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Welcome Letter

Welcome to Community Action of Allegan County Early Education Services. We are
excited to have your child in our program this year and look forward to getting to know your
family. Our goalis to provide high-quality early childhood education in both our center-
based classes and home-based programs.

Head Start and Early Head Start are model early childhood programs for children and
families. Established in 1964, and funded by grants, the Head Start model is a blueprint for
early childhood education. The program uses a curriculum and assessment tool approved
by the State of Michigan, which can be adapted to the individual needs of every child in our
program.

Your active participation is critical to the success of your child, ensuring they are ready for
next steps and eventually moving into kindergarten. There are many exciting opportunities
for you to become active in your child’s early childhood experience such as:

. Working with us on the Policy Council and/or the Health Services Advisory
Committee

. Volunteering in the classroom

. Participating in special family events

. Attending family engagement events

. Completing homework with your child

. And many more!

We look forward to working with you and your children.

Sincerely,

e

Sarah See
Director of Early Education Services
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PHILOSOPHY

What js Head Start?
A Federal program that provides comprehensive early childhood education, health,
nutrition, and parent engagement services to children and families.

CAAC Head Start’s Mission:
e To create respectful and caring partnerships with families and the community

e To supply high-quality child development programming
e To provide family support services that encourage self-reliance.

What is Community Action of Allegan County (CAAC)?

Community Action of Allegan County is a local nonprofit agency designed to carry out the
Community Action Program, founded by the 1964 Economic Opportunity Act, to fight
poverty. Community Action Agencies help people to help themselves in achieving self-
reliance.

CAAC Priorities:

e To develop partnerships with parents and the community to supply comprehensive
programs and services

e Toenhance children’s physical and emotional well-being and establish an
environment to develop strong cognitive skills.

e To support a quality learning environment that engages the whole child

e Torecruit, develop and retain highly-qualified and engaged staff members

Community Action of Allegan County

Helping Prople. Changing Lives.

community i.- '
Actmn. i

ALLEG AN COUNTTY
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PROGRAM OVERVIEW

The Early Education program, which includes Head Start (HS) and Early Head Start (EHS),
is designed to meet each child’s individual needs. Our goal is to develop the whole child by
providing a variety of learning experiences to foster intellectual, social, and emotional
growth. Research on preschool programs shows that children provided with a preschool
experience show significant positive developmental differences when compared to
children who do not attend a preschool program. In addition, Head Start families receive
support, encouragement, guidance and assistance from their Family Engagement
Specialist.

Head Start classrooms are supervised by a Teacher and an Assistant Teacher involved in
on-going training in child development and early childhood education. Infant and Toddler
classrooms are under the supervision of two Lead Teachers who undergo intense training
on the latest and best practices for infant and toddler development. We want to involve
parents in every part of our educational process, and parents are welcome to visit the
classroom at any time with a completed and approved volunteer packet.

All Early Education centers are licensed by the State of Michigan Bureau of Children and
Adult Licensing.

Your child’s progress will be assessed throughout the school year using Teaching
Strategies GOLD. Results from these assessments are shared with you three times
throughout the year and are used to plan educational experiences based on your child’s
strengths, needs, and interests.

NONDISCRIMINATION

CAAC Early Education Programs do not discriminate on the basis of race, color, national
origin, sex (including sexual orientation or transgender identity), disability, age (except as
restricted by State of Michigan licensing and/or as a factor necessary to the normal
operation of the program), religion, military status, ancestry, or any other statutorily
protected category (collectively, "Protected Classes") in its educational programs or
activities.

CAAC Early Education programs shall not discriminate in its policies and practices and
does not tolerate harassment of any kind. Equal treatment and service shall be available to
each child. CAAC program staff are prohibited from discriminating based on race, color,
national origin, sex, disability or age (except for State approved requirements for a pre-
school program). Educational programs shall be designed to meet the varying needs of all
students.
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ADMISSION AND REGISTRATION REQUIREMENTS

Admission and Eligibility

CAAC Early Education includes a prenatal program and programs for children 0-5 years
old. Families must meet program age and income requirements and live in our service area
(Allegan County or an Allegan Area Educational Service Agency district), or request service
in our county.

Program eligibility is based on age and income. Families must be:

at or below 100% FPL (Federal Poverty Level) or

currently receiving public assistance (including SNAP, TANF or SSI) or
the child is in foster care or

experiencing homelessness.

o However, federal guidelines allow the program to enroll some students who are
over-income. Once efforts to enrollincome eligible families have been exhausted,
Head Start programs may fill 35% of the total slots with families between 101-130%
FPL. An additional 10% of available slots may be filled with over-income students,
at any income level.

Enrollment priority for all students is based on factors determined at the application
interview.
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Fees

No fees are charged for Early Head Start or Head Start programs.

Enrollment Options

1. The CAAC Early Education Center-Based model provides classroom experiences for
children ages 0-5. The following are some of the unique qualities the center setting
offers.

Class capacity of 16 children

Operates 4 days a week for 3.5 or 7.5 hours per day

At least 2 classroom staff per classroom

Two Teacher Home Visits

Two Parent/Teacher Conferences

Three child assessment reports per year

Additional family support through referrals and resources.

2. The CAAC Home Base model provides in-home learning experiences for children
ages 0-5. The following are some of the unique qualities of the home base setting:

Use of Parents As Teachers curriculum

Individualized visits for 90 minutes each week focusing on the child’s school
readiness and positive parent/child interactions.

Playgroup opportunities monthly for caregivers and children

Three child assessment reports per year

Additional family support through referrals and resources.

All program models include individualization for each child, school readiness goals set by
the parent and teacher/home base educator, health and educational screenings, and
mental health and support services as needed.
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HOW TO ENROLL

Allegan County Early Childhood Programming uses HelpMeGrowAllegan.org for childcare
and preschool placement. For anyone interested in enrolling with the Head Start or Early
Head Start program, start on the HelpMeGrowAllegan “Get Connected” page. Select the
option appropriate for you and complete the interest form. Once the form is completed
and submitted, someone from the appropriate agency and/or program will be in contact to
connect you with their Early Childhood enrollment staff.

You can find more information about enrolling in Early Education and about our agency
services on our website communityactionallegan.org and our Facebook page, Community
Action Allegan.

Attendance
Research shows that regular attendance may be one of the biggest influencing factors on
school success.

Regular attendance (arriving on time and attending each day) is encouraged and expected
for all children. It is the family’s responsibility to contact their child’s teacher or Family
Engagement Specialist prior to the start of school or before
the scheduled home visit if their child will be absent or they
need to cancel the visit.

Our staff is committed to having all children in school all day
every day. Teachers, Family Engagement Specialists and
Home Based Educators will use many strategies to encourage
attendance and to follow up with families when attendance
becomes irregular.

e After the start of the day, if your child is not at school
and the family hasn’t contacted us, a staff member will
contact the family to follow up.

e |[f attendance becomes irregular, including consistent
tardiness and late pick-up, our Early Education staff
will work with the family to identify any challenges or
barriers, and develop a plan to help your child reach
their attendance goals.

=« |fyour child is absent for 3 consecutive days and our
staff do not hear from you, your Family Engagement
Specialist will stop out at your house for a family
wellness check.
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Withdrawal/Exit

Families may choose to withdraw from the program at any time with no penalty. Please try
to inform your child’s teacher in advance of the last day. This helps us to ensure a smooth
transition for your child and to gather any items and work that should be sent home.

Once a child has exited from the program, their place may be given to a child from the
waiting list. Any family exited more than 30 days who wishes to return must complete a
new application. They will be enrolled or added to the waitlist, whichever is applicable. If a
family moves within our service area or wishes to transfer to another center, they may do
so if an opening is available. If there is no current opening, they will be placed on the
waitlist for that center.

CENTER AND HOME-BASED STAFF

Staff Roles and Responsibilities:

CAAC HS and EHS Teaching Staff hold a variety of credentials in the field of Early
Childhood. While we have various titles and some differences in responsibilities, when it
comes to working with the children, all team members are Teachers! The children will likely
not know the difference in roles, and we hope that you cannot see those differences either
when it comes to sharing your hopes, dreams and concerns with the teaching team.

Lead Teacher
Responsible for planning, supervising and implementing the classroom program.

Teacher Assistant
Responsible for assisting in planning, supervising and implementing the classroom program.

Center Assistant:

Responsible for assisting in supervising children and providing support for teaching staff.
May also assist with Bus transportation for HS.
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Family Engagement Specialist (FES)
Responsible for providing resources and referrals to families, tracking attendance,
assisting with family goals and planning family engagement events.

Home Based Educator (HBE)
Responsible for planning and implementing Home Base curriculum with child and
parent/guardian. Provides resources and referrals and assists with family goals.

Criminal History and Background Checks:
Prior to employment, all staff complete a criminal history statement, consent for
fingerprinting and provide a minimum of 3 references. References are contacted by
Human Resources Personnel and background checks are run for these agencies:

e Department of Health and Human Services

e Michigan Department of State Police

e Michigan Sex Offender Registry

¢ National Sex Offender Registry

e FBI Fingerprint Check System

Health Requirements:

All staff working with children must have the following on file:
e Negative TB Test
e Current CPR certification
e Current First Aid certification

TRANSPORTATION/DROP OFF AND PICK UP

Self-Transport
e Children may not arrive more than 5 minutes before class time.

e For safety reasons, please bring your child to the classroom and sign your child in
and out daily on the attendance log.

e Due todistrict requirements, parents who arrive after the start of school may be
asked to wait to drop off their child until after morning circle time, since a staff
escort will not be available.

e Parents picking up their children from the center must arrive by dismissal time.

IMPORTANT - Your child may not legally be released to anyone, for any reason, without
prior written consent. The names of people authorized to pick up your child may be added
to the Child Information Card at any time. However, this must be done in person and
cannot be done over the phone. Teachers will ask to see a picture ID, especially for the
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first couple weeks of school for anyone to pick up a child. Only the people listed on the
Child Information Card will be permitted to pick up a child. The person picking up the child
from school will be required to sign them out of the center.

Parents will be contacted when a child is not picked up within 5 minutes of dismissal. If,
and when, after all attempts to reach parents have been exhausted and staff have waited
at least 10 minutes, staff will begin calling the child's designated emergency contacts. If
contact with parents and emergency contacts have been exhausted and no pickup can be
arranged, staff are required to contact local Public Safety Officers.

A parent with sole custody must supply legal documentation of custody arrangements
before requesting the exclusion of the non-custodial parent.

Bussing
The bussing schedule is under the authorization

of the Transportation Supervisor, and is designed
cooperatively with the Bus Drivers.

Transportation, when possible, will be provided
to those who need it. Transportation is not
guaranteed. Michigan State Laws are very
specific as to the length of time pre-school aged
children may be on the bus (60 consecutive , ,
minutes), and the distance between stops. Therefore, some outlying communities may not
have transportation, or pick-up points may be determined.

Our policy also requires a parent or authorized person age 12 or over to accompany their
child to the bus and help the child up the steps. A parent/authorized person must meet the
bus when the child returns home and help them off the bus.

If no one is home to meet the bus, we will attempt to contact you, then the people on the
emergency contact list. If we are unable to reach anyone, we are required to contact local
Public Safety Officers.

Bus Rules
e Stayinyour seat e No touching other children
e Have a quietvoice e Follow Bus Driver/Aide directions

If your child will be riding a bus, please discuss these safety rules with them and talk about
why they are important.
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SAFETY AND EMERGENCY PLANNING

Head Start Centers in public schools follow the local district’s emergency plans.
Early Head Start Centers follow individualized written building procedures.

Emergency Closures

The program will close if a state of emergency exists or if conditions prevent us from
providing childcare in a safe and orderly environment. We will follow all building
emergency procedures and contact families using phone numbers from their child
information records. We have procedures posted to reunite families with their children if
we must evacuate or close due to an incident, emergency or severe weather. Using our
mobile messaging system, a staff member will notify parents of the evacuation and the
location and time when they can pick up their child.

Weather Related Closure and Delays

HS and EHS Centers will be closed if your local school district is closed. If there is a 2-Hour
delay, Half-day AM Sessions will not have school. Home visits will be canceled if your local
school districtis closed. Your local TV and radio stations will report these closings and
delays. You will need to know what school district you live in and what district your center
isin.

HEAD START/EARLY HEAD START SCHOOL DISTRICT

- Allegan (North Ward) and Tech Center Allegan Public Schools

- Fennville Elementary Fennville Public Schools

- Sycamore Elementary, Dorr Hopkins Public Schools

- Brandon Elementary, Martin Martin Public Schools

- Otsego EHS Center Otsego Public Schools

- Plainwell EHS Center, Starr Elementary Plainwell Public Schools

- Pullman Elementary Bloomingdale Public Schools
- Steeby Elementary, Wayland Wayland Public Schools
Emergency Drills

HS and EHS staff and children practice emergency procedures for safe evacuation and/or
sheltering children in place. Emergency procedures for HS and EHS are posted in every
classroom. Other necessary drills will take place throughout the year. Fire drills will be
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performed quarterly and everyone, including parents or visitors in the building, must
evacuate using the posted emergency routes. Tornado drills will be performed at least
twice per/year during tornado season.

Crisis Management Plan

Each district has their own crisis management plan in the unlikely event that evacuation is
needed. This could be caused by gas leaks, chemical spills or another type of potentially
threatening situation. Detailed plans are keptin the classrooms regarding where the
children will go. If a school/classroom needs to evacuate the children, our staff’s priority is
the safety of your children. If an evacuation is necessary, children will be taken by the
classroom staff along with the Child Information Cards to an appropriate evacuation area
designated by the school district. Teachers will have their phones with them to be in
contact with families during this crisis. Children and staff will stay at the designated
evacuation area until the students are released by the principal or law enforcement.

Medical Emergencies

In the event of a medical emergency or serious accident, the parent/guardian will be
contacted. If we are unable to make contact and emergency treatmentis required, 911 will
be called and the child will be taken to the hospital specified on your Child Information
Card if needed. Your authorization for the classroom to take emergency medical
measures deemed necessary is part of this agreement.

SCHOOL INFORMATION

School Calendar

HS classrooms follow local district calendars for most holidays and school closures,
however the calendars are not identical. HS and EHS each have specific calendars which
are provided at enrollment and are available anytime from the FES or your child’s teacher.

In general, HS and EHS classrooms run Monday through Thursday, with some classes
being full day and some being half-day, and EHS having monthly Friday classes. Your
child’s teacher will make sure you are aware of the program start and end times.

What to Bring
Your child should carry a backpack or bag to school daily, labeled with his/her name. Itis

great for carrying artwork, treasures and important information from school each day. Be
sure to check your child's bag and classroom papers DAILY forimportant information.
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What to Wear
Your child is more likely to feel comfortable and enjoy the preschool experience if they are
dressed in play clothes. Children will be painting, cooking, playing on the floor, on the

4{)‘ & é“‘é’ « playground, and in sand and water each day. Comfortable, closed-toe
& F %“ shoes with rubber soles such as sneakers work best. Children often have
s f"‘ . problems with the pea gravel and wood chips from the playground

getting in their sandals during recess. Classrooms often get quite warm
“‘” J‘”’f»‘“ even in the winter so please dress your child in layers.

Please do your best to anticipate changes in the weather. We go outside to play every day
except when weather conditions are unsafe (including in the winter). Children should
always come with appropriate clothing for outside play. It is also beneficial to have an extra
set of clothes in your child’s locker/cubby if needed.

All clothing should be marked with your child’s name including coats, boots, shoes,
mittens, hats, etc. No matter how unique you may think your child’s hat or snow pants are,
there is often at least one other like it.

Outdoor Play
Outdoor play and fresh air are important for the healthy

development of children. Except for extreme temperatures, all
children will play outside daily. If your child is well enough to be in
school, they are well enough to take part in all normal activities,
including outdoor play.

Toys
The center will supply toys and equipment appropriate for your

child’s age. Do not send toys with your child to school. Please
speak with your child’s teacher or Family Engagement
Specialist if your child has a special comfort item that may be
needed for rest time. Please remember, Teachers are not
responsible for any toys the child brings to school.
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Field Trips
Our classrooms occasionally plan field trips throughout the year. We may take a bus or

walk to our trip locations. All parents with a completed and approved Volunteer Packet are
welcome and encouraged to join us on ANY OR ALL of these special trips. Field trip
permission slips will be required. From time to time, teachers may choose to take
advantage of sunny weather to enjoy an unplanned walking excursion around the school
building or block. They will return to the center prior to the end of the school day.

Meal Guidelines

e Meals are offered at no cost to center-based students in
accordance with CACFP Guidelines (Child and Adult Care
Food Program).

e Menus are designed to provide a variety of nutritious foods
while limiting sugar, fat and salt.

e Menus are sent home each month.

e Full Day students are served breakfast, lunch, and snack.

o Half Day AM students are served breakfast and lunch.

e Half Day PM students are served lunch and snack.

e \Water is available to all children over age 1 throughout the
day
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Accommodations and Special Dietary Needs

Children with special dietary needs due to a diagnosed disability, allergy, or intolerance,
will need to have a signed medical statement completed by the child’s physician before a
food substitution can be made. To ensure the safety of the child, it may be necessary for
your child to be temporarily put on hold until a written order is received. The health team
will work with you and your physician to get the necessary physician’s order as quickly as
possible.

Dietitian
A dietitian is available to discuss your concerns regarding special dietary needs, weight
concerns, picky eaters, basic shopping, and menu planning at home.

No Outside Food or Drink

Due to food allergies and intolerances, only food prepared and served by the school or
center will be offered in the classroom. No outside food is allowed in the classroom
except for breast milk and infant formula.

Breastfeeding
The Early Education staff encourage and support breastfeeding mothers to continue

breastfeeding throughout their child’s time in the program. Staff supportincludes offering
expressed breast milk when a mother is unable to breastfeed onsite, providing a private
area for nursing and assisting with referrals to lactation consultants.

USDA Non-Discrimination Statement

In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil
rights regulations and policies, this institution is prohibited from discriminating on the
basis of race, color, national origin, sex (including gender identity and sexual orientation),
disability, age, or reprisal or retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with
disabilities who require alternative means of communication to obtain program
information (e.g., Braille, large print, audiotape, American Sign Language), should contact
the responsible state or local agency that administers the program or USDA’s TARGET
Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay
Service at (800) 877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-
3027, USDA Program Discrimination Complaint Form which can be obtained online

at: https://www.usda.gov/sites/default/files/documents/ad-3027.pdf, from any USDA
office, by calling (866) 632-9992, or by writing a letter addressed to USDA. The letter must
contain the complainant’s name, address, telephone number, and a written description of
the alleged discriminatory action in sufficient detail to inform the Assistant Secretary for
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Civil Rights (ASCR) about the nature and date of an alleged civil rights violation. The
completed AD-3027 form or letter must be submitted to USDA by:

1. mail:
U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410; or

2. fax:
(833) 256-1665 or (202) 690-7442; or
3. email:

Program.lntake@usda.gov

This institution is an equal opportunity provider.

Rest Time

Programs that operate 5 or more hours must have quiet/rest time per
childcare licensing rules. Quiet/Rest time will be offered for at least
45 minutes, while accommodating for the individual needs of children
who may need additional rest time. Special toys can be very
comforting for children when they're away from home, particularly
during resttime. These toys are not always easily shared, so these
items will be put into the child's locker or cubby upon arrival. Your REST TIME
child will have access to them during rest time if needed. Teachers

are not responsible for these toys; therefore, if your child is willing to

leave these toys in the car or at home that is ideal. Please make sure your child's first and

last name is clearly labeled on any items brought to school.

Children use rest cots provided by the program. Due to health and safety
recommendations and requirements cots will be cleaned daily following each use in
accordance with childcare licensing rules.

Child Assessment
Teaching Strategies GOLD is the assessment tool alighed with the Creative Curriculum. TS
<o ooy, Gold looks at early childhood development from infancy through
e third grade in ten content areas:
° Social Emotional e Mathematics
° Physical e Science and Technology
. Language e Social Studies
. Cognitive e TheArts
° Literacy e English Language Acquisition
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Each child is assessed on their individual strengths through teacher observation. Daily
anecdotal notes based on child observations will be recorded and used to score the child
in the online TS GOLD assessment tool. Teachers will create a child development report at
least three times each year to share with families at the conferences and final home visit.

TS Gold recognizes that children may show differing skills and/or abilities at home and at
school. If you notice your child completing activities provided from school, please share
with your child’s teacher so we can include it in your child’s portfolio!

Screening and Assessments

Each student will be screened in all areas of development in order to monitor individual
developmental levels and needs. Each year families will be asked to complete the Ages
and Stages Questionnaire-3 (ASQ) and ASQ-Social Emotional. This will help guide teachers
in setting school readiness goals for your child. Parents will be notified of any suspected
delays, and be provided the opportunity to give permission for the school district to
complete further evaluation. Parents will be included in any individualized support
planning.

Parent/Teacher conferences will be held in the Fall and Spring of each year. A parent may
request an additional conference or meeting with the teaching staff at any time.

Curriculum/instructional materials used in evaluating, surveying, or analyzing student
growth are available upon request. More information is available at
https://teachingstrategies.com/

Referrals and Support Services
Please notify your child’s teacher, Family Engagement Specialist or Home Based Educator
if your child is receiving and specialized support services such as:

e Speech Therapy

e Occupational Therapy

e Physical Therapy

e Applied Behavior Analysis

e Mental Health Counseling
Additionally, if your child has previously been enrolled with Early On or Early Childhood
Special Education, please be sure to share with your child’s teaching team.

In case of a suspected disability (including moderate developmental delays or concerns),
parents or teachers may request an evaluation. Upon placing the referral, the local school
district will communicate with the family about next steps and supports.
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Curriculum

CAAC Head Start and Early Head Start use the Creative %&aﬂ“@ E“Mﬁﬂ%
Curriculum, a proven, research-based curriculum for learning. .

Creative Curriculum emphasizes adult-child interaction, a
carefully designed learning environment, and a plan-do-review
process that strengthens initiative and self-reliance in children.
Teachers and students are active partners in shaping the
educational experience.

e The Creative Curriculum is designed to meet the needs
of all learners and support the whole child. It provides teaching materials that
welcome and nurture diverse cultures and languages. Itincludes resources and
strategies for teachers to intentionally engage and interact with dual-language
learners, optimize the child’s learning potential, and support both English and the
children’s home languages

. e The Parents as Teachers model aims to increase a child’s school

readiness and success while also increasing parent knowledge of early
' childhood development. Itis a unique combination of research,

education and empowerment. Their methods are proven to help parents
parents ] and caregivers connect with their child’s early development and build a
teaCherS lifetime foundation for academic success.

Photos

Photographs will occasionally be taken of children to display in the rooms or share with
families. From time to time these pictures are used for publication in local newspapers,
classroom newsletters, posted in classes or shared on electronic applications with the
classroom families, etc. Families may choose to give or deny photo permission in the
enrollment paperwork.

Handwashing Policy

Hand washing is one of the most critical elements in reducing the spread of germs. Itis
important to teach children the importance of hand washing early in life to help them
develop healthy habits. Staff and children will be required to wash their hands after arriving
for the day, before and after eating, after using the restroom, when returning from
outdoors, and other times as determined necessary by the teachers. Staff also wash hands
prior to handling food. In addition, hand sanitizer will be available for times when staff and
children do not have access to soap and running water.
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HEALTH IN EARLY EDUCATION

Health Requirements

Health is the foundation of learning. We partner with families to ensure children have
access to health care and are receiving preventive health, like well-child exams and dental
exams. We work with each family and their health care provider to obtain all required
screenings and follow-up care. Please let your Family Engagement Specialist, Home-
Based Educator or Nurse know if you need help obtaining medical services.

Please note the following are required while enrolled:

e Immunizations - All children need to be up to date on immunizations, working with
their physician to become up to date or have a current signhed
immunization waiver from the Allegan County Health Department.
A center-based child who is behind on immunizations after 4
months, may be put on-hold per the State of Michigan Licensing
Rules.

e Well-child exam (physical) — All children need a current physical exam on file with
our Early Education program within 30 days of
enrollment. Preschoolers need an exam every 12
months. Children birth through age two need
exams more frequently. A child may go on-hold
per the State of Michigan guidelines, if a current
physical is not on file with our program within 30
days of starting in a center-based classroom.

e Dental Exam - All Children 12 months of age and
older need a current dental exam on file including
any dental follow up treatment.

e Lead Screen - The State of Michigan now
requires all children have a blood lead screening to ensure they have not been
exposed to lead. Symptoms of lead poisoning can be silent, and children under 6
years old are most at risk.

e Otherrequired screenings — If not done previously, include objective hearing and
vision screening, growth assessment, blood pressure, height/weight, and
hemoglobin. The Nurse and health team is available to perform these screenings if
not completed during your child’s physical.

Medication

All center-based children with prescription emergency medication, like asthma inhalers,
epi-pens, etc., are required to have the physician’s order, medication and medication
supplies to a staff member at the center prior to starting. Other non-emergency
medications should be given at home unless medically necessary to be given during
school hours. DO NOTALLOW YOUR CHILD TO BRING MEDICATION IN THEIR
BACKPACK OR POCKETS.
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Accidents, Injuries, Incidents

Our number one priority is keeping your child safe. Early Education staff actively seek to
prevent accidents and injuries. However, even with preventative practices in place,
accidents sometimes happen in the classroom or on the playground. If your child is injured
while at school, staff will comfort your child while also taking care of their injury. Staff will
record the incident on an accident report. A copy of the report will be sent home to you. If
an injury requires emergency medical services, a staff member will call 911 and then you.
Please keep your child’s emergency contact phone numbers up to date. If you need to
change an emergency contact or phone number, please contact your child’s teacher.

lllness
If your child becomes sick while at school, we will contact you to pick him or her up. If we
are unable to reach you, staff will call your child’s emergency contact.

All children should be kept home, or the home visit should be canceled when:
e Child is not feeling well enough to participate.
e Child has a high fever or fever with behavior change R
e Child has a fever with rash, sore throat or significant cough s
e Child has experienced episodes of vomiting or diarrhea in the past 24 hours. .
e Child has an unexplained rash with behavior change
e Child is suspected of having any contagious illness.

Your child may return when he or she feels well enough to participate, symptoms are
improving, and they are fever free without any fever reducing medications.

Communicable Disease exposure notices will be sent home when a classroom has been
exposed to specific communicable diseases as specified by the Allegan County Health
Department.

Lice Policy

To help prevent a lice outbreak in the classroom, classroom staff complete weekly head
checks. If a child is found to have live bugs, parents will be contacted to pick up their child
from school. The child can return to school after they have received a lice treatment, live
bugs are no longer present, and most nits have been removed. Please note, transportation
may be suspended if we have not confirmed that treatment has been completed.

Community Outbreak

In the event of a communicable disease outbreak, Early Education staff follow guidelines
and preventative practices putin place by the Allegan County Health Department, State of
Michigan Child Care Licensing and the Office of Head Start.
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Family Engagement Opportunities
It takes a village to raise a child. Together, we will work as a team to provide the best
education possible for your child. Please communicate with your child’s teacher if you
would like to be involved at home or at school and accommodations can be made to honor
that request. We are so excited to partner with you!

Besides volunteering, families are encouraged to share school
experiences in other ways. Children who are successful in school
have strong and positive interconnections between family, school,
and community. Parent involvement in the learning process
strengthens learning at home and is directly linked to positive child
outcomes. We value parentinvolvement in a variety of ways
including sharing notes/or anecdotes of children’s learning,
partnering with parents to establish child development goals, and
monthly | newsletters.

Parents/guardians will also be invited to parent meetings, family nights, playgroups, and
parent education events throughout the year.

Communication is the key to successful parent involvement. The purpose of frequent and
informal interactions is to strengthen the partnership between home and school, staff and
parents should update one another about children’s recent experiences and program
activities by engaging in some of the activities below.

In-Kind Time Donations

Head Start is a federally funded program; however the government only provides a portion
of the funds necessary to operate our program. We must also receive In-Kind donations.
“In-Kind” is any allowable expense given to Head Start such as donated time, materials,
services, space, etc. We need to raise nearly 1 million dollars of In-Kind contributions
each year. Your volunteer time counts toward that goal. Working on Head Start
homework, volunteering in the classroom, serving on Policy Council, attending Family
Engagement events are all ways to get involved. For every hour you spend with your child
on Head Start activities, more than $28 is returned to the program as In-Kind. Your child’s
teacher, Family Engagement Specialist or Home Based Educator can provide more
information.

Daily Communications

Parents are encouraged to touch base with the staff upon arrival or pick up. Most Staff
have multiple ways of communication which can involve text messages or the mobile
messaging app. This information will be shared during the first home visit.
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Parent/Teacher Conferences

Conferences are scheduled in both the fall and spring. You or a teacher may request a
parent/teacher conference at any time. Open communication will help the staff to best
meet your child’s needs. Scheduled conferences can help the staff to best meet your
child’s needs. A scheduled conference allows for more confidentiality and detail than daily
conversations permit.

Home Visits

Home visits are a time for the teacher to meet your child and to share information about
the preschool experience. Your child’s teacher will also review required documents and
forms to ensure the enrollment process is complete. Head Start begins each school year
with an initial visit to answer any questions the family may have and to help ease the
transition into the classroom before the first day of class. The final home visit will be
scheduled at the end of the school year. A home visit ensures that the teachers are
meeting the child in the most comfortable space for the child. Usually children are very
hesitant about meeting new people and being themselves in a new unfamiliar space. We
want to make sure that you and your child feel most comfortable when we meet for
conferences and home visits.

Communication

Both parents and caregivers are expected to handle themselves in a professional and
respectful manner. If the parent and the program staff have different philosophies in the
caregiving of a child, all attempts will be made to positively and openly discuss these
differences and agree upon a solution.

Policy Council

Policy Council is one of Head Start’s governing bodies. It is made up of CAAC Board
members, community members, local agency representatives and at least 51% current
parents. Participants are elected annually and can participate for up to 5 years. The Policy
Council meets monthly and works hand in hand with Early Education staff. Policy Council
hears monthly updates and assists in decision making regarding program operation
including hiring of staff, grant and budget approval. Every hour a parent spends engaged
with Policy Council is credited as In-Kind hours at a rate of over $81.00 per hour toward our
goal of nearly 1 million dollars. If you are interested in joining Policy Council, please let
your child’s teacher know so you can receive a personal invitation.

District and Community Partnerships
Community Action Early Education partners with many agencies within the community
including Allegan Area ESA Specialists and local district staff to support Teaching Teams
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and the children and families we serve. There may be times when community partners
come to our buildings to provide services such as coaching and consultation for staff, and
state mandated hearing and vision screening, etc. If you have questions about any of these
screenings or services for your student, please contact a member of your child’s teaching
team. Please note that for any special education evaluations, written parent consent
would be required prior to formal evaluation.

CHILDCARE LICENSING

Staff Background Checks

Community Action Agency of Allegan Head Start and Early Head Start classrooms are
licensed by the State of Michigan and meet the rules and regulations set forth by the
Department of Licensing and Regulatory Affairs.

Prior to working in any HS or EHS classroom, staff will obtain documentation from the
Department of Licensing and Regulatory Affairs that he or she has not been placed on the
central registry for substantiated abuse or neglect.

Volunteer Background Checks
All adults who want to volunteer with the program or participate in a classroom activity
must complete the Volunteer Packet which includes:

e Volunteer Application

¢ Volunteer Code of Conduct and Confidentiality

e Mandated Reporter Certification
Before volunteers may have contact with children in a childcare program, HS Staff will run
the adult’s name through the Public Sex Offender Registry (PSOR) and Internet Criminal
History Tool (ICHAT). If the volunteer is cleared, the adult will be added to the Approved
Volunteers list for the Center where the child is enrolled.

Volunteer applications and approvals are only valid for the current school year when they
are completed. Volunteers must complete a new Volunteer Application form annually. No
visitors and volunteers, including parents, will have unsupervised contact with children.

Mandated Reporting

AllLHS and EHS Staff and Approved Volunteers are Mandated Reporters under law in the
State of Michigan (Act No. 238). If a HS or EHS staff member has any reason to suspect
child abuse or neglect, they are required to report such suspicion to Child Protective
Services. While we will do everything we can to partner with families, our staff can be held
legally responsible for failure to report and it is our job to ensure the safety and security of
every child enrolled in our program.
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Parents/guardians must sign a self-certification form regarding abuse, neglect, and
criminal convictions annually. By signing this form parents/guardians acknowledge that
they understand all staff members are required to report any signs of abuse or neglect and
that parents/guardians are aware of their options if they see abuse or neglect.

Licensing Notebook

Every licensed HS and EHS site maintain a licensing notebook of all licensing
inspection reports, special investigation reports and all related corrective action
plans. This notebook will be available to parents for review during regular
business hours. Licensing inspection and special investigation reports from the
past three years are also available on the State of Michigan’s website:
www.michigan.gov/michildcare.

Confidentiality

Itis our intention to respect the privacy of children and their families and caregivers, while
ensuring access to a high quality preschool care and education. We aim to ensure that all
parents and guardians can communicate in confidence and that it will only be used to
enhance the welfare of their child.

To ensure that all individuals working and volunteering in our preschool classrooms can do
so with confidence, we respect confidentiality in the following ways:

e Parents/guardians have access to the records of their own children but do not have
access to information about any other child.

e Staff will not discuss personal information given by parents with other members of
staff, except when it affects planning for the child’s needs.

e Anyconcerns/evidence relating to a child’s personal safety are keptin a secure,
confidential file and shared with as few people as possible on a ‘need to know’
basis.

e Personal information about children, families, and staff is keptin a secure location.

Pest Management

Per childcare licensing, parents will receive advanced notification of pesticide
applications. Letters will be sent home with students, mobile messaging app messages
will be sent and notices will be posted at the center entrance and on classroom parent

boards.

For CAAC HS classrooms inside school buildings, those classes will also follow that
school’s pest management program.
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The Integrated Pest Management notification and requirements do not apply to the
following:
e Common products such as germicides, disinfectants, sanitizers, and
antimicrobials.
e Bait pesticide formulation.
e Gel pesticide formulation.

GUIDANCE AND DISCIPLINE

Challenging Behaviors

Preschool children are learning new classroom skills to communicate, problem solve,
follow instructions, build relationships and so much more. Sometimes we see challenging
behaviors as children are learning and adjusting to a new setting. Behavior is a form of
communication. Children’s behaviors are often the main way they communicate their
emotions, wants and needs as their language skills are developing.

It is our responsibility as a team of families and caregivers to teach children about feelings
and emotions, as well as how to present those feelings and emotions in productive ways. It
is also our responsibility to build strong relationships with children, create predictable
spaces with predictable routines and to teach and reteach these positive expectations.
Positive reactions to natural routines need to be explained, practiced and reinforced many
times before success may be achieved.

When challenging behaviors arise, our goal is to work directly with the child and their family
to learn more about what is causing the behavior. We partner with the family to support
the child in learning new ways to communicate their wants and needs. Ourteaching teams
use positive guidance to support the development of new skills. Itis important the families
and educators work together to create and carry out a plan with consistency so children
can practice these new skills at home and at school.

CAAC EHS and HS Staff are trained in Conscious Discipline (CD). CD aims to support the
development of appropriate self-regulation and problem-solving skills. Positive Guidance
and Active Supervision built into daily routines support children in learning and using these
strategies. Positive Guidance strategies may include:

e Positive verbal intervention o Conscious
e Logical consequences DISCID|Ine

e Redirection

If a child is in danger of harming him or herself, others, and/or property, they may be moved
away from the group and supported using appropriate calming strategies. Child Care
licensing prohibits the use of corporal punishment. All staff and students in the program
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are prohibited from hitting, humiliating, shaming or frightening a student as a means of
controlling behavior.

If a child is demonstrating behaviors that place them or others at risk of imminent harm, or
creates a serious threat to safety, staff may need to supportively hold a child. In such
circumstances, staff may hold the child long enough to remove them from the dangerous
situation and return the child to safety as quickly as possible.

If a child routinely engages in unsafe behaviors, a support planning meeting will be
scheduled with the child’s family. Support plans may also include the development of
individualized support strategies, referrals for additional screening, and recommendations
for community-based resources that may further support a child’s development.
Temporary alternative attendance plans may also be considered.

In every case, intervention is viewed as a positive, solution-oriented process in which
children learn appropriate behavior without damage to their physical or psychological well
being.

Client Code of Conduct:

We believe everyone deserves a safe, supportive, caring learning environment. Therefore,
each family will review and sign the Agency Client Code of Conduct. If a family violates the
policy, follow-up action and accountability will be determined.

GRIEVANCE

Itis the policy of the Community Action of Allegan County to maintain effective
communication and understanding regarding the concerns of our students, families and
volunteers. Parents and/or guardians of enrolled children should first express their
complaints, concerns, and grievances with the classroom teacher. Parents are
encouraged to bring any issues to the teacher’s attention so that we may find a successful
resolution between both parent and teacher. If your grievance cannot be successfully
resolved with the classroom teacher, please contact the CAAC HS and EHS Operations
Director or the Director of Early Education Services at 269.673.5472.

Please understand that not every problem can be resolved to everyone’s satisfaction.
Every attempt will be made to respond to concerns in a courteous and prompt manner as
described in this document. Only through understanding and open, honest discussion of
problems canissues be dealt with appropriately.
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Your comments, ideas, and questions are always welcome. You are your child’s first
teacher and we look forward to partnering with you to make this an amazing year of growth
and excitement for you and your child. Please feel free to contact us at any time.

Community Action Main Office: 269-673-5472

Sarah See, Director of Early Education Services
Sarah Skeel, Director of Operations

Lisa Leeger, Head Start Education Supervisor
Alexis Hawkins, Head Start Education Supervisor
Cheryl Bolf, Early Head Start Education Supervisor
Carly Schultz, Director of Family Engagement
Nicole Cornejo, Home Based Educator Supervisor
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ATYPICAL DAY IN A HEAD START CLASSROOM
CAAC Early Education programs use various materials to teach core skills throughout four main areas of
development. Actual schedules may vary depending on the classroom, however all Teachers encourage the
development of the same skills in all children.

SCHOOL DAY SAMPLE ROUTINE
Arrival/Greeting- Children put away their belongings and are greeted by staff. Once they are settled, daily
activities will be discussed.

Prepare, Eat Meal and Brush Teeth- Children and adults wash hands and eat in a family-style environment.
Children will then brush their teeth. Teachers engage in and encourage conversations with children.

Free Choice- Children engage in free choice learning with materials in the classroom. Teachers observe and
interact with individual children to extend play and learning.

Small Group- Teachers introduce new concepts and reinforce skills children are developing.

Outdoor or Large Motor- Weather permitting, children go out to play each day. Days inside will be filled with
fun physical activities. Children will engage in activities that encourage large muscle development each day.

Whole Group- Children meet in a large group that may include, listening to a story, a movement activity, a
discussion about the study topic, and/or a social-emotional exercise.

Prepare and Eat Meal - Children and adults wash their hands and prepare an eating area for lunch or snack.
Teachers engage in and encourage conversations with children.

Dismissal- Children collect their belongings and prepare for departure.

*Full-day classes will include a rest period, addition meal preparation and eating of a meal, and outdoor or
large motor time.

A Day in Early Head Start (Home-Based):
Home-based Head Start services take place in the home for 1.5 hours weekly. Each component of the home
visit lasts around 15 minutes.

Home visiting components:

Arrival/Enroll and Build our school - Adults and children create a space to learn/sit on the floor together,
distractions are removed (telephones, pets, TV, food), adults and children are ready to participate!

Open School - Greetings/Songs, review our Home Visit routine, discuss adult business (family goals and
needs, paperwork, schedule next visit).

Teaching Practice - Home-Based Educator explains the value of the lesson, brings out parent/child activity
and models for the parent how to teach the activity to their child.

Learning Practice — Parent/Guardian teaches and interacts with child. Home-Based Educator supports,
encourages, and narrates observations.

Closing the school - Activities are put away and school space is cleaned up together (Home-Based
Educator, adult and child all participate). Adult reads a story (brought by Home-Based Educator) to the child.
Activities are reviewed, and class ends with a goodbye song. We will also discuss what activities the parent
would like to work on during the next scheduled visit.
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