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Human Resources Management 

Plan 

 

 
Philosophy: 

 

The Head Start/Early Head Start Program firmly promotes the concept that the quality of services 

provided to children and families is intricately interwoven with the qualifications of its employees.  

In order to meet and exceed federal requirements and aspire toward excellence, the program places a 

high priority on recruiting and hiring well-educated and dedicated staff.  All employees are expected 

to understand and firmly commit to the program mission and vision statements.  Key management 

staff who are experienced and educated for their position must offer appropriate and timely support 

for employees who require guidance and direction. 

 

The program ensures that well-qualified staff who has the knowledge, skills and experience is in 

place in all areas to offer children and families comprehensive and culturally appropriate services. 

Parents and Policy Council members are vital and essential parts of on-going program 

improvement.  It is an advantage to the management staff to have these groups as partners in the 

move toward becoming a program of excellence. 

 

The program is further committed to establishing pleasant, welcoming and attractive learning 

environments at all centers and sites where children, staff and parents can teach and learn from each 

other. 

 

1304.52 (a) (1); (a) (2) (ii) (iii); (c); (d) (1) (2) (3) (4) (5) (6) (7) (8) Organization Structure; 

Management Staff Qualifications 

 

Both program and agency organizational charts define established structures for accomplishing 

programmatic and operational objectives.  In order for employees to understand their job and chain 

of command, clear lines of communication and supervision have been established.  The program 

takes an integrated team approach to management.  The organizational chart depicts both direct and 

indirect lines of supervision as well as a system for two-way communication between positions.  For 

example:  a center coordinator is assigned directly to one supervising manager even though the job 

responsibilities for that position fall into all program areas.  Therefore, it is imperative that a system 

is in place for communication from each coordinator to each manager.  

 

The organizational chart reflects direct supervision through the use of solid lines extending from the 

supervisor down to the subordinates.  Both indirect supervision and two-way communication is also 

represented on the organizational chart.  All positions on the chart have a detailed job description 

that reflect the supervisor, job title and summary, essential job duties, responsibilities, qualifications, 

requirements, education, experience and physical demands of the job.  An organizational chart that 

shows the number of employees by position is posted at each location.  This ensures that the correct 

teacher/child ratio is maintained and staff understands the chain of command.   

 

Lines of authority for the Agency Board of Directors and Policy Council are also denoted on the 
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program organizational chart.  An itemized description of their roles and responsibilities, as they 

relate to human resources management, is given in the Program Governance section of Program 

Design and Management.    

 

Qualifications for the Head Start/Early Head Start Director include leadership skills, experience and 

the education necessary for this particular organization.  The director must have a minimum of a 

bachelor’s degree in a field related to management.  Other critical qualities for this position are good 

verbal and written communication skills, knowledge and experience in financial management, the 

ability to work effectively with governing bodies and community partners, a clear understanding and 

firm belief in the program vision and mission statements, experience in program planning, operation 

and evaluation and personnel management skills. 

 

The director is supported in the area of program design and management by a compliance manager, 

human resource administrator, facilities administrator, information technology administrator, Policy 

Council, Agency Board of Directors, Executive Director, community partners and various 

consultants. 

 

Three content area experts have been assigned the responsibility of managing the delivery of 

services to children and families in areas of early child development, health services and family and 

community service.  The general duties of these managers are to develop plans and procedures, 

assess the quality of services, evaluate outcomes, provide training and staff development, and 

supervise employees.  Support staff for the managers includes an early childhood education 

manager, thirteen Center Coordinators, one assistant center coordinator, four area specialists, an 

administrative assistant, twenty family advocates and a number of professional consultants. 

 

The position of early childhood education manager requires a minimum of a bachelor’s degree in 

early child development or a related field.  This position is responsible for both Head Start and Early 

Head Start educational services.  Teachers and assistant teachers are required to have a minimum of 

a Child Development Associate Credential (CDA). 

 

The position of the health services manager includes a bachelor’s degree in health or a related field.  

The manager in this area oversees child health services, nutrition, mental health services and 

disabilities services.  Contracts and agreements with state certified or licensed professionals 

including a registered dietician support this position to ensure the conditions of the Head Start 

Performance Standards are met.  Center Coordinators are delegated to act on behalf of the Health 

Services Manager to arrange for children’s evaluations, participate in Individual Education Plan 

(IEP) or Individual Family Service Plan (IFSP) meetings and ensure appropriate follow-up and 

special education services are provided to children. 

 

The family and community services manager is required to have a minimum of a bachelor’s degree 

in social work or a related field.  The manager is given the responsibility for family development, 

community service, transition services, parent involvement and training, Early Head Start services 

for pregnant women and newborn infants and child transportation. 

The ability to successfully conduct program operation is directly related to a sound financial 

management system.  Financial transactions are performed through the Agency’s fiscal department.  

The Agency Finance Administrator is required to have a minimum of a bachelor’s degree in 
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accounting or a related field and/or extensive experience in accounting.  Broad areas of 

responsibility for this position include formulating and maintaining budgets, compiling and 

analyzing statistics to be used in preparing funding requests, providing financial information to the 

Head Start/Early Head Start Director, management staff, Policy Council and Board of Directors, 

preparing and submitting reports and data to funding sources, and directing and coordinating the 

activities of staff responsible for daily financial operation. 

 

For further information refer to a specific job description for qualifications and requirements for that 

position. 

 

1304.52 (b) (1) (2); 1301.31 (b) (3) General Staff Qualifications 

 

The quality of services to children and families depends almost entirely on the qualifications of 

program staff.  It is the responsibility of key management staff and the program’s governing bodies 

to ensure all employees and consultants have the appropriate education, skills and experience for the 

position they hold.  The following factors are taken into consideration when hiring staff or 

contracting with consultants:  education and experience for the position, experience and ability to 

work with low-income children and families, both verbal and written communication skills, the 

ability and willingness to work as part of a team, and level of community involvement. 

 

The program takes a proactive approach to finding and developing staff.  These methods include:  

recognizing the skills and abilities of current staff and parents, mentoring staff for advanced 

positions, encouraging staff and parents to take classes and participate in training and soliciting 

applications through newspaper advertisements.  

 

Interviews for jobs are conducted by two types of personnel committees. The function and 

composition of both the Policy Council Personnel Committee and the On-Site Personnel Committee 

are defined in the Policy Council By-Laws.  Formal interviews may not be conducted prior to hiring 

substitutes or persons being re-hired who left the program in good standing. 

 

Related procedures: Applicant Selection/Conducting Interviews, Conducting Pre-Employment 

Process, Policy Council By-Laws, Section 2, pages 5-6 and the Professional Development Plan 

 

1304.52 (b) (3) Current/Former Parents 

 

The program has a long-standing policy of hiring parents.  Their knowledge of the program and 

belief in its vision and mission statements are valuable assets.  Parents are encouraged to apply for 

jobs when they are qualified and are offered numerous opportunities to participate in continuing 

education and job related training.  On-the-job training as volunteers and substitutes also teaches 

parents new and marketable skills for outside employment. 

 

1304.52 (b) (4) Ethnic Background/Heritage of Families 

 

The background of program children and families is often diverse.  Staff and consultants are trained 

on cultural diversity.  Bilingual staff is employed to assist with recruitment, work in classrooms, 

make home visits and accompany children and families to appointments for services.  Written 
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materials, books, flyers and other classroom supplies that represent the language and cultures of the 

children and families are provided.  Meals are served that reflect the culture of the children.  

Classroom activities and field trips involve storytelling, music, visits to museums and libraries, etc., 

help staff and parents appreciate and enjoy diverse cultures. 

 

1304.52 (e) Home-Visitor Qualifications 

  

The primary responsibility of a home visitor is to work in partnership with parents to plan and 

conduct appropriate child education and health and nutrition related activities.  Each family receives 

weekly home visits of one and one-half hour durations for a total of thirty-two visits per year.  In 

addition to the home visits twice monthly, eighteen group meetings are conducted during the year. 

 

Minimum qualifications for a home visitor include a Child Development Associate (CDA), 

experience working with low-income children and families, good communication skills and 

knowledge of the community and its resources. 

 

For further information, refer to the Early Head Start Home Base Teacher/Family Advocate job 

description and the following procedures: Conducting Home-Based Home Visits and Promoting 

Early Head Start Home-Based Parent-Child Time Group Socialization. 

 

1304.52 (f) Infant and Toddler Staff 

 

The program operates eight Early Head Start full-day centers for 220 days a year.  The position of 

Early Head Start teacher is unique and specialized.  Both pregnant women and infants and toddlers 

are served in the program.  This means that most Early Head Start enrollees enter the center when 

they are six weeks old and remain there until their third birthday.  Therefore, it is essential that Early 

Head Start teachers have the skills and abilities to establish an open, friendly, and cooperative 

relationship with each parent, promote parent involvement in the program and encourage parent-

child bonding and nurturing, establish strong, caring relationships with children, develop feelings of 

security and trusts with infants and toddlers through a consistent, supportive and comforting 

relationship with each child, use screening information to address the developmental needs of each 

child, i.e., cognitive, language, motor skills and communicate daily and effectively with children and 

parents. 

 

Minimum requirements for Early Head Start teachers are a high school diploma, experience working 

with infants and toddlers, and the willingness to obtain a Child Development Associate (CDA) 

credential or an Early Child Development Associate degree. 

 

Related information: Early Head Start Teacher and Assistant Teacher job descriptions. 

 

1304.52 (g) (1), 1306.20 (a) (b) (c), 1306.33, 1306.32 (a) (1-12) (b) (1-8) Classroom Staffing and 

Home Visitors 

 

Both classroom and home based staffing patterns have a critical impact on the quality of child 

development services.  Positive outcomes for infants, toddlers, and Head Start age children are 

closely monitored with low child/teacher ratios and appropriate group sizes.  Center coordinators 
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monitor classrooms and schedule staff to ensure that the 10:1 child/teacher ratio is met throughout 

the day at all centers.  A third person is employed for each full-day classroom to allow the teacher 

time to plan and complete paperwork without jeopardizing the required child/teacher ratio. 

 

A home visitor is assigned a caseload of twelve children.  The low number of children allows for 

adequate time for a home visitor to perform the duties outlined in his or her job description.  Home 

visits that are missed due to illness or inclement weather are made up within the week missed. 

 

Each classroom is staffed with a teacher and an assistant teacher.  Volunteers are welcome and 

encouraged to work in classrooms, kitchens, offices, and as bus monitors. The number of children in 

any classroom is no more than twenty.  The program operates some three-year-old classrooms with 

an enrollment of seventeen children per room.  The class size is predominately determined by the 

age of the children.   

 

Full-day Head Start children attend Head Start class five days a week for approximately 160 days a 

year.   

 

In a number of counties, the program collaborates with local school systems to provide services to 

four-year-old children in Pre-Kindergarten/Head Start classrooms.  These classrooms operate a 

minimum of 160 days a year and can extend to 180 days. 

 

Staff begins building trust and respect with parents during recruitment. As the year progresses staff 

and parents become partners in all areas of the program.  With these strong and mutually productive 

relationships in place, few parents refuse to allow the two required education home visits nor fail to 

participate in the two parent/teacher conferences. 

 

1304.52 (g) (2) Home Language 

 

The program serves a diverse population and is highly aware of the importance of communicating 

with children and parents in their own language.  In order to support a child’s development, promote 

a strong sense of identity and show respect for the values and culture of the family, the child’s home 

language must be spoken.  The program’s method for addressing these issues is hiring bilingual staff 

as needed to assist with recruitment, work in the classroom, make home visits, accompany children 

and families to appointments and translate English materials into the home language of children and 

families. 

 

1304.52 (g) (3), 1306.32 Substitutes 

 

Substitute teachers are used extensively in classrooms.  Their role is to maintain required child/staff 

ratio, and ensure that child development services are not compromised when teaching staff is 

absent.   It is essential that trained and qualified substitutes be available to work in their classrooms 

on these days.  The method for maintaining continuity of care and high quality education services 

when teachers are absent is to establish and maintain a pool of qualified and trained substitutes for 

each center.  Parents who are familiar with classroom routines and activities are selected as 

substitutes when feasible. 
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1304.52 (g) (4) Early Head Start Staffing 

 

All Early Head Start classrooms operate full-day for 220 days a year.  Early Head Start teaching staff 

is well trained and suited for this position.  Their goal is to develop a consistent, supportive and 

comforting relationship with each child.  A child/staff ratio of four infants or toddlers to one teacher 

is maintained at all times, while group sizes do not exceed eight infants or toddlers.  Learning 

environments are divided or arranged to ensure that each group of children function separately and 

all state and federal guidelines are met. 

 

In order to keep required child/adult ratios, center coordinators are responsible for 1) establishing a 

pool of Early Head Start substitutes to work when teachers are absent, 2) developing work schedules 

for staff, 3) filling teacher vacancies promptly and  4) observing Early Head Start classrooms 

throughout the day. 

 

1304.52 (g) (5) Indoor/Outdoor Supervision 

 

The program places a strong emphasis on the safety and supervision of children both in the 

classroom and on the playground.  While accidents can and do occur in the classroom, injuries are 

more likely to happen during outdoor play or during children’s arrival and departure.  Teaching staff 

is trained on ways to prevent accidents, protect children and effectively supervise indoor and outdoor 

activities.   

 

1304.52 (h) (1) (i) (ii) (iii) (iv); (h) (2) (3) Standard of Conduct 

 

Professional behavior and ethical practices among staff are essential in all program areas and in 

every job.  Management staff takes the position that well qualified and trained staff has a sense of 

conduct that will guide them in professional relationships with parents, co-workers, supervisors and 

the public.  However, in order to avoid misunderstandings and protect staff against allegations of 

misconduct, workplace rules and program expectations are included in the employee handbook.  The 

handbook also contains a Code of Ethics and clear guidelines for awarding and administering 

contracts.  Each employee is given a current copy of the Employee Handbook and asked to sign an 

Employee Handbook Acknowledgement of Receipt form.  

 

Reference:   Code of Ethics- Policy 101, Code of Conduct/Conflict of Interest (page 21of handbook 

which is also signed annually by all employees. 

 

1304.52 (i) Staff Performance and Appraisals 

 

New employees are evaluated after they have worked three months and then after six months of 

employment.  Other employees receive an annual evaluation.  A critical goal of the program is to 

promote professional growth and development.  Therefore, it is the role of a supervisor to assist 

employees with obtaining annual training goals as outlined in their evaluation.  An employee who is 

on probation is re-evaluated at a specific interval, which is documented on the Employee Warning 

Form. 

 

Related procedures:  Performing Employee Evaluations 
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1304.52 (j) (1)-(2) Staff and Volunteer Health; Mental Health/Wellness 

 

The performance standards and state laws stipulate that all employees and regular volunteers have a 

physical examination which includes TB screening prior to their hire date.   The State of Tennessee 

Child Care Licensing Standards requires that staff who work directly with children have a physical 

examination every three years.  Under these standards a bus driver must have an annual physical 

examination.  Federal laws mandate that bus drivers with a Commercial Driver License have a 

Department of Transportation physical examination every two years. 

Reference: Policy 127 – Follow-Up Physicals and Policy 105 Interviewing and Hiring of Employees 

 

A regular volunteer within the context of the program’s Human Resource department is defined as 

an unpaid person who volunteers with 20 or more hours per calendar week having to go through 

same new hire requirements.  

 

The program offers each full-time employee the benefit of single coverage health insurance at no 

expense.  In addition, the program’s health insurance carrier provides an Employee Assistance 

Program (EAP) to insured staff.   Employees have access to both online and in person support for a 

wide array of personal and work related issues.  

Related procedures:  Obtaining a Follow-up Employee Physical; Obtaining a DOT Physical; 

Reporting Potential Bloodborne Pathogen Exposure and Providing Follow-up; Requesting, 

Obtaining and Monitoring Family Medical Leave; Processing New Medical and/or Dental 

Enrollment  

Reference: Employee Handbook Policy 119 – Workers Compensation/Policy 120-Work Hours, 

Leave and Holiday; Conducting Pre-Employment Process 
 

1304.52 (k) (1)-(2) Training and Development 

 

All new staff, including consultants and volunteers, completes a new staff orientation program.  The 

orientation process has been personalized according to the position the person holds.  

 

The program is firmly committed to staff development and training.  Program funds are provided to 

teachers and other staff to work toward an associate or bachelor’s degree in Early Childhood 

Education or a related field of study, i.e. Social Work.  Additionally, annual funding is provided for 

employees to obtain a Child Development Associate (CDA).  Approval of a request is determined by 

1) available of funds, 2) training needs of applicant, 3) federal educational mandates and 4) class 

schedules.   

Related procedures:  Requesting and Receiving Technical Assistance; Conducting On-Site Annual 

Training; Obtaining CPR and First Aid Training, Completing Individual Training Roster Obtaining 

CDA Renewal; Conducting New Staff Orientation; Conducting Pre-Employment Process; 

Conducting Bloodborne Pathogens Training; Requesting and Utilizing Professional Development 

Funds and Professional Development Plan. 

 

A Training and Technical Assistance Plan is developed and submitted as part of the program’s 

annual grant proposal.  
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1304.22 (a) (5), 1301.31 (b) (4) (e) 1304.52 (k) (3) (i) Identification and Reporting of Child 

Abuse and Neglect 
 

Identifying and reporting a possible case of child abuse or neglect is a sensitive and difficult task 

even for a skilled and experienced worker.  Therefore, it is imperative that staff receive written 

materials and on-going training and support on issues concerning child abuse and neglect.  New 

employees receive training and are given a copy of the program Child Abuse and Neglect Policy 

during new staff orientation while trainings on this topic are conducted for all staff annually.  State 

laws and program policy on identifying and reporting suspected incidents of abuse are explained to 

the parents, both verbally and in writing.  The policy is included in the parent handbook.  Parents 

and staff are also made aware that a mental health professional is available for one-on-one 

consultations and group workshops on topics such as appropriate discipline, stress management, etc.   

 

Related procedure: Reporting Suspected Child Abuse or Neglect.  

Reference: Employee Handbook - Policy 126 

 

1304.52 (k) (3) (ii); 1304.40 (h) (1)-(4); 1304.41 (c) Transition 

 

The transition of children and families into Head Start begins at recruitment when parents and staff 

exchange family and program information.  The parent talks about his or her child’s abilities and 

needs while staff explains services the program offers.  The initial home visit is the second 

opportunity for parent and staff to share information and to establish a trusting and productive 

relationship.  Open House/Parent Orientation, conducted before centers open in August, allows 

children and parents to view their classroom and talk with their child’s teacher.  The second family 

services home or office conference takes place within thirty days of the initial home visit.  All of 

these encounters, as well as less formal contacts between parent and staff ensure that families and 

children feel welcome and comfortable at all centers.  Children transition into their classroom by 

boys on day one and girls on day two or by just having half of the class on day one and day two 

during the first week of center operations. Teachers have time to talk with each child, explain the 

daily routine, and show him or her where things are located, i.e., locker, bathroom.  Parents are 

encouraged to bring their child during the first week, observe the classroom and ask questions.   

 

For the most part, Early Head Start is the first out-of-home placement for infants and toddlers 

entering the program.  The transition of pregnant teens into the program requires the assistance of 

the program’s community partners, i.e., school counselors, TEIS, and other staff working directly 

with the teen.  A transition plan is developed for an Early Head Start child six months before his or 

her third birthday.   

 

Related procedures:  Transitioning Early Head Start Children to Head Start or Next Placement; 

Transitioning Children and Families to Kindergarten; Transitioning Infants into Early Head Start; 

Transitioning Toddlers into Early Head Start. 

 

Transition of new staff into a classroom is equally as important as transitioning children into and 

from the program.  When staff is hired or a current employee is assigned to a different classroom, the 

assistant teacher acts as teacher until both the children and new teacher become familiar and 
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comfortable with each other.  At a special group time, each child is introduced to a new classroom 

employee.  This special occasion presents an opportunity for a new teacher or assistant teacher and 

the children to meet in a relaxed, pleasant atmosphere.    The center coordinator will inform parents 

that a staff change will be made in their child’s classroom.  The center coordinator will give parents 

the name of the new teacher or assistant teacher and when he or she will begin working in the 

classroom.  The new employee will be available to greet and talk with parents during his or her first 

day on the job.  The new teacher or assistant teacher will be present to interact with parents at Parent 

Committee Meetings.   

For further information, refer to the procedure for Transitioning New Teaching Staff into a 

Classroom. 

 

1304.52 (k) (4) Policy Council Training            

 

To ensure that the system of shared governance works effectively, both the Policy Council and 

Agency Board of Directors participate in various joint training sessions throughout the year.  The 

first workshop of this type is conducted in November when the incoming Policy Council is seated.  

The training which involves both Council and Board members is presented by a presenter who is 

well versed in the area of Program Governance.  Topics discussed at the joint workshop include, but 

are not limited to the following: 

 

ο An overview of Agency and Head Start/Early Head Start program philosophy and vision 

and mission statements. 

ο The organizational structure of the program and agency that shows the chain of command. 

ο The role and responsibilities of both Policy Council members and Agency Board of 

Directors in ensuring that high levels of services to children and families are supported 

through shared decision making. 

ο The Head Start Performance Standards and other federal mandates that govern the 

program. 

 

Other joint training opportunities are planned and conducted throughout the year.  Both Policy 

Council members and Agency Board of Directors assist with conducting the annual self assessment 

and formulating program plans and fiscal objectives.   

 

Related procedures:  Conducting Joint Policy Council and Board Training; Preparing for an Agency 

Board of Directors Meeting; Preparing for the First and Subsequent Policy Council Meetings. 

 


