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: 2 COMMONWEALTH OF THE NORTHERN MARIANA ISLANDS

{

Juan N. Babauta - AP0 g oy

Governor

Diego T. Benavente
Lieutenant Governor , DECLARATION OF EMERGENCY

Volcanic Eruption on Anatahan

I, DIEGO T. BENAVENTE, by the authority vested in me as Acting Governor,
and pursuant to Article III, Section 10 of the Commonwealth Constitution and 3 CMC |
§5121, and in accordance with the Joint Information Release from the Emergency
Management Office, Commonwealth of the Northern Mariana Islands and the Hawaiian
Volcano Observatory, US Geological Survey (attached hereto and incorporated herein by
this reference) hereby declare a 30-day extension of the May 13, 2003 Declaration of
Emergency for the island of Anatahan and the declaration that the island of Anatahan as
unsafe for human habitation and further do hereby restrict all travel to said island with the
exception of scientific expeditions. Therefore, the provisions of the May 13, 2003
Declaration of Emergency remains in effect except the off limits zone, to be reduced
from 30 nautical miles to 10 nautical miles. '

This Declaration shall become effective upon signature by the Governor and shall
remain in effect for thirty (30) days unless the Governor shall, prior to the end of the 30-
day period, notify the Presiding Officers of the Legislature that the state of emergency
has been extended for a like term. The Governor shall give reason for extending the

emergency.

DIEGO 1. BENAVENT

Acting Governor

Cc: Lt Governor
Senate President
House Speaker
Mayor of the Northern Islands
Director of Emergency Management
Commissioner of Public Safety
Attorney Genera;
Secretary of Finance
Special Assistant of Management and Budget
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- Emergency Management Office
Office of the Governor

COMMONWEALTH OF THE NORTHERN MARIANA ISLANDS

Rudolfo M. Pua, Director

Juan N, Babauta, Governor
Mark S. Pangelinan, Dep., Director

Diego T. Benavente, Lt. Governor

MEMORANDUM
To: Acting Governor - SEP 0¢ 7103
From: Director

Subject: Declaration of Emergency

The EMO seismic staff and USGS, has done an over flight to Anatahan volcano yesterday and
once again with close consultation has informed me that Anatahan volcano occasionally
steaming and releases gaseous vapors. In addition, tremors and seismic energy release are at
their lowest levels caused by the volcanic activity are frequently recorded by the seismograph at
EMO office.

Therefore, we are once again respectfully soliciting your assistance in extending the Declaration
of Emergency for the island of Anatahan for another thirty (30) days and to reduce the off kimits
zone from 30 nautical miles to 10 nautical miles around Anatahan until further notice. Under
these conditions, restriction of entry to the said island should continue except for scientific
expedition until a thorough scientific study is done and that the findings suggest otherwise. The
current Declaration of Emergency has expire on September 08, 2003.

Should you have any question or concern, please call our office at 322-9528/29.

Sincerely, / o
jZ - A N \

: R SR A
Xc: SAA \';;‘, Gides v g A8
Mayor, NI ":5, B tx I
\%\\\ s
e
Attachment: =

CONMMONMAME AL FHbIREGISTFER MP oMOLTIME 25: NUMRERDS/95 Beptarslrarsiii2002) RAGK3/9500

Web-page: www.cnmiemo.org 0 2 1 O 5 6



Image 1: This picture was taken on Sept. 08, 2003, east crater ﬂoor. View from
the south loakmg to the north.

Image 2: View from the east looking to the west.

P Q. Box 10007, Capimlﬂl“. Saipan, MP 96950 Telephone: (670) 322-9528/9529/8001-3 F: acsimnle (670) 322-T743/9500
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Image 3: East crater looking from the old seismic station to the east.
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Image 4: The old seismic station (ANAT) west of the east crater, elevation is
about 1,700 ft above sea level. The cloud started to cover the hilo’s landing pad.
The station is now transmitting seismic signals to EMO Saipan.

P.O. Box 10007, Capitol Hill, Saipan, MP 96950 Telephone: (670) 322-9528/9529/8001-3 Facsimile: (670) 322-7743/9500
Web-page: www.cnmiemo.org
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NOTICE OF EMERGENCY AND ADOPTION OF AMENDMENT OF THE
COMMONWEALTH ELECTION COMMISSION’S REGULATIONS

EMERGENCY: The Commonwealth Election Commission (“Commission”
finds that under 1 CMC § 9104(b) the public interest and welfare requires the adoption of
emergency amendments to the Commission’s regulations and further finds that the public
interest and welfare mandates adoption of these emergency amendments upon fewer than
thirty (30) days notice, and that these regulations shall become effective immediately
upon filing with the Registrar of Corporations, subject to the approval of the Attorney
General and the concurrence of the Governor, and shall remain in effect for 120 days.

REASON FOR EMERGENCY: It has come to the attention of the
Commission that in past elections individuals were pressured to give up their right to vote
in secret through coercion. Such individuals, because of the same coercion, would not
aid the Commission in prosecuting those who pressured them. As a result, the
Commission has not been able to stop this coercion and it may have an effect on future
elections. The Commission strives to have the fairest and most free elections possible
and such coercion is inconsistent with the goals of the Commission and public’s interest.
As aresult, it has enacted this regulation to address this problem.

~ The Govermnor has scheduled a special election for the Second Senatorial District
for October 4, 2003. It is necessary to enact these regulations on an emergency basis to
guarantee the regulations are in place for the special election and to provide time to
educate the public before the election regarding the regulation’s content.

AMENDMENT: The Commission’s Regulations shall be amended to add
Section 5.28, which will read as follows:

Section 5.28 Secret Ballot. All voters are required to vote in secret except in the
limited circumstances outlined below.

a. General Rule. Except as provided in subsections b and c, below,
the Commission shall deem as void and not count the ballot of any
voter who intentionally or recklessly displays his or her ballot after
it has been filled out (either partially or fully) to another individual.

b. Voter Assistance. Individuals who need assistance voting because
they cannot read, have a disability, or are prevented from voting on
their own for any other legitimate reason may waive their right to
vote in secret to receive assistance to cast their ballot. Only
Executive Director of the Commission and individuals specifically
authorized to provide such assistance by the Executive Director
prior to the election may assist such voters voting in person. If
such voters intentionally or recklessly permits an individual not
authorized by the Executive Director to aid them in voting and
such an individual sees the voter’s ballot after it has been filled out

COMMONWEALTH REGISTER VOLUME 25 NUMBER 8  September 18, 2003 PAGE 02 1 O 5 9



(either partially or fully), the voter’s ballot shall be deemed void
and not counted pursuant to subsection a. above.

c. Absentee Ballots. Individuals who need assistance voting because
they cannot read, have a disability, or are prevented from voting on
their own for any other legitimate reason and cast an absentee
ballot may waive their right to vote in secret to receive assistance
to cast their ballot. Such individuals must contact the Executive
Director and explain their disability. If the Executive Director
determines that the disability is legitimate, he or she may appoint
an individual to aid the voter. Only the Executive Director and
individuals specifically authorized to provide such assistance by
the Executive Director prior to the election may assist such voters
voting by absentee ballot. If such a voter requests the aid of an
individual not authorized by the Executive Director and such an
individual sees the voter’s ballot after it has been filled out (either
partially or fully), the voter’s ballot shall be deemed void and not
counted pursuant to subsection a. above. ' :

_ AUTHORITY: The authority for the adoption and promulgation of this
amendment to the Commission’s Regulations is by virtue of the authority vested in the
Commission pursuant to Public Law 12-18 and the Commonwealth Administrative

Procedures Act, 1 CMC § 9101, et seq.

D -28-/5
Date
Uy /S/ ﬂlﬂm / 09 29/03
“uan Babauta ate
Govermnor
ZIN 090303
Bernadita B. Del Date

Commotwealth Registr cretary

COMMONWEALTH REGISTER VOLUME 25 NUMBER 8  September 18, 2003 PAGE

021060



Pursuant to 1 CMC § 2153, as amended by P.L. 10-50, the emergency regulations
attached hereto have been reviewed and approved by the Office of the Attorney General.

Urde fopprnl LEYE

At Aﬂ gﬂttomey General
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NOTICE OF EMERGENCY AND ADOPTION OF AMENDMENT OF THE
COMMONWEALTH ELECTION COMMISSION’S REGULATION 5.15

EMERGENCY: The Commonwealth Election Commission (“Commission™)
finds that under 1 CMC § 9104(b) the public interest and welfare requires the adoption of
emergency amendments to the Commission’s regulations and further finds that the public
interest and welfare mandates adoption of these emergency amendments upon fewer than
thirty (30) days notice, and that these regulations shall become effective immediately
upon filing with the Registrar of Corporations, subject to the approval of the Attorney
General and the concurrence of the Governor, and shall remain in effect for 120 days.

REASON FOR EMERGENCY: The Commission is currently barred by
regulation from using candidates or elected officials to supervise elections. Regulation
7.1. On the other hand, polling place observers may be elected officials, although not
candidates for office. Regulation 5.15. The Commission wishes to stop all potential
coercion to have the most free and fair elections possible and believes that allowmg
elected officials to serve as observers may be inconsistent with its goal.

The Governor has scheduled a special election for the Second Senatorial District
for October 4, 2003. It is necessary to enact these regulations on an emergency basis to
guarantee the regulations are in place for the special election and to provide time to
educate the public before the election regarding the regulation’s content.

AMENDMENT: The Commission’s Regulation 5.15 shall be amended to
read as follows: : '

Section 5.15 Polling Place Observers. Any new or recognized political
party may have at least one observer per senatorial district, except that no
more than two observers per new and recognized political parties may be
present at any polling place or tabulating location at any one time. Any
candidate not affiliated with a new or recognized political party or
proponent or opponent of an issue or referendum may have one observer
per senatorial district, election district or municipality depending on the
office sought or the issue being supported or opposed. The observers shall
be allowed to be present at any time a polling place is open. The
observers may not wear any buttons, t-shirts or other identifying items that
reveal the candidate, political party or issue they support. Any observer
who attempts to campaign on their candidate, political party or issue’s
behalf shall be removed by the polling place supervisor and will not be
allowed to return to that polling place. Campaigning is defined as:

1. Making oral statements to voters to vote for a candidate or support
an issue, initiative-ex-, referendum or political party.

2. Making oral statements to voters to support a candidate, political
party. issue, initiative or referendum.
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3. Wearing, displaying or handing out any materials that reflect
which candidate, political party, issue, initiative or referendum
they are supporting.

The observers are not in anyway to disrupt the voting process in any
polling place. Observers may not be a candidate for office that is
appearing on the ballot, an individual holding an elected position, or an
individual who is a convicted felon still on parole. Any such observer will

~ be asked to leave the polling place area immediately by the polling place
supervisor.

AUTHORITY: The authority for the adoption and promulgation of this
amendment to the Commission’s Regulations is by virtue of the authority vested in the
Commission pursuant to Public Law 12-18 and the Commonwealth Administrative

Procedures Act, 1 CMC § 9101, et seq.

) (W 903
Migug¢l Sabla1, Chairman Date
Commonweéalth Election Commission

P AN 3 [uc/>2

DIEGO/T. BENAVENTE
=Juan Babauia — Date

Acting Governor

Qm ) q./503

3ernadita B. Del#Cruz » Date
Commdnwealth Registrar/Secretary
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Pursuant to 1 CMC § 2153, as amended by P.L. 10-50, the emergency regulations
attached hereto have been reviewed and approved by the Office of the Attorney General.

tih o flo>
Attorney General |
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NOTICE OF PROMULGATION OF REGULATIONS REGARDING
BOARD ADMINISTRATION, FACILITY USE AND
MAINTENANCE, PUBLIC ACCESS TO RECORDS,

TRANSPORTATION SERVICES, AND QUALIFICATIONS,
PROMOTION, TRANSFER AND CERTIFICATION OF
PERSONNEL FOR EMERGENCY ADOPTION AND PUBLISHING
FOR COMMENT FOR THE COMMONWEALTH OF THE
NORTHERN MARIANAS PUBLIC SCHOOL SYSTEM

EMERGENCY: The Commonwealth of the Northern Mariana Public
School System (“PSS”) finds that under 1 CMC § 9104(b).the public interest and
welfare requires the adoption of emergency regulations regarding the PSS. Board
Policies affected include 100-103, 200-206, 300-313, 800-811, and 900-905. PSS
Regulation for Certified Personnel Section 2201. PSS Regulations for Non-Certified
Personnel Sections 1205, 1206 and 1207. The Board of Education further finds that
public interest and welfare' mandates adoption of these emergency amendments upon
fewer than thirty (30) days notice, and that these regulations shall become effective
immediately upon filing with the Registrar of Corporations, subject to the approval of
the Attorney General and the concurrence of the Governor, and shall remain in effect for

120 days.

REASON FOR EMERGENCY: The CNMI Public School System finds that the
adoption of these policies and regulations upon fewer than thirty (30) days notice is
necessary because the thirty day notice period would prevent the policies and
regulations from taking effect for the school year. The proposed regulations set forth
in the Board’s position and requirements regarding the following: 1) Board
administration, such as officer requirements and an ethics code; 2) community use of
school facilities and requirements for vendors, visitors and all adults on campus; 3)
public access to records; 4) design, maintenance and inspection of facilities; 5)
support services, such as transportation services; and 6) qualification and certification
requirements and promotion and transfer of personnel. The proposed policies and
regulations were submitted in June, but unfortunately were not published in August
register. Accordingly, the Board of Education finds in the interest of the public, it is
necessary that these policies and regulations are approved and adopted immediately. .

INTENT TO ADOPT: It is the intent of the Board of Education to adopt
these newly promulgated regulatlons as permanent pursuant to 1 CMC 9104 (a)(1) and
(2). Therefore this publication of the new regulations in the Commonwealth register
provides notice and opportunity for comment. All interested persons may examine the
proposed emergency policies and regulations and submit written comments, positions, or
statements for or against the proposed amendments to the Chairperson, Board of
Education, P.O. Box 1370 CK, Saipan, MP 96950, call 664-3727 or fax 664-3711 within
thirty (30) calendar days following the date of the publication in the Commonwealth
Register of this proposed regulation.
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AUTHORITY:  The authority for the adoption and promulgation of this
amendment to the Commission’s Regulations is by virtue of the authority vested in the
Commission pursuant to Public Law 12-18 and the Commonwealth Administrative

Procedures Act, | CMC § 9101, et seq.

Submitted by: /{ém@u /4 /éumﬁr— K/ Zf/ﬁ

HERMAN GUERRERO Date

< Chauumap Board of Education
Received by: ﬂ J/ W
* Thomas A. Tebdteb Dat

- Special Assistant for Administration

Filed and Recorded by: O)‘ILJIA 6’ 2-03
: Beradita B. Dela Cru

Date
Commonwealth Registrar/Secretary

Pursuant to 1 CMC § 2153, as amended by P.L. 10-50, the emergency regulations attached
hereto have been reviewed and approved by the Office of the

Attorney General.

Ut Lo (|

CLYDE LEMONS, JR. CLYDE/_IMMOMS JR.
Acting A torney General

9 'a/ o3

Date
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PUBLIC NOTICE
EMERGENCY BOARD OF EDUCATION REGULATIONS
REGARDING BOARD ADMINISTRATION, FACILITY USE AND
MAINTENANCE, PUBLIC ACCESS TO RECORDS,
TRANSPORTATION SERVICES, AND QUALIFICATIONS,
PROMOTION, TRANSFER AND CERTIFICATION OF
PERSONNEL

Statutory Authority: The proposed regulations are promulgated pursuant to the
Board of Education’s (Board) authority as provided by Article XV of the CNMI

Constitution and Public Law 6-10.

Goals and Objectives: The Board proposes these new regulations in a new format to
update, revise and repeal Board policies and to clarify the Board’s position on the
items summarized below. PSS Regulations for Certified Personnel and Non-Certified
are amended as indicated in italics and strikes.

Brief Summary of Proposed Regulation: These proposed emergency regulations
set forth in the Board’s position and requirements regarding the following: 1) Board
administration, such as officer requirements and an ethics code; 2) community use of
school facilities and requirements for vendors, visitors and all adults on campus; 3)
public access to records; 4) design, maintenance and inspection of facilities; 5)
support services, such as transportation services; and 6) qualification and certification
requirements and promotion and transfer of personnel.

Citation of Related and/or Affected Board Regulations: Board Policies 100-103,
200-206, 300-313, 800-811, and 900-905. PSS Regulation for Certified Personnel
Section 2201. PSS Regulations for Non-Certified Personnel Sections 1205, 1206 and

1207.

Contact Person: All interested persons may examine the proposed regulations and
submit written comments, positions, or statements for or against the proposed
amendments to the Chairperson, Board of Education, P.O. Box 1370 CK, Saipan, MP
96950, call 664-3727 or fax 664-3711 within thirty (30) calendar days following the
date of the publication in the Commonwealth Register of this proposed regulation.

Dated this <28 ﬁ' day of August 2003, at Saipan, Northern Mariana Islands.
BOARD OF EDUCATION

HERMAN T. GUERRERO
Board of Education Chairperson
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ORGANIZATION, PHILOS OPHY AND GOALS Regulation 0325
Board Organization

Board Officers

This regulation addresses the terms and duties of officers elected by members of the Board. The
terms and duties of Board members are also addressed in the Board By-laws, Public Law 6-10

and the Commonwealth Constitution.

(a) Officer Titles

There shall be three officers of the Board: a Chairperson, a Vice-Chairperson and a
Secretary/Treasurer. These officers shall be elected by a majority of the voting members of the
Board during the regular January meeting of each year. Each officer shall serve for a term of one
year except for death, resignation or removal. The same Members may be re-elected.

(b) Removal

An officer chosen by the Board pursuant to Board policy and the by-laws shall be removed by
the concurrence of three (3) of the voting Board members for a conviction of a felony or mental
incapacitation. An officer shall be removed by a concurrence of four (4) voting members for
neglect of duty or upon a vote of no confidence. Neglect of duty shall occur when the officer has
accumulated three consecutive unexcused absences from regular board meetings as reflected in the
Board minutes. The Board members shall state on the record during the vote for removal the

officer’s actions resulting in a no confidence vote.

) Vacancy

A vacant officer position because of the death, resignation or removal of a Board member shall be
filled when elected by a majority of the voting members of the Board at the regular Board meeting
following the Governor’s appointment of the new Board member. If the officer who resigned or
was removed by the Board is still a Board member then the majority of the Board will elect a new
officer at the regular Board meeting following the officer’s removal or resignation.

(d) Duties of Chairperson ';

The Chairperson shall preside at all meetings of the Board, appoint members to committees and
designate the Chairperson thereof, sign all contracts, internal documents or correspondence as
appropriate by virtue of approval of the Board, and call special meetings of the Board when in the
Charperson’s judgment such meetings are necessary. He or she shall have such powers and
perform such duties as may from time to time be specified by the Board.
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(¢)  Duties of Vice-Chairperson
In the absence of the Chairperson, the Vice-Chairperson shall assume the duties and

responsibilities of the Chairperson. He or she shall also have such powers and shall perform such
duties as may from time to time be specified in resolutions or other directives of the Board.

()  Duties of Secretary/Treasurer

The Secretary/Treasurer shall review Board meeting minutes prior to adoption and assist the
Board with the review and adoption of the budget. He or she shall also perform such duties as
may from time to time be specified in directives of the Board.
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ORGANIZATION, PHILOS OPHY, AND GOALS Regulation 340
School Board Organization

Code of Ethics

(a) The responsibilities of the PSS Board of Education Members, include:
1. Attend Board of Education meetings insofar as possible.

2.  Be mindful and support the mission, goals and objectives of the PSS and to
use them as the basis for all decisions concerning the PSS.

3.  Respect the rights and opinions of others, respect the Chairperson’s
authority, and courteously debate the motions.

4.  Work with other Board members in a harmonious and cooperative manner
despite any differences of opinion that may arise during debate of an issue.

5. Recognize that only the Board, by official action as Board, can exercise its
legal authority; an individual member has not authority to speak for the Board;

and that in relations with the local citizenry, the PSS staff, and the media,
Board members must speak and act accordingly.

6. Board members shall base decisions on Board actions on the available facts in
each situation, and vote in an honest conviction in a nonpartisan manner.

7.  Be forthright so individual opinions may be heard and understood as decisions
of the Board are being made.

8.  Abide by and uphold the final decision of the Board.

9.  Act on behalf of the Board, or in the name of the Board, only when the Board
has explicitly granted prior authority.

10. Refrain from using the position as a Board Member to benefit oneself to other
individuals or agencies in any manner whatsoever.
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Regulation 0340
Page 2

11. Take responsibility for setting the goals and general directions for the PSS
while leaving the administration of programs and the conduct of the PSS
business to the Commissioner of Education and designated staff. Board
members shall work with other Board members to establish effective Board
policies and to delegate authority for the administration of the schooks to the
Commissioner. Board members shall not attempt to by-pass, undemine, or
usurp the Commissioner s authority and responsibility far the daily operation of
the schools.

12. If contacted by a vendor requesting information about the PSS 's bidding
procedures, whether of a general nature or with regard to specific goods or
services to be bid, shall provide the vendor with the name and business
telephone number of the administrator responsible for purchasing such goods
or services. The member shall request that the vendor contact the relevant
administrator and direct all questions and concerns to that administrator.

13.  Abide by all established laws, regulations, policies and bylaws that pertain to the
responsibilities as a Board Member.

(b)  Board of Education Members of the PSS, shall recognize that:

1. The Commonwealth community entrusted the Board Members with the
responsibility of ensuring, in concert with the other members of the Board
of Education, that the Public School System fulfills its mission of
providing quality education to the children in the CNMI.

2. This trust requires that personal and professional integrity and ethical
values guide words and actions.

3. The Public School System must be concerned with the best interests of
each and every student, regardless of race, color, sex, gender, sexual
orientation, religion, national origin, disability or cultural or political

background.

4. The future welfare of individuals within the community, and the welfare of
the Commonwealth as a whole, will be affected by the quality of education
the PSS provides.

5. Since it is through educational programs that the PSS fulfills its mission, it

is imperative that the Board Members be knowledgeable about the goals
and objectives of programs offered by the PSS.
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GENERAL ADMINISTRATION Regulation 1420
School/Community Relations -
Community Use of S chool Facilities

Use of Buildings

In accordance with the law, buildings may beused for free discussion of public questions and
subjects of general public interest, for the meeting of organizations of citizens and for such other
civic, social and educational purp oses as will not interfere with the use of the building for school
purposes. No part of the building is to be used without permission being granted by the
Commissioner or the Board. No Public School System facility, equipment or property shall be used
for any nonpublic School System activity except with the expressed approval of the principal or
admmistrative head.

Allrequests for the use of public school facilities shall be made in writingon the designated form
(available in the principal’s office) to the school principal at least three (3) days in advance of the

proposed usage.

Eachrequest must state the purp ose and nature of the proposed use, and the name(s) of the
responsible party. Forthe use of abuilding, the applicant must state the approximate time
involved, the estimated number of people to be attendance, and any other pertinent information
requested by the principal.

An appropriate certificate of insurance must be provided as evidence of liability, comprehensiveand
collision insurance for the full rep lacement cost of the equipment by all groups requestingthe use of
school buses, except when this coverage is already provided by the Board. The Public School
System, the Board of Education, and the Commonwealth Government must be named as insured
parties by endorsement in the certificate. The Commissioner shall establish required liability limits.

Theschool principal shall have the authority to grant such approval, provided no approval
whatsoever shall be granted for any use which will imp ose on or adversely effect the school’s
normal operations. However, the Commissioner has the right to overrule the principal’s dedsion if,
in his/her opinion, it i in the best interest of the Public School System.

Applications for Use

Applications for the use of the premises shall be made in writing and shall state the date and
purpose of the use, and, if an admission charge is to be made, the purpose ofraising said funds and
such other information as the Board or the Commissioner may require. Parent organizations and
other school activity organizations that have been granted use of certain rooms for regular meeting
purposes shall not use other rooms in the buildingto hold meetings or entertain or use the premises
other than the regular meetingnight unless receiving prior written application as provided above.

Any cancellation of reserved dates must be made in writing at least twenty-four hours before the
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dateon which meetings are scheduled. The Board reserves the right to cancel any arangements for
use of buildings up on advanced due notice.

Rental Charges

No charge will be made for any “strictly school” activities or for regular meetings of parent
organizations. The Commissioner may waive charges so longas no additional cost is incurred in
custodial supp ort who would not normally be on duty and if no extra wotk is incurred in setting up

chars, equipment, etc.

Allrental charges for use of buildings are due and payable at least twenty-four hours before the date
on which the building is to be used. When the buildings are rented on Saturday or Sunday, an
additional charge over and above the minimum charge may be required. Other pay ment

arrangements may be made with the Commissioner/designee.

The Commissioner of Education will set fee schedules.

Requirements

1. Any personor agency using public school system failities, equipment or property for a non-
public school system activity shall agree in writing to be responsible for any damag, losses,
repairs, etc. arising from the usage and shall indemnify the PSS against all lawsuits and other
causes of action arising from the use of PSS property.

2. Special pemmission must be received to serve meals.
3. The sale, consumption or possession of alcoholic beverages shall not be permitted on PSS
premises at anytime. Nor shall any person who is in a drunken or intoxicated condition, or

who is under the influence of liquor, be permitted on PSS premises. The person in charge of
the meeting will be held responsible for the enforcement of this rule.

4. The requesting party is solely liable for returning the facilities to the previous condition after
use. Damage or breakage occurring in any building or grounds on account of the activities of

an organization using it as a meeting place shall be paid for by the organization.

5. No use of equipment shall be granted unless an instructor or attendant, approved by the
Commissioner/designee, is in charge of the rooms or equipment.

6. Smoking, the use of any tobacco product or betel nut is not pemmitted in any school building at
any time. '

7. Theuse of profane language or gambling in any formis not permited inany school building

8. In the event a school is declared by the governor to be atyphoon shelter, the persons occupying
the school shall be responsible for cleaningand restoring the facility to its previous condition
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GENERAL ADMINIS TRATION ' Regulation 1430
S chool/Community Relations

Visitors To The Schools

Procedural Guidelines for Visiffors in the Sdhools

It is expected that all employees and students will practice cordial manners and friendly public
relations toward invited guests in PSS buildings. Unauthorized visitors, however, shall be considered
trespassers and subject to arrest and prosecution.

There should be signs directing visitors to report to the Principal’s office.

Parents, guardians, Board members and volunteers are welcomed and encouraged to come into the
schools. However, they must report to the principal's office on entering the building so that the
office will be aware of their presence. When a patron of the school has a need for a conference with
ateacher or counselor, an appointment should be made so the staff member may proceed with
hisher assigned duties without undue interruption.

Students dismissed earlier in one school than others arenot pemnitted to roam around in any other
school in the system. All students are to be directed to proceed toward their homes, work or other
destinations after school is dismissed.
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GENERAL ADMINIS TRATION Regulation 1431
S chool/Community Relations

Code of Conduct - Adults

In order to ensure a safe and orderly environment, in which our students can maximize their
educational and social development, the following regulations are enacted with respect to the

conduct of adult visitors:

1 Verbally aggressive behavior, which would include, but not be Hmited to, threats,
intimidation, and profanity, will result in limited access to school premises and school
activities for up to one (1) year. The lengh of the restriction will be determined by the

Commissioner of Education.

2. Physical or violent behavior will result in a ban by the Commissioner/ designee or the Board
of Education from school premises and activities and will be referred to law enforcement.
3. Visitors shall not chew betel-nut or use tobacco products while on school property.
4 No visitor may use, possess or be under the influence of alcohol or illegal drugs while on
school property.
5. Failure to comply with the restricted access provided in these regulations wil result in the

filing of civil and/or ariminal charges.

COMMONWEALTH REGISTEIi VOLUME 25 NUMBER 8  September 18, 2003 PAGE 0 2 1 O 7 5



6. The basic authority of the Board derives from the Commonwealth
Constitutional Amendment No. 38, and Public Law 6-10.

7. Being an elected Board Member is a privilege bestowed as a
Commonwealth citizen to serve the PSS without financial advantage or
reward to the Board Members immediate family or oneself.

8. Failing to attend the meeting of the Board for three (3) consecutive regular
meetings, unless excused by a majority of the Board for reasons satisfactory
to the Board, shall be deemed to be neglect of duty. Board M embers may be
sanctioned or removed for neglect of duty as provided by law. Board
M embers understand that attendance for purposes of this provision shall be
defined as actual, physical attendance at the Board meeting until all of the
business of the Board has been completed unless a member is excused by a
majority of the Board

9. - The members of the Board have been elected to make difficult decisions on
behalf of the students, parents, patrons and employees of the PSS. The
concept of trusteeship requires each member to review the issues under the
Board's consideration and to take a stand regarding those issues. A member
who has ‘conformed to the above-desaibed tenets of knowledge, open
discussion, independent judgment and civility should be prepared to cast a
vote on each of the issues before that member. Therefore, Board M embers
shall avoid abstainingexcept whenrequired by statute or Board policy.

10. M embers should avoid being placed in a position of conflict of interest, and
may not ‘use the Board position for personal or partisan gain. Board
M embers shall conduct themselves in accordance with the conflict of interest
policy and disclosure requirements prescribed by statute and Board policy.

11. Board Members shall not disclose confidential information Information is
confidential if it is (a) communicated during executive session; or (b)
otherwise communicated with a mutual understanding of confidentiality. If
Board M embers do reveal confidential information, other Board M embers in
compliance with Board by-lws, policies and regulations may appropriately
censure Board M embers. '

12. M embers ‘shall not solicit or accept gifts, pay ments, or anything greater than
a nominal value item or holiday gift of nominal value from any person,
organization, group, or entity doing business or desiring to do busiess with
the PSS as indicated by the Code of Ethics.

13. Board Members may be censured by a majority vote of the voting
members for violating Board policies or regulations or for any conduct the
majority of the Board deems not to be in the best interests of the Board,
the PSS or the students in the CNMI.
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GENERAL ADMINIS TRATION Regulation 1432
S chool/Community Relations

Solicitations on S chool Property

Solicitation by vendors is strictly prohibited during working hours and on any Public School System
premises or during any functions sanctioned by the Public School System.
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GENERAL ADMINISTRATION Regulation 1440
S chool/Community Relations

Research Requests

Theresearcher must take the following steps:
1. Obtain a copy of the PSS's policy statement on research requests.

2. Present a ketter of introduction and authentication fromthe responsibk official (ie.,
department chairman or above) of an institution of higher education or a professional
organization along with evidence of approval by the sponsoring institution's Human
Subjects Committee, Institutional Review Board, or comparable committee.

3. Submit a copy of the research proposal to include an outline of the research design, copies
of the instruments to be used, and an outline or summary of techniques and procedures to

be used in the study, includingan anticipated date the PSS can expect a report of the
findings.

4. Obtain approval by the Commissioner/designee.
5. If asurvey is to be used, a copy of the survey questions with an estimated time to complete

the survey must be provided to the Commissioner’s office.

6. When ap propriate, the researcher must agree to provide the Commissioner with a copy of
theresults of the research.
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GENERAL ADMINIS TRATION Regulation 1450
School/Community Relations
Public Access to PSS Board Documents

Citizens of the CNM I will have access to all Board public records, except minutes of executive
sessions, personnel and student files, and any other information sp ecifically exempted under 1

CMC Section 9918.

Request for Inspection and/or Duplication

1. Requests for access or duplication of the Board’s public records must be made to th
Commiissioner of Education. :

2. Upon receipt, the Commissioner/designee will provide or deny access within ten (10) days
of the request. The date of request will not be counted as one of theten (10) day s provided
forresponse. '

3. If access is denied, the Commissioner/designee will provide the person requesting access

with an explanation of the reason for denial of access. The written exp lanation will provide
the specific provision of law relied upon in denying access and will be provided within ten
(10) days of the request.

4, Fees for duplication of the Board’s public records must bereceived prior to copyingunless
the Board has waived the fee. Upon request of the person requesting dup lication, the
Commissioner/designee will certify that the actual cost of document search and duplication

is fair and reasonable.

Unauthorized Removal of Pu blic Records
No person is permitted to remove original public records from PSS facilities without written

permission of the custodian of records/designee. Employees who violatethis provision are subject
to discipline up to and including temination. Violators may bereferred to law enforcement officials.

Commercial Use of Records

No person or business entity will be provided with the exclusive right to have access to, control
over, dup lication of, and dissemination of the public records ofthe PSS.
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SUPPORT SERVICES Regulation 5110
Buildings and Grounds Management

Buildings and Grounds Maintenance and Inspection

Each school prindpal is responsible for the condition of the buildings in his/her care as to

cleanliness, ventilation and general maintenance, in order to safeguard the health, safety and comfort
of the students and employees. The principal of each school shall regularly inspect and identify any
hazardous conditions in his/her area of sup ervision and promptly report them in writing to the
Commissioner’s designee. The rep orts will identify any conditions needing attention and suggest
corrections. The designee shall regularly report to the Commissioner of Education regardingsuch
conditions and plans to correct.

The Commissioner/designee is directed to maintain aproper preventive maintenance program and
ensure adequate fundingto sustain this program in the budget recommendation. Provisions of this
program should include the following:

1. The Commissioner/designee and school principals shall ensure the periodical inspection of
the buildings, grounds and playgrounds and report their findings to the Board.

2. Improvements and additions to the buildings and grounds will be made as established by
capital outlay line items approved in the budget by the Board.

3. An adequate custodial services program for all buildings shall be maintained as allowed per
yearly appropriations.

4. School grounds and fields shall be maintained and improved to ensure a safe, functional and
attractive environment.

5. PSS buildings and equipment shall be repaired, painted and replaced as needed.

6. Obsolete equipment will be idertified, replaced when necessary and discarded and reported
according to proper procurement and inventory procedures.
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SUPPORT S ERVICES

Regulation 5210

Safety. Security and Communications

Hazardous Materials

Ovenll Recommendations for Chemical Storage

L
2

00NN h

11

The chemical storage room shall be cleaned, maintained and regularly inspected.
PSS should purchase chemical for the school year only andnot in bulk. Teachers should justify
the purpose for use and procedure to use the chemicals.
All chemicals should be accounted for and a quarterly inventory should be conducted, this
includes amount of chemicals sued, expiration date, date of storage etc.
The chemical storage cabinet should be cleaned yeary.
The chemical storage cabinet corrosive should be balance so the cabinet will not move.
There shall be adequate storage room ventilation. :
Allchemicals should be stored in one room with proper lock to prevent vandalism.
Fire extinguishers must be readily available and in working condition.
Emergency wash shall be installed and in working condition.

. Allnew chemicals purchased must be accompanied by written information such as Materal

Safety Data Sheet (M SDS) by the manufacturer. M SDS shall be available in the classroom and

acopy in the office.
Gather information from chemical manufacturer for proper use and disp osal of chemical. Each
school shall prepare a disp osal plan and submit the plan to the Department of Environmental

Quality for review and consideration.

12. Proper personal protective clothing/ equipment should be readily available for use by students

13.
14,

15.

and teachers.

Emergency evacuation plan or fire escape plans shall be established and posted.

The high schools shall not provide any chemicals without proper documentation to any agency,
businesses, community or individuals for storage or disposal.

Chemicals should be stored per its characternstics (e.g corrosive, flammable, oxidizer etc.).
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SUPPORT SERVICES Regulation 5230
Safety. Seaurity and Communications

Accident/ Incident Reporting

Reports from staff to principal shall be completed within 24 hours when an incident or accident
occurs when a student is injured on school property or during aschool sanctioned adivity.

All schools shall follow emergency procedure guidelines to ensure the health and safety of all
students.

Accident Report Procedures

1. The person in charge at the time of the accident shall complete the Accident/Incident Report
form

2. The Accident/Incident Report form shall be returned and forwarded to the principal within

24 hours.
3. The principal reviews the report and makes a necessary recommendation.
4, The principal shall forward a copy to the Commissioner/designee within 24 hours and a

copy to the Legal Counsel if a serious injury/accident and/or hospitalization occurs or
results in the absence of the student for a day or more. A copy remains in the school.

021082
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Regulation 5230
Page 2

Accident/ Incident Reports will include:

1. Date, timeand place of ac?c?ident.

2. Name and address of injured person(s).

3. Name of staff member(s) in attendance.

4. Type of acddent.

5. Personal injures incurred.

6. Treament gven.

7. Description of the accident.

8. Property damage incurreti

9. Name and address of any i)aﬁies with first-hand information regarding the accident.

10.  Name of staff member making thereport.

11.  Dateand time of parent/guardian notification.

12.  If availabk, the hospital number and insurance number of party involved in the accident.
Allreports shall be sent to the Commissioner within 24 hours. The Commissioner shall report to

the Board all serious accidents and shall also submit to the Board periodic statistical reports on the
number and ty pes of accidents occurring in the schools.

021083
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SUPPORT S ERVICES Regulation 5410
Inventory Management

Inventory Requirements

Annual Inventory

The PSS shall require a physical count of all stock supply and equipment items at least once each
year. This inventory for fixed assets shall follow the fixed asset policy.

Thisis done to provide:

1. Complete local property h;formation for ready reference.
2. | Information for insurance purposes.

3. Audi needs to determine éap ital worth.

4. Accountability ofthe physical property of the PSS.

The principal is resp onsible for the inventory. The person responsible for the room and its contents
should take the inventory.

An inventory of furniture and equipment shall be maintained.
FIXED ASSETS POLICY

To be classified as a fixed asset/equipment, a specific piece of property must possess three
attributes: (1.) tangible nature; (2.) a useful life of two years or more; and (3.) a value of $5,000 or

more.

All fixed asset/equipment expenditures shall be recorded initially as a fixed asset. All such assets
shall be tagged and identified as Public School System property. All such items will include all
costs generally accepted as part of the specific fixed asset. A separate fixed assets ledger will be
maintained with the related Accumulated Depreciation.

All depreciation will be recorded on a straight line basis.
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All fixed assets purchased with Federal Funds shall be identified as such on the property itself,
and the property if purchased for an agency shall be so identified. The Fixed Assets ledger shall
include proper identification as to Federal or Local status.

Custody and Internal Control of fixed assets:

A fixed asset at its inception shall be assigned to one individual, who will be responsible for the
care and maintenance of the speéified fixed asset. The employee, who is in direct control of the
fixed asset, (not the supervisor of the employee), and who is using the fixed asset, shall sign for
the fixed asset. Refusal to sign as the custodian of a fixed asset shall prohibit the employee from
custody of the fixed asset. The asset shall not be removed from PSS or one of its agency’s
properties. If the fixed asset is to be transferred to another location or individual, a Transfer of
Fixed Assets Form must be completed and forwarded to the Procurement and Supply
Department and Fiscal & Budget Division. '

All assets shall be depreciated in accordance with Internal Revenue Guidelines. All fully
depreciated assets, that are still in use, will remain on the PSS balance sheet as per generally

accepted accounting principles.

The custodian of the fixed asset will be responsible for those fixed assets assigned to said
employee at date of separation. The fixed assets or cash for the market value of lost fixed assets
shall be tendered to the appropriate PSS staff at the date of separation. Except in unusual
circumstances (antique, work of art) the market value of the lost fixed asset shall be set at the net
book value of the fixed asset. Net book value is the historical cost less the accumulated
depreciation at the date of separation of the affected employee.

This policy of reimbursement shall not include motor vehicles.

The Procurement and Supply Department and the Fiscal and Budget Division along with the .
responsible school principals, program managers and site coordinators shall be responsible for
taking an inventory of all fixed assets. During that inventory, all custodians must be matched
with the appropriate records of assigned fixed assets maintained at the Central Office. All
discrepancies between custodians and their respective fixed assets must be cleared by 90 days

after the closing of the fiscal year.
Policy for consumable fixed assets:

A consumable fixed asset is defined as a long lived asset with an original cost of less than $5,000.
Examples of these assets would include text books, calculators, and computers. These assets
would be the direct responsibility of the department or agency head, or the principal of the
school. The level of care for these assets would be the care given by a reasonably prudent
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executive. The department head or principal is not responsible for consumable assets at the same
level of care as the fixed assets.

The care for consumable assets shall be part of the employee’s annual evaluation by the
Commissioner of Education. The department head or principal shall account for consumable fixed
assets. The department head or principal shall conduct a yearly inventory of consumable fixed
assets as an internal control at the end of every school year. The missing consumable assets
listed shall be accounted for through police reports or proper reporting submitted to the
department head or principal.

The custodian of the consumable fixed asset shall be responsible for those consumable fixed
assets assigned to said employee at the end of each school year.

The Central Office of the Public School System would not take direct responsibility for the
maintenance and control of these assets. These assets are consumables, and they are not reflected
in the balance sheet of the Public School System or its agencies. The consumables are not part of
the annual inventory of fixed assets.

Upon separation from the Public School System, the department/agency head or principal is not
be financially responsible for consumable assets of the department or school as in the Fixed
Asset policy. However a department/agency head or principal shall be accountable for a fixed
asset of $5000 or more in the same manner as any other employee.

Disposition of Fixed Assets

Disposition of fixed assets shall be in accordance with procedures established by the
commissioner.
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SUPPORT S ERVICES . Regulation 5620
Traunsportation

Student Transportation Services

Allschool bus riders must adhere to the followingrules and procedures.

1. Leave home early enough to arrive at school bus station on time (6:15
a.m.)

2. Wait for school bus in asafe place and remain there quietly. Stay
well off the roadway.

3. Enter the school bus in an orderly manner and take a seat. Remain
quiet. '

4. Follow all instructions of the school bus driver. The bus driver is in

charge at all times.

Remain seated at all times whilke the school bus is in motion.

Help to keep theschool bus clean and in good condition. .

7. Student and/or parent/ gnardian are responsible to pay for damages or
destruction to the bus or property of others.

8. Head, arms and other parts of the riders’ body must be kept inside
the school bus at all times.

9. Riders areto be courteous to the school bus driver, conductor and
fellow passengers.

10. Riders should bealert for traffic when leaving the school bus.

11. Not carry tools or equipment to or from school unless tumed over to
the school bus driver to be returned when disembarking.

12. Leam emergency drill procedures and follow them at all times.

13. Nt eat, drink, or chew gum while inside the school bus.

14. Turn over mnstruments, such as radio, cassette recorder, guitar, ukulele
etc., to the school bus driver up on enteringthe bus to be retumed
when disembarking

15. Place books, lunches, purses and other belongings directly under the

~ seat.

16. No aossingbehind the bus at all times.

17. No chewingbetel nut inside the school bus.

18. No spittinginside the bus or out the window.

19. No smokingor use or other tobacco products inside the school bus.

20. No fightinginside the school buses. ‘

AN
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Public School System
Employment of Certified Personnel
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Regulations for the Public School system
Employment of Certified Personnel

Proposed Amendment:

Section 2201, The Basic Certificate. Eligibility for either Basic Teaching Certificate or Basic
Librarian Certificate requires. ‘

a Education: The applicant must posses either a baccalanreate, masters or doctoral
degree resulting from a course of instruction of at least three and one-half years in
length at a college or university recognized by U.S. accreditation commissions
approved by PSS.

b. An applicant who possesses a baccalaureate, masters or doctoral degree
resulting from a course of instruction of at least three and one-half years length at
a college or university not accredited from an approved commission shall have
his/her transcript of courses evaluated and certified to be equivalent to a degree

- conferred by accredited schools. The certification and evaluation of program

equivalency shall only be conducted by the agencies identified and approved by
PSS. The applicant is responsible for the cost of the program equivalency '
certification. Failure to obtain such certification shall render an applicant
disqualified for failure to meet the education reguirement(s) of the position.
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for the |

Public School System
Employment of Non-Certified Personnel
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REGULATIONS
FORTHE
PUBLIC SCHOOL SYSTEM
EMPLOYMENT OF NON-CERTIFIED PERSONNEL

CHAPTER 1: THE HIRING PROCESS
B. Recruiting and Interviewing
§1201. Determination of Vacangy.

a. The Human Resources Officer shall determine the existence of vacancies and
shall be in charge of the process of recruiting, interviewing and hiring a new employee.

b. A vacancy may exist through resignation, non-renewal, promotion, termination,
the opening of new positions or by other means in the Public School System. An employee
wishing to resign or not renew his or her contract shall inform the Human Resources Officer in
writing of that intent. If a supervisor or manager determines that an employee will not seek a
renewal or should not have his or her contract renewed, then this information must be provided
to the Human Resources Officer. If the Human Resources Officer is informed by a supervisor or
manager that an employee will not be seeking a renewal, then this shall, if possible, be confirmed
by direct contact with the employee.

§1202. Initiation of Recrujtment Process. Upon determination that there is a
position vacancy, the Human Resources Officer shall prepare a vacancy announcement in
consultation with the supervisor or manager.

§1203. Vacangy Announcement. The vacancy announcement shall contain the
following information, at the minimum:

a. job title and position description,

b. class title, pay level and pay range,

¢. geographic location and organizational location of position,

_ d. minimum qualifications for the position, including education, general
experience, specialized experience and such qualitative evaluation elements as may deemed
appropriate and necessary, and

e. instructions, including how to apply for the position, including place to apply,
form of application required, and documentary support required, when appropriate. ‘

COMMONWEALTH REGISTER VOLUME 25 NUMBER 8  September 18, 2003 PAGE

021091



§1204. Funds Certification and Approval.

a. The vacancy announcement form shall have a signature place on it for approval

by the Fiscal Officer and a signature space on it for approval by the Commissioner.
b. The Human Resources Officer shall obtain the certification by the Fiscal

Officer that there are sufficient funds to hire to fill the vacancy.
¢. The Human Resources Officer shall obtain the certification by the

Commissioner that there is a need to fill the vacancy on the terms described.
§120S. Announcement of Vacancy.
a There shall be two types of announcements:

1. A Promotional / Transfer Opportunity that shall be open only to PSS
employees for promotion or transfer consideration.
2. An Open Competitive Announcement that shall be apen to all qualified

applicants.

b. Once the proper approval has been obtained, the Human Resources Officer
shall post the promotional transfer opportunity for a period of at least fificen (15) days. Qualified
PSS employees may apply and will be placed on a PSS Employee Eligibility List. If there is more
than one employee applicant, interviews shall be conducted in accordance with §1210. If an
appropriate candidate for the position, as determined by the Human Resources Officer or the PSS
Interviewer, is not found within PSS, then the Open Competitive Announcement process shall be

initiated.

c. An Open Competitive Vacancy Announcement shall be posted for a period of at
least fifteen (15) days. At a minimum, the vacancy announcement shall be posted on a vacancy
announcement board at PSS, on the CNMI Personnel Office board where vacancy
announcements are normally posted, at a similar board at the Northern Marianas College and at

the principal’s office at each of the public schools.

d. In the event that the position is one which offers the possibility of greater than
$40,000 in salary, then theOpen Competitive Vacancy Announcement shall be published at least
once during the fifteen day period in a newspaper published in the Commonwealth and circulated
generally throughout the Commonwealth.
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§1206. Announcement Perigd, Extension.

a. Persons who seek to be interviewed for the job vacancy shall file an application
on the PSS form attached to these regulations as Exhibit “A.” In handing out application forms, a
copy of these regulations shall be attached to the form for the applicant to keep. The Human
Resources Officer or its designee may assist applicants in filing their forms. In particular, they
shall witness the signing of the waivers in the form before accepting it for filing.

b. If there are not at least three qualified applicants affer the Open Competitive
Announcement period, or if the Human Resources Officer determines that insufficient interest has
been shown in the announcement, then the announcement period shall be extended for another
fifteen (15) days. A new announcement shall be circulated indicating the extension of the

application period.
§1207. Eligibilitv List.

a. Every person who applies for a vacancy during the Open Competitive
Announcement period and who meets the minimum qualifications shall be listed on an eligibility
list for that position. The Human Resources Officer shall list qualified applicants in no
particular order.

b. The eligibility list shall be maintained for one year. Names may be removed by
the Human Resources Officer only if the applicant voluntarily withdraws, is found to not be
qualified, is disqualified due to false statements or fraud in the application, or the applicant fails
to respond within ten calendar days to an offer for employment.

CHAPTER 1: THE HIRING PROCESS

G. Transfer Requests

$§1701. Employees may request for a transfer to another department/school. PSS
employment contracts are for a two (2) year term; therefore, employees who are assigned to
a department/school may not transfer out of that department/school until the end of the two-
year term. However, in special circumstances the Commissioner of Education or designee
may approve a transfer to another department/school in the middle of a contract term if such
transfer does not interfere with the educational process. Transfer Requests of school
personnel to transfer in the middle of a school year will not be considered.
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$§1702. An employee may make a transfer request by filling out the Transfer Request Form
and circulating it to the appropriate personnel. The Transfer Request Form must be

- completed and signed by the Releasing Department Head/School Principal, Receiving
Department Head/School Principal, the Human Resources Officer, and the Finance Director.
When the form is completed, signed by the employee and approved by the appropriate
personnel, the transfer may then be granted by the Commissioner of Education or designee.

§1703. In the event that an employee has been given a 90-day Notification of Non-Renewal,
the employee may request for a transfer to another school or department by following the
above procedure. However, a transfer request does not entitle the employee to the requested
transfer or another contract with PSS.
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REGULATIONS FOR THE PUBLIC SCHOOL SYSTEM
EMPLOYMENT OF NON-CERTIFIED PERSONNEL

Proposed Chapter 7:
ADMINISTRATOR’S CERTIFICATION AND COMPENSATION

A. CERTIFICATION REQUIREMENTS:

§7101. Education: Graduation from an accredited colleges or universities with a
Master’s degree in School Administration/Supervision or a related fields.
Graduate Course work shall include the following courses or their
equivalent as determined by PSS:

Introduction to School Administration

Instructional Supervision and Evaluation (Clinical Supervision)
Education Law ‘

School Personnel

School Finance

Instructional Leadership & Supervision*

Facilitative Leadership*

"R AL SR

*Note: courses may be substituted with seminars, institute, or CEU courses sanctioned by PSS.

§7102. Term: The term of school administrator’s certification shall be for a period
of four years. The certification may be subsequently renewed for another
4 years. However, an incumbent administrator requesting a renewal of
his/her certification is required to complete at least 120 hours of
professional development hours, annually, sanctioned by PSS. Failure to
complete the required 120 professional development hours may be a cause
for suspension, revecation or non-renewal of certification and/or
employment contract.

§7103. Revocation/Suspension: PSS shall have the authority to suspend or revoke
any administrator’s certificate after complying with the notice and
hearing process set forth in the teacher and librarian certification
requirements (Chapter 2, Part E of the PSS Regulations for Certified
Personnel).
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B QUALIFICATION REQUIREMENTS:

§7201. Degrees must be awarded from colleges or universiiies recognized by US
accreditation commissions approved by PSS or the demonstrated equivalent.
Adequacy of degrees and equivalency shall be determined in the same manner
as Section 2201(a) and (b) of the PSS Regulations for Certified Personnel.

§7202. Principal I:

a. Master’s Degree with a Major in Educational Administration or related field;

b. Must possess a valid administration certification; and

c. At least 6 years of experience: three (3) years of full time appropriate teaching
experience and the other three (3) years of experience must be in school
administration or a related leadership management fields.

§7203. Principal IT:

a. Master’s Degree with a Major in Educational Administration or related field;

b. Must possess a valid administration certification; and

c. At least 7 years of service: three (3) years of full time appropriate teaching
experience and the other four (4) years of experience must be in school
administration or a related leadership management fields.

§7204, Principal HI:

a. Master’s Degree with a Major in Educational Administration or related:

b. Must possess a valid administration certification; and

c. At least 9 years of experience: three (3) years of full time appropriate teaching
experience and six (6) years of work experience in school admimstration ora

related leadership fields.
§7205. Vice Principal I:
a. Graduation from an accredited colleges or university with a bachelor’s degree
in education, related field or equivalent; and
b. At least three (3) years appropriate teaching experience.
§7206. Vice Principal II:
a. Master’s Degree in Education Administration or a related field:

b. At least three (3) years appropriate teaching experience; and
¢. Must possess a valid administrator certification.
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C APPOINTMENT PROCEDURE:

§7301. Persons appointed to Vice Principal Level 1 have three years to qualify for
Level II Vice Principal position, commencing from the date of their
appointment. Failure to qualify for Level IIwill result in forfeiture of
administrative position.

§7302. Persons moving from Level 1 Vice Principal to Level I Assistant Principal
shall be placed on the next higher pay level rate.

§7303. Persons appointed to an Vice Principal position from a teaching position shall
be placed at an appropriate pay rate but not lower than their former teaching

pay rates.

§7304. Persons appointed to a Principal position from a Vice Principal I1 or a Teacher
position shall be placed at the initial pay rate of the Principal’s pay scale;
however, in cases where salary of former position is higher than the initial
pay rate of the Principal’s pay scale, a new salary shall be set at the
subsequent higher pay rate,

§7305. A person appointed to Principal position with a doctorate degree in education
or related area, but has less than 3 years teaching and 3 years administration
experience shall be assigned an initial classification and compensation at

Level L.

§7306. An admiristrator shall receive a pay rate increase to the next higher salary
level if he/she receives a positive assessment and evaluation from their
supervisor for two (2) consecuftive terms,

D. SPECIAL CONDITIONS:

§7401. Any current School Administrator who is found not meeting these qualification
requirements, upon approval of BOE and implementation of this regulation,
shall be given two (2) years to complete and meet such requirements. Failure
to do so may be cause for non-renewal or termination of employment contract
as an adwministrator.
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E COMPENSATION PLAN

Position I (Initial Pay) 1II (4 years) Requirément

Vice Principal 1 340,000.00 345,000.00 BA Education or related
3 yrs. appropriate teaching
experience

Vice Principal 1I 548,000.00  $50,000.00  MA Education or related

3 yrs. appropriate teaching
experience Valid Administrator
Certification

School Principal 1 $50,000.00 MA Education or related
6 yrs. experience (3 yrs.
admin & 3 yrs. appropriate
teaching) Valid Admin.
Certificate.

School Principal I  $55,000.00 MA Education or related
7 y¥s. experience (4 yrs.
admin. & 3yrs. appropriate
teaching) Valid Admin.
Certification

School Principal III  360,000.00 MA Education or related

9 years experience

(6yrs. admin. & 3yrs.

appropriale teaching) Valid

Admin. Certification

Or :

PHD Education or related
6 yrs. Experience
(3yrs. admin. & 3yrs.
appropriate teaching)
Valid Admin. Certification
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NOTICE OF PROMULGATION OF THE HEAD START POLICIES AND
REGULATIONS REGARDING ALL ASPECTS OF THE HEAD START
PROGRAM FOR THE COMMONWEALTH OF THE NORTHERN
MARIANAS PUBLIC SCHOOL SYSTEM FOR EMERGENGY ADOPTION
AND PUBLISHING FOR PUBLIC COMMENT

EMERGENCY: The Commonwealth of the Northern Mariana Public
School System (“PSS”) finds that under 1 CMC § 9104(b) the public interest and
welfare requires the adoption of emergency policies and regulations to the PSS’s
regulations and further finds that the public interest and welfare mandates adoption of
these emergency amendments upon fewer than thirty (30) days notice, and that these
regulations shall become effective immediately upon filing with the Registrar of
Corporations, subject to the approval of the Attorney General and the concurrence of the
Governor, and shall remain in effect for 120 days. '

REASON FOR EMERGENCY: The CNMI Public School System finds that the
adoption of these policies and regulations upon fewer than thirty (30) days notice is
necessary because the thirty day notice period would prevent the policies and regulations
from taking effect for the school year. The Board proposes these new policies and
regulations to inform parents, staff and the community of the operations and requirements
for the Head Start Program. In addition, these policies and regulations must be adopted
and implemented to comply with federal requirements for the Head Start Program and to
ensure continued federal funding for the Head Start Program. The proposed policies and
regulations were submitted:in August before the deadline but unfortunately were not
published in August register. Accordingly, the Board of Education finds in the interest of
the public, it is necessary that these policies and regulations are approved and adopted
immediately. . -

INTENT TO ADOPT: It is the intent of the PSS Board of Education to
adopt these newly promulgated policies and regulations for Head ‘Start as permanent,
pursuant to 1 CMC 9104(a)(1) and (2). Therefore, this publication of the regulations in
the Commonwealth Registry provides notice and opportunity for comment. If necessary a
public hearing will be provided. All interested persons may examine the emergency
policies and regulations and submit written comments, positions, or statements for or
against the proposed amendments to the Chairperson, Board of Education, P.O. Box 1370
CK, Saipan, MP 96950, call 664-3727 or fax 664-3711 within thirty (30) calendar days
following the date of the publication in the Commonwealth Register of this proposed
regulation.

AUTHORITY: - The authority for the adoption and promulgation of this
amendment to the Commission’s Regulations is by virtue of the authority vested in the
Commission pursuant to Public Law 12-18 and the Commonwealth Administrative
Procedures Act, 1 CMC § 9101, et seq.
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Submitted by:

Received by:

NG R/

- HERMAN GUERRERO
' irman Boaad of Education

/

Thomas M

Date

Special Assistant for Administration

Filed and Recorded by: % 9.2-03
, * Bemadita B. Dela C Date

: Comn_onwealth Registrar/Secretary

Pursuant to 1 CMC § 2153, as amended by P.L. 10-50, the emergency regulations attached
hereto have been reviewed and approved by the Office of the
Attorney General.

. 'CLYDE ‘LEMONS, JR.
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PUBLIC NOTICE

EMERGENCY HEAD START POLICIES AND REGULATIONS
REGARDING ALL ASPECTS OF THE HEAD START PROGRAM
INCLUDING ENROLLMENT, ATTENDANCE, CHILD AND
FAMILY SERVICES, PERSONNEL QUALIFICATIONS AND
CONDUCT AND FINANCIAL OPERATIONS

The Board of Education for the Commonwealth of the Northern Mariana Islands hereby
notifies the general public of its intention to adopt new policies and regulations regarding
all aspects of the Head Start program. Please refer to the attached table of contents for
specific topics in addition to those noted above. These policies and regulations were
developed in accordance with federal law as set forth in the Head Start Performance
Standards. These policies and regulations are attached and are promulgated pursuant to
the authority provided by Article XV of the CNMI Constitution and Public Law 6-10.

PROPOSED HEAD START POLICIES AND REGULATIONS
REGARDING ALL ASPECTS OF THE HEAD START PROGRAM

Statutory Authority: The proposed policies and regulations are promulgated
pursuant to the Board of Education’s (Board) authority as provided by Article XV of
the CNMI Constitution and Public Law 6-10.

Goals and Objectives: The Board proposes these new policies and regulations to
inform parents, staff and the community of the operations and requirements for the
Head Start Program. In:addition, these policies and regulations must be adopted and
implemented to comply with federal requirements for the Head Start Program and to
ensure continued federal funding for the Head Start Program.

Brief Summary of Proposed Regulation: The proposed policies and regulations set
forth the Head Start Program’s requirements for all aspects of the Head Start Program
including student enrollment, attendance, child and family services, personnel
qualifications and benefits, standards of conduct, and financial operations. Please
refer to the table of contents for a complete listing of all topics covered.

Citation of Related and/or Affected Board Regulations: None

Contact Person: Allinterested persons may examine the proposed policies and
regulations and submit-written comments, positions, or statements for or against the
proposed amendments to the Chairperson, Board of Education, P.O. Box 1370 CK,
Saipan, MP 96950, call 664-3727 or fax 664-3711 within thirty (30) calendar days
following the date of the publication in the Commonwealth Register of this proposed

regulation.
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Dated this 2§ %E day of August 2003, at Saipan, Northern Mariana Islands.

BOARD OF EDUCATION

. Board of Education Chairperson
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CNMI BOARD OF EDUCATION
HEAD START POLICIES AND REGULATIONS
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HEAD STARTPROGRAM Policy 8000
Program Governance

Goals and Objectives

Mission

The CNMI Head Start Program ensures comprehensive and quality services to children and
families through early childhood development, health services, family and community partnerships,
and program design and management. Head Start also establishes collaboration with the
community to provide more effective and efficient services to children and families.

Vision

The Head Start Program will provide quality, comprehensive services to children and families.
Children will become life-long learners through nutritious meals and pre-academic lessons.
Families will be the primary educators and advocates in their children’s lives through active
participation and involvement. Partnerships with the community will strengthen the quality of
education and provide a strong foundation for all children. Children and families will have a greater
chance in attaining self-sufficiency and be productive in our society. through knowledge and

participation.
Philosophy

Head Start is an early childhood program that offers children and families opportunities to attain
self-sufficiency by giving them a “head start” in life. We believe that through collaboration and
shared decision-making between staff, families and community the comprehensive development of
each individual child is successfully achieved. We value the unique strengths and culture of each

child and family.
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HEAD START PROGRAM Policy 8001

Program Governance

Governing Body, Head Start Policy Council and Parent Committee

Board of Education

The governing body charged with legal and fiscal responsibility for the Commonwealth of the
Northern Marianas Islands (CNMI) Head Start Program is the CNMI Board of Education (Board).
The Board was created pursuant to the CNMI Constitutional Amendment No. 38, effective January
11, 1988, and the Education Act of 1988 (Public Law 6-10). Pursuant to these laws, five members
of the Board are elected and the Governor appoints three members.

The Board formulates policy and exercises control over the Public School System (PSS), which is
the state education agency for preschool, elementary and secondary programs, including the Head
Start program in the CNMI. On behalf of the Board, the Commissioner of Education is
responsible for the administration of the PSS and all public education programs, including the Head

Start Program. :
Head Start Policy Council

Unlike other programs within the PSS, the Board shares the responsibility for overseeing the Head
Start program with the Head Start Policy Council (HPC). The HPC is governed by its own by-
laws as well as these policies and regulations. Membership in the HPC is comprised of parents of
currently enrolled children in the Head Start Program and community representatives, with at least
fifty one percent (51%) parent membership. PSS staff may not serve on HPC except for
occasional substitutes in the Head Start Program.

In accordance with its by-laws, the Parent Committees at each Head Start Center select members of
the HPC with each center electing an HPC member and an altemate. The election shall take place
during the first central parent involvement committee with at least fifty percent (50%) of the parents
of children enrolled at the center representing a quorum. Community members must be selected
from outside the public school system, including private businesses and civic organizations and any
others who are familiar with resources and services for low income children and families.
Community members may include parents of children formerly enrolled in the Head Start Program.
All parent members must stand for re-election annually and community members must be selected
annually. No member may serve more than a combined total of three (3) terms.
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Policy 8001
Page2

Standing Committees

The HPC will have the following standing committees:

Executive Committee: formed by existing HPC members during the turn over annual HPC meeting
which takes place in October of every school year. The incoming Vice-Chair of the HPC will chair
this committee which shall also consist of the incoming HPC secretary and the Head Start Director.

Public Relations Committee will consist of at least four (4) persons from the general membership.
The Committee Chairperson will be elected during the general business meeting.

Education/Curriculum Committee: will consist of at least four (4) general members, the Head Start
Director and the chairperson of the HPC. The Committee Chairperson will be elected during the
general business meeting.

Finance Committee: chaired by HPC secretary/treasurer with the addition of three (3) HPC
members assigned by the HPC chairperson.

All committees should meet at least once a month and ensure that a monthly report is submitted
during all HPC meetings. All HPC committees must be chaired an HPC member.

Discretionary Subcommittees

The following subcommittees may be maintained:

Personnel Policy Committee: consists of at least three (3) HPC mémbers, the Head Start Director
and representatives from the PSS Human Resources Office and the Board of Education.

Family and Community Partnership Committee: must consist of at least three (3) HPC members
and the Head Start Parent Involvement Manager.

ERSEA Committee: consists of at least three (3) HPC members and the Head Start Social Worker.

CIP Committee: consists of at least three (3) HPC members and two (2) Head Start staff.
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Policy 8001
Page3

Parent Committee

Membership in the Parent Committee is comprised of all parents who have children currently
enrolled in the CNMI Head Start Program. Such composition is intended to provide every parent
of a Head Start child the opportunity to assist in the development of activities and programs that
address their unique interests and needs for the purpose of supporting the education and
development of their children.

Relationship between HPC and Board

The governance and management responsibilities as apportioned between HPC and the Board for
the program are set forth in the attached Section 1304.50 Appendix A. To foster open and reliable
communication between the HPC and the Board, one Board member will serve on the HPC and
HPC members are welcome to attend Board meetings and participate in all discussions regarding

the Head Start Program.

Together, the Board and HPC will strive to ensure that children and families in the Head Start
program will receive high quality services in accordance with all federal and local laws as well as
these Head Start policies and regulations.
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HEAD START PROGRAM Policy 8002
Program Governance

HPC Responsibilities

HPC must serve as a link for the program to the parents, the PSS, other government agencies,
private organizations and the community. HPC will establish and maintain procedures for resolving
community complaints. HPC will assist in the recruitment of volunteers and in fundraising efforts

for identified needs. -

HPC will ensure that all parents understand their rights, responsibilities and opportunities. HPC
will encourage parent participation in the program and assist the parent committees in planning
activities for parents. HPC will ensure that program fands are designated and used to support
parent activities.

HPC must work in partnership with key management staff and the Board to develop, review and
approve or disapprove of the following: '

Funding applications with amendments;

Procedures for the shared decision-making for the Head Start program by the Board
and HPC;

Procedures for program planning;

Philosophy;

Long and short-term goals and objectives;

The procedures for the selection of the HPC members;

Criteria and procedures for the recruitment, selection and enrollment priorities for the
Head Start program,;

The annual self-assessment of the program’s progress;

Program personnel policies and regulations; and

0. Decisions to hire or terminate head start staff, including the Director

N -

Nousw

il
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HEAD START PROGRAM Policy 8003

Program Governance

Parent Committee Responsibilities

Parent Commiittees are responsible for electing HPC representatives. Parent Committees should work
with the HPC to develop program'design and curriculam. Parent Commiittees are responsible for
planning and participating in formal and informal activities for students, parents and staff. Atleastone

member of aParent Committee will siton the HPC Personnel Committee and participate in the
recruitment and selection of Head Start staff, inchiding the Director.
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HEAD STARTPROGRAM 'Policy 8004
Program Governance

Central Parent Involvement Committee

The goal of the Central Parent Involvement Committee policy is to promote family involvement in
the governance and decision making of the program, CNMI Head Start will encourage families at
each center to meet on a regular basis. The families will facilitate these CPIC Meetings in
accordance with the procedures set forth in Regulation 8004.

HEAD STARTPROGRAM Regulation 8004
Program Governance

Central Parent Involvement Committee

(a) Meetings:

The Parent Involvement Coordinator will schedule the first CPIC Meeting for all sites. The Site
Coordinator will inform all enrolled parents of the first CPIC Meeting in August. During the first
meeting, families will vote on a date/time for the remaining meetings for the year. Example: 6 p.m.
the second Tuesday of each month.

(b) Voting:

A quorum is required for all voting. A quorum consists of a minimum of half the number of
parents/guardians of enrolled children. Only parents or legal guardians of currently enrolled
children may vote at CPIC Meetings.

Nominations will be made for all positions, and be seconded. Voting may be completed orally, by
hand or by written ballot and must be approved by a majority.

(¢) Positions elected by each CPIC are:

CPIC President

CPIC Vice President

CPIC Secretary/Treasurer

HPC Representative

Health Advisory Committee (HAC) Representative

kW=
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Regulation 8004
Page2

(d) Roles and Responsibilities:

1. CPIC President:
Conducts CPIC Meetings
Ensures that information regarding monthly events is discussed

2. CPIC Vice President:
Conducts CPIC Meetings when the President is absent

3. CPIC Secretary/Treasurer: :
Takes minutes, writes agenda, copies both and ensures distribution. Copies are
distributed to all Center Families, the Parental Involvement Coordinator, and the
Center Parent Notebook. May collaborate with Center Staff to ensure completion of

these tasks.

4, HPC Representative:
Attends all CPIC and HPC Meetings, and sits on committees as needed. Is
responsible for sharing all concerns and positive comments from the center families
with HPC. Acts as advocate for their center with HPC, the Board of Education and

other governing bodies.

5. HAC Representative:
Attends all CPIC Meetings and all HAC Meetings and assumes responsibilities
associated with that committee. Is responsible for sharing all health-related
concerns and positive comments from the center families with HAC. Acts as

advocate for theit center with HAC.

(e) CPIC meetings will be donducted at the Head Start Centers. Site staff will decide at the
beginning of the school year, prior to the first meeting, responsibilities for attending CPIC
Meetings and write a staff plan. Site Coordinators will keep a copy of the staff plan and
send a copy to the P/I Coordinator. These responsibilities include opening and closing of
the center for evening meetings, assisting with childcare, and giving a report from the
Education Staff.

®H Education staff will prepare a written report of upcoming classroom events, field trips,
schedule changes, upcoming home visits and conferences, and educational themes.
Site staff will be responsible for informing parents/guardians of upcoming meetings.
Notices shall be posted on the Parent Bulletin Board, all classroom doors, and included in

Center Newsletters/Calendars.

Refer to Communication Policy and Procedure

8
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HEAD STARTPROGRAM Policy 8005
Program Governance

Board Responsibilities

The Board has general responsibility for all aspects of the Head Start Program, including guiding
planning and establishing general procedures as well as fiscal and human resources management.
The Board is legally and fiscally responsible for overseeing the program, but must seek HPC’s
participation on all matters within HPC’s responsibilities pursuant to Head Start policy and federal

law.

The Board must ensure that the program has written policies and regulations governing the program
and that such policies and regulations are implemented. Specifically, the Board must establish and
follow internal controls to safeguard federal funds and ensure compliance with federal law and

regulations, local laws and Head Start program policies and regulations.
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HEAD START PROGRAM Policy 8006

Program Governance

Impasse Procedures

In the event the CNMI Head Start Policy Council (HPC) and the CNMI Board of Education

(Board) cannot reach an agreement concerning any issue for which joint decision-making should
occur, the procedures set forth in Regulation 8006 will be used to find a resolution to the issue(s).

HEAD START PROGRAM ' Regulation 8006
Program Governance |

Impasse Procedures

(@ NOTICE:

The Region IX Head Start Office will be notified, in writing, immediately that an impasse situation
has occurred. ' - .

(b) NEGOTIATION:

Members of the Board and HPC agree to negotiate in good faith in an attempt to adjust differences
between the two groups to reach a consensus agreement concerning any shared decision issue. The

negotiation effort shall be conducted as follows:

1. Representatives of the two groups will meet to identify the differences and to explain their
respective positions and qualify their reason for arriving at the decision in question.

2. If the dispute cannot be resolved at this stage then one or both parties should declare the
need for mediation.

(c) MEDIATION:
1. The Head Start Program Director will contact a mediator if needed.

2. A professibhal mediator will be contracted to work with the HPC and BOE to reach a
decision agreeable to both parties. All parties will agree upon the mediator.
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Regulation 8006
Page2

3. An impartial mediator shall be engaged to facilitate the process allowing each side to state
the position and suggest compromise alternatives.

4. If the dispute cannot be resolved at this stage then the mediator should declare an impasse
and prepare the issue for the voluntary arbitration of the impasse issue.

5. In the event an agreement cannot be met through a mediation process, arbitration will be
initiated. A neutral party will choose the arbitrator. The decision reached through the
arbitration process will be final and will be adhered to by both parties.

6. The cost(s) of mediation and/or arbitration will be borne by the CNMI Head Start Program.

(d ARBITRATION:

1. The arbitrator should be notified that an impasse has been declared and an arbitration
schedule will be set. Both parties will be given the opportunity to present their position and
provide the arbitrator with documentation.

2. The arbitrator will determme procedures regarding the arbitration process for the resolution
of the conflicts. ’

3. Concurrence of the results must bear the signatures of each member of the Board and the
HPC. '
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HEAD START PROGRAM Policy 8010
Program Governance

Policy. Regulation and Procedure Development

To promote communication, consistency of services provided, and professional conduct that reflects
the intentions of the Head Start Performance Standards, the Head Start Program will develop,
review, update and adopt policies and procedures. Policies and procedures will be the product or
collaboration of families, staff, HPC, and the Board. All policies, regulations and procedures will
conform to the Head Start Standards, Board policies and regulations and local and federal law.

HEAD START PROGRAM Regulation 8010
Program Governance

Policy. Regulation and Procedure Development

(a) The Board and HPC are responsible for the development and final adoption of policies,
procedures and regulations to govern the operation of the Head Start program. During the
development phase, the Board and HPC shall solicit input from the community, staff and
other professionals. Parents, Head Start and other PSS staff, parents and the community
may propose modifications to these policies, regulations and procedures as well as any new
additions. Such proposals should be submitted in writing to the HPC and the Board for
review. !

(b)  TheBoard and HPC shall review written policies, procedures and regulations on a continuing
basis to ensure consistency and legality of Board and HPC action and administrative decisions.
Policies, procedures and regulations shall be reviewed and revised as a result of newly enacted
state and/or federal legislation, court decisions, as a result of research and/or policy
development as presented by state and/or national organizations and agencies, as a result of
proposals from parents, Head Start staff, PSS staff, or the community, or for other reasons as
determined by the Board of Education and HPC.

(c)  When a new policy, regulation or procedures or revision to an existing policy, regulation
and/or procedure is proposed, the draft will be distributed to the Program Site Managers.
The Program Site Managers will route a copy to staff at each of their assigned centers. The
Program Site Managers will also post a draft on the parent information board. Regulations
affecting the substantive rights of individuals will be published in the CNMI Register for
notice and comment.

12
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Regulation 8010
Page2

Head Start staff and families have one (1) month to make comments/recommendations in
writing. At the end of the month, the copies will be collected with all written comments and
recommendations and proposed to the Head Start Policy Council (HPC) and the Board.

The HPC and the Board must approve or disapprove of all policies and procedures. At any
meeting of the HPC or the Board of Education, polides and regulations governing the Head
Start may be reviewed and adopted by the Board or the HPC. Once approwed by the Board or
HPC, the regulations or policy will be transmitted to the other group for review, comment and
adoption. If disapproved, the Board or HPC will notify the other of the reason for the
disapproval in writing and the individual or group that recommended the policy or
procedure.

The formal adoption of p011c1es and regulations shall be recorded in the minutes of the Board
and the HPC. Only those written statements so adopted by both the Board and HPC and so
recarded shall be regarded as official Head Start policy or regulation.

The Commissioner and the Head Start Director are assigned the responsibility for insuring
that all Head Start policies, rules, regulations and decisions are implemented. The
Commissioner and the Head Start Director shall notify all employees and students of their
need to abide by Head Start policies, rules,regulations and decisions.

The Board and HPC agree that to the extent possible, all Head Start policies and regulations
will be interpreted consistently with all Board and PSS regulations. In cases of conflict, the
Head Start policies and regulations shall prevail. However, if there is no Head Start policy
or regulation regarding an issue, the Board and PSS policies and regulations shall be
followed to address the matter.

13
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HEAD START PROGRAM Policy 8011
Program Governance

Development of Forms

To promote communication consistency of services provided, and professional conduct that reflects
the intentions of the Head Start Performance Standards, the CNMI Head Start program will
develop, review, and update workmg forms annually. Forms will support the Head Start Policies
and Procedures and Performance Standards.

HEAD START PROGRAM Regulation 8011
Program Governance

Development of Forms

(a) Head Start staff members may draft or suggest new forms or revisions to forms for use.
Community and/or family members may recommend that forms be written or revised and
give their proposal to the Head Start Policy Council (HPC) for consideration. All forms
must support the completion of Head Start procedures and Performance Standards.
Grantee forms may be used when they meet the needs of the program.

(b)  When a new form is proposed, the draft will be presented to the Management Team for
review. Proposed revisions to existing forms will be presented to the Management Team
for their decision to revise or not. All forms requiring parent/guardian permission for
services or sharing of information will be reviewed by the Public School System (PSS)
Legal Counsel and must be approved by HPC and BOE before implementation.

()  Upon approval, all non-NCR forms will be distributed to the Site Coordinators who will
copy and deliver to all sites. Component Coordinators are responsible for the printing of all
NCR forms and delivery to the Site Coordinators. The Component Coordinator will
arrange training in the completion of component specific forms for staff.

(d)  Forms will be translated into the primary language of parents/guardians to the extent
feasible using Head Start Staff, volunteers, and community resources.
i
()  Each site will maintain a Form Notebook containing originals of all forms. Copies will be
made from these originals for use by site staff. Site Coordinators are responsible for
requesting NCR forms a$ needed as well as maintaining the Form Notebook, removing
outdated forms and adding new forms as needed.

14

COMMONWEALTH REGISTER VOLUME 25 NUMBER 8  September 18, 2003 PAGE O 2 1 1 2 5



HEAD START PROGRAM - Policy 8012

Program Governance

Policy, Regulation and Procedure Implementation

The Commissioner and the Head Start Director are assigned the responsibility far insuring that all
Head Start policies, rules, regulations and decisions are implemented. The Commissioner and the
Head Start Director shall notify all employees and students of their need to abide by Head Start

policies, niles, regulations and decisions.

15
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HEAD START PROGRAM Policy 8013
Board of Education and Head Start Policy Council

Policy and Regulation Interprefation

The Board and HPC agree that to the extent possible, these Head Start policies and regulations will
be interpreted consistently with all Board and PSS regulations. In cases of conflict, the Head Start
policies and regulations shall prevail. However, if there is no Head Start policy or regulation
regarding an issue, the Board and PSS policies and regulations shall be followed to address the

matter.

16
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HEAD STARTPROGRAM Policy 8014
Program Governance |

Training

Today's dynamic and rapidly changing society, with its ttemendous accunmilation of new knowledge
and the atlending obsolescence in some areas of practice, makes it imperative that all Board of
Education members, HPC members, Head Start staff, teachers, clerical, technical, operations
maintenance, families and volunteers,and administration be engaged in a confinuous program of
professional and technical growth in order that they may be qualified © provide a quality educational
program for all students being served by the Head Start Program.

HEAD START PROGRAM Resulation 8014
Program Governance

Training

It is the policy of the Head Start Program and mandated by the U.S. Department of Health and Human
Services that all Head Start programs provide a Comprehensive Training Plan for in-service training
and opportunities for the continuous professional and technical growth of staff members, HPC
members, committee members, parents and volunteers of the Head Start Program.

The program for in-service training for every school year will be outlined in the proposed budget
for that specific school year with estimated costs to be approved by the Commissioner, and the
Board of Education with input from the Head Start Policy Council.

The administrative staff, employing administration and management techniques consisient with modern
management development, will provide leadership, which will assist each staff member to make a
maximum contribution to the Head Start Program effort to provide a quality educational program and
services to all students and families. Staff members will become knowledgeable regarding new
developments and changes in their specialized fields and will utilize new and improwed methods in

practice.

As aresultof the operation of this policy, HPC, the Board, parents and volunteers will be advised of
newdevelopments and trained regarding any changes in standards, policies, regulations, procedures
and protocal within the Head Start Program.

The Head Start Director is responsible for ensuring that each new Board or HPC member receives
training regarding the member’ s role and responsibilities, the program’s goals and objectives, the
policies and regulations governing the program and the applicabke federal law.

17
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Head Start staff, volunteers and parents will receive training on the applicable Performance Standards.
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HEAD START PROGRAM -Policy 8015
Program Governance

Program Planning

The team should have a broad representation from all levels of the program. Parents should be
inchided and fully informed so they can actively participate. Community partners also may be
included, particularly if they have been involved in child-care or other types of callaboration.

Steps in the planning process include:

Identification of planning team

Assessing external environments

Assessing internal capacity

Deveoping a vision and mission for the future
Developing goals and objectives to reach the future
Evaluating progress and revising plans

N N
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HEAD START PROGRAM Regulation 8015
Program Governance

Program Planning

The planning process for the Head Start Program is a multi-step ongoing process. At the start of
each school year, a Planning Committee is identified and trained which serves as the oversight body
for program planning. The committee is composed of staff, parents and community representatives

and meets at least three times during the program year.

Program planning is based on a three-year cycle. In the first year of the three-year cycle a complete
Community Assessment is developed in collaboration with the Grantee Agency, and the program
goals are identified for the next three program years.

Key elements of the program cycle, which the committee ensures happens in a timely and inclusive
manner, include:

(a) Community Assessment

In year one of the planning cycle a full needs assessment is conducted. The Planning Committee
along with the program director, and other agency staff and board members, will ensure a
comprehensive review of demographics, resources, trends and other relevant information is gathered
and evaluated. Policy council members sitting on the Planning Committee and all Executive
Committee members will participate and provide leadership to the Committee Assessment
Committee. This committee will have the overall responsibility to conduct the program’s
community-assessment. Support staff for the committee will coach and support the committee

function.

Training for the Community Assessment Committee will be provided by the second week of
January. Training will include a review of the program planning cycle, the specific tool to be used,
the program's procedure for completing the assessment and a schedule for completing the
assessment. The management group or a portion thereof will provide training.

The community Assessment Committee will be expected to be active participants on the Data
Gathering Teams (DGT). The Community Assessment will also be responsible for ensuring
adequate recruitment of parents to participate on DGTs. A minimum of 20 parents and/or
community members will be recruited. The Community Assessment Committee will set a calendar
for data gathering and review of collected data during the 4® week of February. This meeting date
will be set prior to the assembly of tlie Site Data Gathering Teams.
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Regulation 8015
Page?2

(b) Data Gathering Teams:

The program will have a Data Gathering Team for each center. In addition, a Data Gathering Team
(DGT) will be created to review overall program-wide functions, such as planning, communication,
monitoring, training, etc. The Community Assessment Committee staff support person with the
support of Management Team will have the responsibility to provide training, support and guidance
DGT. Managers will be assigned to teams prior to the start of the program year.

As DGT support staff support person(s) (as identified) are responsible for assembling their DGTs
during the last week of January. Each team will be composed of a minimum of two parents and two
staff. Larger centers may be assigned additional staff and the program-wide team will have a
minimum of three staff and five parents and/or community members. Staff will be assigned to their
teams. Staff will participate as assigned on the community assessment work plan committee. Staff
will not assess their own centers.” Program staff will have the responsibility for review of any

confidential matter.

DGTs will visit sites and data will be gathered during the first three weeks of February. Teams will
assemble their final reports and identify their team reporter prior to the date of the initial data review
meeting. i

At the Data Review meeting the Community Assessment Committee will receive the final report
from each DGT. The Community Assessment Committee will have the responsibility to analyze
the data and present a summary report reflecting data gathered by all DGTs at the next Policy
Council Meeting. The Community Assessment may request clerical support form the program’s
administrative assistant to complete the task.

(¢) Community Assessment Update

In program years two and three, an update of the Community Assessment will be conducted by the
program director and Planning Committee when it is determined there is a significant change in:
demographic makeup of program eligible children and families; estimated number of children with
disabilities; data regarding the education, health, nutrition and communities that could be used to

address needs.

Based on data gathered, the Planning Committee will make recommendations for any change
deemed appropriate in: short and:long term goals; written service areas plans (Child Development,
Family/Community Partnership, Disabilities and Program Design and Management); recruitment
areas; center locations; and/or selection criteria.

21
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Regulation 8015
Page3

(d) Program Review

The Planning Commiittee has oversight responsibility to ensure that the program review process is
completed in a timely and efficient manner. The program review process includes several data
gathering steps:

1. Parent/Guardian Survey
The Planning Committee will review and approve the parent/guardian survey to be used by
January 31+. By February, Program staff will be responsible for distributing, collecting and
tabulating survey results. Results of the survey will be available by February 15%. Policy
Council will approve the survey results at its March meeting.

2. The Self Assessment Committee Conducts Self-Assessment
Management staff will assist in organization and training. Non-management staff will
participate in data gathering teams on a rotating basis. Assessment training will be provided
by January 31 and the review will be complete by March. See Self-Assessment procedure
for more detail.

3. Program Evaluation Day

All program staff along with members of the Policy Council, and Board of Education will
participate in program evaluation day on the first Friday of May. A review of the
information gathered through Parent Surveys and Self-Assessment will be reviewed at this
session. Program goals will be reviewed as well as progress toward program objectives.
Also, an overview of the current budget expenditures will be presented. Recommendations
for program improvements or modifications will be generated.

(e) Program Goals and Objectives

Program goals will be developed on a three-year cycle. During the first year of the grant cycle, the
program evaluation day will include a review of community assessment. Program priorities will be
developed and long-term goals identified for the next three program years.

In years two and three the program will develop objectives for the coming school year. The
objectives will be operational steps leading toward program goals. The outline for the objectives
will be developed as part of the program evaluation day. Staff and Policy Council will set priorities
and areas of concern at the program evaluation day. Management staff will refine the process and
develop the priorities into operational language. Policy Council will formally approve the program
goals and objectives as part of the grant approval process in May.

Written Service Area Plans will reflect Program Goals and Objectives.

22
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Regulation 8015
Paged4

Program managers will implement the program goals and objectives and report on a regular basis to
Director and he/she will report to Policy Council/BOE regarding the progress toward program
objectives. Reports will be made in January and June at the regularly scheduled Policy
Council/BOE meetings. Updates will also be shared with Policy Council and staff at the Program

Evaluation Day.

23
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HEAD START PROGRAM Policy 8020
Program Governance

Procedures for Grant Application

The grant application is prepared by the program director, HPC wreasurer and other members within the
finance committee together with the PSS’ s Finance Director. The application will be presented to the

HPC during the regular month meeting and approved by a majority of the HPC members. After
approval by HPC, the application will be submitted to the Board of Education for final approval.

24
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HEAD START PROGRAM Policy 8021
Program Governance

Self-Assessment

To assure the continual effectiveness and progress towards meeting program goals and objectives,
the CNMI Head Start Program will collaborate with the Head Start Policy Council, the Board of
Education, the Commissioner of Education and community representatives to conduct an annual

self assessment of the program.

HEAD START PROGRAM Resulation 8021

Program Governance

Self-Assessment

(a) Self Assessment Schedule

Formal Self-Assessment will take place in February.

Preparation for the Self-Assessment will begin in December.

Program Goals and Objectives will be reviewed in December.

HPC will choose Self-Assessment Team Leaders from their membership in December. HPC will
also choose a Self-Assessment Compiling and Analyzing Team Leader. Each Team Leader will
gather PRISM materials and plan for training.

Training will occur in January.

Compiling and analyzing will be completed by February 28%,

Findings will be shared at the March HPC Meeting.

(b) Self Assessment Team

Assessment Teams will be responsible for gathering information for one of the following two
options: Grantee/Governance or Site information.
Each Self-Assessment Team Leaders will compile a team consisting of Head Start

parents/guardians and staff.

(c) Training Plan for Self Assessment

Self-Assessment Teams will be trained in the PRISM tool in early January. The Head Start
Director will ensure that such training occurs.
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Policy 8021
Page2

d) Program Self Assessment

Self-Assessment Teams will visit Head Start sites February 1% through 15%, Using the PRISM
Instrument, Team Members will observe classrooms and CPIC meetings; review family files;
inventory lists; lesson plans; budget records; meeting minutes; as well as interviewing
parents/guardians, volunteers, and program and grantee employees. All results will be documented
in the team member’s PRISM Instrument.

(e Analyze and Share Findings

-"The Team Leaders will collect all PRISM Instruments from their team. Team Leaders will turn all
Instruments over to the Self-Assessment Compiling and Analyzing Team. The Self-Assessment
Compiling and Analyzing Team will develop a Summary Report for HPC approval. Findings will
be shared at the March HPC Meeting and copies will be distributed to Site Coordinators,
Component Coordinators, Head Start Director, Commissioner of Education, and Board of
Education. Site Coordinators w111 share findings with Staff and post findings on Parent Bulletin

Board and in Parent Notebook.

(3] Develop and Implement Action Plans

All Head Start Staff and HPC Members will participate in a Program Planning Day in March.
Head Start Parents/Guardians and Grantee Representatives will be invited to participate.
Findings from the Self-Assessment and Community Needs Assessment will be reviewed and
prioritized. Using this information, Program Goals and Objectives will be developed/updated.

Program Goals and Objectives will be used to create action plans for committees. Standing
Committees or temporary committees will be tasked with implementation of action plans.

(2 Ongoing Evaluation

Committee Chairs will report progress in Goals and Objectives to the HPC on a monthly basis.
Action Plans will be reviewed for efficiency and updated as needed.

26
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HEAD START PROGRAM ' Policy 8022
Program Governance

Ongoing Assessment

To assure that programmatic planning meets the needs of all children, as a result of Child Outcomes
data, the CNMI Head Start program will conduct ongoing assessment three times per school year
and share these information with every family, Head Start Policy Council and grantee.

HEAD STARTPROGRAM Regulation 8022
Program Governance

Ongoing Assessment

(@) Ongoing Assessment Tools:

The CNMI Head Start program will utilize the Creative Curriculum (for Preschool) Developmental
Continuum Assessment Toolkit For Ages 3-5, collected examples of child skills (collected in a
Child Portfolio), and ongoing classroom observations of each child to create a holistic view of each

child’s level of development.

(b) Ongoing Assessment Schedule
The program will report the results of ongoing assessment by completing the Creative Curriculum
Individual Child Profile for each child on:

1. The 6 week after classes begin

1. At mid-year

1 The 6% week before classes end.

(©) Teachers will:

1. Observe each child at least once a week;
Use the observations to record children’s level of abilities on the Individual Chlld
Profile;

1. Share information on each child to his/her family (during Family/Teacher Conferences);

1. Develop the child’s Individual Learning Plans (ILP) with the child’s family (during
Family/Teacher Conferences); and

1. Individualize lesson plans to meet each child’s needs.

¥
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Regulation 8022
Page 2

(d) Site Coordinators will:
1. Collect and generate reports of all ongoing assessment information for each child

using the Creative Curriculum’s CC-PORT (software)
2. Submit these to the Education Coordinator (due 3 weeks after Family/Teacher

Conferences have been conducted)
3. Work with the Education Coordinator to Analyze the Findings.

(e) Education Coordinator will:
Submit all ongoing assessment reports and analyses to the Director (due 1 week after site

coordinators have submitted reports).

® Director will: '
Share the reports and analyses with the HPC and grantee (at the next scheduled HPC meeting).

(g)  Training for Ongoing Assessment:

1. Pre-service training will conducted prior be to the opening of each school year in the
areas of:
L Child Observation;

Ongoing Child Assessment using the Creative Curriculum;

o
° Developing ILPs using the Creative Curriculum; and
° Individualizing Lesson Plans.
2. In-service training will be pianned based on Child Outcomes data and teachers’

needs assessment. The Education Coordinator, in collaboration with the Site
Coordinator, will conduct these trainings with all education staff employed after the
initial pre-service orientation.

(h)  Report, Analyze and Share Findings

1. Reporting, analyzing, and sharing findings will result in proper and appropriate
programmatic planning for the children’s cognitive, social/emotional, physical and
language needs.

2. Site Coordinators will review the individual classroom reports with the Teachers.

Usmg the results, Teachers will plan:
° Classroom activities to encourage learmng in areas with children falling in

the “Forerunner’” level.
° Classroom activities to support learning in all areas based on the reported

levels of the students.
[
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Regulation 8022
Page3

3. When levels show 10% or less progress between reports, Teachers and Site
Coordinators will meet to plan strategies for meeting children’s learning needs.
Strategies may include:

° Training for staff
° New classroom materials to support different learning styles
° Observation(s) of student(s) and/or teaching staff

4. The Ongoing Assessment Team, consisting of Education Coordinator, Disabilities
Coordinator, and Site Coordinators, will review the compiled reports by sites and
program wide. By reviewing for trends in children’s progress, the Ongoing
Assessment Team will make recommendations to the Director for:

° Purchase of a greater variety of learning materials

° Training, Technical Assistance, or other support for Teachers _

. Volunteer and Community Partnerships to support program goals for
children |

° Resources needed to support action plans

@) Forms: :
e Individual Child Profile '
o Child Progress and Planning Report

29
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HEAD START PROGRAM Policy 8023
Program Governance

Communication

Recognizing that communication plays a key role in quality services, the CNMI Head Start
Program promotes open, professional, and respectful communication among staff, families,

volunteers, and agencies.
HEAD START PROGRAM Regulation 8023
Program Governance

Commmnication

(a)  To facilitate communication between the Board of Education and the Head Start Policy
Courxil, amember of the Board shall participate in the HPC’ s monthly meetings.

(b)  During HPC regular monthly meetings, all HPC representatives from each center report to
the Program Director any concerns that have arisen regarding their center. The Head Start
Director will submit a monthly report to the HPC during its regular meetings and report
monthly to the Commissioner.

(c)  All Head Start staff, parents, and volunteers will abide by the Confidentiality Policy and
Procedure in all communication concerning Head Start issues. Concerns will be routed

through the proper line of authority.
(d) There is a six-tiered communication system within Head Start:

Communication with children

Communication with families

Communication with Head Start Director / Staff

Communication with Head Start Policy Council

Communication with the Board of Education, the Commissioner of Education and
the Associate Commissioner for Curriculum and Instruction.

6. Communication with Region IX

(e) Communication with Children

LAhAON -

Adults will speak respectfully to children at all times. Yelling, threatening, or belittling will not be
allowed in Head Start as a behavior management technique. Classroom time communication is to be
focused on the children and adults will schedule meetings before or after class time.

30
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Regulation 8023
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® Communication with Families

Families will be provided with ongoing information regarding the Head Start Program governance,
community resources and events, classroom calendar and events, and Family Partnership
Agreements (FPA). Copies of all Newsletters, Calendars, Menus, and Flyers will be put in a Parent
Notebook and on a Parent Bulletin Board that are accessible to all parents.

Newsletters and Calendars: Each Head Start site team will collaborate on a Monthly Head Start
Newsletter that will include a classroom calendar and menu. The newsletter will be given to families
on the last class day of the month and cover information for the following month. The classroom
calendar and newsletter will state the Educational Theme, special activities, Field Trips, CPIC
Meeting dates and times, community opportunities for Parent Education and/or meeting of FPA
goals, and any changes in the scheduled routine.

Flyers and Notes: Site Managers will develop or copy flyers and notes for special announcements
and provide to staff at each center. Staff will distribute to each family in their class.

() Communication with Head Start Staff

Changes in program procedures will be discussed at Management Meetings and be included in
agenda and minutes. When new procedures or program changes are instituted, a memorandum will
be distributed to all Managers from the Director or responsible management member. Site
Managers will be responsible for distributing to staff. All memorandums will be posted on staff
bulletin board and copies will bk kept in staff notebook.

(h) Communication with Head Start Policy Council

Communication with parents may be established with the HPC on a daily basis. Parents are welcome
to approach HPC members outside meetings to discuss concerns regarding particular staff, the centers,
instruction and the program’ s policies and procedures. Parents and staff can submit comments in each
center’ s suggestion box. These comments will be considered at the regular HPC meetings.

Center families may communicate with its HPC Representative and discuss future events and other
concerns of its center. The HPC Representatives for the centers should communicate all concerns

during the monthly HPC Meetings. The HPC will report concerns to the BOE.
The Head Start Director will provide a monthly report to the HPC. The Director will share all Head

Start issues of concern to the HPC.
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Regulation 8023
Page3

@) Communication with the Board of Education
To facilitate communication between the Board of Education and the Head Start Policy Council, a

member of the Board shall participate in the HPC’ s monthly meetings. The Head Start Director will
report to the BOE. The BOE HPC Representative will share Head Start information with the BOE,

including policies and procedures.
@ Communication with Region IX

The Head Start Director will report directly to Region IX and will be responsible for bringing
appropriate concerns regarding the Program to the attention of Region IX.

Refer to Monthly Report Policy & Procedure, Family Partnership Policy & Procedure.
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HEAD START PROGRAM Policy 8024

Program Governance

Community Complaints

Head Start operates according to performance standards and as such is expected to meet the needs
and concerns of parents/guardian and community members. Accordingly, the Head Start program
the accompanying regulation to provide a procedure for the prompt review, impartial consideration

and equitable disposition of complaints presented by parents, guardians or community members in
reference to agency policy or performance.

Any parent/guardian or community member, who feels they or their children have been subjected to
unfair treatment or discrimination, shall have the right to present their complaint according to the
process described in the regulation.

All parents/guardians will be informed of the Complaint Procedures at parent orientation.

HEAD STARTPROGRAM | _ Regulation 8024

Governance

Community Complaints Procedures

(a) A complaint may be defined as a parent/guardian or community member’s unresolved
dissatisfaction with any aspect of the program delivery, policy, and/or procedures

(b) The person(s) filing the complaint shall be free from restraint, coercion, discrimination or
reprisal.

(c) The aggrieved parent/guardian or community member may, if desired, select one other
person/qualified legal representative to represent him/her in the complaint. The aggrieved
person(s) shall be present, however, at each complaint step.
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Regulation 8024
Page2

(d)  Complaint Process — Step One

1. The aggrieved person(s) should present their complaint either orally or in writing to the
Site Coordinator or appropriate supervisor.

2. The Site Coordinator shall arrange with aggrieved person to discuss the grievance within
ten (10) working days of the meeting.

3. The Site Coordinator shall render a decision within ten (10) working days of the
meeting.

4. 1If the aggrieved person(s) has not heard from or is dissatisfied with the result of the
decision, they may submit a written complaint within ten working days directly to the
Head Start Director _

(e) Complaint Process — Step Two
i
1. Upon receiving notice of the complaint, the Head Start Director may wish to investigate
the complaint furtheribefore meeting with the aggrieved person(s). The Head Start
Director shall meet with the aggrieved member with ten (10) working days after
notification of the complaint.

2. The Head Start Director’s decision shall be conveyed in writing to the aggrieved
person(s) either at the meeting or within ten (10) working days following the conclusion
of the meeting.

3. If the aggrieved person(s) is not satisfied with the decision, he or she may request, in
writing, a hearing before the Complaint Committee. This request must be made within
ten (10) working days of the aggrieved parent/community person’s receipt of the Head
Start Director’s written decision.

® Complaint Process — Step Three
1

1. HPC Executive Board will select a Complaint Committee. The Complaint Committee
will be made up of three members — a staff person and two members: one from
Executive Committee, and a current parent representative on HPC.

2. Upon receiving notice of the complaint, the Committee may wish to investigate further
before meeting with the aggrieved parent/community member.

3. The Complaint Committee shall meet with the aggrieved person(s) and appropriate
personnel with seven (7) working days after notification.
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Regulation 8024
Page3

4. The Complaint Committee’s decision shall be conveyed in writing to the aggrieved
person(s) at the meeting or the next day.

5. If not satisfied with the decision, the aggrieved person may request in writing, a hearing
before HPC. This request must be made within five working days of the decision.

(g) Hearing Process Step 4

1. Hearing Panel - Upon receipt of the notice of appeal, the Board of Education Chairperson
shall appoint two (2) members of the Board and the HPC Chairperson shall appoint
three (3) members of HPC to act as the hearing panel. The panel shall elect one hearing
officer to act as the chief hearing officer. The appomted HPC members must not have
been a member of the Complaint Committee.

2. Scheduling the Hearing - The hearing officer shall schedule ahearing, after consultation
with the parties, to beheld within forty-five (45) days of the aggrieved person’s request
for a hearing.

3. Legal Counsel - PSS Legal Counsel shall represent the Head Start Program employer.
The aggrieved person is entitled to retain counsel of his/her choosing at his/her own

expense.

4. Pre-hearing Conference - The hearing officer shall provide a date for the exchange of
witness lists and documents intended to be introduced at the hearing. The hearing
officer may also hold a pre-hearing conference to accomplish one or more of the

following tasks:
A. Decide the issues for the hearing.
B. Stipulate as to uncontested facts.
C. Estimate the length of the hearing.
D. Mark exhibits.
F. Determine the admissibility of contested evidence.

5. Burden of Proof - The employee shall have the burden of proving his/her grievance by

a preponderancelof the evidence.
4

(h)  Conduct of Hearing

1. The hearing shall be presided over by the hearing officer, but any decision on the
merits of the grievance shall be made by a majority vote of the hearing panel All panel
members must attend the hearing.
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Regulation 8024
Paged

2. The hearing shall commence with a reading of the complaint.

3. Each side shall be permitted to make an opening statement with the aggrieved person

proceeding first.

4. The employee shall present evidence o support hisher grievance, subject to cross-
examination.

S. The employer may present evidence to rebut the grievance, subject to cross-
examination.

6. Each side may present rebuttal and surrebuttal evidence.

7. After all the evidence has been presented, the aggrieved person may offer a closing
argument. The Head Start Program may then present a closing argument, followed
by the final summation of the employee.

8. Proceedings hereunder shall be conducted consistent with the requirements of 1
CMC 9109.

9. A recording shall be made of the proceeding to serve as the official record of all of
its events.

) Evidence

1. The formal rules of evidence do not apply. Any relevant evidence of probative value
is admissible with only the weight assigned to it affected by its nature.

1
2. The hearing officer shall administer oaths to witnesses.
3. Affidavits under penalty of perjury may be admitted.
4, Hearsay shall be admissible and may constitute sufficient evidence if relevant and
probative, of a kind that responsible persons are accustomed to relying upon in

serious affairs, or such that a reasonable mind would accept the evidence as adequate
to support a conclusion of ultimate fact.
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S. Submission on Stipulated Facts - If the parties agree or stipulate to the basic facts of
the complaint, they are encouraged to set the stipulation out in writing and submit it
to the hearing panel rather than conduct a hearing to develop the facts. The hearing
panel may, however, after reviewing the stipulation, determine that a hearing is
necessary, but shall limit the scope of the hearing to the issues that require evidence.
If the case is submitted on stipulated facts, both parties shall be given the
opportunity to argue the law and the facts, both orally and in writing, before the
hearing panel.

()] Decision
1. The decision-making process must comply with 1 CMC 9110.

2. The attorney for the Head Start Program shall not participate in the private
deliberations of the hearing panel.

3. The hearing panel shall issue a written decision with findings of fact and
conclusions of law, and the reasons or basis for them, on all the material issues of

fact, law and discretion presented on the record and the appropriate order affirming
or rejecting the discipline. -

4. The written decision and order shall be served on the aggrieved person, the
Commissioner, the Head Start Director, HPC and the Board of Education.

(k)  Appeal

The aggrieved person may appeal the agency decision pursuant to the procedures and time
restrictions set forth in 1 CMC 9112.
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HEAD START PROGRAM Policy 8030
Record-Keeping

Family Files

To promote an organized, systematic delivery of services to families and confidentiality of all
information, the CNMI Head Start Program maintains all family files in a professional manner.
The rights of the Parent/Guardian(s) will be respected in the handling of all files.

HEAD START PROGRAM Regulation 8030
Record-Keeping

Family Files

(@  There will be a file created for each child enrolled in Head Start. When siblings are
enrolled, there will be a separate file for each and the information may be duplicated. Each
file shall contain the following:

Application/Registration forms

Copy of Birth Certificate

Copy of Social Security Card

Verification of Income

Verification of Assistance, i.e. Food Stamps, Child Care, Medicaid
Copy of Passport/Visa for non-residents

Copy of Guardian/Adoption Affidavit when applicable
Hospital Number

Copy of Medical Insurance

10.  Copy of Immunization Records

11.  Head Start Forms 1-10

12.  Health Certificate

13.  Height and Weight graph

14.  Results of Vision Screening

15.  Results of Hearing Screening

16.  Results of Dental Screening

17.  Results of Behavior Screening

18.  Results of ESI Developmental Screening

19.  Certification of Disability when applicable

20. Signed Parental Authorization for Medical/Screenings
Family Partnership Agreement
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(b)

©)

(d
e)

®

' Regulation §030
Page2

23.  Originals of Home Visit/Conferences Forms

24.  Originals of Individual Learning Plans

25.  Creative Curriculum Individual Child Profile

26.  Copies of Referral for Assessment

27.  Signed copies of Permission to Assess, when applicable
28.  Copies of Assessment results, when applicable

29.  Copies of Individual Education Plans, when applicable
30.  Original copies of Contact Forms

31. - Original copies of Accident Report

32.  Original of CA/N Report Form, if applicable

33.  Original copies of transfer/withdrawal form, if applicable

All family files will be kept in a locked file cabinet at the Head Start Center of enrollment.
All files will be kept at the site for three years following the last year of enrollment for the
child. Site Managers w1]1 be responsible for old files being shredded at the end of each
school year.

R .
All Head Start staff shall sign and date the Access to File form on the front of the file when
they first access the file. {Access to family files shall be limited to the Service Team, Review
Teams, and Parents/guardians. Parents/gnardians shall request access to their file(s) from
the Site Manager or one of the members of the Teaching Team. Parents/guardians may not
remove items from the file. Concerns about the contents of the file shall be addressed to the
Site Manager. If the Sité Manager cannot address concerns, the Site Manager will contact
the Social Service Coordinator and the Parent Involvement Coordinator.

No files shall leave the Head Start Center.

All originals of Head Start forms will be kept in the family file. Education or Management
Staff may keep copies of forms or tickler files separate from the family file if such
information is kept in a l_ocked file and destroyed when no longer needed.

All forms will be placed.in the family file within one (1) working day of completion.
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Regulation 8030
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(g) Services to families will be documented in the family file. ThlS narrative will include;

1. All referrals to otl;ler agencies

2. Follow up to referrals

3 Contacts with families regarding concerns (i.e. child behavior, attendance, nutrition,
dental, health)

4. Parent participation

5 All service plans (i.e. follow up for Family Partnership, Individual Learning Plan
activities at the home, medication dispensed at Head Start, transition to
Kindergarten)

6. Any Department of Youth Services reports, including follow up

(h)  Ifachild transfers to another Head Start site, the Site Manager(s) will transfer the file to the
new site. The new ServiCe Team will sign the Access to File form as the proof of receipt.

>i) Only information that the Parent/Guardian approves will be copled for transfer to the
Kindergarten Transmon
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HEAD START PROGRAM Policy 8031
Record-Keeping

Monthly Reports

To assist in providing quality services to families, the CNMI Head Start staff will prepare and use
monthly reports as part of a tracking and monitoring system. The professional expectation of the
program is that staff will accurately and completely compile the required information in a timely
manner. All information will be used for ongoing monitoring of services provided to children and
families.

HEAD START PROGRAM Regulation 8031
Record-Keeping

Monthly Reports

All reporting staff members are responsible for on-going monitoring of the information contained
in their respective Monthly Reports. Information will be reviewed as part of a continuum of
services provided with each month being used for a holistic assessment of progress.

Copies of all Monthly Reports will be kept on each reporting level and filed in a confidential
location for four program years. All Monthly Reports are due on the date stated in the following
procedures. Management will inform staff at least a week prior if there are any exceptions due to

program needs.
(a) Education Monthly Reports:

Lead Teachers will be responsible for the completion of a monthly report for their assigned class
roster. The report will be completed and given to the Site Manager on the last working day of the

month.
The report must include:

1. Current class enrollment, including status (i.e. new students)
2. The total number of initial screenings completed within 45 days and reasons for any
exceptions (i.e. unable to complete due to attendance issues)

3. Referrals to Special Education during the month
The number of existing Individualized Education Plans (IEPs) and status of services
5. The number of Home Visits and/or Parent/Teacher Conferences completed during the

month.

h
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Regulation 8031
Page?2

6. The reason for any scheduled Home Visit/Conferences not being completed
7. The number of Individual Learning Plans written or updated during the month and reasons

for any exceptions
8. The number of children missing four or more days, their names and the reason for absences

Site Managers will be responsible for reviewing all Monthly Reports from their assigned centers.
Site Managers will follow up with staff on any issues/concerns addressed in the Monthly Report
and will compile the information, include follow up plans and turn in to the Education Coordinator
on the first working day of the month.

The Education Coordinator will be responsible for collecting all Monthly Reports from the Site
Managers, reviewing the information, following up on any concerns/action plans, and completing a
program education report for the Head Start Director.

(b)  Health Services Monthly Reports:

The Health Coordinator will prepare a report based on the following information collected from
each Site Manager on the first of each month unless otherwise specified:

1. The total number of initial screenings (physical exam, height & weight, Hematocrit, or
hemoglobin, hearing, vision, and dental exam) completed. Due the 45 days after enroliment.

2. The total number of completed screenings within 45 days of enrollment (hearing, vision, and

behavioral).

The total number of completed or up-to-date (in sequence) immunizations.

4. Copies of the height and weight, Form 6, Nutrition, and Form 7, Growth Chart and

Parent/Teacher Conferences regarding nutrition completed during the month.

Copy of Form 10, Observation of Health and Behavior, and Home visits or Parent/Teacher

Conferences completed. Due by the first working day of December, March, and May.

Copy of Meal Counts taken daily during meals.

Copy of Food and Nutrition Evaluation and Concerns completed during the month.

Copy of nutrition activities and Family Style meals report

First Aid Kit inventory.

10 Fluoride Administration counts.

11. Food and Nutrition Monitor’s daily report.

n (8]

© 90 N o
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Regulation 8031
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(c) Social Services Monthly Reports:
The Social Services Coordinator will prepare a monthly report including the following information:

1. Monthly attendance records of each site which shall be submitted to the Social Service
Coordinator on the first working day of the month.

Report all children by name if attendance shows three or more absences.

Report all follow up activities—home visit, contacts, etc.

Follow Attendance Procedures and file documentation

Report all withdrawals and new enrollment for the month.

L

(d) Director’s Monthly Reports:

The Head Start Director will gather all component reports on the second working day of the month.
Each component coordinator will provide the Director with specific information on any action
plans for areas of concern. All issues needing program-wide action will be addressed during the
Head Start Management Team Meeting on the first Tuesday of the month. Decisions concerning
actions needed will be made on an individual basis and follow up will be reported to the team at the

monthly meetings.

The Director will compile and summarize the information for submission to the Head Start Policy
Council and the PSS Board of Education. The Director will inform all Managers and Coordinators
concerning any action required 'on the Council or Board level. Managers will inform all site Staff.
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HEAD START PROGRAM Policy 8040
Facilities, Equipment and Transportation

Equipment Maintenance

The CNMI Head Start Program as part of its commitment to maintaining a high quality, safe and
healthy learning environment will routinely sanitize, repair or replace, and procure materials and
equipment. All materials acquired are will be chosen to be safe, accessible, welcoming, comfortable,
age-appropriate, culturally sensitive, and meet the special needs of the students. All staff, volunteers,
and parent/guardians will collaborate to maintain proper materials and equipment in the Head Start

centers.
HEAD START PROGRAM Regulation 8040

Facilities, Equipment and Transportation

Equipment Maintenance

(a) Site Materials and Eqilipment:
Each Site Manager will maintain an inventory of:

Classroom materials—i.e. books, puzzles, blocks

Consumable classroom supplies—i.e. construction paper, glue, crayons
Educational equipment—i.e. trikes, climbers

Nutritional equipment—i.e. flatware, dishes, serving utensils

Office equipment—i.e. computer, fax, desks

Office consumable supplies—i.e. copy paper, ink cartridges

SR

A copy of the inventory shall be sent at the beginning of the school year to the Head Start Director. |
The Site Manager shall update the inventory as new materials are acquired.

The staff at the end of the school year shall review the inventory. All non-consumable materials and
equipment shall be accounted for before staff members are signed out at the end of the school year.

Education Staff will check all classroom materials on a daily basis and remove soiled or damaged
materials. All classroom materials currently being used will be sanitized at the end of the week
using a solution of _ teaspoon of bleach in 1 quart of cool water. All materials will be sanitized
before being stored after classroom use.
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Regulation 8040
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Food service equipment will be washed and sanitized after every use. Wash dishes in warm, soapy
water to remove all food particles; rinse in warm water; rinse again in a tubful of water with 1
teaspoon of bleach added. Tables will be sanitized before each meal using Sanitizing Solution or a
teaspoon of bleach to 1 quart of cool water in a spray bottle (must be mixed fresh each day).
Garbage will be removed and tables sanitized after each meal served.

The inventory list will be used as a tool for the ordering of materials.
(b)  Office Materials and Equipment:
The Administrative Assistant will maintain an inventory of:

1. All office equipment—i.é. computers, fax, desks
2. All office consumables—i.e. copy paper, in cartridges, pens and pencils
3. Nutritional equipment—i.e. refrigerator, dishes

The inventory will be updated as'new materials and equipment are acquired and as consumables are
used. The inventory list will be used as a tool for the ordering of new materials.

All staff, volunteers, and HPC Members will take responsibility for maintaining shared materials
and equipment. Meeting rooms will be tidied, garbage removed, tables sanitized, and all dishes/food
equipment will be washed and stored after every meeting.

(c) Special Education Materials and Equipment:

The Special Education Staff will inventory all Special Education Materials and Equipment
purchased through Head Start Funding but not stored on site. The inventory will be updated as
materials and equipment are purchased. The Special Education Coordinator will maintain the
inventory list, provide a copy to the Head Start Disabilities Coordinator, and report condition of
materials and equipment to the Disabilities Coordinator at the end of the school year. The Special
Education Staff will take responsibility for sanitizing all materials on a weekly basis when in
constant use and before placing in storage.

(d) Facility Maintenance:'

The Maintenance staff will clean all Children’s bathrooms daily. Cleaning will include:
Removal of garbage and replacement of liners
Sanitizing all porcelain and chrome

Scrubbing of toilet bowls
Sweeping and mopping of floors

PN -
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Maintenance staff will provide basic cleaning to each classroom daily. Cleaning will include:

1. Removal of garbége and replacement of liners
2. Sweeping and mopping of floors
3. Vacuuming all carpets

Classrooms will be thoroughly cleaned and repaired during the summer break. Prior to the break,
Education Staff and Site Managers will:

1. Determine the need for painting in their center and report to the Head Start Director.

2. Determine any major repairs needed and report to the Head Start Director.

3. Clean, inventory, and store all materials and equipment; order replacements if
necessary; give report to Education Coordinator

4. Remove all decorations from walls, ceilings, and windows

During the summer break, the Head Start Director will contract out needed repairs, cleaning
services, and painting. During break, contractors will:

1. Maintain the Head Start grounds, mowing and trimming as needed

2. Paint walls if necessary

3. Make major repairs to facility if needed

4, Clean all carpets '

5. Buff all linoleum floors

Refer to Materials and Equipment Ordering Policy and Procedure
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HEAD START PROGRAM m!g 8050
Famjly and Child Services

Recruitment and Selection

To ensure that the Head Start Program serves eligible children and families, enrollment wiill be
prioritized based on needs. Recruitment will be ongoing and a waiting list will be maintained of all
eligible children to prevent lapses in enroliment. A minimum of teo percent of enrollment
placements will go to children with disabilities.

HEAD START PROGRAM Regulation 8050
Family and Child Services

Recruitment and Selection

(a)  Active recruitment will take place six months prior to the beginning of the school year.
Activities will include, but are not limited to:

Canvassing the community

News releases on TV, radio, and in newspapers
Referrals from public and private agencies
Referrals from current Head Start families

PN~

(b)  Application packets will be prepared and available at all Head Start centers. Staff will be
available to assist families with filling out the application forms. All forms completed will
be sept to the Central Head Start Office to the Social Service Coordinator.

(c)  Incompiete applications will be followed up by a letter and/or phone call to the family.
Assistance in completing the application will be offered by staff.

(d)  Four months prior to the beginning of the school year, the Social Service Coordinator will
prioritize the completed applications based on:

Income eligibility of the family

Child disability

Suspected child disability

Age of child

Family risk factors

Family needs as identified through the Community Assessment
47
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7. Current enrollment in Head Start
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(2)

(h)

@

©)

k)

Refer:;

Regulation 8050
Page?2

Enrollment age will be based on the Board of Education policy and standard of August 31+,
Children turning four years old by August 31= will be given priority over three year old
children. If enrollment is not met one month prior to the beginning of the school year
eligible three year olds will be enrolled.

Children enrolled as three year olds will be re-enrolled for the next school year. All relevant
forms will be updated with the family.

Famiilies of enrolled four year olds that are unable to enroll in Kindergarten can petition for
re-enrollment in Head Start. A petition letter will be reviewed and approved or disapproved
by the Head Start Policy Council and Director. Approval or disapproval will be based on:

e Space available one month prior to the beginning of the school year
e Income eligibility of the family

Ten percent of the enrollment slots will be set-aside for children with disabilities. If the ten
percent is not met, recruitment of special needs children will be pursued. Children
diagnosed with a d1sab1hty after enrollment in Head Start will be counted as part of the ten
percent.

The Social Service Coordinator will maintain a waiting list. The list will include all qualified
applicants that exceed the enrollment number and whose needs are determined to be less
severe. The waiting list will prioritize applicants using the same criteria as for initial
selection. When new applications are received after enrollment is reached, the new
applicants will be placed on the waiting list based on selection criteria. Enrollment will not
be on a “first come, first served” basis.

When a vacancy occurs, the Site Manager will inform the Social Service Coordinator. The
Social Service Coordinator will enroll the next qualified family for that site from the waiting
list. Vacancies will be filled within 30 calendar days unless there are less than 60 calendar
days of service remaining. If a vacancy cannot be filled, the Social Service Coordinator will
document recruitment efforts and any other activities to fill the vacancy and report to the
Head Start Director. Family members will not be assigned to teach related children unless
no other opening is available and placement is agreeable to all parties involved, i.e.
Parents/guardians, Teaching Team, Site Manager, and Head Start Director.

The Social Service Coordinator will report the status of enrollment and waiting list on a
monthly basis to the Héad Start Director.

Children’s Attendance Policy & Procedure
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HEAD START PROGRAM Policy 8051
Family and Child Services

Physical Examination

To ensure preventive and primary health care that helps promote healthy development and identifies
potential problems that can be addressed early to improve health outcomes of children, the Head
Start Program in the CNMI requires that all children ages 3-5 enrolled in Head Start have a
physical examination from a licensed physician prior to entering the school for the first time.

HEAD START PROGRAM Regulation 8051
Family and Child Services

Physical Examination

(a) All children ages 3-5 enrolled in Head Start must have a physical examination from a
licensed physician prior to entering the school for the first time. A determination from a
health care professional is obtained to assess whether a child is up-to-date on a schedule of
age appropriate preventive and primary health care. This schedule incorporates the well
childcare standards utilized by the Early and Periodic Screening, Diagnosis and Treatment
(EPSDT) Program in CNMI (see EPSDT Screening Guidelines). At the time of
enrollment, a physical examination is required that is dated close to the current age of the
child in accordance with: the well child schedule. For ages 3-5, physical examinations
performed within one year prior to the date of school entry are acceptable for enrollment

purposes.

(b)  Head Start may require any student to be examined by a physician for the purpose of
determining whether the student is afflicted with a contagious or infectious disease or have
the liability of transmitting the disease. Head Start may also require certification from a
physician indicating a student’s fitness to participate in specific educational programs of
extra-curricular activities.

(¢ Refusal on the part of parent/guardian to obtain the required examination and to submit the
certification indicating freedom from contagious or infectious disease may result on student
exclusion from school. ‘ Students may be excused from engaging in required educational
activities upon proper certification from a physician advising the school of a particular
restriction.

(d) All costs of physicai or'other examinations shall be at the expense of students unless
otherwise specifically mandated by law.
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(e)  Procedures:

1. At the registration sites or initial visit with parents during recruitment, the Family Advocate
(FA) gives a list of Head Start Program health requirements. The “Child Health
Record, Form 3, Screenings, Physical Examination/Assessment’, “Child Health
Record, Form 4, Immunization” and the “Child Health Record, Form 5, Dental
Examination” are also given.

2. The FA explains the health requirements and encourages families to complete requirements
as soon as possible.

3. The FA assists the parents in acquiring medical insurance and/or a medical provider if
needed.

4. When the physical examination and immunization records are received, the FA checks to

see that the child’s name, date of birth (DOB), parent’s name, phone and address are
completed on the forms.' The FA forwards the records to the assigned staff or Health
. .~--Manager) for review and approval.

5. The FA and Site Coordinators review the records for completeness and conducts a
follow-up with a “Physical Exam/Immunization Letter to the Parents” and/or a
licensed physician as needed and returns all records to the FA in a timely manner (about 1
week). If there is no response or the family is not corpliant, the Site Coordinators
documents this, the FA i$ notified and the child is placed back on the waiting list. The staff
makes all attempts to assist the family in completing requirements.

6. When a child is enrolled, the Health Manager reviews records, identifies any health needs
and initiates the “CPLUS Activity/Service Delivery Tracking” (ASDT) form to ensure
that the child’s health needs are met. Referrals for Health Services are made as needed on
the “Referral for Health Services” form.

7. The staff encourages continuance of appropriate well childcare for 3 years-olds repeating
Head Start the following year.

8. The staff encourages and assists all families to continue to follow the recommended
schedule of prenatal and well childcare.

(f) Forms:

¥

i

HS List of Health Requirements

CPLUS Activity/Service Delivery Tracking (ASDT)
Child Health Record*Form 3, Physical Examination
Child Health Record' Form 4, Immunization

Child Health Record Form 5, Dental Examination
Referral for Health Sewices
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HEAD START PROGRAM Policy 8052
Family and Child Services

Immunizations

The use of immunizations is recommended to prevent young children from becoming seriously ill
or dying from once common and feared childhood diseases. The recommended immunization
schedule begins during infancy and, with the exception of boosters, is completed during early
childhood.

HEAD START PROGRAM Regulation 8052
Family and Child Services

Immunizations

(@) CNMI Public Law 6-10 section 1163 states that “If the child has not received all of the
required immunization, the parents shall be notified immediately that they are required to
initiate all required immunization for their child within two weeks after the date of such
notice...failure to comply shall be grounds for suspension of the child from school until
immunization standards have been met.”

(b)  Pursuant to CNMI law, every parent of a child shall, at the time of first enrollment of the
child in any Commonwealth public or non-public school and for each subsequent school
year, irrespective of grade level, must provide the school of attendance with proof that the
child has received vision and hearing tests and all of the immunizations required by the
Department of Public Health. Every parent/guardian of a child whose health records show
incomplete tests and immunizations shall be immediately notified of the test or
immunization deficiency.

(c)  Parents are required to initiate all required examinations, tests and immunizations for their
child within two weeks after the date of such notice. Except as provided in 3 CMC Section

1164, failure to comply shall be grounds for suspension of the child from school until the
examination, testing or immunization standards have been met. :
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Procedures:

At the recruitment, the Head Start Staff (HS) staff gives a list of requirements that describes
the Health requirements of the CNMI Head Start. ‘“Form 3, Screenings, Physical
Examination/Assessment, Form 4, Inmunization, Baby Inmunization Record, and

Health Certificate” are also given.

The HS staff/Family Advocate (FA) explains the health requirements and encourages the
families to complete requirements as soon as possible.

The FA assists the parents in acquiring medical insurance and/or a medical provider if
needed.

If the family chooses not to receive immunizations for personal reasons, a “Request for
Exemption from Immunization and stated reasons” form is filled out and signed by all
appropriate parties.

When the physical examination and immunization records are received, the FA checks to see
that the center, child’s name, date of birth (DOB), parent’s name, phone and address are
completed on the forms. The FA forwards the records to the Health Manager (HM) for
review and approval to ensure that all health requirements have been met.

The HM reviews the records for completeness and conducts a follow-up with a “Physical
Exam/Immunization Letter to Parents” and/or with a licensed physician as needed, and
returns all records to the FA in a timely manner (about 1-week). If there is no response or
the family is not compliant, the assigned staff documents this, the FA is notified and the
child is placed back on the waiting list. The staff makes all attempts to assist the family in
completing the requirements.

When the child is enrolled, the HM monitors children who are current and in compliance
but have yet to receive all of the immunizations required for their age. The HM initiates the
“CPLUS Activity/Service Delivery Tracking” (ASDT) form to ensure that the child’s
health needs are met.

The Teacher files the “Child Immunization Records” forms or the “Request for
Exemption” form in the child’s classroom file and utilizes the “Health Data Tracking
Instrument (HDTT) form to record and track information.

The Teacher keeps a copy in the classroom file of any updated immunization records
received from the parents, and forwards the records to the HM for review and recording in

the main file.
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10.  The staff encourages and assists all families to continue to follow the recommended
schedule of well childcare.

11.  Head Start FA provides the school year roster to the Public Health Nurse and Immunization
Division at Public Health Clinic to use for verification of that all children enrolled in the
Head Start Program have complied with the immunization requirements on the
recommended schedule of well childcare.

12.  For transition into kindergarten, the staff informs parents of further immunization
requirements in May of the current school year. '

(e) Forms:

Physical Exam/Assessment/Form 4, Immunization
Child Immunization Record/Health Certificate
Physical Exam/Immunization Letter to Parents
Health Data Tracking Instrument

Request for Exemption from Immunization
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HEAD START PROGRAM Policy 8053
Family and Child Services

Detection of Anemia

Because Anemia is the most common blood disorder of infancy which can be reversed with early
treatment (i.e. iron supplement), the Head Start Program will assist families to address this problem.
Common symptoms of anemia include muscle weakness and tiredness. Anemia is defined by
hemoglobin level below 11gm or HCT is less than 34% and is determined by a simple blood test.

HEAD START PROGRAM Regulation 8053
Family and Child Services

Detection of Anemia

(a) Procedures:

1. The Public Health Nurse (PHN) assists families in obtaining hemoglobin results of children
3-5 years of age if there are no results recorded on the “Child Health Record Form 3,

Physical Exam.” Form.
2. Children 3-5 years of age obtain screening from their Public Health Clinic Lab.

3. During recruitment/enrollment, the PHN records the hemoglobin result on the “Child
Health Record Form 3, Physical Exam” form when the result is obtained from the Public

Health Clinic.

4. The PHN records any hemoglobin result on the Public Health record book for hemoglobin
result. PHN refers the child with abnormal results to the PH pediatrician for Medical

Services.

5. The Health Manager reviews records, identifies any abnormal results and initiates a
“HSFIS Activity/Service Delivery Tracking” (ASDT) form to ensure that the child’s health
needs are met.

6. The Health Manager delivers the “HSFIS Activity/Service Delivery Tracking” (ASDT)
form to Site Managers for teachers to disseminate and collaborate with parents the medical
services needed.

7. The Teachers will record the services and follow-up information gathered from parents and
observation of the child’s eating habit at home and at school meals.
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8. The Teachers records the date of the hemoglobin test on the “Health Data Tracking
Instrument” (HDTI) form.

(b) Forms:

Consent for Release of Information

CPLUS Activity/Service Deliver Tracking (ASDT)
Child Health Record: Form 3, Screening/Assessment
Child Health Record: Form 6, Nutrition (No. 13)
Health Data Tracking Instrument

Referral for Health Services

t88838ss

56

COMMONWEALTH REGISTER VOLUME 25, NUMBER 8 September 18, 2003 PAGE O 2 1 1 6 7



HEAD STARTPROGRAM Policy 8054
Family and Child Services

Attendance

To promote the optimum learning experience for all Head Start children, regular and consistent
attendance of all children will be encouraged. Families will develop the skills and resources needed
to ensure their child’s attendance in Head Start.

HEAD START PROGRAM Regulation 8054
Family and Child Services

Attendance

(@) Upon enrollment, families will be informed of the importance of consistent attendance for
their child’s growth and development. Efforts will be made to assure that families use
available resources for transportation to and from Head Start. Staff will provide families
with copies of class schedules, class calendars, newsletter, etc. to keep them updated on their
child’s classroom activities and special events. Families will also be asked to contact the
program concerning any absences.

(b) An attendance list will be printed prior to the first day of class by the Site Manager and
given to the Lead Teacher. The Lead Teacher is responsible for documenting daily
attendance, excused absences, unexcused absences, tardiness, early dismissals and late pick-

ups.

(c) When a child is absent without notification from the family, the Lead Teacher will attempt to
contact the family and document the reason for the absence and the projected return date.
When a child misses three or more days within one week or three consecutive days, the
Lead Teacher will contact the family. If unable to contact the family, the Lead Teacher
and/or Site Manager will make a Home Visit. If unable to complete a Home Visit, the
emergency contact numbers will be used to determine reason for the absence.

(d) All contacts or attempts to contact and Home Visits or attempted Home Visits will be
documented in the family file. When a family is contacted and a problem is identified that
prohibits the child from attending, a plan will be developed with the family. The Education
Staff, Site Manager, and appropriate component coordinator will be available to develop the
plan with the family. If a child is absent for fifteen (15) consecutive days and staff has not
been able to make contact, the Site Manager will draft a letter to the Head Start Policy
Council for removal of the child from enroliment in the Head Start Program.
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(e) The Policy Council will be given the documentation of contact attempts, attendance history
and any other pertinent information. The Policy Council will vote to remove the child or to
have the staff make further attempts to contact the family. If the child is removed, the Site
Manager will send a letter to the family informing them of the removal. The Social Service
Coordinator will enroll another child from the waiting list to replace the removed child
within thirty (30) days of the HPC approving of the removal.

(D Site Managers will be responsible for monitoring the overall attendance at their sites. Site
Managers are responsible for maintaining full enrollment at their centers with attendance
above at least 85% of enrolment. When the monthly average attendance drops below 85%,
the Site Manager will make sure that the reasons for absences are documented and any
chronic absenteeism is addressed. All attendance concerns will be reported to the Education

Coordinator each month.
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HEAD START PROGRAM Policy 8055

Family and Child Services

Family Partnership Agreement

It is the policy of the Head Start Program to encourage families to be more involved in the Head
Start Program, to become Self-sufficient and to have improved relationships with other agencies, the

Head Start staff and families will participate in a Family Partnership Agreement to develop family
goals. Head Start will guide, support and encourage families in pursuing their goals.

HEAD START PROGRAM Regulation 8055
Family and Child Services
Family Partnership Agreement

(@  Upon Enrollment and again at orientation, families will be provided with information
regarding services available. Each family will be given information on:

1. Resource Books-
2. Workshops

3. Literature i
4. Home Visits

5. Media

(b)  The Site Manager, Parent Involvement Manager, and Social Service Coordinator will
collaborate to ensure families receive pertinent information. The Social Service Coordinator
is responsible for monitoring of services.

(c) Within one to two months of enrollment, a Family Partnership Agreement conference/home )
visit will be conducted with each enrolled family. Site Managers, Teachers, Health
Coordinator, and Social Service Coordinator will collaborate with families to conduct all
FPA conferences. Using the FPA form, the responsible staff will assist families in listing:

1. Family Strengths and Support Systems

2. Areas for Growth

3 Strategies for Achieving Goals, including time-lines, responsibilities, and referral
information !
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(d) Upon completion of the FPA conference, the service team will review the information and
determine tracking and monitoring strategies. A follow-up checklist will be placed in the
family file to assist in tracking. All staff will participate in follow-up activities by providing
support, information, and inquiring into progress. All follow-up activities will be
documented in the family file and reported to the Social Service Coordinator in monthly
reports. ‘
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HEAD STARTPROGRAM Policy 8056
Family and Child Services
Individual Learning Plans

To provide an enriching learning environment and support families as the primary educators of their
children, each Head Start child will have an individual learning plan.

HEAD START PROGRAM Regulation 8056
Family and Child Services

Individual Learning Plans

Development of Individual Learning Plans:

Education staff and families will collaborate on development of an Individual Learning Plan (ILP)
for each child enrolled in Head Start. Both parties will gather and share information concerning the
child’s strengths and needs in all developmental areas.

(a) Education staff will be responsible for:

1. Completing of all required screenings within 45 days of enrollment.

2. Assessing the results of screenings and determining the need for referrals; contacting
families to share rqsults and complete required referral forms; and confirming that
referrals are completed within one week.

3. Observing and documenting children’s performance in the classroom.

4. Completing the Creative Curriculum checklist based on observation.

5. Compiling examples of children’s work in Child Portfolios.

6. Reviewing the Individual Education Plan (IEP), when applicable, to be supported by
the Individual Learning Plan.

7.  Scheduling a Parent/Teacher Conference with each family to develop the ILP.

8.  Assuring that families actively participate in the development of the ILP and sign the
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9.  Suggest activities that support the ILP goals that may be conducted at the child’s
home. . '

(b)  Families will share their goals for the child with at least one ILP goal being directly from
the family.

(¢)  Individual Learning Plans will:
1.  State the child’s skill levels, including strengths.
2. List at least three, but no more than five goals for each child.
3.  Beupdated with the next step in the developmental sequence as children meet goals.
4. Be updated with families at each Home Visit or Parent/Teacher Conference.
(d) Integrating the ILP into the Curriculum:

Education staff developing the weekly Lesson Plan will use information from each child’s ILP.
Integration and lesson planning shall include:

A. Completing and the Individualizing Planning Profile form as ILPs are completed and update
after each ILP update. Add areas that are addressed in IEPs. This will provide information
on all children’s goals in one location for quick reference. This form will be kept in a
confidential location whén not in use and shredded at the end of the school year.

B. Plan activities to support children’s goals and document on the weekly lesson plan. Plan at
least one activity per child per week. Activities may be planned to meet the goals for
more than one child. Activities may be planned for all parts of the day: meals, group times,
transitions, free-choice time, outdoor time, etc.

C. Document children’s participation in planned and unplanned activities that support their
goals. File observation notes in the Education Section of the family file.

D. Collect samples of children’s work for Child Portfolio.

See Screening Policy and Procedure, Transition Policy and Procedure, Referring Children for
Assessment Policy and Procedure
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HEAD START PROGRAM Policy 8057
Family and Child Services
Mental Health Services

Anticipating and understanding a child’s behavior and development helps staff and respond in a
manner more likely to enhance a child’s development. Mental wellness is a vision that is embraced
by Head Start. An understanding of the concept mental wellness and the contribution that mental
health information and services can make to the health of children and families can be achieved
through collaborative relationships among children, families, staff, mental health professionals and
the larger community. Issues related to mental health may be sensitive for many families and will
be approached with care.

HEAD START PROGRAM Regulation 8057
Family and Child Services
Mental Health Services

Procedures:

(@)  During enrollment, the Fémily Advocate (FA) gathers information about a family through
interviews and, a review of records. Information about mental health issues may be shared
with the families during this process. Any mental health needs of the family are recorded
on to the “Child Plus Strengths and Needs Assessment’ form.

(b)  During the initial home visit, the teaching staff gathers information about the family through

interviews and review of records. The parents and teaching staff fill out and discuss the
“Developmental Questionnaire Survey’ form that covers a variety of topics about the

child including:

1. developmental and cognitive phases, and typical behavior or concerns associated
with each phase.

2. the child’s special interests, needs and strengths.

3. any changes in the child’s behavior, mood or physical appearance, which may reflect -
recent experiences.

4. any information on health conditions that may influence the child’s behavior, and

5. any concerns from the parents about physical development, learning, speech and/or

emotional health.

(c)  The teacher initiates a form “Child Plus Mental Health Evaluation” form and a
“Child Plus Activity/Service Delivery Tracking” (ASDT) form (for behavioral
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concerns only) if indicated on the “Developmental Questionnaire Survey” form.
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(d)  The teacher and Site Coordinator develop a plan and time frame to monitor any behavioral
or developmental issues of the child, once environmental accommodations and/or specific
teaching strategies are implemented.

(e) If concerns persist after reassessment, the Teacher consults with the Site Coordinator and, if
appropriate, shall refer the child to the PSS Special Education Program (SPED) for
Evaluation.

6] Once referred to SPED, the Head Start Mental Health Consultant shall work with SPED to
ensure that the proper special education procedures and laws are followed for identifying
the students needs and allowing for parent’s participation in the process.

(g)  The staff continues to gather and share information about a child’s behavior and
development or circumstances that may affect a child’s behavior and development. This can
occur through formal and informal opportunities such as parent meetings, conferences,
home visits, etc.

(h)  The staff provides training opportunities and information for parents about parenting, which
could include child development and age-appropriate behaviors, mental wellness, and access
to community mental health resources. Training and information sharing occurs through
discussions, demonstrations, workshops, encouragement of parent involvement in the home
and classroom.

)] Forms:

Child Developmental Survey

CPLUS Activity/Service Delivery Tracking (ASDT)
CPLUS Mental Health Evaluation

CPLUS Strengths and Needs Assessment
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HEAD STARTPROGRAM : Policy 8058
Family and Child Services

Behavior Management

The CNMI Head Start emphasizes the use of discipline instead of punishment in the classroom.
Staff will strive to establish trust with children and promote children’s growth toward self-discipline
as part of the Head Start curriculum.

HEAD STARTPROGRAM Regulation 8058
Family and Child Services

Behavior Management

(a)  To prevent behaviors that disrupt learning, teaching teams will establish a safe, healthy
learning environment that promotes self-discipline. The guidelines to consider are:

1. The developmental needs of the class—teachers will use the class list to plan for age
appropriate materials, schedules, and activities

2.  The classroom design and layout—teachers will plan for a balance of quiet and noisy
activity areas; no opén areas for running or concealed areas for hiding; furniture
appropriate for child use; use of labels and child-friendly storage of materials; only safe
furniture and materials in the environment; clearly defined boundaries for play

3. Monitoring of children—teachers will plan that children have adult supervision at all
times from arrival to pick up

4.  The class schedule—teachers will plan a minimum of one hour child-initiated activity
time; group times not to exceed 15 minutes; a minimum of transitions and waiting time
for children

5.  The behaviors to be modeled—teachers will plan for cooperation and use of respectful
language in the classroom, including “please” and “thank you”; teachers will use the
children’s names when addressing them and encourage children to use each other’s
names; teachers will act respectfully to all persons while in contact with children and
families

6. Classroom rules will be developed and taught—child participation in setting rules will
take place when feasible.

!
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(b) At no time will physical (corporal) punishment by any adult be allowed on Head
Start premises. Techniques that are appropriate include:

Redirection

Verbal reminders

Natural consequences-—“if, then”

“Thinking Time” to reflect on behavior and self-calming.

PO

© When there are group misbehaviors, the teaching team will implement the following
procedures: = '

1.  Observe the behavior and note where and when it happens, who is involved, and what
happens immediately before and after the behavior.

2. Reassess the environment: What is promoting the behavior? Make needed changes.

Reassess the adult interaction: are behaviors due to lack of monitoring, unclear

directions, too many directions, or developmentally inappropriate expectations? Meet as

a team to plan needed changes.

4.  Try your new strategies for one week. If there are no positive changes, request an
observation from a Mentor Teacher, the Site Manager and/or Education Coordinator.

w

(d  When an individual child displays ongoing difficult behaviors, teachers should complete the
following:

1.  Observation. Observe the behavior and note where and when it happens, who else is
involved, and what happens immediately before and after the behavior.

Reassess the environment: What is promoting the behavior? Make needed changes.
Documentation: mapping; other measurements of behaviors

Use different techniques/methods; trial and error.

Request an outside observation from the Site Manager and/or Education Coordinator
Talk to parents; informal conference; set goals; get feedback

Complete behavioral screening

Conference with parents.

XN AW
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HEAD START PROGRAM Policy 8059

Family and Child Services

Food Safety and Sanitation

The purpose of this policy and régulation is to promote food safety and sanitation measures that are
designed to protect the health and safety of students, staff and parents. The office of Environmental

Health Services and Sanitation Department will conduct inspection of all Head Start centers, and
vendors serving food to Head Start students to assure that food sanitation standards are met. The
Food and Nutrition Services will also be inspecting the food served at each Head Start center to

ensure that the children are receiving proper amounts of nutritional meals.

HEAD START PROGRAM ' Regulation 8059

Family and Child Services

Food Safety and Sanitation

Procedures:

(a) The teaching staff shall follow the following guideline/procedures on food safety:

1.

2.

5.

6.

Food comes from the approved vendors.

Food is deliveredlin food can'icrs (CAMBRO).

Food temperature is checked daily and recorded

Food storage (refrigerator) temperature is checked daily and reported.
Food delivered to centers conforms to the established menu.

Meal counts are completed daily and recorded.

(b)  The teaching staff shall féllow these guidelines/procedures régarding personnel:

1.

2.

Health certification for anyone handling food must be on file.

Staff Food Handler training and certification must be on file.
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3. Individuals who have flu, cold diarrhea, heavy cough or any infectious or
communicable conditions shall not handle any food.

4. Individuals with open cuts or sores should not prepare or serve food. If these
individuals must prepare food, the open cut or sore must be covered with a bandage.
Also gloves are required to be worn over bandaged cuts or sores when handling food.

5. Hands must be thoroughly washed before and after preparing food and after each
visit to the restroom.

6. All individuals handling food must wear clean clothes and have their hair tied back
and wear hairnets.

7. All individuals handling food must wear sanitize plastic glove during food serving.

()  The teaching staff shall follow these gmdehnes/procedures regarding food eqmpment and
utensils:

1.

Naw

e

10.
11.

12.
13.

The staff will designate a proper eating area if a cafeteria is not available at the
center. The area is cleaned with soapy water and sanitized with the sanitizer or
bleach solution.

A food preparation area is designated, all food preparaﬁ(;n is done before children
arrive. ,

For utensils (knives and cutting boards), all food particles are scraped and
scrubbed, soaked in warm soapy water, and sanitized in a solution of 1 tablespoon
bleach per gallon of water. The surface area is air dried,

without rinsing or wiping. After any activity in the sink (tooth-brushing),
cleaning paintbrushes or washing dishes), the sink is cleaned with soapy

water and rinsed, then sprayed with the bleach solution.

The refrigerétor is stocked with only what is needed for breakfast, lunch
and snacks for the week.

N

If a spill needs to be cleaned up, paper towels are used and then discarded
Immediately. Dishtowels or sponges are not to be used.

Ttems such as utensils and cutting boards are stored in an area where they
cannot be contaminated.
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14, Family style serving utensils (tong, scoop, ladle, plastic square/round)
15.  will be soaked in warm soapy water with bleach, rinsed, and dried with dishtowels or
paper towels and stored in a clean area free of dust and contaminants.

16.  Single service articles such as paper plates, napkins paper cups,
17.  spoons, forks or knives are not to be reused.

' 18.  The hand-washing sink is kept clean at all times. quu1d soap (not bar soap)
19. and paper towels are available at all times.

20.  All garbage cans have a cover. The garbage cans shall be emptied each day after all
meals. The garbage can is washed out and sanitized inside and out as needed.

(d)  The teaching staff must follow these guidelines/procedures for insect, rodent and
animal control:

1. No animals are allowed to roam/fly in the food preparation/eating service
area. '

2. Visible signs of infestations (for example: insects, rodents droppings, smear marks, or
grease marks) are reported to the Program Manager. -

3. Screens are used and doors are closed whenever possible to keep the flies
from entering the food area and food is covered or wrapped in plastic wrap.

4. Garbage is placed far away from the door. Food is not left sitting out, especially
uncovered.

()] The teaching 'staff shall follow these procedures regarding other sanitation issues:

1. The ﬂoors, walls and ceilings are kept clean to prevent dust and things from ceilings and
walls can fall into food.

2. Non-toxic (cleaning) supplies shall be used and must not be are stored by food or
utensils: Such items are properly labeled. Cleaning products must be stored separate
from products or'supplies used by the children (example: paper plates, cups,
toothbrushes etc ) and shall be properly labeled.

3. All left-over foods (uneaten) and plate-waste foods (partlally eaten or “slop”
are discarded.
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3. Individuals who have flu, cold diarthea, heavy cough or any infectious or
communicable conditions shall not handle any food.

4. Individuals with open cuts or sores should not prepare or serve food. If these
individuals must prepare food, the open cut or sore must be covered with a bandage.
Also gloves are required to be worn over bandaged cuts or sores when handling food.

5. Hands must be thoroughly washed before and after preparing food and after each
visit to the restroom.

6. All individuals handling food must wear clean clothes and have their hair tied back
and wear hairnets.

7. All individuals handling food must wear sanitize plastic glove during food serving.

(c)  The teaching staff shall follow these guidelines/procedures regarding food equipment and
utensils:

1. The staff will des_ignate a proper eating area if a cafeteria is not available at the
center. The area is cleaned with soapy water and sanitized with the sanitizer or
bleach solution.

2. A food preparation area is designated, all food preparation is done before children
arrive.

For utensils (knives and cutting boards), all food particles are scraped and
scrubbed, soaked in warm soapy water, and sanitized in a solution of 1 tablespoon
bleach per gallon of water. The surface area is air dried,

without rinsing of wiping. After any activity in the sink (tooth-brushing),
cleaning paintbrushes or washing dishes), the sink is cleaned with soapy

water and rinsed then sprayed with the bleach solution.

W

NSaw

The refrigerator is stocked with only what is needcd for breakfast, lunch
and snacks for the week.

)

\© 00

10.  If a spill needs to be cleaned up, paper towels are used and then discarded
11. Immediately. Dishtowels or sponges are not to be used.

12.  Items such as utensils and cutting boards are stored in an area where they
13.  cannot be contaminated.

70

COMMONWEALTH REGISTER:'_ VOLUME 25 NUMBER 8  September 18,2003 PAGE ()21 181



Regulation 8059
Page3

14. Family style serving utensils (tong, scoop, ladle, plastic square/round)
15.  will be soaked in warm soapy water with bleach, rinsed, and dried with dishtowels or
paper towels and stored in a clean area free of dust and contaminants.

16.  Single service articles such as paper plates, napkins paper cups,
17.  spoons, forks or knives are not to be reused.

' 18.  The hand-washing sink is kept clean at all times. Liquid soap (not bar soap)
19.  and paper towels are available at all times.

20.  All garbage cans have a cover. The garbage cans shall be emptied each day after all
meals. The garbage can is washed out and sanitized inside and out as needed.

(d)  The teaching staff mﬁst follow these guidelines/procedures for insect, rodent and
animal control: '

1. No animals are allowed to roanv/fly in the food preparation/eating service
area.

2. Visible signs of infestations (for example: insects, rodents, droppings, smear marks, or

grease marks) are reported to the Program Manager.
}

3. Screens are used and doors are closed whenever possible to keep the flies
from entering the food area and food is covered or wrapped in plastic wrap.

4. Garbage is placed far away from the door. Food is not left sitting out, especially
uncovered. :

(e The teaching staff shall follow these procedures regarding other sanitation issues:

1. The floors, walls and ceilings are kept clean to prevent dust and things from ceilings and
walls can fall into food.

2. Non-toxic (cleaning) supplies shall be used and must not be are stored by food or
utensils. Such items are properly labeled. Cleaning products must be stored separate
from products or'supplies used by the children (example: paper plates, cups,
toothbrushes, etc.) and shall be properly labeled.

3. Allleft-over foods (uneaten) and plate-waste foods (partially eaten or “slop”
are discarded.
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(f)  The teaching staff follows these guidelines/procedures regarding foods served/shared through
Head Start:

1. Care will be used to ensure the health and safety of all children while they are in our
care.

2. The only foods that are served by Head Start are meals prepared by approved Vendors.

3. Children refused to eat school lunch cannot take shared lunch home, because there may
be a risk of food poisoning

4. Food prepared (partially or totally) at home by parents, families, friends, staff, etc. is ndt
to be served, shared or sanctioned by Head Start.

5. The Manager or Nutritionist must approve all potential food donations.

6. Parents will be informed of foods accepted as donations and that those foods are not
from Head Start funds.

7. Food donated must conform to dental and nutrition guidelines. Example: fresh fruits,
vegetables, crackers, and cereal. Donations of high sugar, high fat content foods such as

birthday cakes and cookies are not permitted.
(g) Forms:
e Food Safety & Sanitation Observation

e Daily Food Temperature, Refrigerator, Equipment Log Sheet
e Meal count log sheet
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HEAD START PROGRAM Policy 8060
Family and Child Services

Nutritional Services

In Head Start the aspect of healthy growth and development is crucial to meet each child’s
nutritional needs, feeding requirements and feeding schedules. These nutritional needs and
requirements are met by serving a variety of healthy foods. including breads and other grain
products, vegetables, fruits, meat and meat alternatives, milk and milk products. The USDA Food
Guide Pyramid provides a basis for determining the kinds and amounts of the food groups to be
eaten each day. Through careful meal planning, cultural, religious, ethnic, personal food preferences
and health accommodations for meals will be honored.

HEAD START PROGRAM Regulation 8060
Family and Child Services

Nutritional Services

(a) General Procedures:

1. The Nutritionist implements a nutrition program that meets the nutritional needs and feeding
requirements of all Head Start children.

2. The Teaching staff will review each child’s Health Record (N utrition Form 6).

Staff will make request for special meals if necessary.

4. Staff will submit special meals request to their Site Coordinator who will then forward it to
the Education Coordinator who will present it to the Food and Nutrition Services (FNS).

w

(b)  Nutritional Assessment

To encourage health and well being for children and families, Head Start will conduct a nutritional
assessment of children in the Head Start Program. The child’s health record or medical history
record will be reviewed as it contains important information related to the status of the child, which
helps to assess the nutritional status.
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Procedures:

Regulation 8060
Page2

1. During recruitment and/or enrollment, the teachers will meet with the parents to gather
information, through interviews and a review of the “‘Child Health Record Form™ and the
“Form 6, Nutrition” about family eating patterns including cultural preferences, special
dietary requirements for nutrition related health problems, and each child with a disability.

2. During enrollment, the Family Advocate (FA) or the Head Start staff assists families in

completing the “Child Health Record” form 1-10.

3. The FA notifies the Public Health Nurse (PHN), Nutritionist, and/or Special Educator as

needed to make dietary accommodations.

(¢) Forms:

o Child Health Record: Form1-10
e Form 6, Nutrition
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HEAD START PROGRAM Policy 8061
Family and Child Services

Toddler Feeding (Ages 3-5 Years Old)

Believing that the nutritional experiences of pre-schoolers is a reflection of a healthy learning
environment, the CNMI Head Start will follow developmentally appropriate practices in providing
meals in the classroom.

HEAD START PROGRAM | Regulation 8061
Family and Child Services

Toddler Feeding (Ages 3-5 Years Old)

(a) Procedures:

1. During selection, the Family Advocate (FA) assists families in completing the
“CPLUS Child Nutrition Assessment’ form.

2. During selection, the FA or the Head Start staff assists families in completing the
“Dietary Assessment” form.

3. During selection, the FA or the HS staff assists families in completing the “CREES
Parent Education Enrollment” form.

4, The teaching staff uses the “Daily Log” form to communicate with parents
regarding:
A. Current feeding schedules
Amounts and types of food provided
Meal patterns
Any new foods introduced
Food intolerances and preferences
- Observations related to developmental changes in feeding and nutrition

T E g QW
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Regulation 8061
Page2

5. The staff communicates with parents about nutritional changes and specific issues
regarding the following:

Weaning'

Appropriateness of different foods at various developmental levels

Child reactions to new foods or to food changes

Ethnic and religious issues surrounding food and meals.

Child’s refusal to eat

Strategies dealing with adverse reactions to various foods

MEYOWp

@) Forms:

Daily Log

CPLUS Child Nutrition Assessment
CPLUS Dietary Assessment

CREES Parent Education Enrollment
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HEAD START PROGRAM Policy 8062
Family and Child Services

Meal Services

Recommended Dietary Allowances (RDAs) are used to establish the nutritional needs of children.
Each child in a part-day center-based setting receives meals that provide 1/3 of the child’s daily
nutritional needs. Each child in a three (3) hours center-based program receives meals that provide
daily nutritional needs. Meal guidelines need to be met by the Head Start Food Program.

HEAD START PROGRAM Resulation 8062
Family and Child Services
Meal Services

Procedures:

(a) The PSS Food and Nutrition Services (FNS) shall arrange for meal service with an approved
vendor for all center-based sites and for parent meetings.

(b) The teaching staff posts current breakfast and lunch menus that are visible to all parents, visitors
and staff, preferably on the parent board.

(c) The FNS with consultation from a nutritionist provides approved cycle menus for vendors to
follow. (See Attached Cycle Menu) Food preparation in the classroom involves only “simple
preparation”, meaning no food preparation using heat (i.e. stove, electric frying pans, toaster
ovens, etc), blenders or meat mixtures.

(d) The teaching staff posts the current “License” of all vendors servicing meals that is visible to
all parents, visitors and staff, preferably on the parent board.

(e) The teaching staff follows breakfast and lunch menus. Food substitutions are kept to a
minimum. If a substitution is made, the teaching staff uses the appropriate and required
alternates in the required amounts.

(f) The teaching staff ensures that breakfast and lunch meal patterns contain the components as
listed in the minimum amounts and available for each child.

(g) The teaching staff ensures that milk is pasteurized, fluid type of whole, low-fat (1%or 2%) skim
or cultured buttermilk that conforms to appropriate standards. All milk should contain vitamins
A and D at levels specified by the Food and Drug Administration (FDA). '
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Regulation 8062
Page2

(h) The teaching staff ensures acceptable juices full-strength, 100% juice, unsweetened (no added
sugar, corn syrup). It must have a FDA Standard for Grade (USDA) or be able to legally
declare that it is a full-strength juice or 100%.

(i) The teaching staff ensures the sugar content of cold cereals should be 6 grams or less. All bread
products must be enriched, fortified, whole grain or whole wheat.

() The teaching staff shall follow these guidelines procedures regarding celebrations such as
birthdays:

1. Birthdays can be a fun opportunity to celebrate a child’s existence. Alternatives to
celebrating birthdays are by making construction paper hats, reading a special poem,
story, having birthday songs, etc. Parents and staff are encouraged to actively
participate in the celebration.

2. Parents/staff are discouraged from bringing birthday cakes, ice cream, cookies,
pastries, candies, and other sweets (homemade or purchased from the store). Other

home-prepared foods are also not allowed.
3. A special atmosphere of celebration at breakfast or lunch can also be planned. For

example: wearing birthday hats, a birthday centerpiece, a votive candle used as a
birthday candle to blow.

(k) The teaching staff shall follow these guidelines/procedures regarding holiday and ethnic
awareness celebrations:

1. Celebrations of traditional and local ethnic holidays and occasions help children
learn and share special customs of their heritage.

2. Parents/family members can demonstrate dances, sing songs, display celebration
objects, discuss fraditions, etc.
3. Due to funding, sanitation, and food safety regulations and restrictions, serving

special holiday and ethnic foods is difficult and requires careful consideration.
Also, sweet dessert-type foods are often highlighted in cultural cooking. Dental and
Nutrition standards may be compromised and children will not learn that the basic
diets of various cultures are usually nutritionally well balanced.
(1) If a child arrives after breakfast is served, the teaching staff offers the child breakfast.
1 ,

(m)The teaching staff logs all meals consumed onto the “CPLUS Attendance and Meals
Tracking/or Meal Counts’ form.

(n) The staff arranges for sanitation inspections of sites as needed.
(0) Forms:
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e CPLUS Attendance and Meals Tracking/or Meal Counts

79

COMMONWEALTH REGISTER ~ VOLUME 25 NUMBER 8  September 18,2003 PAGE (121190



HEAD START PROGRAM Policy 8063
. Family and Child Services

Mealtime

Food-related activities and leisurely mealtimes provide opportunities for the development of positive
attitudes toward healthy foods, for decision-making, sharing, communicating with others and for the
development of muscle control and eye-hand coordination. Children also learn appropriate eating
patterns and mealtime behavior when they observe adult behavior at family style meals.

HEAD START PROGRAM Regulation 8063
Family and Child Services

Mealtime

Procedures:

(a) The teaching staff encourages “quiet time” before a meal to make mealtime a safe, relaxing
and conversation-inducing environment (example; before mealtime, children can lay down
while soft music is playing, children can read a favorite books, etc).

(b)  The teaching staff gives children the opportunity to participate in mealtime activities such as
setting tables, serving themselves and others, and cleaning up.

(¢)  The teaching staff promotes family style meal services to encourage good eating habits at a
young age and to provide a pleasant eating environment that will support and promote
mealtime as a learning experience.

(d)  The teaching staff shall follow these guidelines/procedures regarding family style meal
service:

1. For safety concerns, one adult will supervise each table. If there are not enough
adults to accommodate every table, the tables are arranged, or put together so that
every child is supervised.

Adults are encotiraged to sit and eat the same foods as the children.

If an adult is on a special diet and cannot eat the same foods as the

children, it should be explained to the children.

Adults assure that all components and minimum servings are provided.

Adults encourage conversation that is centered on children’s interests. Mealtime is
an ideal situation for socialization, language stimulation, and getting to know the
children.

w N

Yo~
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Regulation 8063
Page?2

6. Adults discouragé talk about personal dislike of food.
7. Adults set a good example toward acceptance of food served.

The teaching staff integrates mealtime as a part of learning (example fruit circles teach
children about shapes). Some nutrition education goals to consider for the children and

parents.

1. Willingness to taste a wide variety of foods (especially fresh fruits and vegetables).

2. Awareness of the physical and sensory characteristics of food.

3 Knowledge that food is important for life and that a healthy body needs a number of
different foods daily.

4, Ability to distinguish between healthy and unhealthy foods and to know the how’s
and when’s of eating these foods.

5. Realization of the negative consequences of consuming large amounts of sugars,
fats and salt (sodium).

6. Selection and enjoyment of lower sugar, fat and salt foods for meals and snacks.

7 Skills and attitudes that facilitate the consumption of a nutritious diet; tasting, sitting
at table, chewing: food well, eating in a slow and relaxed manner, enjoying and
valuing mealtime:

8. Skills to prepare and serve food: Scrubbing, mixing, tearing and pouring.

9. Acceptance of rules and limits related to eating and cooking consideration of self
and others.

10. An attitude that demands verification of what is said and shown about food on
television; an awareness of the negative aspects of excessive television watching.

11.  Knowledge that people of varied cultures, upbringing and geographic location have
varied eating patterns.

12, Awareness of the many different foods available locally.

13.  Ability to distinguish the sources of many different foods.

14.  Skills and attitudes that facilitate meal planning and grocery shopping on a budget.

The teaching staff encourages, but not forces or bribes children to eat or taste foods. Food
is not used as a punishment or reward. The children are not told that they must eat or taste
everything before they receive seconds, or that they must eat all their vegetables. Positive or
negative reinforcement cannot be used to force children to try new foods (example: if a
Teacher feels he/she is practically begging the child to try their vegetables, the Teacher is
probably not encouraging, but rather forcing the child to eat). ,

Child-sized furniture and appropriate dinnerware and utensils are provided.
Children with disabilitie§ are provided with adaptive techniques and utensils, if needed.

The teaching staff incorporates nutrition education as part of their classroom curriculum.
81
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Regulation 8063
Page3
()] The food and nutrition activities are allowed under the following conditions:
1. The activity conforms to nutrition and dental guidelines.
2. The “Food and Nutrition Activity Lesson Plan” form is filled out and
submitted, and approved by the Nutritionist prior to the date of activity.
k) Forms:

¢ Food and Nutrition Activity Lesson Plan
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HEAD START PROGRAM Policy 8064

Family and Child Services

Administration of Fluoride

To promote consistency of preventive services provided that reflects the intentions of the Head Start
Performance Standards and to strengthen tooth enamel and prevent decay, the Head Start Program
will administers the fluoride supplements to children enrolled for preventive dental treatment.
HEAD START PROGRAM Regulation 8064

Family and Child Services

Administration of Fluoride
-(a) The Head Start Program administers the fluoride supplements to children enrolled for
preventive dental treatment. Systemic fluoride is ingested (swallowed), absorbed and

circulated to developing bones and teeth. It can benefit teeth prior to their eruption, during
their development and after eruption through salivary secretions.

(b) Procedures:

1. The Dental Hygienist provides information and resources to the staff and families
regarding the benefit of fluoride supplements.

2. The staff verifies if fluoride is prescribed by reviewing the “Form 5, Dental Health”
under number (1), is the child now receiving:
3. The staff encourages parents to give fluoride once a day as prescribed.

4. If the child takes at home, he/she will not participate at the fluoride administration in
class. '

(c) Forms:

CHR: Form 3, Screenings, Physical Examinations/Assessment
Fluoride Monthly Report
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HEAD START PROGRAM Policy 8065
Family and Child Services

Dental Services

Preventive dental services and treatment are designed to ensure that a child’s teeth and gums are
healthy, and that dental problems do not affect a child’s overall health. Establishing and
maintaining a dental provider, having regular dental check-ups and follow through with treatment

are all components of good oral health.
HEAD START PROGRAM Regulation 8065
Family and Child Services

Dental Services

(a) To promote good dental health, the CNMIHS will implement the following procedures:

1. During the recruitment, the Site Coordinator (SC) gives out the “Form-4, Dental
Health,” Part I, to be completed by the Head Start Staff at the interview and Part II,
shall be completed by Dental Care Providers.

2. The SC explains the dental health requirements and encourages the families to complete
requirements as soon as possible.

3. The Family Advocate (FA) assists the parents/guardians in acquiring dental insurance
and/or dental provider if needed.

4. When the oral dental health record is received, the SC checks the form for
completeness. If treatment was not completed at the time of enrollment, the FA initiates
a “Child Plus Activity/Service Delivery Tracking” (ASDT) form. The FA
forwards the oral dental health record to the Health Manager for approval.

5. The FA continues to follow-up with the family until any necessary treatment is
completed.

6. The teacher files the “Form 4, Dental Health” in the child’s classroom file and
utilizes the “Program Information Chart” (PIC) form to record and track
information. '
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Regulation 8065
Page2

7. For children 3 years old, a dental screening may be started as early as 6 months old.
This screening is indicated on the “Form 3, Physical Exam/Assessment” at initial
screening, physical examination/assessment. In addition, children this age may have
already established a dentist and have started regular dental check-ups. The staff
obtains dental records and monitors dental check-ups.

8. The staff encourages dental check-ups every six (6) months.

9. If a 3 year-old repeats Head Start, The FA checks to see if a current yearly dental exam
is on file before enrolling the student for next school year.

(b) Forms:

Form 3, Screening, Physical Exam/Assessment

Form 5, Dental Health

Child Plus Activity/Service Delivery Trackmg (ASDT)
Dental Letter to Parents
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HEAD START PROGRAM Policy 8066
Family and Child Services

Emergencies
}

To ensure the safety of children, families and staff; Head Start will maintain updated emergency
information at all sites. Staff will be trained in emergency procedures and teach developmentally
appropriate emergency procedures to Head Start children. Family members and other volunteers

will be provided with information to handle emergencies.
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HEAD START PROGRAM Resulation 8066
Family and Child Services

Emergencies

(a) All staff members will be required to have current First Aid/Child CPR certification within 60
days of hire and will attend First Aid/Child CPR training annually. This training will also be
available to interested Head Start parents/guardians and all consistent volunteers.

(b) First Aid Kits: A readily available, well-supplied first aid kits appropriate for the ages served
shall be maintained at each facility/center and are available for outings away from the site so that

injuries may be attended promptly.

1. Head Start must furnish all classrooms with first aid kits prior to the first day of school.
The kit consists of:

1-First Aid booklet

1-Tweezer

1-Small Scissors

1-Box Knuckle & Finger Bandages

1-Box First Aid Tape (1/2” 5-yd in Dispenser)

1-Tube Bactine Antibiotic (check exp. date before use)

1-Box Gauge Pads 27x2”

2-Pair Health Care Gloves

1-Box First Aid Rolled Gauze

1-Box Antibacterial Bandages (30-ct.) (check exp. date before use)

1-Box First Aid Antibiotic Bandages (20-ct.) (check exp. date before use)

1-Btl. Hydrogen Peroxide (8-fl.0z.)

1-Box Adhesive Bandage 17°x3” (100-ct.)

2. The Teacher maintains the kit and requests for supplies from the HS Health Manager as
needed.

3. The Teacher sanitizes tﬁe tweezers and small scissors after use with alcohol.

4. First Aid kit inventoried after each use for replenishment.

5. The Teacher places the =kit in a safe and accessible area in the classroom.

6. The Teacher takes the kit on all outings away from the site and at group socializations.

7. The Teaching staff maintains a current First Aid certification and has a copy
kept/maintained in their personnel files.
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8. Should be placed with label “Keep out of Reach of children”.

9. At the end of the school year, the Teacher turn in the kits to the Health Manager who will
restock them in preparation for the next school year. Year-round teaching staff will periodically
have their kits checked by the Health Manager for restocking of inventory.

10. Forms:
e First Aid Kit Check List
e First Aid Kit Inventory

(c) Emergency vPlans

Each Head Start site will plan, under the direction of the Site Manager, all emergency evacuation
routes and site-specific procedures. This plan will be reviewed and revised at least annually
prior to the start of the school year. All plans will address:

1. Preparing for emergencies—injuries, fire, typhoons, earthquakes and other natural
disasters '

2. Procedure for handling specific emergencies

3. Evacuation routes and procedures

4. Notification of families

(d) Lesson plans will reflect the on-going training of children in safety issues.

(¢) All emergency plans and evacuation routes will be posted in each classroom in an easily
accessible location.

(f) Education Teams will:

1. Post emergency numbers for fire/EMT (include written directions to the center)
by site phone;

Test fire and smoke alarms every month;

Check fire extinguishers every month and assure that they are within adult’s reach;
Clearly draw exit and escape routes (minimum of two per classroom) and post at
eye level; »

Teach children to STOP, DROP, AND ROLL and to crawl under smoke;
Practice exit and escape routes with children every month

Post CPR/First Aid Cards on staff bulletin boards

AN

SN ow
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Regulation 8066
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(g) If the need for evacuation arises, staff will:

Sound alarm to notify everyone in the building;

Evacuate using exit routes shown on evacuation plan;

Check all areas of the building for hiding children;

Take a head count using the attendance list to make sure everyone is out of the
building;

5. Call fire department when everyone has exited the building and give all
important information.

ek B e

(h)  Inevery emergency, staff and volunteers should follow these steps:

Remain calm and reassure victim(s) and others at the scene;

Follow emergency procedures for the specific emergency;

Act quickly;

Have a responsible adult stay w1th any injured child until parent/guardian or
medical personnel arrive;

Do not move a severely ill or injured person except to save a life;

Telephone for help and give all important information;

Notify parent/guardian(s) of the emergency and agree on a course of action;
Fill out incident report accurately and file in family file folder. Give copies to
parent/guardian and Health Coordinator.

i
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HEAD START PROGRAM " Policy 8067
Family and Child Services

Health Education

It is the policy of the Head Start Program to assist families to establish healthy lifestyles. Head
Start staff and parents will collaborate and develop curriculum for children in their earliest years to
learn practices that will lead to complete well-being. Health education in Head Start will consist of

the following areas: nutrition, dental care, personal hygiene, safety, caring for the environment,
physical fitness, and emotional health.
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HEAD START PROGRAM Regulation 8067
Family and Child Servicés

Health Education

(@) To ensure that healthy practices are maintained and modeled in the classroom env1ronment,
the following guidelines must be reinforced: :

1. Adults should model and be involved in healthy habits and activities;

2. Health activities such as hand washing, tooth brushing, fluoride intake, eating
nutritious snacks and meals should be a part of the daily routine;

3. Lesson plans should include field trips to the hospital and dentist; dramatic play set
up as a hospital or dentist; science comer with growing fruit and vegetable seeds;
library with books and materials about well-being;

4. Health and safety information should be posted—breakfast and lunch menu, fire
exit sign, evacuation map, first aid, CPR procedures, etc.

(b)  Teachers must plan activities that address the following objectives to promote emotional
Health. Children should be able to:

1. Know that it is normal and healthy to express their emotions;

2. Know that they can express their emotions in safe ways (talking to adults, working
independently, choosing a different activity, etc.)

3. Understand that everyone experiences different emotions at different times and
needs to express them.

(©) Safety educ’ation for children will focus on teaching children how to prevent accidents and
respond to emergencies. Children will be encourage to: '

1. Help to create and follow all safety guidelines;

2. Tell an adult right away if someone is sick or hurt;

3 Understand that some things are dangerous (tiny objects in the mouth, cleaning
supplies, lighters, etc.);

4. Practice emergency procedures at least monthly (fire drill, earthquake drill).
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HEAD START PROGRAM Policy 8068

Family and Child Services

Health Needs of Children

Parents, as primary caregivers of their children, play a central role in child health and developmental
services. Parents and staff should regularly compare observations of the child, refine goals, discuss
progress, ask questions, talk about quality of care, and address difficulties and concerns as they
arise. Collaboration and communication between parents, staff and the health service providers is
essential for optimal child health outcomes.

HEAD START PROGRAM '  Regulation 8068
Family and Child Services

Health Needs of Children

(a) Procedures: .

1. During the selection process, the staff works with parents through review of the child
health records and interviews, to identify health needs of the children.

2. If follow-up is needed, the “CPLUS Activity/Service Delivery Tracking” (ASDT) form
will be initiated by the staff. ,

3. The staff collaboratés with parents to ensure that appropriate follow-up is completed or
until a pattern of ongoing care is established. This is documented on the “CPLUS
Activity/Service Delivery Tracking” (ASDT) form.

4. The staff will communicate with the families through center visits, telephone contact,
parent conferences and home visits.

5. The Health Manager works in collaboration with the health service providers and/or
other service agencies to ensure coordination of care.

(b) Forms:

e CPLUS Activity/Service Delivery Tracking (ASDT)
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HEAD START PROGRAM Policy 8069
Family and Child Services

Head Lice

To ensure that Head Start childrén are provided with a healthy and clean environment, Head Start
classrooms will be kept lice-free. Support and education will be given to all Head Start families to
help prevent spreading of lice. No person, adult or child, will attend Head Start with lice or nits.
HEAD START PROGRAM Regulation 8069

Family and Child Services

Head Lice

(@) No person (adult or child) will attend Head Start if that person has head lice or nits.

(b) Head Lice Checks:

Staff will check all children at enrollment to ensure that they begin Head Start lice-free.
All students will be checked at a minimum monthly.

3. When any student attending Head Start is found to have head lice, all students must be
checked for lice each day until there has been one full week of no lice in any child.

N =

(c) Exclusion from Class:

Children or adults with lice or nits will not be allowed to attend class.

2. Staff and volunteers will handle cases of head lice with respect and care so ‘as not to
embarrass anyone. Children will not be made to feel at fault, dirty, or bad for having lice or
nits.

3. Upon discovery of lice/nits on a child, the Lead Teacher or Site Coordinator will contact the
parents(s) /guardian(s) to pick the child up from Head Start. The child will be removed
from contact with other children while waiting to be taken home. Questions from other
children will be handled calmly and simply.

4. Parent/guardians will be offered assistance with obtaining lice treatment and will be given
instructions on treatment and cleaning of their home environment.

5. Parent/guardians need to bnng the child to meet with staff for clearance before leaving the
child at class.

6. Children will be allowed back in class when found to be nit/lice-free when checked by the

Lead Teacher, Site Coordinator or Health Coordinator.
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Regulation 8069
Page2

(d) Head Lice Treatment: .'

All parents/guardians will be provided the following information:

1.

el ol

PN

9.

How to tell their child about what they have (head lice), why they need to be treated
before going back to class (other children can get the lice), and why they need to get
rid of the lice (they bite).

Use shampoo for head lice, following instructions and cautions on the package.
Use the lice comb to completely remove all lice and nits.

Wash all linens, clothing, and hair accessories of the infected individual. Do not
share towels or beds.

Items that cannot be washed, such as toys and stuffed animals, should be put in a
sealed plastic bag for 14 days.

Vacuum all carpets, upholstery and mattresses thoroughly.

Clean combs and brushes in hot water.

Repeat shampoo on non-affected family members. The Shampoo does not prevent
lice infestation and is an insecticide and should only be used when needed.
Animals do not carry head lice and do not need treatment.

(e) Head Lice Prevention:

1.

2.
3

N

Children, parents/guardians, and staff will not share brushes, combs, hats and
headgear.

Children will have their own storage area for jackets/sweaters and hats.

Classrooms will be vacuumed regularly, including all upholstered furniture and
carpets. -

Dress-up clothing will be cleaned every two weeks and will be removed immediately
and washed if li¢e are found on any student.

Stuffed animals, pillows, and other cloth items will be removed and washed or sealed
in plastic bags immediately if lice are found on any student.

Hygiene education will be provided to children, parents/guardians, and staff.
Notification will go out to all families when lice/nits are found in the classroom. The
name(s) of the infected individual(s) will not be given.
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HEAD START PROGRAM Policy 8070
Family and Child Services

Il Children

To insure the health and well being of children in the Head Start Program, provisions will be made
to limit exposure to illnesses in compliance with CNMI and federal laws and guidelines.
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HEAD START PROGRAM Regulation 8070
Family and Child Services

Il Children

(@  Upon enrollment, all families will be informed of this policy and procedure. To provide for
the comfort of ill children, and to prevent the spread of diseases, families are to keep
emergency contact numbers up-to-date at Head Start.

(b)  Children who become ill while at Head Start will be provided a quiet, isolated area to rest
until families are able to pick the child up. At least one staff will monitor the child at all
times. The family will be contacted as soon as possible; if the family cannot be reached, the
emergency contacts will be called. Children will remain at home until they are no longer
contagious and well enough to fully participate in class activities.

(© When a child becomes ill with a potentially contagious condition, a notice will be sent home
with all attending children to inform families of the possible exposure to illness. The notice
will name the possible illness, symptoms, and treatment, but shall not identify the child with
the potentially contagious condition. The Lead Teacher of the affected classroom will be
responsible for the distribution of the notices.

(d  Children with contagious illnesses will be excused from Head Start until they are no longer
contagious. Contagious conditions include those listed on the following chart:
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Ilness

Diarrhea

Vomiting

Hepatitis A

Hepatitis B

Bacterial meningitis

Colds and flu

COMMONWEALTH REGISTER

Symptoms

Excess of liquid in stools
and five or more stools in an
8-hour period

Abdominal pain,
digested/undigested stomach
contents, refusal to eat,
headache, fever

Fever, loss of appetite,
nausea, yellow skin and
whites of the eyes, dark
brown urine, light-colored
stool

Fever, yellowing of skin and
whites of eyes, loss of
appetite, nausea, joint pains,
rash, weakness

For younger children: fever,
vomiting, unusual irritability,
excessive crying with
inability to be comforted,
high-pitched crying, poor
feeding, and activity levels
below normal

For older children: fever,
headache, neck pain or
stiffness, vomiting (often
without abdominal
complaints), decrease in
activity, and complaints of
not feeling well.

Colds: stuffy or runny nose,
sore throat, sneezing,
coughing, watery eyes, and
perhaps a fever.

i—“*lu: sore throat, fever,
uscular aches, and chills.
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When child can return to
the program

24 hours after treatment
and/or last diarrhea stool

24 hours after vomiting has
stopped

One week after illness
begins, if fever is gone

When fever is gone, lesions
are dry or covered, and child
is able to participate in
program activities

After fever has gone and a
closely supervised program
of antibiotics has been
completed.

Health Department may
recommend preventive

medicine for exposed
children and staff.

When coughing has
subsided, fever is gone, and
child is able to participate in
daily activities.
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Strep Throat

Chicken pox

Head lice

Impetigo

Measles

Mumps

Pertussis (Whooping
Cough)

Ring worm

Pinkeye, Conjunctivitis

COMMONWEALTH REGISTER

Red and painful throat, often
accompanied by fever

Fever, runny nose, cough,
rash (pink/red blisters).

Whitish-gray nits attached to
hair shafts, and scratching of
head.

Red oozing erosion capped
with a golden yellow crust
that appears stuck on

Fever, runny nose, cough,
and re-brown blotchy rash
on the face and body.
Swelling of the glands at the
jaw angle accompanied by
cold-like symptoms.
Cold-like symptoms that
develop into severe
respiratory disease with
repeated attacks of violent
doughing.

Skin: reddish scaling,
circular patches with raised
edges and central clearing or
light and dark patches on
face and upper trunk or
cracking peeling of skin
between toes.

Eyes are pin/red, watery,
itchy, lid swollen, sometimes
painful.
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Generally when fever has
subsided and child has been
on antibiotics for at least 24
hours. :

Six days after onset of rash
or when lesions are crusted
and dry.

After treatment and all nits
are removed from hair.

Twenty-four hours after
treatment has begun

Six days after the rash
appears

After swelling subsides or
nine days after swelling
begins.

Three weeks after intense
coughing begins or five days
after antibiotic treatment has
begun.

Twenty-four hours after
treatment is begun.

Twenty-four hours after
treatment is begun.
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HEAD START PROGRAM Policy 8072
Family and Child Services

Medicine Administration

It shall be the policy of the Head Start Program that the giving of medicine to students during school
hours is discouraged and restricted © medication that cannot be given on an alternative schedule. The
Head Start Program shall not be responsible for administering or dispensing medication. However, the
Program recognizes that some students may require medication for chronic or short-term illness/injury
during the school day to enable them to remain in school and participat in their education. Any such
requirement must be communicated to the Site Director in writing with specific instructions from the
health care provider pursuant to the following procedures.

HEAD START PROGRAM Regulation 8072
Family and Child Services

Medicine Administration

(a)  Prescription Medication and Over-the-Counter Medication

1. A parent/guardian must request in writing that the Head Start Program comply with an
authorized prescriber's request to give medication. The authorized prescriber shall
provide a written statement that the student must receive the medication during school
hours. The statement shall state the name of the student, name of drug,
diagnosis/indicatibn for use of the medicine, dosage, frequency of administration, route
of administration, storage instructions, the duration medication is necessary and the
prescriber's name. ' When applicable, the prescriber should state adverse effects and
applicable emergency instructions.

2 Students are not permitted to bring over-the-counter medication, unless documented
and a recommendation by a health care provider in accordance with (a)(1) above is
submitted to the Head Start Program.

3. The parent request for administration must include written consent that the Head
Start staff may administer the medication to the child and a completed waiver form.

4. ThePSS will not'hdminister the initial dose of any new medication.

5. The Head Start Program will not administer instructions that state the medication
may be used “whenever needed”.
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Regulation 8072
Page2

(b) Emergency Medication
Written standing orders will be obtajned annually for the administration of emergency medication.
(¢) Storage and Administration of Medication

A parent/guardian or other responsible party designated by the parent/guardian will deliver all
medication to be administered at a Head Start site to the Site Coordinator. All medication,
prescription or over-the-counter, must be in a pharmacy or manufacturer-labeled and child-resistant
container. Parents are responsible for providing medication that is not beyond the date of expiration
on the container and ensuring that prescriptions are refilled if necessary.

The Head Start Program shall provide secure, locked storage for medication to prevent diversion,
misuse, or ingestion by another individual. Head Start Program staff must ensure all medlcatlons
requiring refrigeration are refrigerated and stored securely.

(d) SelfAdministration of Medication

If recommended by the health care-provider, students with asthma or any potentially life-threatening
respiratory illness may carry with them for self-administration metered-dose inhalers containing
"rescue” medication. Possession and self-administration of these prescription medications must
comply with presaription instructions and applicabk law. Notification of the student’ s possession
and use of such medication must be provided to the Site Coordinator. The notification shall inclnde

the statement as required in (a)(1) above.
(¢) Parent/Guardian Administration

In situations where the above requirements are not met, or any time the parent/guardian chooses, the
parent/guardian may come to school to administer medicine to his/her student. However, the parent
must notify the Head Start staff of the name of the medication, any potential side effects and

emergency instrudtions.
(f)  Recordkeeping

1. Head Start Centers Site Coordinators/Classroom Teachers/Teacher Assistants must
establish a log sheet to write child’s name and name of the medication.

2. The signed Parent Authorization Consent/Waiver forms to administer medication
must be kept in the child’s health record.

3. Name of the health care provider who wrote the prescription must be recorded in
the log sheet.
100
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Regulation 8072
Page3

4, The administration, expiration date, storage, side effects, and disposal instructions
must be recorded.

5. All special circumstances, such as spills, responses, reactions, and refusals to take
medication, are to be recorded by the program staff member(s).
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HEAD START PROGRAM Policy 8073
Family and Child Services

Health and Developmental Screening

To provide for the individual needs of all Head Start children, all children will receive health and
developmental screenings within the first 45 days after enroliment.

HEAD START PROGRAM R@aﬁon 8073
Family and Child Services

Health and Developmental Screening

(@  The Lead Teacher is responsible for assuring the completion of all screenings within 45
calendar days of entry into Head Start. If any family or child refuses to cooperate for the
screening activity, all attempts will be documented and the service team will meet to develop
a plan for completion of the screen(s).

(b) Hearing Séreening

1. The PSS Audiologist and Social Service Coordinator or Family Partnership Advocate
will perform audiometer Screening for hearing.

2. Screening will take place at the Head Start centers.

3. A space for the screening will be arranged that will accommodate two to three children at
a time. The space will be separate from the classroom, quiet, and have a table and child-
sized chairs.

4. The PSS Audiologist will perform the screening and Head Start staff will record the
results.

5. Results of all screenings will be documented in the Health section of the Family File as
well as being sent to the family.

6. All results that indicate follow-up will be documented and referred to the Health
Coordinator. Teachers will contact families within one week and develop a follow-up
plan. The Health Coordinator will assist when needed.

7. The Health Coordinator will track all referrals and follow—up plans in collaboration with
Health Providers, families, and service team.
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Regulation 8073
Page?2

(c) Vision Screening

1. Vision Screening will be performed using a standard eye chart. The visual acuity of
each child will be determined based on standardized criteria. Preparation for the
screening will include an introduction to the process as part of a classroom activity.
Teachers will explain the process to children in developmentally appropriate language,
using the child’s home language when needed. Activities could include: games using
the eye chart, dramatic play set up as a health clinic, matching games, etc.

2. A space for the screening will be arranged that will accommodate two to three children
at a time. The space needs to have a wall and 20 feet of clear floor.

3. Two staff and/or volunteers will perform the screening. One will perform the screening
using the visual testing procedure provided with the chart and the other will record
screening results.

4. Results of all screenings will be documented in the Health sectlon of the Family Flle as
well as being sent to the family.

5. All results that indicate follow-up will be documented and referred to the Health
Coordinator. Teachers will contact families within one week and develop a follow-up
plan. The Health Coordinator will assist when needed.

6. The Health Coordinator will track all referrals and follow-up plans in collaboration with
Health Providers, families, and service team.

{
(d Developmental Screenings

1. Developmental Screenings will be performed using the program-approved screening
tool. Lead Teachers are responsible for the completion of all screenings either directly
or by collaborating with the service team. Screenings will be completed in the primary
language of each child. A space shall be prepared that assures the child being screened
is free from distractions and has adequate space for all activities.

2. The service team may collaborate on conducting the screening, taking into consideration
the familiarity of the child to the screener and the language needs of the child.

3. The screener will pre-view and request training in the screening tool if necessary.
Screeners will refrain from prompting or leading the child’s responses. All responses
will be documented afs the screening is conducted.

4. The Lead Teacher will tally the screening scores and the screening document will be
filed in the Educatior section of the family file.

5. When a child’s screening scores indicate the need for a referral, the Lead Teacher will
contact the family to request permission for assessment by Early Childhood Special
Education (ECSPEDJ. The Lead Teacher will complete the Referral to ECSPED form,
and have the Permission to Assess form signed by the parent/legal guardian. Copies of
each will be given to the family, placed in the family file Education Section, and
forwarded on to ECSPED.
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Regulation 8073
Page3

6. When a child’s screening scores indicate the need for a re-screen, the re-screen will take
place within three weeks.
7. All referrals and re-screens will be reported to the Disabilities Coordinator on the

monthly report form..

(e) Mental Health Screenmg: The Mental Health Consultant as directed in the Memorandum of
Understanding (MOU) with the Department of Health will provide mental
Health/Behavioral screening tools. The Lead Teacher will conduct behavioral Surveys for
each child.

® Growth Screenings

The purpose of the growth screening is to obtain heights and weights, as part of the nutritional
assessment, in order to identify each child’s nutritional needs and therefore benefit from follow-up

intervention.

Procedures:

1. All children at the age of 3-5 years old are screened for height, weight by the health service
provider at every well child baby check. The staff obtains initial growth measurement from
the child health record “Form 3, Screenings, Physical Examination/Assessment’” and
records it onto the “Health Data Tracking Instrument” form and chart at the boys/girls
“Form 6, Nutrition - No. 13. Growth”.

2. All children at the age of 3-5 years old are measured twice during the school year by the
teaching staff. Initial growth screenings are completed within 45 days of entry. Children
identified as being “over-weight/under-weight” are measured again within 90 days of the

initial growth screening

3. The teaching staff does helght and weight measurements on the same day and at the same
time.

4. For height measurements:

Use a tape measure that is taped securely to a flat wall.

The height and weight balanced scale may be used.

Have the child remove shoes and hair accessories (i.e. headbands. ponytails).
Have the child stands as tall and as straight as possible, with backs to a

wall or on the balance scale height measurement flat surface; with shoulders,
buttocks and heels together and touching the wall.

Have the child’s head in midline and the line of vision parallel to the

ceiling or floor.
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Regulation 8073
Page4

Check for and correct bending of the knees, slumping of the shoulders or

raising of the heels.

Preferably use a yard stick to measure height, if tape measure is used at a flat wall.
Measure height to the nearest 1/8 of an inch (see chart below)

Fraction Nearest 1/8
1/8 1/8
1/4 2/8
3/8 3/8
172 4/8
5/8 5/8
3/4 6/8
7/8 7/8
° Record the results on “Form 6, Nutrition - No. 13. Growth”.
For weight measurements:
° Have the child remove shoes.

Check that the scale is calibrated, noting if the balance registers in the middle of the
mark, and place on a hard, level surface (DO NOT PUT ON CARPET).

° Have the child stand straight, with both feet on the scale and hands/arms to the side
' of the body, making sure they are not holding on to anything.
° Measure weight in pounds. If it is _ and over , round off to the next pound up. Ifit
is below _, weight stays the same (example: 34-1/2 pounds; round off to 35 pounds;
weight is 34 pounds).

° Record the results on the “Form 6, Nutrition - No. 13. Growth”’,

The teaching staff records and plots measurements on the individual “Growth Chart” form
for all children. Use appropriate chart for each child based on age and gender:

Fill in the child’s name, record #/hospital #, birth date and sex.

In the date column, enter the date the measurements were taken. Measurement on an
individual child is taken at the same time on the same day. If time is limited, get
height and weight \s of several children on one day and measure the rest of the
children the next day.

° In the age column, enter the child’s age in years and months. Calculate the age by
using the following standard method:
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Page5
Year Month Day
Date of Measurement 2002 10 25
Birth Date -1998 -7 -8
Age 4 years 3 17 days

* Note: Round age off 4 years, 3 months and 17 days, and record as 4-4
round off by adding 1 month, if days are 15 days or less, leave at stated
month). If necessary, borrow 30 days from the month column and/or 12
months from the year column.

® In the height column, enter the child’s height and weight column, enter the child’s
. weight in pounds. '
® Plot the child’s measurements on both age/height and weight/height charts.

7. Over-weight and under-weight determined according to the following definitions:

Risk Definition

N (normal) e« When dots age/height are within or above 95% percentile of
growth curve and weight/height charts are within growth curve

S (short stature) e« When dot on age/height chart is below the 5% percentile of
growth curve.

O (overweight - 'When dot on age /height chart is above the 95* percentile of
growth curve.

U (underweight) » When dot on weight/height char is below the 5% percentile
of growth curve.

S/0 (short stature/ ® When dot on age/height chart is below the 5* percentile of

Overweight) Growth curve and dot on weight/height chart is above the
95 percentile of growth curve.

S/U (short stature/ « When dot on age/height chart is below the 5* percentile of

Underweight) Growth curve and dot on weight/height chart is below the

5% percentile of growth curve.

8. Once measurements are plotted on the “Growth Chart” form, it remains in the child’s folder
until all growth screenings are completed. Once the final measurements are recorded and
plotted, the Teacher makes copy for the child’s folder and sends the original “Growth Chart”

form to the mail file. ‘_

1
9. The Teacher records results (N=Normal, O=Overweight, U-Underweight, S=Short in Stature,
AB=Abnormal Head Circumference) on the “Health Data Tracking Instrument” form.

10.  The Teacher initiates a CPLUS Activity/Service Delivery Tracking” (ASDT) form for all
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children at risk. The Teacher consults with parents to refer to Nutritionists as needed.
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Regulation 8073
Page6

11.  The Nutritionist assesses follow-up and makes recommendations on children with concerns.

12.  The Teacher includes the results of the growth screening for children at-risk as part of the
child’s needs assessment on the “Referral” form.

(g) Forms:

Growth Charts -

CPLUS Activity/Service Delivery Tracking(ASDT)

Child Form 3, Screenings, Physical Examination/Assessment
Health Data Tracking Instrument

Referral
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HEAD START PROGRAM , Policy 8074
Family and Child Services

Assessment Referrals

To support the individual needs of. children, Head Start will collaborate with families and the
appropriate agencies to assess the need for any additional services for children in the Head Start

Program.

HEAD START PROGRAM Regulation 8074
Family and Child Services

Aésessment Referrals

(@) All children will be screened within 45 days of enrollment in Head Start. The results of
screenings will be assessed by the Lead Teacher to determine the need for further
assessment. Criteria for further assessment will be based on:

1. Score of the Early Screening Inventory for Pre-School and Kindergarten (ESI-
P/ESI-K) that falls in the refer range for the child’s chronological age.

2. Score of the ESI-P/ESI-K that falls in the re-screen range for the child’s
chronological age with supporting observational concerns.

3. Score of the ESI-P/ESI-K that falls in refer OR re-screen range for the child’s

chronological age on the re-screen.

Ongoing observations that indicate a concern.

Family concerns. '

Refer score on vision screen.

Refer score on hearing screen.

Weight for Stature under 25 or over 95 percentile.

PN

Any determination for assessment must be shared with the family and permission to
communicate with the assessing professional must be signed by parent/guardian.

(b) Health Referrals:

Health assessments will be referred to the appropriate health professional and completed in
accordance with the health professional’s protocol.
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(c) Developmental Referrals:

1.

Developmental referrals will be made to the CNMI PSS Special Education
Department. The Education Staff will fill out PSS Referral Forms and Permission
to Assess Forms. The Lead Teacher is responsible for assuring the completion of
these forms, Permission to Assess Form is signed by the parent/guardian, and
copies are distributed. Copies of all forms must be given to the parent/guardian,
filed in the Education Section of the Family File, and given to PSS Special
Services.

All new referrals will be reported to the Disabilities Coordinator in the Monthly
Report. The Site Manager will monitor that assessments are completed within two
months of the referral. Any delays in assessment will be reported to the
Disabilities Coordinator. The Disabilities Coordinator will meet with the Special
Education staff to develop a plan for the completion of assessments.

Upon completion of assessment, the service team will meet with the parent/guardian
and all appropriate Special Education Staff. A determination will be made
regarding eligibility for services based on the findings of the assessment(s). When
a child does not qualify for special services, areas for growth will be addressed in
the Individual Learning Plan and monitored by the Lead Teacher.

If a child does qualify for special services, an Individualized Education Plan will be
developed in collaboration with Head Start Staff, parents/guardians, and Special
Education Staff. Measurable goals and outcomes will be written to support child
growth and development. The Least Restrictive Environment (LRE) will be
determined based on child’s needs. When child’s need indicates that modification
in schedule of attendance or classroom environment at Head Start is required, the
Disabilities Coordinator will participate in the modification plan. Any necessary
transitions will be addressed in the modification plan.

The Disabilities Coordinator is responsible for monitoring the modification plan.
Individual Education Plans (IEPs) will be reviewed and updated annually in
accordance with the Individuals with Disabilities Education Act (IDEA).

See Individualizing for Children Policy and Procedure, Screening Policy and Procedure, Transition
Policy and Procedure
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HEAD STARTPROGRAM Policy 8075
Family and Child Services

Student Drop Off and Pick Up

Together with families, the CNMI Head Start Program strives to maintain a safe, organized
environment for children. As part of this goal, we will follow a safe and orderly procedure for the
arrival and departure of children énrolled at all Head Start sites.

HEAD STARTPROGRAM Regulation 8075
Family and Child Services

Student Drop Off and Pick Up

(a) Arrivals:

Staff will be on site to greet arriving students no later than five (5) minutes before the scheduled
start time of class. Parent/guardian(s) arriving early must stay with their child until their child’s
teacher arrives. No child will be left unattended at any time on Head Start premises. Children are
to be escorted into the Head Start classroom by a responsible adult who will sign in on the

Volunteer Sign In Sheet.
(b) Late arrivals of children:

1. 'When a child arrives thirty minutes past the scheduled start time of class, the Teacher will
document the arrival time on the attendance sheet. The reason for late arrival will be
documented in the Family File narrative. Continual late arrival, such as two or more times
in a week or a pattern of late arrivals during a school year, will warrant follow up. Teachers
will notify the Site Manager and schedule a conference with parent/guardian. A plan will
be developed for a consistent arrival schedule. The plan and follow up monitoring will be

documented in the Family File.

2. Children arriving for morning session after the scheduled breakfast time will be offered
breakfast.
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(c) Pick Up:

1. Head Start Students will be picked up at the Head Start classroom and only Head Start Staff
will be authorized to release children. All persons picking up the child must be at least
thirteen (13) years old and listed on the Release Form in the file. All biological parents will
be allowed to pick up their child unless there is a copy of Court Orders or Parenting Plans
in the Family File. Itis the responsibility of the custodial parent/guardian to assure that
copies of all legal documents are available to Head Start Staff. All changes to the Release
Form must be in writing and signed by the parent/guardian.

2. Children will not be allowed in parking areas without supervision nor be left alone at any
time on Head Start premises. It is the parent/guardian’s responsibility to keep the Release
Form information updated and to assure that all persons picking up a child is aware of the
procedure.

3. All children shall be picked up at the scheduled ending time for class and no later than
fifteen (15) minutes past the end of class. Early or late pick up will be documented on the
attendance form and in the Family File. Parent/guardians are responsible for contacting the
Teacher when their child will be picked up early or late. The reason(s) will be documented
in the Family File. ¢

4. Continual early pick up, such as two or more times in a week or a pattern of early pick-ups
during a school year, will warrant follow up. Teachers will notify the Site Manager and
schedule a conference with parent/guardian. A plan will be developed for a consistent pick
up schedule. The plan and follow up monitoring will be documented in the Family File.

5. Late pick up of children'fifteen or more minutes past class time disrupts the Teacher’s
schedule and is distressing to pre-school children. Parents/guardians will be informed at
orientation of their responsibility for assuring their child is picked up at a reasonable time.
The first late pick up will warrant a reminder. The second incident within two (2) weeks will
warrant a verbal and written reminder. The third incident within two (2) weeks of the
second may warrant a referral to the Department of Youth Services as a Child Abandonment
complaint. Teachers and Site Managers will use their best judgment as to the reasons for
late pick up. A conferefice with the parent/guardian, with a written action plan, can be used
in lieu of DY referral 4t the Service Team’s discretion. All actions will be documented in

the Family File. ‘
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(d)  Bus Drop Off and Pick Up:

1.  An adult will escort to and from the Head Start classroom children with disabilities that are
transported by the PSS. This adult may be a Bus Aid, Special Services Staff, Head Start
Staff, or a Head Start Volunteer with permission from the parent/guardian.

2. When the Special Services bus has not arrived within thirty minutes of the scheduled class
start time or fifteen minutes of the scheduled ending time, the Teacher or Site Manager will
call the transportation office. The reason for late arrival will be documented along with the
expected arrival time. All transportation issues will be reported to the Disabilities
Coordinator within one day.
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HEAD STARTPROGRAM Policy 8076
Family and Child Services

Transition Services

To support children and families éntering and leaving the Head Start program, staff will work
collaboratively with the appropriate government, private and community agencies to provide a
continuum of care.

HEAD START PROGRAM Regulation 8076
Family and Child Services

Transition Services

@) Children Entering Head Start

1. All families of children entering Head Start will be provided with a general orientation to
Head Start including:

Family Rights and Responsibilities
Location of placement

Philosophy of Head Start
Pertinent Policies and Procedures
Volunteering Opportunities

Parent Involvement Opportunities
Home Visits and Conference

2. Families will be surveyed to determine the best placement for their child for centers with
multiple classrooms or double sessions. Special needs/disabilities, family work schedules,
and child nap schedules as well as other pertinent issues may be considered when placement
decisions are made. The Social Service Coordinator, Family Partnership Advocate, and Site
Managers will collaborate on completing the Enrollment Conference/Home Visit with

families.

3. Children entering Head Start from private Day Care or Pre-School—upon selection, the
Social Service Coordindtor will contact the family. With family permission, the previous
placement will be contacted for any pertinent documentation.
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(b)  Transfers from the Children’s Development Assistance Center (CDAC):

1. Three months prior to a child enrolled in the CDAC program turn three years old, CDAC
will contact the Head Start Education Coordinator to schedule transition meetings. A
meeting will be held with CDAC staff, Early Childhood Special Education Staff (ECSPED),
and the Head Start Education/Disabilities Coordinator to discuss any special transition
needs. The month of the child’s third birthday, this transition team will meet with the family
to discuss transition issues and plan the transition out of CDAC. The
Education/Disabilities Coordinator will provide information and application materials for
Head Start and offer assistance as needed if the family wishes to place their child in the

program.

2. The Education Coordinator will provide the family and child’s name, address, phone
number, child’s birth date, and any other pertinent information to the Social Service
Coordinator. A file of potential transfers from CDAC will be kept and the Social Service
Coordinator will follow up with contacts to the family to insure that interested families

complete applications. '

3. Prior to the beginning of the school year, the Disabilities Coordinator will meet with the
service team and family to review any special accommodations that may need to be made for
achild. All facilities and materials will be appropriately modified or purchased prior to the
first day of class.

(c) Children Leaving Head Start

1. Children with identifieddisabilities—Three months prior to the end of the school year, the
Head Start Service Team, Education/Disabilities Coordinator, ECSPED staff, and child’s
family meet to review placement options for the following school year. The
Education/Disabilities Coordinator will collaborate with ECSPED staff to assist the family
with any needed documentation, contact the education staff for the next placement, and

transfer required documents.

2. When it is determined that the best placement for the child is within Head Start, the
Education/Disabilities Coordinator will notify the Social Service Coordinator and prepare a
letter of placement justification for the Head Start Policy Council. Upon Policy Council
approval, the child will be re-enrolled for the following year. The Transition Team will meet
during the extended Head Start year to plan for transition into the public school when the

child turns six years old.
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3. Children transitioning into Kindergarten—All four year olds enrolled in Head Start will be
provided opportunities to develop skills needed for functioning in a Kindergarten
classroom. These skills are to include listening skills, social problem solving, pre-literacy,
pre-math, and communication skills. Activities to support these skills may include visiting a
Kindergarten classroom, meeting a former Head Start Kindergartner, formal and emergent
discussions of change and growth, stories and books, and dramatic play themes.

4. Parents will be surveyed regarding their choice of placement, private or public Kindergarten,
private pre-school, or home school. Using this information, Lead Teachers will obtain

permission to share information and determine which file document copies should be
forwarded to the next placement.
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HEAD STARTPROGRAM Policy 8077
Family and Child Services

Child Abuse and Neglect Reporting

The Board of Education believes that school staff members are in a unique position to assist
children, families, and the community in dealing with the issues of child abuse and neglect. In
addition, school employees are required by law to report instances of suspected child abuse when
the employee knows or has reasonable cause to suspect that a child has been or is likely to be
abused, neglected or sexually molested. All suspected child abuse and neglect should be reported
in good faith. Family issues will be treated with respect and confidentiality and child well being and
safety will be a priority in making all reports.

HEAD START PROGRAM Regulation 8077
Family and Child Serviees

Child Abuse and Neglect Reporting

All families will be informed on enrollment and during orientation regarding Head Start’s role as
mandated reporters and the policy and regulation.

(@) Definitions

1. Commonwealth law, 6 CMC Section 5313 et seq., mandates certain professionals, including
school teachers and school officials, to report to the Department of Public Safety (DPS) when
the professional knows or has reasonable cause to suspect that a child is abused, neglected or
sexually molested by any person in a manner which harms or threatens to harm the child’s
physical or mental health and well-being. This notification shall be within twenty-four (24)
hours.

2. Child abuse is defined as an intentional act causing any physical pain or injury, sexual abuse or
mental distress inflicted on a child who is in the person’s custody with the result that the child’s
physical or mental health and well being are harmed or threatened, excluding reasonable and
traditional discipline as determined by prevailing community and cultural standards.

3. Neglect is defined as the failure to provide a child who is in the person’s custody with adequate
supervision, medical care, food, clothing or shelter with the result that the child’ physical or
mental health and well being are harmed or threatened.

4. Molestation includes all exhibitionism, sexual contact, and sexual exploitation as set forth in 6
117
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118

COMMONWEALTH REGISTER VOLUME 25 NUMBER 8  September 18, 2003 PAGE

021229



Regulation 8077
Page2

(b) Procedure for Reporting Abuse and Neglect

1. When a school employee has reason to believe that a student has been or may be subjected to
abuse, molestation, or neglect, the employee shall immediately notify the Site Coordinator and
the Social Service Coordinator.

2. Upon notice of abuse, molestation, or neglect, the Site Coordinator or the Social Services
Coordinator in consultation with the PSS Legal Counsel, will if necessary quickly conduct a
limited preliminary investigation. If there is reasonable cause to suspect that a child has been or
may be abused, neglected or sexually molested, the Site Coordinator, Social Services
Coordinator or Staff member shall make an immediate oral report to the Department of Public
Safety (DPS) and the Division of Youth Services (DYS). This notification shall be within
twenty-four (24) hours. If staff suspects that a child could be at risk for further harm by
returning home, the report will be made immediately.

3. Observations of staff including the time, date, circumstances and details or information
which gave rise to the beljef that abuse or neglect has or will occur must be documented on
the CAN Report form. The CAN form will be read to the DYS and DPS upon notification
to these agencies. The call will be logged with the date, time, nature of the report and name

of the officer.

4. When DYS or DPS representatives interview students on school property, a Head Start staff
member will be present.

5. The original CAN form will be filed in the Family File. Copies will be forwarded to DYS,
the Commissioner of Education, the Director of the Head Start Program and the Social
Services Coordinator.

6. When families self-disclése abuse issues, the Site Coordinator or Lead teacher or Social
Services Coordinator will assist the family in contacting DYS and DPS and any other parent

support organization.

7. All actions regarding child abuse or neglect will be documented in the Family file.

8. Refer to Confidentiality Policy and Procedure.
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DISCIPLINE/CONSEQUENCES

. By Commonwealth law (6 CMC Section 5315), the knowing or willful failure of any person

required to make a report shall, upon conviction, be punished by imprisonment for up to one
year, or a fine of $1,000 or both.

. Any student who abuses or molests a child while on school property or while participating

in school activities will be subject to counseling and disciplinary action.

. Any employee who abuses or molests a child while on school property or while

participating in school activities will be subject to disciplinary action, up to and including
dismissal.

. Any employee who receives a complaint of abuse, neglect or molestation from a student and

who does not act promptly to forward that complaint to the principal shall be disciplined
appropriately, up to and including dismissal.

. Any employee who brings a false charge of abuse, neglect or molestation shall receive

appropriate discipline. The term "false charge" mean charges brought in bad faith, that is,
without the good faith belief that one has been subjected to abuse, neglect or molestation.
The term "false charge" does not include a charge that was brought in good faith but which
the PSS, DPS or DYS was unable to substantiate.
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HEAD STARTPROGRAM | Policy 8100
Human Resources

General Statement

Generally, the recruitment, interviewing, selection, employment and grievance procedures for all
Public School System (PSS) staff, including Head Start staff, are controlled by PSS Regulations
for Personnel. However, pursuant to federal regulation, the Board of Education must consider the
input of the Head Start Policy Council (HPC) regarding personnel issues for Head Start employees.
For example, the Head Start Policy Council must be involved in the recruitment, selection and
termination of Head Start staff, including the Director.

Accardingly, before final adoption of any PSS Personnel Regulations affecting Head Start employees,
the Board will seek and consider comments from the HPC. The Board will only finally adopt PSS

Personnel Regulations after soliciting and receiving input from HPC regarding regulations covering
employees in the Head Start program. Any dispute between the Board and HPC will be resolved by

the impasse procedures.

The HPC will review and approve of Head Start job descriptions and salary schedules that shall be
revised when necessary to meet the needs of the program. -

By adoption of this policy, the Board and HPC agree that to the extent possible, these Head Start
policies and regulations regarding Human Resources will be interpreted consistently with all PSS
regulations regarding personnel. In cases of conflict, the Head Start policies and regulations shall
govern. However, if there is no Head Start policy or regulation regarding an issue, the Board and
PSS policies and regulations shall be followed to address the matter upon approval from HPC.
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HEAD STARTPROGRAM : Policy 8105
Human Resources

Equal Opportunity Employment

The CNMI Head Start Program under the Grantee, CNMI Public Schodl System (PSS) and Board of
Education (Board), is an equal opportunity employer. The Head Start Program and Head Start Policy
Council (HPC) are committed to providing equal opportunity for all individuals in all areas of
recruitment, selection, placement, training, assignment, transfer, compensation, benefits, discipline,
retention,and promotion. The Head Start Program and HPC commiits itself to the policy that there
shall be no unlawful discrimination against any person because of race, creed, religion, color, sex,
sexual orientation, national origin, age, cultural or socio-economic status or disabling condition orin
retaliation for exercising any rights under this policy.

It s each and every employee’ s responsibility to understand and comply with the Head Start
Program’s equal employment opportunity policy. All decisions with regard to employment shall be in
compliance with applicable CNMI and federal laws. _
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HUMAN RESOURCES MANAGEMENT Regulation 8105
Employment

Equal Opportunity Employment /Discrimination Prohibited

(a) All students, employees and parents have the right to be free from discrimination and
- harassment on the basis of race, creed, religion, color, sex, sexual orientation, national origin,
age, cultural or socio-economic status or disabling condition. Employees shall not
participate in, or permit others to engage in, any act of discrimination against students,
parents or coworkers based on the above factors or in retaliation for the exercise of any of
their rights.

(b) Definitions:

1.  Discrimination is the singling out of a person or persons for different treatment, regardless
whether good or bad, based on the factors listed above. Discrimination includes not only
the creation of a hostile environment, but also favoritism based on any of these factors.
Simply put, students and employees are required to treat all persons equally.

5

2.  Harassment may be defined as abusive behavior or other verbal or physical conduct towards
a person based on that person’s sex, sexual orientation, race, creed, color, religion, national
origin, age, cultural or socio-economic status or disabling condition which has the purpose
or effect of creating an intimidating, hostile or offensive environment that interferes with a
student’s participation in or receipt of benefits, services or opportunities in a school’s

- programs and activities. . Examples of harassment include, but are not limited to, jokes,
comments, slurs, epithets and disparaging remarks.

(© Complaints and InveStigations Invalving Employees:

1.  Any employee who believes that he or she is a victim of discrimination or harassment or
who observes discrimination or harassment of a student or co-worker should report the
matter immediately to the employee's supervisor or Head Start Director and the PSS Equal
Employment Opportunity (EEO) Officer.

2. If the employee feels that such contact with the supervisor would be inappropriate, if the
supervisor does not satisfactorily resolve the situation, or if the employee simply feels more
comfortable speaking with someone other than the supervisor, the employee should contact
the EEO Officer for the Public School System.

3. Any supervisor/administrator who receives a report, orally or in writing, from any employee
regarding discrimination of that employee by another employee, non-employee doing
business with the Head Start Program, or student must notify the EEO Officer within
twenty-four (24) hours or within a reasonable time thereafter.
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Regulation 8105
Page2

4.  Oral complaints of discrimination will be put in writing by the complainant or by the person
who receives the complaint, and should be signed by the complainant. However, the
complainant’s refusal to sign a complaint does not relieve the Head Start Program of the
obligation to investigate the complaint.

5. Anemployee who believes that he/she has been subjected to discrimination shall not be
required to confront the alleged harasser prior to making the report.

6. Following receipt of the report, the appropriate Head Start personnel will promptly and fully
investigate the complaint and will notify the employee and the alleged harasser of the results
of the investigation. Investigations will be conducted with full recognition of the rights of all

parties involved.

7.  Upon receipt of the report, the EEO Officer will appoint an investigator to investigate the
complaint. The investigation shall commence within forty-eight (48) hours after such

appointment.

8.  The Head Start Program.will maintain the confidentiality of the complaint and the details of
the investigation to the fullest extent possible.

9. The investigator will put his/her findings in writing and will forward a copy to PSS EEO
Officer within one (1) week after concluding the investigation, or within a reasonable
extension of time thereafter, for good cause shown.

2. If the investigation substantiates the complaint, the Head Start Program will take appropriate
disciplinary action against the offender(s), commensurate to the severity of the
discrimination (up to and including termination of employment). If the offender is a
student, disciplinary action will be taken in accordance with Board policies and regulations
regarding student conduct. If the offender is not an employee of the Head Start Program,
the Head Start Program will take appropriate action within the scope of its authority to
eliminate and redress the discrimination.

3. If the investigation is indeterminate, the matter will be designated as unresolved,and the
investigation file will be maintained by the PSS EEO Officer in a file separate and apart from
any student or personnelfile.
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Regulation 8105
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12. There will be no retaliation against or adverse treatment of any employee who uses this
procedure to resolve a concern when such complaint has been brought in the good faith
belief that the complainant has been subjected to discrimination and/or harassment.

13. The responsible administrator shall follow up regularly with the complaining employee to
ensure that the discrimination and/or harassment has stopped and that no retaliation has

occurred.

14.  If the complainant is not satisfied with the resolution of the complaint, then he or she may
appeal to the Commissioner pursuant fo the grievance procedures set forth in Regulation 8650.

15. Head Startemployees must follow the Head Start Program’ s policies and procedures for
Complaints and Investigations Invalving Employees.

(d) Enforcement - Employees

Each supenvsor and administrator is responsible for maintaining an educational and work environment
free from discrimination. In accordance with that responsibility, each program site manager, or his/her
designee, shall take appropriate actions to enforce the Head Start equal employment and education

opportunity policy, including but not limited to the following:

1. Thesupervisor/administrator shall provide an in-service orientation training regarding »
disarimination and this regulation to all staff by the end of the first full calendar week of each
new school year and on aquarterly basis as needed.

2. The supervisor/administrator shall provide a copy of the policy and regulations to all new
employees and policy council and committee members of the Head Start Program prior to the
commencement of the employee's duties during the orientation.

3. The supervisor/adminisuﬁtor shall further mstructemployees and policy council and committee
members regarding the procedures for reporting discrimination in the educational setting on an

as-needed basis.

"-
4. Thesupervisor/administrator shall take prompt action to investigate all complaints of
disarimination. _

5. The supervisor/administrator shall take appropriate disciplinary action, as necessary.
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Regulation 8105
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(e) Enforcement - Students

Each Program Site Manager is responsible for maintaining an educational and work environment free
from discrimination. In accordance with that responsibility, each Program Site Manager, or his/her
designee, shall take appropriat actions to enforce the Head Start Program equal employment and
education opportunity pdlicy, including butnot limited to the following:

1. All vulgar or offensive graffiti shall be removed from the premises.

- 2. Student instruction regarding discrimination and sexual harassment shall be provided to all
students, families, volhunteers,and policy council and committee members. If appropriate,age
oriented instruction may be presented to the pre-school and head start students.

3. If appropriate, all homeroom teachers shall discuss the student nondisarimination policy and
regulation with their stadents during the first week of the school year. Discussion shall be

conducted in an age appropriate manner and should assure students they need not tolerate any
form of discrimination and/or harassment. -

4. All teachers, counselors, and administrators shall instruct students on the procedures for
reporting discrimination and sexual harassment within the educational setting on an as needed

basis.

5. The Program Site Manager shall take prompt action to investigate all complaints of
disarimination or sexual harassment.

2. The Program Site Manager shall take appropriate disciplinary action, as needed.
® Notifications
A copy of the Head Start Program’s Equal Employment Opportunity policy and regulation shall

1. Be provided to each current employee, and to each new employee prior to commencement of
his or her duties.

2. Appear in any Head Start newsletter or work site publication that sets forth the Head Start
comprehensive rules, regulations, procedures, and standards of conductfor employees.
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() Disdpline/ Consequences for Employees

1. Anyemployee who engages in the discrimination or sexual harassment of anyone while on
school property, or whik in the employ of the Head Start Program off school property will be
subject to disciplinary action, up to and including dismissal. Any employee who permits aor
engages in the sexual harassment of a student will be subject to disciplinary action, up to and
including dismissal. '

2.  Anyemployee who receives a complaint of discrimination or sexual harassment from a student
and who does not act promptly to forward that comphint to the immediate superv1sor or Head
Start Director and the EEO Officer shall be disciplined appropriately.

3.  Anyemployee who reta]iates, or engages in conduct that could be interpreted as retaliation,
against any person who has made a complaint of discrimination or sexual harassment ar who
has participated in the investigation of a complaint of discrimination or sexual harassment will
be subjectto discipline, up to and including dismissal.

4.  Any non-employee doing business with the Head Start Program who engages in
discrimination or sexual harassment, or who retaliates against any person who has made a
complaint of discrimination or who has participated in the investigation of a complaint of
discrimination, will be subject to discipline to the extent that the Head Start Program has
control over the non-employee and his/her employer.

5. Anyemployee who brings a false charge of discrimination or sexual harassment shall receive
appropriate discipline. The term "false charge" means a charge brought in bad faith, that is,
without the good faith belief that one has been subjected to discrimination or sexual
harassment. The term "false charge” does notinclude a charge that was brought in good faith,
but which the Head Start Program was unable to substantiae.

(h) Disdpline/ Consequences for Complaints involving Students
1. Any student who engages in the discrimination or sexual harassment whik on school property
or while participating in school activities, will receive age appropriate training and may be
subject to disciplinary action,

2. Any employee who permits or engages in the discrimination or sexual harassmerk of astudent
will be subject to disciplinary action, up to and including dismissal.

3. Anyemployee who recéives a complaint of discrimination or sexua harassment from astudent
and who does notact prompfly to forward that complaint o the Program Site Coordinator, or
the Head Start Director, shall be disciplined appropriately.
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GRIEVANCE PROCEDURE

. Levd 1: Immediate Supervisor (Informal and optional—may be bypassed by

grievant)

Many problems can be solved by an informal meeting with the parties and the immediate
supervisor or Head Start Director. Employees with a discrimination or sexual harassment
complaint are enoouraged to first discuss it with their inmediate supervisor or Head Start

Director with the same objective. If the individual's supervisor or Head Start Director is the
person alleged to have engaged in the discrimination or sexual harassment then the grievant

should skip Level 1 and go directly ©o Level 2.

2. Levd 2: Written Grievance

A If the complaint or issue is not resalved atLevel 1 or if the grievant chooses to skip
Levd 1, the grievant may file a signed, written grievance stating: 1 ) the nature of the

disarimination/harfassment; 2) the remedy requested; and 3) the date

disaimination/harassment occurmred. The Level 2 written grievance should be filed with
the EEO Officer within fifteen (15) days of the event or incident, or from the date the

grievant could reasonably become aware of such occurrence.

B. The EEO Officer may appoint an investigator to investigate all written grievances. If
possible, the investigator will resolve the grievance. H the parties cannot agree on a

resolution, the Coordinator will prepare a written report of the investigation that shall

include the following:

(1) A ckar staement of the allegations of the grievance and remedy sought by the

grievant.

A statement of the facts as contended by each of the parties.

A statement of the facts as found by the inwestigator and identification of
evidence to suppart each fact

A list of all witnesses interviewed and documents reviewed during the
investigation.

A narrative describing attempts to resolve the grievance.

SRS

28 9

meritorious and recommendations.

C. The investigator shall consult with the EEO Officer during the mvestlgatxon and
attempted resolution of the grievance.
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Regulation 8105
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D. The appointed investigator will complete the investigation and file the report within
thirty (30) days after receipt of the written grievance. The investigator shall file the
report with the EEO Officer and the EEO officer will make any necessary
recommendations and forward the report to the Head Start Director and
Commissioner’s office. The Head Start Director will notify the Head Start Policy
Council of the situation and will give them updates on the investigation and findings.

E. If the Commissioner/designee, with the concurrence from the Head Start Director and
Head Start Policy'Council, agrees to the recommendation of PSS EEO Officer, the
recommendations’ will be implemented. The Commissioner/designee will inform the
grievance in writing of his or her decision and any action that will be taken. A copy of
the decision will be given to the Head Start Policy Council for their information and
records.

3. Levd3: Appeal to the Board and HPC

If the Commiissioner rejects the recommendations of the Coordinator, and/or either party is not
satisfied with the recommendations from Level 2, either party may make a written appeal within
ten (10) days of receiving the report of the Commissioner to the Head Start Policy Council and
the Board of Education. On receipt of the written appeal, the Chairperson of the Board of
Education shall appoint two (2) Board members and the Head Start Policy Council
Chairperson shall appoint three (3) members to a hearing panel. The hearing panel shail
elect a chief hearing officer who shall schedule a hearing to be held within forty-five (45)
days of the employee’s request for an appeal. The date shall be set with due regard for the
needs of the Head Start Program and the employee to have sufficient time to adequately
prepare. A decision shall be made and reported in writing to all parties within thirty (30) days
of the hearing. The decision of the hearing panel will be final.

4. Other Options for Grievant
At any time during this process, a grievant may file a complaint with the U.S. Department of
Education, Office for Civil Rights, the Equal Employment Opportunity Commission and/r the
Federal Ombudsman to the Commonwealth.

**% The PSS EEO Officer will be available o answer all questions regarding this regulation and its
impkmentation.
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HEAD STARTPROGRAM Policy 8110
(Regulations 8111-8114)

Human Resources

Head Start Employees

Head Start strives to hire and retain the most qualified applicants to provide quality services o all
students. The accompanying regulations define employee and set forth the qualification requirements
and selection process. '

HEAD START PROGRAM - | Regulation 8111
Human Resources

Head Start Employees

The term employee includes all individuals with fully executed employment contracts with PSS/Head
Start Program. Head Start employees do notinclude volunteer assistants, teaching interns, guest
lecturers, student teachers, contractors, subcontractors or any others performing services for Head Start
under a memorandum of understanding with another agency, a volunteer agreement or a procurement
contract. The term does encompass all Non-Certified and Certified PSS/Head Start employees,
inclnding all PSS/Head Start employees with salaries funded by federal grants.

Certified employees are those persons hired to work as a teacher, counselor ar a librarian who must be

certified as required by regulation and/or aw. Certified employees include “ teachers,”
“ counselors,” and “ librarians.” All other employees of the PSS/Head Start Program are considered

Non-Certified personnel.
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HEAD STARTPROGRAM Regulation 8112
Human Resources

The Hiring Process

The employment practices of the Head Start Program shall in all cases be governed by laws and
regulations applicable to the Public School System with participation from the Head Start Policy
Council. '

(a) Recruiting Practices

To ensure the CNMI Head Start Program provides quality services, well-qualified staff must be
recruited, interviewed, and selected properly. The following procedures will provide information on
the steps necessary to process a request for the authorization to create and/or fill a position, and the
recruitment, interviewing, and selection processes, which leads to employment of an individual to fill

that vacant position.
(b) - Vacancy Announcement
Request to Fill a Vacant Position

1. A vacancy may exist through resignation, non-renewal of contract, promotion, termination,
the opening of new positions or by other means in the Head Start Program. An employee
wishing to resign or not renew his or her contract shall inform his/her immediate supervisor
and the Head Start Director. If the Head Start Director determines that an employee will not
seek a renewal or should not have his or her contract renewed, then this information along
with supporting documents from the employee such as a resignation letter must be provided
to the PSS Human Resources Officer (HRO) for further processing. '

2. Any authorized vacant position that needs to be filled shall be submitted by the Head Start
Director for authorization to open recruitment. The Head Start Director shall submit a
Request for Personnel Action form, PSPS-1000-A, to the PSS Human Resources Office

(HRO) with appropriate data included.

3. Appropriate data includes the position title, job description, pay level, pay range, pay rate,
whether a new or existing position, person replacing (if applicable), location/duty station,
employment status --- certified or non-certified, funding source information, and the request
for in-house, public, or newspaper recruitment.
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4. The Request for Personnel Action form is submitted to the HRO for processing of a Job
Vacancy Announcement (YVA), which includes the job description, geographic location and
duty station, salary, benefits, qualifications, Standards of Conduct, and instructions for
applying including how to apply for the position, place to apply, form of application
required, and documentary support required, when appropriate.

L After processing from the HRO, the JVA and Request for Personnel Action form is then
forwarded to the Finance Director or Federal Programs Officer to verify funding availability
for the position and recruitment expenses. If funding is available and authorized, the form
is then submitted to the Commissioner of Education for final approval and certification that

there is a need to fill the position.

L If authorization to recruit is approved by all parties, the form will be resubmitted to the HRO
for appropriate action. If authorization is denied, the Head Start Director is informed of the
denial, with reason, and no further action is taken toward recruitment.

Announcement of Vacancy
1. There shall be two types of announcements:

A. . A Promotional / Transfer Opportunity that shall be open only to PSS employees for
promotion or transfer consideration.

B. An Open Competitive Announcement that shall be open to all qualified applicants.

2. After the JVA has been approved by the HRO, Finance Director, and the Commissioner of
Education, the Human Resources Officer shall post the promotional transfer opportunity for
a period of at least fifteen (15) days. Posting will be made at the PSS HRO Office and all
Head Start Centers. Qualified PSS employees may apply and will be placed on a PSS
Employee Eligibility List If there is more than one employee applicant, interviews shall be
conducted in accordance with §1210. If an appropriate candidate for the position, as
determined by the Human Resources Officer or the PSS Interviewer, is not found within
PSS, then the Open Competitive Announcement process shall be initiated.

3. An Open Competitive Vacancy Announcement shall be posted for a period of at least fifteen
(15) days. At a minimum, the vacancy announcement shall be posted on a vacancy
announcement board at PSS, at all head start centers and on the CNMI Personnel Office
board where vacancy announcements are normally posted, at a similar board at the Northern
Marianas College and at the principal’s office at each of the public schools.
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4. In the event that the position is one that offers the possibility of greater than $40,000.00 per
year in salary or is a hard-to-fill position, then the vacancy announcement shall be published
in the CNMI and circulated generally throughout the CNMI. The newspaper advertisement
has to be approved by the Head Start Director and also approved for funding availability by
the Finance Director. The announcement will be prepared by the HRO who will arrange
with the newspaper(s) for publication. All other positions will be announced by in-house
and public distribution. '

Announcement Period, Extension

If there are not at least three (3) qualified applicants after the Open Competitive Announcement
period, or if the Human Resources Officer determines that insufficient interest has been shown in
the announcement, then the announcement period shall be extended another fifteen (15) days with
approval from the Head Start Director. A new announcement may be circulated indicating the
extension of the application period. If there are still insufficient applicants, and the vacancy remains
unfilled, another announcement may be established and open “‘until filled”.

(c) Eligibility

1. Upon submission of all required documentation, the Human Resources Officer (HRO) will
review and assess the applications. A Personnel Specialist will evaluate the related work
experience, education, and necessary training required for the job being announced. Every
person who applies for a vacancy who meets the minimum qualifications shall be listed in
no particular order on an eligibility list for that position.

1. The eligibility list along with the applications and assessments will be forwarded to the
interviewing committee comprised of the Head Start Director, the appropriate Site
Coordinator (if applicable), an HPC member, and a PSS HRO representative, if available.
Those applicants who were found not to meet the minitnum requirements of the vacant
position shall be notified in writing by the HRO.

1. The eligibility list shall be maintained for one year. Names may be removed by the Human
Resources Officer only if the applicant voluntarily withdraws, is found to not be qualified, is

disqualified due to false statements or fraud in the application, or the applicant fails to
respond within ten calendar days to an offer for employment.

f

)
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Regulation 8112
Page 4

(d) Interviewing

1. As stated, an interview commitiee shall be formed and consist of the Head Start Director, the
appropriate Site Coordinator (if applicable), an HPC member, and a PSS HRO
representative. The Commissioner of Education will authorize members of the interview
comrmittee o interview applicants for employment upon completion of training by the Human
Resources Office and Equal Employment Opportunity Officer or PSS Legal Counsd on the
requirements and legal restrictions of the hiring process.

2. Upon receipt of the eligibility list from the HRO, the interview committee comprised of
authorized interviewers shall schedule interview dates with at least five (5) applicants on the
list. If fewer than five applicants are on the eligibility list, then all of the applicants on the
list shall be interviewed. '

(e) | Recommendation

At the conclusion of all of the interviews and after a consensus from all the interviewers, the Head
Start Director shall recommend in writing with concurrence and approval from the Head Start
Policy Council Chairperson, to the Human Resources Officer that an applicant(s) for a particular
position be hired by the program. The recommendation shall provide reasons supporting the
employment of the particular applicant. This recommendation shall be kept confidential and shall
not be available to the employee. ‘Applicants who were not selected will be notified by HRO in

writing.
(f) Background Investigation
1. Before recommending an applicant for employment, a member of the interview commitiee

shall contact the applicant’s present and former employers and references as listed in the
application if the applicant authorizes such contact.

1. In the event that an applicant claims work or educational experience that would affect his or
her classification, then the applicant shall provide written verification from the prior
employer of the claimed work experience and/or an official copy of transcript with the
educational experience.

1. A police clearance from all places of residence for the last two (2) years must be provided
prior to employment. A fingerprint card for a FBI check is also required to ensure the
safety and well being of the children.
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Regpulation 8112
Page 5

All current and prospective employees must sign a declaration attesting to the fact that the
employee does not have any pending or prior criminal arrests, charges or convictions related
to child sexual abuse or neglect. Any pending or prior arrests, charges or convictions must
be listed with a detailed explanation of their disposition.

The Employment Decision

The Interview Committee with the Human Resources Officer shall make the initial
determination whether to extend an offer of employment to an applicant upon review of the
availability of positions, the entire applicant file and the background investigation. The
Human Resources Officer may accept or reject the recommendation from the interview
committee based on the applicant’s failure of the background check or failure to submit the
required documents for the background check. If the Human Resources Officer rejects the
recommendation, then he or she must specify in writing the reasons for the rejection and
supply this to the recommending committee and the Head Start Policy Council. This
writing shall be kept confidential.

The decision to hire an applicant, when initially made by the Head Start Interview
Committee and the Human Resources Officer, is always contingent. In itself, it never
constitutes a binding promise to hire an applicant. Whether the recommendation will
ultimately be accepted depends upon a determination that adequate funding exists, that legal
procedures have been followed and that the Commissioner will approve the decision. Thus,
it is important to inform the applicant that the decision is tentative and will not be definite
until the applicant receives the signed contract. The signed contract is the official offer of
employment, which the applicant may accept by executing it.

In the event that an offer of employment should be made, an Intent to Offer Employment
Letter, filled out completely, shall be provided to the applicant, and a copy provided to the
interviewer(s). The HRO shall also notify the applicant of his/her projected annual salary
and request the necessary information prior to signing their contract (submittal of health
certificate and two (2) documents of proof of eligibility to work in the CNMI). Any other
communication to the applicant should emphasize that there will be no authorized offer of
employment until a contract form signed by the Commissioner is presented to the applicant

for his or her signature. *

b,
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Regulation 8112
Page 6

4. If the position involves unsupervised contact with students, such as teachers and counselors,
the Intent to Offer Employment Letter shall have attached four fingerprint cards and shall
instruct the applicant to have a local law enforcement agency fingerprint him or her and fill
out two of the cards. The applicant shall then immediately proceed to the Department of
Public Safety (DPS) to be fingerprinted. The applicant shall provide the HRO written proof
through a PSS form that the fingerprinting was completed.

(h) Recordkeeping

L. The Human Resources Officer shall, at a minimum, create an applicant file for each job
recommendation letter it receives from an authorized interviewer or interview committee.
The file shall contain, at the minimum, the recommendation letter, eligibility list, job
description and vacancy announcement, job application, resume, certified copy of the
teaching certificate (if applicable), transcript (if applicable), copy of degree, verification of
employment (if applicable), criminal conviction clearance and any correspondence with the
applicant.

2. In the event that an applicant is not hired, the Human Resources Officer shall retain the
applicant’s file for a minimum period of two years before it is destroyed. In the event that
an applicant is hired, the documents will be placed in the employee’s personnel file.
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HEAD START PROGRAM Rerulation 8113
Human Resources

Employment Contracts

(a) Purpose

The hiring process reaches the conclusion with the offer of employment in the form of a written
contract signed by the Human Resources Officer, the Director of Finance, and the Commissioner of
Education and an acceptance of employment by the applicant accomplished by the applicant’ s signing
of the confract. At the time of presentation to the employee, the contract constitutes an offer of
employment upon the terms and conditions expressed in tha writing only. Signature of the applicant
constitutes acceptance of the offer.

Prior to extending the offer, all verification must be completed, all documentation received, and all
approvals obtained, with the exception of medical examination results and FBI criminal clearance, when

applicable.
(b) The Contract Form

Contfract Forms shall be reviewed and approved by the Legal Counsel befare use. The Human
Resources Officer shall completely fill outthe Employment Contract using the appropriate form. The
role of the Human Resources Officer is to ensure that the contract form has been filled out correctly
priar to ifs presentation to the Commissioner. The job application and vacancy announcement shall be
attached to the contract Any applicable addendum shall also be attached to and incorporated into the

confract.
(¢) Routing of the Contract

1. Human Resources Officer: The signature of the Human Resources Officer shall certify the
correct determination of the salary offered, the receipt of a local criminal conviction
clearance and the verification of education and work experience relevant to the position. The
Human Resources Officer shall also indicate whether the prospective employee’s
fingerprint cards have been submitted to DPS for the FBI records check.

2. Finance: The signature of the Finance Director shall cettify the availability of the position as
an FTE and the funds necessary to fund the position offered.

3. Commissioner: The Comhn'ssioner shall be the final government officer to sign the contract
form. The Commissioner shall sign as the chief executive officer of PSS.
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4. Applicant: The applicant shall be presented with the confract form only after it has been signed
by all of the appropriate PSS officers. The document at that point constitutes an offer of '
employmentupon the terms and conditions expressed in that writing only. The signature of
the applicant constitutes an acceptance of the offer.

In the event that the applicant seeks to make, or actually makes, any modification © the contract
form, this act shall constitute a rejection and a counter-offer, even though it is signed. Upon
receipt, the Human Resources Officer shall review the modifications with the Legal Counsel
and Commissioner to determine if they are acceptable. If so, then a new contract shall be
prepared, rerouted for all the necessary signatures, and presented to the applicant for signing.
No counter-offer shall be deemed to be accepted without following this procedure.

5. Recards: The applicant shall keep a copy of the employment contract and the Human
Resaources Officer shall retain the original.

The application file shall be dosed with a copy of the first page of the employment contract
placed on top of its contenits. An employee file shall be opened with the completed
employment contract and copies of the documents in the applicant file placed in the personnel

file. :
(d) No Action Without Fully-Executed Contract

The Human Resources Officer shall be responsible for ensuring that employment contracts are routed
through the Public School System and transmitted to the applicant without delay. Inno event shall any
applicant be requested to travel fram the point of recruitment © the CNMI to begin employment
without the Human Resources Officer first having in its possession a fully executed employment
contract. Nor shall any applicant be requested to commence working without the Human Resources
Officer first having a fully executed employment contract with that individual.
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HUMAN RESOURCES MANAGEMENT Regulation 8114
Staff Welfare and Standards of Conduct

Minimum Qualifications

(a)  AllHead Start staff must meet the education and experience qualifications required by the
Head Start performance standards and as set forth in the job vacancy announcements and this

regulation.

(b)  Unlike other PSS classroom teachers, the Head Start Program in acocordance with the
Performance Standards allows individuals without a baccalaureate (BA/BS) degree to teach in
Head Start classrooms. However, advanced degree holders are preferred and all Head Start
lead teachers must meet the minimum qualifications as set forth in Regulation 8125.

(c) In accordance with the Head Start Performance Standards, the Head Start lead teacher, at a
minimum, shall possess:

1) An Associate (AA/AS) degree with Early Childhood Education (ECE) certification
ora Child Development Associate (CDA) certification or equivalent;

OR

2) 60 graduate semester hours (with at least a GPA of 2.25) towards a baccalaureate
degree with ECE certification or CDA certification or equivalent.

These minimum requirements are different than the Public School System’s requirement

that all teachers have a rninimum of a baccalaureate (BA/BS) degree. The Head Start
Program prefers advanced degree holders in Early Childhood Education with CDA

certification.
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Regulation 8114

Page2
For Head Start teachers, the following titles education qualifications and starting salaries, upon
availability of funding, shall apply:
Education Starting
Classification Qualification Salary Agency or Grantee
Title :
Teacher Assistant II ECE/CDA without $12,608.40 PSS and Head Start
AA/AS
Teacher Assistant ITI AA/AS without $13,584.24 PSS and Head Start
ECE/CDA
Head Start Teacher AA/AS with $23,505.87 Head Start Only
ECE/CDA .
Classroom Teacher 1 BA/BS degree $27,000 PSS Only
Classroom Teacher ~ BA/BS Education major, $28,884.60 PSS and Head Start
I with ECE/CDA (CDA)
Classroom Teacher BA/BS Education major $29,906.41 PSS and Head Start
m plus 15 graduate credits (CDA)
with ECE/CDA
Classroom Teacher MA/MS Education $30,976.96 PSS and Head Start
v major, with ECE/CDA ' (CDA)

The Head Start Program adopts the PSS regulations regarding salary increases and reclassification.
Salary increases will be based on performance and available funds.

Head Start teachers shall be considered as exempt employees for the purpose of Fair Labor
Standards Act (FLSA). ’
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HEAD STARTPROGRAM - Policy 8130
: (Regulation 8130)

Human Resources

Health Requirements

The Board and the HPC have adopted Regulation 8130 to ensure that a member of the Head Start staff
is not to be permitted to continue to serve when such service would endanger the health of the
students and co-workers or when a disability is such that it would interfere with the effective
performance with the staff’s professional duties despite reasonable accommodations.

Nothing stated herein is intended to reduce the rights of disabled employees under the Americans
with Disabilities Act (ADA). This policy and the accompanying regulation are to be construed, to
the maximum extent possible, so that they are consistent with the ADA. To the extent it is not
possible, the inconsistent portlon shall be severed and the remainder of the policy and regulation

shall be given effect.

HUMAN RESOURCES MANAGEMENT ) Regulation 8130
Employment

Health Requirements

(a)  Limitation - Nothing stated herein is intended to reduce the rights of disabled employees
under the Americans with Disabilities Act (ADA). This regulation is to be construed, to the
maximum extent possible, so that it is consistent with the ADA. To the extent it is not
possible, the inconsistent portion shall be severed and the remainder of the regulation shall

be given effect.

(b)  Medical Examination - Upon the execution of an employment contract, the employee
shall be required to undergo a physical examination at the Division of Public Health in the
Commonwealth or other medical clinic or medical practitioner licensed in the CNMI prior to
the commencement of the contract term. The results of the examination shall be provided to
the Human Resources Officer prior to the commencement of the contract term. Those
employees who have their contracts recommended for renewal may also be required to
undergo a physical examination as provided herein prior to the commencement of the

extended contract term.
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Regulation 8130
Page2

Qualifications - An employee must not have a physical or mental impairment that:

1. Prevents the employee from being able to safely and effectively perform all essential
job-related functions once reasonable accommodations are provided by the

employer, or

1. Poses a significant risk of substantial

harm to the health or safety of the employee or other people in the workplace that
cannot be eliminated or reduced by reasonable accommodation.

Scope of Medical Examination - The initial employment examination by the Division of
Public Health or other medical clinic or medical practitioner licensed in the CNMI shall be
limited to a physical examination necessary to develop an opinion as to whether the
employee is physically qualified under section (c) of this regulation.

Effect on Contract - If it is determined by qualified medical personnel that a physical
condition exists that causes the employee to be unable to meet the qualifications set out in
section (c) then the Commissioner shall declare the contract void and terminate employment
with concurrence from the Head Start Director and Head Start Policy Council.

Medical Examination During Contract Term.

1. If the Head Start Director determines, after consultation with the employee and the
employee’s supervisor, that there is reasonable doubt about the employee’s
~ continued ability to physically or mentally qualify under section (c), then the
employee may be required to undergo a medical examination at the Division of
Public Health.

2. If it is determined by qualified medical personnel that a physical or mental condition
exists that causes the employee to be unable to meet the qualifications set out in
section (c), then the Head Start Director with concurrence from the Head Start
Policy Council shall request for the Commissioner to institute proceedings to
suspend or terminate employment, as appropriate, in accordance with the Head Start
Program employee discipline regulations.

Restriction on Employment Action - No action shall be taken under sections (e) or (f)
without first consulting the PSS Legal Counsel to ensure that the requirements of the ADA

will be met by the proposed action.
]
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Reoulation 8130
Page3

Confidentiality of Medical Reports - The records of any medical examination shall be
strictly confidential. The records shall be maintained sealed by the Human Resources
Officer and shall be disclosed only to managers and supervisors who need to know of any
work restrictions or accommodations, first aid and safety personnel who need to know in
order to render emergency services, government officials who are investigating compliance
with the ADA, the workers’ compensation board pursuant to the Commonwealth’s
workers’ compensation laws, and those persons who must review the records in order to
determine whether to take action and to be able to take action under sections (e) or (f)

herein.

Employees with Communicable Diseases or Contagious Conditions

. An employee may be excluded from work if the employee

¢ has,or has been exposed to, an acute (short duration) or chronic (long duranon)
contagious or infectious disease or condition; and
e is liable to transmit the contagious or infectious disease.

. Exclusion from wark shall occur unless the Head Start Director has determined, based upon

medical evidence, that the employee

No longer has thedisease;

Is not in the contagious or infectious stage of an acute disease; or

e Has a chronic infectious disease that poses little risk of transmxssmn in the school
environment with reasonable precautions.

. TheHead Start Program may require an employee suspected of having a contagious or

infectious disease to be examined by a physician. Based on the physician’ s findings, the Head
Start Program may exclude the employee from work in accordance with the recommendations
of the physician so long as there is a substantial risk of transmission of the disease in the

school environment. ¢

. For any long-term exclusion from work resulting in a non-paid status, the employee s entifled

to his hearing rights as set forth in the due process disciplinary regulations for employees.

. Employees with acute or chronic contagious or infectious diseases have a right to privacy and

confidentiality. Only staff members who haw a medical reason to know the identity and
condition of such employees will be mformed. Willful or negligent disclosure of confidential
information about an employee’ s medical condition by staff members will be cause for
disdplinary action.
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Regulation 8130
Page4

6. Allemployees will follow the most recent guidelines issued by the Centers for Disease
Control, including applicable universal precautions in cleaning up body fluid spills, (a copy of
which shall be on file with the Head Start Program and at each center site regardless whether
an individual infected with a body fhiid or blood-borne pathogen is know to be present in the
school environmert or related activities. Willful or negligent disregard for these precautions
by any staff member will be cause for disciplinary action.
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HEAD START PROGRAM Policy 8135
Human Resources

Confidentiality

To foster an environment of trust and respect within the Head Start program and the CNMI
community, all staff, families,and wvolunteers will keep confidential information secure. Personal
information regarding students and individuals associated with Head Start Program will be held in
confidence unless written permission for the release of such information is granted by the appropriate

individual.
HEAD STARTPROGRAM Regulation 8135
Human Resources

Confidentiality

Personal information regarding individuals associated with Head Start will be held in confidence
unless written permission is granted by the parent/guardian.

(a) Procedures ¢

Upon enrolhneht,families will be given the option of allowing nformation to be shared during the
school year. This would include:

& Names, addresses,and contact numbers for center family roster,

» Useof photos, videos, and tape recording far news or media purposes,

& Permission for sharing information with partnering agencies such as Community
Health

Permission for Treatment of a Child form is required for safety reasons. Families will be informed of
the location of the family file and process for requesting access or copies of information.

(b) Family Files {

1. A Family File will be maintained at the Head Start center and kept in alocked file cabinet
Access to the fike will be limited to the parent/guardian(s), appropriate Head Start staff
provding services, Program Site Manager, Component Coordinators, Head Start Director, and
representatives of Region IX. Other individuals will be allowed access only with written
permission from the parent/guardian. All persons accessing the file will sign in on the File
Access Sheet.
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Regulation 8135
Page2

2. Staff or family/guardian(s) are not permitted to remove any Family File from the Head Start
program. Copies may be made of file items if requested by the parent/legal guardian of the
Head Startchild. Requests will be documented in the file.

3. Requests for file information by other agendes will be documented. All information released
must be with the family’s permission and requires a permission form signed by the
parent/guardian.

4, AllHead Start staff are Mandated Reporters for suspected Child Abuse or Neglect (CA/N) and
as such will provide information to the Department of Public Safety and the Department of
Youth Services (DYS) without parent/guardian consent. All contact with DPS and DYS will be
documented in the file. All files will be maintained for three (3) years after the child’s
completion of Head Start At the end of this time, the files will be shredded and disposed.

(c) Classroom Information

All information regarding child progress, behavior, health, attendance,and family information will be
keptconfidential Information necessary for assessmentby a physician, dentist, PSS Special
Education,or other agency will be given only with written permission from the parent/guardian.

(d) Staff/Volunteers Information

All staff and volunteers, whether Head Start family members or others, will be informed of the
expectation that events will not be discussed with persons outside of the Head Start program.
Disassion of employees to persons other than the employee, Component Coordinator, or direct
supervisoris discouraged. Staff will not share information regarding children, volunteers, or co-
workers with other peopke, including their family members.

Upon employment, staff will sign a Confidentiality Oath agreement to comply with the Confidentiality
Policy and Procedure. This will be kept in the employee’s personnel file.
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HEAD START PROGRAM Policy 8140
: (Regulation 8140)

Human Resources

Renewal of Contract

No employee has arightto therenewal of his/her contract of employment regardless of whether or not
job performance during the contract period is satisfactory. The Board and the HPC have adopted
Regulation 8135, which sets forth the responsibilities of the Head Start Program and its employees
regarding contract renewal.

HEAD STARTPROGRAM Regulation 8140
Human Resoureces

Renewal of Contract

(@ No employeehas arightto the renewal of his/her contract of employment regardless of
whether or not job perfarmance during the contract period is satisfactory. The dedision
whether to extend an offer for further employment is wholly within the discretion of the Head
Start program. No tenure of any nature, express or implied, is granted to any employee. No
employee or officer of the Public School System or member of the Head Start Policy Council
is anthorized to indicate, expressly or implied, that any employee has a right to be renewed
based upon their contract or job performance.

(b)  Request for Renewal - If an employee wishes to be considered for an additional contract
period, then notice should be given to the Human Resources Officer six (6) months in
advance of the termination date in order to be considered for renewal.

(c)  Notification of Non-Renewal - The PSS, through the Head Start Director, upon obtaining
the concurrence of the Head Start Policy Council will notify an employee in writing at least
ninety (90) calendar days in advance if it intends to not renew the employee’s contract with
the PSS.

(d) Resignation - Employees who for any reason intend fo retire or resign are encouraged to
indicate their plans in writing as early as possible. Resignations may become effective at the
end of the school year in which they are submitted. Resignations to become effective earlier
than the end of the school year require a release by the Head Start Director and Head Start
Policy Council and mustbe considered on an individual basis. Letters of resignation shall be
submitted fo the employee’ s direct supervisor and copies sent to the Head Start Director, Head
Start Policy Courxil, and the Human Resources Office.
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HEAD START PROGRAM Policy 8200
Human Resources

Assignment Flexibility

The Human Resources Officer with proper notification to and approval from the Head Start

Director has the discretion to move employees in and out of various classes, schools or
administrative offices and in and out of multi-track systems as the Human Resources Officer deems

to be in the best interest of the Public School System.
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HEAD START PROGRAM Policy 8210
(Regulation 8210)

Human Resources (Regulation 8211)

Staff Schedules, and Working Hours

Generally, all employees of PSS and the Head Start Program shall work a five-day workweek
(Monday ~ Friday). Certified employees will usually work during school hours for 190 days each
year. Most Non-Certified employees, with the exception of teacher aides/assistants, will work forty
hours per week from 7:30 a.m. © 11:30 a.m. and 12:30 p.m to 430 p.m. on Monday through Friday.
However, these hours may be changed in order to meet job demands and complete assigned tasks.

HEAD START PROGRAM Regulation 8210
Personnel Assignment and Transfer

Certified Staff Schedules, and Working Hours

(a) Confract teem

Certified employees will be contracted for two (2) 190-day sessions over a two (2) year period;
however, in special circamstances the Commissioner may approve a contract for a lesser term. In the
case of any CNMI government refiree who has received retirement benefits, the period of employment
per fiscal year must be limited to a maximum of sixty (60) calendar days in order to avoid forfeiting
retirement benefits. '

(b) Schedule

The school year will be set annually by the Board of Education and HPC. Efforts will be made by
Head Start Program to notify certified employees of the start date of each school year as soon as
prad:icgble.

(¢) Hours

Employees must attend work during the hours assigned by their supervisors. At the beginning of
each school year, supervisors shall inform all certified employees of the hours that they are
expected to be at the school and work each day, including start time, end time and lunch hour, if
possible. It is expected that the work shall be performed on weekdays during school hours.
However, Certified employees are professional employees and, as such, are expected to work the
hours necessary to complete all assigned tasks.
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Regulation 8210
Page3

An intentional disregard of repeated directives to attend or continuous tardiness despite repeated
directives to be prompt may result in disciplinary action, including dismissal from employment.

(d) Overtime/Compensatory Time

Certified employees are not entitled to overtime or compensatory pay. The federal Fair Labor
Standards Act (FLSA) prohibits an employer from having an employee work more than forty (40)
hours in a workweek without paying the employee one and one-half (1.5) times the employee’s
regular rate for each hour of overtime. But, exempt from the application of this rule are employees
who work in an executive, administrative or professional capacity. In general, teachers, guidance
counselors, accountants, attorneys, psychologists and registered nurses are considered to be
professionals. Program directors, superintendents and principals are considered to be executives.
Positions requiring overtime compensation include, but are not limited to, custodial workers, bus
drivers, food handlers, secretaries, security officers, warehouse workers and maintenance workers.
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HEAD START PROGRAM Regulation 8211
Personnel Assignments and Transfer

Non-Certified Staff Duties, Schedules and Working Hours

(a) Contract taem

Non-certified employees will be contracted for on the basis of five (5) days per week, fifty-two (52)
weeks per year. Employment contracts shall be for a two (2) year term; however, in special
circumstances the Head Start Program may approve a contract for a lesser term. In the case of any
CNMI government retiree who has received retirement benefits, the period of employment per fiscal
year must be limited to a maximum of sixty (60) calendar days in order to avoid forfeiting retirement

benefits.
(b) Hours

1. An employee must attend work during the hours assigned by his/her supervisor.
Generally, these hours will be from 7:30 a.m. to 11:30 am. and 12:30 p.m. t0 4:30
p-m. on Monday through Friday; however, these hours may be changed in order o
meet job demands. Individuals who begin work earlier or work later than their
assigned hours must receive prior authorization from their immediate supervisor.
Lunches or break time may not be traded in order to depart early without authorization
from the supervisor.

2. Employees shall document eight (8) hour work days when assigned outside the
Head Start Central Office. The same lunch break is available and is to be taken by
the employee working independently and shall not exceed one (1) hour.

3. A non-standard workweek may be used to provide continuity of Head Start services
to fulfill needs of children and family of the Head Start program and other related
public interest. Schedules for non-standard workweeks will be devised, in advance
by the Director of the Head Start program, not to exceed forty (40) hours per week.

When it becomes necessary to change an employee from a standard workweek to a
non-standard workweek, the employee shall be given notice ten (10) working days
in advance of the effective date of the change to the extent possible.

4, In the event the schools, or at times a school, are closed due to inclement weather or for
any other emergency reason, designated employees will report to work as notified
through community announcements.

3. An intentional disregard of repeated directives to attend or continuous tardiness despite
repeated directives to be prompt may resultin disciplinary action, including dismissal
from employment.
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Regulation 8211
Page 2

(¢) Overtime/Compensatory Time

1.

The federal Fair Labor Standards Act (FLSA) prohibits an employer from having an
employee work more than forty (40) hours in a workweek without paying the
employee one and one-half (1.5) times the employee’s regular rate for each hour of
overtime. Exempt from the application of this rule are employees who work in an
executive, administrative or professional capacity. Positions requiring overtime
compensation include, but are not limited to, custodial workers, bus drivers, food
handlers, secretaries, security officers, warehouse workers and maintenance workers.

The Public School System may use compensatory time off instead of paying
overtime compensation if the employee knowingly agrees to it as a condition of
employment and the employee is informed that the “comp time” may be limited,
preserved, used, or cashed out. Non-certified employees who are not exempt from
the FLLSA and who work more than forty (40) hours during any workweek will be
awarded compensatory time off ("comp time"). Comp time will be awarded at the
rate of one and one-half hours for each hour of overtime worked.

If a position is subject to the FLSA, HRO shall attach to the contract a
Compensatory Time Off Agreement (Form 4221) which must be signed by the
employee in executing the contract. The Compensatory Time Off Agreement shall
provide that for every hour of overtime, the employee shall be granted one and one-
half hours of “comp time” that may be used similar to annual leave. Compensatory
time, however, shall be accounted for separately from annual leave. The maximum
accumulation of compensatory time off hours at any one point in time shall be 240
hours. Any additional hours shall be paid as overtime.

Non-certified employees who are not exempt from the application of FL.SA shall be
assigned a forty (40) hour work schedule per week. If more time is needed to
complete the tasks assigned, the employee shall inform his/her supervisor of that
fact so that additional hours of work may be assigned as overtime. Supervisors, in
their discretion, may assign overtime to complete necessary tasks in accordance with
Head Start Program procedures. Employees may not work more than 40 hours in a
week unless approved by their supervisor before the additional hours are worked.

Every effort will be made to permit the use of compensatory time at the earliest time
mutually agreed upon by the individual and his/her supervisor. However, where the
individual’s absence would unduly disrupt the Head Start Program operations, the
Head Start Director retains the right to postpone comp time usage.
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HEAD STARTPROGRAM Policy 8310
(Regulations 8310- 8316)

Human Resources

Attendance, Vacation and Leave

Regular atiendance is essential in providing Head Start students with ahigh quality of instruction.
Supervisors will review incidents of excessive absences and may require employees to provide medical
documentation or may consider disciplinary actions up to and induding termination.

An employee’ s request for and use of annual, sick and all other types of leave must comply with the
accompanying regulations.

HUMAN RESOURCES MANA GEMENT Regulation 8310
Personnel Assignment and Transfer

Absences and Tardiness

(a) Attendance is a critical part of the job performance by all employees of the Head Start
Program to ensure quality services are being met. When an employee does not report to
work on the prescribed workday, he/she places a burden on his/her fellow workers and his
supervisor in covering for that person as well as denying the proper program delivery to the
children and families of the Head Start Program. Therefore, attendance is mandatory of all
Head Start Program employees.

(b)  Absenteeism: Definition: Absent from work without approval from immediate supervisor

1. An employee whe is absent without notification to and approval from the immediate
supervisor or without reasonable excuse shall be a considered absent without leave
without pay (AWOL) and shall not be paid for the time absent.

1. If an employee is absent for three (3) consecutive days and/or forty (40) hours in a
calendar a year or more without a reasonable excuse, he/she shall be dismissed

following the due process procedures in Regulation 8715.

(c) Tardiness: Definition — more than five (5) minutes late to work.
Tardiness is an excusable behavior as long as it does not occur frequently or on a regular
basis. A regular basis would be considered two (2) or more days of tardiness occurring per
week on a regular basis. Regular attendance will result in disciplinary action by the
employee’s supervisor.
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HEAD STARTPROGRAM Regulation 8311
Absences, Leaveand Vacation

Holidays and Vacation

Eligible employees shall receiwe holidays off with pay for the followmg CNMI National Holidays as
scheduled by the Head Start Program

1. New Year’s Day | 8. Labor Day
2. Commonwealth Day 9. Columbus Day
3. President’s Day 10. Citzenship Day
4. Covenant Dasr 11. Vefams ’ Day
5. Good Friday 12.  Thanksgiving
6. Memorial Day 13.  Constitution Day
7.  Independence Day | 14.  Christmas
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HEAD START PROGRAM Resulation 8312
Absences, Leave and Vacation

Annual and Sick Leave for Certified Employees

Head Start certified employees shall follow PSS Policies and Regulations regarding Annual Leave
and Sick Leave with proper approval from the immediate supervisor and final approval from the
Head Start Director. Receipt or acceptance of donation for Sick leave will be forwarded to the
HRO with approval from the Head Start Director and final approval by the Commissioner of

Education.
(a) Annual Leave

1.  Certified employees are eligible for annual leave with pay. A certified employee
who has been employed by PSS or the CNMI government for six years or less shall
accrue annual leave at the rate of two (2) hours per pay period. A certified employee
who has been employed by Head Start Program for more than six years shall accrue
annual leave at the rate of three (3) hours per pay period. Annual leave shall accrue
in each pay period only so long as the employee works or is in paid leave status for
all ten week days of the pay period; otherwise there shall be no accrual for that pay

period.

2. Employee must submit annual leave requests in writing in advance to his/her direct
supervisor and may only be used if the direct supervisor approves it.

3.  Requests for the use of annual leave by certified employees during instructional time
are discouraged and should be made infrequently. Such requests will only be
approved in rare circumstances.

4. The maximum accumulation of annual leave shall be three hundred and sixty (360)
hours. Annual Leave may be cashed out upon separation from the PSS. Separation
shall mean that the employee will not work for the PSS for at least six consecutive
months. The cash value of one hour of annual leave shall equal 1/2,080th of the
employee’s annual salary at the time of separation.
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Regulation 8312
Page2

(b) SickLeave

1.  Certified employees are eligible for sick leave with pay. Sick leave shall accrue for
Certified employees at the rate of one and one-half hours per pay period. Sick leave
shall accrue in each pay period only so long as the employee works or is in paid
leave status for all ten week days of the pay period; otherwise there shall be no
accrual for that pay period. Sick leave accumulated over two hundred (200) hours
shall be lost or may be donated to the sick-leave bank. Sick leave shall have no cash
value at anytime and unused portions shall carry over from year to year.

2.  The use of sick leave shall allow the employee to be paid at their usual rate while ill,
injured, receiving a medical, dental, or optometry examination, or if (s)he and/or
his/her immediate family are under a doctor ordered quarantine. Sick leave will be
allowed if the employee is able to provide satisfactory verification of the illness,
injury, quarantine, or medical appointment. Doctor’s notes may be required by the
employee’s direct supervisor in their discretion prior to approving payment for the
use of sick leave.

3.  Whenever possible, sick leave shall be requested in advance of when it is needed and
when possible medical appointments should be scheduled on an employee’s own
time. Except in emergency situations sick leave shall always be requested by the
employee before 6:00 a.m. on the day it is to be used.

4. The Commissioner of Education is granted the authority to create a universal sick
leave pool to which employees may donate their sick leave if a colleague is in need
of long-term sick leave and has used all of their sick and annual leave already. The
PSS shall follow the Office of Personnel Management guidelines for the sick leave
bank unless directed otherwise by the Board of Education.

5.  Sick leave records shall be retained for a period of three years after the employee
separates from the PSS. If the employee becomes re-employed during that three
year time period the sick leave balance shall be re-credited to the employee. If the
employee does not again begin employment with the PSS within three years of
separation the sick leave shall be lost. '
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HEAD START PROGRAM Regulation 8313
~Absences, Leave and Vacation

Annual and Sick Leave for Non-Certified Employees

Head Start non-certified employees shall follow PSS Policies and Regulations regarding Annual
Leave and Sick Leave with proper approval from the immediate supervisor and final approval from
the Head Start Director. Receipt or acceptance of donation for Sick leave will be forwarded to the
HRO with approval from the Head Start Director and final approval by the Commissioner of
Education.

(a) Annual Leave

1. Non-Certified employees are eligible for annual leave with pay. Non-certified employees
with less than three (3) years of creditable PSS service shall accrue annual leave a the rate of
four (4) hours per pay period. Non-certified employees with less than six (6), but three (3) or
more than three (3) years of creditable PSS service shall accrue annual leave at the rate of six
(6) hours per pay period. Non-certified employees with six (6) or more years of creditable
PSS service shail accrue annual leave at the rate of eight (8) hours per pay period. Annual
leawe shall accrue in each pay period only so long as the employee works or is in paid leawe
stams for all ten (10) week days of the pay period; otherwise there shall be no accrual for that
pay period. :

2. Employee must submit annual leave requests in writing in advance to the employee’s direct
supervisor and may only be used if the direct supervisor approves it. ’

3. Themaximum accurmlation of anmal leave shall be 360 hours. Annual Leave may be cashed
outupon separation from the PSS. Separation shall mean that the employee will not work for
the PSS for at least six (6) consecutive months. The cash value of one (1) hour of annual leave
shall equal 1/2080 of the employee’s annual salary at the time of separation. Anmual Leave
accued in excess of 360 hours shall be conwrted to sick leave.
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Repulation 8313
Page2

(b) Sick Leave

1.

Non-certified employees are eligible for sick leave with pay. Sick leave shall accrue
at the rate of four (4) hours per pay period. Sickleave shall accruein each pay period
only so long as the employee warks or is in paid leave status for all ten (10) week days
of the pay period; otherwise there shall be no accrual for that pay period. Sick leave
shall have no cash value upon the employee’ s separation from PSS.

The use of sick keave shall allow the employee to be paid at his’her usual rate whik ill,
injured, receiving a medical, dental, or optometry examination, or if he/she and/or
hisher immediate family are under a doctor-ordered quarantine. Sick leave will be
allowed if the employee is able to provide satisfactory ‘erification of the illness, injury,
quarantine or medical appointment. Doctor’ s notes may be required by the
employee’ s direct supervisor in his/her discretion prior to approving payment for the
useof sick leave.

Whenever possible, sick leave shall be requested in advance of when it is needed,
and when possible medical appointments should be scheduled on an employee’s
own time. ! '

The Commissioner of Education is granted the authority to create a universal sick
leave pool to which employees may donate their sick leave if a colleague is in need
of long-term sick leave and has used all of his/her sick and annual leave already. The
PSS shall follow the Office of Personnel Management guidelines for the sick leave
bank unless directed otherwise by the Board of Education.

Sick leave recordsshall be retained for a period of three (3) years after the employee
separates from the PSS. If the employee becomes re-employed during that three (3)
year time period, the sick leaw balance shall be re-credited to the employee. If the
employee does not again begin employment with the PSS within three (3) years of
separation, the sick leave shall be lost.
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HEAD START PROGRAM Resulation 8314
Absences., Leave and Vacation

Other Types of Leave for Head Start Program Employees

All Head Start employees shall follow PSS Policies and Regulations regarding other types of leave,
including but not limited to Absence Without Leave (AWOL), Extended Day Credit (EDC), and
Family Medical Leave Act (FMLA) with proper approval from Head Start Director and final
approval by the Commissioner of Education.

(a) Compassionate Leave

In the case of adeath of an immediate family member, the Commissioner of Education upon
recommendation from the Head Start Director may grant an employee compassionate leave with pay
for up to forty (40) howrs. Immediate family member shall be defined as the employee’s father,
mother, spouse, child, brother, sister, grandmother, grandfather, mother-in-law, or father-in-law.
Compassionae leave mustbe requested in writing in advance and may notbe granted more than two
(2) times in a year.

(b) Military Leave

Military training leave with pay may be granted to employees who are members of the National Guard
or any reserve components of the United States Armed Foroes and are directed to training or other
military activities by proper military authority. Military training leave may not exceed 120 hours in a
year and administrative leave may notbe used in is place or in conjunction with it

(¢) Administrative Leave
Administrative leave with pay may be granted under emergency conditions beyond the control of
management, such as typhoons; of for civic observations of interest to the Head Start Program,

government-related examinations, or travel related to Head Start Program business; or during
disciplinary investigations or for other such reasonable events as the Commissioner of Education

determines.
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Regulatlon 8314
Page2

(d) Court Leave

Employees who are required to serve as jurors may receive courtleave with pay for the period of time
thatthey do so. A request to receive court leave with pay mustbe approved in advance by the
Commissioner of Education upon recommendation from the Head Start Director and will be subject to
the condition that all fees paid to the employee by the court for serving as a juror must be provided to
the Head Start Program. Courtleave may also be approved for instances when an employee is
subpoenaed to testify in a Court or Administrative hearing on behalf of the Head Start Program, PSS
or the CNMI Govemment.

(e) Maternity/Paternity Leave

The Commissioner of Education may grant Maternity/Paternity leave to an employee who is the
father or mother of a newborn child or is the father or mother of a newly adopted child. A
maximum of eighty (80) hours of paid maternity/paternity leave may be granted to an employee in
any calendar year. Matemity/paternity leave may only be used within one (1) month of the birth or
adoption of a child. See also the Family and Medical Leave Regulation.

(f) Training and Education Leave

Leave with pay for the purpose of job related training and education may be granted to non-certified
employees for a period not to exceed one (1) year. The Commissioner of Education is charged '
with the responsibility of approving or disapproving such leave requests. The Commissioner is
granted the authority to create guidelines regarding the use and approval of training and education
leave and also to establish a committee to review the applications according to those guidelines.

(See also Policy and Regulation 4322 — Training and Educational Leave.)

(g) Unpaid Training and Education Leave

Head Start emiployees who are either ineligible for paid training and educational leave or who wish
to pursue their education on a full-time basis without financial assistance from the Head Start
Program, may be granted a leave of absence for a period of time not to exceed one (1) year. Such
employees shall have the right to‘return to a similar position as the one they previously held, upon
the satisfactory completion of their leave. The employee will receive no service credit for the period
of time spent on unpaid training snd educational leave. The employee must receive prior, written
approval from the Commissioner of Education before taking such leave.
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Regulation 8314
Page3

(h) Advance Annual Leave

The Commissioner of Education may, for good reason, grant an employee advance annual leave of
up to a maximum of one half of the total earnable leave credits for one (1) year from the date the
application is made. Subsequent earnings shall serve to replace the amount of advance leave
granted and taken. An employee shall not be granted advance annual leave unless he/she has
already exhausted all of his/her annual leave.

(i) Advance Sick Leave

The Commissioner of Education may, for good reason, grant an employee advance sick leave of up
to a maximum of one half of the total earnable leave credits for one year from the date the
application is made. Subsequent earnings shall serve to replace the amount of advance leave
granted and taken. An employee shall not be granted advance sick leave unless he/she has already
exhausted all of his/her sick and annual leave. '

(j) Leave Without Pay (LWOP)

The Commissioner of Education, if it does not conflict with the best interests of the Head Start
Program, may grant limited periods of leave without pay to employees who have used up all of their
annual and any other leave and need more time away from work. The employee will receive no
service credit for the period of time spent on leave without pay. Leave without pay must be
approved in writing by the Commissioner of Education before it is taken, otherwise it will be
considered Absent Without Leave (AWOL).
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HEAD START PROGRAM Regulation 8315
Absences, Leave and Vacation

Absent Without Leave (AWOL)

Absent without Jeave is absence from work without prior authorization. Employees who are absent
from work without prior approval, except in instances of serious bona fide emergencies, shall not be
paid for that time and may be subject to discipline, up to and including employment termination.
Tardiness without prior approval shall also be charged as AWOL.

The Board of Education has decided that repeated employee absences without leave shall not be
tolerated. Accordingly, any Head Start employee who is absent without leave for forty (40) hours
or more in a twelve-month period shall be dismissed following the due process procedures.

Nothing in this regulation prohibits supervisors from taking any disciplinary action, including
dismissal, against any employee who is AWOL but has accrued less than 40 hours.
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HEAD STARTPROGRAM Regulation 8316
Absences, Leave and Vacation

Extended Day Credit

If a non-certified, FLSA-exempt employee works over forty (40) hours in a week, records of those
excess hours are to be maintained and added to the employee’s Extended Day Credits. The
employee accrues extended day credits on a one-to-one basis. For instance, if an employee works
fifty (50) hours in a week, ten (10) hours will be recorded for his/her extended day credits. The
maximum number of extended day credits that may be accrued by any employee is 120 hours. Any
amounts accrued over 120 hours are lost. The employee in lieu of taking annual leave or sick leave
may take extended day credits. The employee’s direct supervisor must approve the use of any such
credits and may deny the use of such credits with or without cause. Extended day credits have no
cash value at any time, including upon an employee’s separation from employment with the PSS.
Employees have no right to use these credits and the Commissioner may discontinue this program
at any time without reason, warning or compensation to the employee. The Head Start Program has
no legal responsibility to create the extended day credit program, but instead believes that it is an

“appropriate way to allow our extremely hardworking FL.S A-exempt, non-certified employees to take
on occasional, much needed rest,

163

021274

COMMONWEALTH REGISTER VOLUME 25 NUMBER 8  September 18, 2003 PAGE



HEAD STARTPROGRAM Policy 8320
(Regulation 8320)

Human Resources

Family and Medical Leave

The Board of Education recognizes that leaves of absence are occasionally necessary due to family or
medical reasons. The PSS has adopted detailed procedures to ensure compliance with the Family and
Medical Leave Actof 1993 (FMLA). As provided by PSS regulations, eligible employees are entitled
to use up o twelve (12) workweeks of unpaid leave for family and medical reasons. The Board of
Education has designated the EEO Officer to act as FMILA Compliance Officer. The EEO Officer will
regularly evaluate the PSS FMLA compliance o ensure fair and equitable opportunities for all eligible

emplyees.
HEAD START PROGRAM Regulation 8320
Absences. Leave and Vacation:

Family and Medical Leave

(a) Eligibility Requirements
Employees eligible for family and medical leave must:

1. Have been employed with the PSS or CNMI government for a total of at least twelve
(12) months (not necessarily consecutive); and

2. Have worked with the PSS or CNMI government at least 1,250 hours during the
twelve (12) months immediately preceding the commencement of the leave (for non-
instructional staff and part-time instructional staff).

(b) Reasons for Leave
An digible employee may take unpaid leave for the following reasons:

1. The birth of the employee's child (leave must be concluded within one (1) year of
the date of birth); !

2. The placement of a child with the employee for adoption, or foster care when foster
placement is pursuant to CNMI action (leave must be concluded within one (1) year of

the date of placemient);
164
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Regulation 8320
Page?2

The care of the employee’s child (induding biological, adopted, or foster child, step-
child, legal ward, or child of a person standing inloco parents, who is either under age
18, 0r age 18 or older and is incapable of self-care because of mental or physical
disability), spouse or parent (including a person who stood in loco parentis to the
employee when the employee was a child — but not parent “in-law” ), who has a
serious health condition; or

A serious health condition of the employee that makes the employee unable to
perform the essential functions of the employee's position.

For purposes of this regulation, a serious health condition is defined as an illness,
injury, impairment, or physical or mental condition that involves either:

A inpatient care in a hospital, hospice or residential medical care facility;
or .
B. regular and continuing treatment by a health care provider.

(¢) Length of Leave

1.

An eligible employee is entitled to up to twelve (12) workweeks of unpaid leave
within a twelve-month period. When an employee is not required to report for work
for one or more weeks (e.g., instructional employees who do not report for work
during Christmas/New Year holiday, or during the summer) such days do not count
against the employee's FMLA leave.

The entitlement to leave for the birth or placement of a child for adoption or foster
care will expire twelve (12) months from the date of the birth or placement.

The amount of leave available to an employee at any given time will be calculated by
using the calendar year.

When both spouses in a family work for the Head Start Program, they will be
entitled to a total of twelve (12) weeks of unpaid leave (rather than 12 weeks each)
for the birth, adoption, or foster placement of a child, or to care for a parent with a
serious health condition.

Under certain conditions defined by the FMLA, the Head Start Program may require

an instructional employee who requests family and medical leave during the last five
(5) weeks of an academic term/semester to continue leave through the term/semester.
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Regulation 8320
Page3

(d) Coordination with Existing Leave Policies

1. During leawe related to a serious health condition of an employee or family member, the
employee may exhaust all accrued sick leave and annual leave before continuing suchleave on

an unpaid basis. .

2. During leave provided under this regulation for the birth or placement of a child for adoption or
foster care, an employee may first exhaust all accrued sick leave and annual leave before
continuing such keave on an unpaid basis.

3. All leave taken under this regulation and leave for any other reason that would qualify under
FMLA (e.g., maternity leave, sick leave) will be counted against the employee's leave
entitlementunder FMLA. .

4. When an employee is notrequired to report for work for one or more weeks (e.g., employees
who do notreport for work during Christmas/New Year holiday, or during the summer) such
days do not countagainst the employee's FMLA leave.

(e Certification

1. If an employee takes leave because of the serious health condition of the employee
or the employee's family member, the employee must submit to the Commissioner/designee,
a written medical certification from a health care provider of the serious health condition.
Medical Certification Forms are available at the Human Resources Office. Failure to
provide such certification:upon request may result in denial or delay of leave.

2. Written certification for the employee’s serious health condition must include:

A. the date on which the condition commenced;

B. the probable duration of the condition;

C. the appropriate medical facts within the knowledge of the health care
provider regarding the condition; and

D. a statement that the employee is unable to perform the functions of their
position due to the condition;

1
S

1
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Regulation 8320
Page4

3. Written certification for the care of a child, parent or spouse must include:

A. the date on which the condition commenced;
B. the probable duration of the condition;
C. the appropriate medical facts within the knowledge of the health care

provider regarding the condition;

D. an estimate of time needed to care for the individual mvolved (including and
recurring medical treatment); and

E. a statement that the condition warrants the employee’s participation to
provide care.

4, Written certification to receive intermittent leave or leave on a reduced leave schedule
must include:

A. the necessity for the intermittent leave or reduced schedule and the expected

duration of such necessity;
B. and a listing of the dates of the planned medical treatment and the duration

of the treaunent(s)

5. The Head Start Ptbgram reserves the right to require that the employee receive a
second (and possibly a third) opinion from another health care provider (at the Head
Start Program’ s expense) certifying the serious health condition of the employee or the
employee's family:smember.

6. The Head Start Programreserwes the right to require that an employee provide the
Head Start Program with re-certification of the medical condition for which leave is

taken.

1. Before returning to work, an employee who is on leave of absence due to his/her own
serious health condition must submit to the Commissioner/designee, a health care
provider's written certification that the employeeis ablk to refurn to work. Failure to
provide such certification may result in the delay or denial of job restoration.

8. Employees requesting family leave (ie., leave for the birth, adoption, or placement of a
child for foster care, or to care for a chikd or parent with a serious health condition)
may be requested to provide reasonabk documentation of the family relationship.

9. During the employee's leave, the Head Start Program may also periodically inquire as
to the employee's intent to return to work.
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Regulation 8320
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63 Intermittent or Reduced Leave

1.

COMMONWEALTH REGISTER

Leave taken because of the employee or family member’s serious health condition
may be taken on an intermittent or reduced-schedule basis when medically
necessary. If an employee seeks leave on an intermittent or reduced-schedule basis,
the employee must submit medical certification, as discussed above, and additional
certification from a health care provider, that the intermittent or reduced-schedule
leave is medically necessary.

The Head Start Program may require an employee taking intermittent or
reduced-schedule leave to transfer temporarily to an alternative available position for
which the employee is qualified or may modify the employee's current position to
better accommodate the employee's recurring periods of leave.

If an instructional employee requests intermittent leave to care for a spouse, son,
daughter, or parent, or for the serious health condition of the employee, that is
foreseeable basedion planned medical treatment, and the employee would be on
leave for more than twenty (20) percent of the total number of working days over the
period of the leave, the Head Start Program may require the employee to:

(A) take leaVe for a period or periods of a partlcular duration, not greatcr than
the duration of the planned treatment; or

(B) transfer temporarily to an available position for which the employee is
qualified, which has equivalent pay and benefits and which better
accommodates recurring periods of leave than does the employee's regular
position.

The employee must make a reasonable effort to schedule the treatment so that it is
not unduly dlsruptlve to Head Start Program operations.

Leave taken under this pohcy for the birth of a child, the placement of a child for

adoption or foster care, or to care for such child may be taken on an intermittent or
reduced work schedule only with the approval of the Head Start Director.
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Regulation 8320
Page6

(g0 Notification

1. An employee who can reasonably foresee the need to take family or medical leave is
required to notify.the Head Start Program of the date of commencement and the
expected duration of the leave at least thirty (30) days in advance of the leave, or if
the need for the leave is not foreseeable, as soon as practicable. When the need for
leave is foreseeable, an employee's failure to provide 30 days notice prior to taking
leave may result in denial or delay of leave. An employee requesting leave under
this regulation should submit a completed application for leave form.

2. An employee who requests leave under this regulation shall receive written notice of
the specific expectations and obligations of the employee, and the consequences for
failure to meet these obligations.

3. An employee who requests leave that qualifies as family or medical leave under this
policy, and who does not specifically request leave under this regulation, may be
notified that such leave has been designated, and will be counted, as FMLA leave.

(h) Insurance Premiums

1. Medical insurance coverage will continue during the period of family and medical leave
for employees who are already participating in the health plan offered by the
Commonwealth Government. Because such employees normaily pay a portion of
the premiums for health insurance, these payments must continue during the period
of leave. Should an employee have health insurance not offered by the
Commonwealth Government, then the employee will be solely responsible for the
payment of any premiums to the insurance company directly.

2. Employees must contact the PSS Finance Office regarding specific arrangements for
making the required payments. PSS will not pay your share of health insurance
premiums while'you are on leave. If payment is not made timely to PSS, your

- group health insurance may be cancelled, provided we notify you in writing at least
fifteen (15) days before the date that your health coverage will lapse.

3. PSS will pay its contribution for other benefits (e.g., life insurance, disability
insurance, etc.) while you are on FMLA leave. You must make your own
arrangements with the Retirement Fund to continue payments during your leave.
PSS contributions and your deductions for premiums will resume only upon your
return to work.
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Regulation 8320
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(i) Job Restoration

Upon return from family or medical leave in accordance with this regulation, the employee will be
returned to the same or an equivalent position with no loss in benefits that accrued prior to the leave of
absence. An employee who does not return to work a the end of an authorized leave may be subject to

termination

If an employee fails to return to work, the PSS may recover health insurance premiums paid under the
group plan during the leave period, except in certain circumstances (e.g., continuing serious health
condition of employee or family member needing care, or other circumstances beyond control of
empbyee). The PSS may recover any cther insurance premiums (e.g., premiums for supplemental life
insurance or for dependent coverage), if submitted on behalf of the employee, for which the PSS has
notbeen reimbursed, either upon the employee's return to work or the employee's failure to retum after
unpaid family or medical leave has ended.
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HEAD STARTPROGRAM ‘ Policy 8325
(Regulation 8325)

Human Resources

Training and Educational Leave

The Commitiee on Training and Educational Leave shall recommend Training and Educational Leave
to the Commissioner of Education for employees of the Public School System/Head Start Program to

the extent that funds are available for such purpose and in accordance with criteria set forth in
Regulation 8325.

HEAD START PROGRAM ' Regulation 8325

Absences. Leave and Vacation

Training and Educational Leave

(@ Tramning and Educational Leave shall be recommended for employees of the Head Start
Program to the extent that funds are available for such purpose and in accordance with

following criteria, which are listed in the order of their precedence.

1. The applicant is a US citizen who has been employed by the Public School Sysem for
at least three (3) years prior to receiving Training and Educational Leave;

2. The extent to which the employee’ s proposed course of study will meet the present and
future needs of the Pub]ic School System;

3. The need for continuing education to enable the employee to remain current in his/her
field of endeavor;

4. The employee’ s nearness to the completion of degree requirements;

5. The employee’ s performance of his/her duties with the Public School System. (In this
connection, the Commissioner shall take into consideration all factors bearing upon
performance including but not limited to past personnel evaluations.)

(b)  An employee who is on Training and Educational Leaw is expected to be a full-time student at
the institution which he/she attends. For this purpose employees shall carry a minimum full-

time load as defined by the institution. The employee is also expected to maintain a 2.5
minimum grade point average for undergraduate and 3.0 grade point average for graduate level.
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Regulation 8325
Page2

(¢) The Commissioner shall require each employee to meet certain reporting requirements
concerning his/her course of study and perfarmance therein. Any employee who fails to
comply with such reporting requirements shall be placed on leave status and shall not be
entitled to reinstatement of Training and Educational leave status unless and until such
requirements are complied with. Any employee who while on Training and Educational Leave
status fails to comply with the conditions under which such leave was granted shall be placed
upon Annual Leave status or Leave Without Pay status as appropriate retroactive to the date
when such employee was placed on Training and Educational Leave.

(d)  Every employee who is on Training and Educational Leave status shall cause to be sent to the
Commissioner of Education a certification of his/her participation in the course of study
attended; the certification shall indicate the number of credits carried, if applicable. Within
thirty (30) days after completion of every grading period while the employee is on such status,
transcripts of the grades received and courses taken mustbe submitted to the Commissioner of
Education. K

(¢)  Failure to comply with the.conditions herein' may be used as the basis for the revocation of the
Training and Educational Leave status. In the event that Education and Training Leave is
revoked, the employee will reimburse the Public School System for govemment incurred
expenses.
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HEAD START PROGRAM , Policy 8410
Professional Activities, Trainine and Professional Growth

Comprehensive Training Plan and General Professional Development

Today's dynamic and rapidly changing society, with its tremendous accurmlation of new knowkdge
and the atending obsolescence in some areas of practice, makes it imperative that all Board of
Education members, HPC members, Head Start staff, eachers, clerical, technical, operations
maintenance, families and volunteers,and administration be engaged in a continuous program of
professional and technical growth in order that they may be qualified t provide a quality educational
program for all students being served by the Head Start Program.

It is the policy of the Head Start Program and mandated by the U.S. Department of Health and Human
Services that all Head Start programs provide a Comprehensive Training Plan for in-service training
and opportunities for the continuous professional and technical growth of staff members and policy
council and committee members of the Head Start Program system. The program for in-service
training for every school year will be outlined in the proposed budget for that specific school year with
estimated costs t be approved by the Commissioner, and lhe Board of Education with input from the

Head Start Policy Council.

As aresultof the operation of this policy, staff members will become knowledgeable regarding new
developments and changes in thar s pecnahzed fields and will utilize new and improved methods in

practice.

'

The administrative staff, employing adminisfration and management techniques consistent with modern
management development, will provide leadership, which will assist each staff member to make a
maximum contribution to the Head Start Program effort to provide a quality educational program for
all students and services to families.
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HEAD STARTPROGRAM v Policy 8415
Professional Activities. Training and Professional Growth

Comprehensive Orientation al;ld Training Program

The Head Start Program will establish a Comprehensive Orientation and Training Committee to work
with new staff members, volunteers, families, and policy council and committee members. An
orientation plan will be established to weloome and inform new staff members, volunteers, families, and
policy council and committee members of Head Start’s mission, vision and goals as well as the
primary duties and responsibilities expected from them. Policies and procedures of the Head Start
Program will be explained which will also include the Standards of Conduct, Head Start Performance
Standards, grievance procedures, benefits, performance appraisal s ystem, and comprehensive training
and professional development expected for the upcoming school year.

The orientation for new staff and policy council members shouldbe held prior to the beginning of the
school year and every quarter if deemed necessary. The comprehensive training plan for the upcoming
school year should be introduced during the orientation. Mandatory training such as Child Abuse
Negkct and Prevention, and reporting procedures should be included and scheduled. The
Comprehensive Orientation and Ttaining Committee will coordinate other trainings that are necessary
and provide professional development. At the end of every schod year, the Comprehensive
Orientation and Training Plan for the next school year should bereviewed and approwed by the Head
Start Director and Head Start Policy Council and the Board of Education.
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HEAD START PROGRAM Policy 8420

Professional Activities, Training and Professional Growth

Conferences and Travel

The Commissioner and the Board of Education Chairman may authorize administrative leave for
attendance of personnel at local, regional,and nafional meetings without pay deduction. The number of
absences allowabk for professional keave is a judgment value on the part of the Commissioner and is
subject to budget limitations for employing substitutes and reimbursement for travel, meals and

lodging and registration.

Head Startemployees will follow the Board policies, regulations and procedures regarding conferences
and travel. Spedifically, the Head Start Employees must comply with Board Regulations 3430
regarding travel approval, documentation and reimbursement.
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HEAD STARTPROGRAM Policy 8430
Professional Activities, Training and Professional Growth

Certified and Non-Certified Staff Performance Evaluation

The CNMI Head Start Program’s ultimate goal in education is to provide the highest quality
educational experience to all Head Start students and to make available valuable services to families.
The professional improvement of the Head Start staff is a major objective of the performance
evaluation. In order to continue providing quality services in the Head Start Program, staff’s skills
and work performance must be reviewed on a regular basis.

A performance evaluation is not only tool to measure the employee’s performance, but also a means
to communicate the program’s goals, objectives, and a way of attracting and retaining highly skilled
and qualified employees. Annual performance evaluations provide one opportunity for staff and
supervisors to meet, discuss and assess progress, provide constructive feedback, define training and
developmental needs, and set new professional goals. All Head Start staff should be actively
engaged in a process of professional development and be evaluated on a regular basis.

HEAD START PROGRAM Regulation 8430

Performance Evaluation !
i
Certified and Non-Certified Staff Perfformance Evaluation

(a)  All supervisors will complete an annual written evaluation based on job performance on all
support staff under their supervision. The following areas will be evaluated:

1. Job Description

. Job knowledge

. Quality of work

. Quantity of work

. Dependability
Cooperation
Attendance

. Punctuality

ow>

Qmmyg

2. Standards of Conduct Rubrics

Ri

3. Professional Development Training
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(b)

©

Resulation 8435
Page?2

4. Other areas as appropriate for the specific job

Performance reviews should be positive exchanges that acknowledge the achievement of
past goals and promote the setting of realistic goals for the future; demonstrate appreciation
for employee contributions; provide constructive feedback on employee work, and identify
employee training needs and professional development opportunities. This evaluation may
also be used to determine eligibility for reemployment.

Timeline
1. Performance evaluations must be conducted annually.

2. . If the employee feels the performance evaluation is inaccurate, then he/she has the
right to file a written response that will be inserted into the employee’s personnel

file. ,
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HEAD START PROGRAM Policy 8510
Compensation

Salary Schedules

The Commissioner and staff members, particularly the Head Start Director and the Human Resources
Officer, will prepare salary schedules for all employee groups. These schedules will be submitted to
the Board of Education and HPC for approval and then will be submitted to the Governor and

Legislature with the PSS Annual Budget Request.

The Head Start Director with approval from the Commissioner may designate certain extra duty
positions for additional compensation. The Commissioner’s designations of positions for additional
" pay will be based upon the time and responsibility required in specific performance. Extraduty and
extended year positions are contracted on an annual basis and may be eliminated each year a the
Commissioner's discretion.

The Head Start Program will follow the salary schedule approved by the Board of Education and the
Head Start Policy Council. Any time there is a change in the salary schedule for Head Start employees
or if anew position or employee group & required to support the Head Start Program, the Head Start
Director will submit a proposal to the Commissioner, the HPC and the Board of Education for final
approval and further processing.
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HEAD START PROGRAM Policy 8520
(Regulation 8520)

Compensation (Regulation 8521)

Bendits

(a) Medical and Life Insurance

The Commonwealth Government makes medical and Life Insurance available to Head Start
empbyees. Employees may elect to participate and such participation is explained in Board
Regulation 8520 and governed by the CNMI Health Insurance Plan.

(b) Retirement

Head Startemployees arerequired by law to be contributing members to the CNMI’ s Retirement
Fund. Participation is mandatory and such participation is exphined in Regulation 8521 and governed
by the CNMI Retirement Fund.

HEAD START PROGRAM Regpulation 8520
Compensation / Benefits

Medical and LifeInsurance

The Commonwealth Government makes medical and Life Insurance available to all Public School
System (PSS) and Head Start employees. Such insurance is made availabk in the form of group
policies in which the employee, at his/her discretion, may wish to participate. Participation is on a
shared basis where the PSS pays a portion of the insurance premiuimn and the employee pays the
remainder. If the employee chooses to participate, then PSS will contribute to premiums on the same
basis as the Commonwealth Govemment contributes for its employees. Should employee choosea
heatlth or life insurance not offered by the Commonwealth Government, then employee will be solely

responsible for the payment of any premiums.
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HEAD START PROGRAM Regulation 8521
Compensation / Benefits

Retirement Fund

Head Start Program employees under the grantee, PSS, are required by law to be contributing
members to the CNMI’ s Retirement Fund. Thus, it is mandatory that Head Start Program employees
have a certain partion of every paycheck withheld by the PSS and deposited with the Retirement Fund.
ThePSS is also required to contribute additional funds on the employee’s behalf. The Retirement
Fund is responsible for administration of all aspects of Head Start Program/PSS employee
participation in the Fund and any questions regarding Head Start Program/PSS employee participation
or benefits should be brought directly to the Fund. The Head Start Program and PSS bear no
responsibility for money deposited in the Fund.
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HEAD START PROGRAM Policy 8610
(Regulations 8610 - 8620)

Staff Welfare and Standards of Conduct

Head Start employees are expected to follow the standards of conduct set forth in the accompanying
regulations to assure a pleasant and productive woik environment and quality service to the students

and families of the Commonwealth.

Employees who fail to follow the standards of conduct may face disciplinary action, up to and
incliding termination, and possible revocation of the employee’ s certification.

HEAD START PROGRAM . .Regulation 8610
Staff Welfare and Standards of Conduct

Head Start Standards of Conduct

(a) All Head Start staff must adbere to the following as mandated by the Head Start Program
Performance Standards and Other Regulations (45 CFR 1304.52 (h)(1)-(3)):

1. All Head Start staff must respect and promote the unique identity of each child and
family and refrain from stereotyping on the basis of gender, race, ethnicity, culture,
religion, or disability;

1. All Head Start staff will follow program confidentiality policies concerning
information about children, families, and other staff members;

1. No child will be left alone or unsupervised while under the care of a Head Start
employee, volunteer, staff, or consultants;

1. Al Head Start staff will use positive methods of child guidance and will not engage
in corporal punishment, emotional or physical abuse, or humiliation. In addition,
they will not employ methods or discipline that involve isolation, the use of food as
punishment or reward, or the denial of basic needs.

1. All Head Start staff must be responsive to parents’ inquiries and provide an
opportunity to explore and to model alternative approaches and positive techniques
in order to promote a safe, comfortable, interactive environment increasing the
child’s sense of:competence and control.

1. All Head Start staff must reassure parents that disclosing health or safety needs of
the child is voluntary and that parents only need to share sufficient information to
accommodate the child. Staff must adhere to the Head Start program's
confidentiality policy.
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Regulation 8610
Page 2

1. Federal, State, and Tribal laws require educators and caretakers to report all alleged
cases of abuse and neglect as soon as they are suspected. All Head Start staff are
required to report any suspected cases of child abuse and neglect to their immediate
supervisor and follow specific reporting procedures. The staff member reporting the
suspected abuse will be kept confidential.

1. All Head Start staff must establish and maintain effective record keeping systems to
provide accurate and timely information regarding children, families, and staff and
must ensure appropriate confidentiality of this information.

1. All Head Start staff must supervise the outdoor and indoor play areas in such a way
that children’s safety can be easily monitored and ensured.

1. Ali Head Start staff must be responsive to each child’s social and emotional
development needs by building trust, fostering independence, encouraging self-
control by setting clear, consistent limits, and having realistic expectations;
encouraging respect for the feelings and rights of others; and supporting and
respecting the home language, culture, and family composition of each child in ways
that support the child’s health and well-being; and planning for routines and
transitions so that they occur in a timely, predictable and unrushed manner
according to eachichild’s needs.

(b) Discrimination - Employees shall not participate in, or permit others to engage in, any act of
discrimination against students or coworkers as a consequence of that person’s sex, sexual
orientation, race, religion, national origin, age, or disability. Discrimination includes not
only the creation of a hostile environment, but also favoritism based on any of these factors.

Simply put, employees are required to treat all persons equally.
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HEAD START PROGRAM Regulation 8611
Staff Welfare and Standards of Conduct

Alcohol Use and Alcoholism

(@)  Purpose - There is a distinction between alcohol use in the workplace or being intoxicated
while at work and an employee having the medical condition of alcoholism. This regulation
is intended to set forth clear rules on the use of alcohol that affects job performance while
recognizing the protection accorded to those suffering from alcoholism under the ADA.

(b)  Alcohol Use or Possession - Employee shall not be intoxicated while discharging the
duties of employment and shall not bring any alcoholic beverage to the workplace. No
employee shall use alcohol in a manner that poses a direct threat to the health and safety of
other persons in the workplace.

© Alcoholism - An employee shall not be disciplined or dismissed because he or she is an
: alcoholic. Reasonable accommodations shall be made in order for the employee to receive
medical treatment to the same extent permitted for other diseases or health problems.

1. An alcoholic may be disciplined or discharged to the same extent as any other
employee for violating section (b) herein.

2. An alcoholic may be disciplined or discharged if he or she can no longer safely and
effectively perform job-related functions or if he or she poses a significant risk of
substantial harm to the health and safety of employees or others that cannot be
eliminated or reduced by reasonable accommodations.

. , ,

d Action by Supervisor - If a supervisor forms the opinion after continued observation of an
employee’s job performance that the employee may suffer from alcoholism, he or she
should discuss the matter with the employee in order to determine what reasonable
accommodations (e.g. medical intervention or leave for treatment) can be provided.

1. If the employee refuses reasonable accommodations and the supervisor still holds
the opinion that the employee is an alcoholic, the matter shall be referred to the
Human Resources Officer. The Human Resources Officer shall counsel the
employee and seek to establish a program of reasonable accommodations. If the
accommodations offered are refused, the employee shall be warned that he or she
may be disciplined or dismissed if his or her conduct rises to the level of violating
section (c)(2) above.
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Regulation 8611
Page 2

2. If the employee indicates an interest in accepting reasonable accommodations, then
the supervisor and the employee shall meet with the Human Resources Officer to
design a program of reasonable accommodations to meet both the needs of Head

Start Program and the employee.

3. The supervisor and the Human Resources Officer shall consult with the PSS Legal
Counsel or Equal Opportunity Officer during the process described herein.

(e) If an employee violates sections (b) or (c)(2) of this regulatioﬁ, he or she may be requested
to submit to a test to determine whether he or she is under the influence of alcohol while at
work in accordance with any applicable drug and alcohol testing policy and regulations.
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HEAD START PROGRAM Regulation 8612
Staff Welfare and Standards of Conduct |

Illegal Drugs

@@ Drug-Free Workplace. The unlawful manufacture, distribution, dispensing, possession or
use of a controlled substance by any employee is prohibited in the workplace. Violation of
this rule will result in the dismissal of an employee.

(b)  Intoxication. No employee shall be under the influence of drugs while in the workplace.
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HEAD START PROGRAM Regpulation 8613

Staff Welfare and Standards of Conduct

Job Performance for Certified and Non-Certified Employees

(a)

(b)

()
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Duty of Competent Work - An employee must possess the knowledge and skills required
by the job description and apply them to the tasks assigned.

Duty of Care - An employee must use that degree of care in performing his or her duties
which under the circumstances would ordinarily or usually be exercised by or might
reasonably be expected from an ordinary prudent person holding the position for which the
employee has been hired.

Absence from Work and Tardiness - An employee must attend work during the hours
assigned by his or her supervisor.

1.

Generally, these hours for non-certified employees will be from 7:30 a.m. to 11:30
a.m. and 12:30 p.m. to 4:30 p.m. on Monday through Friday; however, these hours
may be changed in order to meet job demands.

All certified employees shall be informed of the hours that they are expected to be at
the school and work each day, including start time, end time and lunch hour, if
possible, at the beginning of the school year. Itis expected that the work shall be
performed on weekdays during school hours. However, certified employees are
professional employees and, as such, are expected to work the hours necessary to
complete all assigned tasks. This includes, but is not limited to, attendance at staff
meetings, individualized education plan (IEP) meetings, in-service meetings and
trainings, parent conferences and other required functions, such as evening open
houses.

An intentional disregard of repeated directives to attend or continuous tardiness
despite repeated directives to be prompt may result in dismissal from employment.
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Regulation 8613
Page 2

(d) Insubordination.

1. An employee is expected to carry out the announced policies and programs of Head
Start Program. While policies that relate to the employee’s duties are under
consideration, the employee may, and is expected to, express his or her opinions
concerning its merits. Once, however, a decision has been rendered by a person
with authority, the employee will be required to unreservedly assume the success of
the program or policy which he or she is responsible to effectuate.

2. If an employee willfully or intentionally disobeys a reasonable order of a superior or
the lawful regulation or policy of the Head Start Program, he or she may be subject
to appropriate disciplinary action, including dismissal.

) Unprofessional Conduct - No employee shall engage in unprofessional conduct.
“Unprofessional conduct” shall mean conduct such as to indicate unfitness to teach or
perform job duties.

) Dishonesty - No employee shall engage in any dishonest act while performing the duties of
his or her employment. 'Examples of such conduct include, but are not limited to,
misreporting sick leave, sign-in times or facts related in the application for employment or
certification.

(g) Immoral Conduct

1. Any employee who engages in immoral conduct which creates a significant danger
of harm to students or co-workers, or which is known among his or her students
and will impair the ability to teach those students is a ground for dismissal.

2. Teachers and librarians should serve as examples to their students. Conduct that
offends the moral standards of the community and impedes an employee’s
effectiveness at school is “immoral conduct.” For example, immoral conduct may
involve sexual misconduct or the unjustified use of profanity or offensive language.

3. It shall be considered immoral conduct for a teacher or librarian to make sexual
advances towards any students or engage in sexual conduct with any student,
regardless of the age of the student involved.
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Regulation 8613

Page 3
(h)  Criminal Conduct
1. The commission of a crime of moral turpitude, a felony or any crime indicating an
unfitness to teach will result in dismissal.
1. Proof of the commission of a crime requires only substantial evidence, not proof

beyond a reasonable doubt. An acquittal on criminal charges is not a bar to
dismissal. A certified copy of a conviction shall constitute prima facie evidence of
the commission of the crime that may be rebutted by a substantlal showing of
circumstances tending to disprove its commission.

1. Crimes of moral turpitude which will result m dismissal include, but are not limited
to, illegal drug use, sexual misconduct, bribery and theft.
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HEAD START PROGRAM Regulation 8614

Staff Welfare and Standards of Conduct

Teaching Performance

@ Duty of Competent Instruction - A teacher must possess detailed knowledge and
understanding of the subject matter to be taught, be able to communicate effectively with
his or her students and must effectively teach the assigned subject matter to the students.
Teachers must provide age appropriate instruction in accordance with the Head Start
Performance Standards.

b) Duty of Classroom Management - A teacher must use due care to organize materials,

prepare for classes, maintain harmony in the classroom and school grounds and employ
effective teaching techniques to ensure that the assigned teaching goals are met.
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HEAD START PROGRAM Regulation 8615
Staff Welfare and Standards of Conduct

Cruelty to Students

(@  Teachers and certain other personnel have the right to exercise in loco parentis authority
over students and may control, restrain and correct them to further educational purposes;
however, such actions are subject to, but not limited to, the following limitations:

1. Corporal Punishment: All employees are forbidden to use corporal punishment
on any student.

2. Psychological Harm: All employees are forbidden to engage in any act of
psychological cruelty that inflicts emotional trauma on a student.
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HEAD START PROGRAM : Regulation 8616
Staff Welfare and Standards of Condud

Teacher and Staff Dresls Code

No teacher or staff of the Head Start Program shall wear provocative clothing, which draws undue
attention to themselves, to any Public School or Head Start Program Center or to any authorized
activities of Head Start Program, thereby disrupting the educational process. '
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HEAD START PROGRAM Regnlation 8617
Staff Welfare and Standards of Condudt

Religious Instruction.

(@)  The First Amendment of the U.S. Constitution and Article I, § 2 of the CNMI Constitution
prohibit government action that establishes religion. The required separation between
church and state prohibits school activities that aid one religion, aid all religions, or prefer
one religion to another. Therefore, no employee may engage in religious instruction while

performing his or her duties.

(b)  Teaching about religion is permissible if it is objective, historical, non-devotional and its
primary effect is not to promote any particular religious beliefs.

(c) Employees may not require, sanction, consent to or concur in the recitation of prayer in
school.

i
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HEAD START PROGRAM Reoulation 8618
Staff Welfare and Standards of Condud

Nepotism

It is the policy of the Head Start Program to secure and maintain staff on the basis of ability, not on
the basis of marriage or family relation. Thus, no employee shall supervise a member of his or her
immediate family, except in an emergency. “Immediate family” shall mean any person or that
person’s spouse whom is within the second degree of relationship of the supervising employee or
that employee’s spouse. The following is a list of second degree relationships: parents,
grandparents, uncles, aunts, siblings, children and grandchildren. For purposes of this regulation
only, immediate family shall also include a supervisor and employee living in the same household.
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HEAD STARTPROGRAM Regulation 8619
Staff Welfare and Standards of Conduct

Conflict of Interest

(@)  The prohibition against conflicts and apparent conflicts of interest includes but is not limited
fo:

1. Employees shall not, at any time, engage in any employment that would affect their
usefulness as employees in the system, would reasonably be construed by the public
that the work done is an act performed for Public School System, would
compromise or embarrass the school system, would adversely affect their
employment status or professional standing, or would create a conflict of interest.

2. Employees shall not engage in work of any type where the source of information
concerning customer, client, or employer originates or results from any information
obtained through the school system.

3. Employees shall not engage in any other employment, or in any private business
during the hours required of them by the Public School System for fulfilling official
duties or if the work in any way involves the facilities, equipment or supplies of
Public School System.

1. It is the responsibility of the employee not to engage in any employment contrary to
this regulation. Itis also the responsibility of the appropriate official to see that
school employees under his/her authority do not engage in other employment
during the hours required for them for fulfilling their official contractual duties and
do not engage in any employment contrary to this regulation.

1. Employees shall not engage in any other employment, or in any private business
where the work would tend to influence the impartial judgment of the employee on
matters arising in the course of his or her employment with PSS.

1. Employees shall neither endorse nor recommend specific products or business
firms and shall neither endorse nor recommend specific individuals for services that
they might render, by virtue of their status or position with, or through knowledge or
skill gained through the school system. As a part of officially assigned duties, the
staff may provide reference on employees, or services and items furnished by the
Board of Education.

1
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Regulation 8619
Page 2

(b) Gifts and Gratuities.

1.

No employee may solicit or accept, directly or indirectly, any gift, gratuity, or favor
that has substantial economic value under circumstances where receipt might
reasonably be interpreted by others as affecting the employee’s performance, or
impartiality in the performance, of his or her duties to the Head Start Program.

The receipt of promotional items, ordinary commercial loans, gifts from immediate
family members and ordinary meals on an infrequent basis will be rebuttably
presumed to not be reasonably interpreted as affecting job performance or
impartiality.

No employee shall present a gift to a superior where others might reasonably
interpret the superior’s receipt of such a gift as affecting the superior’s impartiality
in the performance of his or her duties.

© Other Employment

1.

COMMONWEALTH REGISTER VOLUME 25, NUMBER 8 September 18, 2003 PAGE

Private employment is not permitted if it interferes with the performance of the
employee’s duties by diverting time, interests, talents or energies from employment
with PSS, if it creates a possible conflict of interest; or otherwise violates section (a)
above. -

Before engaging in any private employment of any kind, an employee must first
provide to his or her principal, or immediate supervisor if there is no principal to
which one reports, and to the Human Resources Officer a written description of the
nature of the employment activities, the location of the work site, the estimated work
schedule and the expected duration of the employment.

The term “private employment” includes self-employment and the operation of a
business as well as work performed for others.

Employees may tutor students privately subject to the restrictions set out in this
section. However, no tutoring by employees for which remuneration is received

‘shall take place on the public school property of the Commonwealth of the Northern

Mariana Islands ér during normal working hours.
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Regulation 8619
- Page3

1. Employees, particularly certified employees, shall not accept appointment to serve on
one or more Boards or council, etc., in local or Commonwealth government
unrelated to PSS business if the requirements of said office require absence from
instructional time or other assigned educational responsibilities. This section in no
sense implies that the Board of Education disapproves of persons employed in the
PSS participating in community affairs. However, it does state that if the
requirements of appointments or volunteer positions demand absence from assigned
duties in the PSS that the employee must choose between holding the office and
holding a position in the PSS.

1. Public Law 6-10 prohibits employees of the Public School System, including Head
Start Program, from serving as elected members of the Board of Education.
Therefore, upon being elected and duly sworn in as a Board member, the Head Start
employee must immediately cease his/her employment with the Public School
System/Head Start Program. If an employee is in doubt concering whether certain
acts violate this regulation, the employee must seek an opinion from the -
Commissioner of Education.
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HEAD START PROGRAM ' Regulation 8620

Staff Welfare and Standards of Condudt

Solicitation and Political Activities

(a)

(b)

(©)
(d
(e)

®

(g)

(h)
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Public School System staff shall not engage in any solicitation for non-educational related
activities during working hours and on any Public School System premises or during any
function sanctioned by the Public School System.

Employees may speak out on political issues as citizens, but they may not be involved in
political activities that disrupt the education process.

No employee may use his or her position at PSS to promote a particular political outcome.

No teacher may use the classroom for political purposes.

No employee may be involved in any political activity that will detract from job
performance.

No employee may solicit or receive political contributions from another while performing
the duties of employment or while present at the workplace.

No employee may campaign for any candidate, party or issue while engaged in work or
while at the workplace.

An exception is granted for PSS staff engaged in authorized activities such as PTA events,
solicitation for the Red Cross, other activities approved under the Board of Education

fundraising policy, and token solicitation for floral remembrances, retirement gifts and
similar purposes for PSS:employees.
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HEAD START PROGRAM Policy 8625
(Regulation 8625)

Staff Welfare and Standards of Condud

Sexual Harassment

Sexual harassment constitutes unlawful sex discrimination. It is the policy of the grantee, PSS Board
of Education, to maintain a leaming and working environment tha is free from sexual harassment.

It shall be a violation for any employee of the Public School System including the Head Start Program
to harass another staff member or student through conduct or communication of a sexual nature. It
shall also be a violation of this policy for students to harass other students through conduct or
comments of a sexual nature. Furthermore, itshall be a violation of this policy for any person who is
not an empbyee or student of the PSS and Head Start Program to harass a staff member or student of
the PSS and Head Start Program through conduct or comments of a sexual nature while such -
employee is engaged in the performance of duties for the PSS and Head Start program or while such

student is under PSS or Head Start Program supervision.
§

HEAD STARTPROGRAM - Regulation 8625
Staff Welfare and Standards of Condud

Sexual Harassment

The Head Start Program is committed t© maintaining a work environment for its employees that is free
fromsexual harassment. Furthermore, the Board of Education strongly believes that no person in the
Public School System shall, on the basis of sex, be excluded from participation in,be denied the

benefits of, or be subjected to discrimination under any educational program or activity.
i

(a) Sexual Harassment in Employment

Sexual harassmentin employment includes, but is not limited to,unwelcome sexual advances, requests
for sexual favors, and verbal or physical conduct of sexual nature when:

1. Submission to such conduct is made either implicitly or explicifly a term or condition of an
individual’s employment.

2. Submission to or rejection of such conduct by an individual is the basis for employment
decisions affecting thatindividual.
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Regulation 8625
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3. Suchconduct creates an intimidating, hostilke, or offensive work environment.

4, Qualified employees are denied employment opportunities or benefits because the
opportunities or benefits are given to another employee who submitted o an employer's sexual

~ advances or requests for sexual favors.
(b) Sexual Harassment in Schools Under TitleIX (applies to students and employees)

Title IX farbids discrimination on the basis of sex in any educational program or activity that receives
federal funds. This includes a prohibition on sexual harassment. The Office for Civil Rights of the
U.S. Department of Educaion defines sexual harassment under Tifle IX as follows: "Verbal or
physical conduct of a sexual nature,imposed on the basis of sex, by an employee or agent of a
recipient that denies, limits, provides different, or conditions the provisions of aid, benefits, services or
treatment protected under TitleIX."

Sexual harassment under Title IX includes, but is not limited to, unwekcome! sexual advances, requests
for sexual favors, and verbal or physical conduct of a sexual nature when: ,

1. Submission to such conduct is made either implicitly or explicidy a term or condition of an
individual’s academic status or progress, or employment.

2. Submission to or reject'bn of such conduct by an individual is the basis for educational or
employmentdecisions affecting that individual.

3. Such conduct creates aniintimidating, hostile, or offensive educational or work environment.
4. Qualified students or emi)loyees are denied educational or employment opportunities or

benefits because the opportunities or benefits are given to another student or employee who
submitted to sexual advances orrequests for sexual favors.

'Sexual harassment of students by adults who otherwise come within this Policy is absolutely
prohibited regardless of whether the conduct is "welcome.”
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(¢) Examples of Sexual Harassment

1. Unwelcome Sexual Advances - Whether the advance s "unwelcome" is determined on a
caseby-case basis. Sexual contact, relationship or harassment of students by adults is
absolutely prohibited regardless of whether the conduct 5 "welcome.” Unwelcome advances
may include, but are not limited to, the following:

A. Any invitation (even subtle) intended to result in a sexual liaison;

B. Invitations to dinner or social events, when refusal results in the loss of a promotion or
in other adverse employment action; or

C. Propositioning an employee.

2. Unwdcome Verbal Conduct of a Sexual Nature - this may indude, but is not limited to, the
following:

A. Sexually provocative or explicit speech;

B. Publicly expressed sexual fantasies;

C. Jokes of a sexual or crude nature;

D.Derogatory comments directed to males or females as a class (language directed
toward a specific employee is more likely to be viewed as sexual harassment);

¢ Demeaning comments;

o Threats for not agreeing to submit to sexual advances; or

e Writing sexually explicit memos.

3. Unwelcome Physical Conduct of a Sexual Nature - this may indude, but is not limited t, the
following:

Grabbing or twisting an individual's arm;

Any unwarranted touching;

Sexually offensive pranks;

Drawing sexually explicit cartoons, other drawings, or graffiti;
Gestures indicating sexual behavior;

Suggestive winks;

Kissing. :

i i
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(d) Examples of Sexual Harassment Towards Students

In addition to the foregoing examples, students may expetience harassment that is unique to their
situation, some of which may not be immediately recognized as sexual harassment, but which may
support a potential claim against the District and/or its employees if not remedied. Such harassment
may include, butis not limited to, the following:

1. Unwanted sexual behavioz, such as ouching, oral comments, sexual name calling, spreading
sexual rumors, jokes, pictures, leers, overly persanal conversation, carnering or blocking a
student's movement, pulling at clothes, students "making out” on school premises.

1. A student in a predominantly single-gender class whois subjected to sexual remarks by a
teacher or students who regard the comments as joking and part of the usual dass
environment

1. Interfering with a student’s achieverrent in a predominantly or historically single-gender class
by hiding tools or equipment, questioning the student's ability to handle the work, or
suggesting that the student is "abnomal" for enrolling in the dass.

1. Purposefully limiting or denying students access to educational resources because of their
gender. ‘

1. Teasing a student about the student's enrollment in a predominantly or historically
single-gender class.

2 Sexual harassment of students by adults who otherwise come within this Policy is absolutely
prohibited regardless of whether the conduct is "welcome.”
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(e)

Regulation 8625
Page5

Nature of Sexual Harassment

Sexual harassment is not limited to conduct by males toward females. Sexual harassment may occur
between any or all of the following:

L.

2.

(f

Student to student.
Staff to student.
Student to staff.
Male to mak.
Female to female.
Male to female.
Feniale to male.

Investigation of Sexual Harassment Complaints

Any employee who believes that he or she is a victim of discrimination or harassment or who
observes discrimination or harassment of a student or co-worker should follow all of the
procedures set forth in Regulation 8100 starting with reporting the matter immediately to the
employee's supervisor or school princpal and the PSS Equal Employment Opportunity (EEO)
Officer as stated Regulation 8100(c).
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HEAD START PROGRAM Policy 8630
Staff Welfare and Standards of Condud

Board Staff Communications

By kaw, the Board of Education exercises control over the Public School System through the
Commissioner of Education. To facilitate conmunication between the Board and PSS employees,
inclding Head Start staff, while ensuring that the Commissioner remains informed and has the
opportunity to respond, the Board of Education and HPC have adopted Regulation 8630. All Board
members, HPC members and Head Start staff are expected to follow Regulation 8630 to permit access
to Board of Education members and to maintain proper protocol within the PSS.

HEAD START PROGRAM Regulation 8630
Staff Welfare

Boand/Staff Communications

(a) Staff Commumications to the Board and HPC

1. Communication to the Board from Head Start Program employees concerning personnel
matters or personal complaints shall be filed in wiiting with the Commissioner and the Head
Start Director. However, this procedure will not be construed as denying the right of any
employee to appeal to the Board or HPC (regarding alleged misapplication of policy,
regulation or administrative decisions) provided that the Commissioner and the Head Start
Director shall have been notified of the forthcoming appeal and that itis processed in
accordance with Head Start and Board of Education policies and regulations on staff
complaints and grievances. Moreover, this regulation will not be construed © preclude Head
Start staff members from exercising their rights to discuss matters of public concem in the
same manner as other CNMI residents.

2, Allregular meetings of the Board and HPC are open for the public to attend. As such, they
provide an excellent opportunity to observe HPC’ s and the Board's deliberations on problems
of staff concerns. Staff members may participate in HPC and Board meetings in accordance
with the policies and regulations regarding public participation at such meetings. Further, at
times and with the knowledge of the Commissioner and the Head Start Director, the Board and
HPC may invite staff members to speak at Board or HPC meetings or to serve on advisary

comimittees.
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(b) Board and HPC Communications to Staff

All official communications, policies, and directives of staff interest and concern will be communicated
to staff members through the Commissioner and the Head Start Director. The Commissioner and the
Head Start Director will employ such procedures as are appropriate to keep the staff fully informed of
the Board's and HPC’ s concerns and actions.

204
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HEAD START PROGRAM Policy 8650
(Regulation 8650)

Staff Welfare and Standards of Conduct

Staff Dispute Resolution

Included Matters
All complaints regarding an employee’s contract, violations of regulations by other than the employee,

and any fom of discriminatory treatment in employment on the basis of sex, race, religion, national
origin, age, sexual orientation or disability shall be brought as grievances pursuant to the procedures set

forth in Regulation 8850.
Excluded Matters

Spedifically excluded from these procedures are appeals from employee discipline, comments on PSS
and/or Head Start regulations and discretionary dedsions of assignment, transfer, promotion and non- -

renewal. i
Employee Protections

Employees will be free from restraint, interference, coercion, discrimination, reprisal and retaliation in
the filing and prosecution of their grievances.

Employees have the right to be represented by counsel or other representative of their choosing and at
their own expensein prosecuﬁng‘ a grievance.
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HEAD START PROGRAM Regulation 8650

Staff Welfare

Staff Dispute Resolution (Grievance Procedure)

(a)  Scope of Grievance Procedure

1.

Included Matters - All complaints regarding an employee’s contract, violations of
regulations by other than the employee, performance evaluations, classification and
within-grade increases. Reporting and investigating of complaints regarding any
form of discriminatory treatment in employment on the basis of sex, race, religion,
national origin, age, sexual orientation or disability shall follow the procedures in
Regulations 8100 and 8600. '

Excluded Matters - Specifically excluded from these prdcedures are appeals from
employee discipline, comments on Head Start regulations and discretionary
decisions of assignment, transfer, promotion and non-renewal.

(b) Employee Protections

1.

Employees will be free from restraint, interference, coercion, discrimination, reprisal
and retaliation in the filing and prosecution of their grievances.

Employees have the rightto be represented by counsel or other representative of their
choosing and at their own expense in prosecuting a grievance.

(¢)  First Step: Consultation with Supervisor

1.

COMMONWEALTH REGISTER VOLUME 25 NUMBER 8 September 18 2002 PAGE

All grievances shall be initiated by the employee discussing the grievance first with
his/er supervisar. If the employee believes that his/her relationship with the supervisor
is such that the matter cannot reasonably be discussed with the supervisor, then heshe
may discuss it with a person at the next lewl of supervision.
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Regulation 8650
Page2

2. The supervisor shall haw the duty to:

A. Listen carefully to the employee’ s grievance and take careful notes of what is
said.

B Obtain sufficient information from the employee or others to determine the
merits of the grievance.

-C. Inform the employee of the supervisor’ s decision of the merits,and

D If action is warranted, take or recommend, according to one’s ability depending
upon the supervisor’ s authority and position, whatever action is appropriate
without unnecessary delay.

3. The supervisor shall inform the employee of the estimated time needed t take action
and shall inform the employee of the results of his/her action immediately after itis

taken.
(d) Filing of the Complaint

1. If the employee is unable to settle the grievance by consulting his/her supervisor,a
’ grievance action may be commenced by filing a written complaint. The complaint must
specify: '

A. The identify of the aggrieved employee and the employee’ s work assignment,
B. The details of the grievance,
C. The corrective action desired, and
D. The outcome of the employee’ s discussion with his/her supervisor.
i

2. The complaint must be filed with the Equal Employment Officer (EEO). There is no
time limit for the filing of complaints; however, unreasonable delay in filing may reflect
poodly on its merits or its importance to the employee.

3. Equal Employment Officer - The EEO shall be responsible for the coordination and
managementof the grievance system. The Commissioner shall designate no fewer
than five (5) administrators and program managers from Head Start Program to serve
as counselors. The EEO shall establish a training program on mediation,
discrimination, the Head Start regulations, the standard employment contract and other
topics likely to arise within the scope of grievances for the counselors. Each of the
designees shall complete the course of training to qualify as a counselor.
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Regulation 8650
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4, Upon receipt of acomplaint, the EEO may assign a qualified counselor © the matter.
(e) Mediation

1. The EEO Officer or counselor shall review the complaint, meet individually with the
employee and supervisor, review the employee’s personnel file and contract,
interview co-workers and administrators, if appropriate, and do all acts necessary
and proper to understand the grievance and its circumstances prior to any mediation.
When he/she deems it to be more productive the counselor may decide to conduct
the mediation without the presence of the supervisor.

2. The counselor may seek advice at any time from the EEO. Prior to any mediation
meefting, a counselor shall confer with the EEQ regarding the goals and objectives of
the meeting and obtain prior approval for any proposed resolution.

3. The EEO Officer or counselor shall set a mediation meeting for a date within fourteen
(14) days of the receipt of the comphint by the EBO and shall notify the employee, the
supervisor,and any invalved Head Start Program administrator or employee of the
time and place of the meeting. A person shall be considered * involved” if itis that
person’ s action or. inaction that is the subject of the complaint.

4. The EEO Officer or counselor shall meet with the employee, supervisor and involved
person, together, and, through mediation, attempt to bring about a speedy and just
resolution to the grievance through facilitating the formation of an agreement among
the affected individuals.

(0 Report

The counselor shall prepare a written report to the EEO on whether or not an agreed disposition of the
matter was reached, the nature of the disposition, the reasons for any failure to resolve the problem and
if it was not resolved, the issues raised by the grievance and how the counselor believes they should be
resolved. This report shall be confidential and shall not be provided to the parties or be made a part of

any employee’ s personnel file.
(g) Commissioner’s Review
1. In the event that mediation fails to resultin an agreed disposition, an employee may

request that hisher grievance be reviewed by the Commissioner. The employee must
make such arequest in writing to the EEO within thirty (30) days of the mediation.
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The EEO shall, based upon the report of the counselor, conduct any necessary follow-
up investigation in order to prepare a report and arecommendation of an appropriate
resolution to the Commissioner. The report shall be submitted o the Commissioner
within thirty (30) days of receiving the request for a review. This report shall be
confidential and shall not be provided to the parties or be made a part of any
employee’ s persomnel fike.

Based on the EEO Repott and a meeting with the employee in which the employee
may present his/her grievance, the Commissioner shall review the grievance and
determine an appropriate resolution. The decision of the Commissioner shall be in
writing and shall be issued within fourteen (14) days of receiving the EEO Report and
will notify the Head Start Policy Council and Director of his/her decision.

(h) Employee Appeal

1.

If the employee is not satisfied with the resolution provided for in the Commissioner’ s
decision, then he/she may file a notice of appeal with the Commissioner within thirty
(30) days of receiving the decision. Failure to appeal will result in the decision of the
Commissioner becoming the final resolution of the problem.

Hearing Parel - Upon receipt of the notice of appeal, the Board of Education
Chairperson shall appoint two (2) members of the Board and the HPC Chairperson
shall appoint three (3) members of HPC to act as the hearing panel. The panel shall
elect one hearing officer to act as the chief hearing officer.

Scheduling the Hearing - The hearing officer shall schedule a hearing, after
consultation with the parties, to be held within forty-five (45) days of the employee’s
request for a hearing.

Legal Counsel - PSS Legal Counsel shall represent the employer. The employee is
entitled to retain counsel of his/her choosing at his/her own expense.

Pre-hearing Conference - The hearing officer shall provide a date for the exchange
of witness lists and documents intended to be introduced at the hearing. The
hearing officer may also hold a pre-hearing conference to accomplish one or more
of the following tasks:

A Decide the issues for the hearing.

B. Stipulate as to uncontested facts.

C. Estimate the length of the hearing.
209
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D. Mark exhibits.
E Determine the admissibility of contested evidence.

6. Burden of Proof -: The employee shall have the burden of proving his/her grievance by
a preponderance of the evidence.

(i) Conduct of Hearing
1. The hearing shall be presided over by the hearing officer, but any decision on the
merits of the grievance shall be made by a majority vote of the hearing panel All panel
members must attend the hearing.
2. The hearing shall commence with a feading of the grievance.

3. Each side shall be permitted to make an opening statement with the employee

proceeding first.

4, The employee shall present evidence o support hisher grievance, subject to cross-
examination. ,

5. The employer may present evidence to rebut the grievance, subject to cross- -
examination. '

6. Each side may present rebuttal and surrebuttal evidence.
1. After all the evidence has been presented, the employee may offer a closing
argument. The employer may then present a closing argument, followed by the final

summation of the employee.

8. Proceedings hereunder shall be conducted consistent with the requirements of 1
CMC 9109.

9. A recording shall be made of the proceeding to serve as the official record of all of
its events. '

Gg) Evidence

1. The formal rules of evidence do not apply. Any relevant evidence of probative value
is admissible with only the weight assigned to it affected by its nature.
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Page6
2. The hearing officer shall administer oaths to witnesses.
3. Affidavits under penalty of peﬁury may be admitted.
4. Hearsay. shall be admissible and may constitute sufficient evidence if relevant and

probative, of a kind that responsible persons are accustomed to relying upon in
serious affairs, or such that a reasonable mind would accept the evidence as adequate
to support a conclusion of ultimate fact.

5. Submission on Stipulated Facts - If the parties agree or stipulate to the basic facts of
the grievance, they are encouraged to set the stipulation out in writing and submit it
to the hearing panel rather than conduct a hearing to develop the facts. The hearing
panel may, however, after reviewing the stipulation, determine that a hearing is
necessary, but shall limit the scope of the hearing to the issues that require evidence.

If the case is submitted on stipulated facts, both parties shall be given the
opportunity to argue the law and the facts, both orally and in writing, before the

hearing panel.
(k) Decision

1. The decision-making process must comply with 1 CMC 9110.

2. The attorney for the employer shall not participate in the private deliberations of the
hearing panel. ‘
3. The hearing panel shall issue a written decision with findings of fact and

conclusions of law, and the reasons or basis for them, on all the material issues of
fact, law and discretion presented on the record and the appropriate order affirming

or rejecting the discipline.
4, The written decision and order shall be served on the employee, Commissioner, and
Head Start Director.
¢} Appeal

The employee may appeal the agency decision pursuant to the procedures and time restrictions set
forthin 1 CMC 9112, —
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HEAD START PROGRAM Policy 8660
(Regulation 8660)
Staff Welfare and Standards of Conduct

Personnel Records

Personnel files on all Head Start employees will be maintained in the PSS administrative offices. It is
the intent of the Board of EdumﬁQn to maintain complete and current personrel files, including all
information necessary to comply with the Fair Labor Standards Ad, for all Head Start employees.
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HEAD STARTPROGRAM . Regulation 8660
Staff Welfare and Standards of Condudt

Personnel Records

(@  ThePSS will maintain the following information in persomnel files: applications, certification
documents, performance evaluations, current transcripts, employment contracts, police and FBI
clearances, perfarmance evaluations and performance related documents. Medical records,
inclnding health insurance recards, will be maintained separately.

(b)  The personnel file(s) of an individual employee will be considered confidential to the extent
allowed by law. Access to personnel files will be on a strict need-to-know basis by
appropriate PSS and/or Head Start administrators, Legal Counsel, or CNMI agencies with
authority, such as the Office of Personnel Management.

(¢)  Uponrequest to and in the presence of the appropriate administrative official, any employee
will have the right during regular working hours to inspect hisher own personnel file, with the
exception of the ratings, reports and records obtained prior to the employment of the individual,
incliding confidential placement papers or attorney-client or work-product privileged
documents.

(d)  Performance evaluations,réprimands, notices of charges and other disciplinary decisions will
notbe entered or filed in the employee's parsonnel folder until the employeeis given notice, as
well as an opportunity to réview the information and comment thereon. The employee will hawve
the right to append a reply to the statement, which will also be included in the folder.
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HEAD STARTPROGRAM Policy 8710
Separation

Resignation

Emplbyees who for any reason intend to retire or resign are encouraged to indicate their plans in
writing as early as possible. Resignations may become effective at the end of the school year in which
they are submitted. Resignations to become effective eardlier than the end of the school year require a
release by the Head Start Director and Head Start Policy Council and must be considered on an

individual basis. Letters of resignation shall be submitted to the employee’s direct supervisor and
copies sentto the Head Start Director, Head Start Policy Council, and the Human Resources Office.
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HEAD START PROGRAM Policy 8715
(Regulation 8715)

Separation

Disdpline and Due Process

To improve performance of employees, to inform emplbyees of obligations and © take appropriate
action following the misconduct of an employee, PSS and the Head Start Program shall implement
corrective discipline measures. This includes, butis not limited to,informal conversations, warnings,
oral reprimands, written reprimands, suspensions, reduction in rank or pay and termination.

Before any employee is dismissed, suspended,reduced in rank or reduced in pay, the disciplinary
procedure set forth in Regulation 8715 mustbe followed. A formal reprimand and the non-renewal of
an employment contract do not require that these procedures be followed.

Nothing in this policy or accompanying regulation shall prevent PSS from pursuing disciplinary
action, such as reduction in rank or pay, suspension or rmination, before the issuance any warnings

or other corrective disdpline measures when the misconduct or offense warrants such disciplinary
action.

»
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HEAD START PROGRAM Regulation 8715
Separation

Disdpline and Due Process

(a) Authority to Initiate Discipline

The authority to initiate the discipline of an employee is granted to the direct supervisor to whom the
empbyee is assigned. If the direct supervisor is not an upper management official, such as a program
manger or the equivalent, then the authority to initiate the discipline of any employee requires the
conaurrence of the Head Start Director for any action other than a reprimand. The person with the
authority to initiate discipline shall be referred to herein as the “ management official.”

(b) Forms of Discipline

1. Formal Reprimand — A formal reprimand is delivered by a written letter that instructs the
employee that there has been one or more deficiencies in performance, describes the
misconduct and warns that a failure to improve may result in more serious discipline. A
copy of the letter is provided to the Human Resources Officer for posting in the
employee’s file. ‘

2. Reduction in Rank or Pay — A reduction inrank or a reduction in pay may be accomplished
only by an official personnel action. A reduction in rank occurs when one’s relative standing
in the organizational structure has been lowered for disdplinary purposes.

3. Suspension — A suspension occurs when an employee is placed in a non-duty or non-pay
status fora portion of the contract term that counts as part of the days assigned for work.

4. Dismissal — An employee is dismissed when his/her contract of employmentis terminated.
Dismissal is referred to herein by various terms, such as discharge or termination.
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(¢)  When Discipline is Warranted

Disdpline may be imposed for the violation of any Head Start Program regulations, school procedures
and rules, violations of law or other misconduct. The statement in some sections that a violation may
lead to dismissal is not intended to suggest that dismissal may not be warranted for the violation of any
other section. Nothing in this regulation shall prevent Head Start Program from pursuing

disciplinary action, such as reduction in rank or pay, suspension or termination, before the issuance
any warnings or other corrective discipline measures when the misconduct or offense warrants such

disciplinary action.
(d) Factors to be Considered in Initiating Discipline?
Disdplineis warmranted only when the conduct is such tha it has or will haw an adverse effect on the
employee’ s ability to perform his/her duties and responsibilities. In this regard, the management
official, in determining whether to initiate discipline and what level of discipline is warranted, should
consider the following factors: '

1. Whether students may be affected by a violation, and if so, therr age and maturity.

2. Thesize and population of the school and its community.

{

3. Thelikelihood that the employee’s conduct has had,or will have, an adverse effect on students,
other employees or the school community. ' :

4, Theeffect on work relationships.

5. Any disruption of the educational process.

6. Theseverity of any advetse effect.

7. The proximity of remoteness in time of the conduct.

8. Any extenuating or aggravating circumstances surrounding the conduct.

9. The likelihood the conduct will recur.
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Regulation 8715
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10. The impact of publicity.
11. The motive for the conduct.

12. The extent to which disdplinary action may have an adverse or chilling effect upon the exercise
of constitutional rights by other employees.

(e) Imitiating Discipline — Due Process

1. Before any employee is dismissed, suspended,reduced in rank or reduced in pay, the
disciplinary procedures set forth in this and the following sections must be followed.

2. A formal reprimand and the non-renewal of an employment contract do not require that the
procedures in this and the following sections be followed.

3. Notice of Charges — The management official must provide written notice to the employee
- of the charges by citing the regulation violated, explaining the evidence against the employee
and stating the proposed disciplinary action. The employee must also be informed, in
writing, of the opportunity to be heard in a pre-discipline hearing. A copy of the notice shall
be provided to the Commissioner, and Head Start Policy Council and Director, and the
EEO. The management official shall not file any notice of charges without those charges being
reviewed and approved first by the Equal Employment Officer (EEO).

4. Pre-Discipline Hearing — If requested by the employee, a hearing shall be held within ten
(10) days of delivering notice to the employee. The date set shall take into consideration
how much time may be needed by the employee and Head Start Program to prepare for the
pre-discipline hearing. The hearing shall be before the Commissioner/designee. The
designee may not be a Deputy Commissioner whose concurrence was sought for the
initiation of the adverse action. At the hearing, the employee shall have the opportunity to
present his/her side of the story, to convince the Commissioner that the proposed discipline
is a mistake, or that the reasons for the discipline are either not supported by the facts or are
less compelling than they appear. The employee may waive this hearing or decide only to
present his/her position in writing rather than in person.

5. Commissioner’s Decision — The Commissioner/designee who conducted the pre-discipline
hearing shall decide in writing within ten (10) days of the hearing, with input from the Head
Start Policy Council and Director, whether any regulation has been violated, the facts that
support the finding of a violation, whether discipline is warranted and, if so, what discipline -
is appropriate. The decision shall statc when the discipline takes effect. Only the charges
contained in the notice can be the basis for any disciplinary action.
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6. Suspension Pending Decision — The employee cannot be suspended without pay before the
pre-discipline decision. The management official should permit the employee to continue to
work during this period, utilizing a temporary reassignment, if necessary. In the event that
continued employment will pose a risk of harm to students or co-employees, or a risk of
disrupting the educational process, then the management official may suspend the employee
with pay. :

7. Discipline After Decision — Once the pre-discipline decision has been rendered, the
disciplinary action can take place even though a formal due process hearing is requested.
The Commissioner with approval from the Head Start Policy Council has the discretion
whether to postpone the discipline, whether suspension is appropriate (with or without pay)
or whether to effectuate the decision prior to the formal hearing. All pre-disciplinary
decisions not appealed by the employee will be subject to the approval of the Head Start
Policy Council before implemented.

(f)  Formal Due Process Hearing

1. The employee shall be provided with an opportunity to have a formal hearing before a panel
of hearing officers made up of members of the Board of Education and Head Start Policy
Council to review the pre-discipline decision. The Board of Education Chairperson shall
appoint two (2) members of the Board and the HPC Chairperson shall appoint three (3)
members of HPC to the hearing panel. The panel shall elect one hearing officer to act as the
chief hearing officer. The employee shall have ten (10) days from receipt of the decision to
make a request for a hearing in writing and to deliver the request to the Commissioner of
Education. Failure to request a hearing will result in the decision of the
Commissioner/designee becoming final.

2. The Chief Hearing Officer shall schedule a hearing before a majority of members of the
Board to be held within forty-five (45) days of the employee’s request for a hearing. The
date shall be set with due regard for the need of Head Start Program to take action on
suspension or revocation and for the need of the employee to have sufficient time to

adequately prepare a defense.

3. The PSS Legal Counsel shﬂl represent the Head Start Program, as the employer, during the
formal hearing process. The employee is entitled to retain counsel of his/her choosing, at
his/her own expense, or to represent himself/herself.

]

4. The pre-discipline decision shall serve as the notice of grounds for discipline. While the
grounds may not be changed, the employer is not limited in the presentation of its evidence
to matters that were presented at the pre-discipline hearing.
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. The Chief Hearing Ofﬂcer shall provide a date for the exchange of witness hsts and

documents intended to be introduced at the hearing. The hearing officer may also hold a
pre-hearing conference to-accomplish one or more of the following tasks:

A Identify the issues for the hearing;
B. Stipulate as to uncontested facts;
C. Estimate the length of the hearing;
D. Mark exhibits; and
E. Determine the admissibility of contested evidence.
. The employer shall have the burden of proving its charge by a preponderance of the
evidence.
Conduct of Hearing

. All panel members must attend the hearing.

. The hearing shall commence with a reading of the charges and the employee shall either

admit or deny them.

. Each side shall be permitted to make an opening statement.
. The employer shall present evidence to support its charges, subject to cross-examination.

. The employee may presefnt evidence to rebut the charges or mitigate their gravity, subject to

cross-examination.

. Each side may present rebuttal and surrebuttal evidence.

. After all the evidence has been presented, the employer may offer a closing argument. The

employee may then present a closing argument, followed by the final summation of the
employer.

. Proceedings hereunder shall be conducted consistent w1th the requirements of 1 CMC §

9109.

. A recording shall be made of the proceeding to serve as the official record of all of its

events.
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(h) Evidence

1. The formal rules of evidence do not épply. Any relevant evidence of probative value is
admissible with only the weight assigned to it affected by its nature.

2. The hearing officer shall administer oaths to witnesses.

3. Affidavits under penalty of perjury may be admitted.

4. Hearsay shall be admissible and may constitute sufficient evidence if relevant and probative,
of a kind that responsible persons are accustomed to relying upon in serious affairs, or such
that a reasonable mind would accept the evidence as adequate to support a conclusion of
ultimate fact. ' '

(i) Decision
1. The decision-making process must comply with 1 CMC § 9110.

2 The attorney for the employer shall not participate in the private deliberations of the
hearing officer.

3. The hearing officer shall issue a written decision with findings of fact and
conclusions of law, and the reasons or bases for them, on all the material issues of
fact, law and discretion presented on the record and the appropriate order affirming
or rejecting the discipline.

4, The written decision and order shall be served on the employee and Commissioner
within thirty (30) days of the hearing.

_ ()  Appeal

The employee may appeal the agency decision pursuant to the procedures and time restrictions set
forthin 1 CMC § 9112.
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HEAD START PROGRAM Policy 8800
(Regulations 8801 — 8890)

FINANCIAL OPERATION

Introduction and Purpose

This policy and the accompanying regulations is the official document of Commonwealth of the
Northern Mariana Islands (CNMI) Head Start Program (“CNMIHS”) operated by the CNMI
Board of Education (BOE) and the Public School System (PSS) for the conduct of business, the
accounting and administration of grants with Federal, State and other funding sources. These
regulations are intended to comply with the Code of Federal Regulations, Title 45, Part 74, as
amended and published in the Federal Register August 25, 1994, and comply with OMB Circulars
A-87, A-110, A-122, and A-133, which are incorporated herein by reference.

These regulations were developed as guidance for CNMI Head Start’s financial management and
accounting functions. These regulations are intended to establish the procedures for:

1. the operation of the financial management structure;

2. the organizational, system and human controls to safeguard CNMI Head Start’s assets and
to insure g:thical business conduct; .

3. the accounting procedures for assets, liabilities and fund balance;

4, the revenue procedures tc; reflects when and how to recognize revenue from funding sources
and other related income;

5. the property management & inventory procedures relating to identification, control and
disposition of government property, equipment and materials;

6. the guidelines related to purchasing;
7. the budget procedures to be used in applying for grants with funding sources; and

8. the cost allocation procedures used in determination of which costs are direct vs. indirect,
and administrative vs. non-administrative.
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HEAD STARTPROGRAM - Regulation 8801
FINANCIAL OPERATIONS

Definition of Terms

When reference is made to terms, they are as defined in OMB Circulars A87, A-110, A-122 and
A133 and as in generally accepted accounting terminology (all applicable FASB’s and GASB’s).
HEAD START PROGRAM Regulation 8802
FINANCIAL OPERATIONS.

Implementation and Amendment

As changes are appropriate, the_s:e regulations may be amended in accordance with Head Start
Regulations and Policies regarding amendments.

The PSS Finance Director in consultation with the PSS Legal Counsel holds authority to interpret
these regulations and to develop appropriate procedures. The PSS Director of Finance shall
implement the regulations and procedures contained herein.

HEAD START PROGRAM Regulation 8805
FINANCIAL MANAGEMENT

Statement of Purpose

The CNMIHS financial management system is infcnded to:

(@  Adequately safeguard all CNMIHS assets, funds and property.

(b) Provide effective contr;)l and accountability for all CNMIHS assets, funds and property.
(©) Assure accurate and cc;mplete disclosure of financial results of each CNMIHS program.
(d  Promote operational eﬁiciency and provide reliable data.

(e Separately identify the source and application of funds provided for grant and contract
activities.
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HEAD START PROGRAM Regulation 8806

FINANCIAL MANAGEMENT

Elements

(a) PSS Fiscal and Budget Office will maintain records and make reports in such form and
containing such information as may be required by its funding sources in compliance with
OMB A-110. PSS F&B will maintain accounts and documents to permit expeditious
determination of the status of funds and the levels of services, including the disposition of
all monies received from its funding sources and the nature and amount of all charges
claimed against such funds.

(b) PSS F&B will maintain records that identify adequately the source and application of funds
for grant supported activities. At a minimum, these records will contain information
pertaining to grant awards, authorizations, obligations, unobligated balances, assets, outlays,
revenues and other income, and liabilities.

HEAD START PROGRAM Regulation 8807

FINANCIAL MANAGEMENT

Basis of Accounting

PSS F&B will record revenues and expenditures on a modified accrual basis. Accordingly,
expenditures are recorded when a liability is incurred (i.e., when an invoice has been received or the
amount can be readily estimated), but revenue is not recorded until actually earned.

HEAD STARTPROGRAM Regulation 8808
FINANCIAL MANAGEMENT

Incurred Costs

Outlays or expenditures represent charges made to a project or program. For reports prepared on
an accrual basis, outlays are the sum of actual cash disbursements for direct charges for goods and
services, the amount of indirect expenses incurred, the value of in-kind contribution applied, and the
net increase (or decrease) in the amounts owed by the grantee for goods and services, for services
performed by employees, and other amounts becoming owed under programs for which no current
services or performance are required, such as, insurance claims and other benefit payments.
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HEAD START PROGRAM Regulation 8809
FINANCIAL MANAGEMENT
Cash Management

(@ PSS F&B will maintain a cash management system to adequately determine its cash flow
needs.

(b) PSS F&B will request Federal funds for Head Start expenditures after PSS has paid with
its Local funds. There will never be any idle Federal Funds.

HEAD STARTPROGRAM Regulation 8810

FINANCIAL MANAGEMENT
Budgets

(@  The CNMIHS staff in consultation with the PSS Finance Director will prepare, and have
approved by the Board of Education, and Head Start Policy Councils, as appropriate, annual
budgets of revenues and expenses for each program, by funding period.

(b)  The CNMIHS Director has authority to request changes to the annual budget. For $5,000
Fixed Asset purchases that were not in the original budget, permission from Region Nine
must be obtained.

(c) PSS F&B will maintain a;budget of its indirect costs (i.e., CNMI General Administrative
Budget) for each fiscal year.

HEAD STARTPROGRAM Regulation 8811

FINANCIAL MANAGEMENT

Insurance and Bonding

(@ CNMIHS through the Commonwealth Government is self-insured against liability.

(b) CNMIHS shall require of its contractors insurance and bonds appropriate to the scope of
work performed. :

[l
]
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HEAD STARTPROGRAM Regulation 8812
FINANCIAL MANAGEMENT
Record Retention and Disposal (Ref: CFR Title 45, Part 74)

(a) All financial and programmatic records, supporting documents, statistical records and other
required or pertinent CNMIHS records will be retained for a minimum of three years from
the day final expenditure reports are submitted. For grants involving continued support or
which are renewed annually, the retention period starts on the day CNMIHS submits its

final expenditure report for that period.

(b) If any litigation, claim, negotiation, audit or other action involving CNMIHS records has
come to the attention of CNMIHS before the expiration of the three-year period, the records
shall be retained until completion of the action and resolution of all issues which arise from
it, or until the end of the regular three-year period, whichever is later.

(c) All financial recdrds will be maintained in alphabetical order, organized by fiscal year.
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HEAD START PROGRAM Regulation 8813

FINANCIAL MANAGEMENT
Financial Reporting

The PSS Director of Finance will maintain supporting records in sufficient detail to facilitate
preparation of CNMIHS financial reports, including:

(@)

(b)

(©)

@

Annually:
1. Financial reports for audit.

2. Annual Budget(s).
3. Indirect cost proposal to the organization's appropriate audit agencies.

Monthly:

1. Financial Program Reports.

2. Invoices to the organization's funding sources.
3. Cost summaries and analyses, by grant and/or group of grants as required.
Quarterly:
1. Financial status report, as applicable.
2. Report of cash transactions, as applicable.

3. Quarterly Employer Tax Return.

Periodically:

I. IRS Forms 941 and payroll tax returns and comparable state taxing authority
returns.

2. Other reports updn request.
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HEAD START PROGRAM Regulation 8814
FINANCIAL MANAGEMENT |

Audit Reports & Scope of Services

(@ CNMIHS will contract with a qualified independent certified public accountant to perform
an organization wide, all funds audit each fiscal year.

(b)  The audit will be made by an independent auditor in accordance with generally accepted
government auditing standards covering financial and compliance audits. (Ref. AICPA,
GAO)

(c)  The audit will cover the entire operations of PSS/BOE . The auditor will determine whether:

1. The financial statements and the accompanying schedules of the PSS present fairly
its financial position and the results of its financial operations in accordance with
generally accepted accounting principles.

2, PSS has internal accounting and other control systems to provide reasonable
assurance that it is managing programs in compliance with applicable laws and
regulations.

3. PSS has complied with laws and regulations that may have a material effect on its
financial statements.

(d)  The audit report will be submitted in accordance with applicable grantor deadlines. If for
reasons not within the control of CNMIHS, this report cannot be submitted by this time, the
CPA will make a written request for an extension of time for justifiable reasons to the
granting agency. Such request will be submitted with sufficient time for granting agency
review and approval.

()  Request for Management Letter - The audit report will include a "Management Letter"
offering additional comments and recommendations other than those contained in the audit

report.

() CNMIHS shall systematically assure the timely and appropriate resolution of audit findings
and recommendations.
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HEAD STARTPROGRAM Regulation 8815
FINANCIAL MANAGEMENT

Finance Committee

CNMIHS has established Finance Committees composed of members of the Head Start Policy
Council (HPC) and the Board of Education. The role of these committees includes
recommendations for selection of the independent auditor and reviewing the scope and results of
the annual audit, oversight, review, and discussion of CNMIHS financial reports, and
recommending establishment of and amendments to CNMIHS policies.

HEAD START PROGRAM ' Regulation 8816
FINANCIAL MANAGEMENT
Chart of Accounts

CNMIHS shall maintain a Chart of Accounts in accordance with Generally Accepted Accounting
Principles. The Chart of Accounts will contain sufficient detail to provide adequate management
information to CNMIHS Director to meet the requirements of the Funding Sources. The PSS
Director of Finance shall amend the Chart of Accounts as necessary to meet these objectives.
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HEAD START PROGRAM Regulation 8820

FINANCIAL INTERNAL CONTROL POLICIES

General Business Conduct, Disclosure, and Conflict of Interest

(@

(b)

()

@

(e)

RN AR e B e e ———— S Mams REM NS A as e A eYEs e - - - a- amm—- - -

The effectiveness and reputation of CNMIHS depends on appropriate conduct, ethical
performance, appropriate disclosure, and avoidance of conflict of interest by all CNMIHS

employees. ,

Adherence to these policy provisions is one of the standards by which performance of all
levels of employees will be measured.

In recommending or proposing a particular business transaction or course of action for
approval, those involved must disclose to their supervisors or HPC and BOE, if applicable,
all pertinent information about such transactions and the persons involved. The disclosure
should include significant information that they may have reason to believe has been omitted
by others. As with all matters involving procurement for CNMHS, the PSS Procurement
Regulations must be followed.

Specifically, CNMIHS will not tolerate the willful violation or circumvention of any Federal
or CNMI law or regulation by an employee during the course of that person's employment;
nor does CNMIHS tolerate the disregard or circumvention of these policies or engagement
in unscrupulous dealings. Employees shall not attempt to accomplish by indirect means,
through agents and intermediaries, what is directly forbidden.

Failure to comply with these policies will result in disciplinary action up to and including
termination and/or referral for criminal prosecution, as well as reimbursement to CNMIHS
for any losses or damage resulting from the violation. As with all matters involving
disciplinary action, employees shall be subject to the provisions of CNMIHS Personnel
Policies. (See also appropriate section of the PSS Personnel Policies.)
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HEAD STARTPROGRAM Regulation 8821
FINANCIAL INTERNAL CONTROL POLICIES

Compliance with Laws

(a)  Disclosure of Organization Information

CNMIHS'’ client, financial, and administrative information is a valuable, intangible asset.
Protection of this information is vital to our continued growth and our ability to provide
quality services to our participants. Unauthorized disclosure of client information may be a
violation of the Privacy Act or other applicable CNMI law.

(b)  Political Activity

Employees of CNMIHS are precluded during periods of compensated time from lobbying,
preparing political publications or materials, making partisan political speeches or engaging
in related activities intended to influence legislation or to promote a political party or
candidate. ) .

(c) Political Contributions

No funds or assets of CNMIHS may be contributed to any political party or individual who
either holds a public office or is a candidate for public office. The direct or indirect use of
any funds or other assets of CNMIHS for political contributions in any form, whether in
cash or other property, services, or the use of facilities, is strictly prohibited.

(d)  The following, in combination with those prohibitions described in CNMIHS Personnel
Policies, are examples of prohibited activities:

1. Contributions by an employee that are reimbursed through expense accounts or in
any other ways.

2. Purchase by CNMIHS of tickets for political fundraising events.

3. Contributions in:kind, such as lending employees to political parties or using
CNMIHS' assets in political campaigns.

4. Indirect contributions by CNMIHS through suppliers, funding sources or other
agents.
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(e) Government Officials

CNMIHS employees are prohibited from offering, promising, or bestowing money, gifts,
loans, rewards, services, use of facilities, lavish or extensive entertainment, or other favors to
any official or employee with a view toward influencing or inducing such official or
employee to use his/her influence to effect an action or decision.

() No employee of CNMIHS will offer to give, directly or indirectly, any money, gratuities or
other thing of value to any individual with current or potential responsibility for an award to
CNMIHS. A gratuity includes any gift, favor, entertainment or other items having any
monetary value. This includes services, conference fees, transportation, lodging and meals.

(27 Commercial Bribery

No CNMIHS employee shall make a payment either directly or indirectly or as a kickback
to influence someone else, nor are employees allowed to accept anything of value from
someone who wants to do business with the organization. All employees shall comply with
the provisions of CNMIHS Personnel Policies.

(h) Record Keeping

To provide an accurate and auditable record of all financial transactions, CNMIHS's books,
records, and accounts must be maintained in conformity with Generally Accepted
Accounting Principles (GAAP). Each employee is responsible for safeguarding CNMIHS's
assets under their control as applicable to the position (with help and training).

(@) No funds or accounts may be established or maintained for purposes that are not fully and
accurately described on the books and records of CNMIHS.

()] Head Start Parent Accounts

1. Parent accounts may be established to transact parent center committee business.

2. Such accounts are considered accounts of CNMIHS, and subject to CNMIHS
signature requirements and account reconciliation policies and procedures, if any
federal grant funds are deposited into these accounts, or grant-funded staff time or
resources spent in the oversight, management, or reporting related to such accounts.
Any fundraising done by parents which has been supported in any way by grant-
funded staff time or resources shall be recorded as program income and its use is

_ subject to the requirements of OMB circular A-122 (Cost Principles).
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3. Head Start Parents may organize and establish their own bank accounts, which will
not be recorded on the books and records of CNMIHS, only if all of the following

conditions are met:
A.  No grant funds are transferred to or deposited in these accounts.

B. No use is made by the parents of the CNMIHS name or logo.

C. No use is made by the parents of CNMIHS financial, human, or
physical assets, including staff tisne, meeting space, copiers, etc. in
the administration of these accounts or the generation of funds
deposited into these accounts.

No CNMIHS staff are signatories on the accounts.

E. Any fundraising proceeds depbsited into these accounts by parents
and subsequently donated to the program, either in cash or non-cash
contributions, are recorded as non- federal matching funds.

4. Receipts and disbursements must be fully and accurately described on CNMIHS
books and records.

S. No false entries may be made on the books or records nor any false or misleading
reports issued.

6. Payments may be made for actual services rendered or products delivered. No false
or fictitious invoices may be paid.

7. If an employee has reason to believe that CNMIHS's books and records are not in |
accord with the foregoing requirements, such employee shall report the matter to the
Director, who shall investigate the matter and take appropriate corrective action,
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HEAD START PROGRAM Regulation 8822
FINANCIAL INTERNAL CONTROL POLICIES

Employee Conflict of Interest

(@

(b)

(©

General

Each employee has a primary responsibility to CNMIHS and is expected to avoid any
activity that may interfere, or have the appearance of interfering, with the performance of this
responsibility. Employees may not use nor disclose confidential or propnetary information
to any outside agency or individual.

A conflict of interest exists if certain outside business or other interests may adversely
affect, or have the potential to or appearance of adversely affecting ﬁnanclal results,
motivation or performance.

BOE members, HPC members and employees must follow the PSS Procurement
Regulations.

Outside Activities
CNMIHS employees may not serve as a consultant to, or as a director, officer, or part-time

employee of an agency or a company that competes or deals with CNMIHS or that seeks to
do so, unless that employee has first obtained the prior express consent of the Director.

Each employee shall review their personal and job situations and eliminate any possible
conflicts of interest that exist, or may be perceived to exist. Any possible conflicts of interest
should be discussed with the Director. The Director will hold disclosures in confidence
unless they involve violations of law or failure to eliminate conflicts within a reasonable
time. If necessary, the Director will report the disclosure to the Board of Directors.

Employee's Duty to Report Conflicts of Interest

It is each employee’s duty to report to the Director any known or potential conflicts of
interest within the Agency as well as any instances that come to the employee’s attention
where non-agency personnel misrepresent themselves or may have a conflict of interest.
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HEAD STARTPROGRAM - Regulation 8823
FINANCIAL INTERNAL CONTROL POLICIES | |
Standards in Bidding, Negotiation and Performance of Grant Awards

(@ CNMIHS will strictly observe the laws, rules and regulations of the CNMI Public School
System that govern acquisition of goods and services with grantor funds.

(b) Employees involved in the negotiation of grants will make all reasonable efforts to assure
that all statements, communications and representations to funding source representatives

are accurate and current.

HEAD START PROGRAM Regulation 38824
FINANCIAL INTERNAL CONTROL POLICIES
Organizational Conflict of Interest or Self-Dealing

CNMIHS may not be organized and operated for the benefit of an affiliated or unaffiliated
organization or an individual in‘his/her own private capacity. No income or assets of CNMIHS
may be transferred to, used by, or accrued for the benefit of affiliated or unaffiliated organization or
private individual. CNMIHS will be guided by the principle of arms-length standards with all
affiliated or unaffiliated individuals.
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HEAD START PROGRAM Regulation 8825
FINANCIAL INTERNAL CONTROL POLICIES
Signature Authorities

(€)) Expenditures
The signature authorities listed below assume that when expenses are at variance from
approved budget amounts, prior approvals have been obtained from funding sources where
necessary.

(b)  Authority by Type of Transaction and Position:

1. Proposals/grant applications CNMIHS Director (“Director’) and the Board of
Education and Head Start Policy Council as appropriate.

2. Expenditures of Agency Unrestricted Funds:

. .A... .. Upto $2,500, CNMIHS Director and Associate Commissioner for
Curriculum and Instruction, Federal Programs Officer (Federal T
Funds only), and PSS Director of Finance

B. Over $2,500 to $9,999, CNMIHS Director and Associate
Commissioner for Curriculum and Instruction, Federal Programs
Qfficer (Federal Funds only), PSS Director of Finance and PSS
Procurement Officer.

C. $10,000 and above, Director and Associate Commissioner for
Curriculum and Instruction, Federal Programs Officer (Federal
Funds only), PSS Director of Finance, PSS Procurement Officer
and Commissioner of Education

3. Contracts and Leases: Director and Associate Commissioner for Curriculom and
Instruction, Federal Programs Officer (Federal Funds only), PSS Director of
Finance, PSS Procurement Officer and Commissioner of Education

4. Remodeling, site improvements or facility modifications, including relocatable
buildings:
A. Up to $2,500, Director and Associate Commissioner for Curriculum

and Instruction, Federal Programs Officer (Federal Funds only), and
PSSS Director of Finance
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B. Ovyer $2,500 to $9,999, Director and Associate Commissioner for
" Curriculum and Instruction, Federal Programs Officer (Federal
Funds only), PSS Director of Finance and PSS Procurement
Officer.

C. $10,000 and above, Director and Associate Commissioner for
Curriculum and Instruction, Federal Programs Officer (Federal
Funds only), PSS Director of Finance, PSS Procurement Officer
and Commissioner of Education

5 Supplies and equipment:

A. Up to $2,500, Director and Associate Commi-ssioner for Curriculum
and Instruction, Federal Programs Officer (Federal Funds only), and
Director of Finance

B.  Over $2,500 to $9,999, Director and Associate Commissioner for
Curriculum and Instruction, Federal Programs Officer (Federal
Funds only), and PSS Director of Finance and PSS Procurement
Officer.

C. $10,000 and above, Director and Associate Commissioner for
Curriculum and Instruction, Federal Programs Officer (Federal
Funds only), PSS Director of Finance PSS Procurement Officer and
Commissioner of Education

6. Travel for Conferences and Training - within CNMI

A. Up to $2,500, Director and Associate Commissioner for Curriculum
and Instruction, Federal Programs Officer (Federal Funds only),
PSS Director of Finance and Commissioner of Education.

B. Over $2,500 to $9,999, Director and Associate Commissioner for
Curriculum and Instruction, Federal Programs Officer (Federal
Funds only), PSS Director of Finance and Commissioner of
Education.

C. $10,000 and above, Director and Associate Commissioner for
Curriculum and Instruction, Federal Programs Officer (Federal
Funds only), PSS Director of Finance and Commissioner of
Education.
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7. Travel for Conferences and Training - outside the CNMI

A Up to $2,500, Director and Associate Commissioner for Curriculum
and Instruction, Federal Programs Officer (Federal Funds only),
Director of Finance and Chairman of the Board of Education

B.  Over $2,500 to $9,999, Director and Associate Commissioner for

~ Curriculum and Instruction, Federal Programs Officer (Federal
Funds only), Director of Finance, and Chairman of the Board of
Education

C. $10,000 and above, Director and Associate Commissioner for
Curriculum and Instruction, Federal Programs Officer (Federal
Funds only), Director of Finance, and Chairman of the Board of
Education

8. Personnel Matters

A, New hires/all employees — PSS Human Resources Officer (HRO)
and Commissioner of Education.

B. Iémployment agency fees and/or employment advertising —
Commissioner of Education and HRO.

C. Salary action, classification change, transfer, promotion and
termination - Commissioner of Education and HRO

D. Leave of Absence — Supervisors

E. Education authorization and reimbursement - Commissioner of
Education

F. Relmaﬁon expenses - HRO and Commissioner of Education
Time card approvals - Supervisors

H. Overtime authorization - Commissioner of Education

i

9. With the approval of the Commissioner of Education, signature authority may be
delegated in writing to provide continuity of operations during periods of absence of

key staff.
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HEAD STARTPROGRAM Regulation 8826
FINANCIAL INTERNAL CONTROL POLICIES
Signature Requirements for Checks

]

(@) All Checks or obligations by CNMIHS shall be signed by any one of four authorized
officials as designated by the Board of Education. Authorized signatories, and
expenditures/transaction categories are more specifically described in the Section above.
Authorized check signers are: PSS Treasurer, PSS Director of Finance, Commissioner of

Education and PSS Federal Programs Officer.
(b)  The practice of pre-signing blank checks is not allowed.

HEAD START PROGRAM Regulation 8827
FINANCIAL INTERNAL CONTROL POLICIES
Control of (;ost Transfers -

For all transfers of costs from one grant to another, and from a direct cost to an indirect cost or vice
versa, CNMIHS will:

@) Have available in its accounting records an appropriate written justification statement for any
cost transfers. .

(b)  Obtain the wrltten apprdval of the Director of Finance-PSS.
()  Reflect the adjustment in its General Ledger.
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HEAD START PROGRAM Regulation 8828
FINANCIAL INTERNAL CONTROL POLICIES
Government and Public Access to Records

The PSS Director of Finance- will provide access to CNMIHS's records to the Comptroller
General or his designee and provide supporting records as requested. CNMIHS will respond to
public requests for records in accordance with federal and Commonwealth law.

- HEAD STARTPROGRAM Regulation 8829
FINANCIAL INTERNAL CONTROL POLICIES
Security of Financial Data

(a) CNMIHS's automated accounting system will have sufficient built-in generated controls
and application controls to preclude unaunthorized access to data.

(b)  Access to any computer;based financial data will be granted on a need-to-know basis and
will be restricted by a series of passwords to be revised periodically.

(c) Thesystem's accountingldata will be backed up periodically and stored off site in a safe
location.
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HEAD START PROGRAM Regulation 8830
FINANCIAL INTERNAL CONTROL POLICIES

Use of Agency Assets

(a) No employee of CNMIHS may use any CNMIHS property, equipment, material or
supplies for personal use.

(b)  Any employee using of CNMIHS assets for personal purposes will be subject to
disciplinary action, up to and including termination.

HEAD START PROGRAM Regulation 8831
FINANCIAL INTERNAL CONTROL POLICIES
Other Internal Control Policies

Any alteration made to a time card by an employee or a project supervisor will be justified in
writing.
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HEAD START PROGRAM Regulation 8840

FINANCIAL - ASSETS, LIABILITIES AND FUND BALANCE

Assets

(a) Cash and Bank Accounts

1. The establishment of bank accounts may be authorized by the Commissioner of
Education to meet the day to day business needs of CNMIHS and requirements of
funding sources. Accounts may only be maintained at institutions insured by the
Federal Deposit Insurance Corporation (FDIC).

2. To the maximum extent practical, CNMIHS funds will be maintained in interest- -
bearing accounts

(b)  Accounts Receivable

1. Invoicing as the terms and conditions of grants and contracts permit, CNMIHS will
prepare progress billings and provisionally invoice for costs incurred/milestones

met.

2. Travel Advances

3. To facilitate business-related travel, CNMIHS may advance estimated travel costs to
its employees, directors, consultants and parent policy council members. Advances
are considered Accounts Receivable until the recipient reports the per diem rates
required to accommodate the official trip and reimburses CNMIHS if the trip is
shorter than the anticipated itinerary. A trip report must be filed with the travel
voucher. Conference receipts and car rentals must be tumed in to the PSS Travel
Department and are not covered by the per diem policies of PSS.

(c) Leases

Leases which meet the accounting criteria for capital leases in accordance with Statement of
Financial Accounting Standard, Number 13, as amended, are recorded as property, plant and
equipment, and the related capital lease obligations (the aggregate present value of minimum future
lease payments, excluding executory costs such as taxes, maintenance and insurance) are included
in long-term debt for financial reporting purposes. Depreciation and interest are charged to expense,
and rent payments are treated ds payments of long-term debt, accrued interest and executory costs.
All other leases are accounted for as operating leases, and rent payments are charged to expense as

incurred.

[
kY
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Regulation 3842
Page2

(d) Fixed Assets/Equipment

1. To be classified as a fixed asset/equipment, a specific piece of property must
‘ possess three attributes: (1.) tangible nature; (2.) a useful life of two years or more;

and (3.) a value of $5,000 or more.

2. All fixed asset/equipment expenditures shall be recorded initially as a fixed asset.
All such assets shall be tagged and identified as Public School System property. All
such items will include all costs generally accepted as part of the specific fixed asset. .

' A separate fixed assets ledger will be maintained with the related Accumulated
Depreciation. '

All depreciation will be recorded on a straight line basis.
4, All fixed assets purchased with Federal Funds shall be identified as such on the
property itself. The Fixed Assets ledger shall include proper identification as to
Federal or Local status.

w

(e) Custody and Internal Control of fixed assets:

1. A fixed asset at its inception shall be assigned to one individual, who will be
responsible for the care and maintenance of the specified fixed asset. The employee,
who is in direct control of the fixed asset, (not the supervisor of the employee), and
who is using the fixed asset, would be expected to sign for the fixed asset. Refusal
to sign as the custodian of a fixed asset would be grounds for dismissal. The asset
may not be removed from PSS. If the fixed asset is to be transferred to another :
location or individual, a Transfer of Fixed Assets Form must be completed and
forwarded to the Procurement Department and Fiscal & Budget Department.

2. All assets shall be depreciated in accordance with Internal Revenue Guidelines. All
fully depreciated assets that are still in use will remain on the PSS balance sheet as

per generally actepted accounting principles.

3. The custodian of the fixed asset will be responsible for those fixed assets assigned
to said employee at date of separation from employment with CNMIHS. The fixed
assets or cash for the market value of lost fixed assets shall be tendered to the
appropriate PSS staff at the date of separation. Except in unusual circumstances
(antique, work of art) the market value of the lost fixed asset shall be set at the net
book value of the fixed asset. Net book value is the historical cost less the
accumulated depreciation at the date of separation of the affected employee.

4, This policy of reimbursement shall not include motor vehicles.
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Regulation 8842
Page3

5. The Procurement Department and the Fiscal and Budget Department shall be
responsible for taking an inventory of all fixed assets. During that inventory, all
custodians must be matched with the appropriate records of assigned fixed assets
maintained at the Central Office. All discrepancies between custodians and their
respective fixed assets must be cleared by 90 days after the closing of the fiscal

year.
Cc_msumable fixed assets

A consumable fixed asset is defined as a long lived asset with an original cost of less than
$5,000. Examples of these assets would include text books, calculators, and computers.
These assets would be the direct responsibility of the department or agency head, or the
principal of the school. The level of care for these assets would be the care given by a

reasonably prudent executive. The department head or principal would not be responsible
for consumable assets at the same level of care as the fixed assets. The evaluation of care for

consumable assets would be part of the employee’s annual evaluation.

The Central Office of the Public School System will not take direct responsibility for the
maintenance and control of these assets. These assets are consumables, and they are not
reflected in the balance sheet of the Public School System or its agencies. The consumables
are not part of the annudl inventory of fixed assets.

Upon separation from the Public School System, the department/agency head or principal
will not be financially responsible for consumable assets of the department or school as in
the Fixed Asset policy. However any fixed asset signed out to the department/agency head
or principal will be applied in the same manner as any other employee.

Title or Interest to Acqnﬁred Property with Federal Funds.

‘Where required by Funciing Sources, a lien-interest in all equipment, material or property
acquired as a direct cost with funds granted by the awarding agency will vest with the
awarding agency during the duration of the grant. Upon termination of such grant,
CNMIHS may arrange for acquisition of such equipment or property at a fair and
reasonable price, seek temporary custody of such equipment or property at a fair and
reasonable price, seek temporary custody of such equipment or property if service will be
continued with other fundmg, or make arrangements for a duly authorized representatlve of

the granting agency to obtain custody.
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Regulation 8842
Page3

{)] Prepaid Expenses

Prepaid Expenses such as maintenance contracts and insurance premiums will be amortized

over the period of the contract or policy, provided that such expenses are material to the
program. The Director of Finance-PSS shall determine the materiality of any such expense

to a particular program. -
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HEAD START PROGRAM Regulation 8341

FINANCIAL - ASSETS, LIABILITIES AND FUND BALANCE

Liabilities

(a)

®

©

@

Advance Payments from Funders

Advance payments (which differ for progress payments in that they are not related to
progress of work on a grant or contract) are reported in a manner similar to progress
payments. However, advance payments received in excess of unbilled receivables and

accumulated costs are classified as a liability.

Accrual of Unpaid Salaries and Wages

Salaries and wages earned, but unpaid will be reflected as a liability whenever practical, and
at minimum will be recorded as a liability twice annually for each program: at CNMIHS
Fiscal Year End and Program Year End.

- Liability for Compensated Absences

1. Compensated absences arise from employees' absences from employment due to
vacation, personal leave, etc. When CNMIHS expects to pay an employee for such
compensated absences, a liability for the estimated probable future payments must
be accrued if all of the following conditions are met:

A The em'pioyee's right to receive compensation for the future absences
attributable to services already performed by the employee.

B. The employee's right to receive the compensation for the future absences is
vested or accumulates.

C. Itis prob‘able that the compensation will be paid.
D. The amount of compensation is reasonably estimable.

2. Compensated absences not to be paid upon employee termination will be reflected
when paid (i.e. Sick Leave).

Provision for Anticipated Losses on Grants

Losses on grants are to be accrued when the losses become evident, regardless of the
method of accounting for the grant. It is CNMIHS's policy to fully earn grants and/or
contracts, and not to exceed the authorized grant award.
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HEAD START PROGRAM Regulation 8850
FINANCIAL - REVENUE SOURCES

Revenue Recognition

Revenue under cost reimbursemént—type grants is earned as costs are incurred. Revenue and
anticipated profits under performance-based and unit rate contracts that require substantial
performance over a long period of time before services begin are accounted for using the units of
service and/or units of work performed method.

HEAD START PROGRAM Regulation 8851
FINANCIAL - REVENUE SOURCES

Program Income

(a) Program income is gross income generated directly by a grant supported activity or earned
only as a result of the grant agreement during the grant period.

(b)  If authorized by Federal regulations or the grant agreement, costs incident to the generation
of program income may‘be deducted from gross income to determine program income.

(© Depending on the method provided for in the grant agreement program income will be
deducted from outlays added to the funds committed to the grant agreement or used to meet
the cost sharing or matching requirements of the grant agreement.

HEAD START PROGRAM Regulation 8852

FINANCIAL - REVENUE SOURCES

Interest Earned on Advances

Interest earned on advances of funds will be remitted to the applicable agency. CNMIHS may retain
interest amounts up to the extent allowable per year for administrative expenses.
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HEAD START PROGRAM Regulation 8860

FINANCIAL - PROPERTY MANAGEMENT

General

CNMIHS will follow the Property Management and Procurement Policies and Regulations of the
Public School System. CNMIHS will maintain detailed records of all fixed assets and not use
such assets for any non-grantor related activities, without funding source approval.

HEAD START PROGRAM Regulation 8861
FINANCIAL - PROPERTY MANAGEMENT

Receipts for Propei'ty

(a) CNMIHS will maintain proof of receipt for all fixed assets.

(b) CNMIHS will take all actions necessary m adjusting overages, shortages or damage in
shipment for all property.

HEAD START PROGRAM Regulation 8862

FINANCIAL - PROPERTY MANAGEMENT

Identification of Property

(@ CNMIHS will tag all acquired fixed assets, upon receipt and will record assigned numbers on
all applicable documents pertaining to the property control system.

(b) Tags or markings will be removed or obliterated when property is sold, scrapped or donated.

(c) CNMIHS will maintain individual item records for each item of equipment having a unit cost of
$5,000 or more and an estimated useful life of two years or more (or as applicable by funding

source).
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HEAD START PROGRAM
FINANCIAL - PROPERTY MANAGEMENT

Record and Report of Property

Equipment records will be maintained that include:
(a) A description of the property;

(b) A serial number or other identification number;
(c) The source (award/year) of property;

(d) Vendor from whom property was purchased;
(¢) Who holds the title to the property;

() The acquisition date;

L]

(g) The acqulsmon cost of the propety;

Regulation 8863

(h) Percent of grantor paruc1pat10n in the cost of acquisition of the property;

(i) The location of the property;
() Use and Condition of the property;

(k) Any ultimate disposition date, including the date of disposal and sale price of the property.
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HEAD START PROGRAM Regulation 8864
FINANCIAL - PROPERTY MANAGEMENT
Grantee Owned and Leased Equipment

(a) All grantee owned and leased equipment will be controlled as described above.

(b) The use of licensed computer software will be closely monitored and practices involving
unauthorized copying restricted.

HEAD START PROGRAM Regulation 8865
FINANCIAL - PROPERTY MANAGEMENT
Physical Inventories h

(a) CNMIHS will once every two years physically inventory all fixed assets in its possession or
control.

(b) Personnel performing the physical inventory will not be the same individuals who maintain the
property records or have custody of the property unless the grantee's other staff is unavailable
to perform the inventory count.

HEAD START PROGRAM Regulation 8866
FINANCIAL - PROPERTY MANAGEMENT

Other Records and Reports

All items below $5,000 or as apﬂicable by funding source expensed under a grant and expected to
be used within two years of purchase will not be required to be tagged and inventoried or tracked.
However, Program Directors and Site Coordinators may elect to keep inventory records of such

items as a management control procedure when such property is necessary to the successful
operation of the program. and establish reasonable and prudent dollar thresholds for use within

their own programs. (See Board of Education policy for consumable assets.)
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HEAD START PROGRAM Regulation 8867
FINANCIAL - PROPERTY MANAGEMENT
Disposition of Real Property and Equipment

@ The Board of Education with concurrence from HPC may vote to sell or lease real property,
land, and/or buildings that are no longer needed by the Head Start Program in accordance with
Commonwealth law. Whenever Head Start has personal property (ie., desks, file cabinets,
materials, equipment) which the Head Start no longer needs, the Director may arrange for the sale

or kease such surplus property.

(b) Befare any sale, the Director will notify the Commissioner of Education, the Board of Education
and the Policy Council the items for sale. Head Start may sell or lease such surplus personal
property to the highest bidder. Public notice of the sak or auction of surplus personal property
will be published in a general circulation newspaper. The sale itself will occur atleast seven (7)
days after the published notice. The proceeds from the sale or lease of surplus personal property

will be placed in the Head Start Account.
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HEAD START PROGRAM Regulation 8870

FINANCIAL - PURCHASING

Objectives

(@

(b)

It is the policy of CNMIHS to procure only those items that are required to provide
program services. Purchases will be made with complete impartiality, in an environment of
free and open competition, based strictly on the merits of supplier quotations and applicable
related considerations such as delivery, quantity, quality, etc.

CNMIHS will adhere to the procurement standards as established in the PSS Procurement
Regulations and OMB Circular A-110 (published in the Federal Register November
29,1993 and adopted by the US Department of Health and Human Services as 45 CFR Part
74 on August 25,1994), and any subsequent amendments thereto, as applicable. Such
procurement standards are herein incorporated by reference. CNMIHS will also adhere to
other procurement standards or provisions as they may apply to programs not covered by
A-110. :

HEAD START PROGRAM ' Regulation 8871

FINANCIAL - PURCHASING

Purpose

The purpose of this system and the PSS Procurement Regulations is to establish definitive
guidelines and general policies for purchasing as well as outlining responsibilities for:

(a) The initiation of purchasing actions.

(b) The commitment of agency or program funds.

(c) The maintenance of all required documentation.
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HEAD START PROGRAM | Regulation 8872

FINANCIAL - PURCHASING

Applicability

(a) This system is applicable to purchasing actions of any kind and will be adhered to by CNMIHS

personnel and programs involved in the course of an acquisition. CNMIHS will adhere to all
grantor/funding source requirements for all unbudgeted acquisitions or large purchases, which

exceed budget authority.

(b) All those authorized to acquire goods and services shall adhere to the following objectives:

(©

woN

LA

10.
11.

12.

Make all purchases in the best interests of the agency and its programs.

Obtain quality supplies/services needed for delivery at the time and place required.
Buy from responsible sources of supply

Develop a competitive procurement environment compatible with CNMIHS.

Make positive efforts to include small and/or minority businesses and women-
owned business enterprises. :
]

Give preference, ‘whenever feasible, to products and services which conserve natural
resources, protect the environment, and are energy efficient.

Obtain maximum value for all expenditures.

Deal fairly and impartially with all vendors.

Maintain dependable sources of supply.

Document each tfansaction as required.

Consider alternatives to purchase, i.e., rent/lease/lease option.

Be above suspicion of unethical behavior at all times; avoid any conflict of interest
or even the appearance of a conflict of interest in all CNMIHS-supplier

relationships.

The PSS Procurement Officer is responsible for advising staff involved in procurement
activity as to appropriate procurement practices, and assuring that documentation of
procurement decisions and purchase actions is complete prior to payment for goods and

services. 4
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HEAD START PROGRAM Regulation 8873
FINANCIAL - PURCHASING

Standards of Conduct

(a) All CNMIHS employees will avoid any action or circumstances - such as a gratuity (a payment
or gift to obtain favorable treatment or influence an award), family relationship, or financial
interest that might conflict with the proper performance of their duties or compromise the
organization's acquisition process and will assure that their conduct at all times is in a manner
that maintains trust and confidence in the integrity of the purchasing process.

(b) All employees will apply sound business principles and procedures to all purchasing actions
and assure that their business methods are above reproach and the hint of suspicion.

HEAD START PROGRAM . Regulation 8874
FINANCIAL - PURCHASING

Internal Review

From time to time or when a formal review is required, the purchasing system will be reviewed for
its operational effectiveness and control by senior CNMIHS/PSS management and/or Program
Directors.

HEAD START PROGRAM Regulation 8875

FINANCIAL - PURCHASING

Contracting Authority

The Grantor Agency has delegated contracting authority to relatively few individuals. Those
persons are identified in Section 230 of Internal Control Policies and are the only individuals

authorized to establish binding agreements that obligate CNMIHS.
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HEAD START PROGRAM v Regulation 8880
FINANCIAL - BUDGET

Application

Budget Regulations apply to all budgets prepared by or under the authority of CNMIHS Policy
Council and the PSS Board of Education. These regulations are specifically aimed at fulfilling the
objective and purposes of grant funding sources and meeting application requirements. These
regulations also apply generally for any other budget purpose such as non-grant budgeting and

reporting.
HEAD START PROGRAM Regulation 8881
FINANCIAL - BUDGET

Definition and Functions

(a) A budget is a statement, in financial terms, of a program's plan of operation for a given period of
time. A budget also provides a means for measuring and guiding performance by comparing
planned expenditures against actual data.

(b) Each of CNMIHS's program's shall develop an annual operating budget within funding
guidelines provided by grantor agencies.

(c) These budgets shall be combined and presented to CNMIHS's Policy Council and Board of
Education for approval prior to submission to funding agencies.

(d) Financial reports .shall compare budget to actual costs by fund and management control units
within a fund. Significant deviations require at a minimum an explanation, and in some
instances grantor agency approval.

(e) CNMIHS program budgets are a financial plan of operations and programs that identify
proposed expenditures and the proposed means of financing them for a particular time period.

(f) One function of the Budget is to record in fiscal terms the goals and objectives of the
organization for the coming year(s). The combination of budgets for each grant is collectively

the financial plan of action. -

(8) A second function of budgeting is to provide a tool to monitor the financial activities throughout
the year. Budgets, when properly used, can provide comparisons that will alert the Board and
management that their financial goals will not be met. In order to provide for this type of control
the following elements need to be present.
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HEAD START PROGRAM ‘ Regulation 8882
FINANCIAL - BUDGET
ﬁudget Control Elements

(a) The budget will be well conceived and approved by the Director, the Commissioner of
Education and the Policy Council and the Board of Education. The budget should be prepared
by the Director who will be responsible for successful performance of the budgeted activities.

(b) The budget will be broken d"pwn into periods corresponding to the financial statements.
(c) Financial statements will be prepared on a timely basis throughout the year and compared to
budget by the Director of Finance-PSS.

(d) The Policy Council, Board of Education and Director will be prepared to take action where
budget comparisons indicate significant deviations.

HEAD START PROGRAM Regulation 8883

FINANCIAL - BUDGET
Overall Budget Procedures

(a) Budgetary and accounting pmcedures will conform to Generally Accepted Accounting
Principles.

(b) The Director of Finance-PSS will maintain a budgetary control system to help CNMIHS staff
adhere to the budget.

(c) The CNMIHS Director will be held responsible for assuring that program expenditures stay
within budget appropriations. _
(d) The Director of Finance-PSS will submit periodic reports to the Policy Council and the Board

of Education comparing actual revenues and expendxtures to budget amounts and include a
written analysis of all major deviations.

(e) Request for new and/or additional positions will only be considered during the program's
annual budget process, except in those cases deemed to be of an emergency nature by the

Director,

(f) Where possible, the CNMIHS Director will integrate performance measurement and
productivity indicators with the budget.

(g) CNMIHS will set budget amounts at a level that fully supports the total direct and indirect costs
of the Program or Agency activity.
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HEAD START PROGRAM Regulation 8390

FINANCIAL - COST ALLOCATION

Direct and Indirect Costs

(2) All costs originating programmatically are considered direct program costs.

(b) Costs originating from PSS’s administration of Head Start are charged as direct costs to
programs to the extent that they are readily identifiable, allowable and allocable. Examples of
such costs include duplication and outside printing, local area travel, phone usage, and postage.

(c) Costs originating from PSS’s administration of Head Start are charged as indirect costs to the

extent that they are more difficult to relate or unrelated to a specific program. Examples of such
costs include Personnel costs, office supplies, facilities, training, and organization-wide audit.

(d) PSS Administrative staff regularly prepare time studies which document approximate time spent
on each programs. These studies are maintained for management information and assurances
that cost allocations are reasgnable.

(e) PSS’s indirect cost rate is applied uniformly to all programs and funding sources unless
funding terms and conditions allow a maximum rate below that negotiated with the Division of

Cost Allocation.

(f) Reasonable and quantifiable methods are documented and used consistently by CNMIHS as
the basis for allocation of costs allocated to multiple programs in accordance with policies of
U.S. Department of Health & Human Services Division of Cost Allocation. The basis for
allocation shall not be changed in mid-year after a rate negotiation without the approval of the
Division of Cost Allocation. _

(g) Reasonable and quantifiable methods will be documented and used consistently by CNMIHS
as the basis for allocation of costs allocated between administrative and non-administrative
functions within a program.

(h) Indirect costs will include, where appropriate, the cost of annual depreciation of capital assets.
{

i
i
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Northern Marianas College
P.O. Box 501250 »Saipan, MP 96950 U.S.A. «Phone: (670) 234-5498
Fax: (670) 234-0759 «Web Site: www.nmcnet.edu
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PR | PUBLIC NOTICE

PROPOSED BOARD OPERATIONS POLICY
OF THE NORTHERN MARITANAS COLLEGE BOARD OF REGENTS

The Board of Regents of the Northern Marianas College, Commonwealth of the Northern
Mariana Islands, pursuant to its duties and responsibilities under Public Law 4-34, hereby gives
public notice of its intention to promulgate these proposed Board Operations Policy.

Any interested person may examine the proposed Board Operations Policy and submit written
comments, positions, or statements for or against the proposed operations policy to the President
of the Northern Marianas College, at P.O. Box 501250, Saipan, MP 96950, Office of the
President, As Terlaje Campus, Saipan, Commonwealth-of the Northern Mariana Islands 96950,

no later than thirty (30) calendar days following the date of publication of the Notice in the
Commonwealth Register. _

Dated this \"t"V~ day of July, 2003 at Saipan, Northern Mariana Islands.

Vingént J. an
Ch ard of Regents
Northern Marianas College

Pursuant to 1 CMC §2153. as amended by PL 10-50, the proposed Board Operations Policy of the
Northern Marianas College Board of Regents, a copy of which is attached hereto, has been reviewed for
legal sufficiency and approved by the Office of the Attorney General, Commonwealth of the Northern

Marianas Islands.

J [
LAV /\/ 212 03
Clydé emons ' oo
Acting Attorney General
Received By: . Filed By:
go-»@ \/f“"-f“ Gtte-27 %MA
omas A. Tebuteb Date Bemadita B. Dela C
Special Assistant for Administration Comrionwealth Registrar

A Land Grant Institution accredited by the Accrediting Commission for Community and Junior Colleges and by i
the Senior Commiission for Colleges and Universities of the Wastern Association for Schools and Colleges 62 1 3 6 9
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Northern Marianas College

P.O. Box 501250 e Saipan, MP 96950 U.S.A. e Phone: (670) 234-5498
Fax: (670) 234-0759  Web Site: www.nmcnet.edu
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NOTISIAN PUPBLIKU

MA PROPOPONI I ARKELAMENTON I KINALAMTEN 1 KUETPO
PARA I KUETPON REGENTS I KOLEHUN NOTTE MARIANAS

I Kuetpon Regents I Kolehun Notte Mariénas ginen I Commonwealth I Sankattan Siha Na Islas
Maridnas, sigun I responsibilidat yan checho-fia gi papa’ i Lai Pupbliku 4-34, este na momento
man nind’i notisia para i pupbliku put i intension-fia para hu establesi I Areklamenton I
Kinalamten I Kuetpo.

I man enteresao na petsona siha, sifia ma eksamina I ma propoponi na areklamento siha ya u ma
submitti tinige’ opinion, i pusisién pat sinangan ni fumabobot pat ti fumabobot i ma propoponi
na Areklamenton I Kinalamten I Kuetpo para i Presidenten I Kolehun Notte Mariénas, gi As
Terlaje Campus, P.O. Box 501250, Saipan, MP 96950, an para u ma submitti i opinion siha
munga ma na inipus trenta (30) dias despues anai ma fecha i pupblikan este na Notisia gi

Rehistran ] Commonwealth.

Ma fech gi mina \"\ "™ na dia gi Julio, 2003 gi ya Saipan, Sankattan Siha Na Islas Marianas.

Kolehun Notte Marianas

Sigun I Lai 1 CMC §2153 ni ma amenda genin I Lai Pupbliku 10-50, i man ma proponi na Areklamenton
I Kinalamten I Kuetpo siha para I Kuetpon Regents I Kulehon Notte Maridnas, i kopia ni chechetun, esta
ma ribisa para u ligat sufisiente yan apreba ginen I Ofisinan I Abugddon Henerat, gi Commonwealth I

Sankattan Siha Na Islas Marianas.

Clyde Lemons Fecha

Acting Para I Abugadon Henerat

Rinisiben: o Pine’l :. |
¥ %P Vteee ~ $-rs-03 - HBZfL(h QW?‘Z/‘\

Thomas A. Tebuteb Date Bemzdita B. Dela C
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POMWOL ALLEGHUL MWOGHUTUGHUL MWIISCH
MELLOL NORTHERN MARIANAS MWIISCHIL COLLEGE REGENTS

Mpwischiil Regents mellé]l Northern Marianas College, Commonwealth Matawal wé41 fahiwasch
Marénas, faal yaal lemilem me yaal angaang 1161 Alléghtil Toulap 4-34 iye ekke arongaar toulap
igha ebwe atééw pomwol Board Operations Policy.

Pomwol allégh yeel nge emmwel schagh ubwe amwuri bwal bwughil mereel President, 1161
Bwulasiyol Northern Marianas College igha ubwe isisilong yé6émw méngeméng me iisch ngaliir
reel Northern Marianas College, as Terlaje Campus, P.O. Box 501250, Saipan, MP 96950.
Alongal mingemang me ngare aiyegh nge ebwe atotoolong 1161 atoll eliigh (30) ral sang ral la ee

arongowow mellél Commonwealth Register.

Ral \™\{™™ 1161 maram \V\\\A 2003 1161 Seipél, Northern Marianas Islands.

Vinces
Sam , Board of Regents
Northern Marianas College

Sangi outol 1 CMC §2153 iye aa liwel mereel alleghiil Toulap 10-50, me poimwol Board
Operations Policy mereel Board of Regents Northern Marianas College, copial iya aa appasch,
iye ra takkal amweri sefélil me alightiligh mereel Bwulasiyool S6w Bwungiil Allégh,
Commonwealth Matawal wool faliwasch Marianas.

Clyde Lemons . Ral
Acting ngili Séw Bwungiil Allégh

Mwir sangi:: Taisis sdngi:

~ @'a RV tetr s —9-res
Thomas A. Tebuteb Ral Bemadita B. Dela Cruz Ral
Séw alillisil Séw Lemelem Commonwealth Registrar
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PROPOSED BOARD OPERATIONS POLICY
OF THE NORTHERN MARIANAS COLLEGE BOARD OF REGENTS

Citation of Statutory Authority:

Short Statement of Goals
& Objective:

Brief Summary of the
Proposed Board Operations Policy:

For Further Information Contact:

Citation of_ Related and/or
Affected Statutes, Regulations,
and Orders:

Submitted by:

A Land Grant Institution accredited by the Accrediting Commission for Commumty and Junior Colleges and by
the Senior Commission for Colleges and Universities of the Western Association for Schools and Colleges

3 CMC § 1316(b) & (¢)

The Board of Regents of the Northern
Marianas College are establishing policies and
procedures that would govem their actions as
board members and the actions of the President
and legal counsel of the college.

Proposed Board Policies 1000-1029 deal with
the duties of the Board, the President, and legal
counsel, establishment and amendment of
policies and procedures, and establishment of a
code of ethics for the board. Committee
establishment, conduct of meetings, and
evaluation of the Board are stated.

Dr. Kenneth E. Wright, President
Tel#(670)234-5498 ext#1000
Fax: (670)322-7812

CNMI Constitution, Article XV § 2

3 CMC § 1304 et seq.
1 CMC § 9101 et seq.

1\ez

Date
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Northern Marianas College
Board of Regents
Proposed Board Operation Policy 1000-1029

1001 - ROLE OF THE BOARD AND MEMBERS (POWERS PURPOSES,
DUTIES)

The Board of Regents is the governing board of the Northern Marianas College. It
derives its powers from and exists under the Constitution and laws of the Commonwealth

of the Northern Mariana Islands.

The Board has the power and responsibility to discharge any duty imposed by law upon it
or upon the College, and may execute any powers delegated by law to it or to the

College.

The Board shall concem itself primarily with broad questions of policy, rather than with
administrative details. The application of policies is an administrative task to be

. performed by the President and staff, who shall be held responsible for the effective
administration and supervision of the College's programs.

The act of a majority of the Regents voting on an issue at a meeting at which a quorum is
present shall be an act of the Board of Regents.

DUTIES OF THE BOARD

I. Functions

A. The Board of Regents of Northern Marianas College, established under the
CNMI Post-secondary Education Act of 1984, is comprised of seven CNMI
residents appointed by the Governor with the advice and consent of the Senate. It
represents the interests of the public within the Commonwealth on matters

concerning post-secondary education.
B. The members of the Board serve as a unit to set the goals and general direction of

the College, and to approve policies in pursuit thereof.

Duties And Powers

A. Statutory limits of the duties and powers of the Board of Regents are contained in

the Post-secondary Act of 1984, as amended, 3 CMC § 1311 et seq. and in Article
XV, Section 2 of the Constitution.
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B. The Board will:
1. Appoint the President of the College who shall be the Chief Executive

Officer of the College and of the Board;

2. Approve all contracts $25,000 and above issued by the College

3. Approve annual budgets and expenditures of the College;

4. Delegate to the President all powers necessary for the development and
implementation of procedures required to carry out Board policies, and
judiciously review and act upon such matters as shall be recommended by
the President;

5. Periodically evaluate the President's overall and specific performance;

6. Periodically evaluate its performance as a Board;

7. Periodically review the organizational stmcture of the College its
financial management, and its overall operation;

8. Review and approve proposals submitted by the President for the board’s

. approval of new programs or termination of existing programs;
9. Fulfill all duties stipulated by the Post-secondary Education Act of 1984,

as amended, 3 CMC § 1311 et seq.;

10. 10. Exercise, as an exclusive right, all other powers provided for non-
profit corporations that are necessary and proper for the efficient and
effective direction and maintenance of the College consistent with Article
XV, Section 2, of the CNMI Constitution and with the CNMI Post-
secondary Education Act of 1984, as amended. :

1002 - LIMITS OF AUTHORITY

The Board of Regents is the unit of authority, and no Board member has individual
authority in regards to the College except as part of that unit. Individually the Board
member may not commit the college or Regents to any policy, act or expenditure. The
Board member cannot do business with the College, nor should the Board member have
an interest in any contract with the College. The Board member does not represent any
factional segment of the community, but is rather a part of the body, which represents and

acts for the community as a whole.

No indivi(lual member of the Board, by virtue of holding office, shall exercise any
administrative responsibility with respect to the College nor as an individual command

the services of any college employee.

No member of the Board shall be asked to perform any routine or clerical duties that may
be assigned to an employee, nor shall any Board member become an employee of the
College while serving on the Board except as specifically provided for by law.
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1003 - HONORARY STUDENT MEMBER

The Board shall, in accordance with adopted Board procedures for the elecﬁon ofa
student member, include an honorary student member of the Board.

The honorary student member shall serve for one year commencing May 1. The student
member shall be seated with the members of the Board, shall be recognized with the
members of the Board at the meetings, shall have a non-binding advisory vote, shall
receive all materials presented to the Board members and participate in the questioning of
witnesses and the discussion of issues. The honorary Student Regent shall not make or

second motions.

1004 - HONORARY FACULTY MEMBER

The Board shall, in accordance with adopted Board procedures for the election of a
faculty member, include an honorary faculty member of the Board.

The faculty member shall serve for one year commencing May 1. The faculty member
shall be seated with the members of the Board, shall be recognized with the members of
the Board at the meetings, shall have a non-binding advisory vote, shall recéive all
materials presented to the Board members and participate in the questioning of witnesses
and the discussion of issues. The honorary Faculty Regent shall not make or second

motions.

1005 - OFFICERS

At the organizational meetings in even-numbered years the Board will elect a Chair and a
Treasurer from among its members, and will appoint the President as Secretary to the
Board. At the organizational meetings in odd-numbered years the Board will elect a Vice

Chair.

Officers shall serve for two years and may serve as an officer for more than one term. In
case of vacancy in an office, the Board shall fill the vacancy for the unexpired term.

1006 - DUTIES OF THE CHAIR

The Chair of the Board shall preside at all meetings of the Board, maintain order, enforce
the rules of the Board at all meetings, and appoint all standing committees and all speclal
committees, unless otherwise ordered by the Board.

3
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The Chair of the Board shall have all the rights of any member of the Board, including
the right to move, second, discuss, and vote on any and all questions before the Board.

I. Selection and Removal of the Chair

A. The Chair of the Board shall be elected by the Board from among its members.
The election of the Chair shall occur at the organizational meeting of the Board on
the last Thursday of June every even-numbered year.

B. Following the resignation, removal, or death of the chair, election of a new chair
shall occur at the next regularly scheduled Board meeting. The individual so
elected shall serve the remainder of the two-year term of office.

II. Duties of the Chair

A. The duties and powers of the Chair shall be consistent with the duties and powers
of the Board of Regents set forth in the Post-secondary Education Act of 1984, as
amended, and in Article XV Section 2 of the Constitution. Duties and powers of
the chair, authorized by the Board, can be altered by the Board:

B. The Chair shall: :

Serve as presiding officer at Board meetings;

Establish agenda of Board meetings in concert with the President;

Appoint and disband committees of the Board;

Be recognized and act as the chief coordinator between the Board and the

President, keeping both fully informed of all pending activities;

Prepare the annual Board budget for inclusion in the total college budget

and conduct Board business within the budget; _

6. Act as the duly elected representative and official spokesperson for the

Board of Regents, including:

a. acting as the Board's liaison with the Legislature, and acting as the
College's liaison with other college boards at the regional and national

) levels; ,
7. Perform such other duties as may be authorized by law or by action of the

Board.

RN

g

In case of the absence, or disability of the Chair, the Vice- Chair shall perform the duties
of the Chair. If both the Chair and the Vice- Chair are absent, the Treasurer shall serve
as Chair Pro Tem. If all three officers are absent, the remaining members, if a quorum,
shall select one member to serve as Chair Pro Tem.

The President shall act as Secretary of the Board. As Secretary, the President shall:
A. Prepare the Board agenda.
B. Prepare the Board minutes.

C. Care for all College and Board records and documents.
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1007 -

COMPENSATION OF BOARD MEMBERS

A. Voting members of the Board may receive as compensation for meetings actually

1008 -

attended no more than $60 for a full-day meeting and no more than $30 for a
meeting of a half day or less. A member who is employed by the Government or
its agency will be given administrative leave status in lieu of compensation for
meetings held during working hours. _

Any Board member traveling on official business shall receive travel and per
diem compensation at the rates and guidelines established for executive branch

employees.

Any Board member may receive reimbursement for extraordinary expenses
actually incurred in the performance of his/her duties upon the submission to the

office of the President of receipts or other proof of extraordinary expenses of the
Board and the specific approval of the Board to reimburse the member for his/her

extraordmary expenses.

STANDING COMMITTEES OF THE BOARD

. While the Board will act as a committee of the whole in making decisions, it will often be
convenient in some matters for individual board members or committees to review
complicated matters before making recommendations to the full Board for action. The
Board shall form three standing committees: Fiscal & Legislative Committee, Personnel

Committee, and Program Committee.

FISCAL AND LEGISLATIVE COMMITTEE RESPONSIBILITIES
The Fiscal and Legislative Committee shall have the following responsibilities:

A. To review and to make recommendations to the Board on the annual budget

for the College.
. To review and to make comments to the Board on the current Financial

Statement of the College.

facilities of the College.

B
C. To make recommendations to the Board on any matters related to the land or
D

. To oversee for the Board the operations of the Northern Marianas College
Foundation and to make recommendations to the Board on the same.

=

To review and to make recommendations to the Board on matters concerned

with tuitions, fees, and other charges for College services.

F. To review and to make recommendations to the Board on matters related to
Student Financial Aid.

G. To act for the Board in approving amounts of Supplemental Educational

Grant (SEG) awards.

' 5
COMMONWEALTH REGISTER  VOLUME 25 NUMBER 8  September 18, 2003 PAGE 0 2 1377



H. The Chairperson will be a member of the Northern Marianas College Foundation and
Auxiliary Services Board. '
I. To review and work with the President on proposed legislation and public
policy initiated by the College, to provide guidance to the President, and to
make appropriate recommendations to the Board.
J. To take the lead in working with the Commonwealth Legislature to ensure that
appropriate legislation is enacted for the College.

PERSONNEL COMMITTEE RESPONSIBILITIES
The Pefsonnel Committee shall have the following responsibilities:

A. To review periodically the College's Classification Plan and work with the
President on an appropriate Plan for faculty and staff. .

B. To monitor the implementation of equal employment opportumty and
affirmative action by the College.

. To ensure that personnel policies are reviewed and updated periodically.

. To sit on the interviewing committee for Vice Presidents and Provost.

To review and make recommendations to the Board on matters concerning

College personnel.

To sit on the Employee Grievance/Appeals Committee.

o mgoaQ

PROGRAM COMMITTEE RESPONSIBILITIES
The Program Committee shall have the following responsibilities:

A:. To review and to make recommendations to the Board on matters
concened with the issuing of diplomas, certificates, and other
documents indicating successful completion of study established

with the College.
B. To review and to make recommendations on proposals submitted by the

President for the Board's approval of new programs leading to the awaxd

by the College of a new certificate or degree.
C. To review and to make recommendations on matters presented to the Board

by the President concerning requirements for degree and certificate
programs.

TEMPORARY COMMITTEES OF THE BOARD

The Chair of the Board shall appoint such temporary and special committees, as may be
deemed necessary or advisable by the Board and may be a member of any such

committee,

The duties of each such committee shall be outlined at the time of appointment, and the
commmittee shall be considered dissolved when the duties assigned have been discharged.

6
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At his/her réque_st the President or designee shall be a member of any temporary
committee, which includes staff and/or lay persons.

Other A_dvisory Committees

The Board may appoint any of its members to serve on advisory committees or as
representatives to other public agencies or organizations when the Board deems such
appointments desirable, contingent on acceptance of the appointment by the member.

1009 - DUTIES OF THE PRESIDENT

L The President is the chief executive officer of the Northern Marianas College,
and in this capacity is charged with full administrative responsibility for the
College. The Board of Regents judiciously recognizes and supports the
President as the major line of communication between the Board and the
internal and external College community. In this capacity as the Board's
Liaison, the President informs the Board of such communications, and is
guided by the policies, general directions, and financial guidelines established
by the Board.

IL The President's fundamental responsibility is to develop and maintain an
institution that fulfills the mission and achieves the goals of the Northern
Marianas College in accordance with the Mission Statement set forth in
Article XV, Section 2 of the CNMI Constitution and in accordance with the
Postsecondary Education Act of 1984, as amended. This implies a
commitment to the philosophy of a comprehensive community college and an
understanding that the President’s energies must be directed towards the
realization of such.

III. The President is an educational leader of the Commonwealth, and as such
represents the College in the community. The President recommends policies
to the Board, and is authorized by the Board to exercise broad discretionary
powers according to the policies, goals, and general directions established by
the Board for the College.

IV.  The President's specific duties and responsibilities include the following:

A. Being responsible for the organization and administration of the College
and for the coordination of its entire instructional program;

B. Providing direction and leadership in the development and implementation
of a research, planning, and evaluation system to assure institutional
effectiveness and that the results of such activity will be used for
institutional improvement and the establishment of priorities;

C. Ensuring that various entities of the College have.a substantive and
clearly-defined role in institutional governance;

7
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D. Overseeing institutional adherence to the Standards of the Accrediting
Commission so as to assure continuing accreditation of the College;
'E. Recommending to the Board new and revised policies and establishing
administrative procedures for
1. Board operations

2. Finance and procurement

3. Educational programs

4. Human resources

5. Student services

6. Administrative services

Developing an effective program of staff evaluation and improvement;

Preparing a budget in line with the needs of the College, and approving

expenditure of funds appropriated to the College by the federal or

Commonwealth government or donated to the College by any other entity;

H. Guiding capital improvement activities and ensuring safe and adequate

" facilities and grounds in order to maintain a quality learning environment;

I. Representing the College to the community and maintaining an adequate
public information service;

‘Maintaining open and adequate channels of communication with the
internal and external College community;

Entering into contracts, cooperative agreements, and such other
transactions as may be helpful to conduct the business of the College;
Appointing, reassigning and terminating staff and faculty consistent with
applicable Human Resources rules and regulations;

. Accepting gifts, grants, donations, bequests, or other contributions on
behalf of the Board and depositing the same in a College Trust Fund for
the exclusive use and expenditure of the College, as approved by the
Board;

Formulating reports required by local and federal agencies;
Approving regulations and activities of groups and organization
~ functioning within the College; and
P. Subject to prior review and approval of the Board, establishing
departments and other divisions of the College, approving their programs
and courses of studies, and disestablishing the same as the President may
deem most appropriate to carry out the policies, goals, and general
directions established by the Board for the College.

o

=

2 - R

oz

1010 - DUTIES OF THE LEGAL COUNSEL

I. Scope of Work. The Legal Counsel shall serve as the legal interpreter of Post-
secondary Education Acts, and shall provide legal services to the College as follows:

A. Render legal opinions and consultation to the Board of Regents, the
President, or other officials of the College designated by the President.

8
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Draft legal document or interpret existing legal documents requested by
the Board or officials of the College designated by the President.

Adbvise and represent the College in any legal dispute or litigation in which
it is or could be involved.

Serve as a legal counsel in the development, interpretation, and
implementation of policy and procedures

Serve as a legal counsel on all contractual relationships involving the
College or its personnel.

Provide legal advice on personnel matters to ensure compliance with all
applicable CNMI and federal laws.

Attend the Board of Regents meetmgs and other meetings mvolvmg the
College in which his/her presence is requested by the President.

Serve as a legal counsel and advisor to the Board of Regents and President
regarding court cases or any other legal proceedings or actions which
could or might have an impact on College personnel or College operation.

Q" m Y oW

II. Qualification and Experience

The attorney shall be admitted to practice law in the CNMI courts and is: a member
and is in good standing with the CNMI Bar; of an active status with the CNMI Bar;
has an office in Saipan, and has some experience and familiarity with hlgher
educatxon laws and practices.

1011 - CHARTER OF NORTHERN MARIANAS'COLLEG_E' FOUNDATION

The Northern Marianas College shall establish a non-profit charter of incorporation in
accordance with the provisions of 4 CMC § 4103 of the corporate laws and oversee its
activities. The name of the corporation shall be the Northern Marianas College
Foundation. The purposes of the corporation shall be as stated in 3 CMC § 1316().

1012 - FORMULATION, ADOPTION, AMENDMENT OF POLICIES AND
BYLAWS

Policy proposals and suggested amendments to or revisions of existing policies shall
normally be submitted to all members of the Board by the President in writing prior to a
regularly scheduled Board meeting in which such proposed policies, amendments, or
revisions thereof shall be read and discussed.

The formal adoption of policies shall be by majority vote of all members present at which
a quorum is present of the Board and the action shall be recorded in the minutes of the
Board. Only those written statements so adopted and so recorded shall be regarded as

official policy.

| 9
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1013 - FORMULATION, APPROVAL, AMENDNIENT OF ADMINISTRATIVE
PROCEDURES

The Board does not adopt administrative procedures unless specifically required to do so
by law, or unless requested to do so by the President. Adoption and amendment of such
Board adopted procedures shall be by the same procedure as that specified for policies.

The Board reserves the right to review and direct revisions of administrative procedures
should they, in the Board's judgment, be inconsistent with the policies adopted by the

Board.

1014 - SUSPENSION OF POLICIES, BY-LAWS AND PROCEDURES

By a majority vote of all members present at which a quorum is present, the Board may
suspend policies, by-laws and Board-adopted procedures for a specified purpose and for a
limited time, provided that such proposed suspensions have been described in writing in
the announcement for the Board meeting when such action is to be taken. The Board may
not suspend policies mandated by law.

The President is authorized to suspend any policy, by-law or Board-adopted procedure
when advised by competent legal authority that such policy, by-law or procedure is
wholly or in part in conflict with laws or procedures of a superior governing body. The
President may choose to suspend only that part of a policy, procedure or by-law that is in
conflict. Any such suspension shall be valid only until the Board's next regular or special
meeting, when the President shall report the suspension, present the justification for the
suspension, and request that the Board act to suspend the pohcy, by-law or procedure for

a specified purpose and for a limited time.

The President is directed to present to the Board, for first consideration, a revised policy,
procedure or by-law which is in accordance with the laws and regulations of the
Commonwealth and Federal government, except that the President may recommend
instead that the Board rescind the policy, procedure or by-law. The revision or
recommendation for elimination shall be presented at the time the suspension is requested

whenever possible.
1015 - MEETINGS

Regular Meetings

The Board shall hold one regular meeting each quarter. Date, time and place of these
meetings shall be established at the annual organizational meeting. A public notification

10
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of all regular meetings of the Board shall be made 72 hours in advance of the meetings
and shall be published in a newspaper of general circulation where possible in accordance

with the provisions of 1 CMC § 9910 of the Commonwealth’s Open Government Act.

Special 'Meetings (Non-Emergency)

The presiding officer or a majority of the members of the Board may call special
meetings of the Board.

All members of the Board and the President shall be notified of the special meeting and
the purpose or purposes for which it is called by written notice delivered to them at least
24 hours in advance of the meeting. A public notification of all special meetings of the
Board shall be made 24 hours in advance of the meeting.

Newspapers of general circulation in the Commonwealth, radio stations and television
stations, who have requested notice of special meetings shall be notified by mail, fax,
email, or personally at least 24 hours before the time of the meeting specified in the

notice.

An agenda shall be prepared as specified for regular Board meetings and shall be
delivered with the notice of the special meeting to Board members, together with
supporting documents, if any. The agenda shall be posted according to law. The agenda
for the special meeting may be mailed with the notice to news media and the business to

be transacted shall be stated in the notice.

Only those items of business listed in the call for the special meeting shall be considered
at that specip.l meeting.

Special Meetings (Emergency)

In the case of an emergency situation involving matters upon which prompt-action is
necessary due to the disruption or threatened disruption of public facilities, the Board
may hold a special meeting without complying with the 24-hour notice requirement. An
emergency situation means any of the following:

1. A work stoppage or other activity which severely impairs public health, safety, or
both, as determined by a majority of the members of the Board.

2. A crippling disaster which severely impairs public health, safety, or both, as
determined by a majority of the members of the Board.

3. Each local newspaper of general circulation and radio or television station which
as requested notice of meetings shall be notified by the Chair of the Board or the

chair's designee, one hour prior to the special meeting. In the event that telephone
services.are not functioning, the notice requirement of one hour is waived, but the
‘Board or its designee shall notify such newspapers, radio stations, or televisions
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stations of the fact of the holding of the meeting, and of ény action taken by the
Board, as soon after the meeting as possible.

No closed session may be held during an emergency special meeting, and all other rules
governing special meetings shall be observed with the exception of the 24-hour notice.
The minutes of the meeting, a list of persons the President or designee notified or
attempted to notify, a copy of the roll call vote, and any actions taken at such meeting

- shall be posted for a minimum of 10 days in a public place as soon after the meeting as

possible.
Adjourned Meetings
A majority vote by the Board may terminate any meeting at any place in the agenda to

any time and place specified in the order of adjournment, except that if no members are

present at any regular or adjourned regular meeting, the Secretary or Secretary’s designee
‘may declare the meeting adjourned to a stated time and place, and he/she shall cause a
written notice of the adjournment to be given in the same manner as was the notice of the
calling of the meeting.- A copy of the order or notice of adjournment shall be
conspicuously posted on or near the door of the place where the regular, adjourned
regular, special or adjourned special meeting was held within 24 hours after the time of

adjourninent.

Annual 0rganizati6nal Meeting

The Board will hold an annual organizational meeting on the last Thursday in the month
of June. '

1015.1 - TIME, PLACE, Ni OTIFICATION FOR MEETINGS

At the annual organizational meeting or as shortly thereafter as possible the Board will

adopt a calendar of regular meetings which shall, in accordance with law, specify the
time, place and date of each regular meeting scheduled before the next organizational

meeting. :
1015.2 - PUBLIC AND CLOSED SESSIONS

Public Meetings

All meetings of the Board of Regents, both open and closed, shall meet in conformance

with the applicable.provisions of the Commonwealth’s Open Government Act, 1 CMC §
9901 et seq.

: 12
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Closed Sessions

All Closed Session meetings of the Board of Regents must comply w1th all applicable
open meeting laws.

1015.3 - CONSTRUCTION OF AGENDA

The President, as Secretary to the Board and in cooperation with the Chair of the Board,
shall prepare an agenda for each meeting of the Board. Any Board member may call the
Secretary and request an item to be placed on the agenda.

Any member of the public may request that a matter directly related to College business
be placed on the agenda of a regularly scheduled meeting of the Board, subject to the

~ following condmons

1. The request must be in writing and be submitted to the President together with
supporting documents and information, if any, at least seven school days prior to
the legally required public posting of the agenda.

2. The President shall be the sole judge of whether the request is or is not a "matter
directly related to college business."

3. No subject which is legally a proper subject for consideration in closed session

will be accepted under this provision.
4. The Board may place limitations on the total time to be devoted to the matter at

any meeting, and may limit the time allowed for any one person to speak on the
matter at the meeting.

This provision does not prevent the Board from taking testimony at regular meetings on
matters which are not on the agenda which a member of the public may wish to bring
before the Board, but the Board may not take action on such matters at that meeting.

Posting of Agenda

At least 72 hours prior to the time of all regular meetings, an agenda, which includes but
is not limited to all matters on which action may be taken, shall be posted. The agenda for
a special meeting shall be posted at least 24 hours before the meeting and published in a
newspaper of general circulation where possible in accordance with the applicable

provisions.of 1 CMC § 9910.

1015.4 - ADVANCE DELIVERY OF MEETING MATERIALS

A copy of the agenda for any regular meeting of the Board shall be forwarded to each
Board member not less than 72 hours prior to the meeting, along with minutes to be
approved, copies of communications, reports from committees, staff, citizens and others,
and such other documents and exhibits which are available and pertinent to the meeting.
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Board members shall become familiar with the agenda and support materials prior to the
meeting, and shall obtain any additional information that may be necessary to make well-
informed decisions.

The President and the Chair of the Board are directed to make every effort to get support
materials and the agendas for special meetings to the Board members at the earliest
possible time after the meetings are called, and except in emergency situations as
permitted by law or as defined herein, at least 24 hours prior to the time the meetings are

called.

1015.5 - MEETING CONDUCT

Meetings of the Board of Regents shall be conducted by the Board Chair in a manner
consistent with the adopted bylaws of the Board and the latest edition of Robert's Rules

of Order.

All Board meetings shall commence as close to the stated time as practical and shall be
guided by an agenda that has been prepared and delivered in advance to all Board
members and other designated persons.

The conducf of meetings shall, to the fullest possible extent, enable members of the
Board to:

1. consider problems to be solved, weigh evidence related thereto, and make wise
decisions intended to solve the problems, and

2. receive, consider and take any needed action with respect to reports of
accomplishment both as to students and as to the College's operations.

Provisions for permitting any individual or group to address the Board conceming any
item on the agenda of a special meeting, or to address the Board at a regular meeting on
any subject that lies within the jurisdiction of the Board, and shall be as follows:

1. Five minutes may be allotted to each speaker and a maximum of 20 minutes to
each subject matter. ,

2. No boisterous conduct shall be permitted at any Board meeting. Persistence in
boisterous conduct shall be grounds for summary termination, by the chair, of that
person's privilege of address.

3. No oral presentation shall include charges or complaints against any employee of
the College, regardless of whether or not the employee is identified in the
presentation by name or by another reference that tends to identify. All charges or
complaints against employees shall be submitted to the Board under provisions of

Board policy.

1015.6 - QUORUM
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The presence of four members at a duly called meeting shall constitute a quorum for the
purpose of conducting official business of the Board in accordance with the provisions of

3 CMC § 1315(b).

1015.7 - MINUTES AND RECORDING DEVICES

Minutes

" The Secretary of the Board shall keep minutes of all regular and special meetings of the
Board. The Minutes shall constitute a record of official Board actions. Copies of the
minutes shall be made for distribution to the Board members with the agenda for the next
regular meeting. The Secretary may also keep a minute book for each closed session of
the Board apart from the minutes of the regular and special meetings, and the minute
book is declared to be not a public record. The official minutes of the regular and special
meetings, the minute book for closed sessions if any, and the master copy of the policy
manual shall be kept in a secure manner.

Recording Devices

A video or audio recording of public meetings of the Board, including closed sessions,
may be made at the request of the Secretary or any member of the Board when such
request is approved by a majority of the whole Board at which a quorum is present. The
recording device shall be placed in plain view of the persons present, so far as possible.
Recordings made during regular or special meetings of the Board are deemed public
records. Recordings will be kept for a minimum of one year.

1015.8 -RECORDING OF VOTES

Motions shall be recorded as having passed or failed and individual votes will not be
recorded when the action is unanimous. Resolutions shall be recorded by roll call vote
and be so recorded. All resolutions shall be numbered for each fiscal year beginning
October 1.

1016 - PERIODIC REVIEW AND EVALUATION

The Board believes that in order for it to know how well the College is progressing
toward its goals and objectives it needs regular and comprehensive information. The
President is directed to develop procedures for gathering and presenting data needed by
the Board. The Board's appraisal and evaluation activities shall include but are not

limited to the following:

Evaluation

COMMONWEALTH REGISTER VOLUME 25 NUMBER 8  September 18, 2003 PAGE1 % 2 1
387



Periodic review of the Board's operation and performance.
2. Review of continuing financial operations through receipt and study of periodic

financial and audit reports.
3. Study of regular reports and presentations on College operations with particular

emphasis on aspects of the instructional program.
4. Assessment of the effectiveness of the College’s instructional programs in relation

to the College's instructional goals.

5. Appraisal of performance of personnel in relation to established performance
criteria.

6. Annual appraisal of the performance of the President.

[

Continuing review of the College's policies, regulations and bylaws to ensure accurate
reflection of the concemns of the community for the educational system, and to encourage
soundly based improvement in the College programs and services.

1017 - PERIODIC REVIEW AND EVALUATION OF THE PRESIDENT

The Board of Regents will appraise the performance of the President of the College
annually. While the responsibility for this annual appraisal lies solely with the Board,
they will, on occasion, choose to invite input by the leadership of the major constituent
groups of the College. Input from the general College community may also be invited on
a periodic basis. The following shall serve as an outline of the basic framework and

timeline for the annual appraisal process.

1. Goals for the ensuing year are developed by the President in consultation with the
Board and are a direct result of Board and President suggestions.

2. By July 15 of each year the President's goals are finalized by the Board.

3. In April/May of years in which broad input is requested the Board will arrange
individual meetings with constituent group leadership (Faculty, Staff, Students,
and Community) to invite written input as to the completion of that year's goals
and objectives, as well as to receive suggestions for subsequent year's goals and
objectives.

4. In May/June of each year the President shall prepare a written self-evaluation on
the status of that year's goals and objectives. Included with this report are

suggested future goals.

In June of each year the Board and the President will meet in Closed Session to review
the self:evaluation and to share a synopsis of the information gathered from the College
community. The Board will prepare a written "Statement of Evaluation for the year 20 -
20__" for inclusion in the President's personnel file as soon after this Closed Session as
practical. At the June Closed Session the Board will also finalize the next year's goals and
objectives, and take action on any modifications to the President's contract. Action by the
Board will follow all appropriate Commonwealth's Open Government Act.
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1018 - BOARD ACTION ON ISSUES NOT DIRECTLY AFFECTING THE
COLLEGE

Except in those cases resulting from specific action by the Board to consider a matter,
positions shall be taken only on matters directly affecting the operation of the College.

A vote of the Board shall be taken and recorded in the minutes.

1019 - CODE OF ETHICS OF THE BOARD

Members of the Northern Marianas College Board of Regents will perform dutics in
accordance with their oath of office. Board members shall commit to serviag the
cducational needs of the citizens of the Commonwealth. Their primary responsibility is to
provide leaming opportunitics to cach student regardless of sex, race, color, religion,
ancestry, age, marital status, national origin, or handicap. - :

PART A - RESPONSIBILITIES
It is the responsibility of each Board member to:

. Be part of a team which seecks to meet student needs, extend their opportunities
and enhance the quality of education they are offered; foster faculty and staff
cxcellence; support the principles of academic freedom; and, serve as a steward of
the resources and facilities available to the Northern Marianas College.

2. Work with fellow Board members in a spirit of harmony and cooperation in spite

of differences of opinion that may arisc during vigorous debates of points at issue.

Basc personal decisions upon all available facts in each situation, vote with honest

conviction in every case unswayed by partisan bias, and abide by and uphold the

final majority decision of the Board. .
4. Remember at all times that as an individual a board member has no legal authority

outside the meetings of the Board, and shall conduct relationships with college
staff, students, the local citizenry, and the media on that basis.

5. Be aware that board members are responsibJe to all citizens of the
Commonwealth, and not solely to those from their area of residence. The
authority delegated to board members must be excrcised with as much care and
concem for the least influential as the most influential member of the community.

6. Resist every temptation and outside pressure to use their position as a community
college board member to benefit either themselves or any other individual or
agency apart from the total welfare of the Northern Marianas Collcge.

7. Recognize that it is as important for the Board to understand and evaluate the
educational program of Northern Marianas College as it is to plan for the business
of college operation. Bear in mind under all circumstances that the Board is
legally responsible for the effective operation of the College. Its primary function
is to establish the policies by which the Northern Marianas College is to be

w
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is to establish the policies by which the Northern Marianas College is to be
administered. The Board shall hold the President and his/her staff accountable for
the administration of the educational program and the conduct of college business.

8. Welcome and encourage the active involvement of students, faculty, staff, and
citizens of the College with respect to establishing policy on current college
operation and proposed future developments. Board members shall consider the
viewpoints of these groups in their deliberations and decision, and recognize that
deliberations of the Board in closed session are not to be released or discussed in
public without the prior approval of the Board by majority vote, at which a
quorum is present.

9. Be ready to maintain and enhance individual professmnal effectiveness and
confidence through continuing education to improve skills and acquire new
knowledge related to professional trusteeship.

10. Be informed and aware of local and national issues that impact commumty
colleges.

11. Strive to provide the most effective community college board service of which
they are capable and to sustain a spirit of teamwork and devotion to public
education as the greatest instrument for the preservation and perpetuation of our
representative democracy.

12. Disclose to fellow Regents any and all relationships that may be perceived by
constituent groups as influencing judgment pertaining to any issue before the
Board. Reportable relationships shall include but not limited to blood
relationships, current or former professional associations, and personal
friendships.

PART B - CENSURE
All Board members are expected to maintain the highest standards of conduct and ethical

behavior. To give guidance to individual members in conforming their conduct to
minimum standards, the Board has adopted this policy. In order to maintain public
confidence in the Board, and in governance, the Board will be prepared to investigate the
factual basis behind any charge or complaint of regent misconduct. In the instance a
member of the Board of Regents fails to maintain the highest standards of ethical and
professional conduct, he/she may be censured by the full Board.

1. Censure is an official expression of disapproval passed by the Board of Regents.
A board member may be subject to a resolution of censure by the Board of
Regents should it be determined that regent misconduct has occurred.

2. A complaint of regent misconduct will be referred to the Board Chair. He/she will
appoint an ad hoc committee composed of three regents not associated with the
complaint to conduct an investigation and review of the matter. In the event the
complaint involves the Board Chair, another officer of the Board shall form the ad
hoc committee. A thorough fact finding process, formulated in a manner deemed
appropriate by the committee shall be initiated. The committee shall be guided in
its inquiry by the standards set forth in this policy and in adopted procedures and
shall complete their inquiries within a reasonable period of time. The regent

18
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subject to the charge of misconduct shall not be precluded from pres;anting
information to the committee.

The committee shall, within a reasonable period of time, make a report of its findings to
the Board of Regents for action.

1020 - ATTENDANCE AT MEETINGS, INSTITUTIONS, CONVENTIONS

Attendance at meetings directly or indirectly related to education or school matters shall
be encouraged for the values they have to the College and the professional growth of
Board members. '

The President shall be notified of all such meetings to be attended by the Board.

Members of the Board may be reimbursed for all legal expenses incurred in attending any
meetings or in making any trips on official business of the College when so authorized in

advance by the Board.

1021 - BOARD MEMBER LIABILITY PROTECTION

The Board of Regents shall provide liability insurance necessary to protect its corporate
body, its members, its officers, and its employees from any judgment as a result of suits
alleging their liability while performing their duties within the scope of their employment
and/or under the direction of the Board. ‘

1022 - CONFLICT OF INTEREST CODE

The Northern Marianas College shall adopt a Conflict of Interest Code which shall apply
to all governing board members and designated employees of the Northern Marianas

College.
DISCLOSURE STATEMENT - FILING

The Board of Regents shall file annual statement of financial interest in accordance with
the applicable provisions of the Commonwealth Government Ethics Code Act of 1992, as

amended.

1023 - REMOVAL FROM OFFICE

A member of the Board may be removed before expiration of his or her term by a vote of
three-fourths of the Board members serving.

19
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Incompetence, Neglect of Duty, or Malfeasance :
A member of the Board may be removed before expiration of his or her term for

incompetence, neglect of duty, or malfeasance.
Physical or Mental Incapability

If an adjudication pursuant to a quo warranto proceeding declares the incumbent is
incapacitated due to disease, illness or accident and that there is reasonable cause to
believe that he/she will not be able to perform the duties of his/her office for the
remainder of his/her term, he/she shall be removed from office.

Loss of Residency

An incumbent shall be removed from his/her office if he/she ceases to be an inhabitant of
the Commonwealth and area that he/she represents.

Failure to Attend Meetings
An incumbent is automatically removed from his/her office when he/she fails to
discharge the duties of his/her office, by accumulating three consecutive absences except

when excused by the members present because of sickness, death in the immediate
family, or on official off-island college business.

Conviction of a Felony, Etc.

An incumbent shall be removed from office when convicted of a felony or any offense
involving a violation of his/her official duties.

Commitment to a Hospital or Sanitarium

An incumbent shall be removed from office if ordered for commitment as a drug addict,
dipsomaniac, or inebriate, when such order of commitment by a court of competent

jurisdiction becomes final.

Failure to Perform Oath of Office

An incumbent shall be removed from office when he/she fails to perform his/her duties
and responsibilities in accordance with the Code of Ethics of the Board. '

: 2
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1024 - BOARD OF REGENTS SELF EVALUATION

The Board of Regents is the legal owner and final authority for Northern Marianas
College, whose assets and operations it holds in trust. The Board of Regents shall ensure
that the College is well oriented and managed. As such, the Board shall assess its own
performance regularly. This self assessment will assist the Board in identifying which of
its functions are being addressed satisfactorily and which may need improvement.

ADMINISTRATIVE PROCEDURE

L The Board of Regents will annually devote time for self-evaluation. The self-
evaluation will help in identifying specific issues, such as the Board’s rules and
responsibilities, which can help build better communication and understanding
among Board members. It will also help in appreciating each others’ values and
strengths that will lead to a stronger, more cohesive working team.

II. Evaluation Participants. All Board members will complete evaluation instruments
and be involved in the evaluation discussions. Board members may consider
comments from College officials who sit at the Board table or who attend
meetings regularly as part of their leadership or management roles.

III. - Evaluation Session. The Board shall decide whether the evaluation session will
take place at a regular business meeting, workshop, or retreat.

IV.  Evaluation Outcomes. A comprehensive statement summarizing the discussion
and incorporating proposals for the future will be very helpful in guiding the
Board’s future performance and planning.

V. Board Self Appraisal (The response to each category is 1 to 5, Lowest to Highest,
with required substantive comment for each item.)

A. RELATIONSHIP WITH THE PRESIDENT

1. Establishes written policies for the guidance of the President in the
operation of the College. '

2. Provides the President with a clear statement of the expectation of
performance and personal qualities against which she or he will be
periodically measured.

3. Reaches decisions only on the basis of study of all available
background data and consideration of the recommendation of the
President.

4. ' Provides a climate of mutual respect and trust offering
commendation whenever earned, and constructive criticism when

necessary.
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5.

Takes the initiative in maintaining a professional salary for the
President comparable with salaries paid for similar responsibility
in and out of the profession.

B. RELATIONSHIP TO THE INSTRUCTIONAL PROGRAM

Weighs all decisions in terms of what is best for the students.

Understands the instructional program and the general restrictions
imposed on it by law and other agencies.

Realistically faces the ability of the state and community to support
quality education for its citizens. ,

Resists the efforts of special-interest groups to influence the
instructional program if the effect would be detrimental to the
students.

Encourages the participation of the professional staff, and in
certain instances the public, in the development of curricula.

Provides a policy outlining the College's educational objectives
against which the instructional program can be evaluated.

Keeps abreast of new developments in course content and teaching
techniques through attendance and participation in board
association conferences and meetings of other educational groups
and by reading of selected books and periodicals.

C. STAFF AND PERSONNEL RELATIONSHIPS

1.

COMMONWEALTH REGISTER

Develops sound personnel policies, involving the faculty and staff
when appropriate.

Authorizes the employment or dismissal of staff members only
upon the recommendation of the President. ’

Makes provision for the complaints of employees to be heard, and
after full study, if staff dissatisfaction is found to exist, takes action
to correct the situation through appropriate administrative
channels.

Is receptive to suggestions for improvement of the College
originating with the staff and approved by the President

Encourages professional growth and increased competency
through:

a) Attendance at educational meetings

b) Training on the job

' 22
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c) Salary increments which recognize training and experience
beyond minimum qualifications for a given position.

6. Makes the staff aware of the esteem in which it is held.

7. = Provides a written policy protecting the academic freedom of
faculty. '

D.. RELATIONSHIP TO THE FINANCIAL MANAGEMENT OF THE
SCHOOL

1. Balances the income and expenditures of the College with the
quality of education that should be provided and the ability of the
community to support such a program.

2. Takes the leadership in suggesting and securing community
support for additional financing when necessary. -

3. _Establishes written policies which will ensure efficient
administration of purchasing, accounting and other applicable
procedures. :

4,  Authorizes individual budgetary allotments and special
non-budgeted expenditures only after considering the total needs of

the College.

5. - Makes provision for long-range planning for acquisition of sites,
facilities, and maintenance.

E.. COMMUNITY RELATIONSHIPS
1. Encourages the public's attendance at board meetings.

2. Actively fosters cooperation with various news media for the
dissemination of information regarding the College.

3. Ensures a continuous planned program of public information
regarding the College.

4, Participates actively in community affairs.

5. Channels all concerns, complaints and criticisms of the College

through the President for study and reports back to the board if
action is required. :

6. Protects the President from unjust criticism and the efforts of vocal
special-interest groups.

7. Reflects board policy in individual answers to public questions and
in public statements.
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8. Encourages citizen participation in an advisory capacity in the
solution of specific problems.

9. Is aware of community attitudes and special interest groups which
seek to influence the College's program.

See Also Board Operations Administrative Procedure - Appendix A (Board of Regent
Self Appraisal), Appendix B (CEO Evaluation Checklist), & Appendix C (CEO

Evaluation) :

1025 - INSTITUTIONAL EFFECTIVENESS
I.  Policy

Northern Marianas College shall establish and maintain a system to ensure
institutional effectiveness and a high standard of quality in academic programming.
To enable such effectiveness and quality, institutional research, planning,
evaluation, and other activities shall be conducted in a collaborative manner with
input from all appropriate sectors of the College and the community it serves on the

islands of Saipan, Rota, and Tinian.
II. Institutional Research

Institutional research activities shall be conducted to support the College’s
institutional planning and assessment processes. The collection, processing, and
reporting of pertinent information are the primary functions. of institutional
research. Research efforts shall focus not only on internal information such as
student and program data, but also on external matters such as trends in the
community and other institutions of higher learning.

A. Institutional Planning

B. The College is committed to a planning system that addresses the current and
long-range needs and challenges of the College community and the CNMI. The
purpose of institutional planning at NMC is to: )

1. Define the mission, goals, and objectives for the College as a body and for the
~ various units and activities of the institution;

2. Establish priorities for programs, services, and activities;
3. Identify the need for human, physical, and financial resources; and
4. Allow for activities to be carried out in a planned and organized manner.

C. The planning process shall encompass all aspects of the institution including
instructional programs, student services, leaming resources, and facilities.
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III. Institutional Evaluation

Evaluation is a means to assess institutional and program quality and effectiveness.
Accordingly, the primary purpose of institutional assessment is to evaluate the
functions and outcomes of institutional programs and services to determine if they
meet established goals and objectives. Evaluation efforts at the College shall focus
on instructional programs, student services, leaming resources, and other areas
deemed necessary to meet the needs of the institution and community.

IV. Adm_inisu'ative Procedure

The President shall ensure that an appropriate system is established to evaluate the
effectiveness of the College in meeting the needs of its stakeholders. The system
shall include a plan that specifies intended institutional outcomes, identifies the
activities and processes for assessment, and manner of communication of
assessment results to the College and CNMI community.

1026 - INSTITUTIONAL GOVERNANCE

I. The Northern Marianas College Board of Regents recognizes the major constituencies
of the College, namely the administration, the faculty, the support staff, and the students,
as participants in the governance of the institution. Each of these constituencies is to
have a role in the formulation of the mission and goals of the institution and in the
development of policies governing it.

II. Appropriate policy and accompanying administrative procedures shall be developed
specifying the governance role of each of these four components of the College
community in terms of policy formulation; decision-making and planning at multiple
levels; and problem identification, analysis, and resolution.

1027 - CITIZEN PARTICIPATION IN BOARD MEETINGS

I. Northern Marianas College was created by the citizens of the Commonwealth of the
Northern Mariana Islands (CNMI) and receives advice and support from them. As
their appointed representatives, it is desirable that the Board of Regents, as it
deliberates and forms policy, be continually aware of the needs, interests and
concems of the people of the CNMI and that all possible channels of communication
be kept open for that purpose.

II. Itis also essential, however, that the Board meetings be conducted in an orderly,
efficient and business-like manner and in a way that is conducive to carrying on the
business of the College. ‘ :
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III. To this end, it is the policy of this Board that the citizens of the CNMI may have the
opportunity to be heard during, or at the close of, each regular Board meeting or to
request a topic to be placed on a future agenda under the following plan:

A. A tentative agenda of tbpics to be discussed at each regular board meeting shall be
prepared one week in advance of said meeting and shall be available to the press and to
other interested persons upon request through the President's office.

B. If a CNMI citizen desires to have a specific topic placed on the agenda which he/she

wishes to discuss before the Board, a written request should be filed with the President's
office at least ten days prior to the meeting date stating the reason for the request and the
subject to be discussed. Its inclusion on the Board agenda shall be determined by the

Chair of thq Board.

C. Immediately prior to each Board meeting, any resident of the CNMI who desires to
speak to an agenda item may submit his/her request to the Board Chair. At the discretion
of the Chair, such presentation may be placed on the agenda and given a specified time

limit.

]5. The order of business of the regular meeting held each quarter will include an
opportunity, up to 20 minutes, for the public to address the Board on any topic not
included on the agenda. )

1. Those who do desire to speak shall submit their requests to the President's
office immediately prior to the opening of the Board meecting. Such requests shall
indicate the subject of the topic to be discussed and the presenter's name and

address.

2. The Board of Regents reserves the right to fix such time limits on presentations
as it deems appropriate to the occasion and may limit the number of
spokespersons who appear before it; in opposition to or in support of a given
issue.

E. An appropriate Board committee and/or the President shall be given an opportunity to
examine and to evaluate all concemns presented and to recommend action before the

Board makes a decision.

F. Unless invited or having prior authorization to speak, citizens are requested to refrain
from such participation until the close of the meeting.

1028 - PROTECTION FROM CIVIL SUIT
The Board of Regents shall defend, indemnify and hold harmless members of the Board

of Regents, administrators, employees and agents against any and all suits, claims and
demands for damages or requests for other relief arising from a deprivation of a
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constitutional right, civil rights, statutory right, negligent or wrongfhl acts resulting in
death, bodily injury, or property damage while performing such duties for an on behalf of
the Northern Marianas College and as defined by law or as authorized by the Board of

Regents and its agents.

1029 - LEGAL COUNSEL

The Board of Regents may, at its discretion, provide legal counsel for any Board
member, administrator, employee, or student who may be requested to testify before any
executive, legislative or judicial body when such testimony concerns activities of the

Northern Marianas College.

Approved and adopted on June 27, 2003 by Northern Marianas College Board of
Regents.

Northern Marianas College
Board of Regents
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Office of the Secretary
Department of Finance

P.O. Box 5234 CHRB SAIPAN, MP 96950 TEL. (670) 664-1100 - FAX: (670) 664-1115

NOTICE OF ADOPTION OF PROPOSED AMENDMENTS
' TO THE RULES AND REGULATIONS '
' FOR THE OPERATION OF THE
COMMONWEALTH OF THE NORTHERN MARIANA ISLANDS LOTTERY

I, Robert Schrack, Acting Secretary of Finance, Department of Finance, which is
promulgating the Proposed Amendments to the Rules and Regulations for the Operation
of the Commonwealth of the Northern Mariana Islands Lottery published in the
Commonwealth Register Vol. 25 Number 7 on August 22, 2003 at pages 020801 to
020832, by signature below hereby certify that as published, such rules are a true,
complete and .correct copy of the Notice of Proposed Amendments to the Rules and
Regulations for the Operation of the Commonwealth of the Northern Mariana Islands
Lottery, which after the expiration of appropriate time for public comment, have been
adopted without modification or amendment. I further request and direct that this Notice
of Certification of Adoption be published in the CNMI Commonwealth Register.

I declare under penalty of perjury that the foregoing is true and correct and that this
declaration was executed on the [(2 day of September 2003 at Saipan, Commonwealth

of the Northern Mariana Islands.
Certified By: % ﬁ %ﬁ& , ?/ / @/ (9_?
' Robert Schrack ~ Date
Acting Secretary
Department of Finance
Filed By: M 09. /603
Bemadita B. Dela C Date
Registrar of Corporations
Received By: =+ P l/W Of-1é~c3
omas A. Tebuteb Date

SAA, Office of the Governor
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Commontuealth of the Novthern Maviang Islands

Bffice of the Gobernor
Depaviment of Lands and Natuval Resources
u]!ﬁotnezg PBage
er #ox 10007
Saipan, Maviawa Islands 96950 oo P o

Telephone: $22-9880/9834/9
Fax: 322-2633 /9854

NOTICE AND CERTIFICATION OF ADOPTION
OF THE PROPOSED RULES AND REGULATIONS
FOR SMILING COVE MARINA

» "1, Thomas B. Pangelinan, Secretary of the Department of Lands and Natural Resources, which is

&7  promulgating the Proposed Rules and Regulations For Smiling Cove Marina, as published in the

Commonwealth Register, Volume 25, Number 6, July 15, 2003, on pages 20399 - 20425, by

signature below hereby certify that as published, such Proposed Regulations are a true, complete,

and correct copy of the Rules and Regulations For Smiling Cove Marina, which, after the expiration

of the appropriate time for public comment and after publication of an invitation for comments in

both the Marianas Variety and the Saipan Tribune newspapers on August 13, 14 and 15, 2003, with

no comments having been received, have been adopted without any changes. I further request and

direct that this Notice And Certification Of Adoption be immediately published in the
Commonwealth Register.

I declare under penalfy of perjury that the foregoing is true and correct and that this declaration was
executed on the 22 day of September 2003 at Saipan, Commo th of the Northern

Pursuant to 1 CMC § 2153, as amended, this Notice And Certification Of Adoption, and the Rules
and Regulations For Smiling Cove Marina to which they apply, have been reviewed and approved
by the Office of the Attorney General.

Cﬂw&Q fuwv\.o ( | 49 3
CLYDE&_'.EMONS, . Attomey:C/re:lglil Date

RECEIVED BY: J FILED BY:
=f PV vesy O?M
MAS A. TEBUTEB BERNADITA B. DELA Z
Special Assistant for Administration Commohwealth Register
Dated: 9—/4 -6 3 Dated: 9/l 03
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AMING CONTROL COMMTSSI
N

Municipality of Tinian and Aguiguan
Commonwealth of the Northern Mariana Islands

NOTICE AND CERTIFICATION OF ADOPTION OF AMENDMENTS  Esther H. Barr

William M. Cing TO THE TINIAN CASINO GAMING CONTROL COMMISSION Executive Director
Chairman RULES AND REGULATIONS ON OPERATIONS

Serafina R. King-Nabors

Vice-Chairman

Member:

Juanita M. Mendiola

I, William M. Cing, Chairman of the Tinian Casino Gaming Control Commission

which is promulgating the “Amendments to the Tinian Casino Gaming Control
Commission Rules and Regulations on Operations” published in the
Commonwealth Register Volume 25, No. 06 on the 15™ day of July 2003 at pages
20691 through 20697 inclusive, by signature below hereby certify that, as
published, such Rules and Regulations are a true, complete and correct copy of
the “Amendments to the Tinian Casino Gaming Control Commission Rules and
Regulations on Operations” previously proposed by the Tinian Casino Gaming
Control Commission which, after the expiration of the legally required time for
public comment, have been adopted without modification or amendment.

I further request and direct that this Notice and Certification of Adoption be
published in the CNMI Commonwealth Register.

I declare under penalty of perjury that the foregoing is true and correct and that
this declaration was executed on the [p¥#rday of September 2003 at Tinian,
Commonwealth of the Northern Mariana Islands.

/\

\/(MMM.) . M
William M. Cing .
Chairman

P.O. Box 143 San Jose Village Tinian, MP 96952 * Tel: (670) 433-9288/9292 * Fax:(670) 433-9290 * email: tcgce@gtepacifica.net
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Office of the Secretary
Department of Finance

~ P.O. Box 5234 CHRB SAIPAN, MP 96950 TEL. (670) 664-1100  FAX: (670) 664-1215

PUBLIC NOTICE
Of Private Letter Ruling

Title 4, Division 1, Section 1707(i) requires that upon the deletion of the names of the
taxpayers and any other personal facts that are not essential to an understanding of the
ruling, the Department of Finance shall make public any private letter ruling that it issues.
The private letter ruling issued June 3, 2002 regarding the filing of income tax returns is
hereby submitted for publication. Pursuant to NMTIT §6110(j)(3) this document may not
be used or cited as precedent.

Issued by: /Z(Mg g&&@a ?//5-/(22

Robert Schrack Date
Acting Secretary of Finance

Received by: -/ 2-/‘“0 £ (/ bty ~ . 4/ VL% >3
Thomas Tebuteb Date
Office of the Governor )

Filed by: %zua, % 9105
Berr adita B. Dela Date
Commonwealth Register ‘

Pursuant to 1 CMC §2153, as amended by P.L. 10-50, the Private Letter Ruling attached
hereto has been reviewed and approved as to form and legal sufficiency by the Office of

the Attorney General.
Clydg . .emons | . Date |
Acting, Attorney General _
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Office of the Secretary
'Department of Finance

~ P.O. Box 5234 CHRB SAIPAN, MP 96950 TEL. (670) 664-1100 FAX: (670) 664-1115

NMTIT provides that it may not be used or cited as precedent.

June 3, 2002

A = Fok

B = kk*

Year 1 = ¥*¥*
Date 1 = ¥**

Year 2 = ***
State A = *#%*
Clty A = ¥kk

Year 3 = **¥*
State B = ***
Date 2= **#*

Income 1 = ***
Income 2 = ***
Income 3 = *¥*
Income 4 = ***
Income 5 = ***
Date 3 = *** . -

A
B

Re:  Request for Rulings under Sections 935, 6601, and 6651
of the Northern Marianas Territorial Income Tax

Dear A:

This letlter responds to your letter dated May 17, 2002 requesting a ruling under 4 CMC §
1301(a)".

The rulings contained in this letter are, in part, predicated upon facts and representations
submitted by the Taxpayer and accompanied by penalty of perjury statements executed by an
appropriate party. This office has not verified any of the material submitted in support of the
request for rulings. Verification of the factual information, representations, and other data may

be required as part of the audit process.

! Cite is incorrect in the letter ruling originally issued. Correct cite is 4 CMC §1707.
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“A”
June 3, 2002
Page 2

RULING REQUESTED:
This letter responds to your request for rulings that:

(1) You were a resident of the Commonwealth of the Northern Mariana Islands as of the close of
the Year 1 tax year, having established such residence on Date 1.

(2) You had reasonable cause for filing your Year 1 income tax return with the Internal Revenue
Service (“IRS”) and no late filing or other penalties will be imposed with respect to CNMI Year
1 returns filed by you, and '

(3) Income taxes withheld from your Income 1 in Year 1 and Year 2 and deposited with the U.S.

Treasury and income taxes paid by you to the U.S. Treasury with your request for extension to
file your Year 1 return are considered payments to the CNMI and will be credited against CNMI

taxes due.

ACTS?

You are a citizen of the United States and prior to Year 1 resided in State A. In late Year 3, you
decided to move, along with your minor son and your son’s nanny, to the CNMI. You visited
the CNMI in December Year 3 to explore housing and schooling options, and arrived with your
son and nanny, and with an intention to stay, on Date 1. With the exception of several vacations
and travel for the purpose of attending to the health needs of your parents, you spent the
remainder of Year 1 and Year 2 in the CNML

You tried to purchase a residence in City A prior to your move to City A but were unable to
close a deal and moved into a three-bedroom unit at a long-stay hotel that was originally built as
a condominium. In early Year 2, you entered into a long-term lease of a condominium and have
since purchased several condominium units for occupancy/investment purposes. You have
actively pursued local investment opportunities since arriving in the CNMI and have established
a number of personal and professional ties with the CNMI. You moved all your personal
belongings to CNMI other than those remaining at a vacation home that you own in State B.
You use that home to visit your children who reside in the United States. You bank in the
CNMI, hold only a CNMI driver’s license, and are registered to vote only in the CNMI.

You are employed by a State A corporation that has elected to be an S corporation for U.S. tax
purposes. The corporation is owned by a trust that is treated as a grantor trust of which you are
the grantor under section 671. The corporation provides investment services for two investment
partnerships and an insurance company. During Year 1 and Year 2 the corporation withheld
income tax from your Income Type 1 and deposited the withheld amounts with the U.S.
Treasury. On Date 2, you paid additional income tax conjunction with your request for an
extension to file your U.S. Income tax return. You filed that return on Date 3, pursuant to the
extension. The income tax due was less than your total withholding and payment, resulting in an
overpayment of tax. You requested that the overpayment be applied to your Year 2 U.S.
estimated tax. You now plan to file an amended U.S. income tax return for Year 1 in which you

ion is incorrect in letter originally issned. Caption should read ‘Facts”.
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“A”
Jume 3, 2002
Page 3

will request a refund of all U.S. income tax paid by you for that year. You will remit to the
CNMI any refund that you received pursuant to that request.

Your gross income for Year 1 and Year 2 consisted of Income Type 1, Income Type 2, Income
Type 3, Income Type 4, and Income Type 5. Your Income Type 2 was, for the most part, your
distributive share of earnings from the corporation for which you work. Your Income Type 3
income was mostly from U.S. payers and your Income Type 4 income generally represented
distributions from U.S. mutual funds. Your Income Type 5 represented Income Type 5 and
Income Type 5 distributions from mutual fund investments which were made after Date 1.

LAW AND ANALYSIS:

The income tax laws of the United States apply in the CNMI as a local territorial income tax.
This is accomplished by substituting “CNMI” for references to “United States” in the Internal
Revenue Code (the “Code™) except where such substitution would be inappropriate. The
resulting local income tax law is referred to as the Northern Marianas Territorial Income Tax
(“NMTIT”). In addition to adopting the Code, the NMTIT also adopts, as appropriate,
regulations promulgated under the Code and IRS interpretations of the Code. 4 CMC § 1701.

Section 601(b) of the Covenant to Bstablish a Commonwealth of the Northern Mariana Islands in
Political Union with the United States of America provides that “any individual who is a citizen
or a resident of the Untied States, of Guam, or of the Northern Mariana Islands... will file only
one income tax return with respect to his income, in a manner similar to the provisions of
Section 935 of [the Code].” Section 935 was repealed by the Tax Reform Act of 1986 but with
effect only when an implementing agreement between the CNMI and the United States is
adopted. To date such an agreement has not been adopted, and section 935 remains in effect.

Section 935 provides that a U.S. citizen who is a resident of the CNMI or who is a resident of the
United States and has income from the CNMI for a taxable year shall file a single return for that
year with the jurisdiction of which he is a resident as of the end of the year. Therefore, if you
were a resident of the CNMI as of the last day of Year 1 your income tax return for that year
should have been filed with the CNMI, not with the IRS.

The question whether you were a resident of CNMI as of the last day of Year 1 is one of fact.
Treasury Regulation § 1.935-1(a)(3) provides that residence for purposes of section 935 “shall
generally be determined by applying to the facts and circumstances in each case the principles of
§§ 1.871-2 through 1.871-5 relating to what constitutes residence or nonresidence, as the case
may be, in the United States in the case of an alien individual.” Under Treasury Regulation §
1.87-2(b) a resident alien of the United States is defined as “an alien actually present in the
United States who is not a mere transient or sojourner.” Transience is determined by intentions
with regard to length and nature of the stay. See Preece v. Commissioner, 95 T.C. (1990)’.

Factors considered in determining residence under the facts and circumstances test include (1)
the intention of the taxpayer, (2) whether or not a home has been established for an indefinite

? Citation is incorrect in letter ruling originally issued. Correct cite should read 95 T.C. 594 (1990).
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“A’)
June 3, 2002
Page 4

period, (3) the level of participation is social and cultural activities within the community;
identification with the daily lives of the people; and, in general, assimilation into the local
environment, (4) physical presence consistent with employment of the taxpayer, (S) the nature,
extent, and reasons for temporary absences, (6) the assumption of economic burdens and
payments of taxes, (7) the status of a resident as contrasted with that of transient or sojourner, (8)
treatment by your employer, (9) the residence of family members, (10) the nature and duration of
the taxpayer’s employment and whether the assignment could be promptly accomplished within
a definite or speclﬁed time, and (11) the good faith of the taxpayer, i.e., whether there was a tax
avoidance purposes in establishing residence. See Sochurek v. Commzsszoner 300 F.2d 34 (7™
Cir. 1962). Applying these facts we conclude that you were a resident of CNMI as of the last
day of Year 1, and that you established residence in the CNMI on Date 1.

As a resident of the CNMI as of the last day of Year 1 you were required to file your Year 1 tax
return with CNMI and not with the IRS. NMTIT § 6651(a)(1) imposes a penalty of up to 25
percent of the amount of tax required to be shown on a return for failing to file the return on
time, unless the failure is due to a reasonable cause and not due to willful neglect. Section 6651
and the regulations thereunder do not elaborate on the meaning of “reasonable cause, “ but the
taxpayer must have exercised ordinary business care and prudence. In your case it appears that
the failure to date to file a Year 1 CNMI return was caused by an honest misunderstanding of the
law and a belief that, on your particular facts, you were required to file a return for Year 1 with
U.S. and not CNMI. We therefore conclude that you have satisfied the reasonable cause
exception, and that no penalties will be imposed under NMTIT § 6651 for your failure to file a
timely Year 1 CNMI return. This reasonable cause exception will extend to any other penalties
that could be assessed with respect to your Year 1 CNMI return.

NMTIT § 6601 imposes interest on underpayments of tax from the last day prescribed for the
payment of the tax through the date the tax is paid. NMTIT income tax for Year 1 was due on
Date 2. As of that day you had paid to the U.S. Treasury, through withholding and payment with
your request for an extension to file, all income tax due under the Code for Year 1. Since your
taxable income is the same under the NMTIT as under the Code and the NMTIT uses the same
tax rates as the Code, the Year 1 tax you paid to the U.S. Treasury was the same as the income

tax due to CNMI for that year.

Treasury Regulation § 1.935-1(c) provides that for purposes of the NMTIT other than sections
935, 7651, and 7654 the CNMI shall be treated, in a geographical and governmental sense, as
including the United States. This means that income tax paid to the Untied States is taken into

account as a payment to the CNMI. See Treas. Reg. § 1 935- 1(c)(1)(i))(D). Therefore, all
payments of tax made by you to United States will be considered payments made to CNMI.
Since as of Date 2, the date prescribed for filing your Year 1 return, you had paid all required tax
to the U.S. Treasury, you will be treated as having paid all required tax to CNMI. Thus, there
will be no underpayment and no interest may be imposed under NMTIT § 6601.

CONCLUSION:

Based on the facts you have represented to us we concluded: -
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(GA”
June 3, 2002
Page s

(1) You were a resident of CNMI as of the close of the Year 1 taxable year and established such
residence on Date 1.

(2) You had reasonable cause for filing your Year 1 income tax return with the IRS and no late
filing or other penalties will be imposed with respect to your CNMI Year 1 return, and

(3) Taxes withheld from your Income Type 1 in Year 1 and Year 2 deposited with the U.S.
Treasury and income taxes paid by you to the U.S. Treasury with your request for extension to
file your Year 1 return will be credited against CNMI taxes due. You will file a refund claim
with the IRS for tax years Year 1 and Year 2. To the extent that any refunds are paid to you for
tax years Year 1 and Year 2 by the U.S. Treasury, you will remit the refund[s] to the CNMI.

ISSUEDBY: - | |
FRANK B. VILLANUEVA, SECRETARY OF FINANCE

ISSUED BY:
ESTHER S. ADA, DIRECTOR OF REVENUE & TAX

cc: H. David Rosenbloorﬁ, Caplin & Drysdale
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COMMONWEALTH OF THE NORTHERN MARIANA ISLANDS
2nd FLOOR HON. JUAN A. SABLAN MEMORIAL BLDG., CAPITOL HILL

CALLER BOX 10007, SAIPAN MP 96950 '
TELEPHONE : (670) 664-2341

TELECOPIER: (670) 664-2349 OFFICE OF THE ATTORNEY GENERAL
CIVIL DIVISION

MEMORANDUM

TO: Recipients of CNMI Commonwealth Register

FROM: Office of the Attorney General/Commonwealth Register

DATE: September 18, 2003

RE: Replacement Pages for July 15, 2003 Commonwealth Register

Due to an inadvertent oversight, the “Table of Contents” for the CNMI
Commonwealth Register, Volume 25, Number 6, July 15, 2003 contains

an erroneous listing. PLEASE REMOVE AND DESTROY THE

ORIGINAL “TABLE OF CONTENTS” ISSUED WITH COMMONWEALTH
REGISTER, VOLUME 25, NUMBER 6, JULY 15, 2003 AND REPLACED
THIS DOCUMENT WITH THE ATTACHED “CORRECTED AND REVISED

TABLE OF CONTENTS”.

If you have any questions, please contact Ms. Bernie dela Cruz at 664-2341/2

Thank you
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