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HOUSEKEEPING ITEMS

§ All participants are in listen - only mode
§ Closed Captioning is optional 
§ Participate in discussion via chat 
§ Submit all questions via Q&A 

Participate in discussion with 
the presenters here.

Ask your questions here.

Closed Captions can be turned 
on or off here.
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Heather Wanderski 
Director, Program Operations Division, Office of Head Start  
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Program Operations Manager, Program Operations Division,  
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AGENDA

§

§

Welcome 

§

Change in Scope Request Overview 

Change in Scope Application Checklist 

§ Change in Scope Budget Tool 

§

§

Additional Resources 

Questions & Answers 
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reduce funded enrollment or convert Head Start Preschool slots to Early Head Start slots A request to is 
change in scope request considered a 

Authorities 
q Section 640(g)(3) allows programs to propose a reduction to funded enrollment to maintain quality of  

program services 
q Section 645(a)(5) permits programs to convert Head Start Preschool slots to Early Head Start slots to 

better meet community need 
Recipients may submit a change in scope request through the Head Start Enterprise System (HSES) 
time
q

at any 

Recipients may request to reduce funded enrollment or convert Head Start Preschool slots to Early Head 
Start slots or both as part of the same request. 

q Requests are submitted to the Regional Office for approval and must be submitted a minimum of 90 
days prior to the planned implementation date however, requests on average take at least 120 days for 
processing.

Change in Scope Request Overview

https://eclkc.ohs.acf.hhs.gov/policy/sec-640-allotment-funds-limitations-assistance
https://eclkc.ohs.acf.hhs.gov/policy/head-start-act/sec-645-participation-head-start-programs
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Change in Scope Request Overview

Information Memorandum:
Enrollment Reductions and Conversion of Head 
Start Slots to Early Head Start Slots

Appendix:
Enrollment Reduction and Conversion Considerations

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhendall.cmail20.com%2Ft%2Fj-l-eiktkuy-iyjjtijrii-k%2F&data=05%7C01%7CAitana.Mendiguren%40acf.hhs.gov%7C9f56ee541a3141f6572d08db4cb4bba4%7Cd58addea50534a808499ba4d944910df%7C0%7C0%7C638188111365847774%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=azNDo98W6ImGsKwczDZETgCkBk8RETIoYhJ6%2FBV09ZI%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhendall.cmail20.com%2Ft%2Fj-l-eiktkuy-iyjjtijrii-k%2F&data=05%7C01%7CAitana.Mendiguren%40acf.hhs.gov%7C9f56ee541a3141f6572d08db4cb4bba4%7Cd58addea50534a808499ba4d944910df%7C0%7C0%7C638188111365847774%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=azNDo98W6ImGsKwczDZETgCkBk8RETIoYhJ6%2FBV09ZI%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhendall.cmail20.com%2Ft%2Fj-l-eiktkuy-iyjjtijrii-u%2F&data=05%7C01%7CAitana.Mendiguren%40acf.hhs.gov%7C9f56ee541a3141f6572d08db4cb4bba4%7Cd58addea50534a808499ba4d944910df%7C0%7C0%7C638188111365847774%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=gX2mYsyUS5tqUJJM1ZAKxOqwIX7jwqx71dutb2nVFXg%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhendall.cmail20.com%2Ft%2Fj-l-eiktkuy-iyjjtijrii-u%2F&data=05%7C01%7CAitana.Mendiguren%40acf.hhs.gov%7C9f56ee541a3141f6572d08db4cb4bba4%7Cd58addea50534a808499ba4d944910df%7C0%7C0%7C638188111365847774%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=gX2mYsyUS5tqUJJM1ZAKxOqwIX7jwqx71dutb2nVFXg%3D&reserved=0
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Tool 1: Change in Scope Application Checklist
Part 1: Required Documents to Include in the Request 
Part 2: Required Elements to Include in Request
Part 3: Budget Considerations and Requirements
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Pa r t  1 :  Re q u i re d  D o c u m e n t s  to  I n c l u d e  i n  t h e  Re q u e s t  
PAGE 2 OF CHECKLIST

Part 1 outlines the documents that must be included in the application, and key considerations for each.
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Pa r t  1 :  Re q u i re d  D o c u m e n t s  to  I n c l u d e  i n  t h e  Re q u e s t  
PAGE 2 OF CHECKLIST
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Pa r t  2 :  Re q u i re d  E l e m e n t s  to  I n c l u d e  i n  t h e  Re q u e s t  
PAGES 3-5 OF CHECKLIST

Part 2 lists the elements that must be thoroughly addressed throughout the change in scope request.  

Element 1 

Overall 
Justification
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Pa r t  2 :  Re q u i re d  E l e m e n t s  to  I n c l u d e  i n  t h e  Re q u e s t  
PAGES 3-5 OF CHECKLIST

Element 2 

Community 
Assessment
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Pa r t  2 :  Re q u i re d  E l e m e n t s  to  I n c l u d e  i n  t h e  Re q u e s t  
PAGES 3-5 OF CHECKLIST

Element 4 

Self-
Assessment

Element 5 

Wage 
Comparability
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Pa r t  2 :  Re q u i re d  E l e m e n t s  to  I n c l u d e  i n  t h e  Re q u e s t  
PAGES 3-5 OF CHECKLIST

Element 6 

Service 
Delivery 

Model 
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Pa r t  2 :  Re q u i re d  E l e m e n t s  to  I n c l u d e  i n  t h e  Re q u e s t  
PAGES 3-5 OF CHECKLIST

Element 7 

Administrative 
and Supervisory 

Structure
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Pa r t  2 :  Re q u i re d  E l e m e n t s  to  I n c l u d e  i n  t h e  Re q u e s t  
PAGES 3-5 OF CHECKLIST

Element 8 

Staffing and 
Training

Element 9 

Implementation 
Timeline
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Pa r t  2 :  Re q u i re d  E l e m e n t s  to  I n c l u d e  i n  t h e  Re q u e s t  
PAGES 3-5 OF CHECKLIST

Additional Elements for 
Conversion Requests
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Pa r t  3 :  B u d g e t  C o n s i d e ra t i o n s  a n d  Re q u i re m e n t s
PAGE 6 OF CHECKLIST

Part 3 outlines elements that should be included in the budget and budget narrative.
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Tool 2: Budget Tool
Tab 1: Budget Summary 
Tab 2: Head Start Preschool Budget Changes 
Tab 3: Early Head Start Budget Changes 
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Change in Scope Budget Tool 
Tab 1: Budget Summary

Key Highlights 

1. Only fill out the 
cells highlighted in 
gray 

2. The remaining 
data will populate 
from tabs 2 and 3



юэ

Change in Scope Budget Tool 
Tabs 2 and 3: Head Start Preschool and Early Head Start Budget Changes 

Key Highlight 

Complete the 
applicable Head 
Start Preschool 
and/or Early 
Head Start Budget 
Change tabs in the 
Budget Tool, 
which mirror the 
headings and 
columns in HSES
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Change in Scope Budget Tool 
Scenario

q

•
•

Enrollment Reduction and Conversion Request 
Reduce 43 Head Start Preschool slots in 3 classrooms at Center 1 
Convert 107 Head Start Preschool slots in 7 classrooms to 24 Early Head 
Start slots in 3 classrooms at Center 2

Purpose
1. Improve staff salaries/fringe benefits to attract and retain 

qualified staff
2. Respond to community need
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Enrollment Reductions & Conversions: 

§ 09 Enrollment Reductions and Conversion of Head Start Slots to Early Head Start Slots

§

ACF-IM-HS-22-

Enrollment Reduction and Conversion Considerations

Workforce & Recruitment:

§ 06 Strategies to Stabilize the Head Start Workforce

§

ACF-IM-HS-22-

§

Promoting Staff Well-being

Creating a Staff Wellness Action Plan

RESOURCES

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhendall.cmail20.com%2Ft%2Fj-l-eiktkuy-iyjjtijrii-k%2F&data=05%7C01%7CAitana.Mendiguren%40acf.hhs.gov%7C9f56ee541a3141f6572d08db4cb4bba4%7Cd58addea50534a808499ba4d944910df%7C0%7C0%7C638188111365847774%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=azNDo98W6ImGsKwczDZETgCkBk8RETIoYhJ6%2FBV09ZI%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhendall.cmail20.com%2Ft%2Fj-l-eiktkuy-iyjjtijrii-u%2F&data=05%7C01%7CAitana.Mendiguren%40acf.hhs.gov%7C9f56ee541a3141f6572d08db4cb4bba4%7Cd58addea50534a808499ba4d944910df%7C0%7C0%7C638188111365847774%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=gX2mYsyUS5tqUJJM1ZAKxOqwIX7jwqx71dutb2nVFXg%3D&reserved=0
https://eclkc.ohs.acf.hhs.gov/policy/im/acf-im-hs-22-06
https://eclkc.ohs.acf.hhs.gov/mental-health/article/promoting-staff-well-being
https://headstart.gov/publication/creating-staff-wellness-action-plan-swap


юё

Questions? 

Thank you for joining!
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