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Title Employee or Volunteer?

Regulatory Policy Advocate Employee
Senior Vice President for Policy & Research Employee

Web Designer Both
Volunteer Coordinator Both
Child Care Supervisor Volunteer

Database Manager Both
Family Development Counselor Employee
Strategic Partnerships Officer Volunteer

Development and Marketing Manager Both
Executive Director Both
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EightCAP, Inc. Head Start 0-5 Program 
INKIND PROCEDURE  

Head Start 
EightCAP, Inc. must show that the community supports it’s early childhood program through 
donations of cash, space, services, materials, or volunteer time.  These donations are called non-
federal share or inkind.  For every $1.00 we receive in grant funds we must show the community 
has given us $.25. This match can be computed in the following way: 
 
1. A volunteer for the program may include: 

a. Head Start parents, relatives, or friends 
b. college students 
c. community representatives 
d. service providers 
e.   special speakers for monthly socializations or parent meetings 

2. Volunteer services may include: 
a. volunteering in the classroom, attending field trips and parent activities 
b. presentations, donations from businesses and agencies 
c. professional services, such as speech therapy, medical and dental services 

including office visits and tours 
d. space for parent activities. 

 
Classroom volunteers must sign a Center Volunteer Sign In sheet.  They must indicate the date, 
name of the enrolled child, and the number of hours which they are volunteering.  Staff will give 
each self-transporting parent a center volunteer sign in sheet to be filled out daily and turned in 
by the end of the month.  These forms are forwarded to the Family Support Coordinator (FSC) at 
the end of each month.  Volunteer hours will be totaled by the FSC and forwarded to the Family 
Support Supervisor (FSS) for final approval. 
 
If the volunteer is a professional, an Inkind Contribution Receipt Voucher must be completed.  
The volunteer must complete the Personal Service section, indicating their current rate per hour. 
 If the service included goods, such as printed materials or merchandise they must also complete 
the Goods section.  It is then forwarded to the FSS or Ed. Coordinator for approval.   
 
All other goods and services donated must be documented on an Inkind Contribution Receipt 
Voucher form stating the type and dollar amount of the donation.  Rate of pay for time donated 
for all other volunteers will remain consistent with the current center assistant wage. 
 
If the volunteer is providing services to children in the center, such as speech, physical or 
occupational therapy, ect., the Special Education Services form must be completed.   See Special 
Education Services for further details. 
 
After all inkind has been totaled and approved, it will be forwarded to the Health Assistant, then 
forwarded to the Accounting Department. 
 
HEAD START HEALTH INKIND  
Health In-Kind forms must be completed by parents for all medical, dental and immunization 
appointments they make to complete Head Start requirements.  
 

 The teaching staff will have parents complete a health in kind form at their 1st (first) 
home visit with a family and will forward to the health staff at central office at the end of 



the month.  The health staff approves the Health In-Kind form and forwards to the 
accounting department. 

 
EARLY HEAD START HEALTH INKIND 
Health In-Kind is collected continuously throughout the program year.  Parent/Guardians 
complete the In-kind form on a monthly basis by putting a check mark ( ) in the appropriate 
column with each check mark mark indicating 15 minutes worth of time dedicated to that 
specific area.  In-kind is collected at the end of the month by Home Visitors and tallied by the 
EHS Program Assistant, then sent on to bookkeeping.    
 
Early Head Start 
In-Kind 
 
In-Kind Sheet for Home Visits 

 A new sheet is used each month. 
 All information must be completed, including the full name, date, amount of time and 

activity. 
 All adults participating in the home visit should sign the in-kind form 
 White out should not be used. In the event of a mistake, staff should cross it out (not 

scribble) and start on the next line. 
 An adult’s total time can only be counted once. It there are two or more children, the time 

must be divided accordingly. 
 
Time Sheet for Voluntary Playgroup Attendance 

 Staff will enter yes or no if the child was transported by EHS. 
 The amount of time each adult attended must be marked. 
 Each parent signs in his/her own name and child(ren)’s names. 

 
Daily Interaction Form 

 Staff should review this form with each parent on a weekly basis. 
 The form must indicate the correct month and the number of children in the family.  
 The parent and the Home Visitor both sign the bottom of the form. 

 
In-Kind Contribution Receipt Voucher 

 The address of the donor should always be included on the form. 
 The donor must assign the value of the contribution. 
 The donor and the employee both sign at the bottom of the form. 
 The type of contribution must be specified: 

o Personal service 
o Goods 
o Service other than personal 

 
 
** All In-Kind needs to be the original signed sheet – NO COPIES!  
 
Revised 9-23-08 
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