
	Classroom Team Staffing
	ED-03-109

	Early Learning Connections (ELC)

	Effective Date:
	9/1/2016
	Revised Date:
	2/6/2026

	Approved By:
	Date:

	Board of Directors
	3/23/2026

	Policy Council
	4/4/2026

	Implemented for 2026-2027 School Year



CLASSROOM TEAM STAFFING

The Program Manager is responsible for scheduling a staffing each month, for each classroom. The Staffing Team will always include the Program Manager, the Family Service Worker and the Head Teacher. Be sure all members are included when scheduling.  If Family Service Workers are unable to attend, they should provide the Program Manager with an update for each child. Documentation of all relevant information is the responsibility of the Program Manager, and it is to be recorded in Child Plus.

In addition to individual child/family concerns, the following items are to be reviewed and discussed. 

· Compliance with Child Screening Schedule/Referral and Follow Up (ChildPlus Report #3035)
· Attendance – Family Service Worker (ChildPlus Report #2336, #2306)
· Up-To-Date Health Records (Dental, Physical, Special Health Care Plan) (ChildPlus Report #3035)
· IEP/Behavioral Health Treatment Plan (ChildPlus Report #3501)
· Patterns of Challenging Behaviors (EC-SWIS)
· Patterns of Child Injury (ChildPlus Report #1080)
· Documentation Status Report/Classroom Profile (prior to each checkpoint)
· Parent Conference/Home Visit Completion (Report #2535)

A staffing entry in the education section of Child Plus under Notes/PIR  Current Year  Education Notes shall be entered for every child. When services are not up to date, follow up plans are developed with timelines and responsibilities for specific staff to complete. The follow up plans will be reviewed at the next staffing. 

Head Start Site/Team/Child Staffing (Appendix ED-I1) is completed by Program Manager and emailed to Education Administrative Assistant. 
