
 

 
 

 
 
 
 
 
 

CITYWIDE PARENT POLICY COUNCIL (CPPC) 
PROGRAM GOVERNANCE HANDBOOK 

 

 
 
 
 
 
 

 

 

 

 
 

 

 

 

 

 



 

            

 

2 

TABLE OF CONTENTS 

SECTION I: GENERAL INFORMATION ........................................................................................................ 3 

1. Introduction: Objectives of the Program Governance Handbook ....................................................... 4 
2. Head Start/Early Head Overview ........................................................................................................ 5 
3. Role of the Delegate ........................................................................................................................... 6 
4. Role of the Grantee ............................................................................................................................. 8 
5. Role of Support Staff for Citywide Parent Policy Council .................................................................... 9 
6. Communication Protocol .................................................................................................................. 10 
7. CPPC Orientation .............................................................................................................................. 11 
8. CPPC Committees Overview .............................................................................................................. 11 
9. Parent/Community Complaint Procedures ....................................................................................... 13 
10. Family Outcomes ............................................................................................................................ 15 

SECTION II: CPPC GOVERNANCE POLICIES AND PROCEDURES ................................................................ 17 

11. City of Chicago and CCUO Role in Head Start/Early Head Start Governance ................................. 18 
12. Attestation ...................................................................................................................................... 18 
13. CPPC Conflict of Interest Policy/Nepotism Policy ............................................................................ 22 
14. Pledge ............................................................................................................................................. 23 
15. Standards of Conduct ...................................................................................................................... 24 
16. Internal Dispute/Impasse Resolution Policy .................................................................................... 25 
17. Child Care Allowance and Reimbursement Procedures .................................................................. 28 
18. CPPC Conference & Out of Town Travel Policy ............................................................................... 30 
19. DFSS Head Start Support Service Contractor for CPPC .................................................................... 33 
20. Personnel Committee Interviewing Guidelines  .............................................................................. 35 

SECTION III: PARLIAMENTARY PROCEDURES .......................................................................................... 37 

        21.  Basic Parliamentary Procedure ....................................................................................................... 38 
        22. Frequently Used Motions ................................................................................................................. 39 
        23. Parliamentary Tidbits ...................................................................................................................... 40 
       24. How To State Most Used Motions .................................................................................................... 41 

APPENDIX 1: DEFINITIONS/ACRONYMS ................................................................................................. 45 

APPENDIX 2: TIPSHEETS, TEMPLATES & FORMS………………………………..………………………..……………………….57 

        1. CPPC Meeting Information Tip Sheet................................................................................................. 58 
        2. CPPC Parent/Community Complaint Form ........................................................................................ 59 

3. Executive/Committee Report Template  ........................................................................................... 60 
4. Policy Committee Report Template .................................................................................................. 61 
5. CPPC Report to the CCUO Template ................................................................................................. 62 
6. CPPC Meeting Agenda Example ........................................................................................................ 63 
7. CPPC Member Travel Request Form ................................................................................................. 64 
8. CPPC Member Out-of Town Expense Report .................................................................................... 65 
9. CPPC Child Care Reimbursement Form ............................................................................................. 66 
10. CPPC Officer/Community Representative Nomination Form  ......................................................... 67 
11. Frequently Used Motions Tipsheet ................................................................................................. 70 
12. How To State The Most Used Motions Tipsheet ............................................................................. 71 
 
 
 
 
 



 

            

 

3 

 
 
 

SECTION I 

GENERAL INFORMATION 
 
 
 

1. Introduction: Objectives of the Program Governance Handbook 
2. Head Start/Early Head Overview 
3. Role of the Delegate 
4. Role of the Grantee 
5. Role of Support Staff for Citywide Parent Policy Council 
6. Communication Protocol 
7. CPPC Orientation 
8. CPPC Committees Overview 
9. Parent/Community Complaint Procedures 
10. Family Outcomes 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

            

 

4 

1. INTRODUCTION: OBJECTIVES OF THE PROGRAM GOVERNANCE HANDBOOK 
 
The Citywide Parent Policy Council (CPPC) Program Governance Handbook seeks to enhance 
and strengthen the partnership with Policy Council Members and the Chicago Department of 
Family & Support Services (DFSS), the Grantee. The Handbook is intended to improve 
communication, support information sharing, and assist with the overall understanding of the 
roles and responsibilities of Policy Council members. The Handbook is reviewed and revised 
annually with the input of Policy Council members and grantee staff. It also summarizes the 
Head Start Grantee’s responsibilities in relation to the Policy Council. The Department 
welcomes your comments and suggestions for improving the content of the handbook. 
Recommendations will be reviewed by the Executive Committee of the Parent Policy Council 
and DFSS staff for inclusion in the handbook.    
Please submit your written remarks to: 

 
  Tosha Smith, Supervisor of Children Services Programs 
  Chicago Department of Family & Support Services 
  Children Services Division 
  1615 West Chicago Ave., 2W 
  Chicago, Il 60622 
  FAX: 312.743.1936 
  E-mail: Tosha.Smith@cityofchicago.org 
 
Thank you to all Citywide Parent Policy Council members for your contributions and continued 
support of the City’s Head Start, Early Head Start, Early Head Start Partnership and EHS 
Expansion programs. 
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2. HEAD START/EARLY HEAD START OVERVIEW 
 

Originating in 1965, the Head Start program provides wrap around early learning and 
development program for income and categorically eligible children and their families, with the 
goal of preparing children for school and for life. Head Start is a federal to local annual grant, 
meaning that the federal government provides grants to local organizations to provide Head 
Start, as opposed to funding the program through state government. Across the county 
different types of organizations are funded to provide Head Start, including but not limited to 
community action agencies, tribal councils, city and county governments, school districts, and 
social services agencies and other non-profit organizations. Head Start grantees can either 
provide services directly, through grantee-operated sites, or indirectly, through federally 
recognized delegate agencies and their operated sites, or through a combination of the two. 
There are three basic program models: center-based, home-based (home-visiting), and licensed 
family child care homes. Programs may be full day or half-day, full year, or part year. Head Start 
programs must comply with the Head Start Act, the Head Start Program Performance Standards 
(HSPPS), and the Uniform Federal Guidance. 

There are three Head Start funding streams that support services:  

1) Head Start supports programs for children 3-5 years old and their families, and may be 
operated through center-based, home-based (home-visiting), and licensed family child 
care homes options. Programs may be full day or half-day, full year, or part year. 

2) Early Head Start supports programs for infants and toddlers, 6 weeks to 3 years old, and 
their families, and pregnant women, and may be operated through center-based, home-
based (home-visiting), and licensed family child care homes option.  Programs are full 
day and full year. 

3) Early Head Start-Child Care Partnership supports programs for infants and toddlers, 6 
weeks to 3 years old, and their families.  Programs must be full day and full year. In 
addition to being eligible for Early Head Start, a certain portion of children and families 
served must be eligible for state child care.  

In addition to these three base funding streams, other Head Start funding is periodically 
available, depending on acts of Congress. They include competitive Expansion grants that 
increase the number of slots available for any of the three programs (Head Start, Early Head 
Start, or Early head Start-Child Care Partnership), Quality Improvement grants that focus on 
increasing a quality component of the program, and Cost of Living Adjustment (COLA) grants 
that increase staff wages and other expenses impacted by the cost of living index. 
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3. ROLE OF THE DELEGATE AGENCY 

Under Head Start, a grantee may “delegate” services to another organization, hence delegate 
agency. This is what the City of Chicago does, delegating Head Start program services to over 50 
agencies across the city that provide direct services to children and families. Delegate agencies 
must adhere to the Head Start Act, HSPPS and the Uniform Federal Guidance, in addition to 
following City of Chicago requirements as spelled out in Head Start contract boilerplate and 
scopes and the Chicago Early Learning Standards 2.0.   

DFSS Head Start delegate agencies may have two kinds of sites directly-operated sites or 
partner-operated sites. Directly operated sites are owned and operated by the delegate; 
partner-operated sites are owned by another entity, usually a private owner, but they provide 
services to Head Start-enrolled children. DFSS and its delegate agencies use partner sites to 
provide services in communities where there are Head Start eligible children and families, but 
no current delegate-operated site.  Head Start children and families enrolled at partner sites 
must receive the same services as those enrolled at directly operated sites. Delegates are 
responsible for ensuring that partner sites meet the same standards as directly operated sites, 
and from a DFSS perspective as far as monitoring and program expectations, the two types of 
sites are treated alike.  

DFSS Head Start delegate agencies are responsible providing all direct services to children and 
families and/or connecting children and families to additional support services. Each delegate 
must allocate slots and design its program options based on the needs of its local children and 
families. Delegates must ensure that teacher child ratios are maintained that teachers and 
other staff have the required credentials, and that lesson plans are individualized for each 
child’s needs.  They must implement the Head Start Parent and family community engagement 
framework and work with parents to set and achieve individual and family goals. They must 
ensure that all children have medical and dental homes, health insurance, and follow up 
treatment when necessary. They must ensure that services are trauma-informed, and that 
children, families, and staff have access to mental health consultants when necessary. All 
programs must have parent activity and education calendars and mental health service plans. 
Agencies must conduct child assessments and refer children for additional services when 
necessary and with parent consent.  Agencies must provide meals and snacks that meet federal 
guidelines and are delivered family style in center-based options. Meals, as well as agency 
leadership and staff should be reflective of the culture of the community served. Each agency 
has policies and procedures to conduct these services that meet the requirements of the Head 
Start Act, HSPPS, and CELS 2.0 but are tailored to their own agency’s culture, communities, and 
families.  

Each delegate agency must follow the program governance standards as laid out in the Head 
Start Act, HSPPS, and CELS 2.0. This means each site has a parent committee, meeting monthly 
and open to all the site’s parents, which elects a Head Start parent representative and alternate 
to serve on its delegate agency level Policy Committee. The delegate agency Policy Committee 
elects’ officers and a representative and alternate to site on the Citywide Parent Policy Council.   
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The Delegate-level Policy Committee typically meets monthly and is responsible, in 
collaboration with the agency’s Board of Directors, for overseeing the agency’s Head Start 
grant, determining the agency’s parent activity budget, and ensuring parent input on parent 
training schedules, the mental health services plan, the agency’s school readiness goals and 
program goals and objectives. The delegate is responsible for ensuring that Policy Committee 
members receive orientation and training concerning their roles and responsibilities that 
prepare them to conduct Head Start-related business throughout the program year. 
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4. THE ROLE OF THE GRANTEE 

In the city of Chicago, the largest provider of Head Start is the City of Chicago. It has been a 
Head Start grantee since the program’s inception in 1965.  It currently administers its grant 
through the Department of Family and Support Services (DFSS). The City uses a network of 
delegate agencies to provide services to children and families and provides no services directly.  
Currently DFSS has over 50 delegate agencies (listed in the appendix) that provide Head Start, 
Early Head Start, Early Head Start-Child Care Partnership, and Early Head Start-Expansion to 
7,404, 2,162, 1,100, and 200 children and families respectively.   

At DFSS, the Children Services (CSD) Division is responsible for managing the Head Start grant 
and program, in collaboration with its Administrative Divisions, including the Administrative 
Services, Finance, and Contracts Division, as well as the City’s Departments of Law, Human 
Resources and Procurement, the Office of Budget Management, and the Comptroller’s Office.   

CSD consists of three units—Program Operations, Program Quality, and Program 
Administration. Program Operations monitors delegate agency programs to ensure they meet 
the requirements of the Head Start Act, HSPPS, and CELS 2.0. There are five monitoring teams 
that consist of support service coordinators who have expertise in each of the program content 
area requirements. Program Operations also contains a team of licensed hearing and vision 
specialists who provide hearing and vision screening directly to Head Start children and a team 
of CPS Special Education teachers who work with Head Start delegates and to support agency 
and families as through the CPS disabilities referral and evaluation process. Program Quality 
facilitates training, technical assistance, and professional development for grantee and delegate 
agency staff. Lastly the program administration unit supports the Finance and Contracts 
Division in executing agency grants, budgets, and contracts; manages the program’s data 
system; conducts the grantee community assessment and self-assessment; manages 
communications, and facilitates the Citywide Parent Policy Council and co-facilitates the 
Chicago Committee on Urban Opportunity. 

The Citywide Parent Policy Council consists of parent members from each of the City’s delegate 
agencies. 
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5. ROLE OF SUPPORT STAFF FOR CITYWIDE PARENT POLICY COUNCIL 

 
The Grantee’s assigned staff to the Parent Policy Council serves to help develop and meet the 
Head Start/Early Head Start/Child Care Partnership, and EHS Expansion program objectives as 
they relate to Program Governance. The following description reflects the general expectations 
of the grantee’s assigned staff in partnership with the Parent Policy Council: 
 

• Assists the CPPC with understanding the goals and objectives of the Head Start/Early 
Head Start program.  

• Assists in the coordination of CPPC activities 

• Must ensure that the CPPC receives training on the Head Start Program Performance 
Standards, Parliamentary procedures, Personnel Selection, grants management, Annual 
Grant Application, and fiscal budgeting). 

• Assists in the scheduling of all CPPC meetings except those called for by Executive 
Committee.  

• Assists in the scheduling of monthly CPPC Executive Committee meetings 

• Assists in the scheduling of called and special meetings 

• Provide support for the review and revision of the CPPC Handbook 

• Must ensure that Program Governance policies and procedures are reviewed, updated, 
and approved annually by the CPPC.  

• Provide organization and implementation support for of the Annual Parent Volunteer 
recognition event.  

• Coordinate ALL CPPC attendance at in town/out of town trainings, conferences, and 
meetings.  

• Must ensure that documentation of CPPC meetings, agendas, minutes (including 
decisions/actions taken) are maintained for review as requested. Provide CPPC 
members with training on securing child care reimbursements and travel 
reimbursements related to their CPPC participation.  

• Provide opportunities for CPPC members to fully participate in Head Start/Early Head 
Start services.  

• Must provide support for annual CPPC elections.  

• Must ensure that CPPC members are involved in Shared Decision Making, including 
Policy and Procedure development, and program planning activities that impact Head 
Start/Early Head Start. 

• Assists in the coordination of CPPC activities between the governing body  
 Chicago Committee on Urban Opportunities (CCUO), including attendance at meetings 

and sharing of meeting minutes.  
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6. COMMUNICATION PROTOCOL  

 
Clear and open communication must be designed and carried out in a way which engages 
Parents, staff, administration and policy groups at the Grantee and Delegate levels. Though we 
are encouraged to share and exchange information about Head Start/Early Head Start, the 
timing of communications should not be confusing. The written communication systems at the 
Grantee level are as follows: 

• CPPC members will receive meeting notices by mail, email, telephone call/text, and/or 
through the Delegate agency support staff for policy committee matters at least 7-10ays 
prior to all scheduled meetings. Communications will include, meeting notices, 
documents for review and feedback, and a meeting agenda. Information will be made 
available in English/Spanish. Additional translation needs will be met upon request. 
Meeting notices will be posted on the DFSS webpage: www.childrenserviceschicago.com    

• Formal DFSS written correspondences, letters and memorandums will be provided 
directly to Delegate Agency leadership for information sharing purposes with Policy 
Committee members. 

• Formal correspondences communicated to the CPPC Chairperson will also be shared and 
provided to the CPPC Vice Chairperson.  

• CPPC members will utilize the Policy Council Report form to document Delegate Agency 
Policy Committee’s progress, successes, and concerns.  

 
The Executive Committee will meet monthly and prior to the Citywide Parent Policy Council 
monthly meeting to be kept abreast of program developments, and to share information and 
plan Parent activities. The Chairperson, the Vice Chairperson, and the assigned Grantee staff 
shall maintain contact via telephone or e-mail as needed. 
  
Appropriate lines of communication should be adhered to. Citywide Parent Policy Council 
members should contact the CPPC Chairperson and the DFSS Program Governance staff 
regarding Policy Council meetings and request for meetings with DFSS Children Services 
Division management staff. Parent Policy Council members should direct any concerns or issues 
regarding Head Start/Early Head Start to the Program Governance staff using the policy 
committee report form in this Program Governance Handbook. At the Delegate agency level, it 
is recommended that there be clearly identified lines of communication established within the 
Policy Committee, as well as between the Policy Committee and Delegate Agency Staff. 
 
 
 
 
 
 

 
 
 

http://www.childrenserviceschicago.com/
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7. CPPC ORIENTATION 
 

Each year, CPPC members will receive a comprehensive, program and administration orientation 
a month after the elections. The purpose of the orientation is to provide information intended to 
increase the understanding of their roles and responsibilities as Policy Council Members. At a 
minimum, this orientation includes: Introduction to the CPPC, Program Governance, 
Parliamentary Procedures, Fiscal/Operations, Personnel, Early Childhood Development, Success 
Stories, Community Engagement, and other topics that may be requested the CPPC. DFFS and 
CPPC will jointly plan the orientation. A positive orientation sets the stage for developing 
successful relationships both on the Policy Council and with the Department. 

 

8. CPPC COMMITTEES OVERVIEW 

Executive Committee—The Executive Committee meets monthly and is comprised of elected 
CPPC officers and chairpersons of other CPPC committees. The executive committee introduces 
parent members to leadership roles. Officers can develop a variety of professional skills while 
playing an active role in activities that include program management and program planning.  
Officers lead the CPPC, set agendas, run meetings, and represent City of Chicago Head Start 
programs at conferences. Officers can develop a variety of leadership and other personal and 
professional development skills.  

Personnel Committee—Serving on the Personnel Committee is a good opportunity for parents 
to learn about professional practices related to the management function of human resources. 
The Personnel Committee has three main objectives:  

• Review and provide recommendations to the grantee’s HR policies and procedures in 
the CELS and the CSD Internal Policies & procedures as it relates to the operation of the 
City of Chicago’s Head Start funded programs; 

• Participate in the review of candidates for Head Start-funded Leadership positions, 
including the Deputy Commissioner of Children Services Division (CSD), the CSD Program 
Administration and Program Services Managers, and the DFSS Manager of Finance who 
oversees Head Start fiscal administration; 

• Participate in interviews for Head Start funded positions. Participation in interviews for 
Head Start-funded positions is contingent on members completing the City of Chicago 
Human Resources Department’s Interview and Consensus training and ability to 
participate in each interview for a candidate.  
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Finance Committee—The finance committee provides parents an opportunity to learn about 
how fiscal operations and federal funding work in a government agency. Members will learn 
about how DFSS monitors delegate agency spending and non-federal share and ensures that 
costs are allocable and allowable. Members can review and provide input to the City’s federal 
Head Start budget and see how budget planning and decision-making impact the distribution of 
dollars to delegate agencies and their implement quality programming. During the committee 
meetings, discussions can include budget revisions, finance policies and procedures, and 
program expenditures reviews. 

Health Services Advisory Council (HSAC) – Participating on the HSAC gives parents a unique 
opportunity to take a deeper dive in learning more about health, mental health, dental, 
nutrition, education, social services, and family and community involvement and how these 
programs are managed in the City of Chicago’s Head Start program. Parent members, along 
with DFSS staff, delegate agency staff, and subject matters experts, make recommendations on 
the health and educational services delivered to children and families. Parents may choose to 
participate on any of the subcommittees of the HSAC. The subcommittees are: 

• Early Childhood Development/Education 

• Disability Services 

• Family and Community Engagement 

• Health/Dental/Nutrition/Mental Health 
 

Ad hoc committees—Ad hoc committees are established as the need arises. In the past, ad hoc 
committees have included the participation workgroup, bylaws committee, and governance 
handbook committee. Ad hoc committees have a specific project that has been identified by 
the CPPC that needs attention. These committees are dissolved when the assigned project is 
complete. So, these committees are temporary and typically do not meet throughout the year 
but do offer a variety of opportunities. Parents should evaluate each committee purpose to 
match their interest. 
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9. PARENT / COMMUNITY COMPLAINT PROCEDURE  

The purpose of the Complaint Procedure is to give parents and members of the community the 
opportunity to communicate a complaint or concern about a particular issue to DFSS staff.  

This procedure is for Head Start/Early Head Start parents and community residents to address 
their problems and concerns about the Department’s programs and the measures needed to 
correct them (this is not a grievance procedure).  The protocol below should be followed as 
these situations arise: 
 

• Be prepared in writing, utilizing the Complaint Form, to identify and verify the problem, 
as well as state what may have caused the problem.  

• Be prepared to discuss the problem and recommend a solution.   

• Once a solution has been reached, specific follow-up responsibilities will be assigned 
with a timeline for completion.  

• All related documents shall be maintained on file by DFSS and the CPPC Secretary. 

• Progress towards the resolution should be reviewed regularly. If the chosen solution 
does not resolve the problem, it may be necessary to re-examine the cause and explore 
an alternative solution. 

Step One  

Complaints are encouraged to be resolved at the Delegate Agency. If unable to do so, 
Parents/Community members should discuss their concern with the CPPC Executive 
Committee.  

Step Two  

In the event the complaint/concern cannot be resolved directly by the CPPC Executive 
Committee, the parent/community member may complete and submit the Complaint Form to 
the CPPC Executive Committee and the appropriate DFSS support staff. The complaint should 
contain the parent’s name, address, and telephone number. It should clearly describe the facts 
of the complaint, as well as the issue or concern, and their thought about an appropriate 
remedy. It must be submitted on the Parent/Community Complaint Form. A copy of this form is 
attached.  

Step Three  

In conjunction with the appropriate management staff, DFSS management will investigate the 
complaint and provide a written response to the complainant and the CPPC Executive 
Committee no later than 10 business days of receiving the completed Parent/Community 
Complaint Form.  
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Complaint Follow-Up Steps 

• Provide Parent Complaint Form response to the CPPC Executive Committee at the next 
schedules Executive Committee meeting.  

• Response(s) will be reviewed and discussed at the Executive Committee meeting. 

• The Executive Committee will discuss and make recommendations for resolution, then 
report back to the complainant as well as the full CPPC at the subsequently scheduled 
meeting. The CPPC Executive Committee has the option to call in support as needed to 
formulate their decision. (See support options in Impasse Procedure section) 

• If resolution or issues warrant further involvement, the assigned grantee staff will 
inform and discuss concerns with appropriate DFSS (Children Services Division) 
management staff for input, plans, and/or progress. 

• Assigned DFSS support staff will report back to the CPPC Executive Committee, 
respectively. 

 

*In the occurrence that there is no resolution to a formally issued complaint to the CPPC, The Office of 
Head Start is the next option for the complaint to be reported.  

*If the complaint/concern involves a case of suspected child abuse/neglect please call the Illinois 
Department of Children and Family Services 1-800-25-ABUSE immediately.  

*See Appendix for CPPC Parent/Community Complaint Form  
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10. FAMILY OUTCOMES 
 

These outcomes guide Head Start and Early Head Start staff as they partner with families on the 
goal’s parents set for themselves and their children, and as they track progress together toward 
these goals. 
 
Family Well-being 
DFSS provides a safe and healthy environment that creates opportunities for educational 
advancement and economic mobility by ensuring access to physical and mental health services, 
housing and food assistance, and other family support services. 
 
Positive Parent-Child Relationships 
DFSS encourages opportunities for Parents and families to develop positive relationships with 
their children that nurture child health, development, and learning. 
 
Families as Lifelong Educators 
DFSS partners with Parents and families by fostering opportunities to guide, promote, and 
participate in the everyday learning of their children at home, school, and in the community.  
 
Families as Learners 
DFSS supports Parents and families with understanding their child’s personality, development, 
and learning style. DFSS also supports Parents/Families as they set goals for their own learning 
interests through education, training, and other experiences that support parenting, careers, 
and life goals. 
 
Family Engagement in Transitions 
 
DFSS considers the transition of families out of Head Start as a two-step process: 
 

• Step One: Preparing for transition by offering opportunities for Parents to experience 
what lies ahead in their continuing efforts to support the health and well-being of 
themselves and their families.  
 

In step one, Parents have the chance to expand their knowledge about community services 
and resources, and to explore their strengths, interest and needs in relationship to being an 
active part of their community. They may learn more about how to access and manage 
economic educational services; health or social services; link up with community networks 
in churches, schools, or neighborhood groups; serve on community committees or advisory 
groups or boards; discover new community resources; plan to continue a service or 
relationship begun under Head Start; or learn how to relate to their child’s new school. 
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• Step Two: Supporting Parents as they exit from Head Start at the end of their child’s 
enrollment.  

 
In Step Two, Parents prepare for transitioning their knowledge and experiences into 
Kindergarten by supporting their child’s education experience and outcomes.  

 
Family Connections to Peers and Community 
DFSS supports Parents and families as they form connections with peers, mentors, and other 
community members in formal and informal networks. These networks are supportive and 
educational, inclusive of families’ home language and culture.  
 
Families as Advocates and Leaders (list volunteering and participation opportunities) 
DFSS encourages Parents and families to advocate for their children and engage in leadership 
roles within Head Start and Early Head Start by participating in decision-making, policy 
development, and organizing activities. These experiences improve children’s safety, health, 
development, and learning experiences. Opportunities for engagement include:  
 

• Illinois Early Learning Council (Family Advisory Council) 

• Illinois Department of Family Services  

• Illinois State Board of Education  

• Child/Family Connections 

• Title 1 (Chicago Public Schools) 

• Family Advisory Board (Office of Diverse Learners – Chicago Public Schools) 

• CPS Local School Council 
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11. CITY OF CHICAGO AND THE CHICAGO COMMITTEE ON URBAN OPPORTUNITIES 

ROLE IN THE GOVERNANCE OF HEAD START/EARLY HEAD START PROGRAM 
 
City Council and The Chicago Committee on Urban Opportunity  
 
The City Council of Chicago is the official governing body for the City of Chicago’s Head Start 
Grant, with the Mayor as its Chief Executive Officer.  The Chicago Committee on Urban 
Opportunity (CCUO) was established by ordinance by the City Council to provide oversight of 
the City’s of Chicago’s Head Start and Community Services Block Grants in its stead.  Two 
Aldermen are appointed by the Mayor of Chicago to serve on the CCUO to actively participate 
in the oversight of the program, and the Mayor also appoints a First Vice-Chair to preside over 
the CCUO in his or her stead. 
 
While the CCUO, like the CPPC, has the responsibility of reviewing and approving the City’s 
Head Start-related grant applications and budgets, this process also occurs in City Council.  City 
Council has ultimate authority over the Head Start and Early Head Start program budgets and 
has fiduciary responsibility for it.  Therefore, City Council approves the Head Start/Early Head 
Start budget allocations annually and approves and accepts all grant awards.  
 
City Council delegates authority over the Head Start/Early Head Start program to DFSS with the 
understanding that the Department will be advised by the CCUO and the CPPC on matters 
pertaining to Head Start and Early Head Start programming.  It is also understood by City 
Council that both of these decision making groups in Head Start have approval or disapproval 
responsibilities on program governance policies and procedures as required by the Head Start 
Performance Standards 1304.50 Program Governance and the Improving Head Start for School 
Readiness Act of 2007- Section 642 ( c ) Program Governance.  

CCUO Membership  

As a requirement of the 2007 Head Start Act, Head Start governing bodies must include within 
its body members who have backgrounds or areas of expertise in the following: 1) fiscal 
management or accounting; 2) early childhood education and development; 3) be a licensed 
attorney familiar with the issues that come before the governing body. Additional members 
should reflect the communities the City’s Head Start program serves.  The CCUO may also 
include parents of children who are currently, or were formerly, enrolled in Head Start 
programs.  Members may be selected for their expertise in education, business administration, 
or community affairs. They are appointed by City Council. 

CCUO includes representation from the Citywide Parent Policy Council (CPPC).  The CCUO 
maintains a permanent seat for the annually elected Chairperson of the CPPC.  This ensures 
that parent concerns, projects, and granted approvals or disapprovals are brought before the 
CCUO.  The CPPC Chairperson also provides a quarterly report to the CPPC membership body 
about the CCUO meeting, matters, and discussions. This helps to keep the CPPC informed 



 

            

 

19 

about the actions and decisions the CCUO will take in support of and in partnership with the 
department to ensure quality services are being provided to the children and families enrolled 
in the Head Start programs. 

 
CCUO Responsibilities 
 
CCUO oversees, reviews documentation, and provides direction for DFSS’ administration and 
implementation of the Head Start programs; and when required, make approval and/or 
disapproval decisions as required by the Head Start Performance Standards.  At its quarterly 
meetings and electronically, the CCUO receives financial and programmatic update reports 
from DFSS.  The primary matters that are brought before the CUUO are issues of enrollment 
/recruitment, planning, outcomes of the grantee self-assessment, personnel matters, and  grant 
application status reports. Information provided to the CCUO is not limited to the items listed 
here. 
 
The CPPC also has oversight responsibilities of the Head Start/Early Head Start program. The 
CPPC is engaged in the development and implementation of the grantee’s planning process for 
the program year.  Opportunities are made for both groups to work together in the planning 
stages of the program.  The CPPC reviews, discusses, and approves or disapproves Head 
Start/Early Head Start matters as applicable to the Head Start Performance and the 2007 Head 
Start Act and then submits these action items for review and approval to the CCUO with 
additional support and information from grantee staff as appropriate. In the event that both 
parties can not agree to render joint approval on Head Start matters as defined in Appendix A, 
the Impasse/Conflict Resolution Procedure is invoked. (See attached shared governance grid for 
approval/disapproval timeframes.) The CPPC meets quarterly to address the business of Head 
Start/Early Head Start. 
 
As warranted, the content and conclusions of the CCUO business is conveyed to the City Council 
at the discretion of an Alderman who serves on the CCUO; and conveyed to the CPPC by its 
chairperson who attends the meeting.  Subsequently, the Commissioner of DFSS, also reports 
to the City Council on a regular basis regarding the business of Head Start/Early Head Start, and 
other programmatic issues. 
 
CCUO, CPPC & City of Chicago Planning/Budgeting Process 
 
The planning process begins in the spring when the CPPC receives training on the process of 
applying for and dispensing the Head Start grant funds. An overview is also provided to the 
CCUO during its quarterly meeting.  The proposed funding strategy is shared with the CPPC 
Executive Committee, the CPPC and the CCUO. Shortly thereafter, the members are provided 
the opportunity to work together with grantee staff to develop specific components of the 
application to the Department of Health & Human Services. The CPPC and subsequently later, 
the CCUO, reviews the final application before it is sent to City Hall. 
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Before the application is sent to City Hall, the CPPC review, recommend modifications, and 
eventually approves the budget and plans for the upcoming year before the department 
submits the annual application to the City’s departments of Law and Purchasing, and to the 
City’s Comptroller’s Office, and to the Mayor, City Council, and to the Department of Health 
and Human Services. 
 
The budget making process also begins in the spring of each year for the department as it does 
for the other city departments of city government.  The department drafts a detailed budget, 
which includes the Head Start/Early Head Start portion, showing every personnel position, 
salaries, and all anticipated major expenditures.  The Head Start portion of the City’s budget is 
developed in partnership with Head Start parents.   
  
The draft is then submitted to the Department of Management and Budget for review, and 
then submitted to the City Council.  The City Council then conducts a hearing in which 
departmental personnel testify and answer questions about the grant application and budget 
that are posed to them by members of the City Council. 
 
The CCUO was established in 1965 and operates under the terms of the Community Block 
Grant.  The CCUO is charged with specifically overseeing the use of the Community Block Grant 
and, and a mandate to engage in broad anti-poverty planning and oversight.  Because of its 
program size and centrality to the department’s anti-poverty work, Head Start is important to 
the CCUO. It serves to help meet the Head Start Performance Standards federal regulations and 
the 2007 Head Start Act. 
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12. CPPC ATTESTATION OF EDUCATION AND TRAINING   

 

Service Year 2020-21 

I [________________________] attest that I have received, read, and understand the CPPC Standards of 
Conduct and CPPC Pledge. I further attest that I have been provided access to the Head Start Program 
Performance Standards, Head Start Act, and Chicago Early Learning Standards Manual 2.0.  

The following trainings/education subjects will be provided annually. Noted trainings with an asterisk 
will be conducted within 90 days of official installation to the CPPC.  

Trainings Provided by:  

Training Subject:  * Program Governance, Parliamentary Procedures/Roberts Rules of Order 

Training Subject:  * Head Start Program Performance Standards, Chicago Early Learning Standards 
Manual 

Training Subject:  * Human Resources (Standards of Conduct, Hires/Terminations, Personnel Committee)  

Training Subject:  * How to Use Data (Report Analysis: Financial, Meals/Snacks, Child Outcomes, 
Enrollment, Attendance)   

Training Subject:  Program Summary Reports including PIR 

Training Subject:  HHS Information Memorandums and Program Instructions  

Training Subject:  Planning Cycle Training (Community Assessment, Self-Assessment, ERSEA, Monitoring 
Cycle, Annual Report) 

Training Subject:  Grant/Funding Applications  

Training Subject:  Program Improvement/Progress Plans 

Training Subject:  TBD based upon CPPC interests 

Training Subject:   

Training Subject:   

                      

 

By signing below, you also attest that you have agreed to receive the above referenced trainings related 
to your duties and functions as a CPPC member.   

Signature_____________________________________ Date____________________________   

Print name of organization representation ___________________________________________  

DFSS Staff Representative Name Title______________________________________________ 

 

 



 

            

 

22 

13. CPPC CONFLICT-OF-INTEREST/NEPOTISM POLICY 
 

In accordance with the Improving Head Start for School Readiness Act of 2007, also known as 
the 2007 Head Start Act, Section 642 (c)(2)(C)(i & ii) Program Governance and Head Start 
Performance Standards 13-1.3 – Conflict of Interest, members of the Citywide Parent Policy 
Council/Committee memberships shall:  
 

A. Not have a conflict of interest with the Department of Family & Support Services or its 
Head Start/ Early Head Start delegate/partner agencies.  
 

B. Not receive compensation for serving on the policy council/committee; and 
 

C. Not be paid for providing services to the program while serving on the policy 
council/committee.  

 
Child care reimbursements are not applicable to this requirement and it is another policy 
for supporting parent members to participate fully in their group responsibilities.  

 
In accordance with the Head Start Program Performance Standard 1301.3(b)(2) crossed 
referenced with the CPPC or Parent Committee Composition - Nepotism, the Citywide Parent 
Policy Council/Committee membership shall not have:  
 

any grantee or delegate agency staff (or members of their immediate families) serving 
on the policy council or committees; except for those who occasional substitute for 
regular Early Head Start or Head Start Staff. 

 
Each policy council/committee member is responsible for disclosing any potential conflicts of 
interests or nepotism violations to the grantee/delegate agency for immediate assessment and 
resolution. 
 
If a CPPC or Parent Committee member gains employment with the grantee’s or delegates 
agency’s Head Start /Early Head Start program, the member shall notify the appropriate 
Grantee/Delegate staff within 24 hours after accepting the employment opportunity with the 
grantee or delegate agency.  
 
The grantee/delegate agency will document these instances and file them accordingly in the 
CPPC Central Office file.  
 
The grantee /delegate agency shall follow its nepotism policy to ensure that no grantee staff or 
delegate agency staffs are serving on the Policy Council/Policy Committee. 
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14. CITYWIDE PARENT POLICY COUNCIL PLEDGE  

As a CPPC member I commit to the best of my ability to represent the children and families of 
my community on decisions that promote the school readiness of children with the goal of 
enhancing their cognitive, social, and emotional development.  

I commit to promoting and respecting the individual uniqueness and diversity of all children, 
families, and staff. (No change in text from previous version, suggestion to move up here). 

I commit to adhere to all DFSS confidentiality policies and procedures concerning information 
regarding children, families, staff, and internal operating procedures; this includes adhering to 
the CPPC Standards of Conduct.  

I commit to learn and understand the program regulations and policies that govern the 
inclusion of the CPPC in helping to set direction for Head Start, Early Head, Early Head Start - 
Child Care Partnership, and Early Head Start Expansion programs for the City of Chicago; 

 I will furthermore look to my CPPC peers and DFSS staff for clarity and understanding regarding 
program operations and expectations when necessary; and as applicable. 

I commit to providing prudent and effective leadership with a willingness to enhance these 
skills through professional development opportunities provided/sponsored by DFSS. I will 
adhere to the CPPC policies and procedures that govern the CPPC’s involvement in Head Start 
matters. 

I understand the importance of my role as a CPPC member and commit to attending meetings 
and being prompt for meetings to ensure that a quorum is established to conduct business; and 
will communicate with DFSS leadership and the CPPC chairperson if I am unable to attend to my 
responsibilities as a CPPC member; 

In doing so, I commit to ensuring that I support, promote, and enhance services delivered to 
children and families in DFSS’ Head Start, Early Head, Early Head Start - Child Care Partnership, 
and  Early Head Start Expansion programs. Therefore, I commit to work in partnership with 
DFSS staff to support its efforts of ensuring that quality programming is being provided to the 
children and families enrolled in its programs. 

I commit to conducting myself in a professional manner while engaged in CPPC business.  

I commit to being engaged in my responsibilities and strive to be successful in my role as a CPPC 
member.  

I commit to collaborating with DFSS staff to ensure that quality programming and services are 
delivered.  
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15. CITYWIDE PARENT POLICY COUNCIL (CPPC) STANDARDS OF CONDUCT 

 

I ________________________________________________(Print Name & Delegate Name or if Community Rep), 
agree to adhere to and abide by the following Code of Conduct as a participant of the CPPC in all matters related to 
its representation.  

As a member of Citywide Parent Policy Council Leadership, I will: 

- Listen carefully to my teammates and the Parents/Families I serve, 

- Respect the opinions of my fellow members,  

- Respect and support the majority decision of the Citywide Parent Policy Council,  

- Keep well informed of developments that are relevant to issues that may come before the CPPC,  

- Participate actively in CPPC meetings, actions, and activities,  

- Attempt to interpret the needs of the Parents/Families to Department of Family and Support Services 
(DFSS),  

- Call to the attention any issues I believe will have an adverse effect on DFSS and Parents/Families,  

- Review your CPPC duties and look for ways to improve,   

- Always represent the CPPC in a professional manner (meetings, conferences, trainings, etc.), And 

As a member of Citywide Parent Policy Council, I will:  

- Maintain awareness of CPPC’s purposes, plan, and progress. Make and plan monthly reports back to 
Delegate Policy Committee meetings, as well as report information and concerns from the Delegate 
meetings to CPPC meetings, (May not be applicable to all Community Representatives not representing a 
Delegate agency), 

- Attend meetings regularly,  

- Arrive on time for all CPPC meetings,  

- Be familiar with Robert’s Rules of Order and Parliamentary Procedure, as utilized by DFSS. Actively 
participate in meetings by reading the agenda and being aware of the matters at hand,  

- Read and keep copies of CPPC minutes,  

- Consider all sides of a matter before voting,  

- Debate the issues, not the people,  

- Accept and support all decisions made by the quorum of the CPPC,  

- Share legislative information with Parents at their respective agencies, And  

As a member of the CPPC I will not:  

- Be critical, in or outside of the CPPC meeting, of fellow members or their opinions, or discuss the 
confidential proceedings of the Policy Council outside of the meetings. 

Signature of CPPC Member _______________________________________              Date ___________ 

DFSS Authorized Signature _______________________________________               Date ___________  
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16. CITYWIDE PARENT POLICY COUNCIL–CHICAGO COMMITTEE ON URBAN OPPORTUNITIES 
 

 
Internal Dispute Resolution/ Impasse Procedure 

 
I. OVERVIEW 
 
Webster dictionary defines the term “impasse” as an impassable road or way; a predicament 
affording no obvious escape.  In simpler terms, it means a dead end. For the purposes of this 
Impasse Procedure, we will define it as when two parties cannot reach a mutual agreement on 
an issue, project, or procedure. 
 
The Head Start Program Performance Standards 45 CFR 1301.6 requires and states that 
grantees and delegate agencies have a process to facilitate meaningful consultation and 
collaboration about decisions of the governing body and policy council/committee 
collaboration regarding disputes. 
 
As such, the grantee and delegate agency and Policy Council/Policy Committee jointly must 
establish (develop) written procedures for resolving (coming to a conclusion/agreement) 
internal disputes, including impasse procedures, between the governing body (City 
Council/CCUO) and policy group”. 
 
CCUO and the Citywide Parent Policy Council (CPPC), must jointly develop documented steps 
for bringing closure to projects needing approval by both parties to proceed with the project.  
The internal dispute procedure should resolve conflict that arises between the governing body 
(City Council/CCUO) and the Citywide Parent Policy Council, and for internal disputes between 
the Grantee and the Policy Council.   

 
II.  POLICY 
 
In accordance to 45 CFR 1301.6, the CPPC and the CCUO, and the Department of Family & 
Support Services agree to engage the following procedures if an internal dispute or impasse 
arise between the two parties (CCUO and the Policy Council or the Policy Council and DFSS). 
 
This dispute resolution procedure will include three levels: 
• Informal Resolution without Third Party Assistance (Good Faith) 
• Informal Resolution with a Third-Party Assistance (Mediation) 
• Formal Resolution by Third Party Decision Makers (Arbitration) 
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III. PROCEDURE 
 
Level One: Informal Resolution without Third Party Assistance 
 
When the CPPC and the CCUO or the CPPC and DFSS cannot reach a mutual agreement, both 
parties must convene a discussion session to meet and discuss the dispute/impasse. During this 
discussion session, every effort should be made to resolve the conflict in good faith measures, 
which would bring a fair and timely agreement. Both parties agree to share any underlying 
concerns regarding the dispute, and they agree to work together to develop options for 
resolving the dispute. 
 
Both parties should begin working out a solution within 10 business days.   

• Convene discussion session between the two parties 

• Set ground rules for discussion 

• Share concerns (both parties) 

• Clarify the Concerns/Issues  

• Jointly brainstorm solutions 

• Agree to solutions/implement solutions 

• Closure 
 
If both parties have not reached a resolution according to step one, within 10 to 15 business 
days of the initial meeting, it is agreed upon to seek assistance of a neutral third party who has 
been trained and has experience in conflict resolution. Thus, Level Two: Mediation-Informal 
Resolution with Third-Party Assistance is initiated. 
 

Level Two: Mediation-Informal Resolution with a Third-Party Assistance 
Both parties are to request assistance from a third-party mediator or neutral outside party who 
has been trained and experienced in conflict resolution to facilitate resolution of dispute. 
Please note that both parties may suggest a candidate or candidates to serve as the neutral 
third party. 
 

If both parties reach a resolution of the dispute with the aid of a neutral third party, the third 
party shall draft a document that entails all the terms of the agreement. All parties will review 
and sign off on the agreement. A copy will be placed on file with both parties. 
 

Once a dispute has reached level two, all parties will have to meet within 10 to 15 business days 
to attempt to resolve the dispute. If no resolution is reached within 30 business days of the 
initial level two meeting, Level Three: Formal Resolution by Third Party Decision Makers is 
initiated. 
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Level Three: Formal Resolution by Third Party Decision Makers 
If the parties have not successfully come to a resolve regarding the dispute in a mediation 
process within 30 business days of initial meeting in Level Two, both parties agree to seek the 
assistance of a neutral third party to act as a final decision maker. The parties will select an 
arbitrator. The arbitrator will document the final decision made on the dispute. The decision-
maker must make and document the final decision within 15 days of the initial Level Three 
meeting.  A copy will be placed on file with both parties. 
 

Technicalities of the Third Party (Mediator & Arbitrator) 

• If both parties agree to hire an outside party in either Level Two or Level Three to help 
resolve the dispute, the cost of the services shall be paid out of the Head Start budget. 

• The participants in the resolution process must include a person(s) on each side of the 
dispute who has authority to make decisions that need to be made to resolve the 
dispute (CPPC Chairperson and any (one) additional member of the Executive 
Committee and CCUO or DFSS Management Staff). 

• The neutral third party is a suggested candidate(s) by both parties in dispute. They may 
include, but not limited to Illinois Head Start Association (IHSA), Illinois Association of 
Community Action Agencies or a community dispute resolution program. 

• The third party selected to conduct the dispute proceedings will have control of the 
process and will coordinate (with CCUO-DFSS staff) the logistics of the mediation or 
arbitration sessions. The neutral third party will establish ground rules for the sessions. 

• All reached agreements shall be documented accordingly and signed by all parties. 

• Confidentiality shall be honored and upheld by all parties involved in the dispute 
process.  All parties shall not disclose information received during the 
mediation/arbitration process unless otherwise agreed upon by all parties. The parties 
shall not subpoena the neutral third party if any future concerns/issues arise from the 
decision. 

 
Mediators/Arbitrators should be familiar with Head Start/Early Head Start. 
 

IV.  Suggested Resources for Neutral Third-Party Mediation/Arbitration 
 

• Head Start Director from another Grantee agency that operates outside of the Chicago 
service area 

• Illinois Head Start Association 

• Illinois Association of Community Action Agencies 

• DePaul School of Mediation 

• Society of Professionals in Dispute Resolution, Chicago Chapter 
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17. CHILD CARE ALLOWANCE AND REIMBURSEMENT PROCEDURES 
 

CPPC Child Care Payments 
 
The Grantee, in its commitment to Parent Involvement at the Grantee level, has developed the 
following guidelines for payment of child care for CPPC members: 

1. Head Start Parent Members 

DFSS Delegate Agencies support their parent representative and/or alternate’s attendance 

at CPPC-related meetings and trainings. Each delegate agency has an CPPC attendance policy 
and procedure for child care reimbursement. It is essential that Delegates and their CPPC 
Representatives and Alternates discuss the latter’s’ particular child care needs and reach a 
mutual agreement on child care arrangements for these meetings. 

Outside of regular agency service hours, the representative can submit paperwork to receive 
child care reimbursement for “child care” expenses at a flat rate of $40 during their absence 
from home while attending official CPPC meetings/events.  If the event exceeds five hours in 
length, a flat rate of $45 will be provided. This will only be reimbursed if the children needing 
care are not otherwise in care in Head Start/Early Head Start, day care, or a school setting 
(public or parochial). Receipt must be retained and submitted upon request. 

For child care reimbursement, members must  

• Sign-in on the attendance sheet for each activity; complete and sign the reimbursement 
sheet/form on the day of the activity and submit to assigned grantee staff for signature; 
Parent members must submit the completed form to their Delegate Agencies for 
reimbursement  

2. Community Representatives at Large Members 

If a CPPC Community Representative at large requests child care reimbursement, DFSS will 
provide the reimbursement.  It is essential for the Community Representative to discuss his or 
her child care needs with DFSS staff prior to making any submissions for child care 
reimbursement to ensure that the event is considered official CPPC business. 

The Community Representative at large can submit paperwork to receive child care 
reimbursement for “child care” expenses at a flat rate of $40 during their absence from home 
while attending official CPPC meetings/events. If the event exceeds five hours in length, a flat 
rate of $45 will be provided. This will only be reimbursed if the children needing care are not 
otherwise in care in Head Start/Early Head Start, day care, or a school setting (public or 
parochial). A receipt must be submitted. 
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For child care reimbursement, members must  

• Sign-in on the attendance sheet for each activity; complete and sign the reimbursement 
sheet/form on the day of the activity and submit to assigned grantee staff for signature 

• Maintain a copy of child care services receipt, signed, and dated by the provider 

• Maintain a personal record of all meetings/activities attended. 
- Date: 
- Title of Activity: 
- Purpose of Activity: 
- Name of Coordinator who convened the meeting/activity 

• Submit a copy of the personal record, including the reimbursement form and receipt, to 
DFSS to verify and complete reimbursement sheet for payment.    

Meal & Refreshments Reimbursement Policy 

All official CPPC meetings, trainings, or pre-approved events attended as a CPPC representative 
will include refreshments and a meal. Policy Council members will be paid up to $10 per day 
when lunch is not served as a part of the days’ activity. Members should maintain a personal 
record of these events, including Date, Title of Activity, Purpose of Activity, and the Name of 
Coordinator who convened the meeting/activity, and submit with a copy of meal and 
refreshment receipts.  

Responsibility of the Delegate Agency 

Delegate agencies must develop written Head Start Allowance and Reimbursement Procedures 
in accordance with agency guidelines that cover travel, child care and meals that are approved 
by the Policy Committee. If any question should arise regarding any of these procedures, please 
contact appropriate grantee staff.  
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18. CPPC CONFERENCE AND OUT-OF-TOWN TRAVEL POLICY 

The grantee, DFSS, recognizes the importance of Conference participation by CPPC members to 
strengthen the council and the program. Therefore, DFSS has provided for conference 
participation, both in and out of town, for CPPC members. 

In-Town Conferences 

Annual Region V Head Start Conference 

The annual Region V Head Start Conference is typically held in a downtown Chicago hotel.  If 
the conference is held locally, DFSS will cover the expenses for all Council members, include 
one per delegate agency.  Interested parents must apply indicating their interest in attending. 
All CPPC Members are invited to attend. 

• DFSS will cover the cost of conference registration 

• If a meal is not included in the event, DFSS will provide reimbursement up to $10.  
Receipts must be submitted with the reimbursement request, following the procedures 
outlined in the Meal & Refreshments Reimbursement Policy above. 

• DFSS will provide child care reimbursement for children not enrolled in DFSS Head Start 
programs. This will only be reimbursed if the children needing care are not otherwise in 
care in Head Start/Early Head Start, day care, or a school setting (public or parochial). 
Receipt must be submitted in accordance with the Child Care Reimbursement Policy 
above. 
 

Annual CEL Parent Conference 

• All CPPC Members are invited to attend 

• DFSS will cover the cost of conference registration  

• DFSS will provide child care reimbursement for children not enrolled in DFSS Head Start 
programs. This will only be reimbursed if the children needing care are not otherwise in 
care in Head Start/Early Head Start, day care, or a school setting (public or parochial). 
Receipt must be submitted in accordance with the Child Care Reimbursement Policy 
above. 
 

Out-of-Town Conferences 

DFSS encourages CPPC Head Start parent and former Head Start parent community 
representative members to attend out-of-town conference if they can. DFSS will sponsor the 
attendance of up to four policy council members per conference at up to seven conferences per 
year. DFSS will cover the expense of conference registration, air and ground travel, lodging, a 
daily per diem for food expenses, and child care expenses not provided by the parent 
representative’s direct service agency, up to $45 per day with receipt.  

• Participation Criteria 
o Be a current Head Start Parent Representative or a current Community 

Representative who is a former Head Start Parent. 
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o Demonstrate regular CPPC meeting attendance, at a minimum any combination 
of four monthly meetings and trainings. 

o Apply, current Head Start parents must include delegate agency support 
signature.   

o Preference will be given to a CPPC Representative unless otherwise agreed upon 
by the representative and the alternate to send the alternate. Such instances will 
be in writing and signed by both parties. 

• Participation Policy 
o The CPPC Chairperson has the option of attending all out-of-town conferences. 
o The additional three spots will be chosen randomly based on who wants to 

attend and meeting the participation criteria above. 
o Preference will be given to members who have already not attended as a CPPC 

member an out-of-town conference during the CPPC year. 
o Participation Application 
o Members must apply, counter-signed by their current or former direct service 

delegate agency, indicating their desire to attend the out-of-town conference 
and their agreement to abide by the City of Chicago’s Out-of-Town Travel 
Guidelines & Rules.  

o Prior to applying, members should ensure their availability to attend and that 
their child care arrangements are in order. 

o Travel Guidelines & Rules 
o Members will be accompanied by a DFSS staff member or its representative.   
o Members will receive a per diem for food expenses prior to travel in line with 

federal guidelines.  The per diem may be used for meals, snacks, and 
refreshments.  The per diem may not be used to cover alcoholic beverages or 
personal care items (barber, spa, shoeshine, etc.). Parent members will be 
responsible for submitting all receipts for expenditures covered by the per diem 
in a travel expense report. Receipts must be itemized and may not be credit card 
receipts. Note the per diem will be at 50% for the first and last day of travel, and 
any pre-paid or conference covered luncheons or meals will be deducted from 
the per diem. 

o Members will receive a per diem for ground travel expenses incurred during the 
conference, based on pre-conference estimates, which may include travel from 
the airport to hotel and hotel to conference if necessary. Parent members will be 
responsible for submitting all receipts for expenditures covered by the ground 
travel per diem in a travel expense report. 

o Members are representing Chicago Early Learning Head Start programs and are 
expected to conduct themselves with the appropriate decorum during travel and 
conference. 

o Members should dress in business casual for conference events, unless 
otherwise noted. 

o Members are expected to participate fully in the conference: attending a 
minimum of three sessions per full conference day, and attending general 
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opening and closing sessions, if travel arrangements allow, on opening and 
closing days.  

o Members will be expected to file a travel expense report, so it is vital all receipts 
are retained. 

• Post Conference Activities 
o Members are expected to provide a report on the conference and sessions 

attended to their fellow CPPC members upon return 
o Members must submit a travel expense report, including all relevant receipts, 

post-travel. 

• Sample Annual Conferences 
o National Head Start Association Conference 
o National Head Start Association Parent and Family Engagement Conference 
o National Black Child Development Institute 
o National Association for the Education of Young Children 
o Birth to Three Annual Conference 
o Illinois Head Start Association Conference 
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19. DFSS HEAD START SUPPORT SERVICE CONTRACTOR SUPPORT FOR CPPC 

DFSS uses Head Start Support Service (SS) Contractors to support the delivery of the Head Start 
program. Support Service Contractors may be subject matter experts or have managerial or 
technical experience that allows them to provide key training, technical assistance, or other 
sorts of expertise that supplement the services DFSS and its Head Start delegate agencies 
provide. 

To support the CPPC, DFSS has a Professional Development Head Start Support Service 
Contractor who is responsible for helping reduce barriers to CPPC related events. The Support 
Service Contractor works with DFSS and the CPPC to provide the following activities: 

1. Ensure training and services reflect topics such as financial literacy, child development, 
best practices for parenting, etc.; for these topics, collaboration with the DFSS CSD CPPC 
Liaison is necessary to leverage appropriate training experts and schedule training. 

2. Coordinate the annual CEL Parent Conference in collaboration with DFSS CSD. 
3. Provide CPPC members with hotspots or WIFI cards as needed for attendance in 

distance learning opportunities. 
4. Coordinate scheduling and pay for: 

a. Register four (4) selected members for each conference; there will be seven (7) 
PD opportunities throughout the year for CPPC, for a total of 28 opportunities to 
attend annually. 

b. Travel, including air and ground accommodations. 
c. Provide a per diem in line with the City of Chicago’s travel guidelines. 
d. Provide stipends to cover child care expenses during the time of travel and 

conference, if these are not being provided through the CPPC member’s direct 
service delegate agency in which their child is enrolled, up to $45 per day. 

5. Coordinate the annual recognition ceremony, including supplying recognition awards to 
CPPC members.  

6. Support DFSS and CPPC members in engaging parent members and maintaining parent 
attendance 
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Activity Allowable Costs for PD SS Contractor Non-Allowable Costs for 
PD SS Contractor 

Local Conferences Conference Registration Parking Fees 

Food allowance of up to $10   

Child Care per Diem for Community 
Representative-at-Large 

Child Care per diem for 
parent members (covered 
by Delegate Agency 

CPPC Meetings or 
Events 

Refreshments (Breakfast & Lunch) or 
food allowance of up to $10. 

Child Care per diem for 
parent members (covered 
by Delegate Agency) 

Child Care per Diem for Community 
Representative-at-Large 

 

Training Coordination & Expense  

WI-FI Cards/Hot Spots/ Zoom Account  

Recognition Awards  

Participation Support, including 
translation 

 

Out of Town Travel Conference Registration  

Travel Arrangements, Lodging &   
Food Per Diem in accordance with  
federal guidelines  

 

Child Care per diem Child Care per diem if 
services are provided by 
the members direct 
service delegate agency 
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20. CPPC HEAD START/EARLY HEAD START PERSONNEL COMMITTEE  
INTERVIEWING GUIDELINES AND PROCEDURES 

 
The guidelines contained in this document seek to inform Council members, parents, and staff 
of proper interviewing procedures when filling Head Start/Early Head Start vacancies. 
 
It should be noted that all written and oral communications related to the interviewing process 
are considered confidential. All interview team members should conduct themselves in a 
professional manner. 

 
Structure and Responsibilities of Interviewing Team 
 

1. The City Department of Personnel Hiring Criteria Rating Form (PER 22) will be completed 
for each applicant after the interview. The final rating and recommendations should be 
completed by the interviewing team after all interviews have been completed.  The 
calculation of final ratings will occur as part of the group process and documented in 
summary form. 

2. For each Head Start position scheduled for interview, a staff team leader will be 
identified. This person will have the responsibility to ensure that all appropriate steps 
are followed in the interview process. In communicating the various interviewing 
activities, the team leader will be in direct contact with the Central Office, CPPC support 
staff, who will then be in contact with the Chairperson of the Parent Policy Council 
Personnel Committee on all matters related to the interviewing procedures. 

3. The grantee staff team leader will arrange for the scheduling of all interviews, develop, 
and collect relevant materials, and notify all involved parties regarding the interview 
schedule. 

4. The interview team should meet ½ hour before the first interview to review materials, 
the rating from and the ground rules. The interview will begin as scheduled.  All team 
interviews will begin on time. All efforts should be made by the grantee staff and the 
staff team leader to notify interviewers of the interview date, at least three (3) days in 
advance. Each interview will last approximately 45 minutes to an hour. 

5. Prior to the interview, the staff team leader must instruct interviewers to take careful 
notes of the candidate’s responses on the Structural Interview Guide Form provided. 
This form bears the name and social security number of the candidate. This form will be 
the basis for determining the rating of the candidate and will be part of the attachment.   

6. The size of the interview team will vary; however, at a minimum the team will have a 
grantee staff supervisor, a staff member and a PPC Personnel Committee member.  If an 
interviewer is unable to attend, all efforts should be made to replace the said 
interviewer. If this is not accomplished, the interview team will proceed with those 
members present. 

7. The interview team’s hiring recommendations will be presented for approval at the next 
Policy Council meeting/training or a Call meeting and/or through the telephone 
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approval process in accordance with current CPPC by-laws. The Chairperson of the 
Personnel Committee and the Central Office staff will initiate the appropriate process.  

8. The Chairperson of the Policy Council, the Chair of the Personnel Committee and or the 
assigned grantee staff will develop written communication to the DFSS Human 
Resources Director regarding the Council’s decision, with copies to the appropriate 
grantee staff, members of the Personnel Committee, and the Policy Council. This written 
communication may be done via e-mail (optional). 

9. The Policy Council will receive an overview of the City of Chicago Personnel Rules 
provided by the DFSS’ Human Resources Staff. Only Council members that have 
completed the interviewing and consensus training can participate in the interview 
process. All parents on the Personnel Committee will receive training in proper 
interviewing techniques by the Department of Human Resources Human Resources 
staff. 

10. For “Shakman Exempt*” candidates, there may be an informal interview process 
consisting of the hire(s) and the executive committee members of the Parent Policy 
Council. The personnel committee chairperson or grantee will report such occasions to 
the full council for approval. 

11. The Human Resources Division of the Chicago Department of Family and Support 
Services will meet with the PPC Personnel Committee quarterly to keep parents abreast 
of personnel matters such as, but not limited to, vacancies, promotions, terminations, 
lay-offs, changes in personnel policies and procedures.                                                                           

12. The CPPC Personnel Committee shall make a report to the Executive Committee of the 
CPPC and to the full council accordingly. 

 
*Shakman Exempts are Mayoral appointments. 
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SECTION III   

PARLIAMENTARY PROCEDURES 
 
 

21. Basic Parliamentary Procedures 
22. Frequently Used Motions 
23. Parliamentary Tidbits 
24. How To Start Most Used Motions 
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21. BASIC PARLIAMENTARY PROCEDURE 
 

You are leaders!!! 
 
Your presence demonstrates your confidence in the organization. This section will add to your 
knowledge base various definitions, forms, and a tad of parliamentary procedure. Do not fear 
parliamentary procedure. You learned the basics in kindergarten; they are: 

• Raise your hand if you want to speak 

• One person speaks at a time 

• Always be nice 

• Discuss issues not people 
 
Additional basics for having great meetings include: 

• Work to make newcomers feel welcome 

• Speak up and avoid having one member dominate the meeting 

• Sign up for at least one committee.  

• Take important information back to the families at your agency and finally 

• Stay involved. 
  
Before a motion is made you need to understand, the definitions of every term on the agenda. 
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22. FREQUENTLY USED MOTIONS 
 

WANT TO MOTION SAY VOTE 

Change the 
wording of a 
motion 

Amend I move to amend by MV 

Obtain more 
information 

Commit or Refer  I move to refer the motion to a 
committee of three to be appointed by 
the chair.  

MV 

You want the vote 
recorded in the 
minutes. 

Count Vote  I move that the vote be counted.  MV 

Immediately stop 
debate/discussion  

Debate, Stop 
Debate,  

I move the previous question.  2/3 

Ample time for 
discussion 

Debate Limit or 
Extend Limits of  

I move that debate be limited to one 
speech of two minutes for each member.  

2/3 

Want to review 
and/or have ample 
time for discussion 

Postpone to a 
Certain Time  

I move to postpone the question to the 
next meeting.  

MV 

 Recess I move to recess for five minutes.  MV 

No recognition needed 

Unsure of voice 
vote 

Division! The word 'Division!' is called from your 
seat Chair must take a rising vote. 

-- 

Agenda not being 
followed 

Call for the Orders 
of the Day 

I call for the Orders of the Day 

• Group can vote to continue 
discussing the current motion or 
proceed to the orders of the day. 

2/3 

Rules not being 
followed 

Point of Order Chair rules the ruling is based on bylaws 
and Head Start Best Practices. 

--- 

 
LEGEND: MV = Majority Vote 
2/3 = Two Thirds Majority  
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23. PARLIAMENTARY TIDBITS 

 
The CPPC will meet to conduct the business of the Chicago Head Start Program. Motions are 
used to bring business before the CPPC by a member. The motion should be seconded by 
another member. If discussion occurs without a second, that lack of a second is a moot issue. 
Once a motion is brought up for debate members must discuss the issue. Debate provides the 
opportunity for members to obtain a full picture of the issue. Most motions are adopted by 
majority vote. Motions allow members to work efficiently and effectively.  
 
The rules of debate: 

1. You must be recognized by the Chair if you want to speak 
2. One person speaks at a time 
3. Debate the issue  
4. Be cordial 
5. Debate Pro then Con. 

 
There are six steps in processing a motion: 

1. A member makes a motion: 
I move to.... 
I move that... 

2. Another member seconds the motion: 
From his seats shouts Second! does not need to be recognized 

3. The Chair states the question: 
It is moved and seconded to....... 

4. Members debate 
5. The Chair puts the question to a vote: 

Those in favor of.... say AYE 
Those opposed, say NO 

6. Chair announces the vote and what will be done or not if the motion fails. 
 

 
Rules: 

1. The CPPC will discuss each motion/report, if necessary, for a period not to exceed 20 
minutes. 

2. Each member can speak twice to a motion/report not to exceed two minutes. 
3. No member can speak the second time until all who wish to speak have spoken. 
4. Motions will be in writing, when in person on paper, when in a virtual meeting the 

motion will be placed in the chat box. 
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24. HOW TO STATE THE MOST USED MOTIONS 
 
Main motion or question (original)  

➢ I move to . . . 
➢ I move that . . .  

 
Adjourn, ordinary case in societies  

➢ I move to adjourn.  
 
Adopt, accept, or agree to a report  

➢ I move that the report be adopted.  
 
Adopt revised bylaws or constitution  

➢ On behalf of the committee on amending the bylaws, I move that, the bylaws submitted 
by the committee be adopted with the following provisos: ...  

 
Adopt special rules of order 

➢ In accordance with notice given at the last meeting, I move that each motion be 
discussed for no more than twenty minutes. 

➢ I move that each speaker be limited to a 2-minute speech 
➢ I move that no one can speak a second time until all who wish to speak have spoken.  

(2/3 vote needed to adopt) 
 
Adopt ordinary standing rules  

➢ I move that all handout be sent electronically 
 
Amend a pending motion  

➢ I move to amend by adding ...  
➢ I move to amend by inserting the word ... before the word ...  
➢ I move to amend by striking out the second paragraph.  
➢ I move to amend by striking out "concrete" and inserting "blacktop."  

 
Amend an amendment of a pending motion  

➢ I move to insert in the pending amendment the word ... before the word ...  
 
Appeal, general case  

➢ I appeal from the decision of the chair.  
 
Appeal, relating to indecorum or transgression of rules of speaking, or to the priority of 
business  
 
Ballot, to order the vote on a pending question to be taken by  

➢ I move that the vote on the pending question be taken by ballot.  
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Commit, Refer, or Recommit a pending question  

➢ I move to refer the motion to the Program Committee.  
➢ I move that the motion be referred to a committee of three to be appointed by the 

chair.  
 
Committee, to refer a matter that is not pending to  

➢ I move that a committee [stating number and manner of selection] be appointed to   
conduct a survey relating to ...  

 
Consider informally  

➢ I move that the question be considered informally.  
 
Continue speaking after indecorum, to grant permission to  

➢ Chair usually puts question without a motion.  The member has stated that he/she/ will 
speak in a respectful manner. Without objection the member can speak for two  
additional minutes. Any one member can object then the Chair must put the question to 
a vote. -'Shall the member be allowed to speak for 2 additional minutes, All in favor say 
AYE-All opposed, say NO.  

 
Debate, to Limit or Extend Limits of, on a pending question  

➢ I move that debate be limited to one speech of three minutes for each member.  
  
Debate, to Limit or Extend Limits of, for the duration of a meeting  

➢ I move that during this meeting debate be limited to five minutes for each member.  
 
Division of the Assembly (call for verification of a voting result by an uncounted rising vote)  

➢ Division!  
➢ I call for a division.  

 
Count of vote on Division, to order, if chair does not do so  

➢ I move that the vote be counted.  
 
Duty, to be excused from  

➢ I move [or "ask"] that I be excused from ...  
➢ I move that the resignation be accepted.  

 
Information, Request for  

➢ I have a request for information.  
➢ A point of information, please.  
➢ Will the member yield for a question?  

 
Minutes, to approve  

➢ Normally done by unanimous consent.  
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Minutes, to correct before adoption  

➢ Usually suggested informally and done by unanimous consent except in cases of 
disagreement. [When done by a motion:] I move to amend the minutes by ...  

Minutes, to correct after approval  --See Amend Something Previously Adopted, 
 
Nominations, to make  

➢ I nominate George Beall.  
Nominations, to close  

➢ I move that nominations be closed.  
Nominations, to reopen  

➢ I move that nominations for ... be reopened.  
 
Orders of the Day, to Call for  

➢ I call for the orders of the day. Use when the agenda is not being followed. 
 
Order, Point of, Question of, or Calling a Member to  

➢ Point of order!  
➢ I rise to a point of order.  
➢ I call the member to order. [Applying to indecorum]  

 
Postpone to a Certain Time, or Definitely, applied to a pending question  

➢ I move to postpone the question to the next meeting.  
 
Postpone an event or action previously scheduled  

➢ I move that the dinner previously scheduled for September 15 be postponed until   
October 17.  

 
Previous Question (immediately to close debate and vote)   

➢ I move the previous question.  
➢ I demand the previous question.  
➢ I move the previous question on the motion to commit and the amendment.  

 
Proviso  

(1) I move to add the following to the motion: if this shall not take effect until 
 
Question of Privilege, to Raise while regular introduction as main motion is not in order  

(2) I rise to a question of privilege.  
 
Question of privilege, to offer as a main motion when an ordinary main motion is in order or 
after being raised as in Question of Privilege above  

(3) [Is moved as a main motion.]  
 
Ratify, or Confirm  



 

            

 

44 

(4) I move that the action of the Executive Board on ... be ratified.  
Recess, to take a, if moved while business is pending or not pending   

(5) I move to recess for five minutes.  
 
Reconsider  

(6) I move to reconsider the vote on the motion relating to ...  
(7) I move to reconsider the vote on the amendment striking out ... and inserting ...   

 
* Denotes most used motions. 
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APPENDIX I 
DEFINITIONS/ACRONYMS 

 
 
ACF  means the Administration for Children and Families in the Department of Health and 
Human Services.  
 
Act means the Head Start Act, Sec. 635    
 
Ad Hoc Committee  (Ad hoc is a Latin term meaning "for this case alone") A committee 
organized for a specific purpose, typically disbanding once the purpose has been addressed.  
 
Alternate means  A member authorized to substitute for another member.  
 
Agency means the body that receives the Head Start grant. 
 
Aggregate child-level assessment data means the data collected by an agency on the status and 
progress of the children it serves that have been combined to provide summary information 
about groups of children enrolled in specific classes, centers, home-based or other options, 
groups or settings, or other groups of children such as dual language learners, or to provide 
summary information by specific domains of develop  
 
Agenda  means The order of business for a meeting. The CPPC agenda does not require 
adopting because it is developed by the executive committee. 
 
Alternate  means  A member authorized to substitute for another member.  
 
Annual Grant Application  FY___ HS, EHS, EHS-CCP Grant Application  
 
Assessment  An ongoing process of observation & recording initiated by teachers that provides 
information about children’s development and identifies children’s specific strengths and 
needs. The results of classroom assessment provide the basis for individualizing the curriculum 
for children. 
 
Budget Period  means the interval of time, into which a multi-year period of assistance (project 
period) is divided for budgetary and funding purposes. 
 
Called Meeting  (Emergency Meeting) CALLED MEETING  A special meeting. SPECIAL MEETING. 
In contrast with a regular meeting, a meeting called for a particular purpose that is stated when 
the meeting is called.  
 
CEL  Chicago Early Learning City of Chicago publicly funded early childhood education and  



 

            

 

46 

development programs for children, birth to five years of age. Community-based birth to five 
programs are administered by the Department of Family and Support Services (DFSS) and public 
school-based four-year old programs are administered by Chicago Public Schools (CPS).  
 
CEO  Chief Executive Officer The Chief Executive Officer is the highest-ranking executive or  
administrative officer in charge of managing an organization—especially an independent legal 
entity such as a company or nonprofit institution.  
 
CFC  Child & Family Connections Child and Family Connections implements the State of Illinois ’
Early Intervention (EI) program for children birth to three years old.  
 
CFO  The Chief Financial Officer has primary responsibility for managing the company or 
organization’s finances, including financial planning, management of financial risks, record-
keeping, and financial reporting.  
 
Child-level assessment data  means the data collected by an agency on an individual child from 
one or more valid and reliable assessments of a child's status and progress, including but not 
limited to direct assessment, structured observations, checklists, staff or parent report 
measures, and portfolio records or work samples. 
 
Child records  means records that: 
            (1) Are causally related to the child.  
            (2) Are maintained by the program, or by a party acting for the program; and   
            (3) Include information recorded in any way, such as print, electronic, or digital means,               
 including media, video, image, or audio format.  
 
Child with a disability  is defined in the same manner as presented in the Head Start Act, 42 
U.S.C. 9801. 
 
CLASS: Pre-K  means The Classroom Assessment Scoring System (CLASS). The CLASS is an 
observational instrument that assesses classroom quality in preschool through third grade 
classrooms. The CLASS assesses three domains of classroom experience: Emotional Support, 
Classroom Organization, and Instructional Support. 
 

1. Emotional Support measures children’s social and emotional functioning in the 
classroom, and includes four dimensions: Positive Climate, Negative Climate, Teacher 
Sensitivity and Regard for Student Perspectives.  

2. Classroom Organization measures a broad array of classroom processes related to the 
organization and management of children’s behavior, time, and attention in the 
classroom.  It includes three dimensions: Behavior Management, Productivity, and 
Instructional Learning Formats. Behavior Management addresses how effectively 
teachers monitor, prevent, and redirect behavior.  

3. Instructional Support measures the ways in which teachers implement curriculum to 
effectively support cognitive and language development. It includes three dimensions: 

https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/_link
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Concept Development, Quality of Feedback, and Language Modeling.  
 

Community Assessment  Required profile for HS/EHS/CCP of the community in which the 
program operates; includes data on the characteristics of the community’s population, 
resources, assets and needs.  
 
Community Engagement  refers to the mutually respectful, strengths-based interactions of 
Head Start and Early Head Start staff and families with community members and agencies at all 
levels. These partnerships support parents ’roles as valued community members and their 
progress toward their goals for themselves and their children. 
 
Construction  means new buildings, and excludes renovations, alterations, additions, or work of 
any kind to existing buildings. 
 
Continuity of care  means Head Start or Early Head Start services provided to children in a 
manner that promotes primary caregiving and minimizes the number of transitions in teachers 
and teacher assistants that children experience over the course of the day, week, program year, 
and to the extent possible, during the course of their participation from birth to age three in 
Early Head Start and in Head Start. 
 
CCUO  Chicago Committee on Urban Opportunity DFSS committee that has responsibility to 
advise the governing body on compliance and activities of the HS/EHS/CCP program; governing 
board retains fiscal and legal responsibility for the grant; must have fiscal, legal and early 
childhood expertise available. 
 
CFR  Code of Federal Regulations The numbering system used by the US government to 
organize and catalog all final federal rules published in the Federal Register. All federal 
regulations governing a specific federal program are codified for easy reference. For example, 
the numbers assigned to the HSPPS are 45 CFR Parts 1301-1305. 
 
Child Outcomes  Learning Outcomes Framework is grounded in a comprehensive body of 
research about what young children should know and be able to do to succeed in school. It 
describes the skills, behaviors, and knowledge that programs must foster in all children from  
 
Child Standards  Reasonable expectations for children’s growth, development and learning in 
early childhood. Chicago Early Learning programs use: · IELDS – IL Early Learning and 
Development Standards for children ages 3-5 · IELG – IL Early Learning Guidelines for children 
birth to age 3 · Head Start ELOF – Early Learning Outcomes Framework for children birth to age 
5 
 
CNAT  Community Needs Assessment Tool Web-based community needs assessment tool 
sponsored by DFSS.  
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COPA  Child Outcome Planning & Assessment The child and family tracking system and 
database used by DFSS.  
 
CPPC  City-wide Parent Policy Council Grantee-level council responsible for direction of the 
HS/EHS/CCP program; composed of majority parents of currently enrolled children and 
community representatives; term limit of five years.  
 
Curriculum  Curriculum is broadly defined as the totality of child/student experience that occur 
in the education and development process. Curriculum includes developmental domains and 
learning objectives. All Chicago Early Learning programs must use a research-based curriculum 
that guides program activities designed to meet the individual needs of children. Center-based 
classrooms must use Creative Curriculum for all ages of children; PI home visiting programs may 
use Parents as Teachers, Baby Talk and Healthy Families and HS/EHS home-based programs use 
Parents as Teachers.  
 
Deficiency  is defined in the same manner as presented in the Head Start Act, 42 U.S.C. 9801.  
 
Delegate agency  means a public, private nonprofit (including a community-based organization, 
or for-profit organization or agency to which a grantee has delegated all or part of the 
responsibility of the grantee for operating a Head Start program. 
 
Delegate Agency In Head Start  a delegate agency is a legal entity that consists of a public, 
private nonprofit, or for-profit organization or agency to which a federal Head Start grantee has 
delegated all or part of its responsibility for operating a HS/EHS/CCP program (also called a sub-
recipient in the Uniform Guidance). Delegate agency may also refer to a delegate agency of the 
City of Chicago, signifying a contractual relationship between the City of Chicago and an agency.  
 
Development and administrative costs  mean costs incurred in accordance with an approved 
Head Start budget which do not directly relate to the provision of program component services, 
including services to children with disabilities, as set forth and described in the Head Start 
program performance standards (45 CFR part 1304). 
 
DFSS  Department of Family and Support Services City department that administers social 
service programs for the City of Chicago, including Chicago Early Learning programs in 
community-based settings. DFSS is the HS/EHS/CCP federal grantee, a site-based child care 
program grantee, and a sub-recipient of the CBO portion of the state ECBG.  
 
Development and administrative costs  mean costs incurred in accordance with an approved 
Head Start budget which do not directly relate to the provision of program component services, 
including services to children with disabilities, as set forth and described in the Head Start 
program performance standards (45 CFR part 1304). 
 
Dual benefit costs  mean costs incurred in accordance with an approved Head Start budget 
which directly relate to both development and administrative functions and to the program 

https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/part-1304-federal-administrative-procedures
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/part-1304-federal-administrative-procedures
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component services, including services to children with disabilities, as set forth and described in 
the Head Start program performance standards (45 CFR part 1304). 
 
Dual language learner  means a child who is acquiring two or more languages at the same time, 
or a child who is learning a second language while continuing to develop their first language. 
The term "dual language learner" may encompass or overlap substantially with other terms  
frequently used, such as bilingual, English language learner (ELL), Limited English Proficient 
(LEP), English learner, and children who speak a Language Other Than English (LOTE). 
 
DLL  Dual Language Learners Children developing competencies in two languages, eligible to 
receive bilingual or ESL services.  
 
DSC  Disabilities Service Coordinator Responsible for identifying children who may have a 
disability, assuring appropriate intervention and services, and for managing, implementing, and 
evaluating comprehensive programs for children with disabilities and their families. 
 
Early Head Start (EHS) agency  means a public or private non-profit or for-profit entity 
designated by ACF to operate an Early Head Start program to serve pregnant women and 
children from birth to age three, pursuant to Section 645A(e) of the Head Start Act. 
 
ECBG  Early Childhood Block Grant  
 
ECE  Early Childhood Education Early Childhood Education refers to education practices for 
children birth to five. 
 
EHS   Early Head Start Provides comprehensive, family-centered child development 
programming for low income families with children from birth to age 3 and expectant women.  
 
EHS-CCP or CCP  Early Head Start Child Care Partnership  
 
EI  Early Intervention Special services for infants/toddlers with developmental delays  
 
ELL  English Language Learners Students who are in the process of acquiring English language 
skills.  
 
ENROLLMENT/ATTENDANCE  Enrolled (or any variation of) means a child has been accepted and 
attended at least one class for center-based or family child care option or at least one home 
visit for the home-based option.  
 
Enrollment year  means the period, not to exceed twelve months, during which a Head Start 
program provides center or home-based services to a group of children and their families. 
Executive Committee  the CPPC elected officers. 
 

https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/part-1304-federal-administrative-procedures
https://eclkc.ohs.acf.hhs.gov/policy/head-start-act/sec-645a-early-head-start-programs
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Facility  means a structure, such as a building or modular unit, appropriate for use in carrying 
out a Head Start program and used primarily to provide Head Start services, including services 
to children and their families, or for administrative purposes or other activities necessary to 
carry out a Head Start program. 
 
Family  means all persons living in the same household who are supported by the child’s  
parent(s) ’or guardian(s) ’income; and are related to the child’s parent(s) or guardian(s) by 
blood, marriage, or adoption; or are the child’s authorized caregiver or legally responsible 
party. 
 
Family engagement  is an interactive process through which program staff and families, family 
members, and their children build positive and goal-oriented relationships. It is a shared 
responsibility of families and professionals that requires mutual respect for the roles and 
strengths each has to offer. Family engagement means doing with—not doing to or for—
families. 
 
Family Literacy Services  means services that are of sufficient intensity in terms of hours, and of 
sufficient duration, to make sustainable changes in a family, and that integrate all the following 
activities: 
(A) Interactive literacy activities between parents and their children. 
(C) Parent literacy training that leads to economic self-sufficiency and financial literacy. 
(D) An age-appropriate education to prepare children for success in school and life experiences. 
 
Finance  Fiscal Year (FY) length of time the program is in operation 
 
Financial Viability  means that an organization can meet its financial obligations, balance 
funding and expenses and maintain sufficient funding to achieve organizational goals and 
objectives. 
 
Full-working-day  means not less than 10 hours of Head Start or Early Head Start services per 
day. 
 
Funded Enrollment  means the number of participants which the Head Start grantee is to serve, 
as indicated on the grant award 
 
Grantee  means the local public or private non-profit agency or for-profit agency which has 
been designated as a Head Start agency under 42 U.S.C. 9836 and which has been granted 
financial assistance by the responsible HHS official to operate a Head Start program. 
 
Head Start agency  means a local public or private non-profit or for-profit entity designated by 
ACF to operate a Head Start program to serve children age three to compulsory school age, 
pursuant to section 641(b) and (d) of the Head Start Act. 
 

https://eclkc.ohs.acf.hhs.gov/policy/head-start-act/sec-641-designation-head-start-agencies
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Head Start Classroom  means a group of children supervised and taught by two paid staff 
members (a teacher and a teacher's aide or two teachers) and, where possible a volunteer. 
  
HS/EHS/CCP  Head Start/Early Head Start/Child Care Partnership 
 
Homeless Children  mean the same as homeless children and youths in Section 725(2) of the 
McKinney-Vento Homeless Assistance Act at 42 U.S.C. 11434a (2). 
 
Home Visitor  means the staff member in the home-based program option assigned to work 
with  
parents to provide comprehensive services to children and their families through home visits 
and group socialization activities. 
 
Hours of planned class operations  means hours when children are scheduled to attend. 
Professional development, training, orientation, teacher planning, data analysis, parent-teacher 
conferences, home visits, classroom sanitation, and transportation do not count toward the 
hours of planned class operations. 
 
Impasse  An impasse occurs when parties cannot agree on a course of action, given their 
respective responsibilities pursuant to applicable regulations.  
 
Income  means gross cash income and includes earned income, military income (including pay 
and allowances, except those described in Section 645(a)(3)(B) of the Act), veteran’s benefits, 
Social Security benefits, unemployment compensation, and public assistance benefits. 
 
Individualized Education Program  is defined in the same manner as presented in the Individuals 
with Disabilities Education Act (20 U.S.C. 1400 et seq.).  
 
Individualized Family Service Plan  is defined in the same manner as presented in the Individuals 
with Disabilities Education Act (20 U.S.C. 1400 et seq.).  
 
IM’s Informational Memorandums  are issued by the Office of Head Start 
 
Limited English Proficient  is used with respect to a child, means a child— 

▪ who was not born in the United States or whose native language is a language other 
than English. 

▪  who is a Native American an Alaska Native, or a native resident of an outlying area. 

▪ who comes from an environment where a language other than English has had a 
significant impact on the child's level of English language proficiency.  

▪ who is migratory, whose native language is a language other than English, and who 
comes from an environment where a language other than English is dominant.  

https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/_link
https://eclkc.ohs.acf.hhs.gov/policy/head-start-act/sec-645-participation-head-start-programs
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▪ whose difficulties in speaking or understanding the English language may be sufficient to 
deny such child—the ability to successfully achieve in a classroom in which the language 
of instruction is English; or the opportunity to participate fully in society. 

Local agency responsible for implementing IDEA means the early intervention service provider 
under Part C of IDEA and the local educational agency under Part B of IDEA. 
 
Major renovation means any individual or collection renovation that has a cost equal to or  
exceeding $250,000. It excludes minor renovations and repairs except when they are included 
in a purchase application. 
 
Meeting means any single gathering of persons or members of an organization, usually for the 
purpose of transacting business.  
 
Minor renovation means improvements to facilities, which do not meet the definition of major 
renovation. 
 
Parent means a Head Start child's mother or father, other family member who is a primary 
caregiver, foster parent or authorized caregiver, guardian or the person with whom the child 
has been placed for purposes of adoption pending a final adoption decree. 
 
Participant  means a pregnant woman or child who is enrolled in and receives services from a 
Head Start, an Early Head Start, a Migrant or Seasonal Head Start, or an American Indian and 
Alaska Native Head Start program. 
 
Personally identifiable information (PII) means any information that could identify a specific 
individual, including but not limited to a child’s name, name of a child’s family member, street 
address of the child, social security number, or other information that is linked or linkable to 
the child. 
 
PFA  Pre-School for All means the Early Childhood Education division of the Illinois State Board 
of Education (ISBE) funded Preschool for All (PFA) program. The funding is intended to enhance 
Illinois’s infrastructure to provide high-quality preschool programs, and to expand high-quality 
full-day preschool programs for 4-year-olds in high-need communities. 
 
PI Program Instructions  are issued by the Office of Head Start 
 
PI  Prevention Initiative ECBG program for children birth to age 3; includes community-based 
centers and home visiting programs. 
 
PIR  Program Information Report Required annual federal report that provides quantitative 
information on key characteristics of each HS/EHS/EHS-CCP program to ACF. 
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Policy Committee  HS/EHS/CCP committee at the delegate agency level responsible for direction 
of the program and elects ’parents to participate on the CPPC.  
 
Policy Council  the Policy Council is a group of Head Start and Early Head Start parents and 
community members who help lead and make decisions about their program. Policy Council 
members are elected by the parents of children enrolled in the program. Parents often join the 
Policy Council after serving on a parent committee. The Policy Council meets regularly as a 
group. Members can serve for one year at a time, and for up to five years. They work closely 
with the program's management team and governing body to provide overall direction for the 
program. 
 
Program  means a Head Start, Early Head Start, migrant, seasonal, or tribal program, funded 
under the Act and carried out by an agency, or delegate agency, to provide ongoing 
comprehensive child development services. 
 
Program costs  mean costs incurred in accordance with an approved Head Start budget which 
directly relate to the provision of program component services, including services to children 
with disabilities, as set forth and described in the Head Start Program Performance Standards 
(45 CFR part 1304). 
 
Program Performance Standards  HSPPS (Head Start Program Performance Standards). Federal 
regulations that govern HS/EHS/EHS-CCP programs in the areas of program governance, 
program operations (ERSEA, program structure, education, health, family and community 
engagement, disabilities, transition, HR, program management/quality improvement and 
services to pregnant women), fiscal and administrative, federal administrative; latest revision 
November 2016.  
 
Five Program Standards  Provide the basis for development, implementation, and evaluation of  
high-quality birth to five programs; include organization, curriculum and service provision, 
developmental monitoring and program accountability, personnel, and family/community 
partnerships. 
 
Purchase  means to buy an existing facility, including outright purchase, down payment or 
through payments made in satisfaction of a mortgage or other loan agreement, whether 
principal, interest, or an allocated portion principal and/or interest. The use of grant funds to 
make a payment under a capital lease agreement, as defined in the cost principles, is a 
purchase subject to these provisions. Purchase also refers to an approved use of Head Start 
funds to continue paying the cost of purchasing facilities or refinance an existing loan or 
mortgage beginning in 1987. 
 
Recruitment  area means that geographic locality within which a Head Start program seeks to 
enroll Head Start children and families. The recruitment area can be the same as the service 
area or it can be a smaller area or areas within the service area. 
 

https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/part-1304-federal-administrative-procedures
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Repair  means maintenance that is necessary to keep a Head Start facility in working condition. 
Repairs do not add significant value to the property or extend its useful life. 
 
Responsible HHS official  means the official of the Department of Health and Human Services 
who has authority to make grants under the Act. 
 
School readiness goals  mean the expectations of children's status and progress across domains 
of language and literacy development, cognition and general knowledge, approaches to 
learning, physical well-being and motor development, and social and emotional development 
that will improve their readiness for kindergarten. 
 
Self-Assessment (HS/EHS/EHS-CCP) or Program Self-Evaluation (PFA/PI) Required annual  
process in which staff, parents and community assess their program, both classrooms and 
administration, in relation to the requirements, addressing need, and quality. The results of this 
assessment guide program planning and decision-making.  
 
Service area  means the geographic area identified in an approved grant application within 
which a grantee may provide Head Start services. 
 
Staff  means paid adults who have responsibilities related to children and their families who are 
enrolled in program 
 
Termination of a grant or delegate agency agreement  means permanent withdrawal of the 
grantee's or delegate agency's authority to obligate previously awarded grant funds before that 
authority would otherwise expire. It also means the voluntary relinquishment of that authority 
by the grantee or delegate agency. Termination does not include: 
 
(1) Withdrawal of funds awarded based on the grantee's or delegate agency's underestimate of 
the unobligated balance in a prior period. 
(2) Refusal by the funding agency to extend a grant or award additional funds (such as refusal to 
make a competing or noncompeting continuation renewal, extension, or supplemental award). 
(3) Withdrawal of the unobligated balance as of the expiration of a grant. 
(4) Annulment, i.e., voiding of a grant upon determination that the award was obtained 
fraudulently or was otherwise illegal or invalid from its inception. 
 
Technical Assistance & Training  (see Sec. 648 Technical Assistance and Training in the Head 
Start Act) 
 
Verify  or any variance of the word means to check or determine the correctness or truth by 
investigation or by reference. 
 
Vote  A formal expression of the will, opinion, or preference of the members of an assembly in 
regard to a matter submitted to it.  
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Voting Member a person entitled to cast a vote. 
 

COMMON ABBREVIATIONS / ACRONYMS 

A.C.F.            Administration for Children and Families 

A.D.A. Americans with Disabilities Act  

A.D.A. Average Daily Attendance  

C.A.A. Community Action Agency 

C.A.B. Community Action Board  

C.C.F.P. Child Care Food Program 

C.D.A. Child Development Associate Credential  

D.F.S.S.  Department of Family Support Services 

D.R.S.  Designated Renewal System 

E.H.S.  Early Head Start  

E.L.L.  English Language Learner  

E.P.S.D.T. Early Periodic Screening Diagnosis and Treatment  

F.C.P.  Family and Community Partnership 

F.P.A.  Family Partnership Agreement  

H.H.S. Health and Human Service Department  

HSPPS   Head Start Program Performance Standards 

H.S.A.C.  Health Services Advisory Committee  

I.D.P. Individualized Development Plan  

I.E.P. Individualized Education Plan  

I.F.S.P.   Individualized Family Service Plan  

L.D.O.  Locally Designed Option  

M.I.   Male Involvement 

N.A.E.Y.C. National Association for the Education of Young Children  

N.H.S.A.  National Head Start Association 

O.H.S.  Office of Head Start O.H.S.  

P.A. Parent Aide  

P.A.C.  Parent Advisory Committee  

P.C. Policy Council  

P.F.C.E. Parent, Family, and Community Engagement 

P.I. Performance Indicators  

P.I.R.  Program Information Report 

Region V Indiana, Illinois, Michigan, Ohio, Wisconsin, Minnesota 

T./T.A. Training and Technical Assistance 
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For a complete list of definitions go to: https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-
xiii/1305-2-terms 
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APPENDIX II  
TIPSHEETS, TEMPLATES & FORMS 

 
 

1. CPPC Meeting Information Tip Sheet  
2. CPPC Parent/Community Complaint Form 
3. Executive Committee Report Template 
4. Policy Committee Report Template 
5. CPPC Report to the CCUO Template 
6. CPPC Meeting Agenda Example 
7. CPPC Member Travel Request Form 
8. CPPC Out-of-Town Expense Form 
9. Child Care Reimbursement Form 

10. CPPC Officer/Community Representative Nomination Form 
11. Basic Parliamentary Procedure 
12. How To State The Most Used Motions 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1. CPPC MEETING INFORMATION TIPSHEET 
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As a CPPC member you will review and use the following reports and data, as applicable, to 
make informed program decisions. This “Tip Sheet” is intended to assist you with a list of items 
that are included as a part of the information to be used in your “Shared Decision-Making” role. 

• Quarterly child outcomes reports/school readiness data (Fall/Winter/Spring) 

• All applications for funding that include services to Head Start children and families, 
including: Change of Scope Applications, Amendments to funding, Budget Modifications, 
Requests for Supplemental funding, Supplemental Quality Improvement funding.  

• PIR (Program Indicator Reports)  

• Monthly Financial Reports 

• Monthly USDA/Child Adult Care Food Program Meal & Snack Reports 

• Annual Self-Assessment Report (and opportunity to participate on Self-Assessment 
Committee) 

• Quality Improvement and Enhancement Plans 

• Federal Program Information Report (PIR) data 

• (Annual Report) to the community 

• Annual Community Assessment data 

• Annual fiscal audit reports and corrective measures, as applicable 

• Human resources reports (Grantee Staff hires/terminations that work primarily for 
HS/EHS) 

• Correspondence, as applicable, from the US Department of Health and Human Services 
(HHS)/Office of Head Start (OHS) and DFSS 

• Monthly enrollment and attendance reports         

• Other reports, as deemed necessary 
 

 

 

 

 

 

 

 

 

 

2. CPPC PARENT/COMMUNITY COMPLAINT FORM 
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Name: _________________________________                    Date: ________________________ 

Delegate Agency: _______________________________________________________________ 

Site Name: ____________________________________________________________________ 

Contact Phone/Email: ___________________________________________________________  

Have you reported this complaint to anyone else, including your Delegate Agency? 

 Yes  

 No (If No who was reported to:______________________________________________________ 
Date of Complaint Incident: ______________________________________________________ 
Explanation of complaint, including names of witnesses or others who were present (if applicable), AND 
date, AND location of occurrence: (Use back of sheet if needed) 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 

What do you believe is an appropriate remedy? 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 

Next steps (action/timeframe): (Use back of sheet if needed) 

_____________________________________________________________________________________ 

Investigation findings: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 

Resolution of Complaint: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 

Signature of Person Completing Form: ______________________________________________ 

Printed Name of Person Completing Form: ___________________________________________ 

DFSS Staff Signature: _______________________________________ Date:_______________ 

Title: ___________________________________________ 
 

 
3. EXECUTIVE/COMMITTEE REPORT TEMPLATE 
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Report of the Committee on  ____________________________________________________ 
________________________________________________________________ Chair 
 
The committee to which was referred ___________________ wishes to state that the 
committee met via ZOOM in two hour increments from June __________________ to August 
10, 2020.   A total of ___________________meetings were held. 
 
_________________________________________________________________provided  
information on  (spell out in detail) 
 
You can add additional facts uncovered or information obtained here. 
 
On behalf of the committee I recommend adoption of_______________________.  
 
No second is needed if the report comes from a committee of more than one person. 
 
The Chair will open the floor for questions, if there are questions the Committee Chair, other 
committee members, and DFSS staff will answer, as applicable.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
4. POLICY COMMITTEE REPORT TEMPLATE 
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Name of Delegate Agency:                                                                                                                   
 
Date(s) of report:                                                                                   

 
Please share progress/success/concern in space below.  
 
Summarize and describe information that was shared with the Policy Committee/Parent 
Committee of your program about what is happening at your Delegate Agency, or 
State/National level Head Start or early learning environment. Please share The 
What/Why/Where. You may include activities, meetings, trainings that have occurred.  
 
 

 
 
 
 
Does your report require follow up from the Delegate Agency or from DFSS? If so, please detail 
your request for follow up in the space below.  

 
 
 
 
 
 
CONCERN(S) FOR CPPC REVIEW: Community, Programmatic, Fiscal, etc.   
(Please use additional paper if needed.) 
 
 
 
Submitted by: 
     
                                                                            
Policy Committee Delegate               Date 
 
_____________________________________ 
Name of Delegate Agency 
 
 

 
 

 
5. CPPC REPORT TO THE CCUO TEMPLATE 
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(Italicized text are examples and is not an inclusive list of topics) 
 
Date of Report:  
CPPC Meeting Summary Since Last Board Meeting (Recap of Major Activities): 

o Approved Action Items  
o CPPC Approved 2020 Bylaws 
o Approved 2020-2021 Grant 

o CPPC Subcommittee Status 
o Bylaws Committee worked with consultants to complete the bylaws 
o Working Group 

o Complaint Status Report 
o None 

o Subcommittee Reports (Creation, Dissolution, Status Update) 
o Bylaws Committee presented bylaws to full CPPC on 8.26.2020 

o Impasse  
 
CPPC Trainings/Professional Development Opportunities 
o Parliamentary Training 
o Governance Training 
CPPC Informational Topics 
o CPPC Initiated Projects 

o UIC Workgroup 
CCUO Recommendation Requests to CPPC 
o Community Partnership Facilitation 
o Invite for participation on a CPPC sub-committee 
o Link to community resources for children and families 
CPPC Meeting Dates 

➢ Dates for Full Council, executive, and subcommittees 
Report Approved by the CPPC Executive Committee on: _____________________ 
Signatures of 3 executive committee members confirming approval: 
______________________________________________________    
______________________________________________________ 
______________________________________________________ 
 

 
 
 
 
 

 

 
6. CPPC MEETING AGENDA EXAMPLE 
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7. CPPC MEMBER OUT-OF-TOWN TRAVEL REQUEST FORM 
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CPPC Member Name __________________________________________________________________  
 
Delegate Agency______________________________________________________________________ 
 
Purpose of Travel                       Program Type: Head Start/Early Head Start 
 
Name of Conference:_____________________________________________________________  
   
Destination: City ____________________________________________ State _______________  
Departure: Day ______________________________________________ Time ______________ 
Return: Day _________________________________________________ Time ______________ 
 
Estimated Expenses 
Transportation: Travel to and from Destination $___________ Ground Transport: $_____________    
Meals:  _________days @$ _______ per day = $________________________________________ 
Lodging: _________days @$ _______ per day = $_______________________________________ 
Registration: $_____________________________________________________________________ 
Child Care:  _________days @$40 per day = $____________________________________________ 
Other: ______________________________________________________________________________ 
Total Estimate: $_______________________ 
 
CPPC MEMBER ATTENDANCE VERIFICATION: Please list & date CPPC events (Meetings & Workshops) 
attended:  
(1)____________________________________________ 
(2)____________________________________________ 
(3)____________________________________________ 
(4)____________________________________________ 
 
SIGNATURES 
CPPC Member Signature__________________________________________ Date _______________ 
Delegate Agency Executive Director _______________________________ Date ________________ 
DFSS Use: 
Received from DA _____________________________________________ Date_________________ 
Approved by DFSS _____________________________________________ Date ________________ 
 

 
 
 
 
 
 
 
 
 
8. CPPC MEMBER OUT-OF TOWN EXPENSE REPORT TEMPLATE  
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9. CPPC CHILD CARE REIMBURSEMENT FORM TEMPLATE 
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Citywide Parent Policy Council 
 
PARENT CHILD CARE REIMBURSEMENT VOUCHER FORM 

 
 

                                                                                                                                         For Agency Use 

Delegate Agency 
 
 

  Site Name  
 

Fund No. 

Site Address 
 
 

Zip Code 
 

Phone No. 
 

Activity No. 

Parent’s Name 
 
 

 Phone No. 
 

Account No. 

Parent’s Address                                                  Zip Code 
 

Voucher No. 
 
 

 
TO BE COMPLETED BY COMPONENT COORDINATOR 

DATE OF SERVICE 
 
 

TIME 
 

TOTAL HOURS 
 

Per Diem Rate 
 

AMOUNT DUE 
 

 
 
 

 
 
 

 
CERTIFICATION BY PARENT: 
 
  I,__________________________________________________ certify that the information above is complete and 
   correct and that I have received reimbursement for child care as indicated.  
 

 
 
REIMBURSEMENT IS FOR  _______________________________________________       DATE ___________________                                                                                                                                                                                                                                                                                                           
 Meeting/Activity
  

 
PARENT SIGNATURE                                                                                                                         DATE   ___________________ 

 
I certify that the information above is completed and correct. 

  
 
 
*DFSS Staff                                                                                              DATE _____________ 
              
 Delegate Agency Staff                                                                           DATE_____________ 

 
Flat Rate  
 
Lunch      
 
Parking  
 
Total 

 
$ __________ 
 
$ __________ 
 
$ __________ 
 
$ __________ 
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10. CPPC OFFICER / COMMUNITY REPRESENTATIVE NOMINATION FORM  

 
2020-2021 CPPC Executive Committee Officer/Community Representative 

Nomination Application 
 

 

Nominee Name:  

Delegate Agency:  

Site Name:  

Site Address/Zip 
Code: 

 

Parent Contact 
Number: 

 

Parent Email 
Address: 

 

Name of Child(ren) enrolled in the Head Start/Early Head Start/Early Head 
Start-Child Care Partnership/Early Head Start Expansion program: 
 
 

# Years Served on 
CPPC: 
___________ 

# Years Served on Delegate Agency Policy  
 
Committee: _______________ 

 
Position being nominated for (please check box): 

• Chairperson 

• Vice-Chairperson 

• Secretary 

• Assistant Secretary 

• Parliamentarian 

• Assistant Parliamentarian 

• Community Representative – Community Organization 

• Community Representative/Former Head Start Parent – Executive 
Committee 

 
Attach the following documents with this application: 

✓ Letter of Certification if not submitted 
✓ A letter of recommendation and support from the program director 
✓ A letter of  recommendation and support from the policy 

committee chair or vice-chair 

• For former Head Start parents, submit a letter of recommendation from 
your delegate agency chairperson, program director, or policy 
committee support staff 

• Email documents by noon on Tuesday, December 17, 2019 to : 
Tosha.smith@cityofchicago.org.  

 
 

mailto:Tosha.smith@cityofchicago.org
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CPPC Executive Committee Officers Job Descriptions-Basic Responsibilities 
 
The Executive Committee meets once a month; which is the first Wednesday of each 
month unless otherwise notified from 9:30am – 1:30pm. See the CPPC bylaws for 
additional information about these job responsibilities. 

 
Chairperson 

• Presides the CPPC quarterly Meetings 

• Serves as a member of DFSS’ Advisory Board 

• Works closely with grantee staff for planning of CPPC business 

• Works closely with grantee staff to develop agendas 

• Works closely with the Secretary and grantee staff to finalize and confirm 
contents of minutes 

• Encourages member participation in program planning 

• Provides  leadership (w/grantee guidance) to members 

• Helps to guide membership work and actions 

• Appoints ad hoc committees 
 

Vice Chairperson 

• Presides with executive committee meetings 

• Works with the Chairperson, Secretary, and grantee staff to develop executive 
meeting agenda 

• Works with Chairperson and Secretary to finalize and confirm content of 
minutes 

• Assumes responsibility of the chair in his/her absence of the Chair 
 
Secretary 

• Maintains accurate records of all CPPC Quarterly and call meetings (w/grantee 
support) 

• Records the minutes of the CPPC Quarterly and Call Meetings 

• Works with grantee staff to ensure timely notice of meetings is provided to 
meetings 

• Maintains attendance records form Policy Council meetings and trainings 

• Contracts Policy Council members as needed/requested 

• Submits copies of the minutes to the Chairperson and grantee staff 

• Performs the responsibilities of the Assistant Secretary in his/her absence 

• Assumes the responsibility of the chair in the absence of the chair and vice-chair 
 

Assistant Secretary  

• Maintains accurate records of all CPPC executive committee meetings 

• Records the minutes on the executive committee minutes (w/grantee support) 

• Performs the responsibilities of the Secretary in his/her absence 

• Assists the secretary in making membership contacts 

• Records only the motions at the Policy Council 
 

Parliamentarian 

• Shall be seated next to the Chairperson at all meetings 
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• Monitors time 

• Ensures order is maintained at all meetings 
 
Assistant Parliamentarian 

• Same duties of the parliamentarian/performs the duties of a Sergeant-at-Arms for maintaining 
order 

 
Community Representative 

• Attend the quarterly CPPC meetings 

• Provide a written and verbal report of information that is happening in the community that may 
impact children and families 

• Share CPPC information with their respective community organizations 

• Report to the Chairperson and grantee staff when reports are not given 
Community Representative/Former Head Start Parent-Executive Committee 

• See duties under Community Representative 

• Attend the Executive Committee meetings 
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11. FREQUENTLY USED MOTIONS TIPSHEET  
 

WANT TO MOTION SAY VOTE 

Change the 
wording of a 
motion 

Amend I move to amend by MV 

Obtain more 
information 

Commit or Refer  I move to refer the motion to a 
committee of three to be appointed by 
the chair.  

MV 

You want the vote 
recorded in the 
minutes. 

Count Vote  I move that the vote be counted.  MV 

Immediately stop 
debate/discussion  

Debate, Stop 
Debate,  

I move the previous question.  2/3 

Ample time for 
discussion 

Debate Limit or 
Extend Limits of  

I move that debate be limited to one 
speech of two minutes for each member.  

2/3 

Want to review 
and/or have ample 
time for discussion 

Postpone to a 
Certain Time  

I move to postpone the question to the 
next meeting.  

MV 

 Recess I move to recess for five minutes.  MV 

No recognition needed 

Unsure of voice 
vote 

Division! The word 'Division!' is called from your 
seat Chair must take a rising vote. 

-- 

Agenda not being 
followed 

Call for the Orders 
of the Day 

I call for the Orders of the Day 

• Group can vote to continue 
discussing the current motion or 
proceed to the orders of the day. 

2/3 

Rules not being 
followed 

Point of Order Chair rules the ruling is based on bylaws 
and Head Start Best Practices. 

--- 
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12. HOW TO STATE THE MOST USED MOTIONS TIPSHEET 
 
Main motion or question (original)  

➢ I move to . . . 
➢ I move that . . .  

 
Adjourn, ordinary case in societies  

➢ I move to adjourn.  
 
Adopt, accept, or agree to a report  

➢ I move that the report be adopted.  
 
Adopt revised bylaws or constitution  

➢ On behalf of the committee on amending the bylaws, I move that, the bylaws submitted 
by the committee be adopted with the following provisos: ...  

 
Adopt special rules of order 

➢ In accordance with notice given at the last meeting, I move that each motion be 
discussed for no more than twenty minutes. 

➢ I move that each speaker be limited to a 2-minute speech 
➢ I move that no one can speak a second time until all who wish to speak have spoken.  

(2/3 vote needed to adopt) 
 
Adopt ordinary standing rules  

➢ I move that all handout be sent electronically 
 
Amend a pending motion  

➢ I move to amend by adding ...  
➢ I move to amend by inserting the word ... before the word ...  
➢ I move to amend by striking out the second paragraph.  
➢ I move to amend by striking out "concrete" and inserting "blacktop."  

 
Amend an amendment of a pending motion  

➢ I move to insert in the pending amendment the word ... before the word ...  
 
Appeal, general case  

➢ I appeal from the decision of the chair.  
 
Appeal, relating to indecorum or transgression of rules of speaking, or to the priority of 
business  
 
Ballot, to order the vote on a pending question to be taken by  

➢ I move that the vote on the pending question be taken by ballot.  
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Commit, Refer, or Recommit a pending question  
➢ I move to refer the motion to the Program Committee.  
➢ I move that the motion be referred to a committee of three to be appointed by the 

chair.  
 
Committee, to refer a matter that is not pending to  

➢ I move that a committee [stating number and manner of selection] be appointed to   
conduct a survey relating to ...  

 
Consider informally  

➢ I move that the question be considered informally.  
 
Continue speaking after indecorum, to grant permission to  

➢ Chair usually puts question without a motion.  The member has stated that he/she/ will 
speak in a respectful manner. Without objection the member can speak for two  
additional minutes. Any one member can object then the Chair must put the question to 
a vote. -'Shall the member be allowed to speak for 2 additional minutes, All in favor say 
AYE-All opposed, say NO.  

 
Debate, to Limit or Extend Limits of, on a pending question  

➢ I move that debate be limited to one speech of three minutes for each member.  
  
Debate, to Limit or Extend Limits of, for the duration of a meeting  

➢ I move that during this meeting debate be limited to five minutes for each member.  
 
Division of the Assembly (call for verification of a voting result by an uncounted rising vote)  

➢ Division!  
➢ I call for a division.  

 
Count of vote on Division, to order, if chair does not do so  

➢ I move that the vote be counted.  
 
Duty, to be excused from  

➢ I move [or "ask"] that I be excused from ...  
➢ I move that the resignation be accepted.  

 
Information, Request for  

➢ I have a request for information.  
➢ A point of information, please.  
➢ Will the member yield for a question?  

 
Minutes, to approve  

➢ Normally done by unanimous consent.  
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Minutes, to correct before adoption  
➢ Usually suggested informally and done by unanimous consent except in cases of 

disagreement. [When done by a motion:] I move to amend the minutes by ...  
Minutes, to correct after approval  --See Amend Something Previously Adopted, 
 
Nominations, to make  

➢ I nominate George Beall.  
Nominations, to close  

➢ I move that nominations be closed.  
Nominations, to reopen  

➢ I move that nominations for ... be reopened.  
 
Orders of the Day, to Call for  

➢ I call for the orders of the day. Use when the agenda is not being followed. 
 
Order, Point of, Question of, or Calling a Member to  

➢ Point of order!  
➢ I rise to a point of order.  
➢ I call the member to order. [Applying to indecorum]  

 
Postpone to a Certain Time, or Definitely, applied to a pending question  

➢ I move to postpone the question to the next meeting.  
 
Postpone an event or action previously scheduled  

➢ I move that the dinner previously scheduled for September 15 be postponed until   
October 17.  

 
Previous Question (immediately to close debate and vote)   

➢ I move the previous question.  
➢ I demand the previous question.  
➢ I move the previous question on the motion to commit and the amendment.  

 
Proviso  

(8) I move to add the following to the motion: if this shall not take effect until 
 
Question of Privilege, to Raise while regular introduction as main motion is not in order  

(9) I rise to a question of privilege.  
 
Question of privilege, to offer as a main motion when an ordinary main motion is in order or 
after being raised as in Question of Privilege above  

(10) [Is moved as a main motion.]  
 
Ratify, or Confirm  

(11) I move that the action of the Executive Board on ... be ratified.  
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Recess, to take a, if moved while business is pending or not pending   
(12) I move to recess for five minutes.  

 
Reconsider  

(13) I move to reconsider the vote on the motion relating to ...  
(14) I move to reconsider the vote on the amendment striking out ... and inserting ...   

 
* Denotes most used motions. 
 
 
 
 
CPPC approved 2/9/2021 

 

CCUO approved 3/3/2021 
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