CREATING ROCK-WALWORTH HEAD START/EHS 

COMMUNITY AND COLLABORATIVE AGREEMENTS REVISED Aug 2012                                      
Family & Community Partnerships Service Area/Cheryl Hutchison
Training Instructions for Family Resource Workers/Advocates/HS & EHS Staff 
UNDERSTANDING THE VALUE OF COMMUNITY AGREEMENTS:
* Meets Federal Performance Standards.

* Meets Family & Community Partnership Service Plans.

* Gives clear expectations of what Head Start/EHS is responsible for providing

   and what our Community Partner/Sponsor is responsible for providing.

1) How do we know when a Community Agreement is needed?  
When most of, or all of the details listed in No.4 ( a through h) is needed in order to carry out a sponsorship offer.
2) Who can create a Community Agreement?  
Any HS/EHS staff person who is asking for or receiving sponsorship from a community organization, business, church group, team, or individual community citizen that will allow for services to be provided to HS/EHS children and families on a short term/temporary basis.

3) Considerations before contacting a sponsor for a request:
Head Start may contact an organization or business for sponsorship~ also an organization or business may contact Head Start and offer sponsorship → If you are making the call always check with the Family & Community Partnerships Team Leader to make sure this organization/business has not already been approached.
     4) Making a request to a sponsor or returning a call to a sponsor:

a) Be prepared to give sponsor information about the program and the needs of families.
b) Discuss what children and/or families will receive from sponsor.
c) Discuss where sponsorship will take place- will this be a delivery or will we pick up?
d) Let sponsor know how children will be identified w/ first name and last initial.
e) Discuss number of children and/or families being served-give sponsor options;  an entire 
    center or a single classroom?

f) Discuss date(s) for the project to begin and end.
g) Deadline for submitting names of children and a date for when the services will take place.

h) Details are a must for purposes of the following;   importance of completing agreement

    in order to meet program guidelines and Federal Performance Standards,  

    best contact times for sponsor, storage of items, how the items will be distributed, and 
    guidance to the sponsor on completing In-Kind forms for their time spent.
  5)  During the discussion of the agreement you can let the sponsor know that we will give them in               writing the details of the sponsorship~ called a Community Agreement-(a requirement of the               HS/EHS program).
* The agreement is written by the HS/EHS staff person and sent in the mail, faxed or delivered for the sponsor to review and sign if all details are correct.
* The agreement must be signed and dated by all participants before the first name/last initial and class code of children being sponsored are submitted to the sponsor. 
* Whenever possible, ask that the services or gifts are as generic as possible with respect to the diversity of Head Start families.  The exception to this is when the sponsor requests the child’s toy wish and sizes for clothing.
6) What happens to the signed agreement?  
It is most important to follow (a )through (e):
a) Send the original agreement to the Family & Community Partnerships Team Leader.                    This must be done as soon as the agreement is completed- DO NOT HOLD UNTO                          ORIGINAL AGREEMENTS AFTER THEY HAVE BEEN SIGNED!
b) Send or deliver a copy of the signed agreement to the sponsor so they will know what is                         expected of them.
c) Keep a copy for your records- and give a copy to the classroom teacher(s) if their support will                be needed to make the project work.
d) If the agreement involves a field trip or a gathering at the HS/EHS Center that will include the                sponsor’s staff and/or HS/EHS parents a Parent Center Report will need to be completed for                   the event- along with the white attendance form.  
e) Try to avoid field trips- and most important check with transportation to make                                    sure it is possible to coordinate a field trip.
7) See sample attached Community Agreement to be used as a guide for creating your own agreement.  Should you have any questions before creating an agreement phone or contact the Family & Community Partnerships Team Leader at the Administrative Center.
++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++
UNDERSTANDING COLLABORATION AGREEMENTS:

*Collaboration Agreements should be done by Administrative Managers and Finance Director.
*Meets Federal Performance Standards.

*Collaboration Agreements are considered long term and can be considered binding.
           *Collaborations that include a dollar exchange/rent should be created or completed by or have                  input from the Finance Director.

*Collaboration Agreements are especially important for details around space and staff and                        should be used for the following:  Child Care Collaborations, Public School Collaborations,                   Church and/or other facilities collaborations for space and an exchange of dollars.
*The same format used for Community Agreements may also be used for Collaboration                           Agreements.

Updated:  2012/CHutchison
*Review this wording carefully- USE THIS FORMAT TO 

CREATE YOUR AGREEMENT

 COMMUNITY AGREEMENT

Rock-Walworth Head Start and/or EHS and ____________________________________________
Community Agreement Dates
Start Date, Month & Year___________________ End Date, Month & Year___________________
Name of Business/Organization:

_____________________________________________
Name of Contact Person:


_____________________________________________
Street, City & Zip Code


_____________________________________________
Phone and Fax of Contact:


______________________/_______________________

Name of HS or EHS Contact Person:
_____________________________________________
Street, City & Zip



_____________________________________________
Phone and Fax:



______________________/______________________

Number of Head Start/EHS Children/Families Served in this agreement:  ___________________ 

at the HS or EHS Center of: ________________________Address: _________________________________
Rock-Walworth Head Start/EHS will;
- provide each child’s first name, last initial and class code to sponsor contact person by the deadline of _______________________________________________________.  All information regarding identity is confidential.
- provide age, gender, sizes and toy wish of the above named children if this is a request of the sponsor.
- provide pick up of gifts from sponsor:
   Yes
     No
____Sponsor’s Name__________________will;
- regard all child and family information as highly confidential and will use only for the purposes of this agreement.

- provide the following items for each child: ____________________________________________________________,
and the following items if the family is included: ________________________________________________________
_______________________________________________________________________________________________.
- select any additional HS or EHS names remaining as needed:
      Yes

   No
- provide storage for gifts purchased until the date of _____________________________________________________.
- complete this agreement, track donations and employee time on In-Kind Donation Forms supplied by Head Start/EHS to meet the Head Start Federal Guidelines. Forms must be returned by the last day of the month that ends the agreement- Date: _______________________________.
-Instructions for returning In-Kind forms: _______________________________________________________________.
Signed:

____________________________________________________________________________
Name and Sponsor’s Title

                                                                             Date:
Signed:

___________________________________________________________________________________
Rock-Walworth Head Start/EHS Name and Title




              Date:
cc:  Original goes to F & CP Team Leader, copies to business and any others staff involved in carrying out agreement.
