
§ 1304.50 

Subpart D—Program Design and
Management 

§ 1304.50 Program governance. 
(a) Policy Council, Policy Committee, 

and Parent Committee structure. (1) 
Grantee and delegate agencies must es
tablish and maintain a formal struc
ture of shared governance through 
which parents can participate in policy 
making or in other decisions about the 
program. This structure must consist 
of the following groups, as required: 

(i) Policy Council. This Council must 
be established at the grantee level. 

(ii) Policy Committee. This Com
mittee must be established at the dele-
gate agency level when the program is 
administered in whole or in part by 
such agencies (see 45 CFR 1301.2 for a 
definition of a delegate agency). 

(iii) Parent Committee. For center-
based programs, this Committee must 
be established at the center level. For 
other program options, an equivalent 
Committee must be established at the 
local program level. When programs 
operate more than one option from the 
same site, the Parent Committee mem
bership is combined unless parents 
choose to have a separate Committee 
for each option. 

(2) Parent Committees must be com
prised exclusively of the parents of 
children currently enrolled at the cen
ter level for center-based programs or 
at the equivalent level for other pro-
gram options (see 45 CFR 1306.3(h) for a 
definition of a Head Start parent). 

(3) All Policy Councils, Policy Com
mittees, and Parent Committees must 
be established as early in the program 
year as possible. Grantee Policy Coun
cils and delegate Policy Committees 
may not be dissolved until successor 
Councils or Committees are elected 
and seated. 

(4) When a grantee has delegated the 
entire Head Start program to one dele-
gate agency, it is not necessary to have 
a Policy Committee in addition to a 
grantee agency Policy Council. 

(5) The governing body (the group 
with legal and fiscal responsibility for 
administering the Early Head Start or 
Head Start program) and the Policy 
Council or Policy Committee must not 
have identical memberships and func
tions. 

45 CFR Ch. XIII (10–1–02 Edition) 

(b) Policy group composition and forma
tion. (1) Each grantee and delegate 
agency governing body operating an 
Early Head Start or Head Start pro-
gram must (except where such author
ity is ceded to the Policy Council or 
Policy Committee) propose, within the 
framework of these regulations, the 
total size of their respective policy 
groups (based on the number of cen
ters, classrooms or other program op
tion units, and the number of children 
served by their Early Head Start or 
Head Start program), the procedures 
for the election of parent members, and 
the procedure for the selection of com
munity representatives. These pro
posals must be approved by the Policy 
Council or Policy Committee. 

(2) Policy Councils and Policy Com
mittees must be comprised of two 
types of representatives: parents of 
currently enrolled children and com
munity representatives. At least 51 
percent of the members of these policy 
groups must be the parents of cur
rently enrolled children (see 45 CFR 
1306.3(h) for a definition of a Head 
Start parent). 

(3) Community representatives must 
be drawn from the local community: 
businesses; public or private commu
nity, civic, and professional organiza
tions; and others who are familiar with 
resources and services for low-income 
children and families, including for ex-
ample the parents of formerly enrolled 
children. 

(4) All parent members of Policy 
Councils or Policy Committees must 
stand for election or re-election annu
ally. All community representatives 
also must be selected annually. 

(5) Policy Councils and Policy Com
mittees must limit the number of one-
year terms any individual may serve 
on either body to a combined total of 
three terms. 

(6) No grantee or delegate agency 
staff (or members of their immediate 
families) may serve on Policy Councils 
or Policy Committees except parents 
who occasionally substitute for regular 
Early Head Start or Head Start staff. 
In the case of Tribal grantees, this ex
clusion applies only to Tribal staff who 
work in areas directly related to or 
which directly impact upon any Early 
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Head Start or Head Start administra
tive, fiscal or programmatic issues. 

(7) Parents of children currently en-
rolled in all program options must be 
proportionately represented on estab
lished policy groups. 

(c) Policy group responsibilities—gen
eral. At a minimum policy groups must 
be charged with the responsibilities de-
scribed in paragraphs (d), (f), (g), and 
(h) of this section and repeated in ap
pendix A of this section. 

(d) The Policy Council or Policy Com
mittee. (1) Policy Councils and Policy 
Committees must work in partnership 
with key management staff and the 
governing body to develop, review, and 
approve or disapprove the following 
policies and procedures: 

(i) All funding applications and 
amendments to funding applications 
for Early Head Start and Head Start, 
including administrative services, 
prior to the submission of such applica
tions to the grantee (in the case of Pol-
icy Committees) or to HHS (in the case 
of Policy Councils); 

(ii) Procedures describing how the 
governing body and the appropriate 
policy group will implement shared de
cision-making; 

(iii) Procedures for program planning 
in accordance with this part and the 
requirements of 45 CFR 1305.3; 

(iv) The program’s philosophy and 
long- and short-range program goals 
and objectives (see 45 CFR 1304.51(a) 
and 45 CFR 1305.3 for additional re
quirements regarding program plan
ning); 

(v) The selection of delegate agencies 
and their service areas (this regulation 
is binding on Policy Councils exclu
sively) (see 45 CFR 1301.33 and 45 CFR 
1305.3(a) for additional requirements 
about delegate agency and service area 
selection, respectively); 

(vi) The composition of the Policy 
Council or the Policy Committee and 
the procedures by which policy group 
members are chosen; 

(vii) Criteria for defining recruit
ment, selection, and enrollment prior
ities, in accordance with the require
ments of 45 CFR part 1305; 

(viii) The annual self-assessment of 
the grantee or delegate agency’s 
progress in carrying out the pro
grammatic and fiscal intent of its 

grant application, including planning 
or other actions that may result from 
the review of the annual audit and 
findings from the Federal monitoring 
review (see 45 CFR 1304.51(i)(1) for addi
tional requirements about the annual 
self-assessment); 

(ix) Program personnel policies and 
subsequent changes to those policies, 
in accordance with 45 CFR 1301.31, in
cluding standards of conduct for pro-
gram staff, consultants, and volun
teers; 

(x) Decisions to hire or terminate the 
Early Head Start or Head Start direc
tor of the grantee or delegate agency; 
and 

(xi) Decisions to hire or terminate 
any person who works primarily for 
the Early Head Start or Head Start 
program of the grantee or delegate 
agency. 

(2) In addition, Policy Councils and 
Policy Committees must perform the 
following functions directly: 

(i) Serve as a link to the Parent Com
mittees, grantee and delegate agency 
governing bodies, public and private or
ganizations, and the communities they 
serve; 

(ii) Assist Parent Committees in 
communicating with parents enrolled 
in all program options to ensure that 
they understand their rights, respon
sibilities, and opportunities in Early 
Head Start and Head Start and to en-
courage their participation in the pro-
gram; 

(iii) Assist Parent Committees in 
planning, coordinating, and organizing 
program activities for parents with the 
assistance of staff, and ensuring that 
funds set aside from program budgets 
are used to support parent activities; 

(iv) Assist in recruiting volunteer 
services from parents, community resi
dents, and community organizations, 
and assist in the mobilization of com
munity resources to meet identified 
needs; and 

(v) Establish and maintain proce
dures for working with the grantee or 
delegate agency to resolve community 
complaints about the program. 

(e) Parent Committee. The Parent 
Committee must carry out at least the 
following minimum responsibilities: 
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(1) Advise staff in developing and im
plementing local program policies, ac
tivities, and services; 

(2) Plan, conduct, and participate in 
informal as well as formal programs 
and activities for parents and staff; and 

(3) Within the guidelines established 
by the governing body, Policy Council, 
or Policy Committee, participate in 
the recruitment and screening of Early 
Head Start and Head Start employees. 

(f) Policy Council, Policy Committee, 
and Parent Committee reimbursement. 
Grantee and delegate agencies must en-
able low-income members to partici
pate fully in their group responsibil
ities by providing, if necessary, reim
bursements for reasonable expenses in
curred by the members. 

45 CFR Ch. XIII (10–1–02 Edition) 

(g) Governing body responsibilities. (1) 
Grantee and delegate agencies must 
have written policies that define the 
roles and responsibilities of the gov
erning body members and that inform 
them of the management procedures 
and functions necessary to implement 
a high quality program. 

(2) Grantee and delegate agencies 
must ensure that appropriate internal 
controls are established and imple
mented to safeguard Federal funds in 
accordance with 45 CFR 1301.13. 

(h) Internal dispute resolution. Each 
grantee and delegate agency and Policy 
Council or Policy Committee jointly 
must establish written procedures for 
resolving internal disputes, including 
impasse procedures, between the gov
erning body and policy group. 
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Grantee Agency Delegate Agency Grantee or Delegate Management 
Staff 

Governing 
Body Policy Council Governing 

Body Policy Cmte. HS* Program Di-
rector 

Agency Direc-
tor 
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APPENDIX A TO PART 1304—GOVERNANCE AND MANAGEMENT RESPONSIBILITIES 
[A=General responsibility; B=Operating responsibility; C=Must approve or disapprove; D=Determined locally] 

I. Planning 

(a) 1304.50(d)(1)(iii) Procedures for program planning in accordance with this 
Part and the requirements of 45 CFR 1305.3. 

A & C C C C B D 

(b) 1304.50(d)(1)(iv) The program’s philosophy and long- and short-range 
program goals and objectives (see 45 CFR 1304.51(a) and 45 CFR 1305.3 
for additional requirements regarding program planning). 

A & C C C C B D 

(c) 1304.50(d)(1)(v) The selection of delegate agencies and their service 
areas (this regulation is binding on Policy Councils exclusively) (see 45 
CFR 1301.33 and 45 CFR 1305.3(a) for additional requirements about del
egate agency and service area selection, respectively). 

A & C C — — B 
(Grantee only) 

D 
(Grantee only) 

(d) 1304.50(d)(1)(vii) Criteria for defining recruitment, selection, and enroll
ment priorities, in accordance with the requirements of 45 CFR Part 1305. 

A B D 

(e) 1304.50(d)(1)(i) All funding applications and amendments to funding ap
plications for Early Head Start and Head Start, including administrative 
services, prior to the submission of such applications to the grantee (in the 
case of Policy Committees) or to HHS (in the case of Policy Councils). 

A & C C A & C C B D 

(f) 1304.50(f) Policy Council, Policy Committee, and Parent Committee reim
bursement. Grantee and delegate agencies must enable low-income mem
bers to participate fully in their group responsibilities by providing, if nec
essary, reimbursements for reasonable expenses incurred by the members. 

A B D 

(g) 1304.50(d)(1)(viii) The annual self-assessment of the grantee or delegate 
agency’s progress in carrying out the programmatic and fiscal intent of its 
grant application, including planning or other actions that may result from 
the review of the annual audit and findings from the Federal monitoring re-
view (see 45 CFR 1304.51(i)(1) for additional requirements about the an
nual self-assessment). 

A B D 

C A C 

C A C 

C A C 

II. General Procedures 

(a) 1304.50(d)(1)(vi) The composition of the Policy Council or the Policy 
Committee and the procedures by which policy group members are chosen. 

A & C C A & C C B D 

(b) 1304.50(g)(1) Grantee and delegate agencies must have written policies 
that define the roles and responsibilities of the governing body members 
and that inform them of the management procedures and functions nec
essary to implement a high quality program. 

A & C — A & C — — D 

(c) 1304.50(d)(1)(ii) Procedures describing how the governing body and the A & C C A & C C D D 
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Grantee Agency Delegate Agency Grantee or Delegate Management 
Staff 

Governing 
Body Policy Council Governing 

Body Policy Cmte. HS* Program Di-
rector 

Agency Direc-
tor 

(d) 1304.50(h) Internal dispute resolution. Each grantee and delegate agency 
and Policy Council or Policy Committee jointly must establish written pro
cedures for resolving internal disputes, including impasse procedures, be-
tween the governing body and policy group. 

A & C C A & C C D D 

(e) 1304.50(d)(2)(v) Establish and maintain procedures for hearing and work-
ing with the grantee or delegate agency to resolve community complaints 
about the program. 

B D D 

(f) 1304.50(g)(2) Grantee and delegate agencies must ensure that appro-
priate internal controls are established and implemented to safeguard Fed
eral funds in accordance with 45 CFR 1301.13. 

A —  A —  D 

(g) The annual independent audit that must be conducted in accordance with 
45 CFR 1301.12. 

A — A — D 

B B B 

D 

D 
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[A=General responsibility; B=Operating responsibility; C=Must approve or disapprove; D=Determined locally] 

III. Human Resources Management 

(a) 1304.50(d)(1)(ix) Program personnel policies and subsequent changes to 
those policies, in accordance with 45 CFR 1301.31, including standards of 
conduct for program staff, consultants, and volunteers. 

A & C C A & C C D D 

(b) 1304.50(d)(1)(x) Decisions to hire or terminate the Early Head Start or 
Head Start director of the grantee agency. 

A & C C — — — D 

(c) 1304.50(d)(1)(xi) Decisions to hire or terminate any person who works pri
marily for the Early Head Start or Head Start program of the grantee agen
cy. 

A — — B 
(Grantee only) 

D 

(d) 1304.50(d)(1)(x) Decisions to hire or terminate the Early Head Start or 
Head Start director of the delegate agency. 

— — A & C C — D 

(e) 1304.50(d)(1)(xi) Decisions to hire or terminate any person who works pri
marily for the Early Head Start or Head Start program of the delegate 
agency. 

— — A C B 
(Delegate only) 

D 

C 

KEY AND DEFINITIONS AS USED IN CHART 

* When a grantee or delegate agency operates an Early Head Start program only and not an Early Head Start and a Head Start program, these responsibilities apply to the Early Head 
Start Director. 

A. General Responsibility. The group with legal and fiscal responsibility that guides and oversees the carrying out of the functions described through the individual or group given oper
ating responsibility. 

B. Operating Responsibility. The individual or group that is directly responsible for carrying out or performing the functions consistent with the general guidance and oversight from the 
group holding general responsibility. 

C. Must Approve or Disapprove. The group that must be involved in the decision-making process prior to the point of seeking approval. If it does not approve, a proposal cannot be adopt
ed, or the proposed action taken, until agreement is reached between the disagreeing groups. 

D. Determined locally. Management staff functions as determined by the local governing body and in accordance with all Head Start regulations. 

45 C
FR C

h. X
III (10–1–02 Ed

itio
n) 
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(The information and collection require
ments are approved by the Office of Manage
ment and Budget (OMB) under OMB Control 
Number 0970–0148 for paragraphs (f), (g), and 
(h).) 

[61 FR 57210, Nov. 5, 1996, as amended at 63 
FR 2314, Jan. 15, 1998] 

§ 1304.51 Management systems and 
procedures. 

(a) Program planning. (1) Grantee and 
delegate agencies must develop and im
plement a systematic, ongoing process 
of program planning that includes con
sultation with the program’s governing 
body, policy groups, and program staff, 
and with other community organiza
tions that serve Early Head Start and 
Head Start or other low-income fami
lies with young children. Program 
planning must include: 

(i) An assessment of community 
strengths, needs and resources through 
completion of the Community Assess
ment, in accordance with the require
ments of 45 CFR 1305.3; 

(ii) The formulation of both multi-
year (long-range) program goals and 
short-term program and financial ob
jectives that address the findings of the 
Community Assessment, are consistent 
with the philosophy of Early Head 
Start and Head Start, and reflect the 
findings of the program’s annual self-
assessment; and 

(iii) The development of written 
plan(s) for implementing services in 
each of the program areas covered by 
this part (e.g., Early Childhood Devel
opment and Health Services, Family 
and Community Partnerships, and Pro-
gram Design and Management). See the 
requirements of 45 CFR parts 1305, 1306, 
and 1308. 

(2) All written plans for imple
menting services, and the progress in 
meeting them, must be reviewed by the 
grantee or delegate agency staff and re-
viewed and approved by the Policy 
Council or Policy Committee at least 
annually, and must be revised and up-
dated as needed. 

(b) Communications—general. Grantee 
and delegate agencies must establish 
and implement systems to ensure that 
timely and accurate information is 
provided to parents, policy groups, 
staff, and the general community. 

(c) Communication with families. (1) 
Grantee and delegate agencies must en-

sure that effective two-way comprehen
sive communications between staff and 
parents are carried out on a regular 
basis throughout the program year. 

(2) Communication with parents 
must be carried out in the parents’ pri
mary or preferred language or through 
an interpreter, to the extent feasible. 

(d) Communication with governing bod
ies and policy groups. Grantee and dele-
gate agencies must ensure that the fol
lowing information is provided regu
larly to their grantee and delegate gov
erning bodies and to members of their 
policy groups: 

(1) Procedures and timetables for pro-
gram planning; 

(2) Policies, guidelines, and other 
communications from HHS; 

(3) Program and financial reports; 
and 

(4) Program plans, policies, proce
dures, and Early Head Start and Head 
Start grant applications. 

(e) Communication among staff. Grant
ee and delegate agencies must have 
mechanisms for regular communica
tion among all program staff to facili
tate quality outcomes for children and 
families. 

(f) Communication with delegate agen
cies. Grantees must have a procedure 
for ensuring that delegate agency gov
erning bodies, Policy Committees, and 
all staff receive all regulations, poli
cies, and other pertinent communica
tions in a timely manner. 

(g) Record-keeping systems. Grantee 
and delegate agencies must establish 
and maintain efficient and effective 
record-keeping systems to provide ac
curate and timely information regard
ing children, families, and staff and 
must ensure appropriate confiden
tiality of this information. 

(h) Reporting systems. Grantee and 
delegate agencies must establish and 
maintain efficient and effective report
ing systems that: 

(1) Generate periodic reports of finan
cial status and program operations in 
order to control program quality, 
maintain program accountability, and 
advise governing bodies, policy groups, 
and staff of program progress; and 

(2) Generate official reports for Fed
eral, State, and local authorities, as re
quired by applicable law. 
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