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Recruitment Basics 

 
Policy Recruitment is ongoing throughout each program year so that PSD starts 

each program year fully enrolled and maintains a waiting list of eligible 
families.  

 
Waitlist Program Generalists are required to: 

 Fill 100% of the funded enrollment slots by the 1st day of school 

 Achieve a goal of maintaining a waiting list of 15% of the funded 
enrollment slots throughout the current program year to fill vacancies as 
they occur  

 
Recruitment is ongoing throughout the year.  

 
Use of data Recruitment is technology and data driven. Program Generalists take the 

lead in ensuring that all data necessary for management to analyze effective 
recruiting practices is entered into ChildPlus.  
 
This data includes sibling data, email addresses, and other recruitment 
activities.  

 
Focus Recruitment efforts are focused on: 

 Pregnant mothers with the goal of providing a continuous line of service 
from prenatal through Kindergarten enrollment.  

 10% of funded slots filled with children with disabilities 

 Parents with children eligible for: 

 EHS 

 EHS-CCP 

 HS 

 CSPP 
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Responsibilities  

 
Generalists The Program Generalist: 

 Completes a Recruitment Tracking in ChildPlus monthly. Located in the 
Recruitment Module under Management.  

 Enters parent email contacts into the Family data sheet after the 
application is received 

 Enters community partners into ChildPlus  

 Completes an Outreach Event Tracking Form and submits to the ERSEA OA 
III for additional media and support. Request ahead of time so that the 
request can be fulfilled in time for the event.  

 
ERSEA OA III The ERSEA OA III: 

 Submits 003 requisitions for additional materials that need to be purchased 
for community events for approval 

 Logs the event into ChildPlus  

 Works as a liaison between event planners and Program Generalists 

 Updates PSD’s Facebook page and Twitter with event and recruitment 
information 

 Keeps inventory of recruitment materials 

 
ERSEA Program 
Supervisor 

The ERSEA Program Supervisor: 

 Assigns at least one Program Generalist to recruit at every Transitional 
Assistance Department office in the county of San Bernardino 

 Approves Generalist participation to attend community events 

 Submits the 003 requisition to the ERSEA OA III for documentation 

 Analyzes sibling data and referral source data in ChildPlus  

 
ERSEA Manager The ERSEA Manager: 

 Analyzes sibling data and referral source data in ChildPlus  

 Approves 003 requisitions for materials  
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Recruitment Activities 

 
Places to 
distribute flyers 

The following are examples of places to distribute flyers:  

 School Districts 

 Businesses 

 Sporting events 

 Public Health clinics 

 Grocery Stores, Stater Brothers, Food 4 Less 
Win Co 

 Thrift stores, 99 cent store, Walmart, Target 

 Locations with a sign ‘Accepts EBT’ 

 Doctor/Dentist offices 

 Libraries 

 Foster care agencies 

 Laundromat 

 Dance and Martial arts studios 

 Churches 

 Food banks 

 Gyms 

 Shelters 

 YMCA 

 Parades 

 Mobile homes 

 Apartment complexes 

 Military bases  

 Fast food 

 WIC 

 Parks 

  

 
Places to make 
a presentation 

The following are examples of places to make a presentation:  

 Orientation meetings at the Child Care Resource Center  

 Community meetings 

 Community events and fairs 

 Chamber of Commerce, City Hall 

 Elks Lodge 

 Kiwanis meeting 

 Rotary meeting 

 TAD 

 
Places to 
advertise 

The following are examples of places to advertise: 

 School Newsletter 

 Cable station 

 Newspapers 

 Radio stations 

 Bus stop signs 

 Mass mailings 

 Magnets to advertise on cars 

 Social Media 
 

Continued on next page 
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Recruitment Activities, Continued 

 
Data to use The following are examples of data to use: 

 Sibling data 

 Previous class lists 

 Names and contact information from the waitlist 

 Participant Mapping ChildPlus Report 6001 

 Recruitment Age Eligible Children ChildPlus Report 2031 

 
Partners  The following are examples of people to collaborate with for recruitment: 

 Ask parents for use word of mouth with friends and family 

 Ask to recruit at Children and Family Services (CFS) offices 

 Transitional Assistance Department (TAD) 

 Women Infants Children (WIC) 
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Community Outreach 

 
Rationale PSD participates in community events throughout the year. This is a positive 

method of bringing awareness and educating the community about PSD 
programs and services.  

 
Materials used The following is a list of approved outreach materials and equipment for use 

by staff and ensure the agency is presented in a professional manner.  
 

Booth advertising Give-aways Brochures Attention 
getters 

 Canopies 

 Balloons 

 PSD banners 

 Table banners 

 Table cloths 

 Pencils and pens 

 Magnets, rulers 

 Coloring books, crayons 

 Book markers 

 Coin purses 

 Recruitment flyers 

 “Give your child a 
Head Start” 
brochure 

 EHS-CCP brochure  

 Tri-fold brochure 

 Popcorn 
machines 

 Snow cone 
machines  

  

 
Resource fairs A resource fair is a community-based event that is held at the site. The 

Generalist invites vendors form the community to come to the site and offer 
services or goods that benefit the Parents and the local community.  
 
A resource fair is required once a year at every site.  
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Intake Responsibilities 

 
Generalists 
responsibilities 

The Generalist is responsible to: 

• Provide information about Head Start (HS) and Early Head Start (EHS) 
benefits to the family/parent 

• Explain application information 

• Interview the family and assist with the application  

• Request supporting documentation  

• Ensure all forms are complete including signatures 

• Provide emergency referrals 

• Develop rapport with family/parent 

 
Center Clerk 
responsibilities 

The Center Clerk is responsible to serve as backup when the Generalist is 
not present on site. 

 
Language 
accommodation 

All staff will make accommodations to communicate with families according 
to their cultural background and preferred language.  
 
Reminder: 

• Never turn away any family requesting assistance with the application 

• Always engage families in person or set appointments when necessary 

Continued on next page 
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Intake Responsibilities, Continued 

 
What is in the 
application 
packet? 

The intake application packet includes: 

• HS Application 

• Copy of Birth Certificate 

• Immunization record 

• Proof of Income 

• Medical History Profile 

• Proof of address 

• Nutrition Survey 

• McKinney-Vento Questionnaire (MVPQ 422 E/S) 
 

Completing a 
Head Start 
application 
interview  

The following instructions are guidelines to assist the Program Generalist 
when completing HS and/or EHS applications.  
 

Step Action 

1 Review the HS/EHS application for completion 
 
Note:  
EHS – Child Care Partners (CCP) reviews include any 
documentation received from the Child Care Resource Center 
(CCRC) or the Transitional Assistance Department (TAD) to 
establish eligibility with State subsidy 

2 • Sign Page 2 of the HS/EHS application 

• Check type of interview (in-person or by phone) on Page 2 

3 Organize the Family File with all documentation 

4 Scan and upload the intake application packet into the Central 
Eligibility Unit (CEU) Module in ChildPlus 

5 Transfer the completed Family File to the Site Supervisor and 
document the transfer on the Log of Access 
 
Note:  
EHS-CCP only transfers the education and health 
documentation to the Provider. All eligibility documentation is 
kept at the Preschool Services Department (PSD)  

 

Continued on next page 
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Intake Responsibilities, Continued 

 
Important: CSPP 
Deadline 

The California State Preschool Program (CSPP) Application has a 30-day 
deadline. This means the application must be approved or denied within 30 
days of the parent/guardian signature on the application.   

 
Completing a 
CSPP Interview 

The following instructions are guidelines to assist the Program Generalist 
when completing a CSPP application.  
 

Step Action 

1 Review the EESD 9600 Application for completion 

2 At minimum, obtain the following information from the 
parent/guardian: 

• Income verification 

• Birth Certificates for the child and siblings 

• Residency verification 

• McKinney Vento Questionnaire (MVPQ 422 E/S) 

• Medical Health Profile (MHP) 

• Proof of Immunizations 

• Employment History (Generalist completes the bottom of 
form) 

3 Organize the Family File with all documentation 

4 Scan and upload the application packet into the CEU Module in 
ChildPlus  

5 Transfer the completed Family File to the Site Supervisor and 
document the transfer on the Log of Access 

  

Continued on next page 
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Intake Responsibilities, Continued 

 
Family File 
transfer process 

All PSD staff are responsible for the confidentiality and security of All Family 
Files. To avoid lost, stolen, or misplaced items each of the designated staff 
listed below must follow the transfer process when completing a transfer: 
 

Stage Who  What 

1 Generalist • Completes the Family File 

• Transfers the Family File to the Site Supervisor  

• Signs the Log of Access 

2 Site 
Supervisor 

• Receives the Family File 

• Signs the Log of Access 

• Transfers the Family file to the EHS-CCP 
Provider or HS Teacher/EHS Home Base Visitor 

3 HS Teacher/ 
EHS Home 
Base Visitor 

• Receives the Family File 

• Signs the Log of Access 

• Files the Family File in a locked filing cabinet  
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Verifications & Forms 

 
The application 
packet 

The application packet includes the following: 

• Head Start/Early Head Start (HS/EHS) Application 

• Birth Certificate 

• Immunization 

• Proof of Income 

• Medical History Profile (MHP) 

• Nutrition Survey 

• McKinney-Vento Questionnaire (MVPQ 422 E/S) 

 
Birth 
verification 

The following can be used as a child’s verification of birth: 

• Birth Certificate 

• Baptismal Certificate 

• Medi-Cal Card 

• Passport 

 
What is Public 
Assistance? 

Public Assistance (PA) is a benefit or service funded through the federal 
government such as: 

• Temporary Assistance for Needy Families (TANF)  

• California Work Opportunity and Responsibility to Kids (CalWORKs) 

• Supplemental Security Income (SSI) 

• CalFresh also known as Supplemental Nutrition Assistance Program 
(SNAP) 

 
Families receiving PA are eligible for HS even if their income exceeds the 
income guidelines.  
 
Note:  
The following types of benefits are not federally funded or considered PA: 

• Social Security Administration (SSA) 

• Retirement, Survivors, and Disability Income (RSDI) 

Continued on next page 
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Verifications & Forms, Continued 

 
Income 
verification 

To verify income for HS/EHS use one of the following: 

• Proof of income for 12 months: 

− Check stubs 

− W-2 

− Other tax forms (1040) 

− Written statement from employer 

− 3rd party verification 

• Unemployment statement 

• Social Security Administration Award Letter 
 
Note:  
For 12 months preceding the month of application or the calendar year 
preceding the calendar year of the application, whichever more accurately 
reflects the needs of the family at the time of application. 

 
Categorical 
Eligibility 
verification 

To verify Categorical Eligibility, use the following:  

• TANF/CalWORKs/ or CalFresh/SNAP proof of eligibility Notice of Action 
(NOA) and/or 

− Passport to Services 

− Certification of Homeless  

• SSI award letter 

• Foster Care reimbursement 

• Foster Care placement paperwork 

 
State CSPP 
income 
verification 

To verify income for California State Preschool Program (CSPP) program use 
one of the following: 

• Current check stubs for one month 

• Signed Income Tax return (1040), not acceptable for Military Income, 
must be a recent check stub 

• W-2  

• Written statement from employer 

Continued on next page 
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Verifications & Forms, Continued 

 
Homeless 
verification  

To verify homelessness use: 
McKinney-Vento Questionnaire (MVPQ 422 E/S) – If “none of the above” is 
selected, the Generalist needs to clarify the living arrangement. 
 
When talking with a family which is experiencing homelessness, the 
conversation should be conducted in a reasonable, and discreet manner.  
 
The McKinney-Vento eligibility is sufficient documentation to immediately 
enroll the child. Any verifications for other eligibility requirements (such as 
immunization) can be gathered after the child is enrolled. 

 
Residency 
verification   

To verify residency, use one of the following: 

• Current utility bill 

• Current rental agreement 

• Notice of Action (NOA): 

− CalWORKs / TANF 

− CalFresh/SNAP 

• Social Security Administration (SSA) award letter 

• Current pay stub with applicant address 

• Mail addressed to applicant with current post mark 

• Other reasonable and consistent documentation (approved by supervisor) 

 
Health 
verification 

Obtain all of the following for Health Verification: 

• Immunization record 

• Proof of Health insurance for child, if available (give the toll-free number 
to current Child Health and Disability Prevention (CHDP) providers if no 
insurance) 

• Physical Exam form with attached Letter to Doctor 

• MHP/Early Health History (EHH) for EHS 

• Nutrition Questionnaire 

• Individual Education Plan (IEP) – Send a referral for all IEPs 

Continued on next page 
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Verifications & Forms, Continued 

 
Assessments The parent completes, signs and dates the following assessments: 

• ASQ:SE2 

• MHP 

• Nutrition survey 

 
The file folder Place the file folder in a locked file cabinet. The forms include but are not 

limited to the following: 
 

• Proof of income worksheet 

• Application 

• Document Information Form (DIF) 

• MHP 

• Nutrition Questionnaire 

• Court order Guardianship/Foster 
Care Document/Notarized 
Statement 

• Disability forms IEP/ 
Individualized Family Service  
Plan (IFSP) 

• Copy of Immunizations 

• Proof of Birth 

• Current Physical 

• Ages Stages Questionnaire:  
Social-Emotional ASQ:SE 2 

• HS Eligibility Verification form 
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Medical Conditions & Health 

 
The Medical 
History Profile / 
Early Health 
History 

Use the following to review the Medical History Profile (MHP) / Early Health 
History (EHH): 
 

Step Action 

1 Review both sides to ensure form is complete 

2 Are there food allergies? 

• Yes, give the Parent the Allergy Statement form 

• No, go to Step 3 

3 Did you give any resources or medical treatment? 

• Yes, note on the MPH or EHH 

• No, go to Step 4 

4 Are there any health, nutrition, behavioral health, disability 
concerns? 

• Yes, create a referral with a Health Event in ChildPlus 

• No, no referral needed 
 

 
Immunizations Immunizations are no longer exempt due to personal beliefs. The only 

exemption is for medical reasons. Medical exemption statements are 
stapled to the Blue Immunization Card. Check the immunization status in 
ChildPlus. Use the following table to check the child’s immunization status.  
 

If the immunizations 
are... 

Then ... 

Up to date Ask for the verification 

• Partially up to date, but 
missing some, or 

• Not up to date 

• Tell the parent which immunizations are 
still required 

• Refer the family to their health provider or 
San Bernardino County Department of 
Public Health (SBCDPH) immunization clinic 

• Explain to the parent  the child cannot start 
attending class without the immunizations 

Medically exempt Ask for a physician’s statement with: 

• Nature of the exemption 

• Probable duration of the condition 

• Whether the condition is permanent or 
temporary 

 

Continued on next page 
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Medical Conditions & Health, Continued 

 
Verification of a 
physical 

Review the complete physical and ensure the following screenings are 
included: 

• Hemoglobin (HGB) / Hematocrit (HCT) 

• Tuberculosis (TB) screening 

• Vision 

• Hearing 

• Blood Pressure (3-5 year olds) 

• Blood Lead Urinalyses (if 4 years old) 

• Well baby check-up required for EHS 

 
Missing 
Screenings 

When there is a missing screening, complete the following 
 

Step Action 

1 Inform the Parents 

2 Complete the Up-Date-Immunizations form 

3 Do you have a signed Permissions Release of Information 
form? 

• Yes, fax to the physician’s office to request the missing 
information 

• No, refer Parent back to the family’s medical provider 

4 Is a vision or hearing screening needed? 

• Yes, conduct the screening 

• No, no action needed 
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Medical Conditions & Health, Continued 

 
Verification of a 
physical 

Review the complete physical and ensure that there are the following 
screenings: 

 HGB/HCT 

 TB screening 

 Vision 

 Hearing 

 Blood Pressure (3-5year olds) 

 Blood Lead Urinalyses (if 4 years old) 

 Well baby checkup required for Early Head Start 

 
Missing 
Screenings 

When there is a missing screening, complete the following 
 

Step Action 

1 Inform the Parents 

2 Complete the Up-Date-Immunizations form 

3 Do you have a signed Permissions Release of Information form? 

 Yes, fax to the physician’s office to request the missing 
information 

 No, refer Parent back to the family’s medical provider 

4 Is a vision or hearing screening needed? 

 Yes, conduct the screening 

 No, no action needed 
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Selection vs. Eligibility 

 
Selection vs. 
eligibility 

Eligibility is similar to selection because the same regulations are used, such 
as the child’s age, homelessness, a child’s disability, or receiving TANF. 
 
The difference is what the regulations decide: 

• Eligibility decision: Who is eligible to be on the waitlist? 

• Selection decision: Who is enrolled first? 

 
Example: 
selection vs 
eligibility 

For this example, we are only using age regulations.  
 
Example: Two children apply for EHS-CCP:  

• Fred is 12 months 

• Ethel is 24 months 
 
Eligibility: Only using age regulations for this example. 

• Question: Are Fred and Ethel eligible to be on the waitlist?  

• Answer: Yes, they are no younger than 6 weeks and no older than 3 years. 
 
Selection: Only using age regulations for this example. 

• Question: Who is placed higher on the wait list? 

• Answer: Fred is placed higher on the waitlist.  

− Fred, 12 mo. old: 125 points 

− Ethel, 24 mo. old: 100 points 
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The Wait List & Eligibility Points 

 
What is a wait 
list?   

A Waitlist is a report in ChildPlus (Report #2025) placing children in priority 
order for enrollment. A child at the top of the list is a priority for 
enrollment.  
 

ChildPlus uses the family’s situation from the application and the 
Community Assessment Report to identify criteria that gives the family 
eligibility points. 

 
How eligibility 
points work 

Eligibility Points are points based on selection criterion established by 
Federal and State regulations, and the Community Assessment. ChildPlus 
calculates eligibility points automatically. 
 

Different situations receive higher or lower eligibility points; the highest 
total points prioritize the child as first on the waitlist. 

 
Example: 
eligibility points 

Eligibility points establish priority situations; for example, a homeless family 
receives a large amount of points to prioritize the child to the top of the list.  
 

Example: 
The two families below are applying for EHS. This example shows the 
possible totals of points based on each family’s unique situation. 
 

Family 1:EHS 
Application 

Points 
 Family 2: EHS 

Application 
Points 

Child is 13 months 100  Child is 12 months 125 

Single parent/guardian 25  Single 
parent/guardian 

25 

Parent in college FT 25  Parent did not 
finish high school 

55 

Child has an IEP 199  Child has a 
potential IEP/IFSP 

25 

Parent receives TANF 100  Parent receives 
TANF 

100 

 
 

Total Points 

 
 

449 

 Parent speaks 
limited English 

25 

Total Points 355 

  
The Child in Family 1 is first on the waitlist with highest total points of 499. 

Continued on next page 
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The Wait List & Eligibility Points, Continued 

 
Is #1 on the 
waitlist always 
the first choice? 

Is #1 on the waitlist always the next child enrolled? Yes and No.  
 
Yes: The waitlist assigns vacant slots based on HS Performance Standards. 
The child at the top of the list is a priority.  
 
Exceptions: The ERSEA Manager may have to make agency-level decisions 
based on the priority of the child and the capability and needs of the sites. 
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Selection Priority & Criteria 

HS/EHS/EHS-CCP 
High priority:  The following children have high priority circumstances in the selection 

process, due to the higher likelihood that they need additional care and 
support. 

• Homeless children 

• Foster Care children  

• Children at risk of abuse, neglect, or exploitation, or who are receiving 
child protective services.  

HS Performance Standards 1302.14 (C) and the Community Assessment, 
support a 3% reservation of enrollment slots for homeless children. 

HS/EHS/EHS-CCP 
Children with 
disabilities 

At least 10% of funded enrollment slots are given to children with 
disabilities. This target gives children with Individualized Education 
Programs (IEPs) and Individualized Family Service Plans (IFSPs) high 
enrollment priority. 

Continued on next page 
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Selection Priority & Criteria, Continued 

 
Local priority Based on the Community Assessment, some local priorities are: 

• Parent/guardian who: 

− Has less than 12 years of education, 

− Didn’t graduate from high school and has no high school diploma, 

• Single parent households, 

• Limited or Non-English speaking parents,  

• Teen parents,  

• African American children, and 

• Latin American immigrants. 
 

Below is a list of all Latin American Countries. 

North and Central 
America 

South America Caribbean 

Belize Argentina Bolivia Cuba 

Costa Rica Brazil Chile Dominican 
Republic 

El Salvador Colombia Ecuador Haiti 

Guatemala French 
Guiana 

Guyana Guadeloupe 

Honduras Paraguay Martinique 

Mexico Suriname Puerto Rico 

Nicaragua Uruguay Saint-Barthelemy 

Panama Venezuela Saint-Martin 
 

Continued on next page 
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Selection Priority & Criteria, Continued 

 
Need At this time, Head Start is wrapped with the Part Day State program. The 

Part Day State program and Head Start does not require families to verify 
the need for a full day program option. Families who request full day 
services that are Head Start and wrapped with Part Day state will be offered 
the program option that best serves their needs. 
  
Selection for a full day program option at the beginning of the year will use 
selection criteria point values to determine placement. Once full day classes 
have been filled, Generalists will document part day families program 
preferences in ChildPlus by following the steps below: 
 

Step Action 

1 Click: 

• Enrollment  

• Edit Enrollment History 

2 Add Location Preference 

3 Select: 

• Site, and 

• Classroom 
 
May select more than one site and classroom based on 
program options. 

4 Click Enroll 

   
Use the ChildPlus 2025 Enrollment Priority List to determine children 
eligible for full day placement. Select the following settings when running 
the report: 
 

Status Also include 

Accepted/Enrolled • Enrolled participants who have a 
location preference 

• Accepted participants who have a 
location preference 

Waitlisted/Drop/Wait Ineligible Applicants 
 

Continued on next page 
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Selection Priority & Criteria, Continued 

 
Location 
preference 

A location preference is a list of site and classrooms the parent wants to 
enroll their child if the first choice is unavailable. To create a location 
preference in ChildPlus follow the table below. 
 

Step Action 

1 Click on Manage Location Preference in the Enrollment 
section. 

2 Add Location Preference. 

3 Select Site and Classroom based on program option (May 
select more than one site and classroom based on program 
options). 

4 Click Save. 

 
Once a location preference is added, use the ChildPlus 2025 Enrollment 
Priority Listing report to fill a vacant slot based on the family’s location 
preference. 

HS/EHS/EHS-CCP 
Definition: 
Income Eligible 

Income Eligible refers to families with income who: 

• Have a gross income equal to or below the Federal poverty line, or 

• Are eligible for CalWORKs, or SSI, or 

• In the absence of child care, are potentially eligible for CalWORKs. 

 

Income 
selection 
priority 

Income selection priority is: 

• Low income participants are enrolled first. 

• Over income enrollment is limited to 10% of total funded enrollment. 

 
Last Priority Request ERSEA Manager approval before selecting a family with income in 

the range of 101-130% of the poverty level and if the 10% over income limit 
is exhausted. These families are last in priority. 
 
35% of enrollment may consist of families with income in this range. Only 
after all selection priorities and needs of eligible participants are met, can a 
family in this range be considered for enrollment. 

Continued on next page 
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Selection Priority & Criteria, Continued 

 
Re-enrollees & 
transitioning 
children priority 

Children enrolled in the previous year in HS or EHS are a high priority 
because it is beneficial for children to maintain continuity of enrollment.  
 
Other situations such as a homeless or Foster Care child, may take priority. 
 
Children in transition classrooms may not remain in that classroom after 
the end of the program year. All transition classrooms must be empty at the 
end of the program year. 

 
Age and 
licensing 

The provider chooses a license covering certain age limits. Below is the HS 
age criteria; remember not all providers are licensed for all ages. 

Continued on next page 
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Selection Priority & Criteria, Continued 

 
Age Use the following table to establish eligibility by age. 

Program Age Eligibility Policy 

EHS Center 
Based 

An infant or toddler 0-36 months old  

• According to Head Start Regulation  

• Site license may limit ages to children only 18-36 
months and no young 

EHS HB • Infants or toddlers 0-36 months old  

• Pregnant woman any age 

• Pregnant teens and teen single mothers are a priority 

EHS-CCP An infant or toddler: 

• 0-36 months old according to Head Start Regulation 
however a site license may limit the ages of the children  

• Not younger than 6 weeks 

• No older than 3 years. (See Transitioning for EHS 
children over 3 years) 

HS First priority: 

• Low-income 4 year olds are a priority 

• A child who turns 3 by September 1st. (eligibility date 
used by public schools.)  

 

Last priority: Younger 3 year olds  

A 3-year old, who turns three after September 1st, is a 

younger child.  
 

Younger 3 year olds are enrolled only if both criteria 

below are met: 

1. A high quality, full day, publicly funded pre-
kindergarten is in the area and 

2. There are no other priority children on the waiting 
list. 

Co-Mingled 
HS and State 
CSPP 

HS co-mingled with California State Preschool Program 

(CSPP) age criteria is: 

• 3 or 4 years old on or before the cutoff date which is 
used to determine eligibility for public school in the 
local school district, and 

• Not 5 years old before the same cut-off date. 
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About Funding 

HS/CSPP 
What are  
Co-Mingled 
classes? 
 
 
 

Co-Mingled classes are classes which have children who receive funding 
only from Head Start along with children who receive funding only from 
State CSPP in the same classroom. 
 
 
 
 
 
 

HS/CSPP 
What are  

Dual Enrolled 
classes? 
 
 
 

Dual Enrolled classes are classes with individual children who receive part 
of their funding from Head Start and part from State CSPP.  
 
 
 
 
 
 
                                                   HS & CSPP                           HS & CSPP 

 
Children with Dual Enrolled funding are evaluated for selection with both 
Head Start regulations and State CSPP regulations. 

HS/CSPP 
Dual Enrolled 
selection 
criteria 

HS and State CSPP selection regulations apply to Dual Enrolled children in 
the 
areas of: 

• Need, 

• Income, and 

• Age. 
 
These three factors affect selection eligibility points; but to be eligible, the 
family must meet all State criteria. 

Continued on next page 

Funding for 
child from HS 

only 

Funding for 
child from 
CSPP only same 

classroom 

same 
classroom 

Child has funding from 
both HS & CSPP 

  

Child has funding from 
both HS & CSPP 
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About FundingHS/CSPP, Continued 

 
Dual Enrolled 
age criteria 

The age criteria for Dual Enrolled children is: 
 

• 3 or 4 years old on or before the eligibility cut-off date used for local 
public school districts, and 

• Not 5 years old before the same cut-off date. 

 
Need and EHS-
CCP 

Applications with income for Dual Enrolled classes must meet Federal 
Guidelines in the Federal Register to be eligible for a State vacancy. 
 
The parent/guardian has to meet requirements to enroll a child in EHS-CCP. 
 
About subsidies  
Receiving a subsidy is not required; however, due to funding limitations, 
only 30% of families may enroll in the program without a subsidy.  
 
The parent/guardian: 
1. Has a need, 
2. Receives a subsidy, and 
3. Does one of the following for 30+ hours a week: 
1) Employed, 
2) Student, or 
3) In an approved activity. 
 
 
 

 
 

HS/CSPPContinued on next page 
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About Funding, Continued 

 
Dual Enrolled 
Income 

Applications with income for Dual Enrolled classes must meet Federal 
Guidelines in the Federal Register to be eligible for a State vacancy. 
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Transitioning and Re-enrollees 

 
Transitioning 
children 

A transitioning child is an enrolled child that is moving to a different 
program 
or provider, such as transitioning from EHS to HS. In order to keep 
transitioning children enrolled, complete the transition process timely 
starting at 30 months. 
 
Although there are higher priorities, transitioning children are a priority 
because continuous care in Head Start prepares the child to be school ready 

 
When to start 
transitioning 

The transitioning process begins six months before the child turns three 
allowing time for the parent/guardian and child to prepare for the next 
school experience. 

Continued on next page 
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Transitioning and Re-enrollees, Continued 

 
Transitioning to 
Head Start 

Complete the following to enroll a child transitioning into the Head Start 
Program. Transitioning begins six months before the child turns three. 
 

Step Action 

1 • Check the child’s age. 

• Start the transitioning process at 30 months allowing time to 
adequately transition the child and family to a new program 
or provider. 

2 Refer to the EHS Transition List for a child transitioning into 
Head Start. 
 

If the child is transitioning 
into HS and out of... 

Then they are already enrolled, 
no on the waitlist, and... 

EHS First priority 

EHS-CCP Second priority 

  

3 Review the Disability Certification List to ensure there is: 
• a completed HS application and, 

• supporting documentation to certify and enroll a child with 
an Individualized Education Program (IEP) or Individualized 
Family Service Plan (IFSP). 

4 Run the wait list report in ChildPlus for the enrolling site. 

5 Enroll the child with the highest priority ranking (eligibility 
points). 

 

Continued on next page 
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Transitioning and Re-enrollees, Continued 

 
Over three in 
EHS 

See Head Start Performance Standards 1302.70. 
 

EHS children transition into Head Start or another program to maintain 
continuity of enrollment. 
 

There are instances where a child may not be able to transition right away, 
i.e., a local program may not have a vacancy for the child. 
 

When a transition is not completed within the six months after a child turns 
three, contact the ERSEA manager. 

 
Re-enrollee A Re-enrollee (formerly ‘repeater’) is a child enrolled in the last program 

year 
and expected to return the following year. 
 
Re-enrollees are an enrollment priority. HS programs are most effective as 
continuous care education programs until the child is school ready. 
 
In order to keep re-enrollees in the program, they are not on the waitlist 
and are rolled over for the next year. 

 
Rollover A Rollover data transfer is a program used to copy data from the prior year 

for the following program year, it is completed by the ChildPlus Help Desk. 
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ChildPlus Points 

 
HS points The following are the current point allocations in ChildPlus for Head Start. 

 

 

Continued on next page 
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ChildPlus Points, Continued 

 

HS points, 
continued 

 

Continued on next page 
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ChildPlus Points, Continued 

 
EHS points The following are the current point allocations in ChildPlus for Early Head 

Start. 
 

 
 

Continued on next page 
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ChildPlus Points, Continued 

 

EHS points, 
continued 

 

Continued on next page 
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ChildPlus Points, Continued 

 
EHS CCP points The following are the current point allocations in ChildPlus for Early Head 

Start – Child Care Partnership. 
 

 

Continued on next page 
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ChildPlus Points, Continued 

 

EHS CCP points, 
continued 

 

Continued on next page 
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ChildPlus Points, Continued 

 
CSPP points The following are the current point allocations in ChildPlus for the California 

State Preschool Program. 
 

 
 
    ___________________________________________________ 
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Eligibility Basics  

 
Overview This section contains information regarding basic eligibility requirements 

for Head Start (HS) and Early Head Start (EHS) programs.  

 
Eligibility basics A child may be eligible to HS/EHS when they meet and provide verification 

for all the following requirements: 

• Age 

• Income 

• Residency 

 
Certifying 
eligibility 

Certify eligibility by completing the following and placing in the child’s file: 

• Certification section on the back of the application 

• PSD HS eligibility Verification Form 

• Family Income Worksheet 
 
The Program Supervisor approves the child for enrollment once all 
applicable documents are reviewed and verified.  
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Automatic Eligibility 

 
Overview This section contains information regarding a child’s automatic eligibility for 

Head Start (HS) and Early Head Start EHS) programs.  

 
Automatic 
eligibility 

A child is automatically eligible to HS/EHS when the child is experiencing: 

• Homelessness, or 

• In Foster Care 

 
Homeless 
definition 

According to the McKinney-Vento Homeless Assistance Act’s 
42U.S.C11434a(2) definition of “homeless children and youths” includes 
individuals who are living in the following situations: 

• Lacking a night-time residence that is fixed, regular, and adequate 

• Sharing housing of other persons due to loss of housing, economic 
hardship, or a similar reason (sometimes referred to as doubled-up) 

• Living in motels, hotels, trailer parks, or camping grounds due to lack of 
alternative adequate accommodations 

• Living in emergency or transitional shelters  

• Having a primary night-time residence that is a public or private place not 
designed for or ordinarily used as a regular sleeping accommodation, or 

• Living in cars, parks, public spaces, abandoned buildings, substandard 
housing, bus or train stations, similar settings 

 
Migrant and 
seasonal 
workers 

Children of migrant and seasonal workers meet the criteria for homeless 
status if they are living in any of the circumstances described in the 
homeless definition above.  However, children of migrant and seasonal 
workers are not considered homeless due to their regular temporary 
housing and seasonal relocation. 

Continued on next page 
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Automatic Eligibility, Continued 

 
Documenting 
homelessness 

Use the McKinney Vento Questionnaire to verify and document whether a 
family is homeless. 

 
Documenting 
Foster Care 

Use one of the following to verify and document when a child is in Foster 
Care: 

• A court order  

• Other legal document 

• A government issued document 

• A written statement from a government child welfare official 

• Proof of a Foster Care payment 
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Public Assistance (PA) Categorically Eligible 

 
Overview This section contains information regarding different types of Public 

Assistance (PA) and potential eligibility to Head Start (HS) and Early Head 
Start (EHS) programs. 

 
Definition PA includes: 

• California Work and Opportunity for Kids (CalWORKs) also known as TANF 

• Supplemental Security Income (SSI) 

• CalFresh also known as Supplemental Nutrition Assistance Program 
(SNAP) 

 
Families receiving PA are eligible for HS even if their income exceeds the 
income guidelines. 
 
Note:  
The following types of benefits are not federally funded or considered PA: 

• Social Security Administration (SSA) 

• Retirement, Survivors, and Disability Income (RSDI) 

 
SNAP/CalFresh 
verification 

To verify a family’s receipt of CalFresh/SNAP benefits as potential eligibility 
for the Head Start program, staff need to examine and maintain a copy of 
documentation from the state, local, or tribal public assistance agency as 
required. Use the following to document CalFresh/SNAP benefits: 

• A copy of CalFresh/SNAP notice of approval 

• Other documentation of eligibility or benefits from the CalFresh/SNAP 
agency including the Passport to Services/Verification of Benefits CSF142 

• An Electronic Benefit Transfer (EBT) card with CalFresh/SNAP ID number 
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Age Eligibility 

 
Overview This section contains information regarding age requirements and 

documentation for Head Start (HS) and Early Head Start EHS) programs. 

 
HS age 
requirements 

Children must meet the following age requirements to participate in HS: 

• Be at least 3 years old 

• Turn 3 years old by the date used to determine eligibility for public school 
in the community in which the HS program is located 

• Not be older than the age required to attend school (6-18 years old) 

• Not be age eligible for kindergarten if offered in the local community 

 
EHS age 
requirements 

Children must meet the following age requirements to participate in EHS: 

• An infant or toddler younger than 3 years old  

• A pregnant woman of any age 

 
Age verification The following are documentation used to verify age eligibility: 

• Birth certificate 

• Baptismal certificate 

• Medi-Cal card 

• Travel passport 

• Certificate of live birth 

• Proof of pregnancy for pregnant women 

• Foster Care documentation 
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Income Eligibility 

 
Overview This section contains information regarding income eligibility requirements 

and documentation for Head Start (HS) and Early Head Start EHS) programs. 

 
Policy To be eligible to HS/EHS families must also meet the income eligibility 

requirements.  A family is income eligible if: 

• Income is equal to or below the Federal Poverty Level (FPL) 

• Eligible for, or in the absence of childcare would be potentially eligible for 
Public Assistance (PA). PA includes: 

− California Work and Opportunity for Kids (CalWORKs) also known as 
TANF 

− Supplemental Security Income (SSI) 

− CalFresh also known as Supplemental Nutrition Assistance Program 
(SNAP) 

 
Over income 
level 

If a family is not income eligible, but would benefit from services, they may 
be eligible as long as only 10% of the families are in the range of over the 
poverty level 
 
In addition to the 10%, 35% of enrollment may consist of families with 
income in the 101%-130% range.  Only after all selection priorities and 
needs of eligible participants are met, can a family in this percent range be 
considered eligible. 

 
Relevant time 
period 

When calculating income for HS/EHS, use the income from the relevant 
time period.  
 
The relevant time period is the annual amount of income from: 

• The 12 months before the month of application, or 

• The calendar year before the year of application. 
 
Whichever more accurately reflects the needs of the family at the time of 
application.  
 
If the family shows a significant change in income for the relevant time 
period, you may consider current income circumstances.  

Continued on next page 
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Income Eligibility, Continued 

 
Income 
verification 

To verify income for HS/EHS use one of the following for the relevant time 
period: 

• Proof of income for 12 months: 

− Check stubs 

− W-2 

− Other tax forms (1040) 

− Written statement from employer 

− 3rd party verification 

• Unemployment statement 

• Receiving Family Support/Child Support 

• Social Security Administration (SSA) award letter including but not limited 
to: 

− SS Survivors 

− SS Disability 
 
 
Remember to complete a budget worksheet for all files. 

 
No income If the family has no income for the relevant time period: 

• Accept the family’s signed declaration:  

− Describe the efforts to verify the income on the bottom of the PSD HS 
Eligibility Verification form 

− Explain how the total income was calculated 
or 

• Seek information from third parties about the family’s eligibility: 

− Get written consent with a signed HS/EHS Third Party Consent form 
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Pathways Referrals 

 
Pathways Pathways is a web based resource application for families seeking housing. 

Preschool Services Department (PSD) partners with Pathways to assist 
customers who indicate they are interested in child care. When an 
applicant expresses an interest in childcare services a referral is sent to PSD 
automatically.  
Children experiencing homelessness or who are facing imminent 
homelessness are at high risk and most in need of the services PSD 
provides. Pathways referrals are received through The Chance Project and 
must be treated as a high priority. 

 
Staff duties  All Eligibility, Recruitment, Selection, Enrollment, and Attendance (ERSEA) 

staff play a role in ensuring high priority referrals are addressed timely once 
received. See table below for a list of staff duties. 
 

Stage Who Description 

1 Program 
Specialist 

 Receives Pathways referral from The Chance 
Project, 

 Enters referral information into the “PATHWAYS 
Referrals” module in ChildPlus, 

 Uploads referral attachment into ChildPlus, 

 Assigns to Site Generalist, 

 Sends a courtesy email with referral attached to 
assigned Site Generalist and Program Supervisor, 
and 

 Provides monthly compliance reports to the 
Program Supervisors, Program Manager and 
Deputy Director. 

2 Site 
Generalist 

 Receives courtesy Pathways referral email from 
the Program Specialist, 

 Contacts family and ensures customer’s needs are 
addressed and actions are taken within established 
timeframes, 

 Provides resources, application, and information, 

 Updates Status and Comment/Updates sections in 
ChildPlus, and 

 Informs a Program Supervisor when required 
timeframes are not met. 

 

Continued on next page 
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Pathways Referrals, Continued 

 
Staff duties, 
continued 

 

Stage Who Description 

3 Program 
Supervisors 

 Receives courtesy Pathways referral email with 
assigned Site Generalists from Program Specialist 
for tracking and compliance purposes, 

 Monitors program compliance, 

 Ensures all referrals are being addressed timely 
by the Site Generalists and actions are taken 
within established timeframes, 

 Discusses delinquent referrals, counsels, 
mentors, and trains Site Generalists on the 
importance of meeting program requirements 
and timeframes, 

 Takes disciplinary action as appropriate when 
requirements and timeframes are not being met, 
and 

 Provides weekly compliance updates to the 
Program Manager. 

4 Program 
Manager 

 Receives and reviews monthly report from 
Program Specialist,  

 Ensures all referrals are being tracked by 
Program Supervisors for program compliance, 

 Discusses delinquent referrals and corrective 
actions taken monthly with Program Supervisors, 
and 

 Reports findings and corrective actions taken 
monthly with Deputy Director. 

5 Deputy 
Director 

 Receives monthly report from Program 
Specialist, 

 Ensures all referrals are being tracked by 
Program Manager for program compliance, 

 Receives updates monthly from Program 
Manager regarding any delinquent referrals and 
corrective actions taken by the Program 
Supervisors.  

Continued on next page 
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Pathways Referrals, Continued 

 
Required 
contacts and 
timeframes 

When a Pathways referral is received, the Site Generalists must attempt a 
minimum of three (3) contacts to reach the family within 10 calendar days. 
Each attempt to contact the family must be completed within the required 
timeframes to ensure PSD is in compliance, see below for more 
information:  

 First attempt to contact the family must be completed within one (1) 
business day of receiving referral, 

 Second attempt to contact the family must be completed within one (1) 
to two (2) business days after the first attempt, and 

 Third attempt to contact the family must be completed as a home visit 
(excluding homeless families) no later than 10 calendar days from receipt 
of referral. 

 
Required 
methods of 
contact 

The Site Generalists must use all available methods listed below when 
attempting to contact the family: 

 Phone,  

 Email, 

 Text (from available County cell phone), and 

 Home visits – Conducted on the 3rd attempt (excluding no address 
families) when contact is unsuccessful by phone, email, and text on the 
other two (2) attempts. 

Continued on next page 
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Pathways Referrals, Continued 

 
Site 
Generalists 
actions 

The Site Generalists must complete the following actions and update 
ChildPlus when a Pathways referral is received: 
 

Step Action 

1 Contact the family by phone within one (1) business day of 
receiving the Pathways referral, and: 
 

If 1st 
attempt is ... 

Then ... 

Successful,  Introduce yourself, 

 Explain PSD partners with Pathways, 

 Confirm the family’s interest in child care 
services, 

 Identify available programs, 

 Provide: 

 Necessary referrals, and 

 Application packet. 

 Update ChildPlus to document and time 
stamp the conversation in the 
Comments/Updates section, and 

 Skip to Step 4. 

Unsuccessful 
due to: 

 No answer, 
or 

 Voicemail 
was left, 

 Send: 

 Email, and 

 Text message (from available County cell 
phone). 

 Update ChildPlus to document and time 
stamp 1st attempted contact in the 
Comments/Updates section, and 

 Set a reminder in Outlook or Office 365 to 
make a 2nd attempt to contact the family 
within one (1) to two (2) business days. 

Unsuccessful 
due to 
family has 
no phone, 

 Send email, and 

 Update ChildPlus to document and time 
stamp 1st attempted contact in the 
Comments/Updates section, and 

 Set a reminder in Outlook or Office 365 to 
make a 2nd attempt to contact the family 
within one (1) to two (2) business days. 

 
 

Continued on next page 
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Pathways Referrals, Continued 

 
Site Generalists 
actions, 
continued 

 

Step Action 

2 Make 2nd attempt to contact the family by phone, and: 
 

If 2nd 
attempt is ... 

Then ... 

Successful,  Introduce yourself, 

 Explain PSD partners with Pathways, 

 Confirm the family’s interest in child care 
services, 

 Identify available programs, 

 Provide: 

 Necessary referrals, and 

 Application packet. 

 Update ChildPlus to document and time stamp 
the conversation in the Comments/Updates 
section, and 

 Skip to Step 4. 

Unsuccessful 
due to: 

 No answer, 

 Voicemail 
was left, or 

 Family has 
no phone, 

 Update ChildPlus to document 2nd attempted 
contact in the Comments/Updates section, 
and 

 Set a reminder in Outlook or Office 365 to 
make a 3rd attempt to contact the family 
within one (1) to two (2) business days. 

  

Continued on next page 
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Pathways Referrals, Continued 

 
Site Generalists 
actions, 
continued 

 

Step Action 

3 Make a 3rd attempt to contact the family by conducting a home 
visit no later than 10 calendar days from receipt of referral (use all 
other available methods of contact for 3rd attempt when family is 
experiencing homelessness): 
 

If home visit is ... Then ... 

Successful,  Introduce yourself, 

 Explain PSD partners with Pathways, 

 Confirm the family’s interest in child care 
services, 

 Identify available programs, 

 Provide: 

 Necessary referrals, and 

 Application packet. 

 Update ChildPlus to document and time 
stamp the conversation in the 
Comments/Updates section. 

Unsuccessful, Update ChildPlus to document and time 
stamp 3rd attempted contact in the 
Comments/Updates section. 

  
4 Update Status in ChildPlus from Pending to one of the following 

statuses, as appropriate: 

Status Description 

Enrolled Used when family applies, meets 
eligibility requirements, and completes 
the enrollment process. 

No Response Used when the 3rd attempt to contact 
family was unsuccessful. 

Not in Service Area Used when family is not in PSD service 
area. 

Not Interested Used when family is not interested in PSD 
services. 

Too Old Used when child is not eligible to PSD 
services due to program age 
requirements. 
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Children and Family Services Referrals 

 
Children and 
Family 
Services 

Preschool Services Department (PSD) partners with Children and Family 
Services (CFS) to assist with children placed in Foster Care. Many of these 
children have experienced trauma, loss, or are at very high risk and in need 
of the services PSD provides. CFS referrals must be treated as a high 
priority. 

 
Staff duties All Eligibility, Recruitment, Selection, Enrollment, and Attendance (ERSEA) 

staff play a role in ensuring high priority referrals are addressed timely once 
received. See table below for a list of staff duties: 
 

Stage Who Description 

1 Program 
Specialist 

 Receives referral from CFS, 

 Enters referral information into the “CFS Referrals 
<Current Year >” module in ChildPlus, 

 Uploads referral attachment into ChildPlus, and 

 Assigns to Site Generalist. 

2 Site 
Generalist 

 Receives CFS referral, 

 Contacts family and ensures customer’s needs are 
addressed and actions are taken within 
established timeframes, 

 Provides resources, application, and information, 

 Updates Status and Comment/Updates sections 
in ChildPlus, and 

 Informs Program Supervisor of reason unable to 
meet required timeframes. 

3 Program 
Supervisor 

 Monitors program compliance, 

 Ensures all referrals are being addressed timely by 
the Site Generalists and actions are taken within 
established timeframes, 

 Discusses delinquent referrals, counsels, mentors, 
and trains Site Generalists on the importance of 
meeting program requirements and timeframes, 

 Takes disciplinary action as appropriate when 
requirements and timeframes are not being met, 
and 

 Provides weekly compliance updates to the 
Program Manager. 

 

Continued on next page 
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Children and Family Services Referrals, Continued 

 
Staff duties, 
continued 

 

Stage Who Description 

4 Program 
Manager 

 Ensures all referrals are being tracked by Program 
Supervisors for program compliance, 

 Discusses delinquent referrals and corrective 
actions taken monthly with Program Supervisors, 
and 

 Reports findings and corrective actions taken 
monthly with Deputy Director. 

5 Deputy 
Director 

 Ensures all referrals are being tracked by Program 
Manager for program compliance, 

 Receives updates monthly from Program 
Manager regarding any delinquent referrals and 
corrective actions taken by the Program 
Supervisors. 

 
Required 
contacts and 
timeframes 

When a CFS referral is received the Site Generalists must attempt a 
minimum of three (3) contacts to reach the family within 10 calendar days. 
Each attempt to contact the family must be done in the required timeframe 
to ensure PSD is in compliance, see below for more information:  

 First attempt to contact the family must be completed upon receipt of 
referral, 

 Second attempt to contact the family must be completed within one (1) 
to two (2) business days after the first attempt, and 

 Third attempt to contact the family must be completed as a home visit 
(excluding homeless families) no later than 10 calendar days from receipt 
of referral. 

 
Required 
methods of 
contact 

The Site Generalists must use all available methods listed below when 
attempting to contact the family: 

 Phone,  

 Email, 

 Text (from available County cell phone), and 

 Home visits – Conducted on the 3rd attempt (excluding no address 
families) when contact is unsuccessful by phone, email, and text on the 
other two (2) attempts. 

Continued on next page 
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Children and Family Services Referrals, Continued 

 
Site 
Generalists 
actions 

The Site Generalists must complete the following actions and update 
ChildPlus when a CFS referral is received: 
 

Step Action 

1 Contact the family by phone once a referral is received, and: 
 

If 1st 
attempt is ... 

Then ... 

Successful,  Introduce yourself, 

 Explain PSD partners with CFS, 

 Confirm the family’s request for services, 
Identify available programs, 

 Provide: 

 Necessary referrals, and 

 Application packet. 

 Update ChildPlus to document and time 
stamp the conversation in the 
Comments/Updates section, and 

 Skip to Step 4. 

Unsuccessful 
due to: 

 No answer, 
or 

 Voicemail 
was left, 

 Send: 

 Email, and 

 Text message (from available County cell 
phone). 

 Update ChildPlus to document and time 
stamp 1st attempted contact in the 
Comments/Updates section, and 

 Set a reminder in Outlook to make a 2nd 
attempt to contact the family within one (1) 
to two (2) business days. 

Unsuccessful 
due to 
family has 
no phone, 

 Send email, and 

 Update ChildPlus to document and time 
stamp 1st attempted contact in the 
Comments/Updates section, and 

 Set a reminder in Outlook to make a 2nd 
attempt to contact the family within one (1) 
to two (2) business days. 

 
 

Continued on next page 
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Site Generalists 
actions, 
continued 

 

Step Action 

2 Make 2nd attempt to contact the family by phone, and: 
 

If 2nd 
attempt is ... 

Then ... 

Successful,  Introduce yourself, 

 Explain PSD partners with CFS, 

 Confirm the family’s request for services, 

 Identify available programs, 

 Provide: 

 Necessary referrals, and 

 Application packet. 

 Update ChildPlus to document and time stamp 
the conversation in the Comments/Updates 
section, and 

 Skip to Step 4. 

Unsuccessful 
due to: 

 No answer, 

 Voicemail 
was left, or 

 Family has 
no phone, 

 Update ChildPlus to document 2nd attempted 
contact in the Comments/Updates section, 
and 

 Set a reminder in Outlook or Office 365 to 
make a 3rd attempt to contact the family 
within one (1) to two (2) business days. 

  

Continued on next page 
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Site Generalists 
actions, 
continued 

 

Step Action 

3 Make a 3rd attempt to contact the family by conducting a home 
visit no later than 10 calendar days from receipt of referral (use all 
other available methods of contact for 3rd attempt when family is 
experiencing homelessness): 
 

If home visit is ... Then ... 

Successful,  Introduce yourself, 

 Explain PSD partners with CFS, 

 Confirm the family’s request for services, 

 Identify available programs, 

 Provide: 

 Necessary referrals, and 

 Application packet. 

 Update ChildPlus to document and time 
stamp the conversation in the 
Comments/Updates section. 

Unsuccessful, Update ChildPlus to document and time 
stamp 3rd attempted contact in the 
Comments/Updates section. 

  
4 Update Status in ChildPlus from Pending to one of the following 

statuses, as appropriate: 
 

Status Description 

Enrolled Used when family applies, meets 
eligibility requirements, and completes 
the enrollment process. 

No Response Used when the 3rd attempt to contact 
family was unsuccessful. 

Not in Service Area Used when family is not in PSD service 
area. 

Not Interested Used when family is not interested in PSD 
services. 

Too Old Used when child is not eligible to PSD 
services due to program age 
requirements. 
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About the CEP 
program 

The Community Employment Pathways (CEP) program is a collaboration 
between San Bernardino County, the District Attorney’s Office and the Law 
and Justice Group who have contracted with First Step Staffing Inc.  
 
First Step Staffing is a non-profit corporation that provides opportunities to 
people experiencing homelessness to enter/re-enter the workforce.   

 
The target 
population 

The target population includes: 

• People experiencing homelessness 

• People at risk of homelessness 

• Unemployed 

• Underemployed 

• Justice-system involved 

• 18 years old or older 

 
Work-ready 
criteria 

In order to be work-ready, the following criteria must be met: 

• Ability to pass a drug test for illegal substances 

• Valid identification 

• Proof of legal right to work in the U.S. upon hiring 

• Ability to work during employer required hour/days of operation 

• Transportation to and from assigned worksite 

 
Transportation 
services 

People in need of transportation services can use the following resources: 

• PSD Program Generalist 

• First Step Staffing provides stipends that are reimbursed via a payroll 
deduction 
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Policy: When to 
make a referral 

Make a referral when the family member is identified as a work-ready 
individual. See Work Ready Criteria on the previous page.  

 
How to make a 
referral 

To make a referral, complete the following: 
 

Step Action 

1 Complete the Community Employment Pathways (CEP) referral 
form (CEP Form). Do not complete the County Use Section.  

2 Email the CEP form to CEPReferrals@hss.sbcounty.gov.  

3 Provide the customer the First Step Staffing phone number. 
(909) 476-0990. 

 

 
What First Step 
Staffing will do.  

First Step Staffing is responsible for: 

• Accepting referrals from the County  

• Providing job placement services to the target population 

• Conducting a job readiness assessment, including drug screenings (at no 
cost) to referred customers 

• Matching and placing customers in the most appropriate employment 
assignment 

• Providing ongoing job coaching before, during and after employment 

• Conducting case consultation with the County for customers not deemed 
work-ready 

Continued on next page 

mailto:CEPReferrals@hss.sbcounty.gov
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How to 
document the 
referral in 
ChildPlus 

Use the following to document a referral in ChildPlus: 
 

Step Action 

1 Click on the Family Services tab. 

2 Click on the Events tab. 

3 Select Community Employment Pathway Referral from the drop 
down menu.  

4 Enter the following: 

• Initial Date: Enter the date of referral 

• Description: CEP referral 

• Service Area: Family Service Case Notes 

• Source of Information: Parent 

• Family Outcome: Family Well-being 

• Case Worker 

• Family Members: Name of person referred 

5 In the Event Notes section, enter 

• Click the Time Stamp icon 

• Which family member was referred 

• Date of referral 

6 Click Save. 

  

 
Why 
documentation 
is important 

Documenting in ChildPlus is important because these referrals are a part of 
our Program Information Report which helps us decide on future services for 
families and guides the federal government on funding.   
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Reporting 

 
First Step 
reports 

First Step Staffing provides monthly reports to the County with the following 
information: 

• Family Member’s Name 

• Referral Date 

• Referred by County or Drop-in 

• Assessment date 

• Evaluation results 

• Employment Status 

− Placement in a temporary position 

− Full time Employment (30 days after placement) 

− Job retention (3 months, 6 months, 12 months) 

− Termination (date and reason for termination) 

 
Reporting 
process 

The following is the reporting process for Community Employment Pathways 
(CEP) referrals. 
 

Stage Who Does What 

1 The PSD 
Liaison 

Sends the weekly CEP report to the Program 
Supervisors.  

2 Program 
Supervisors 

• Reviews the report 

• Sends the Program Generalist the reports about 
their assigned families 

3 Program 
Generalist 

• Puts the results of the referral into ChildPlus as 
an action associated with the referral event.  

• Follows up with the family to see if any 
resources are needed.  

• Enters the results of the follow up in ChildPlus as 
an action associated with the referral event.  

4 Program 
Supervisors 

• Check ChildPlus to ensure that the Program 
Generalist followed up with the family.  

• Gathers Monthly results to referrals. 

• Reports results to the Program Manager 
monthly.  

  

Continued on next page 
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Adding an action 
to an event 

Use the following to add an action to an event in ChildPlus.  
 

Step Action 

1 Go to the Family Services Tab.  

2 Got to the Event Tab.  

3 Click on the existing CEP referral event.  

4 Click on the green Add Action button.  

5 Enter the following: 

• Action Type: Referral 

• Action Date: Today’s date 

• Type of Contact 

• Status 

• Case Worker 

6 In the Action Notes enter 

• Click the Time Stamp icon 

• Parent referred 

• Result of the referral and/or follow-up 

7 Click Save.  

8 Click Save.  
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The CEP Referral 
Form 

The following is the CEP Referral Form.  
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