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2021-2022 Head Start Duration, Single Session and GSRP Teacher 

What’s Due When Guidance
Policy: To ensure compliance, Education Staff completes and submits required documentation as directed by the distribution at the bottom of each form. 
Procedure: 
· At start-up, Education Staff will meet to discuss who is responsible for the completion/submission of required documentation. The What’s Due When is an “at a glance” checklist to ensure all requirements are completed/submitted and who is responsible. Each line item must be assigned to a staff member and the entire What’s Due When document submitted to the Coach and Site Supervisor before the first day with children.
· Use the form as a checklist to document that a task has been completed/submitted. Staff will send forms to the appropriate location by following the distribution at the bottom of the page and file a copy at the center.
· Enter dates where applicable.
· At the end of the month, it is the responsibility of the teacher to ensure all tasks have been completed by the assigned staff member and follow up on any unfinished tasks.
· The designated staff member will submit the completed What’s Due When form to their Site Supervisor and Education Coach at the end of each month.
· Forms can be found on Weebly at www.nmcaahs.com. 
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