

Recruitment Cost

One of the most important determinants of program quality is qualified staff who effectively interact with children and families. Advertising for vacant positions in local newspapers is one way of recruiting staff. Fingerprinting and background checks are required of all new employees.

Car Allowance

Site visits by Program Director and Lead Teacher are necessary to ongoing monitoring of the program. The 9 classrooms are located in the southwest, south and west part of the city. The budgeted amount of $1,000 is based on $.365 per mile (DA rate) at 2,740 miles. 
Subscriptions

The performance standards and initiatives, mandate providing a variety of magazines, periodicals, books and reading material for parents and staff. The budgeted amount of $300 is used for subscriptions to magazines and periodicals on early childhood education. The budgeted amount of $950 is used for association dues for selected professional associations. 
Pest Control

To meet licensing requirements, facilities must be free of insects, rodents and other pest. The budgeted amount of $486 provides monthly pest control service for classrooms and administration office. 
Office Equipment and Furniture Repairs

Head Start performance standards mandate that all facilities, furniture and equipment be maintained in safe condition. Repair of office equipment and furniture repair may include copier repairs, computer repairs or furniture repairs.
Maintenance and Repairs

Performance standards mandate that Head Start agencies provide for the maintenance, repair, safety and security of all Head Start facilities. Repairs may include replacement of tile in bathrooms, paint, replacement of cooling and heating filters, plumbing fixtures and lawn service.

Appraisals

Property appraisals are needed for documentation of in-kind matching expenses regarding space usage. The budgeted amount of $3,000 is based on the rate of $1,000 per appraisal for 3 sites.

Delegate Agency Training

One of the most important determinants of program excellence is the presence of a well-trained, qualified staff. In order for staff to do their jobs effectively and to meet the changing needs of the children and families served, agencies must have a system that supports staff in a process of continuous learning. The budgeted amount of $5,401 will cover the cost of materials, trainers, space rental, and workshop and seminar registrations. The budgeted amount also includes $3,000 to meet the NRS (National Reporting System) mandate. 
Greater Phoenix Urban League Head Start is also committed to providing computer training to parents who desire to gain skills in computer applications. The budgeted amount of $25,000 is a result of Quality dollars received to provide computer training to Head Start parents and Head Start family members.

Field Trips

Head Start performance standards require field trips to expand and support program curriculum. The budgeted amount of $940 will cover entrance fees for a variety of fieldtrips. (Phoenix Zoo, Crow’s Dairy Farm, Bug Museum, Science Museum, etc.)

Delegate Agency Insurance

Delegate Agencies are required to carry reasonable amounts of liability and property insurance. The budgeted amount of $990 for liability insurance is based on prior year expenses of $82.50 per month for 12 months. The budgeted amount of $6,500 for property insurance is based on $541.66 per month for 12 months. 
Day Care Licensing

The Arizona Department of Health Service Child Care Licensing requires annual renewals of Head Start sites. The amount of $300 is based on renewals for 2 classrooms at $150 each.
Food

Performance standards mandate that a variety of cooking and food experiences be provided to children. The budgeted amount of $900 is based on $100 per classroom. (9 classrooms, $10 per month for 10 months).
Meals

One essential aspect of healthy growth and development is a nutrition program that meets each child’s nutritional needs, feeding requirements, and feeding schedules. The budgeted amount of $12, 592 is based on an agreement for meal service with the school district. 
Printing Shop Service

Performance standards mandate that families, children and staff have access to printed materials. Screening result letters to parents and newsletters require professional printing.

Mobile Storage

Office space is limited and does not provide storage space for materials, equipment and files not in use. The amount of $955 is rental on mobile storage at $79.55 per month for 12 months.

Fiscal Services

Greater Phoenix Urban League, Inc., Fiscal Department manages accounts payable, payroll, budget development, and monthly fiscal reports for the Head Start program. Amount is based on quarterly time study for Fiscal Controller at 25% and 2 Accountants at 20% each.

Audit

Greater Phoenix Urban League Head Start is required to under go an annual single audit in accordance with OMB circular A-133. The budgeted amount reflects the projected cost of the accounting and audit agreements. 
John C. Lincoln Health Network
Lincoln Learning Center

Lincoln Learning Center

Budget Narrative

Program Year 39 (2004-2005)
Personnel
Salaries

$239,826. The John C. Lincoln Health Network, Lincoln Learning Center Head Start (LLCHS) hires qualified staff to serve community children and families. The salaries identified in the staffing schedule include the Associate Director, Secretary I, 4 Teachers, 4 Teacher Assistants and one Classroom Aide. Due to the high increase in benefits, LLCHS eliminated 1 Teacher Helper position, currently vacant, which has served as an on-call substitute.
Lincoln serves 80 children and families with four classrooms of 20 children, each with two paid staff. Lincoln transports children without other means, requiring an additional position to monitor the bus and assist in classrooms. The performance standards require certain experiences for the children; these items are specified in the service methodology. Volunteers with current TB tests are used whenever possible to enrich the children’s experiences and the environment.

Lincoln based this item on the current Lincoln scale salary ranges of staff, plus the annual merit increase for all employees of 3% to 4% (possible based on performance evaluations). Lincoln is located in an area in which salaries are competitive.

An additional merit pool of $8,110 includes the COLA increase from PY 38 to be applied to the merit increases. (Amount designated by the Grantee to raise salaries by 1.5%)

Fringe Benefits
$98,217. The fringe benefits category depends on salaries category. Fringe benefits include; FICA, Medicare, Health insurance, Life insurance, Dental insurance, Pension (401k), Short Term disability, Child Care subsidy, and Long Term Disability. Items are based on salary and range of an employee as well as the insurance choices made by each employee.

Supplies:

Books, Education, and Recreation
$8,200. Lincoln provides the best possible early childhood education to each family. To provide developmentally-appropriate activities and meet mandated performance standards (outlined in the service Methodology), each classroom is allocated $300 to purchase new curriculum activi​ties, paint, paper, books, etc. Each classroom purchases books that emphasize anti-bias, science, architectural designs (for blocks and building), age sensitivity, etc. This amount is $300 less than the previous year; classroom budgets were reduced to afford an increase in benefits costs and the costs of needed services for space use. Staff will use other resources to maintain the current level of education and activities. $4,000 is for literacy activities and curriculum to meet federal mandates. These amounts are based on the previous year’s expenses

Another $3,000 is added for supplies or materials needed to support the NRS testing mandated by the federal government, funded through an upcoming contract amendment.
Office Supplies
$1,000. Providing the best services possible requires enough materials and supplies. Office supplies cover materials needed for the office to function, including: paper, pencils, pens, notepads, paper for copier and printers, file folders, employee file folders, child and family file folders, paper clips, staples, scissors, etc. Head Start performance standards require that records be kept current on all families and that services be provided and documented in a professional manner. Due to these requirements office supplies must be available at all times so that services have minimal interruptions. The amount is based on “adjusted” past expenditures: the actual amount needed is approximately $1,500, but due to increases in other categories, the office supplies category has been reduced to $1,000.

Photographic Supplies
$400. Lincoln meets the outcome measures mandated by the federal government. Photographic supplies consist of photo paper and ink for the computer printer. Digital cameras were purchased last year to provide more efficient documentation of children’s activities and work to meet mandated outcome measure requirement as well as performance standards. Each classroom is required to document outcomes and growth for each child in the program. Photos of activities are a way of documenting what is happening in the classroom environment. Each classroom is allocated $100 per year for photographic supplies.
Computer Equipment
$169 to maintain equipment to ensure an appropriate learning environment. Funds will be used to keep the computers in the classrooms maintained throughout the school year. Funds are estimated based on the past years expenditures. Whenever feasible, volunteer donations (equipment, time, etc) are used to keep the costs down.

Janitorial Supplies
$452. Lincoln values health and safety practices, including sanitation procedures, as mandated in the Head Start performance standards. This category includes costs for essentials. (facial tissue, toilet tissue, antibacterial soap, paper towels) These supplies are bulk-purchased through John C. Lincoln hospital for the best price; no other “volunteer” sources are identified.

Parent Fund
$1,000. Funding for parent activities is a requirement of the Head Start performance standards. Funds are used by the parents in a variety of ways and vary from year to year. Funding is voted on by the classroom parents to meet their needs for the year. In the past, these funds have been spent on classes and books through Gateway Community College for GED, ESL, résumé-writing, etc.; food for training sessions and meetings, emergency work clothes for a parent, etc. Calculations are based on past expenditures at $250 times 4 classrooms.

Medical and Dental Supplies
$659 to meet the Head Start performance standards in medical and dental health practices. Funding is used to purchase adult and children toothbrushes, toothpaste and dental floss for all immediate family members three times per year. Dental curriculum items are purchased as needed throughout the school year. Medical supplies such as: first aid kit supplies, latex gloves, EPPE station equipment, RID for lice treatment for families in need on a referral basis, etc. The amount is based on past expenditures, however, complete toothbrushing kits were donated to the program last year. LLCHS currently has enough toothbrushes, etc. for the upcoming school year, so this line item has been decreased to only include the first aid items, RID, and other elements needed for the classrooms.

Other

Audit
$594. Based on funding and contract guidelines, Lincoln is required to have a Circular A-133 single audit each year. The amount is based on past expenditures which are expected to stay the same for the upcoming year.

Consultants
$100 to meet Head Start performance standards and employ experienced staff. Lincoln uses this funding to train staff and to help fund visits and training by an outreach worker from the Children’s Dental Clinic. Volunteer services will be used as much as possible to provide training for staff.

Transportation
$17,640 to provide transportation to families with the greatest need. Funds are used for the John C. Lincoln Network bus and drivers to transport children to and from school to centralized bus stops. The amount is based on past expenditures. Transportation costs is discounted for the Head Start program at $35 per hour times approximately three hours per school day. The actual cost for transportation is $75.54 per hour. The difference in charges is in-kind match for the program.

Car Allowance
$200 to meet federal guidelines mandating a minimum of two home visits per school year. Staff uses their own vehicles to conduct these visits; funding is used to reimburse staff for mileage accrued on their personal vehicles, based on the current rate of $0.36 per mile.

Subscriptions
$1,200 to maintain membership in a variety of Early Childhood Organizations. Funding is used to maintain membership in AHSA, NAEYC, and NHSA. Funding will also be used to subscribe to Early Childhood magazines; Pre-K Today, the Early Childhood News, etc., to provide professional educational resources for staff. The amount is based on past expenditures.

Lease/Rental
$1,920 to ensure proper maintenance of equipment. Funding covers the monthly maintenance fee for the copy machine (which has increased from $33 a month to $156.50) and the $3.50 monthly charge for the Associate Director’s pager, based this amount on past and current expenses.

Space Use
$23,692 for monthly space use costs in lieu of rent, including: telephone ($50); building main​ten​ance ($275); waste management ($85); angelica mats ($42.90); water and sewer ($27.33); jani​torial ($650.79); pest control ($40); landscaping ($230); electricity ($380); plus annual costs for playground maintenance ($1,490) and fire alarm service ($290). Funding is calculated as a monthly fee, based on past and current expenditures. Janitorial and sanitation are formula-based.

Delegate Agency Training
$550 to meet Head Start performance standards that mandate ongoing staff training to ensure quality services. Funding is used for staff to attend sessions such as the Early Childhood conferences, registration fees for conferences, as well as training materials to use on-site to assist staff in meeting requirements. Estimates are based on $50 per staff member per year times 11 staff. Free trainings are used as much as possible.

Field Trips
$400 to meet federal mandates and Head Start performance standards requiring a minimum of 9 field trips per school year. Most trips are walking trips, but each classroom takes one-to-two trips school year using the Lincoln bus. The cost to use the bus for field trips is $25 per hour. Field trips are decided on and voted on by classroom parents each year during the parent meetings. Field trips vary from year to year so it is impossible to have trip sites and costs at this time. Each classroom is allocated $100 per school year to cover their trips and transportation for the 9 trips each year. LLCHS is located in a centralized location to many businesses, fire stations, hospital, etc., which enable many educational trips that are free and require no transportation.

Delegate Agency Insurance
$3,610 to meet requirements for student accident insurance and departmental insurance determined by the John C. Lincoln Health Network. $658 funds the agency insurance and $2,952 covers the cost of insuring the electric cart used to transport food form the kitchen to the Head Start building, as well as the accident insurance. Calculations are based on current expenses.

Day Care Licensing
$371 to meet all licensing requirements. Funding is used to cover the $150 Childcare Licensing fee as well as fingerprinting, food handlers, first aid and CPR requirements. LLCHS License is up for renewal in April; however, Child Care Licensing is behind: the Learning Center located on the same campus as Head Start was due for renewal in July, but do to the Child Care Licensing Departments schedule, it is still waiting. LLCHS will need the funding in PY 39 to ensure no hold-ups obtaining the new licensing certificate. Fingerprinting is up for renewal for many staff, as well as CPR and First Aid. The amount is based on past expenditures.

Food
$600 to meet federal mandates and Head Start performance standards requiring food preparation activities for children. Funding is used to cover the 18 required food experiences per classroom. Each classroom is given $150 to cover the cost of items to conduct the food experiences in the classrooms. This item was also decreased this year to cover rise in other space use and fringe benefits costs. Staff will need to be creative in obtaining items needed to provide these activities.

Meals
$21,933 to meet requirements. We are funded by CACFP for meal reimbursement. Funding is used to cover the cost of meals that CACFP does not cover. Lincoln Learning Center covers the cost for the Head Start program and is reimbursed for whatever amount CACFP does not cover. Exact formula calculations for both CACFP reimbursement and the Cost Due to Lincoln for meal preparation are attached to the budget submittal. Formulas are provided by the CACFP program and do not cover the entire cost of meals for the Head Start program.
Murphy School District

Murphy School District

Budget Narrative

Program Year 39 (2004-2005)
Personnel
Salaries

$638,469. The Murphy School District Head Start Program serves 220 children in eleven classrooms on three school campuses. All eleven are part-day classrooms and two of the eleven classrooms provide an extended-year program for children for twenty days after the typical school year. State licensing requirements mandate an adult-to-child ratio of 1:10 in each classroom; a Teacher and an Instructional Assistant are assigned to each class—including extended year classrooms—to meet this state requirement.

One of the most important determinants of a quality educational program is having qualified staff who interact with children and families to help ensure the provision of quality services. Employees are chosen based on their education, ability, skills and knowledge of job functions.

The Head Start staff are considered employees of Murphy School District; therefore, they are offered the comprehensive benefit package approved by the School Board. The Board also determines the annual staff increase. Based on past experience, a 2% increase in staff salaries is expected for PY 39; therefore, a merit pool is not budgeted.

The staffing schedule reflects the number of staff required to operate the program in a manner that leads to operational excellence. The annual days worked are based on district polices. The budgeted hourly rate equals the staff salaries in PY 38, plus the anticipated salary increase:
· 11 Teachers

· 11 Teacher Assistants

Support staff for the program include:

· 1 Director

· 1 Lead Teacher

· 1 Administrative Secretary

· 2 Classroom Floaters

· 1 Parent Involvement Specialist

· 1 Caseworker Liaison

· 1 Bus Driver

Fringe Benefits
$190,852 for payroll taxes required by federal and state regulations: FICA. Medicare, FUTA and SUTA. The budgeted rates for the payroll taxes are based on governmental guidelines.

Pension: The State Retirement plan requires an employer contribution of 5.7% to match employee contribution for state retirement plan. This benefit has enabled the district to remain competitive in the job market.

Medical: Murphy School District is currently reviewing quotations for medical and dental insurance. Projected cost is estimated at $260 per employee per month.

Travel
The travel budget consists of the estimated cost for a staff member to attend the National Head Start Association Annual Conference in spring of 2004. The location for the conference has not been announced at time of issuance of the budget. The budget amount is based on the registration fee, hotel and airfare for the 2003 conference. The National Head Start Training conference is an opportunity to learn and to network with other professionals in the early childhood field. 
Supplies:

Books and Education Materials
$65 per child for 220 children. Head Start performance standards and outcome measures mandate the program address the literacy development of enrolled children. The funds will be used to purchase new and updated materials that will aid in the development of children’s literacy skills. Examples include books, tapes, and print materials. These supplies provide the infrastructure for the classroom curriculum.

Medical and Dental Supplies
Toothbrushes are provided for each child enrolled at least twice a year, as part of the dental hygiene program. Materials required for the EPPE kits are purchased as part of the health and safety portion of the Head Start performance standards. TB vaccines are provided for parents who volunteer in the classroom. The amount for medical and dental supplies is based on $150 per classroom, a sufficient amount as the program uses bulk discounts with its vendors.

Parent Fund
$4,400: $300 per classroom, times eleven classrooms, plus $1,100. The performance standards require establishment of funds to be expended at the discretion of the classroom parent committees. In addition, the Murphy Policy Committee voted in PY 37 to allocate $1,100 for use by the Policy Committee. These funds are used for awards, certificates, meeting refreshments and meeting materials.

Office Supplies
$100 per class, for supplies and minor equipment needed to maintain the administrative office.

Computer Replacement
$2,000 to replace aging Head Start printers and monitors when they become non-functional.

Computer Software
$200 per class, for a total of $2,200, reflecting the cost for upgrading and expanding software in the classroom for children. This line item meets the standard of providing current information and materials for children to use.

Photocopying and Duplicating
$2,400 to maintain the printed materials for the classroom and the office as required by the performance standards, for the copier and maintenance agreement.

Photographic Supplies
$100 per classroom. The performance standards require staff to establish a means to help individualize the program for each child. Staff photographs children in classroom activities and on field trips. The amount is expected to be sufficient as the program can use bulk discounts with its vendors.

COR Assessment Materials
$291 per class for 11 classrooms for Assessment materials. Murphy Head Start uses the High/Scope Child Observation Record (COR) to measure child outcomes required by the performance standards.

Janitor & Sanitation
$97. per class for 11 classes. The program provides consumable cleaning supplies and health and safety products as defined in the performance standards, including chloride bleach, disinfectants and detergent. The amount is expected to be sufficient as the program can use bulk discounts with its vendors.

Disposable Meal Supply
The disposable meal supplies are cups, plates, silverware and other materials for cooking experiences in the classroom. The nutrition needs and health habits of the performance standards are addressed in this area. The budget amount is based on $100 per classroom for the year. The amount is expected to be sufficient as the program can use bulk discounts with its vendors.

Other
Audit
$1,500 to covers the cost of an independent audit of Head Start operations as outlined in the annual contract.

Education Attainment. 
This category has been exhausted for PY 39. The district provides pay increases for staff that have completed 15 credit hours in an institution of higher learning. Budgeted amount is 1% of salaries total and 15% of the 1% for fringes. Should Quality Improvement funds become available, Murphy Head Start will apply to reestablish this category as a line item in our budget.
Delegate and Parent Training

$4,000. The performance standards specify that staff attend professional development training sessions. The program conducts new-hire training for all employees. In addition topic-based seminars are offered throughout the year. The performance standards specify that training be provided for parents. The budget cost will cover consultants, materials, registration, meals, and travel fees for professional and parent training sessions. Examples of training provided include:
· CPR Certification

· First Aid Certification

· Disabilities Training
· Language Acquisition

· South Region Conference

· Blood borne Pathogen Emergency Procedures
· Child Abuse and Neglect 

Telephone
Approximately $250 per month .The telephone system is the communication center of the program; successful operation depends on use of an efficient phone system.

Recruitment Costs
$25 per classroom for fingerprinting and background checks on all new employees as required by performance standards. This line item also includes the cost of advertising vacant positions.

Subscriptions
$1,250 for magazines, books and other periodicals for office, classroom and parent lending libraries. The performance standards initiatives mandate an emphasis on literacy and families. Program subscribes to National and State Head Start Associations memberships.
Vehicle Allowance
$3,000. Delegate agency provides onsite support for instructional staff, attends Grantee, Delegate Agency and affiliated meetings. The amount is based on District Policy.

Field Trip Transportation.

$200. per class, or $2,200 total. Murphy Head Start is required to provide nine field trips per classroom as stated in the district’s Scope of Work.

Liability Insurance
$1,245 for general liability and professional insurance coverage. The budget is based on increased cost to district policies.

Day Care License

License renewal funds will be needed in 2005. The budgeted funds will be used to renew the annual site and operation license that are required by state regulation. Murphy Head Start will request license renewal fees for 2005 and 2006. 

Classroom Food Experiences
$200 per classroom. Head Start performance standards require for nutrition education oppor​tunities by conducting nine food preparation activities with children and parents.
Meals

$2 per meal per class for the school year. The program provides meals for at least 1 parent-volunteer for each classroom. Volunteers eat meals with children as part of family style meal service. Child snack is provided on as needed basis to children that arrive after breakfast has been served. Meal prices are set by district.
Other Services
The School District has personnel that perform duties required for Head Start employees. The Human Resources Manager posts vacancies, provides orientation to new staff pertaining to district policies and procedures and well as maintaining employee file and all functions designated to Human Resource Department. Fiscal staff provides payroll, monthly reports, process purchase requisitions and all functions designated to fiscal accountability.

Phi Iota’s Omega Foundation, Inc.

Phi Iota’s Omega Foundation, Inc.

Budget Narrative

Program Year 39 (2004-2005)
Program Funding Overview

Phi Iota’s Omega Foundation, Inc (Foundation) is the parent organization of the Omega Head Start Child Development Center (Omega). The Head Start program began in 1966 with 40 children. The program has grown considerably, now serving 220 children inn 11 classrooms on 8 elementary school campuses in the Phoenix Elementary School District #1 (District).

The District provides substantial in-kind support to the program. The contributions include: classroom and administrative office space, on-site pupil administration, and lunch program administration and distribution. 

The program operations are financially supported by a funding contract between the Foundation and City of Phoenix. The Foundation board of directors is investigating other sources for supplemental funding to subsidize ancillary activities that will enhance the program. A permanent donor has not been identified to date. .

Salaries
Arizona State Dept. of Health Services Child Care licensing requirements mandates the adult-to-child ratio be maintained in each classroom. Omega Head Start program exceeds the mandated ratios at 1:10 adults per child. A Teacher and Teacher Assistant are assigned to each class. Full-day service classrooms are staffed with two teacher assistants to provide service during the extended hours of operation. Omega operates 2 full-day service classrooms and 9 half-day classrooms. The staffing schedule reflects the number of staff that is required to operate the program in a manner that leads to excellence in operation and best practice philosophy.

Employees are recruited and chosen based on ability, skills and knowledge of the job functions. Because the early childhood field is not yet widely recognized as a viable profession, it is increasingly difficult to find qualified and degreed staff to meet the mandate of teachers having at least an AA degree in Early Childhood Education. This program has encouraged and has the majority of teachers—who  have been employed for a number of years—enrolled in community college to obtain the needed credential. The programs compensation structure encourages staff members to acquire degrees and certifications in early childhood education.

The budgeted rate per hour equals the staff salaries in PY 38 plus the 1.5% COLA increase. The merit pool reflects a 2.5% increase of PY 38 gross salaries. The rate reflects the difference between each pay grade outlined in the program’s policies and procedures. Merit increases are awarded based on the employees’ performance reviews. Hence, the merit pool has not been allocated by employee in the budget. 

Fringe Benefits
The fringe benefits category includes the payroll taxes required by federal and state regulations: FICA, Medicare, FUTA and SUTA. The budgeted rates for the payroll taxes are based on governmental guidelines.

The program’s workers’ compensation insurance policy is through SCF of Arizona. The budget rate of .40% of gross salaries is based on the program’s current policy rate. The agency’s workers compensation claims history has been relatively low, and no rate increase is anticipated.

To remain competitive and attract quality personnel, employees are offered a comprehensive benefit package that includes: medical, dental, disability and life insurance as well as a program-funded annuity plan.

Medical insurance premiums have historically increased at a rate greater than inflation. The budgeted rate reflects a 3.5% increase over the PY 38 rate of $386.51 per employee per month.

Dental insurance: budgeted rate reflects a 3% inflationary increase over the PY 38 rate of $11.17 per employee per month.

Pension /Annuity contributions are made at 4% of the employees’ annual salary. The contribution equals the rate set when the program employees were employees of the City of Phoenix. This benefit has enabled the program to remain competitive, offering a fair market rate of contribution. Each employee is also able to contribute a voluntary amount.
Disability and life insurance premiums are based on the gross salary of the employees. In PY 38, the monthly premium is approximately $515 per month. The budget amount was calculated at $530 per month, factoring in the 2.5% merit increase and a slight increase in premium rates.

Travel
Staff members are encouraged to continue their education and professional growth through certification or degreed programs, as well as participation at professional seminars and conferences. The program has historically sent at least 3 staff members to the National Head Start Association Annual Conference. This conference is an opportunity to learn and network with other professionals in the field of early childhood education. 
The conference will be held in April 2004 in Anaheim, California. The budgeted amount of $5,500 was based on actual expenses incurred in PY 37 when the conference was held in New York. The budget amounts include registration, airfare, meals and lodging.

Budgeted Expense Methodology
The budgeted amounts for the remaining expense categories were calculated utilizing the following formula, except where noted:
PY 37 actual expenses times an Inflationary rate of 6%

Due to the timing of the budget process for PY 39, the actual expenses for PY 37 were used as basis for budgeted the expenses. An annual inflationary rate of 3% was multiplied by 2 years to determine the budgeted inflation rate of 6%. Source: NASA cost estimating website.

Supplies
Books & Education Materials 


Head Start performance standards and outcome measures mandate the program address the literacy development of enrolled children. The funds budgeted will be used to purchase new, innovative and updated materials that will aid in the development of the children’s literacy, numeric and phonetic skills. Examples of items to be purchased include books, tapes and print materials and cultural relevant artifacts and manipulative toys. These supplies provide the infrastructure and the basis for the development of the classroom curriculum 
The PY 37 actual expenses reflect the cost of materials needed to establish a new full-time classroom as well as updating materials for existing classrooms. It is anticipated that the cost of updating the materials will level off at 50% of the prior year’s actual expense.

Computer Software

Omega purchases child-center software to supplement the classroom curriculum and expose children to educational media as required by Head Start performance standards. In addition, the program updates administrative software on a semi-annual basis to support the educational activities of the program and provide the cutting edge technological nuances for the field. The agency seeks the assistance of qualified professionals to volunteer time in the configuration and loading of hardware and software.

Parent Fund

$300 annual allowance X 11 classrooms. The performance standards outline the establishment of funds to be expended at the discretion of the parent classroom committees. Historically, the amount has been set at $300 per classroom.
Film Processing

Head Start performance standards mandate that staff establish a means to help individualize the program for each child. The staff takes photographs of the children engaged in classroom activities and field trips and uses the photos in art projects and student portfolios. The budgeted amount will cover the cost to process the film.
Food Experience

$20 X 10 months X 11 classrooms. Teachers provide a cooking experience at least once per month in each classroom. Cooking experience, as described in the performance standards, enhances the curriculum.

Postage and Delivery

$200. Mailings are sent periodically throughout the year to update families on program activities and during recruitment process and child find activities. In prior years, additional costs were incurred as a result of the administrative office being moved to a new location. The agency plans to continue to send “non-response required” communications home with the students in an effort to control costs.

Printing and Reproduction

Head Start performance standards and operating procedures mandate that students have access to printed materials. In an effort to control cost and use staff’s time efficiently, management will outsource the reproduction of large quantity printing jobs. Photocopying jobs include, but not limited to, the reproduction of the program handbook, NRS testing materials, newsletters and screening result letters.

Supplies

Program PY 37 actual expenses include the cost of establishing a classroom at the Whittier school site. The costs to establish a new classroom are considerably higher than maintaining and updating materials for an existing classroom; therefore, the budgeted amount, compared to the prior year, shows a dramatic decrease.

The budgeted amounts were calculated on a per-classroom basis, instead of taking a percentage of the Program PY 37 actual costs. Due to the timing of the PY 39 budget preparation process, accurate actual data was not available to determine the supply cost of maintaining an existing classroom. The budgeted per-classroom rate was decreased from the PY 38 budget in order for the overall budget to fall within budget guidelines. Management will take measures to control cost while maintaining program quality. However, a budgeted shortfall in this area is anticipated.

The following program expense categories and office supplies comprise the Supplies budget. The annual budgeted per classroom rate is set to $500. The annual office supplies budget was set at $1,500 to supplement the classroom supply budget and purchase administrative supplies such as ink toner, paper, pens, tape and staples. Management will use bulk discounts with its vendors to manage costs.

Classroom Materials. The program provides consumable classroom supplies such as crayons, paper, glue and scissors for the classroom to meet the performance standard to provide sufficient materials for the children. 
Disposal Meal Supplies. The program provides disposable meal supplies such as cups, plates, and flatware to facilitate the food experience in the classroom. The nutrition needs and healthy habits of the performance standards are addressed in this area. 
Medical Dental Supplies. Toothbrushes are provided for each enrolled child at least twice a year as a part of the dental and oral hygiene program. Materials needed for the first-aide and EPPE kits are purchased as a part of the health and safety portion of the performance standards. 

Photographic Supplies. The performance standards mandate that staff establish a means to help individualize the program for each child. The staff takes photographs of the children engaged in classroom activities and field trips and uses the photos in art projects, book making and student portfolios.

Sanitation Supplies. The program provides consumable cleaning supplies, and health and safety products as defined in the performance standards. The health and safety products include facial tissue, paper towels, trash liners etc. 

Water. In an effort to provide the quality of care for our children and meet the Child Care Licensing standards, the agency provides access to water in each classroom. The program has purchased water coolers and has water delivered to each classroom by an external vendor. 

Other
Accounting and Audit

Management has determined the most efficient approach to meet the financial management responsibilities of the agency to outsource functions where outsourcing can:

10. Strengthen the fiscal internal controls;

11. Increase the administrative staff’s efficiency and focus on the program’s educational responsibilities and;

12. Permanently address findings noted during the City and federal monitoring processes.

Omega Head Start Child Development Center is required to under go an annual single audit in accordance with Circular A-133. The budget reflects the projected cost of the accounting and audit agreements.

Adult Meals

Omega Head Start provides for at least two regular volunteers to eat meals with the teachers as a part of the family-style meal service. Lunch is also provided for children on atypical days. Meal prices are set based on the agreement for meal service with the District. The budget also includes the cost of meeting refreshments for staff training.

Bank Service Charges

The bank service charges include the fees to maintain the program’s bank account.

Professional Services

The performance standards require staff to attend professional development training sessions throughout the year. The program conducts a new-hire training seminar for all employees. In addition, topic-based seminars are offered throughout the year. The budgeted amount covers the consultants, materials and space rental for these professional development sessions.

Dues and Subscriptions

The program provides magazines, books, and other materials for the classroom, office, and parent lending libraries. Head Start performance standards mandate an emphasis on literacy for children and families. Budgeted amounts will pay for related periodicals and other culturally-related printed materials, and to pay for annual dues for selected professional associations.

Field Trips

Head Start performance standards require field trips to enhance and expand the classroom curri​culum. The budgeted amount will cover entrance fees for the field trips and other trips as needed.

Janitorial Services

The budgeted amount is based on a contract with the district to clean all sites to support health, safety and building maintenance. The contract is based on labor usage and time per site. Management has negotiated a “no-cost increase” contract for two years, and anticipates the same agreement will be reached for PY 39.

Liability Insurance

Includes general and child liability, professional insurance coverage, and employee bonding. The premium is based on building structures, and the number of children enrolled in the program.

License and Permits

The budgeted funds will be used to renew the annual site and operation licenses that are required by the Arizona Department of Health Services, Child Care Licensing. 

Payroll Processing Fees

Payroll processing and human resources functions are outsourced, to maximize efficiency and to benefit the agency and employees. This agreement also includes an employee assistance plan.

Recruitment

The program orders fingerprinting and background checks on all new employees as required by Head Start performance standards and state regulations. This budget line item also includes the cost of advertising vacant positions.

Repairs & Maintenance

Head Start performance standard mandate that all facilities, furniture and equipment be main​tained in good and safe condition. Normal repairs may also de paint, replacement of ceiling tiles, plumbing fixtures and window replacement. 
Storage Facility

$65 per month. Materials not in use are stored off-site. Office space is not conducive to store files, equipment, etc.

Telephone

The telephone system is the communication center and pulse of our program. Successful operation depends on the use of an efficient phone system. Each classroom has either a phone landline or a wireless phone. The performance standards require a reliable method of communication for safety, effective and efficient program operation. 

Transportation

$90 X 2 trips X 11 classrooms. Field trips are an element of the Head Start  performance standards as it relates to the curriculum and learning environment. The District provides transportation for field trips. The program is responsible for mileage and the driver cost, based on time spent. Budget reflects two field trips per classroom. Historically, transportation costs have been approximately $90 per outing.

Roosevelt School District

Roosevelt School District

Budget Narrative

Program Year 39 (2004-2005)
Salaries
The Roosevelt School District Head Start Program serves 367 children in 19 classrooms. State licensing requirements mandates an adult-to-child ratio of 1:10 be maintained in each classroom. A Teacher and Instructional Assistant are assigned to each class to meet this requirement. Extended-day classrooms are staffed with a Teacher and three Instructional Assistants to provide service during the extended hours of operation.

One of the most important determinants of a quality educational program is having qualified instructional staff who interacts with children and families and ensures the provision of quality services. Employees are chosen based on their education, ability, skills, and knowledge of the job functions. 
The staff of Head Start program are employees of the Roosevelt School District; therefore, they are earn the comprehensive benefits package approved by the District Board. The Board also sets the annual staff increases. Based on past experience, a 0.5% increase in staff salaries is expected for PY 39, and a merit pool was not budgeted.

The staffing schedule reflects the number of staff required to operate the program in a manner that leads to operational excellence. The annual days worked are based on District policies. The budgeted rate per hour equals the staff salaries in PY 38, plus the anticipated district-approved salary increase.
Fringe Benefits

The fringe benefits category includes the payroll taxes required by federal and state regulations: FICA, Medicare, FUTA and SUTA. The budgeted rates for the payroll taxes are based on governmental guidelines.

Unemployment insurance is budgeted at a low rate of 0.15% of gross salaries, based on the district’s current policy rating. The agency’s workers’ compensation claims history has been relatively low; therefore, an increase in the rate is not anticipated.

Medical insurance premiums have historically increased at a rate greater than inflation. The budgeted rate reflects a 3.5% increase over the PY 38 rate of $288 per employee per month.

Pension contributions are employer-funded and equal to 5.7% of the employee’s annual salary. This benefit has enabled the district to remain competitive in the job market.

Travel

Staff training and development is a continuous, creative process, individualized to meet the goals of each employee and program initiatives. Historically, selected lead teachers attend the National 
Head Start Conference and selected instructional assistants attend the National Association for Education of Young Children’s Conference (NAEYC).

The National Head Start Conference is will be held in the spring of 2005; NAEYC will be held in the fall of 2004, at locations to be announced. The budgeted amount of $3,500 is based on actual expenses in PY 37, including airfare, meals, and lodging.

Budgeted Expense Methodology
The budgeted amounts for the remaining expense categories were calculated using the following formula, except where noted. 
PY 37 actual expenses times an inflation rate of 6%

Due to the timing of the budget preparation process for PY 39, the actual expenses for PY 37 were used as basis for budgeted the expenses. An annual inflation rate of 3% was multiplied by 2 years to determine the budgeted inflation rate of 6%. Source: NASA cost estimating website.

Supplies

Books, Periodicals & Instructional Aids
Head Start performance standards and outcome measures mandate that the program address the literacy development of the enrolled children. The funds budgeted are used to purchase new and updated materials that will aid in the development of the children’s literacy skills. Examples include books, tapes, toys, and print materials. These supplies provide the infrastructure for the classroom curriculum. 

Computer Equipment

$1,000, to replace aging Head Start printers and monitors when they become non-functional. 

Computer Materials & Supplies

$1,000 to cover the cost of maintaining the computers and printers used by the educational and administrative staff of the Head Start programs. Examples of items to be purchased include: ink, toner carriages, cables, and minor replacement parts. In addition the computer software used to supplement the classroom room material has also been included in the budgeted amount.
Parent Fund

$4,800 = $300 annual allowance X 16 classrooms. Head Start performance standards outline the establishment of funds to be expended at the discretion of the classroom parent committees. Historically, the amount has been set at $300 per classroom.

Printing and Reproduction

Head Start Performance standard and operating procedures mandate that students have access to printed materials. In an effort to control cost and use staff’s time efficiently, staff will outsource reproduction of large quantity printing jobs. Photocopying jobs include reproduction of the program handbook, NCR testing materials, newsletters, and screening result letters.

Supplies

$812.50 per classroom. The following program expense categories comprise the supplies budget. The districts uses bulk discounts with its vendors in an effort to maintain cost.

Classroom Materials. The program provides consumable classroom supplies such as crayons, paper, glue, and scissors for the classroom to meet the Head Start performance standard to provide sufficient materials for the children.

Disposable Meal Supplies. The program provides disposable meal supplies such as cups, plates, and silverware to facilitate the food experience in the classroom, supporting the nutrition needs and healthy habits elements of the Head Start performance standards.
Medical Dental Supplies. Toothbrushes are provided for each enrolled child at least twice a year as a part of the dental hygiene program. Materials needed for the first-aid and EPPE kits are purchased as a part of the health and safety portion of the performance standards. 

Photographic Supplies. The Head Start performance standards mandate that staff establish a means to help individualize the program for each child. The staff takes photographs of the children engaged in classroom activities and field trips and uses the photos in art projects and student portfolios.

Sanitation Supplies. The program provides consumable cleaning supplies and health and safety products as defined in the performance standards. The health and safety products include facial tissue, paper towels, trash liners, etc. 

OTHER

Audit


The budgeted amount has been included to cover the cost of the Head Start’s portion of the annual audit required by Circular A-133. 

Other Professional Services

The current Lead Teachers of the budget program will retire at the end of PY 38; therefore, the education and compliance management operations of the programs will undergo restructuring. The budgeted amount will cover the cost to contract with external professionals to provide training and to assist the new management team, if needed.

Professional Education Services / Training

The performance standards require staff attend professional development training sessions throughout the year. The district provides opportunities for employees to participate in the trainings throughout the year. Examples of the training offered include:
· CPR Certification

· First Aid Certification

· Disabilities Training

· Language Acquisition

· 
South Region Conference

· Blood borne Pathogen Emergency Procedures

· Child Abuse and Neglect 

The program addresses the Head Start performance standard for parental involvement by offering, throughout the year, training sessions for the Policy Committee and parents. The budgeted amount will be used for the registration fee of the Head Start employees and parents who participate in the trainings.

Recruitment

The program orders the fingerprinting and background checks on all new employees and renewal of current employees as required by Head Start performance standards. The budget line item also includes the cost of advertising vacant positions

Car Allowance

Lead teachers who serve as the education and compliance specialist travel to the fifteen different school campuses to support instruction staff and effectively manage the program. The program reimburses the lead teachers for business-related travel at the federal reimbursement rate.

Dues and Subscriptions

The program provides magazines, books, and other materials for the office, classroom, and parent lending libraries. The Head Start performance standards mandate an emphasis on literacy for children and families. The budget amounts will be used to acquire related periodicals and pay for annual dues for selected professional associations.

Minor Equipment

Head Start performance standard mandates that all facilities, furniture and equipment be main​tained in good and safe condition. The budgeted amount will cover replacement of playground equipment and sand as needed throughout the year.
Miscellaneous Maintenance & Repairs

Head Start performance standard mandates that all facilities, furniture and equipment be maintained in good and safe condition. Normal repairs may also include paint, replacement of ceiling tiles, and windows.

Insurance

This category is used for general liability, professional insurance coverage, and employee bonding. The premium is based on building structures and the number of children enrolled in the program.
Field Trips Transportation

Field trips are an element of the Head Start performance standards as it relates to the curriculum and learning environment. The budgeted amount will cover the cost for transportation outside of the district boundaries. The district provides transportation for field trips within its boundaries.

Field Trips Entrance Fees

The performance standards dictate that field trips should be taken to enhance the classroom curriculum. The budget amount will cover entrance fees for field trips when required.

License and Permits

The budgeted funds will be used to renew the annual site and operation licenses that are required by state regulation.
Adult Meals

$14,460. The program provides meals for volunteers and parents to eat with the Teachers as a part of the family-style meal service. Mealtime thus becomes a socializing experience in a relaxed atmosphere. The amount is based on prior year history.

$1,000. The budget also includes the cost of refreshments for staff training, and policy committee meetings.
$15 X 9 months X 16 classrooms. Teachers provide a cooking experience at least once per month in each classroom. The cooking experience, as described in the Head Start performance standards, enhances the curriculum. Each classroom receives a standard allocation.
Southminster Presbyterian Church

Southminster Presbyterian Church
Budget Narrative

Program Year 39 (2004-2005)
Personnel: Salaries and Fringe Benefits

Total: $648,786.42 

Southminster Head Start has always strived to place the quality of service in the vanguard of preschool programs. Southminster encourages instructional staff and parents to be involved to such an extent that helps promote the goals and services of the Southminster Presbyterian Church Head Start Program. In order to provide the comprehensive services to the 160 three, four and five year olds and their families, Southminster employs staff that include the following:
Salaries
Total Category: $478,084
Direct Staff
· 8 Instructional staff 
170,321

· 8 Instructional Assistant 
104,603

· 1 Classroom aide 
10,780

· 1 Director 
55,369

· Substitute (benefits excluded) 
1,472
Support Staff
· 1 Administrative Secretary 
25,376

· 1 Accountant 

· Benefits funded 50%
24,575

· 1 Human Resource Analyst
· Benefits funded 50%
15,059
· 2 Bus Monitors 
22,663

· 1 Bus Driver 
19,888

· 1 and Y2 Custodians 
27,976
Budget constraints have not afforded a dedicated line item in PY 38 or PY 39. Merit Increases will be funded through vacancy, salary savings or additional funding through City of Phoenix, if available. 

Projections for the merit increase dollars were calculated utilizing the following formula:

Total wages $478,084 less substitute (1,472.00) = 476,612 X 85% = 405,120 X 5% = 20,256
Taxes and Fringe Benefits: 

Total Category: $170,702.

Employer Taxes (FICA and Medicare): 7.65% X salaries = 36,573
Industrial Insurance (Professional): 0.42% X salaries = 1,712
Industrial Insurance (Other): 3,87% X salaries = 2,729

Unemployment: 2.70% X $7,000. X 26 employees and 1 substitute = $4,951
Health Insurance: 23 full-time + 3 half-time employees X $305.06 per month. A 17% increase is anticipated March 01, 29, 2005, to $356.92 per month. Total health insurance for PY 39 = $94,770
Dental Insurance: $10 per month + 15% increase projected over PY 38 = $2,693.

Life Insurance: $10 per month. No increase projected = $2,940.
Short Term Disability: 23 full-time + 3 part-time employees X $17.07 per month. A 15% increate projected March 1, 2005 to $19.63 per month. Total projection for PY 39 = $5,269.
Pension: 4% of total salaries, less substitutes = $19,064
Travel
Budgetary constraints have not allowed for designating dollars into this line item. While no funding is currently in the line-item, funding may be available through: salary and vacancy savings, additional City of Phoenix funding, fundraising activities or community partnerships supporting a specific travel requirement. In previous years the Instructional Teachers participated in the National Head Start Conference, gaining valuable tools and information. 

Southminster Head Start will purchase and maintain equipment, toys, materials and furniture that support programming for children ages three through five. Particular attention will be given to safety and sanitation issues in an effort to ensure each child's health and safety, Funds requested are based on expenditures from the previous year as well as projected expenditures based on objectives and new requirements.
Postage 

$234 = $1 X 160 children + $37 X 2 rolls for additional mailing projects. Southminster Head Start is requesting funding to enable the program to expedite periodic parents, volunteers and community partners. 

Internet Access 

$815 = $60 per month + $95 employee count-based pro-rated share of administrative access costs. Internet access is provided for on eight computers located in the Teachers workroom, Head Start office and Caseworkers office 

Education, Books and Recreation
$4,800 = $30 X 160 children, to ensure Head Start children experience up-to-date educational materials and a healthy physical environment that supports quality services to all children and families as stated in 45 CFR 13.0453. We calculate the funding as follows: 

Additional classroom books and educational materials are needed over and above the $30.00 per child. We anticipate additional line item funding may be available through salary savings, vacancy savings, additional special funding - as reflected in previous years, such as additional Literacy Funds, or additional City of Phoenix funds. 

Office Supplies
$1,000 = $83 per month for the purchase of paper, pens, pencils, staplers, scissors, etc. These supplies are also used in the classrooms. 
Computer Materials 

$200 = $25 X 8 classroom for supplies, including paper and ink cartages for replacement in printers.
Photocopying & Duplicating
$320 = $40 X 8 classrooms. The Head Start program is responsible for ensuring that parents, staff and the community receive program related correspondence. Instructional staff makes copies and distributes educational and health related materials. 

Computer Software
$160 = $20 X 8 classrooms, for age-appropriate educational software for computers in the classroom.

Photographic Supplies 

$400 = $50 X 8 classrooms, for film and other supplies related to the use of the digital camera.
Janitor & Sanitation 

$2,400 = $200 per month. Head Start performance standards and day care licensing requirements mandate classroom safety and sanitation. This includes daily cleaning of all classrooms: vacuuming, washing floors, sanitizing bathrooms. Amount based on historical experience.
Parent Fund
$3,200 = $300 X 8 classrooms + $5 X 2 members per classroom X 10 meetings. In order to meet the Head Start performance standard's mandate with regard to parent involvement, the Parent Fund is used to support classroom committee meetings. Includes Parent Council reimbursement for child care, transportation and other related expenses. 

$200. per month X 12 months b projected PY -38 = $2,400. 

Disposable Meal Supplies
$1088 = $11.33 per classroom per month. The Head Start Program uses paper products, napkins, cups, plastic utensils and paper towels. Amount based on historical experience.
Medical & Dental 

$240 = $1.50 X 160 children. Dental care is an essential component of the Head Start Program, which aims to provide each child with daily tooth brushing. Each child receives two toothbrushes per school year. 

Other Operating Supplies
$3,908 = $10 X 8 classrooms + $325 per month copier service contract. The copier service contract includes the cost of equipment rental. 

Audit
$5.000. Southminster Presbyterian Church will perform the single audit as required by the Head Start performance standards mandate.
Payroll processing
$2,250. Southminster Presbyterian Church processes payroll through an outsource contract.
Bus Transportation 

$11,492 =  $2,000 fuel + $4,293 insurance (9 months) + $1,674 insurance (3 months, includes 17% increase) + $3,000 maintenance + $525 driver training and recertification. Included in this line item is: fuel, insurance, bus training and maintenance. Amounts are based on historical experience, except where noted.
Telephone 

$4,543 = $300 per month (5 lines) + $288 bus cell phone + $655 allocation for Accountant and HR Analyst. Southminster Head Start program uses five telephone lines. The Head Start office uses three phone lines including a designated fax line, two lines are shared by four classrooms and Southminster Presbyterian Church shares cost allocation (50%) of two telephone 

lines in the administrative office.
Subscriptions
$160 = $20 X 8 classrooms. Southminster Head Start program subscribes to magazines directly related to early childhood development and the latest information as it relates to child outcome measures.

Operational Maintenance

Improvements to facilities will be executed only with prior approval by Grantee.
$46,166. The following amounts are calculated based on the Cost Allocation Plan.
· $2,215: Maintenance & Repairs. 

· $1,926 Lawn Service: 32.10% of actual expenses, projected at $500 per month based on PY 37 actual and PY 38 projections.
· $1,175 Water: 32.10% of actual bills, projection based on January-August 2003, average $305 per month 
· Gas: N/A based on Cost Allocation
· Electricity: 32.10% of actual utility bills, projection based on January-August 2003, average $1,497 per month.
Security Service
$1,435. annually. In an effort to maintain compliance with state regulations which state that fire alarm system must be in good working order. 

Delegate Agency Training 

$1,780 = $125 X 8 classrooms + $15 X 32 volunteer TB tests + $15 X 20 pre-employment and random drug screening tests. Training will be required to accomplish Head Start performance standards and fulfill the Scope of Work. To achieve this goal, Head Start will provide opportunities for all employees to obtain and maintain credentials in CPR, First Aid, Food Handler and well as annual training in the following areas: blood-borne pathogens, emergency procedures, child abuse and neglect, disabilities and language acquisition. Southminster Head Start will assist staff and volunteers in either acquiring or increasing the knowledge and skills necessary to fulfill their job responsibilities by providing ongoing training and workshops. Attendance at local and national conferences will be encouraged.
Field Trips
$800 = $100 X 8 classrooms. Head Start has planned a total of nine (9) educational field trips.
Delegate Agency Insurance
$6,250. Southminster Presbyterian Church provides insurance for the children in the event a child has an accident and becomes injured. Church Mutual Insurance insures the Southminster Head Start program. The insurance covers all classrooms and the playground.
Food Experiences
$720 = $10 X 9 experiences X 8 classrooms. In order to provide classroom nutritional education Southminster Head Start will model the City of Phoenix approved nutrition activities.
Meals

Child

$5,299. To cover meals that do not meet the requirements of the CACFP (i.e. provided but un-served). For direct billing at the same rates as PY 37 and PY 38 averages, 6.5% monthly. CACFP qualified child meals accepted at reimbursement rates require no additional billings. Morning children = 80 children X 169 days (Breakfast $1.17 + Lunch $2.12 = $3.31). CACFP reimbursement = $44,751. Afternoon children = 80 children X 169 days (Lunch $2.14 + Snack $0.58 = $2.70). CACFP reimbursement = $36,774. 
Summer Program Children

$172. Provided but un-served meals are not CACFP allowable; contract provides for direct billing at same rates for PY 37 and PY 38 averages 6.5% monthly. Summer program children = 40 children X 20 days (Breakfast $1.17 + Lunch $2.14 = $3.31). CACFP reimbursement = $2,648.
Adults

$1,318. Morning adults, 12 X 169 days (Adult breakfast $1.75 + adult lunch $3.50 = $5.25). Afternoon adults, 12 X 169 days (Adult lunch $3.50 + adult snack $0.58 = $4.75). Total reimbursement is $20, 280.
Summer Program Adults 

$630. 6 X 20 days (Adult breakfast  $1.75, Lunch $3.50 = $5.25.
Meal category deviation factor is based on PY 37 and PY 38 actual. This allows for absenteeism, additional volunteer staff, etc. Category deviation = 21.75% (5,725)

Note: CACFP reimbursement based on 2002-20003 Meal Category Total of 20,657.
Printing Services

$248. During the program year, Southminster Head Start will create a parent handbook, personnel manuals and various forms for the classrooms, home visits and parent/teacher conferences. 

Maintenance and Repairs

$2,215. In accordance with the Head Start performance standards and Arizona Department of Childcare Licensure the Southminster Head Start program strives to ensure that indoor and outdoor areas are well maintained. This would include unforeseen repairs as they relate to health and safety, general maintenance of the playground (i.e. replacement of sand, woodchips and repairs). These estimates are based on previous year's expenditures and the square footage of the playground.
Washington Elementary School District

Washington Elementary School District

Budget Narrative

Program Year 39 (2004-2005)
Salaries

$1,099,558. Washington Elementary School District (WESD) expends the Federal and State Grant funding appropriated for staffing and recruits the highest quality staff available to implement the Head Start Program. The staffing schedule reflects the number of staff required to operate the program in a manner that leads to operational excellence and a best practices philosophy. The salaries identified in the staffing scheduled include 22 Instructors, 22 Support Instructors, four (4) time-split Program Aides (substitutes), a Director (time-split position), a Program Mentor Specialist, an Account Analyst (time-split position), two (2) Office Technicians, and an Office Specialist. Federal, state and Head Start performance standards require classroom staffing ratios for health and safety (1304.20), and child development needs and quality programming (1304.21). Program management positions are staffed as funding permits by the City of Phoenix Grantee, and as designed by this agency within the parameters of the dual funding (state block grant and Head Start grant) for the program. WESD Head Start students will receive instruction that is balanced with child-initiated and adult-directed activities that foster growth in all developmental areas. The job description and the current WESD Salary Schedule determine salaries for classified employees. The budgeted rate per hour equals the salaries in PY 38 plus the 2.5% WESD employee step increase.
Fringe Benefits
$369,272. Fringe benefits include payroll taxes required by federal and state regulation: Supports Head Start performance standards 1304.52(a).

FICA and Medicare. The rates for the payroll taxes are based on governmental guidelines, which is 7.65% of gross salaries. ($1,139,357 X 7.65% = $87,161).
Workers’ Compensation has a budget rate of 0.49% of gross salaries. ($1,139,357 X .49% = $5,583).
Arizona State Retirement is budgeted at the rate of 5.70%. ($1,139,357 X 5.70% = $64,943).
Health/Dental/Life Insurance is calculated at $4,218 for each full time employee, and pro-rated for part-time employees. (FTE X $4,218).
Travel
$2,200 (Registration fee $300, hotel $700, air fair $700, shuttle/cab $280 and miscellaneous costs $220). Professional growth of staff through continuing education is a priority. The program has historically sent the Administrator/Director to the National Head Start Association Annual Conference. This conference is an opportunity to learn and network with other professionals in the field of early childhood education. The new Preschool/Head Start Interim Director and Mentor Specialist will attend the HS Conference in Anaheim, CA the spring of 2004 (PY 38). PY–39 costs are based on available funds and the Spring 2004 conference costs for air, lodging and conference fees. Supports Head Start performance standard 1304.52(a)(4).

Supplies
$34,461

Books, Education & Recreation:
$12,760. Supports individual classroom budgets and enables instructors to purchase materials and supplies as the individual needs and interests of children are identified. The budgeted funds will be used to purchase new, innovative and updated materials that will aide in the development of children’s literacy, numeric and phonetic skills. Materials required to conduct the educational activities necessary include, but are not limited to a variety of materials, such as books, language arts, manipulative toys, games, art supplies, culturally-relevant artifacts, and specific area props and creative play materials. ($20 per child X 440 students = $8,800) Budgeted funds will also be used to purchase student assessment materials, COR. ($9 per child X 440 students = $3,960) Supports Head Start performance standard 1304.21, as funds are used to help children gain skills and confidence necessary to succeed in the present environment and with later school and life responsibilities. The funds will assist staff to provide activities that promote developmentally and linguistically appropriate skills for each child. The amounts are based on historical usage. The curriculum may change in PY 39, but no cost increase has been projected. Costs reflect expenses from year PY 38.

Office Supplies:
$1,250: $250 per office staff X 5 office staff. Office supplies are required to organize and maintain required program files; reproduce educational materials for staff and parents; correspond with parents, resource people and the community; and complete required fiscal management tasks and related reports. Materials required include paper, pens, file folders, labels, paper clips, notebook binders, legal pads, laminating supplies, name tags, markers, and post-it notes  Supports Head Start performance standards 1304.21, .23, .24 and .40(b). Amount is based on historical usage. The program reports and necessary files are similar to those in PY 38. WESD provides phone services, including long distance, mail services and printing shop processes at no cost to the Head Start program.

Photographic Supplies:
$2,200: $100 per classroom X 22 classrooms. Displays with pictures of children and families in the classroom environment that reflects their participation in activities, supports and respects the diversity of the classroom and the value of their participation. Supports Head Start performance standards 1304.21 and 1304.53. Amount is based on PY 38 costs.

Parent Fund
$5,750: $250 per classroom X (22 classrooms + 1 Parent Policy Committee). Funding supports parental decision-making and management of program funds. Funds are budgeted for the 22 classrooms and the Parent Policy Committee. Supports Head Start performance standards 1304.50(d-g). Amount is based on PY 38 costs. 

Disposable Meal Supplies
$1,210: $55 per classroom X 22 classrooms. The program provides disposable meal supplies such as cups, plates and plastic ware to facilitate the food experience in the classroom. Supports Head Start performance standards 1304.23(c). Amount is based on PY 38 costs.

Medical and Dental

$1,980: Dental hygiene supplies at $1.75 per student X 2 home visits X 440 students = $1,540; classroom first aid and dental curriculum supplies at $20 per classroom X 22 classrooms = $440. Supports the educational requirement to support children who may be medically fragile. Includes classroom first aid supplies, dental curriculum supplies, and dental hygiene supplies for children and families two times each school year (as part of 1st and 2nd home visits). The agency seeks and has obtained assistance for dental hygiene supplies from community partners to supplement increasing medical and dental costs for the agency. Supports Head Start performance standards 1304.20(a)(i), 1304.20(c) and 1304.22(f). Amount is based on PY 38 costs. 

Other Operating Costs
$3,380: $425 per accreditation fee X 4 sites = $1700; $50 annual reports fee X 3 sites = $150; $255 per site for bottled water X 6 school sites = $1,530. Includes funds to support items such as: NAEYC re-accreditation fees; NAEYC annual report fees and literacy materials and classroom drinking water. Supports Head Start performance standard 1304.21. Amount is based on PY 38 costs.

Computer Equipment
$5,931: $348.90 per camera X (16 classrooms + 1 Parent Policy Committee). Displays with pictures of children and families in the classroom environment reflects their participation in activities, supports and respects the diversity of the classroom and the value of their participation. Supports Head Start performance standards 1304.20(b), 1304.20(d), 1304.20(e), 1304.21(c)(2) and 1304.53. Costs are based on WESD access to purchasing cameras through contract with district-approved vendor.
Other
$77,938

Consultants/Purchased Services
$2,095: 8 trainings/experiences X $140 per training = $1,120; 65 training slots X $15 per slot = $975. Ongoing staff and parent training to develop skills and assure current best practices are maintained. Annual CPR training is required by WESD for all preschool and child care providers. Included in the budgeted costs is CPR training for regular volunteering parents who regularly volunteer. Supports Head Start performance standards 1304.40(d)(2) and (3). Amount is based on PY 38 costs.

Purchased Services
$4,905 to maintain required program files, reproduce educational and required registration documentation materials for staff and parents, and correspond with parents, resource people and the community, a copier is required in the Preschool/Head Start office. A service agreement is required by WESD, to ensure quality performance and equipment maintenance (yearly contract cost = $1,980). Funding supports training for new staff and community members who are available to participate in administering the WESD-required developmental screening, Pre-K Success (20 staff and/or community members X $30 per training slot = $600). Funding is necessary for the required TB skin test for staff and volunteering parents (100 TB skin tests X $7 per test = $700). Also includes annual membership fees to the National Head Start Association and National Association for the Education of Young Children. Membership with these organizations assists in maintaining the program’s ability to stay current in delivering quality services to children and families (NHSA $1,400 + NAEYC $225 = $1,625). Supports Head Start performance standards 1304.21, .23, .24 and .40(b), 1304.40(d)(2) and (3), 1304 and 1308.
Delegate Agency Training
$2,300: 8 staff development days X $225 per training day = $1,800 + $250 Literacy Fair Event+ $250 Male Involvement. WESD provides and requires eight days of staff development for all certified and classified staff. Ongoing staff training develops skills to ensure current best practices are maintained. Also includes funds for children and families to attend the 4th annual Literacy Fair and the 3rd annual Male Involvement Event. These events offer children and families the opportunity to participate in worthwhile educational fun learning experiences. Supports Head Start performance standards 1304.21(a)(4)(iv), 1304.40(d)(2), 1304.40(e)(4)(i) and (ii) and 1304.40(f)(1).
Field Trips
$6,600: 22 classrooms X $300. Field trips help children to connect to the community and to reinforce their observations through their activities in play. They also provide educational experiences and cultural opportunities. Funding supports admission fees and transportation costs. Examples of field trips include Phoenix Zoo, Crow’s Dairy, AZ Puppet Theatre, Police Museum, Science Center and other trips. Several field trips are provided at no cost and others have been donated by community members/partners. Supports Head Start performance standard 1304.21. Amount is based on PY 38 costs.

Student Accident Insurance
$2,200: $5 per child X 440 children. To cover medical costs for each enrolled child, in case of accident while participating in school activities. Supports Head Start performance standards 1304.22(a) and (d). Amount based on current premium cost per child.

Day Care Licensing
$2,100: 14 sites X $150 licensing fee. The budgeted amount is to maintain licensing requirements for the 14 school sites where the 22 Head Start classrooms are located. Supports Head Start performance standard 1304.3. Amount is based on PY 38 costs.

Food Experiences
$6,160: $28 per month X 10 months X 22 classrooms. Food activities enhance the child’s understanding of nutrition as well as support literacy, math, social and self-help skills. Supports Head Start performance standards 1304.21 and 1304.23(a). Amount is based on PY 38 costs.

Lunch
$12,628: Adult meals at $1.75 per meal X 164 school attendance days X 44 staff. The program provides lunch for two staff to eat with children as a part of the family-style meal service in all 22 classrooms. Supports Head Start performance standard 1304.23. Amount based on historical costs from WESD Food Service for PY 38.
Snack
$2,870: Adult snack at $1.75 per snack X 164 school attendance days X 10 staff. The program provides snack for two staff to eat with children as a part of the family-style meal service in five afternoon classrooms. Supports Head Start performance standard 1304.23. Amount based on historical costs from WESD Food Service for PY 38.
Over-Income Meals
$36,080: 44 children (allowable 10% over-income) X 164 school attendance days X 2 meals per day X $2.50 per meal. The nutritional needs (breakfast or snack and lunch) of enrolled children, who have been identified through discussions between families and staff, will be met through daily family meal services. Funding allows all enrolled children, including those from over-income families, to participate in the food service program at no cost to the families. The program is allowed to provide services for up to ten percent of the total enrollment for children from families that exceed the low-income guidelines. Many of the over-income children also receive services for disabilities (IEPs). Supports Head Start performance standard 1304.23. Amount based on historical costs from WESD Food Service for PY 38.
Wilson School District

Wilson School District

Budget Narrative

Program Year 39 (2004-2005)
Budget Request Summary
In PY 39, the delegate Head Start agencies were requested to prepare a same base budget as PY 38. For Wilson School District Head Start this request translates into a budget totaling $616,411 or less. The management of the program has prepared a same-service budget totaling $606,845, resulting in a savings of $9,566. 
This savings was allocated to fund a newly-created Training and Curriculum Mentor position, commonly known as a Lead Teacher. The Service Methodology provides specifics on the responsibilities of this position. Total cost for this position is projected to be $27,236, or an additional funding request of $15,638.

Budgeted Expense Methodology
The district’s business office was in a state of transition during a majority of PY 37. As a result, many of the Head Start program’s expenses may not have been captured, and reimbursement was not requested. This situation made it difficult to develop a budget based on historical expenses. Management provided extensive details about costs that should have been—but were not—included, based on the program’s activities. Many of the budgeted amounts are therefore based on this supplemental information. Historical costs were used as the budgeted amounts when they were available and accuracy could be established.

Salaries

The Wilson School District Head Start program serves 134 children in seven classrooms. State licensing requirements mandate the adult-to-child ratio be maintained at 1:10 in each classroom. A Teacher and a Teacher Assistant are assigned to each class to meet this requirement.

One of the most important determinants of a quality educational program is having qualified instructional staff who interacts with children and families and ensures the provision of quality services. Employees are chosen based on their education, ability, skills, and knowledge of the job functions. 
The Head Start staff are employees of the Wilson School District; therefore, they earn the comprehensive benefits package approved by the District Board. The budgeted rate per hour equals the staff salaries in PY 38 plus the 1.5% COLA increase. The merit pool reflects the step increase, outlined in the program’s policies and procedures, for which each employee is eligible. Merit increases are awarded based on the employees’ performance reviews; therefore, the merit pool has not been allocated by employee in the budget. 

Fringe Benefits

The fringe benefits category includes the payroll taxes required by federal and state regulations: FICA, Medicare, FUTA and SUTA. The budgeted rates for the payroll taxes are based on governmental requirements.

Unemployment insurance is budgeted at a rate of 0.38% of gross salaries, based on the district’s current policy rate. The agency’s unemployment claims history has been relatively low. Hence, an increase in the rate is not anticipated at this time.

Medical and dental insurance premiums have historically increased at a rate greater than inflation. The budgeted rate reflects a 3.5% increase over the PY 38 rate of $225 per employee per month for medical and $27 per employee for dental.

Life insurance premiums are based on a per-employee rate. The PY 38 rate was $8.50 per employee. The budgeted rate per person has been increased 3% for inflation.

Retirement contributions are employer-funded at 5.2% of the employee’s annual salary. This benefit has enabled the district to remain competitive in the job market.

Disability insurance premiums are budgeted at a rate of 0.38% of gross salaries, based on the district’s current policy rate. The program’s claims history has been relatively low. Hence, an increase in the rate is not anticipated at this time.

Travel

Staff training and development is a continuous, creative process, individualized to meet the goal of each employee and program initiatives. Historically, selected staff members have attended the National Head Start Conference, which will be held in the spring of 2005 at a location to be announced. The budgeted amount of $1,500 is based on actual expenses incurred in PY 37, and includes airfare, meals, and lodging.

Supplies
Books, Periodicals & Instructional Aids

Head Start performance standards and outcome measures mandate the program address the literacy development of enrolled children. The funds budgeted are used to purchase new and updated materials that will aid in the development of the children’s literacy skills. Examples of items to be purchased include books, tapes, toys, and print materials. These supplies provide the infrastructure for the classroom curriculum. 

Computer Equipment

$500. The budgeted amount of will be used to replace aging Head Start printers and monitors when they become non-functional. 

Computer Software

$250. The budgeted amount of will cover the cost of maintaining the computers and printers used by the educational and administrative staff of the Head Start program. Examples of items to be purchased include: ink, toner carriages, cables, and minor replacement parts.

Parent Fund

$2,100: $300 annual allowance X 7 classrooms. Head Start performance standards require establishment of funds to be expended at the discretion of parent classroom committees. Historically, the amount has been set at $300 per classroom for 7 classrooms.
Printing Services

$500. Head Start Performance standards and operating procedures mandate that students have access to printed materials. In an effort to control cost and use staff’s time efficiently, staff will outsource the reproduction of large quantity printing jobs. Photocopying jobs include, but not limited to, the reproduction of the program handbook, NCR testing materials, newsletters, and screening result letters.
Office & Classroom Supplies
$1,150. The annual office supplies budget supplements the classroom supply budget to purchase administrative supplies such as ink toner, paper, pens, tape, staples, crayon, paper, glue and scissors. The Districts uses bulk discounts with its vendors in an effort to maintain low costs.

Teacher Appreciation
$250. The program has experienced a high turnover in recent years. In an effort to boost morale, a Teacher appreciation program will be implemented. The funds will be used to purchase tokens of appreciation and recognition of the teaching staff for their outstanding efforts to preserve the quality of the program.

Disposable Meal Supplies
$2,100: $300 per class X 7 classrooms. The program provides disposable meal supplies such as cups, plates, and silverware to facilitate the food experience in the classroom. The nutrition needs and healthy habits of the Head Start performance standards are addressed in this area.

Medical Dental Supplies
$700: $100 per class X 7 classrooms. Toothbrushes are provided for each enrolled child at least twice a year as a part of the dental hygiene program. Materials needed for the first-aide and EPPE kits are purchased as a part of the health and safety portion of the Head Start performance standards.
Photographic Supplies
($350 $50 per class X 7 classrooms. Head Start performance standards mandate that staff establish a means to help individualize the program for each child. The staff takes photographs of the children engaged in classroom activities and field trips and uses the photos in art projects and student portfolios.
Other
Advertising

$500 to cover the cost of advertising vacant positions. The program experienced a 25% turnover rate in recent years. A nominal amount is budgeted under the assumption that the turnover rate will be less in PY 39.

Audit


$1,500 to cover the cost of Head Start’s portion of the annual single audit required by Circular A-133. The amount is based on a preliminary quotation from the district’s external auditors.

Car Allowance

$200. The program reimburses the Director for business-related travel at the federal reimbursement rate. A nominal amount has been budgeted  to cover these costs.
Cell Phone

$780. Head Start performance standards require a reliable method of communication for safe, effective and efficient program operation. The program equips the Head Start bus with a cell phone for a means of communication when the children are being transported. The amount is based on historical costs.

Professional Services / Special Education 

$16,700. Head Start performance standards mandate the Head Start programs to make “available directly or in coordination with other agencies services in the least restrictive environment in accordance with an individualized education program (IEP) for at least ten percent of enrolled children who meet the disabilities eligibility criteria.” In prior years the District has provided these special education services through a contract with the City of Phoenix. In PY 39, the District must absorb the cost of providing special education services within the district, including the Head Start program.

Historically, the cost of special education services paid by the City has been approximately, $53,500. The Wilson Head Start program is requested to absorb $16,700 of this cost in PY 39. The funds will be used for a bilingual Speech and Language Pathologist and Speech Therapist. These services are expected to be acquired through a contract with a professional agency. The Head Start program has historically had 25-to-30 special needs children enrolled each year.

Other Professional Services – Training

Head Start performance standards require staff to attend professional development training ses​sions throughout the year. The program conducts a new-hire training seminar for all employees. In addition, topic based seminars are offered throughout the year. The budgeted amount will cover the consultants, materials, and space rental for these professional development sessions.

Auto Insurance

$1,000. The district allocated a bus from its fleet for use  by the Head Start program, which must cover the operating expenses of the bus, including insurance. The budgeted amount is based on historical experience.

Dues and Subscriptions

The program provides magazines, books, and other materials for the office, classroom, and parent lending libraries. The Head Start performance standards mandate an emphasis on literacy for children and families. The budgeted amount is used to acquire related periodical and pay for annual dues for selected professional associations.
$1,500. The budgeted amount also includes fees to renew the annual site and operation licenses required by state regulation. The budgeted amount of was based on historical cost.

Field Trips Transportation

Field trips are a part of the Head Start performance standards as they relate to the curriculum and learning environment. The budgeted amount will cover the cost for transportation outside of the district boundaries. The District provides transportation for field trips within its boundaries. 
These funds will also be used to transport the students to and from school in the event the Head Start bus is not operational. The budgeted amount was based on historical costs.

Field Trips Entrance Fees

$1,050: $150 per class X 7 classrooms. Head Start performance standards mandate that field trips be taken to enhance the classroom curriculum. The budget amount will cover entrance fees for field trips when they are required.

Food Service / Adult Meals

$12,070. The program provides meals for volunteers and parents to eat with the Teachers as a part of the family-style meal service. This practice allows mealtime to be a socializing experience in a relaxed atmosphere. The amount is based on prior year history and includes the cost of breakfast, lunch, and snacks for the adult volunteers.
$1,050: $150 X 7 classrooms. Teachers also provide a cooking experience at least once per month in each classroom. Cooking experiences, as described in the Head Start performance standards, enhance the curriculum. Each classroom is allocated $150 for the year.

$1,200. Head Start performance standards mandate parent and volunteer involvement in the program. The volunteers for this program support the quality of the program. In an effort to encourage their continued support and maintain a positive environment, the program will sponsors a Parent Recognition Luncheon, to recognize and celebrate parents for their volunteer efforts. A volunteer guest speaker will encourage and motive parents to continue to be active advocates in their children’s education.

Gasoline

$1,100. The district provides a bus from its fleet for use by the Head Start program. The program must cover the operating expense of the bus, including gas. The budget amount of was based on the historical gas expense.

Insurance

Includes general liability, professional insurance coverage, and employee bonding. The premium is based on building structures and the number of children enrolled in the program.

Miscellaneous Maintenance & Repairs

Head Start performance standards mandate that all facilities, furniture and equipment be maintained in good and safe condition. Normal repairs may also include paint, replacement of ceiling tiles, and windows.
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