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CALL TO ASSEMBLY  

Please rise. 
Pledge of Allegiance (US) – I pledge allegiance to the flag of the United States of America and to 

the Republic for which it stands, one nation, under God, indivisible, with liberty and justice for all. 

 Pledge of Allegiance (TX) – Honor the Texas flag; I pledge allegiance to thee, Texas, one 
state under God, one and indivisible. 
 

Community Action Promise - Community Action changes people's lives, embodies the 
spirit of hope, improves communities, and makes America a better place to live. We care about 
the entire community, and we are dedicated to Helping People Help themselves and each other. 
 
        Our CSNT Mission – CSNT applies all available strategies enabling Northeast Texas 
families to lead improved, empowered, and self-reliant lives. 
 

Our Head Start Vision – To provide a system of education and encouragement which results 
in school-readiness for young children and their families. 
 
Invocation  
 

1. Call Meeting to Order 
2. Recognize New Policy Council Members 
3. Establishment of Quorum 
4. Approval of Agenda 
5. Approval of Minutes for January 26, 2021  
6. Presentations 
 A. Policy Council Question      Bernadette Harris 
7. Reports 

A. Financial Report      Shelley Mitchell 
1. Head Start Financial Report March 2021 
2. Early Head Start Report March 2021 
3. Credit Usage Report March 2021 
4. CACFP Financial Report March 2021 

B. Head Start Director Report     Bernadette Harris 
1. Head Start Report March 2021 
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2. Early Head Start Report March 2021 
3. Head Start PIR March 2021 
4. Early Head Start PIR March 2021 

C.  Executive Director Report     Dan Boyd 

 

8. Committee Reports 
 A. Appoint Committee Member(s) 
 B. Committee Reports 

1. Self-Assessment Committee Meeting 
 
9. Action Items 
 A. Discuss and/or Approve Self-Assessment Results 2021 
           B.       Discuss and/or Approve Update Cost Allocation Plan 
           C.       Discuss and/or Approve 1.22% COLA Grant #06CH011282/02 Early Head Start $2,788 & 
Head Start $47,234 
 
10. Discussion Items 
 A.  Discuss Progress on Head Start Goals 

1. Head Start Program Goals 2020-2021  
  2. Parent, Family and Community Engagement 2020-2021 
  3. School Readiness Performance Data 
 B.  Discuss CLASS Data Winter 2021 
 C.  Discuss Detailed Monitoring Results 2021  
    
11. Audience Comments 
12. Executive Session 
  A. Personnel 
        1. New hires and terminations 

Discussion with respect to any matter specifically made confidential by law or regulation.  Topics may include, but are not limited to:  Approval 
of new hires, terminations, and employee matters of a confidential nature. 

13. Required Action from Executive Session 
14. Adjourn 



Community Services of Northeast Texas, Inc. 
Head Start Policy Council Meeting Minutes 

Tuesday, January 26, 2021 9:00 am 
Linden Administration Offices 

304 East Houston Street 
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Chairperson - Cecelia Huff x x x x 

Vice Chairperson - Ashley Roberts x       

Secretary - Marsha Luong x x     

Brenda Swisher 
Board 
Liaison/CC  Representative x x     

Cecelia Huff Bowie County Representative x x x x 

Marsha Luong Atlanta  Representative x x     

Audrey Maxie Atlanta Alternate     x   

Anita Sullivan Bloomburg Representative   x   x 

Courtney Stewart Bloomburg Alternate         

Amber White D/LS Representative         

Peggy Peters D/LS Alternate     x x 

Tanesha Jones Hughes Springs Representative         

Matthew Bonaparte Hughes Springs Alternate         

Ashley Roberts Naples Representative x   x   

Alvita Moore Naples Alternate         

Raven Martinez New Boston Representative x x x   

Karlisha Bland New Boston Alternate         

Gisel Garcia Pittsburg Representative   x     

Jessica Butler 12-8-2020 Pittsburg Alternate     x   

Charmaine Jones Texarkana Representative         

Dneishia Bruce Texarkana Alternate         

 
 

Others in attendance: CSNT Staff: Bernadette Harris, Bridgette Parton, Dan Boyd, Charlotte Hall 
and Shelley Mitchell 
 
1. Call to Order: The meeting was called to order by Cecelia Huff, Policy Council Chairperson at 9:01 
am, January 26, 2021 at 9:01 am, on the Zoom Virtual Call. 
 
2. Recognize New Policy Council Members:  
                  None 
 
 
3. Establishment of Quorum: 

Quorum was established with the following Policy Council Members present: Cecelia Huff, 
Anita Sullivan and Peggy Peters.   
 
 
 



4. Approval of Agenda: 
Members reviewed the agenda. Anita Sullivan moved to accept the agenda as presented. This 
motion was seconded by Peggy Peters. The motion was put to a vote with a majority of 
members voting in favor of by signaling aye. The motion carried.   

 
5. Approval of Minutes from December 8, 2020: 

Peggy Peters moved to accept the minutes of December 8, 2020 meeting as presented. The 
motion was seconded by Anita Sullivan. The motion was put to a vote with a majority of 
members voting in favor of by signaling aye. The motion carried. 

 
6. Presentations: 
 A. Policy Council Question 

Bernadette Harris asked the members what reports they receive monthly. She explained what 
information to look for on the reports to help the members make informed decisions.  She also 
provided a fact sheet on fiscal oversight.    
 

7. Reports: 
 A. Financial Report 

Shelly Mitchell gave the financial report as presented.   
 
B. Head Start Report 
Bernadette Harris gave the Head Start Report as presented. She stated that EHS started 
services on January 19, 2021. 
 
C. Executive Directors Report  
Dan Boyd stated that the Community Services Division had restructuring changes and a new 
Deputy Director was hired.  She will begin working with the Community Services Division now 
and work with Head Start in the Summer of 2021. He also stated he was excited about Early 
Head Start beginning services and he looks forward to expanding Early Head Start Services.   

 

 8. Committee Reports:  
A.     Appoint Committee Members 

 B. Committee Report 

  a. School Readiness Committee Report 

Bernadette Harris reviewed School Readiness Committee Meeting.   

 

9. Action Items: 
A.   Discuss and/or Approve Updated Cost Allocation Plan 

Bridgette Parton reviewed the Updated Cost Allocation Plan as presented.  Anita 
Sullivan moved to approve Updated Cost Allocation Plan as presented. Peggy Peters 
seconded the motion.  The motion was put to a vote with a majority of members voting 
in favor by signaling aye.  The motion carried. 
 

 
10. Discussion Items: 
  None 
 
11. Audience Comments:  

None  
 

 



12. Executive Session:   
Anita Sullivan moved for Policy Council to go into Executive Session at 9:40 am. Peggy Peters 
seconded the motion.   

Discuss new hires, terminations, transfers and employee matters of a confidential 
nature. 
Anita Sullivan made a motion to come back into regular session at 9:43 am.  Peggy Peters 
seconded the motion.   

 
13. Required Action from Executive Session: 

A motion was made by Anita Sullivan to accept new hires, transfers, and terminations as 
presented. The motion was seconded by Peggy Peters. There was no discussion of the 
matter. The motion was put to a vote with a majority of members voting in favor of by signaling 
aye. The motion carried. 

 
14. Adjourn: 

A motion to adjourn was made by Anita Sullivan at 9:44 am. The motion was seconded by 
Peggy Peters. 
 

 Minutes Submitted by: Bridgette Parton 
 Minutes approved by: 











CSNT HS Report

Revised 1/8/21 

CSNT Head Start Monthly Report
Program Year 02 2021 06CH011282/02 2021 Data Month January 

Head Start Attendance/Enrollment

Report Month December January February March April May June July August September October November

Funded Enrollment HS 465/-34 465/-17 465/-18

# additional students (partnerships) 0 0 0

% with Special Needs 6% 6% 7%

ADA Funded Enrolled* (465) 84% 84% 87%

Enrollment (acutal students) 92% 90% 92%

Present/ Absent 393/38 391/57 408/39

* If below 85% (Why) - NA NA NA NA NA NA NA NA NA NA NA

Non-Federal Share $978,005 $583,893 $394,112 60% Needed

December January February March April May June July August September October November

 $                                394,112 129,455$           132,664$        131,993$       

 

Adimin Expenditures (including non-federal share)

*Should not be above 15% December January February March April May June July August September October November

9% 30,433$             75,492$          128,470$       

Meals/Reimbursements

36,752$                                  December January February March April May June July August September October November

# of service days 16 18 15

# of meals served 5,056 5,960 5,470

CACFP Reimbursement 11,339$             13,264$          12,149$         

Program Monitoring

December January February March April May June July August September October November

# Child Files Reviewed 102 68 158

# Classrooms Observed 54 31 51

Incomes Verified 10 10 10

# Parents Interviewed 53 0 0

# of Staff interviewed 2 17 12

# Bus Routes Observed 0 0 0

# Staff Files Reviewed 0 6 0

# Community Contacts 38 40 63

# of Findings 24 49 28

Annual Self-Assessment Findings Date: Week of 2/18/2020 Completed 3/10/2021

December January February March April May June July August September October November

# of findings 2 2 2

# findings corrected 2 2 2

# findings remaining 0 0 0

Annual Detailed Monitoring Findings Week of 12/1/2020 Completed 2/8/2021

December January February March April May June July August September October November

# of findings 7 6 6

# findings corrected 7 0 5

# findings remaining 0 6 1

Continue to follow COVID-19 procedures 

Enrollment has increase slightly   

Early Head Start services started January 19, 2021 

Program Updates



CSNT Early HS Report

Revised 1/8/21 

CSNT Early Head Start Monthly Report Data Month January

Program Year 02 2021 06CH011282/02 2021

Early Head Start Attendance/Enrollment

Report Month December January February March April May June July August September October November

Funded Enrollment EHS 16/-16 16/-2 16/-1

# additional students (partnerships) NA NA NA

% with Special Needs NA 14% 14%

ADA Funded Enrolled* (516) NA 60% 70%

Enrollment (acutal students) NA 80% 80%

Present/ Absent NA 14/11 14/11

* If below 85% (Why) - NA Sickness Sickness

Non-Federal Share $0 ($3,156) $3,156 #DIV/0! Needed

December January February March April May June July August September October November

 $                                   3,156 1,052$               1,052$            1,052$           

 

Adimin Expenditures (including non-federal share)

*Should not be above 15% December January February March April May June July August September October November

16% 1,515$               4,873$            7,368$           

Meals/Reimbursements

1,697$                                    December January February March April May June July August September October November

# of service days 0 9 14

# of meals served 0 295 484

CACFP Reimbursement -$                       654$               1,043$           

Program Monitoring

December January February March April May June July August September October November

# Child Files Reviewed NA 0 6

# Classrooms Observed NA 1 6

Incomes Verified NA 14 14

# Parents Interviewed NA 0 0

# of Staff interviewed NA 0 0

# Bus Routes Observed NA 0 NA

# Staff Files Reviewed NA 0 0

# Community Contacts NA 1 0

# of Findings/# Corrected NA 2 3

Annual Self-Assessment Findings Date: Week of 2/18/2020 Completed 3/8/2021

December January February March April May June July August September October November

# of findings NA NA NA

# findings corrected NA NA NA

# findings remaining NA NA NA

Annual Detailed Monitoring Findings Week of 2/8/2021 Completed NA

December January February March April May June July August September October November

# of findings NA NA 5 5

# findings corrected NA NA 0 4

# findings remaining NA NA 5 1

EHS Playground Has Been Installed/Waiting on Fencing  

Preparing for End of School Year Activities

Program Updates
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 CSNT Head Start Program 

2021 Self-Assessment Report - DRAFT   

Date:  2-26-2021 

Section 1. Introduction 

Program description 

Head Start and Early Head Start are two of several programs offered through Community Services of 

Northeast Texas, Inc. (CSNT).  CSNT, a community action agency, has been providing Head Start services to 

eligible children in Northeast Texas since the 1960s.  CNST started providing Early Head Start services to 

eligible children in January of 2021.  Total program funded enrollment for FY21-PY02 is 465 three-to-four-

year-old Head Start children and 16 twelve-to-thirty-six-month Early Head Start children. There are eight 

Head Start locations within the four county service area of Bowie, Camp, Cass, and Morris Counties and one 

early Head location in Cass County only.  Actual enrollment for PY02 is an average of 435 Head Start children 

and 14 Early Head Start children.  The Office of Head Start (OHS) is allowing Program flexibility with 

enrollment due to the COVID-19 Pandemic. During the PY01 grant year Head Start served an average of 526 

children.  CSNT Head Start can serve more children than the funded enrollment due to partnerships with 

local education agencies.  CSNT utilizes resources within the community to assist parents of enrolled 

children.                    

CSNT Head Start Program has (3) broad goals for Grant #06CH011282 five-year 
grant project period. 
 
 

 

Goal 1:  Strengthen comprehensive health services for Head Start 
children and their families. 

 

Goal 2:  Provide comprehensive school readiness. 
 

Goal 3:  Increase parent involvement in the Head Start Program.  
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Context for Self-Assessment  

1. The Self-Assessment Team Leaders receive training on implementation of the Self-Assessment. They are 
trained on how to utilize the program data to check for systemic issues, document innovations and list 
any recommendations. The data used during the Self-Assessment is comprised of previous monitoring 
summaries, assessment data, and Program Information Reports.  The Team Leaders are instructed on 
how to facilitate their teams through the data analyzation process for their assigned content areas.     
 

2. The Self-Assessment Teams analyze data from the On-Going Monitoring System including Detailed 
Monitoring summaries.     

 

a. Detailed Monitoring is implemented as part of the On-Going Monitoring System to add a layer 
of monitoring that includes the creation of up to (4) teams made-up of Administrative, 
management, and Campus staff as well as parents, policy council and governing board 
members, and community partners, where applicable.  These teams monitor the program for 
areas of strength, weaknesses, and non-compliances.  They also provide recommendations as 
part of their reports.  Each team completes an on-site visit, reviews documentation, and 
completes interviews. A summary of the Detailed Monitoring findings becomes a part of the 
Self-Assessment Team data packets. 

 

3. Self-Assessment Teams analyze progress made on program goals/objectives as well as strengths and 

weaknesses of program systems.  There are (4) teams with up to five members on each team. Team 

Leaders are program staff with experience in the areas being surveyed. Program data is collected 

throughout the grant project period and is examined by members of each team.  The Team 

documents systemic strengths along with any weaknesses. They also make recommendations 

concerning systemic issues and document any areas of innovation within the program.   

   
4. Information from monitoring summaries is provided to the Self-Assessment Teams including Self-

Assessment Summary Reports for each area of the program and progress reports on program 
goals/objects. The Self-Assessment Teams analyze the program data along with child assessment 
data, CLASS data, and any other relevant data to develop conclusions for each area of the program.  
Their findings are presented to the Self-Assessment Committee for approval.  

    

5. After the Self-Assessment Committee approves a final Self-Assessment Report, it is presented to the 

Policy Council and Governing Board for approval.  Input from the Governing Board and the Policy 

Council occur when members of the Governing Board and Policy Council serve as members of a Self-

Assessment Team and as part of the Committee.   

 

6. Upon approval by the governing bodies, the program begins developing strategies on how to 

implement any changes into the program.  Recommendations on any changes to the program 

goals/objectives are discussed during the Strategic Planning Committee Meeting.  These changes 

become part of the program goals/objectives at that time.   
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SA Teams Questions to Consider 
Team One: 
Program 
Governance/ 
Program 
Management & 
QI/ 
Financial and 
Administrative 
Requirements/ 
Human 
Resources  
 

1. Does the Board & PC have the required composition and 
representation? 

2. Has training been provided throughout the program, as 
required? 

3. Does the program’s Personnel Policies meet the requirements 
including a standard of conduct? 

4. Does the program meet the background check requirements? 
5. Does the program meet the requirements for staff professional 

development, health & wellness, and safety? 
6. Does the program meet the requirements for management 

systems?     
7. Is the program meeting financial and administrative 

requirements?  

Team Two: 
Comprehensive 
Health 
Services/ 
Safety 

1. Does the program collaborate with parents as partners in 
health? 

2. Does the program meet the requirements for up-to-date child 
health status? 

3. Does the program implement safety practices? 

Team Three: 
Early Childhood 
Education & 
Development/ 
CLASS/ 
Additional 
Disability 
Services 

1. Do teaching practices meet the requirements? 
2. Does the program implement dual-language instruction? 
3. Does the program’s curriculum meet the requirements? 
4. Does the program utilize child assessment data to determine 

strengths for children? 
5. Do classrooms have a variety of age-appropriate materials that 

are changed on a regular basis?   
6. Does the program recognize parents’ roles in their child’s 

education? 
7. Have CLASS scores for the Program improved?   
8. Does the program meet the requirements for additional services 

for children with disabilities?   

Team Four: 
Family & 
Community 
Engagement – 
ERSEA/ 
Transition/ 
Program 
Structure  

1. Does the program have a Community Assessment that meets the 
requirements and is it updated at least every (4) years?   

2. Does the program have an approved selection criterion that 
meets the requirements of the HSPPS? 

3. Are integrated parent and family engagement strategies 
implemented into all systems and program services? 

4. Did the program reach 10% of its funded enrollment as children 
with disabilities by the end of the program year? 

5. Does the program implement a research-based parent 
curriculum? 

6. Does the program implement a transition process for children 
coming into and out of Head Start as required?   
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Section 2.  Methodology 

 

Date Action Purpose 
11/16/2020 
 

Detailed OGM Leadership 
Meeting 

• Update 2021 Detailed 
Monitoring Process 

• Create 2021 Self-
Assessment 
Implementation Plan 

12/2/2020 
 

Detailed Monitoring Training 
Sessions 
 

  

• Training – Detailed 
Monitoring 
Orientation and Team 
Training 

• Each Team Member is 
trained on 
confidentiality  

2/8/2021 Detailed OGM Meeting • Discuss Detailed OGM 
Results 

• Approve Detailed 
OGM Summary 

2/25/2021 Self-Assessment Committee 
Meeting 
 
 

• Training on SA 
Process  

• Discuss Proposed 
2021 Self-Assessment 
Implementation Plan 

• Approve 2021 Self-
Assessment 
Implementation Plan  

3/10/2021 Self-Assessment Committee 
Meeting 
 

• Approve 2021 SA 
Program Report  

Before 5/31/2021 Final Step in Self-Assessment 
Process 

• Policy Council and 
Governing Board 
approval of SA Report 

• Submit to Regional 
Office with Grant 
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Section 3.  Key In-Sights  

Strengths 

✓ Technology plays an instrumental role in keeping CSNT Head Start and Early Head Start operating 

during the Pandemic. CSNT utilizes technology to hold virtual Policy Council meetings and to provide 

educational instruction, when needed. Technology is used to gather and analyze large amounts of 

program data. This Program data is tracked and monitored for accuracy on a regular, on-going basis. 

On-going Monitoring is a key element in providing high-quality services to children and families.  

Electronic management systems track and create reports that assist staff and governing bodies in 

making informed and knowledgeable decisions based on accurate information. 

✓ CSNT Head Start/Early Head Start provided Protective Personal Equipment (PPE) to all sites along 

with sanitation devices during the Pandemic. Health and safety are key to CSNT families and 

employees. Wellness is promoted throughout the program including adding health supplies as part of 

transition bags that children receive as they transition into and out of the Program. With CARES Act 

Funding, families were provided bags that contained PPE along with toothbrushes and other health 

and wellness supplies. 

✓ CSNT Head Start/Early Head Start implement a research-based early childhood curriculum that meets 

or exceeds the Head Start Early Learning Outcomes Framework and the Texas Pre-K Guidelines. Head 

Start services are provided in partnership with local public school districts in all (8) of the Head Start 

locations throughout the four-county service area.  In each Head Start classroom, Head Start and 

State Guidelines are followed creating high quality services for each child and family. The Teachstone 

Platform is also being implemented to assist classroom staff with CLASS implementation.  

✓ All CSNT staff receive systematic, on-going training on a regular basis. Staff are encouraged and 

assisted in gaining the required education and/or certifications for their jobs. All staff receive 

professional development that enables them to carry out their job duties more efficiently.  

Currently, 100% of CSNT Head Start Lead Teachers have at least a bachelor's degree. Management 

staff are instrumental in providing college-level, certified, classroom-based training to CSNT staff.         

✓ All children in the program receive standardized and structured assessments three times per year. 

These assessments provide ongoing, individualized data that aligns with the Head Start Early 

Learning Outcomes Framework and the Texas Pre-Kindergarten Guidelines.  Teachers create reports 
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from these assessments that indicate a child’s progress in each of the areas designated by Head 

Start/Early Head Start.  The teachers as well as parents and other staff utilize these reports.          

✓ CSNT converted 51 Head Start slots into 16 Early Head Start slots. The Early Head Start Program 

is being implemented at the Hughes Springs Head Start Campus. The CSNT Community 

Assessment indicated a need for Early Head Start services in the service area and CSNT found an 

opportunity to convert these slots. The public school district decided to end a Head Start/Pre-K 

Partnership with CSNT due to the lack of space at the district. This enabled CSNT to convert the 

Head Start slots and start providing Early Head Start services. 

Systemic Issues 

✓ Implement methods to reach 10% disability funded enrollment by the end of January (45 CFR 

§1302.14(b)) 

✓ Implement safety practices that provide training, oversight, and correction at all facilities including 

School District Campuses (45 CFR §1302.47 (b)(1)(iv)) 

✓ Create orientation training with Family Engagement staff that addresses all the acronyms used by the 

program (45 CFR §1302.20) 

Innovations 

✓ CSNT Head Start implements a Family Service Credentialing program. The Family Service Administrator is 

a certified Family Service Credential Trainer. CSNT Family Service Workers can attend classes that lead to 

a Family Service Credential.   

✓ CSNT Head Start/Early Head Start utilizes technology to maintain quality throughout the Head Start/Early 

Head Start Program, especially during the COVID-19 Pandemic. The program implements Child Plus to 

track and monitor data, Ready Rosie to assist parents, Frog Street On-line Curriculum for students, web-

based assessments and screeners, and ZOOM to keep staff, parents, and governing bodies connected on 

a regular basis.   

✓ CSNT Head Start has implemented virtual instruction during the COVID-19 Pandemic.  This instruction is 

provided by CSNT Head Start at standalone Campuses and through partnerships with the local school 

districts at School District Campuses.  Virtual instructional is also being utilized for children who must be 

away from school due to health issues.   
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Progress in Meeting Program Goals and Objectives (Fall 2020) 

Goals Objective(s) 
GOAL ONE:  Strengthen comprehensive health services 

for Head Start children and their families. 
81% of parents will obtain health 
requirements. 

Completion Rate 
  

66% 

GOAL TWO:  Provide comprehensive school readiness. 
 

63% of children will name upper and lowercase 
letter 
  

Completion Rate 
 

27% 

GOAL TWO:  Provide comprehensive school readiness. 
 

78% of children will sequence count to 50 
  

Completion Rate 
 

48% 

GOAL TWO:  Provide comprehensive school readiness. 
 

.5% Increase in CLASS Emotional Support 

.5% Increase in CLASS Classroom Organization 

.2% Increase in CLASS Instructional Support 
  

Completion Rate ES .16 Increase 
CO .20 Increase 
IS 1.41 Increase 

GOAL THREE:  Increase parent involvement in the Head 
Start Program. 

 

40% of parents will be involved in their 
child’s education.  

Completion Rate 80% 

            

Recommendations 

These recommendations encompass the categories of progress on goals and objectives, systemic issues, 

and/or innovations. 

• Add collaboration statement to LEA MOUs that indicates the 10% enrollment amount needed 

at each location 

• Communicate with Campus staff the roles and responsibilities of the Mental Health 

Advocates and address better communication at the Campus level    

• Add copies of all goals to the CSNT Website for staff access including the Program Goals, the 

School Readiness Goals and the Family and Community Engagement Goals    

      

Governing Board Approval: (_____________) 

Policy Council Approval: (___________) 

 



Justification 
Cost Allocation Plan Update  

Grantee 06CH011282/02 
Date Description  
3/12/2021 CSNT updated the Agency Cost Allocation Plan to better represent 

the EHS Allocation:    
The updates include: 

Area 
 

Changes 

 
Personnel  

1. EHS Allocations were lowered from 1%-2% to 0.5%. 
 

     2. (4) positions in Support Services that were taken out of EHS 
and would only allocate when they worked in the EHS 
Program. 

 
Facilities/ 
Supplies  

1. EHS allocated expenses tied to facilities such as utilities, 
maintenance, etc. were lowered because they were tied to 
the personnel allocations 

 
2.  EHS allocated expenses tied to supplies such as computers, 

printers, copiers, etc. were lowered because they are tied to 
the personnel allocations 
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Community Services of Northeast Texas, Inc. 

 
   

  
Cost Allocation Plan 

Originally Effective December 1, 2011 
Revision 1 Effective August 1, 2012 • Revision 2 Effective December 2, 2012 
Revision 3 Effective April 24, 2013 • Revision 4 Effective December 4, 2013  

Revision 5 Effective December 3, 2014 • Revision 6 Effective December 1, 2015 
Revision 7 Effective May 25, 2016 • Revision 8 Effective March 28, 2018 
Revision 9 Effective 6/23/2020 • Revision 10 Effective January 26, 2021 

Revision 11 Effective March 23,2021 
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OVERVIEW 
 
Community Services of Northeast Texas, Inc. (CSNT) is a private non-profit 
corporation operating as a Community Action Agency and administering various 
federal and state funded programs providing assistance to low-income families in 
Northeast Texas.  
 
The purpose of this Cost Allocation Plan is to summarize, in writing, the methods 
and procedures that CSNT will use to allocate costs to various programs, grants, 
contracts and agreements.  
 
The OMB establishes the principles for determining costs of grants, contracts and 
other agreements with the Federal Government. CSNT’s Cost Allocation Plan is 
based on the Direct Allocation Method described in 2 CFR Part 200. The Direct 
Allocation Method treats all costs as direct costs except general administration and 
general expenses.  
 
Direct costs are those that can be identified specifically with a particular final cost 
objective. Indirect costs are those that have been incurred for common or joint 
objectives and cannot be readily identified with a particular final cost objective.  
CSNT does not use an Indirect Cost Rate.  All allocable costs are allocated.  
 
Only costs that are allowable, in accordance with the cost principles, will be allocated 
to benefiting programs by CSNT. 
 
COST ALLOCATION APPROACH 
 
The general approach of CSNT in allocating costs to particular grants and contracts 
is as follows:  

 
A.  All allowable direct costs are charged directly to programs, grants, activity, 

and/or funding sources.  
 
B. Allowable direct costs that can be identified to more than one program are 

prorated individually as direct costs using a base most appropriate to the 
particular cost being prorated.  

 
C. All other allowable general and administrative costs (costs that benefit all 

programs and cannot be identified to a specific program) are allocated to 
programs, grants, and/or funding sources using a method or a pool that 
results in an equitable distribution.  

 
This Cost Allocation Plan (the Plan) is effective as of the revision date specified 
on the cover page, and replaces all prior versions.  This entire document shall be 
reviewed periodically, but no less frequently than bi-annually. Other aspects of 
the plan are reviewed semi-annually. 
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DEFINITIONS 
 
Administrative Cost: An expense related to controlling and directing the Agency, but 
not directly assignable to a specific program service delivery. 
 
Assignable Direct Cost:  A cost that can be identified specifically with a particular 
award, project, service, or other direct activity of an organization. Costs identified 
specifically with awards are considered direct costs of the award and are assigned 
directly.  
 
Base Period: A particular time period for which data is gathered and used as a 
benchmark against which data from other periods is measured.  
 
Central Service Cost Allocation Plan: Documentation identifying, accumulating, and 
allocation or developing billing rates based on allowable costs of services provided by an 
entity on a centralized basis to its programs, departments, awards, or cost categories. 
 
Cost Allocation: The distribution or sharing of a cost or expenditure which benefits 
more than one effort or program objective. Cost allocation allows entities/programs to 
distribute costs among programs and cost categories. 
 
Cognizant Agency: The Federal agency, defined by 48CFR 2.101, responsible for 
negotiating and approving the indirect cost rate for a non-profit organization on behalf of 
all the organization’s Federal funding agencies. 
 
Cost Objective:  A function or other activity for which cost data is recorded and for 
which provision is made to accumulate those costs for a specific or common goal.   
 
Direct Cost: A cost that benefits a single cost objective. These costs may be charged 
directly to federally supported or other programs against which the cost is finally 
assigned. Direct costs may be charged to cost objectives used for the accumulation 
costs pending distribution to Federal programs and other final cost objectives. Any direct 
cost of a minor nature may be treated as an indirect cost for reasons of practicality 
where such accounting treatment for that item of cost is consistently applied to all cost 
objectives. 
 
Unassignable Direct Cost: A cost that can be identified with a specific cost category 
but not by a specific title. These costs may be pooled and subsequently allocated based 
on some accepted measure of benefits received.  
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COST ALLOCATION PRINCIPLES 
 
The GAAP matching principle will be followed in determining an allocation basis. The 
base will be drawn from the same period in which the costs to be allocated have been 
incurred. 
 
The GAAP materiality principle will be followed in the allocation process. The complexity 
of the base and the time and effort to pool and allocate costs will not exceed the 
materiality of the costs involved. The base will be simple enough to be an efficient 
accounting method while still attaining a fair and equitable distribution of costs. 
 
Allowable Costs 
 
All costs will be evaluated to ensure they are: 
• Necessary and reasonable 
• Authorized by the grant or program 
• Allocable to the grant or program 
• Accorded consistent treatment 
• Consistent with any statutory or contractual limitations 
• An appropriate charge for the affected period 
• Net of all applicable credits 
• Not duplicated in any other program, grant or category 
• Not included as match for another Federal program (unless statutorily allowed) 
• Supported with adequate documentation 
 
Reasonable 
 
All cost to be considered reasonable shall be: 
• Ordinary and necessary 
• Reflect no material deviations from established practices 
 
Allocable 
 
Prior to allocation, all costs will be evaluated to ensure they: 
• Are incurred specifically for the contract or project 
• Are the total costs and net of all applicable credits 
• Are joint cost which benefit, more than one cost objective 
• Are allocated to each cost objective to the extent of benefits received by such  
  objective 
   
 
Cost Allocation Bases 
 
The following bases are deemed unacceptable and will not be used by CSNT for final 
Allocations: 
 
• Budget Basis:  Plans, budgets or estimates of future effort or cost 
• Funding Basis:  Relative funds available to allocate unassigned direct costs 
• Job Description Basis:  Job Descriptions to allocate staff costs 
• Pre-Determined Hours Basis:  Fixed or pre-determined number of staff hours assigned to    
  an activity to allocate staff costs 
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Estimates 
 
Estimates shall be used to initially allocate costs pending the determination of final 
numbers for the allocation basis. The estimates will be reviewed on a semi-annual basis, 
along with the appropriate program information, to ensure final numbers do not 
materially deviate from the estimates.  If no material deviations from the estimated 
amounts have occurred, then no adjustments will be required.  Material deviations are 
defined as those greater than 25% plus or minus the variance between the estimate and 
the final amount.  Variances of $5,000 or more shall be considered reasonable cause for 
adjustment.  Variances of a lesser amount shall be considered necessary only when 
aligning budgets, close-outs, or when such action shall improve the fiscal health of the 
agency. 
 
ALLOCATION OF COSTS 
 
The following documents the methodology for allocating costs: 
 
SALARIES 
 
Administrative Positions 
 
Allocations are based on a time allocation study conducted from December 9, 
2018 to March 2, 2019. This time study is the basis for the estimating payroll 
expenditures for this group of allocated employees.  (Minor adjustments may 
exist due to specific grant policies related to individual funding sources.) 
Programs were added and programs were deleted since the previous 
methodology sweep.  Thus some calculations may be estimated for new 
programs. 
 
Position Head Start EHS CSBG CEAP VSN Other Total

Executive Director 38.0% 0.0% 62% 0% 0% 0% 100%

Deputy Executive Director 0.0% 0.0% 50% 50% * 0% 0% 100%

Human Resources Director 87.5% 0.5% 12% 0% 0% 0% 100%

Chief Financial Officer 78.5% 0.5% 9% 12% 0% 0% 100%

Executive Assistant 49.0% 0.0% 51% 0% 0% 0% 100%

Assistant Finance Director 75.5% 0.5% 9% 15% 0% 0% 100%

Coding Specialist 0.0% 0.0% 0% 0% 0% 0% 0%

Payroll Specialist / IT Coord. 71.5% 0.5% 16% 12% 0% 0% 100%

AP Clerk 48.5% 0.5% 16% 35% 0% 0% 100%

Dir. Self-Sufficiency Programs 0.0% 0.0% 50% 50% * 0% 0% 100%

Director Energy Programs 0.0% 0.0% 6% 82% * 12% 0% 100%

General Support Staff 0.0% 0.0% 100% 0% 0% 0% 100%

 
Service Department 
 
Expenditures for the Service Department are recorded based on allocation of 
resources and personnel to each program at the time service is rendered.  As a 
planning figure, and for those instances where Service Department personnel are 
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not directly involved in service to a particular program, the following allocation is 
utilized: 
 
Position Head Start EHS CSBG CEAP VSN Other Total
Agency Transportation Coordinator 88.00% 0.00% 12% 0% 0% 0% 100%
Facilities Maintenance 99.00% ** 1% 0% 0% 0% 100%
Service Manager 67.00% ** 33% 0% 0% 0% 100%
General Support Staff DN 93.00% ** 7% 0% 0% 0% 100%
General Support Staff CH 0.00% 0.00% 50% 50% * 0% 0% 100%
General Support Staff WB 0.00% 0.00% 100% 0%  * 0% 0% 100%
IT Cordinator (DC) 64.00% ** 26% 10% * 0% 0% 100%
IT Specialist (KJ) 64.00% ** 26% 10% * 0% 0% 100%

** allocation will be based on actual time as recorded on 211 
 
Case Management / Assistance Staff 
 
Position Head Start EHS CSBG CEAP VSN Other Total
Case Manager 0% 0% 15% 85% * 0% 0% 100%
Case Manager Assistant HH 0% 0% 15% 85% * 0% 0% 100%
Intake Specialist 0% 0% 15% 85% * 0% 0% 100%
GSS 0% 0% 20% 80% * 0% 0% 100%
GSS (Payee) 0% 0% 12% 88% * 0% 0% 100%
GSS (TBRA) 0% 0% 90% 10% * 0% 0% 100%

 
 
 
RENTAL SPACE, BUILDING INSURANCE, UTILITIES, PEST CONTROL, 
BUILDING MAINTENANCE, AND BUILDING REPAIRS 
 
Rental space, building insurance, utilities, pest control, building maintenance, 
and building repairs are recorded as direct costs supported by agreements and 
invoices for program specific locations.  Where facilities are shared, such as the 
administrative office facility, the allocation will be determined by the percentage 
of each program’s usage of space based on the square footage of the areas 
used.  The conference room will be allocated based on an allocation of room 
usage by programs.  Individual offices are allocated based on the occupant’s 
salary allocation as described in the preceding sections.  A current lease 
agreement and the occupied space plan will support these charges.  Square 
footage usage of the administrative office facilities results in the following 
allocation. (Exhibit 1) 

 

 HS EHS CSBG CEAP  VSN Other Total 
 

 

Allocation Percentages 34.00% 0.00% 40.00% 26.00%* 0.00% 0.00% 100.00% 

 

 
 
 
 
TRAVEL 
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Travel expenses are recorded as direct costs when said expenses are allocable 
to a specific program.  In cases where travel expenses are not program specific, 
travel is allocated in accordance with the traveler’s salary allocation percentages. 
 
PRINTING AND PUBLICATION 
 
Copier lease payment and monthly charges are allocated by program count 
readings obtained from the copier on a monthly basis.  Support for this line item 
is an invoice supported by the appropriate calculations.  The following 
percentages are based on copier readings in the research period. 
 
304 E Houston
Expense Head Start EHS CSBG CEAP VSN Other Total

10% 0%** 82% 7%* 1% 0% 100%

123 S. Kaufman
Head Start EHS CSBG CEAP VSN Other Total

75% 0%** 21% 4%* 0% 0% 100%

TELEPHONE 
 
Telephone expenses, including cellular telephones, are direct costs when 
program specific.  Cellular telephone expenses are recorded based on the 
assignee’s salary allocation.  Other telephone expenses, such as telephone 
equipment and local and long-distance charges are allocated based on the 
number of employees in the program.  (Exhibit 2b) 
Expense Head Start EHS CSBG CEAP VSN Other Total
Telephone 61% 1% 21% 17% * 0% 0% 100%

 
AUDIT, CONTRACTUAL, AND LEGAL 
 
Audit, contractual, and legal expenses are direct costs when program specific.  
The cost will be billed according to the estimated hours spent for each program. 
Expense Head Start EHS CSBG CEAP VSN Other Total
Audit and Contractual 50% 0% 25% 25%* 0% 0% 100%

 
 
POSTAGE 
 
Postage expenses are recorded as a direct cost when program specific.  When 
postage is purchased, a direct usage report, generated by the postage log, will 
be used to allocate the cost.  
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INTERNET EXPENSE 
 
Internet access expenses are recorded as direct costs when program specific.  
Allocations are based on the total number of computers assigned in the 
applicable office and the salary allocation of each assignee.  (Exhibit 3) 
Expense Head Start EHS CSBG CEAP VSN Other Total
Internet 77% 0% 20% 3%* 0% 0% 100%

 
 
SUPPLIES 
 
Office supply expenses are recorded as direct costs when purchased for a 
specific program.  Allocated supply expenditures are recorded based on the total 
number of employees within each program applicable to the allocation.  (Exhibit 
2b) 
Expense Head Start EHS CSBG CEAP VSN Other Total
Supplies 64% 0% 21% 15%* 0% 0% 100%  
 
 
 
OTHER EXPENSES 
 
All other expenses are recorded as direct costs when program specific.  When 
expenses are general in nature, allocations will be made based on a method 
which is either: 
 

- delineated elsewhere in this document 
- in compliance with OMB Circulars 
- allowable, allocable, and reasonable 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
* CEAP Expenses are direct costs to Admin and Program Support where 
possible. Costs which cannot be distinguished will be charged at a default rate of 
20% Admin / 80% Program Support. 
 
** There is no data available at this time to determine this percentage  



 9

ADMIN COMPLEX Sq. Feet HS EHS CSBG CEAP VSN Other Total
BUILDING A
Conference Room 484.0 203.3 0.0 183.9 96.8 0.0 0.0 484.0
Used by: programs 42.0% 0.0% 38% 20% 0% 0% 100%
Conference Closet 154.0 89.3 0.0 64.7 0.0 0.0 0.0 154.0
Used by: programs 58.0% 0.0% 42% 0% 0% 0% 100%
IT Coordinator Office 374.0 239.4 0.0 97.2 37.4 0.0 0.0 374.0
Used by: Brian Chambers 64.00% 0.00% 26% 10% 0% 0% 100%
IT Coord Office Closet 75.0 48.0 0.0 19.5 7.5 0.0 0.0 75.0
Used by: Brian Chambers 64.00% 0.00% 26% 10% 0% 0% 100%
IT Coordinator Office 84.0 53.8 0.0 21.8 8.4 0.0 0.0 84.0
Used by: Kyonte Jackson 64.00% 0.00% 26% 10% 0% 0% 100%
Media Room 192.0 19.2 0.0 96.0 76.8 0.0 0.0 192.0
Common Area (copier) 10% 0% 50% 40% 0% 0% 100%
Reception Area 345.0 0.0 0.0 69.0 276.0 0.0 0.0 345.0
Used by: GSS (LO) 0% 0% 20% 80% 0% 0% 100%
Restroom 1 56.0 5.6 0.0 25.2 25.2 0.0 0.0 56.0
Used by: programs 10% 0% 45% 45% 0% 0% 100%
Restroom 2 30.0 3.0 0.0 13.5 13.5 0.0 0.0 30.0
Used by: programs 10% 0% 45% 45% 0% 0% 100%
Hallway 72.0 7.2 0.0 32.4 32.4 0.0 0.0 72.0
Used by: programs 10% 0% 45% 45% 0% 0% 100%
Office A 97.5 0.0 0.0 87.8 9.8 0.0 0.0 97.5
Used by: GSS (TBRA) 0% 0% 90% 10% 0% 0% 100%
Office B 165.0 0.0 0.0 29.7 135.3 0.0 0.0 165.0
Used by:  County Coordinator 0% 0% 18% 82% 0% 0% 100%
Office C 82.5 0.0 0.0 9.9 72.6 0.0 0.0 82.5
Used by: GSS (Payee Pgrm) 0% 0% 12% 88% 0% 0% 100%
Office D 143.0 95.8 0.0 47.2 0.0 0.0 0.0 143.0
Used by: Service Manager 67% 0% 33% 0% 0% 0% 100%
Office E 165.0 16.5 0.0 82.5 66.0 0.0 0.0 165.0
Used by: programs (mail) 10% 0% 50% 40% 0% 0% 100%

Total Square Feet 2519.0 781.0 0.0 880.3 857.7 0.0 0.0 2519.0

Allocation Percentages 31% 0% 35% 34% 0% 0% 100%

Exhibit 1
RENTAL SPACE, UTILITIES, BUILDING INSURANCE, PEST CONTROL, BUILDING 

MAINTENANCE, AND BUILDING REPAIRS
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HS EHS CSBG CEAP VSN Other
BUILDING B (VSN/HS) 480.0 235.2 0.0 244.8 0.0 0.0 0.0 480.0
Used by: programs 49% 0% 51% 0% 0% 0% 100%
BUILDING C (Pantry) 200.0 0.0 0.0 200.0 0.0 0.0 0.0 200.0
Used by: programs 0% 0% 100% 0% 0% 0% 100%
BUILDING D (ROC) 200.0 170.0 0.0 26.0 4.0 0.0 0.0 200.0
Used by: programs 85% 0% 13% 2% * 0% 0% 100%
BUILDING E 200.0 0.0 0.0 24.0 176.0 0.0 0.0 200.0
Used by: programs 0.0% 0.0% 12% 88% * 0% 0% 100%
BUILDING F (Offices) 448.0 0.0 0.0 156.8 291.2 0.0 0.0 448.0
Used by: Kisha, Julia 0% 0% 35% 65% * 0% 0% 100%

Combined Allocation of Above 26.80% 0.00% 42.20% 31.00% * 0% 0% 100.00%

COMMUNITY BUILDING HS EHS CSBG CEAP VSN Other 100%
Linden (301 E Houston) 0% 0% 50% 50% 0% 0% 9000.0

Sq Ft > 2000.0 0 0.0 1000.0 1000.0 0.0 0.0 100%
Allocation percentages > 0% 0% 50% 50% * 0% 0%

EAST TEXAS ENRICHMENT CENTER
Jefferson (510 E Bonham) 0% 0% 50% 50% 0% 0% 100%

Sq Ft > 9000.0 0 0 4500 4500 0 0 9000
Allocation percentages > 0% 0% 50% 50% * 0% 0% 100%

DEPOT
Texarkana (Broach St.) 90% 0% 10% 0% 0% 0% 100%

Sq Ft > 8000.0 7200 0.0 800.0 0.0 0.0 0.0 8000
Allocation percentages > 90% 0% 10% 0% 0% 0% 100%

HUGHES SPRINGS HS/EHS
903 E 1st Street 87.00% 13.00% 0.00% 0% 0% 0% 100%

Sq Ft > 6936.0 6034.32 901.68 0 0 0 0 6936
Allocation percentages > 87.00% 13.00% 0.00% 0.00% 0.00% 0.00% 100%

Exhibit 1 (continued)
RENTAL SPACE, UTILITIES, BUILDING INSURANCE, PEST CONTROL, BUILDING 

MAINTENANCE, AND BUILDING REPAIRS

Exhibit 1b 
RENTAL SPACE, UTILITIES, BUILDING INSURANCE, PEST CONTROL, BUILDING 

MAINTENANCE, AND BUILDING REPAIRS
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HS EHS CSBG CEAP VSN Other Total

Chief Financial Officer 78.5% 0.5% 9% 12% 0% 0% 100%
Assistant Finance Director 75.5% 0.5% 9% 15% 0% 0% 100%
AP Clerk 48.5% 0.5% 16% 35% 0% 0% 100%
Payroll Specialist Office 71.5% 0.5% 16% 12% * 0% 0% 100%

Sq Ft > 921.0 626.28 4.6 115.1 170.4 0.0 0.0 916.4
Allocation percentages > 68.0% 0.5% 12.5% 18.5% * 0% 0% 100%

KAUFMAN BASEMENT HS EHS CSBG CEAP VSN Other Total

Transportaion Coordinator 88% 0% 12% 0% 0% 0% 100%
Facilities Maintenance 99% ** 1% 0% 0% 0% 100%
General Support Staff WB 0% 0% 100% 0% 0% 0% 100%
General Support Staff CH 0% 0% 50% 50% 0% 0% 100%
General Support Staff DN 93% ** 7% 0% 0% 0% 100%

Sq Ft > 537.0 300.72 0.0 182.6 53.7 0.0 0.0 537.0
Allocation percentages > 56% 0% 34% 10% * 0% 0% 100%

KAUFMAN 2nd FLOOR HS EHS CSBG CEAP VSN Other Total

Executive Director Office 38.0% 0.0% 62% 0% 0% 0% 100%
Executive Director Closet 38.0% 0.0% 62% 0% 0% 0% 100%
Executive Assistant 52.0% 0.0% 48% 0% 0% 0% 100%
Executive Director Conf. Rm. 38.0% 0.0% 62% 0% 0% 0% 100%
Executive Deputy Dir Off 0.0% 0.0% 50% 50% * 0% 0% 100%
HR Director Office 87.5% 0.5% 12% 0% 0% 0% 100%
HR Director File Storage 87.5% 0.5% 12% 0% 0% 0% 100%
HR Training Room 87.5% 0.5% 12% 0% 0% 0% 100%

Sq Ft > 1645 888.3 0 658 102.8125 0% 0% 1649.1
Allocation percentages > 54.00% 0.00% 40.00% 6% * 0% 0% 100%

Kaufman Building - entire building allocation

HS EHS CSBG CEAP
2nd 54% 0.0% 40.0% 6% 100%
1st 68.0% 0.5% 12.5% 18.5% 100%

Basement 56% 0.0% 34% 10% 100%
178% 1% 87% 35%
59% 0% 29% 12% * 100%

KAUFMAN 1st FLOOR

Exhibit 1b 

RENTAL SPACE, UTILITIES, BUILDING INSURANCE, PEST CONTROL, BUILDING 

MAINTENANCE, AND BUILDING REPAIRS
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Grant Head Start EHS CSBG CEAP VSN Other Total
Number of Employees 101 0 10 7 0 118
Each employee is counted only once (county by default payroll program)
Percentages 86% 0% 8% 6% 0% 0% 100%

Grant Head Start EHS CSBG CEAP VSN Other Total
HSMB 12 0 0 0 0 0 12
304 E Houston 2 0 2.8 4.2 0 0 9
123 S Kaufman 7.3 0.1 3.4 1.2 0 0 12

19.4 2 7.5 6.1 0 0 35

Allocated employees may be counted for each program they are paid from
Percentages 61% 1% 21% 17% 0% 0% 100%

EXHIBIT 2a
ALL EMPLOYEES BY GRANT

EMPLOYEES USING PHONE/INTERNET BY GRANT
EXHIBIT 2b
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Position Head Start EHS CSBG CEAP VSN Other Total
Executive Director 38.0% 0.0% 62% 0% 0% 0% 100%
Deputy Executive Director 0.0% 0.0% 50% 50% 0% 0% 100%
Head Start Director 99.5% 0.5% 0% 0% 0% 0% 100%
Human Resources Director 87.5% 0.5% 12% 0% 0% 0% 100%
Chief Financial Officer 78.5% 0.5% 9% 12% 0% 0% 100%
Service Manager 67.0% 0.0% 33% 0% 0% 0% 100%
Executive Assistant 52.0% 0.0% 48% 0% 0% 0% 100%
HS Program Manager 99.5% 0.5% 0% 0% 0% 0% 100%
Assistant Finance Director 75.5% 0.5% 9% 15% 0% 0% 100%
AP Clerk 48.5% 0.5% 16% 35% 0% 0% 100%
Payroll / IT 71.5% 0.5% 16% 12% 0% 0% 100%
Facilities Maintenance 99.0% 0.0% 1% 0% 0% 0% 100%
HS Program Monitor 99.5% 0.5% 0% 0% 0% 0% 100%
Project Coordinator 99.5% 0.5% 0% 0% 0% 0% 100%
General Support Staff (LO, JR) 0.0% 0.0% 20% 80% 0% 0% 100%
General Support Staff 0.0% 0.0% 50% 50% 0% 0% 100%
Practice Based Coach 99.5% 0.5% 0% 0% 0% 0% 100%
Family Service Administrator 99.5% 0.5% 0% 0% 0% 0% 100%
Health Coordinator 99.5% 0.5% 0% 0% 0% 0% 100%
Content Area Assistant 99.5% 0.5% 0% 0% 0% 0% 100%
Head Start Nutrition Manager 99.5% 0.5% 0% 0% 0% 0% 100%
Disability/Mental Health Specialist 99.5% 0.5% 0% 0% 0% 0% 100%
Coding Specialist 0.0% 0.0% 0% 0% 0% 0% 0%
Curriculum Director 99.5% 0.5% 0% 0% 0% 0% 100%
Agency Transportation Coordinator 85.0% 0.0% 15% 0% 0% 0% 100%
Case Mgr Prgm Specific (VSN) 0.0% 0.0% 100% 0% 0% 0% 100%
Case Mgr Prgm Specific (Payee) 0.0% 0.0% 12% 88% 0% 0% 100%
Case Mgr Prgm Specific (TBRA) 0.0% 0.0% 90% 10% 0% 0% 100%
Director of Self-Sufficiency Programs 0.0% 0.0% 50% 50% 0% 0% 100%
Director of Energy Programs 0.0% 0.0% 6% 82% * 12% 0% 100%

1797% 8% 599% 402% 12% 0% 2900%

Total Percentage 62.0% 1.0% 21.5% 14.0% 0.0% 0.0% 99%

EXHIBIT 3
ADMINISTRATIVE STAFF COMPUTERS

 
 



Justification 
Head Start/Early Head Start  

1.22% COLA Increase 
Grantee 06CH011282/02 

Date Description  
3/23/2021 CSNT Head Start is requesting approval to submit a Supplemental Grant 

Application for Head Start COLA ($47,234) & Early Head Start COLA 
($2,788)  
 
1.22% COLA Funding = $50,022      
 

1.22% COLA Funding 
Increase staff salaries 1.22% and increase the base rate for the following Job Titles: 
CLASS Specialist $.25 per hour increase all levels 
Practice-Based Coach $.25 per hour increase all levels 
Content Area Assistant $1.50 per hour increase all levels 
Head Start Office Coordinator $2.00 per hour increase  
Project Coordinator $.50 per hour increase all levels 
Campus Director $.15 per hour increase all levels 
Lead Teacher (Working on Degree/Associates Degree) $.50 per hour increase  
Lead Teacher (Bachelor’s degree/Master’s Degree) $ .10 per hour increase 
Lead Teacher (Certified Bachelor’s degree/Master’s Degree) $.32 per hour increase 
Teaching Assistant $.25 per hour increase all levels 
Family Service Worker – average of $.50 per hour increase all levels (make the base pay 
to even dollar amounts or half-dollar amounts) 
Executive Director – Does not get COLA increases 
 

# of 
employees 
receiving 
1.22% COLA 

Estimated annual 
Increase to 
Personnel Budgets 

Estimated annual 
Increase to Fringe 
Budget 

Estimated Total Increase to 
Head Start Budget 

96 $38,017 $12,005 $50,002 
Additional Increases Above COLA -EHS Additional Duties 

Head Start Director - $.42 per hour           Curriculum Director - $.50 per hour 
Program Manager - $.35 per hour             Family Service Administrator - $.23 per hour  
Nutrition Manager - $.50 per hour 
Program Monitor - $.50 per hour 

 



  3/9/2021 
 

CSNT Head Start 2020-2021 Program Goals 
Progress Report  

Program Goal 1:  Strengthen comprehensive Health Services for Head Start Children and their families.  

Year Two Objective One Outcome:   81% of parents will obtain health requirements  

Fall Progress 66% Winter 
Progress 

75% Spring 
Progress 

 

Program Goal 1 Challenges:  Parents willingness to go to health providers due to COVID-19                                                     

 

Program Goal 2:  Provide Comprehensive School Readiness.  

Year Two Objective One Outcome: 63% of children will name upper and lowercase letters   

Fall Progress 27% Winter 
Progress 

53% Spring 
Progress 

 

Program Goal 2 Challenges:  Classroom changes due to COVID-19. 

  

 Program Goal 2:  Provide Comprehensive School Readiness. 

Year Two Objective Two Outcome:    78% of children will sequence count to 50   

Fall Progress 48% Winter 
Progress 

67% Spring 
Progress 

 

Program Goal 2 Challenges:  Classroom changes due to COVID-19. 

 

 Program Goal 2:  Provide Comprehensive School Readiness.  

Year Two Objective Three Outcome: .5  increase in CLASS Emotional Support (ES) and Classroom 
Organization (CO) and .2 increase in Instructional Support (IS)    

Fall Progress ES .16 Increase 
CO .20 Increase 
IS 1.41 Increase 

Winter 
Progress 

ES .43 Increase 
CO .40 Increase 
IS .59 Increase 

Spring 
Progress 

 

Program Goal 2 Challenges:  Classroom changes due to COVID-19. 

 

Program Goal 3:  Increase Parent Involvement in the Head Start Program.  

Year Two Objective One Outcome:  40% of parents will be involved in their child’s education  

Fall 
Progress 

49% Winter 
Progress 

48% Spring 
Progress 

 

Program Goal 3 Challenges:  Parents ability to participate in activities due to COVID-19                                                     
 



     Parent, Family, and Community Engagement Framework 
 School Readiness Goals 2020-2021 

1 
 

1. Goal: Parents will ensure that all children are healthy. 

Objective: 85% of all students will complete health requirements. -78.75 

% 

Action Steps: 

1. 85% compliance of all EPTSD physical requirements. 85% 

2. 90% Compliance on initial physicals. 81% 

3. 85% Compliance on all six month dentals. 73% 

4. 85% compliance on lead and hemoglobin. 76% 

 

2. Goal: Parents will increase family engagement skills. 

Objective: 80% of Parents will participate in Family Engagement Activities. -61% 

Action Steps: 

1. 40% Parent Meeting Attendance 13% 

2. 75% participation in Literacy Program/Walk Across Texas. – 100% 

3. 100% of parents needing a GED will receive information/resources to 

complete GED program. 100% 

4. 80% Ready Rosie Parent Participation-31% 

 

3. Goal: Parents will be prepared for transition into Kindergarten.    

Objective: 80% of parents will complete activities that will ensure their child is ready to 

transition to ISD campus. 65.5% 

Action Steps: 

1. 85% parent participation in Home Visits and Parent Teacher Conferences.-

100% 

2. 80% completion of home activities. 31% 

3. 40% participation at the end of the year transition parent meeting. –NA 

 

 

 

 

 

12/2/2020 



 CSNT Head Start  

School Readiness Performance Data Report 

 2020-2021  

Percentages are based on actual data from Frog Street/Circle Assessment. 

 

 

 

Target Score
Student Progress

Wave 1
Student Progress

Wave 2
Student Progress

Wave 3

3 year olds 70% 34% 56%

Cognition: Mathematics Development
Goal: Children will learn and begin to use math 

concepts.

 

Target Score
Student Progress

Wave 1

Student Progress

Wave 2

Student Progress

Wave 3

3&4 year olds 90% 59% 71%

Approaches to Learning
Goal: Children will demonstrate a positive 

approach to learning.



 CSNT Head Start  

School Readiness Performance Data Report 

 2020-2021  

Percentages are based on actual data from Frog Street/Circle Assessment. 

Target Score
Student Progress

Wave 1
Student Progress

Wave 2
Student Progress

Wave 3

4 year olds 75% 56% 77%

Cognition: Mathematics Development
Goal: Children will learn and begin to use math 

concepts. 

 

Target Score (CA)
Student Progress Wave

1
Student Progress Wave

2
Student Progress Wave

3

3 year olds 45% 17% 33%

Language and Literacy
Goal: Children will develop strong receptive and 

expressive language skills.
Children will learn and demonstrate alphabet 

knowledge. …

 

  



 CSNT Head Start  

School Readiness Performance Data Report 

 2020-2021  

Percentages are based on actual data from Frog Street/Circle Assessment. 

 

Target Score (CA)
Student Progress

Wave 1
Student Progress

Wave 2
Student Progress

Wave 3

4 year olds 60% 33% 72%

Language and Literacy
Goal: Children will develop strong receptive 

and expressive language skills.
Children will learn and demonstrate alphabet 

knowledge. 

 

Target Score
Student Progress

Wave 1
Student Progress

Wave 2
Student Progress

Wave 3

3 year olds 100% 54% 77%

Perceptual, Motor, and Physical Development
Goal: Children will demonstrate control of 

large and small muscles for movement, 
coordination and balance.

 



 CSNT Head Start  

School Readiness Performance Data Report 

 2020-2021  

Percentages are based on actual data from Frog Street/Circle Assessment. 

Target Score
Student Progress

Wave 1
Student Progress

Wave 2
Student Progress

Wave 3

4 year olds 100% 73% 88%

Perceptual, Motor, and Physical Development
Goal: Children will control of large and small 

muscles for movement, coordination and 
balance.

 

 

Target Score
Student Progress

Wave 1
Student Progress

Wave 2
Student Progress

Wave 3

3 year olds 90% 49% 70%

Social and Emotional Development
Goal: Children will demonstarte an increasing 

ability to manage their own emotions and 
behaviors.

 



 CSNT Head Start  

School Readiness Performance Data Report 

 2020-2021  

Percentages are based on actual data from Frog Street/Circle Assessment. 

Target Score
Student Progress

Wave 1
Student Progress

Wave 2
Student Progress

Wave 3

4 year olds 90% 49% 81%

Social and Emotional Development
Goal: Children will demonstrate an increasing 

ability to manage their own emotions and 
behaviors.

  

 

Target Score
Student Progress

Wave 1
Student Progress

Wave 2
Student Progress

Wave 3

3 & 4 year olds 80% 30% 31%

Parent Goal
Goal: Families will work with child/children to 

complete weekly Home Activities. 

 



Winter CLASS 2020-2021 

       

 

 

 
   

 

 

 

 

 

2 out of 24 Teachers were new to CLASS during the Winter 2020-2021 School Year 

         Emotional Support Quality Thresholds   Classroom Organization Quality Thresholds    Instructional Support Quality Thresholds 

  

 

 

   
ES CO IS 

1/1/20-1/31/2020 5.30 4.88 2.52 

   ES CO IS  
 

        

1/1/2021-1/29/2021 5.73 5.28 3.11  
 

2020 National OHS CLASS Average Domain Scores 

Domain Lowest 10% Median (50%) Highest 10% 

Emotional 
Support 

5.6750 6.05 6.32 

Classroom 
Organization 

5.3175 5.80 6.17 

Instructional 
Support 

2.3889 2.94 3.52 

Winter 2020—5.30 

Winter 2021—5.73 

 

Winter 2020-4.88 

Winter 2021-5.28 

Winter 2020-2.52 

Winter 2021-3.11 

2019 Lowest 10% Nationally  …………………..  

Re-Competition Level  -------------------------------- 

2019 National Average __________________ 

 

 

2020 2021 



Justification 
Detailed Monitoring Summary of Results 

Grantee 06CH011282/02 
Date Description  
2/8/2021 CSNT Head Start has completed the 2021 Detailed Monitoring.   

The results are: 
Area Concerns 

 Program Governance None 

 ERSEA 1 (10% Disability 6.70%) 

 Program Structure None 

 Early Childhood/CLASS 1 CLASS Scores (Some below 6 or 7) 
1 Not enough Child-Initiated Activities 
1 Not Counting Heads as Required 
   

 Additional Services None 

 Family & Community 
Engagement/Transition 

None 

 Health Program Services 1 Follow-ups Not Being Tracked 
1 Missing Plug Covers in ISDs 

 Human Resources 
Management 

None 

 Program Management & 
QI 

None 

 Financial Requirements  None 

 Administrative 
Requirements 

None 
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