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Policy Council Representatives and/or Parents

Assisting with Interviewing or Self Assessments
Policy: HS Standard 1301.4 (3) Parent Committee:
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.   
Procedure:

· Supervisor submits interview day/times to Program Support.
· Program Support or supervisory staff may contact a Policy Council Representative to participate in the interview.
· Program Support will send an interview packet to the selected candidates and will send a schedule of the interview day to the Site Supervisor or Manager.  
· Policy Council stipend for interviewing: In-Person or Remote
· Full day interviewing stipend (more than 4 hours, but no longer than 8 hours).  = $45.00 stipend plus round trip mileage.   The Policy Council Representative is allowed $9.00 for lunch, can choose to bring a bag lunch, eat in the classroom with the children or the Supervisor can use the $9.00 to purchase food for the day. 
· Half day interviewing stipend (4 hours or less). = $22.50 plus mileage, but no lunch will be provided.
· Policy Council Representatives mileage is determined by the IRS, they receive a different amount than Agency employees.  Check with Program Support for the current amount.  
· If the Policy Council Representative is joining remotely, mileage and lunch will not be reimbursed. 

· On the day of the interview follow the Hiring Staff Procedure guidance.

· On the day of the interview, prior to interviewing the first candidate, the Supervisor or Manager will review the interview process and 25 Off-limits Interview Questions with the Policy Council Representative.

· On the day of the interview, prior to interviewing the first candidate, members of the interview selection team will review, sign and date the Interview Selection Team Confidentiality Policy.
· On the day of the interview, the supervisor or manager will bring a Check Request form for the Policy Council Representative to complete. The supervisor or manager may assist in completing the check request form for Policy Council Representatives.  The Policy Council Representative must complete a W-9 with social security number and signature, if not already completed upon election.  The Supervisor will submit the Check Request and the completed W-9 to the Business Office for reimbursement. 
· The supervisor or manager will approve the request. 

· If the Policy Council Representative purchased his/her own lunch, attach the receipt to the back of the Check Request.

· If the Supervisor, Manager, or any other employee paid for the Policy Council Representative’s lunch, they will attach the receipt to their own personal Expense Report for reimbursement.

Reference: HS Standards 1301.4 (3) Parent Committee
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