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Executive Summary 

Nueces County Community Action Agency (NCCAA) works with partners to apply comprehensive 

services to the people of Nueces County. Through the 2020 Self-Assessment, NCCAA assesses its 

programmatic operations through the lenses of the Results Orientated Management and Accountability 

framework, agency-wide and program policy and procedures, program plans, and federal and minimum 

mandates. Self- assessment serves as an internal audit measuring the effectiveness of service delivery, 

ensuring the agency’s mission and promise of community action. A self-assessment tool guided by 

Organizational Standards, the Texas Administrative Code, Office of Head Start Performance Standards 

and the Texas Health and Human Services-Department of Family Protective Services is used in the 

auditing process. The intent of conducting self-assessment is to yield opportunities for improvement and 

implement course correction measures to ensure quality service delivery. 

The assessment was conducted by the agency’s Compliance Officers and under the guidance and 

participation of the agency’s Planner. During Data Analysis, the Planner utilized teams consisting of 

agency governance, leadership, coordinator and field staff peers to assist in the review and discussion of 

data implicating service delivery. 

Based on program findings and data analysis, the following observations were made agency-wide: 

• Lack of communication 

• Lack of time management 

• Lack of accountability 

Community Services approached the findings by generating an action plan to focus on areas of 

improvement as well as set program and department goals to maximize service delivery geared towards 

eliminating the causes of poverty for individuals and families living in poverty. 

The Birth-to-Five Head Start Program approached their findings by generating an action plan by the 

level of leadership and managing field staff. They also identified three school readiness goals in which 

they will focus on improving during the 2020-2021 school year.  
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Section I. Introduction 

NCCAA conducts Self-Assessment yearly in efforts to improve service delivery processes and protocols 

to better serve people living in poverty. NCCAA promotes self-sufficient services to individuals, 

children, and families through holistic services that lead to self-sufficiency. Community Services 

promotes case management, utility assistance, affordable housing, weatherization and preservation of 

homes. The program is funded through various funding sources to include the Community Service 

Block Grant (CSBG), Neighborworks® America, Department of Labor (DOE), Comprehensive Energy 

Assistance Program (CEAP), Low Income Home Energy Assistance Program (LIHEAP), and the 

Community Development Block Grant (CDBG). The Birth-to-Five Head Start Program promotes school 

readiness through comprehensive early childhood services for children and family services for parents, 

serving the family unit as one. The program is funded through the Office of Head Start. 

Self-Assessment takes part in the Assessment stage of the Results Orientated Management and 

Accountability framework, following the Community Needs Assessment conducted before the self-

assessment. NCCAA’s purpose in conducting self-assessment is to provide and continuously seek 

improvement of quality services to ensure that The Promise of Community Action and NCCAA Mission 

have adhered to and remain the focus of program service delivery. 

 

Program Descriptions 

 Since 1964 Nueces County Community Action Agency (NCCAA) has been a leader in 

the War on Poverty providing services through their Community Services and Birth-to-Five Head Start 

Programs for people in Nueces County. Since the inception of NCCAA, Community Services has 

provided social services that include case management, tuition assistance, home preservation and 

modification, affordable housing, utility assistance, college books, and job training supplies in efforts to 

assist individuals living in poverty get a “hand up” and get to the next step of their new or current 
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careers, safe and affordable homes. The Community Services Program has two intake centers, one rural 

location, and one urban location. 

 In expansion and as part of the strategies implemented to combat people’s state of 

disparity, in 1965 NCCAA initiated the Birth-to-Five Head Start Program to serve low-income children 

and their families with school readiness and family engagement opportunities to transition out of poverty 

and into self-sufficient lives. The program has a total of 21 centers throughout Nueces County comprise 

of 8 Head Start Centers serving preschool children, 2 Early Head Start Centers serving infants and 

toddlers, and 11 Birth-to-Five Centers where ages 0-5 are served.  Of the 21 centers, 3 centers are 

located in rural areas of the county; all other centers are located in low-income urban areas. The program 

has strong community partnerships to ensure enrolled children and families have resources to meet their 

needs and specializations. Total enrollment for FY 2018/2019 was 840; 561 Head Start and 279 Early 

Head Start.  

Section II. Key Insights and Program Goals 

Community Services  

In the process of assessing program operations that are effective in the elimination of poverty, all teams 

conducted a SWOC (Strength, Weakness, Opportunity, and Challenges) analysis to get a better 

understanding of where their programs or departments were succeeding, required improvement and 

potential opportunities in efforts to improve project management and processes that align with the 

agency’s mission and overall Community Action promise of ending poverty. Upon their analysis the 

Community Service Program created goals in which they believe will help the effectiveness of program 

processes. Through this assessment phase, the program prepares with the planning and implementation 

of their goals through strategic planning. 

Through the use of the SWOC analysis, the Community Service Program discussed and created the 

program and department goals to focus on for the 2020 grant year. 
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Program Strengths 

 

Strengths for the Community Services Program included the following: 

1. Technology-the use of technology allowed for many changes. Weatherization was able to create 

digital files. CEAP was able to learn and customize the SHAH system to make their intake process more 

efficiently. 

2. Expertise-CSBG Coordinator was able to create a structured work environment in the CASC sites on 

22nd street as well as providing additional process training for Intake Workers. 

3. Contractors-the program moved away from using one sole contractor, opened the bidding for a 

backup contractor.  

4. Dedicated staff-staff were motivated and embraced the new processes quickly and efficiently and 

teamwork putting forth their best efforts to make each department successful.  
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5. Good relationship with funders (T/TA)- program departments were able to build on current 

relationships with funders to increase training and technical assistance and guidance. 

6. Experience-New staff hired were able to depend on tenured staff to enhance their knowledge of data 

systems and the intake process. 

7. Positive customer feedback-high customer satisfaction survey results 

The responses revealed in the analysis above provided insight and guidance in the production of 

programmatic and department goals to set a successful trajectory for the upcoming year. 

Systemic Issues 

Systemic issues identified included the following: 

Lack of Communication-program departments are not communicating within their programs and with 

the other programs to reach maximum efficiency and outcomes. 

Program Outreach-limited program outreach is conducted.  

Lack of Training-lack of or latent search for training when taking on new responsibilities and not using 

the data system effectively. 

Organization-departments within the program were lacking the organization to maintain effective 

production, incomplete documentation, lacking attention to detail. 

Goals 

Each department under Community Services also created operational goals and objectives ensuring 

compliance. 

COMMUNITY SERVICES PROGRAM GOAL: Increase effective communication within departments 

through monthly discussions that create interest, motivation, and engagement to increase staff 

performance. 

Comprehensive Energy Assistance Program (CEAP):  

 GOAL: Meet and exceed State requirements. 

 Objective 1: Streamline and automate intake processes 
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 Objective 2: Improve quality control/compliance 

 Objective 3: Increase communication with Fiscal Department 

 Objective 4: Provide greater outreach and education to our low-income population 

                                 located throughout Nueces County 

Weatherization (WAP): 

 GOAL: Weatherization will have organized and thorough files. 

 Objective 1: Time Management: Adherence of timelines/deadlines to expend funds   

         appropriately 

 Objective 2: Increase communication with Fiscal Department 

 Objective 3: Ownership and Accountability of program operations 

Housing:  

Goal 1: Promote partnerships with other nonprofit agencies and neighborhood groups       

                to access available public funding for affordable housing development. 

 Goal 2: Encourage partnerships with area agencies in sponsorship of housing initiatives  

    for the elderly and disabled.   

 Goal 3: Housing will have an organized filing system and fix files. 

 Objective 1: Update and fix tenants leases and make sure we are complying with our     

                                mission. 

 Objective 2: Increase communication with Fiscal Department 

 Objective 3: Ownership and Accountability of program operations 

Case Management: 

Goal 1: Meet the State’s requirement of Transitioning 17 People out of Poverty through new and 

former clients. 

Objective 1: Process applications for 2020 clients that have a potential to TOP this year.     

Objective 2: Once the client that have gainful employment for the 30-day, 60-day and 90   
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                     day cycle to make sure that they remain employed.   

Objective 3: TOP as many clients as possible. 

Objective 4:  Improve quality control/compliance 

Goal 2: Establish community partnerships. 

Objective: Continue to attend the meeting with the Homeless Issues Partnership (HIP) and  

                  Veteran’s Roundtable to establish relationships with other social service    

                  agencies.   

Birth-to-Five Head Start  

In the process of assessing program operations that are effective in the elimination of poverty, to Self-

Assessment teams were created to assess the two environments in which the program is guided and 

produced and create a consistency and transparency of where each team was headed. The first team 

consisted of leadership and component coordinators and the second team consisted of field staff, in 

specific Site Base Managers. The Self-Assessment teams conducted a SWOC (Strength, Weakness, 

Opportunity, and Challenges) analysis to get a better understanding and measurement of where their 

components are successful, require improvement and potential opportunities in efforts to improve 

project management and processes that align with the program federal and state standards, agency’s 

mission and overall Community Action promise of ending poverty. Upon their analysis, the Birth-to-

Five Head Start Program Leadership from a vantage point focused on three school readiness goals to 

improve the effectiveness of program processes. Through this assessment phase, the program prepares 

with the continuous planning and implementation of their goals through strategic planning. 

The Field Staff team, also attained a purview of their management system’s effectiveness, need for 

improvement and opportunities in which they can become effective and efficient site managers. 

Through the use of the SWOC analysis, both the Birth-to-Five Head Start Program teams were able to 

measure and address the programmatic issues identified allowing them to review and make suggestions 
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through an action plan that will help increase productivity and effectiveness in the within program 

components and in the field. 
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Program Strengths 

Strengths for the Birth-to-Five Head Start Program identified by the leadership team were the following: 

1. Dedicated staff, Commitment to the Agency- program staff were dedicated and committed to ending 

poverty through school readiness and always willing to help each other. 

2. Extensive training-the team identified and discussed the accessibility and multiple opportunities for 

staff to participate, engage and hone their skills. 

3. Very competitive-the team discussed the intrinsic competitiveness within field staff to become the 

best in their careers. 

4. Compliance Monitors- compliance officer's regular monitoring help identify and provide 

opportunities for improvement, course correction, and better understanding of federal and state 

standards. 
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5. Always re-evaluating how to improve-Through the ROMA and Head Start Planning Cycle, agency 

leadership, director and content coordinators were able to course-correct their areas as need as they are 

vigilant in the day-to-day activities of the program. 

6. Resources to help our intended community-through an increase of MOU partnerships, the program 

can leverage services better and impact the community. 

Strengths for the Birth-to-Five Head Start Program identified by the field staff team were the following: 

1. Organized, punctual, flexible, understanding, compassionate-foundational characteristics in a strong 

manager 

2. Meet monthly deadlines-strong attempts to meet deadlines each month. 

3. Manager Binder reference-manual provides guidance and immediate reference at the point in time of 

service. 

4. Team players-managers are willing to share their methods 

5. Strategic thinkers-ability to think in the present to be effective in the future 

6. Willing to learn, motivator-understand they are the leaders at sites with most up-to-date information 

on processes and changes 

7. Committed, driven, positive, dedicated-managers are aware of the bigger picture of ending poverty 

and keep the agency mission in perspective to maintain focus on changing families as a unit. 

8. Faith-religious faith allows them to find strength and motivation 

9. Ability to relate to others, nurturing, experienced, motivators-managers believe they are 

understanding and flexible with teaching and advocate staff needs. 

Field staff also suggested a Best Practice method:  

During the absence of a Site Base Manager and back-Up Site Base Manager, Lead Teacher may 

participate in SBM duties such as picking up forms and inputting data in ChildPlus with the 

understanding that the Lead Teacher would not have an ongoing responsibility of SBM tasks. 
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Systemic Issues 

 

Systemic issues in the Birth-to-Five Head Start Program in the leadership team consisted of the 

following: 

1. Communication-there is a lack of communication between departments and field staff 

2. Lack of listening skills- 

3. Staff retention due to low wages-high staff turn around due to low wages 

4. Lack of a strong positive work community/Staff have low-expectations- overwhelming staff retention 

issues have created an unwieldy situation in the work community 

5. Lack of follow through-lack of accountability 

The field staff team identified the following systemic issues: 

1. Short staff-not enough teaching staff to assist or cover classrooms leading Site Base Managers to 

cover as a primary teacher in some classrooms. 

2. Low wages-prospective employees do not stay in position due to low wages. 

3. Lack of preparedness-field staff are not proactive in having lesson plans prepared before work week, 

paperwork not prepared appropriately 

4. Excessive tracking forms-too many repetitive forms 

5. Time management-lack of time management has led to longer hours/days 

6. Learn limitations-managers need to find balance in duties 

7. Confrontation-lack of communication  

Goals 

 

The Birth-to-Head Start Program has identified program and school readiness goals foci for the 

2020/2021 school year, which are: 

• B25 Goal 1: NCCAA will continue to implement the School Readiness/Parent Engagement Plan 

effectively for all children and families, by providing them with engagement opportunities to 

support child/family outcomes and school readiness. 
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 School Readiness Goal: Children will manage feelings, emotions, actions, and behaviors 

with increasing independence with the support of familiar adults. 

• B25 Goal 2: NCCAA will continue to maintain program quality through Professional 

Development opportunities for staff and families by providing Family advocates with Family 

Development Credentials. 

 School Readiness Goal: Children will develop, engage in and maintain consistent, 

positive interactions with adults and other children. 

• B25 Program Goal 3: NCCAA will maintain program quality through Professional Development 

opportunities for staff and families, by maintaining CLASS scores above national scores. 

 School Readiness Goal a): Children will use increasingly complex language in 

conversations with others at the appropriate age level. 

 School Readiness Goal b): Children will use and develop math concepts, strategies, and 

skills to solve problems during daily activities through active exploration and discovery. 

 

Section III. Context for Self-Assessment 

Before discussing the 2019/2020 Self-Assessment, the Self-Assessment team reviewed the 2018/2019 

Self-Assessment action plans and discussed the progress and elements of the action plan pictured below.  

Two groups, group one consisted of Administrative Members: Agency Governance, Leadership, and 

Component Coordinators and the second group consisted of Field Management: Site Base Managers.  
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Birth-to-Five Head Start 2019 Action Plan 

 

 

After reviewing the Birth-to-Five Head Start 2019 Action Plan, both teams were asked to answer three questions 

to reflect on the completion of the action plan. Questions asked and their key responses are listed below. 

2019 SELF-ASSESSMENT BIRTH-TO-FIVE HEAD START ACTION PLAN 

Action Plan Step Action Step Description 
Responsible 

Person 

Desired 

Outcome 

Date to 

Initiate 
Due Date 

Performance 

Improvement Plan 

at the center level 

SBM will receive PIP with 

all findings for their center 

to train staff and make 

corrections 

Site Base 

Managers 

and Center 

Staff 

Compliance 
January 18, 

2019 

February 

11, 2019 

Decrease or 

eliminate critical 

non-compliance 

findings. 

Create and disseminate 

sample policy & procedure 

of individual components, 

child record, and staff 

compliance binders as a 

reference tool. 

Content 
Coordinators 

A reference tool 

for SBMs to 

effectively follow 

policy & 

procedure 

Summer 2018 1-Jul-18 

Employee 

Structure-Site Staff 

Site base manager 

relocation during 

conversion to be kept at 

minimal and only if 

necessary. 

Director, 

SBM & 

Facilities 

Coord., 

Ongoing 

Monitoring 

Coord. 

Maintain 

structure & 

morale of staff by 

permanent 

stationing 

manager at sites. 

Summer 2018 1-Aug-19 

Playground 

maintenance and 

refurbishing 

materials 

Seek grants sources through 

available grant search apps. 

Speak to Lowe's and Home 

Depot regarding 

community grants (meet the 

manager). 

Director of 

Birth-to-

Five Head 

Start, 

Planner 

Increase funding 

for playground 

maintenance and 

refurbishing 

materials 

Aug-19 Dec-19 

Mentoring & 

Development of 

Site Base Managers 

Amply growth 

through mentoring & 

development through cross-

training, mentoring & 

development sessions. Pair 

strengths & staff needing 

improvement to learn best 

practices, pairing head start 

with an early head start 

teaching staff to prepare & 

introduce conversion, build 

a scheduled routine for 

SBM. 

Site Base 

Manager & 

Facilities 

Coord., 

Ongoing 

Monitoring 

Coord. & 

Compliance 

Officers 

Develop strong 

SBMs to lead & 

manage 

effectively  

July/August 

2019 
Ongoing 

Education and 

ownership of site 

compliance  

Minimum Standard 

Training during Cluster 

meetings to enhance 

standard knowledge and 

compliance. 

Site Base 

Manager & 

Facilities 

Coordinator 

and SBMs 

Knowledge & 

compliance of 

min. standards to 

ensure effective 

services for 

children & 

families 

Initiated Feb. 

2019 
Ongoing  
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1. Was the program successful with meeting the 2019 Action Plan? 

The overall response of both groups was “Yes, with room for improvement.” 

2. What challenges did the program face? 

Key responses from both groups are listed as follows: 

• Staff Retention-the program has experienced ongoing staff retention throughout the year.  

• Accountability-accountability was not imposed upon employees when policy and procedures were not 

followed. 

• Staff Development Training- training to develop managing staff into effective leaders that can cope with 

the day to day management of centers. 

• Communication- the avenues of communication require strengthening 

Challenges particular to each group are listed below. 

Administration Group 

• Lack of follow-through with systems in place and policy and procedures 

• Opening and Closing of centers 

• Time Management 

• Monitoring practices 

Field Management Group 

• Staff rotation procedures 

• New staff training  

• Training practices and protocols 

• Standardizing compliance knowledge and compliance program-wide 

• Maintaining child and staff compliance records 

       3. Recommendations?   

• Training in the areas of staff development, time management, & one-on-one’s for field staff & site 

managers. 

• Effective communication 
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Community Service 2019 Action Plan 

 

2019 SELF-ASSESSMENT COMMUNITY SERVICES ACTION PLAN 

Action Plan Step Action Step 

Description 

Responsible 

Person 

Desired Outcome Date to 

Initiate 
Due Date 

Make client file 

corrections 

Immediate review 

and correction of 

all client files. 

Community 

Service Director, 

CSBG Coord., 

Intake Staff, 

Weatherization 

and Housing 

Staff 

Maintain 

compliance 

December 

2018 

January 

2019 

The formal 

organization of 

the filing system 

Create a Table of 

Contents or guide 

to ensure client 

files are uniform 

and in the required 

order. 

CSBG Coord., 

Intake Staff, 

Weatherization 

and Housing 

Staff 

Uniform and 

organized filing 

system 

December 

2018 

August 

2019 

Complete 

applications 

Analysis and 

modification of 

intake methods to 

ensure all required 

documentation and 

intake process is 

completed and in 

place daily 

CSBG Coord., 

Intake Staff, 

Weatherization 

and Housing 

Staff 

A system in place 

to ensure 

applications are 

completed daily to 

avoid re-occurring 

non-compliance 

December 

2018 

January 

2019 

 

After reviewing the Community Services 2019 Action Plan, the team asked to answer three questions to reflect on 

the completion of the action plan. Questions asked and their key responses are listed below. 

1. Was the program successful with meeting the 2019 Action Plan? 

The program staff discussed and decided that the program was overall successful in meeting their action plan. 

Systems in place were created and from it came a Table of Contents for program files, Weatherization went 

completely digital, and a process for completing files was initiated.  

2. What challenges did the program face? 

Challenges encountered in the Community Services Program overall, included staffing issues, not meeting 

deadlines, program structure. 
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3. Recommendations? 

Lessons learned included the need for additional contractors, avoid procrastination, benefits of a structured 

environment, increase communications, data system knowledge, and referencing the Texas Administrative 

Code (TAC) or other funding source guidelines. 

Section II. Methodology 

Based on the community assessment update of 2020, audit reports, and data analysis of findings 

through the self-assessment monitoring process, participating Board Members, Policy Council 

Members, Agency Leadership, Coordinators, Field Management Staff and Key Staff discussed non-

compliances and the reason or possible reason for the finding/s.  With the reiteration of the agency’s 

mission to eliminate the causes of poverty, each programmatic team focused on their operational goals 

and used them as guides to brainstorming discussions and action plans for the upcoming year, 

2020/2021 or 2020, respective to programmatic operational year. 

The teams used the Head Start Parent Outcomes, CLASS, GOLD Teaching Strategies, and 

TDHCA monitoring tools, previous year Self-Assessment findings and action plans. Teams conducted a 

SWOC analysis to create goals and action plans for the upcoming program year. 

Design and Team Members 

The project design consists of an internal monitoring of program operations in both programs. 

The purpose of the monitoring is for the improvement and modification of programmatic operations that 

ensure the services the agency provides are efficient and promote the transitioning of individuals, 

families, and children out of poverty as promised in the agency mission and guided by the Promise of 

Community Action. The monitoring was conducted by the Compliance Officers, led by the Planner who 

also participated in the audit process, during August through December, Data Analysis and goal 

progress/setting were conducted during January through February.  
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Data Analysis followed the monitoring in January, where three teams were created, two (Head 

Start Team I & II) for the Birth-to-Five Head Start Program and one for the Community Services 

Program. Head Start Team I consisted of Agency Board Members, Agency Leadership, Program 

Director, and Component Coordinators. Head Start Team II consisted of field management.  

Community Services’ team consisted of Agency Leadership, Program Director and Key Staff in 

each of the departments in the program.  

The Planning and Compliance Team conducting audits of Head Start and Early Head Start 

centers based on the Office of Head Start Performance Standards and the Texas Health and Human 

Services (TXHHS) Minimum Standards for Day Care Operations. The Planning and Compliance Team 

also conducted monitoring of client files in the Community Action Service Center in the Community 

Services Program based on the Texas Administrative Code (TAC) and Texas Department of Housing 

and Community Affairs (TDHCA) guidelines.  Data collection tools consisted of an agency created 

checklist using standards from the Office of Head Start Performance Standards, TXHHS for the Birth-

to-Five Head Start Program and NCCAA Birth-to-Five Head Start Program Plans. Monitoring checklists 

provided by TDHCA and updated through the TAC were used to monitor the Community Services 

Program. 
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Section IV. Recommendations 

After review of the 2019 action plans and assessment of current programmatic operations, policies and 

procedures the following recommendations in the form of Action Plan were made generated. 

2020 Community Service Action Plan 
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2020 Birth-to-Five Head Start Action Plans 
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Section V. Appendices 

Community Service Findings 
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Birth-to-Five Head Start Findings 

Comparison 
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2019-2020 Findings 
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Action Plans 

 

2020 Self-Assessment Community Services Action Plan 

Action Plan Step 

Action Step 

Description 

Responsible 

Person Desired Outcome 

Date to 

Initiate Due Date 

To align program 

deadlines with funding 

source deadlines 

Develop 

programmatic 

timelines to 

align production 

and expended 

funds with 

funding source 

standards. 

Director of 

Community 

Services, CSBG 

Coordinator, 

Weatherization 

Specialists, and 

Housing Project 

Specialist 

Avoid unnecessary grant 

extension and only 

exercise opportunity in 

extenuating circumstances 

Apr-20 1-Dec-20 

To develop effective 

lines of communication 

amongst program 

departments and 

agency departments. 

Program-wide 

monthly 

meetings to 

discuss 

department 

progress, 

opportunities, 

and 

information.  

All Community 

Service Staff  

United team working 

towards the same goals 

and outcomes 

Apr-20 1-Dec-20 

Accountability 

measures 

Enforced 

expectations 

and goals.  

Director of 

Community 

Services and 

CSBG 

Coordinator 

Ensure that each staff 

member is aware of the 

lines of responsibility at 

all times. 

Apr-20 1-Dec-20 

Improve Quality 

Control/Compliance 

Routinely 

conduct 

assessment of 

systems in place 

to ensure 

efficiency and 

compliance 

through 

quarterly spot 

checks. 

Director of 

Community 

Services, CSBG 

Coordinator, 

Weatherization 

Specialists, 

Housing Project 

Specialist, 

Planning and 

Compliance 

Dept. 

Meet and exceed state 

requirements/standards 
Apr-20 1-Dec-20 
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2020 Self-Assessment Birth-to-Five Head Start Action Plan-

Leadership 
Action Plan 

Step 

Action Step 

Description 

Responsible 

Person 

Desired 

Outcome 

Date to 

Initiate 

Due 

Date 

Schedule periodic 

leadership skills 

training 

Programmatic ongoing 

development training in 

leadership through 

contracted resources 

All Staff 

Improve 

leadership 

skills 

Apr-20 1-Dec-20 

Time Management 

and simplification of 

processes and systems 

Create a support group. Re-

assessing systems in place 

to become efficient 

Director of 

Birth-to-Five 

Head Start and 

Content 

Coordinators 

Cut down 

paperwork, 

fluid systems, 

increase 

compliance 

Monthly Ongoing 

Create a strong 

positive 

culture/climate; Create 

a safe nurturing 

environment 

ˑRespect ˑopen/effective 

communication ˑreceptive to 

change ˑwillingness to help 

each other. Staff will have 

transparent, trusting 

relationships ˑsmiles 

ˑgreetings ˑ being sensitive 

to children/parents/ each 

other ˑ happy children/ 

adults 

All Staff 

Positive and 

effective work 

culture 

Apr-20 Dec-20 

Communication 

The program will 

demonstrate multiple 

modalities to implement 

positive communication 

within components and 

agency-wide. 

All Staff 

Components 

working 

towards the 

same goals and 

outcomes. 

Apr-20 Dec-20 
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2020 Self-Assessment Birth-to-Five Head Start Action Plan-Field 

Staff 

Action Plan Step Action Step Description Responsible Person 

Desired 

Outcome 

Date to 

Initiate Due Date 

Time 

Management 

SBM and staff will manage the 

time spent on specific 

activities to increase 

effectiveness efficiency and 

productivity. This will be done 

through utilizing checklists to 

follow a routine, creating 

deadline calendars/using Head 

Start calendar. 

Site Base Managers 

and Center Staff 

Meet 

component 

deadlines on 

time 

Apr-20 1-Dec-20 

Hiring process for 

field staff 

SBM will review and 

recommend prospective center 

staff on time to avoid delay in 

hiring 

Site Base Mgmt. and 

Facilities Coordinator 

and SBM 

Bring in 

prospective 

employees 

on time 

Apr-20 1-Dec-20 

Communication 

during cluster 

meetings 

Create a schedule for 

component training without 

interfering with the center 

business. Also, utilize cluster 

time to explain to staff 

expectations regarding 

deadlines and complete work. 

Site Base Mgmt. and 

Facilities Coordinator, 

SBM, teachers 

Increase the 

amount of 

cluster time 

to train on 

essential 

center 

business and 

work 

efficiency 

from field 

staff. 

Ongoing Ongoing 

Peer-to-peer 

training 

Tenured SBM to mentor new 

SBMs 

Site Base Mgmt. and 

Facilities Coordinator 

and SBM 

Build a 

strong 

foundation 

for Site 

Base 

Managers 

Ongoing Ongoing 


