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ALEXANDRIA HEAD START

The Alexandria Head Start/Early Head Start programs are designed to provide low-income pregnant women
and families who have children ages birth to five (5) with comprehensive services to meet their social,
emotional, physical, and intellectual needs.

HEAD START PROGRAM - Serving families with children three (3) to five (5) years old:

Head Start was launched in 1965 by the Office of Economic Opportunity as an eight-week summer program.
Over the years, Head Start became a school year program, enthusiastically received by educators, child
development specialists, community leaders, and parents across the nation. Alexandria Head Start currently
operates from September to June for 253 children.

Alexandria Head Start is a partnership among the City of Alexandria (the federal grantee), the Alexandria
City Public Schools and Northern Virginia Community College (which provide facilities), and The
Campagna Center, which has been the federal delegate agency since 1966. The Campagna Center, an
Alexandria nonprofit, is responsible for the entire operation of the Head Start program.

EARLY HEAD START PROGRAM - Serving pregnant women and families with children birth to three
(3) years old:

In September of 2002, the US Department of Health and Human Services awarded The Campagna Site a
grant to operate an Early Head Start Program for 60 children, birth to three (3) years old and pregnant
women in the City of Alexandria. Low-income families and pregnant women can receive services in the
site-based program, family child care program, or home-based program.

What is Early Head Start?

There is powerful research showing that the period from birth to age three (3) is critical to healthy growth
and development and to later success in school and in life. The 1994 Head Start Reauthorization Act
established a new program, Early Head Start, for low-income pregnant women and families with infants and
toddlers. Its mission is simple: to promote healthy prenatal outcomes for pregnant women, enhance the
development of very young children, and promote healthy family functioning. This program is family siteed
and community based and designed to enhance children’s physical, social, emotional, and intellectual
development.

Early Head Start offers children and families comprehensive child development services through center-
based, home-based, and family child care programs.

Center-Based Program:

Children and families enrolled in center-based programs receive comprehensive child development services
in a center-based setting, supplemented with home visits by the child's teacher and other EHS staff. The sites
are located at the George Washington Middle School, 1005 Mt. Vernon Avenue, Alexandria and T.C.
Williams High School, 3330 King Street, Alexandria.
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Home-Based Program:

In home-based settings children and their families are supported through weekly home visits and
bimonthly group socialization experiences.

Family Child Care Program:

AEHS will also serve children through a locally-designed family child care option, in which a certified
child care provider cares for children in their home.

What Services Are Available?

Early Head Start supports parents in fulfilling their parental roles and helps them move toward
economic independence. The program offers the following core services:

High-quality early education in and out of the home
o Family support services
» Home visits
o Parent education
o Comprehensive health and mental health services, including services for pregnant and
postpartum women
o Nutrition
o Child care (free of charge)
o Ongoing support for parents through case management and peer support

Early Head Start also offers services to families of young children with disabilities or developmental
delays in an inclusive environment.

The major components of Head Start/Early Head Start are Education, Disabilities, Health, Nutrition,
Parent Involvement, and Family Services.
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HEAD START/EARLY HEAD START GOALS

The goal of Head Start is to offer a comprehensive child development program involving families and the
community. Because the family plays the pivotal role in child development, parents must participate actively
in the program and understand that they are their children’s first and best teachers. It is crucial that staff and
families work together in the best interest of the child. The overall goal of the Head Start program is to
support children and families as they develop self-sufficiency.

Head Start objectives and performance standards provide:

1. The encouragement of self-confidence, spontaneity, curiosity, and self-discipline which
will assist in the development of a child’s social and emotional health;
2. The enhancement of children’s thinking and problem-solving skills with particular attention to
conceptual and communication skills;
. The establishment of patterns and expectations of success for each child;
. An increase in the ability of each child and family to relate to each other and to others;
. The enhancement of a sense of dignity and self-worth for each child and family;
. Opportunities for social, emotional, intellectual, and physical development.
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HEAD START HOURS OF OPERATION

The regular hours of operation for the Alexandria Head Start Program are from 8:30 a.m. to
3:00 p.m. These hours are federally funded. All sites operate from September through June.

The extended hours of operation are 7:30 a.m. to 8:30 a.m. and 3:00 p.m. to 6:00 p.m. at the Jefferson
Houston and John Adams sites. These hours are funded through state childcare funds. Children whose
parent(s) work, or are in school or training for employment, may be eligible to participate in the extended
hours. Eligibility is determined through the Office of Early Childhood Development.

ALEXANDRIA HEAD START/EARLY HEAD START SITES:

The Campagna Center Northern Virginia Community College Mt. Vernon

418 S. Washington Street ~ Tyler Building, Room 105 2601 Commonwealth Ave.
Alexandria VA 22314 3000 N. Beauregard Street Alexandria, VA 22305
Phone: (703) 549-0111 Alexandria, VA 22311 Phone/Fax: (703) 684-0471
Fax: (703) 837-8783 Phone: (703) 379-1882 (Enter thru door # 12)
(Enter from rear of Tyler Building)
George Washington Patrick Henry T.C. Williams High School
1005 Mt. Vernon Ave. 4643 Taney Avenue 3330 King Street
Alexandria VA 22301 Alexandria, VA 22304 Alexandria, VA 22302
Phone: (703) 684-3983 Phone: (703) 461- 7132 Phone: (703) 824-6824
Fax: (703) 299-5154 (Enter thru exterior door #10 (Enter thru door # 16)
(Enter thru door # 20) off side parking lot)
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John Adams Jefferson-Houston

5651 Rayburn Ave. 1501 Cameron Street
Alexandria VA 22302 Alexandria, VA 22314
Phone: (703) 931-7541 Phone: (703) 836-5771
Fax: (703) 931-4427 Fax: (703-836-5846

(Enter thru Door # 14)

Cora Kelly
3600 Commonwealth Ave
Alexandria, VA 22305
Phone: (703) 706-4420
Fax: (703) 683-5146

(Enter thru door # 2)

EARLY HEAD START HOURS OF OPERATION:

The families enrolled in the center-based and family child care options will receive services from 7:30 a.m.

to 6:00 p.m., Monday through Friday, 12 months a year.

The center-based options are located at the George Washington and TC Williams sites.
The family child care program is operated by one (1) Family Child Care Provider in their own home, located

in the City of Alexandria.
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ADMISSION POLICY

1. Children from six (6) weeks to five (5) years old can be considered for enrollment in Early
Head Start or Head Start.

2. Women who are pregnant or have children younger than six (6) weeks old can enroll in the
home-based option of the EHS program.

3. All applications will be received and screened using the OMB (Office of Management and
Budget) poverty guidelines (including handicapping conditions of parent and child, child
protective services referral, stressors in the home) as criteria for acceptance. Children will be
accepted based on criteria approved by the Policy Council.

4. All applications must be completed and signed in all indicated spaces.

5. Parents must submit verification of child’s birth, city residency, and income.

6. Parents must submit proof that the child to be enrolled has a complete and up-to-date series
of immunization shots and developmental assessments.

7. Parents must sign permission forms for vision, hearing, dental, lead, speech, and language
screenings.

8. Parents must sign a release form for emergency treatment, field trips, and a publicity release.

9. All children must have a physical examination prior to enrollment, which will be kept on
file.

10. Parents must give the names, phone numbers, and addresses of at least two (2) responsible
persons to contact in emergency situations when the parent cannot be reached. Parents must
inform the Head Start staff immediately of any change in address, phone numbers,
emergency contact persons, or persons who can or cannot pick up their children.

11. Parents must submit in writing the names of persons who can and cannot pick up their
children from the site or receive their children from the bus.

12. Parents will be notified by letter or telephone if their child is accepted as vacancies occur.
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ENROLLMENT TERMINATION

Parents of children who have been absent for three (3) consecutive days without explanation will be
contacted by the Teacher and/or Family Services Specialist to determine the reason for the extended
absence. If a child is absent due to illness, documentation from a physician is required when the child
returns to school. If a child is absent for other reasons, the Family Services Specialist will refer the family to
the proper resource person in the program and/or community to work with the family to ensure daily
attendance.

When medical or behavior problems occur, which hamper the child’s development and participation in the
classroom, we will notify parents and work with the family to ensure the child is getting the resources and
services to continue in the program.

The staff will make every effort to work with the family if problems occur. In cases of chronic absenteeism,
the Family Services Specialist will work to develop an attendance plan with the family. In cases of behavior
or medical problems, the Cluster Director, Family Services Specialist, Health & Nutrition Coordinator, and
Mental Health Consultant are all available to work with the family.

If absences or behavior problems persist and the family does not work with staff to remedy the situation
through Head Start, then referrals to other day care programs will be made to assist the family in finding
alternate day care arrangements.

A certified letter with return receipt will be sent to the parent to notify the parent of the child’s termination.

Suggestions for alternative preschool education will be provided. Termination is effective upon receipt of
the letter.
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PROGRAM CLOSING

Alexandria Head Start/Early Head Start observes the following holidays. All holidays follow the
Alexandria City Public Schools Calendar.

Thanksgiving Break Spring Break
Winter Break Memorial Day
Martin Luther King Jr. Day Independence Day
President’s Day Labor Day

The program is also closed to children throughout the school year so that staff may participate in
professional development. Those dates are listed in the Program Calendar.

The program is closed to children during the time of parent conferences. It is important to us that
we communicate with you about your child. Parent conferences will be scheduled mid-year and
at the end of the school year. Dates are listed in the Program Calendar.

The classroom teaching staff will conduct a minimum of two (2) home visits—one at the
beginning of the year, and the one at the end of the year. We greatly appreciate your cooperation
in meeting with the teaching staff on those days. Specific dates are listed in the Program
Calendar.

THE PROGRAM WILL NOT BE CLOSED FOR HOME VISITS CONDUCTED BY THE
FAMILY SERVICES SPECIALISTS.

Family Services Specialists will make scheduled home visits and will appreciate your
cooperation in this process. Classroom staff and Family Services Specialists conduct home visits
in order to improve our ability to work with young children and their families.

Teachers will send home notices reminding parents of important dates, and dates that the
program will be closed.

BE SURE TO KEEP THE PROGRAM CALENDAR AND CHECK YOUR CHILD’S

CUBBIES, BACK PACKS, AND CLASS SIGN IN/OUT BOOKS FOR REGULAR
NOTICES ABOUT HAPPENINGS AT THE SITE.
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EMERGENCY CLOSINGS, DELAYED OPENINGS AND EARLY CLOSINGS POLICY

All Alexandria Head Start/Early Head Start sites follow the same schedule as Alexandria City Public Schools with respect to
emergency closings, delayed openings, and early closings.

Alexandria Head Start/Early Head Start parents must pay attention to the local radio and television stations on days in which
weather or other conditions might affect opening and or closing times for Head Start/Early Head Start. Weather-related
closings and schedule changes are announced starting at 6:00 a.m. on local radio and television stations, as well as on the
ACPS Web site and the ACPS Information Hotline (703-866-5300).

Delayed openings:

One Hour Delay: When ACPS opens one hour late, all Head Start and Early Head Start sites will open and begin accepting
children at 9:30 a.m. Staff will not permitted to accept children any earlier than 9:30 a.m. Staff will report to their site by
9:00 a.m.

Two Hour Delay: When ACPS opens two hours late, all Head Start and Early Head Start sites will open and begin accepting
children at 10:30 a.m. Staff will not permitted to accept children any earlier than 10:30 a.m. Staff will report to their site
by 10:00 a.m.

Early Closings:

One Hour Early Closing: When ACPS closes one hour early, all Head Start and Early Head Start sites will close at 2:00
p.m. All children must be picked up by 2:00 p.m.

Two Hour Early Closing: When ACPS closes two hours early, all Head Start and Early Head Start sites will close at 1:00
p.m. All children must be picked up by 1:00 p.m.

Emergency Closings:

In the event that ACPS schools are closed due to weather or other emergencies, all Alexandria Head Start and Early Head
Start sites will be closed.

Head Start Extended Day Care information:

On days in which there is a delayed opening of either one or two hours, there will be no extended day care hours that
morning.

On days in which there is an early closing of either one or two hours, there will be no extended day care hours that afternoon.
Head Start Bus Transportation Information:

On days in which there is a delayed opening of either one or two hours, there will be no morning bus transportation. Families
receiving bus transportation who choose to bring their children to the site will follow the delayed opening times listed above.
Children will not be accepted at sites before the designated opening time. Families will be informed, as soon as possible,
whether weather and road conditions will permit afternoon bus transportation

On days in which there is an early closing of either one or two hours, there will be no bus transportation that afternoon.

Parents must pick up their children by the designated closing time.
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EDUCATION
HEAD START (3 -5 years old)

Alexandria Head Start follows the DLM Express Curriculum. DLM Express provides a structure for
active learning and exploration. The educational program is a series of experiences designed to meet
the individual needs of each child and to increase parents’ understanding of how to help young
children develop.

Children learn when actively engaged in exploring, experimenting, and discovering their
environment. The Head Start curriculum offers a variety of interest areas to encourage children’s
physical, emotional, social, and intellectual development. Interest areas include:

*Housekeeping *Science

*Art *Manipulative/Table Toys
*Music *Blocks

*Dramatic Play *Library Corner/Books

We encourage parents to talk with the teaching staff about their child’s learning experiences, and to
supplement these activities at home.

In Head Start your child will participate in:
* Individual activities;
* Group activities;
* Skill-development activities;
* Selection and enjoyment of interest areas;
* Daily outdoor activities;
* Field trips.

LEARNING THROUGH ACTIVE LEARNING - When children play, they think, explore,
experiment, feel, act and react, concentrate, share, grow, and learn. Play is hard work, and your
child’s playthings are his/her tools. If you provide the best environment possible, your child will
develop skills that will lead to success in school and later in adult life.

Preschool years are the most important time for learning. Alexandria Head Start recognizes and
respects each child’s individual ability to learn. We offer a variety of activities throughout the day to
help children develop a solid foundation for learning and to succeed in later school years.

Children constantly reach out for new experiences and new materials. Your child needs your

support, enthusiasm, and encouragement. By taking an interest in your child’s activities, you provide
the positive reinforcement he/she needs to develop self-confidence and a desire to learn.
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Children who play learn to concentrate and finish what they begin. They learn to give and take,
listen and share, and work together. Through play, children engage in problem solving, develop
critical thinking skills, and establish a life-long pattern for learning.

Childhood is a very active time. It is full of colors, sounds, objects, and people that spark your
child’s creativity. Play is a time for families to have fun together and share special moments.
Imaginative play with your children will help keep a sense of magic throughout their childhood.

FIELD TRIPS-Your child will participate in planned field trips. These field trips are learning
experiences and an important part of the Head Start Curriculum. The purpose of a field trip is:

. To give the children first-hand experiences tailored to their developmental level;
. To help them learn about the world they live in;

. To increase and clarify existing concepts;

. To help them become more aware of their surroundings through observation;

. To develop initiative and creativity in dramatic play.

I O S

Health and safety are always the most important concerns when staff plan field trips for Head
Start children. We ask parents to sign a universal field trip permission form at the beginning of the
school year. Parents will be notified of field trips as they are scheduled. Parents are encouraged to
participate in field trips with their children.

EARLY HEAD START (pre-birth to 3 years old)

The care of infants and toddlers must be regarded as a distinct kind of service—not as a scaled-down
version of preschool or as just babysitting. The unique characteristics of infancy make this care
different from the care of older children because:
e Physical growth and developmental changes are far more rapid between birth and three (3)
years than during any other period in life.
e The younger child is more dependent on the caregiver—more vulnerable, less able to cope
actively with discomfort or stress of any kind.
e Physical, social, emotional, and cognitive aspects of development are more interrelated for this
age group than for older children and more dependent on a consistent, loving relationship with
an adult caregiver.

This rapid early development is best understood in three (3) different stages: young infants (birth to
nine (9) months), mobile infants (six (6) to 18 months), and toddlers (16 to 36 months). The age
ranges overlap because children develop at different rates, but these three (3) levels serve to
emphasize how a young child’s special needs and concerns are shaped by a particular stage of
development. For example, competent care of the highly dependent young infant still establishing
patterns of sleeping and eating will obviously differ from care of the increasingly independent
toddler who shows growing sophistication through the use of symbols, language, and fantasy.

Alexandria Head Start/Early Head Start Parent Handbook 2009-10 11



Center-Based Program
The center-based program option will serve a total of 32 children.

In this program the kinds of environments, experiences, and interactions that a caregiver provides
will have different emphases and aims according to the child’s age.

e A primary concern in working with young infants is to nurture feelings of security and trust
through consistently warm, supportive, personal contact with each child.

o For mobile infants, the caregiver acts as a safe, readily available home base from which the
infants can venture out and explore, aware that they may return at any time for loving contact
and support.

e For toddlers, who are experiencing greater awareness of separateness and independence,
caregivers can focus on activities that build feelings of initiative, creativity, and individuality
while at the same time helping the toddlers learn to interact cooperatively as members of a
group.

To promote development and competency in all domains, TCC EHS implements the following
program policies:

e Primary Care — Each infant will be assigned to only one (1) or two (2) primary caregivers
who feed, change, and play with the baby, allowing the baby to form meaningful, secure
relationships with those who care for him/her. Infants and toddlers learn within the context of
trusting relationships. According to Jillian Rodd (1996):

“An infant who has at least one secure attachment will be more likely to develop
secure relationships with other people in the world, such as grandparents, other
familiar adults and children, and childcare and educational professionals. An infant’s
relationships  with other people, such as early childhood professionals, are not
considered to threaten the mother-child bond but rather to contribute to the infant’s
developing sense of trust in the world and the people in it.”

¢ Small Groups — The center-based program has no more than eight (8) infants and toddlers in
a group, and no more than two (2) high-risk (special needs) infants per group. In the family
child care program there will be no more than four (4) children enrolled. Of this number, no
more than two (2) children will be under the age of two (2) years. In addition there can be
only one (1) child with an identified special need. There can be no more than six (6) children
under the age of six (6), including those of the Child Care Provider.

Family Child Care Option

TCC EHS serves 4 children in the family child care home option utilizing one (1) Family Child Care
Provider.

Family child care is defined as a home facility in which an adult provides care for children and
receives compensation for these services.
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The Family Child Care Provider is recruited from licensed child care providers approved by
Alexandria Social Services. The TCC EHS program will partner with the Department of Human
Services Early Childhood Programs to recruit Child Care Providers from their system who are
permitted or licensed and have experience providing care for infants and toddlers in groups.

The Cluster Directors will work closely with the Family Child Care Providers to provide a high-
quality program for children of diverse ages in a home environment. To ensure that these program
policies are implemented successfully, the TCC EHS program recruits and retains warm, sensitive
caregivers who are trained in infant development, who understand the importance of children’s early
relationships, and who are able to form effective partnerships with parents.

Home-Based Program

The TCC EHS home-based program is designed to meet the unique needs and concerns of each of
the families enrolled, by utilizing aspects of the home-based option in addition to aggressively
working with families to move them toward economic self-sufficiency and any other goal they need
assistance in achieving. These goals may include becoming comfortable with leaving their child in
someone else’s care, obtaining a high school diploma or completing the GED, attending college or
vocational training programs, improving organizational and decision-making skills, balancing full-
time employment and parenting, participating in a support group, and many more.

Through the home-based option, families receive the same services as those participating in site-
based programs. While the center-based Early Head Start option focuses on the child in a classroom
setting, the home-based option focuses on the family and the child in a home setting. Our staff,
Home Visitor Teachers, have the opportunity to work with individuals within a family context and in
the home environment. They will help parents provide the developmental activities and support
services that Early Head Start children would receive in the site-based option.

In keeping with the requirements of the performance standards, the home-based program is designed
to provide comprehensive services in education/child development, medical and dental health,
nutrition, mental health, social services, and parent involvement. The Home Visitor Teachers are
primarily responsible for providing these services.

Because parents are the primary factor in the growth and development of their children, the Home
Visitor Teachers will work intensively with parents and other family members. It is very important
that the Home Visitor Teacher and the family form a strong working relationship and a trusting
partnership. It is in the context of this trusting relationship that the Home Visitor Teacher will
collaborate with the parents in developing and implementing a plan to empower their children and
result in self-sufficiency.

For many families the home-based option is a temporary situation while they pursue other avenues
toward achieving self-sufficiency. On the other hand, for those families uncomfortable with leaving
their children in someone else’s care, the home-based program provides a way for them to receive
support in furthering the development of their child in all domains, and by doing so experience some
of the same successes children obtain by participating in quality child care experiences.
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Frequency of Home Visits and Socializations

Each family will receive one home visit per week for 1-1/2 hours (90 minutes). In addition, the child
and family will receive socialization activities twice a month. One of these socialization activities
will occur in a setting where children and parents enrolled in the program can meet and interact with
each other.

Home Visits:

Home-based visits will consist of the following components:

1. Visits conducted with the parents, not with babysitters or temporary caregivers.

2. Visits that help parents enhance their parenting skills and assist them in the use of their home

as their child’s primary learning environment.

3. Visits that focus on helping parents provide learning opportunities that further their child’s
growth and development. The parent(s) and the Home Visitor Teacher jointly plan the content
of the visit.

Methodology (structure and content):
1. Home Visitors and parents will plan all weekly socialization activities.
a) At the beginning of the year, the Home Visitor will model for parents how the
socialization activities will be conducted.
b) During this time parents will have the opportunity to receive training in selecting
appropriate activities for infants and toddlers, and relating to children in ways that
support the child’s social, emotional, and cognitive development.
2. Planning and implementation of socialization activities will be transferred to parents.
a) Home Visitors will eventually move into a mentorship role, observing, giving
feedback, and assisting parents in the selection of activities and conducting of the
socialization session.
3. Atthe time of recruitment an Early Head Start Family Service Health Specialist will work with
the family to determine which program option to select. Each family enrolled in the home-based
option will receive a home-based agreement. The agreement will outline the role and responsibilities
of the Home Visitor and parent, and establish ground rules for how the visit will be conducted and
how the participants will interact. In addition each family will have the opportunity to enter into a
family partnership agreement. This agreement will be incorporated into the home-based agreement if
the family chooses.

Socializations:

Each family will receive two (2) socializations per month. Both of these socializations will occur in
a formal setting where children and parents enrolled will have an opportunity to interact with each
other in a classroom, community facility, home, or on a field trip. The program will provide
transportation to and from each session if needed. There will be no more than eight (8) children at
each session.

Home Visitors will work closely with parents to ensure that goals and experiences are in keeping

with the family’s culture; build on children’s interests and abilities; promote curiosity, self-esteem,
and enthusiasm for learning; and use responsive interactions as the primary educational vehicle.
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Child Development Services during the Home Visits: Content
The goals of the home-based option are as follows:

1.

bl

12.
13.

14.
15.
. Fill out paperwork, such as the parent activity log, with the parent, and leave copies for the

17.
18.

19.
. Ask the parents what they noticed and to share observations.
21.
22.
23.

24.

Provide age-appropriate child development activities on a regular basis that are consistent
with child development goals set with the parent(s) and that are tied to needs determined
through regular screenings and assessments in which parents play a part.

Provide parents with information on stages of child development which is relevant to their
child and that relates to and is sensitive to the family culture and child-rearing beliefs.
Plan and provide activities which strengthen the parent-child relationship.

Involve parents in the planning of home visits.

Arrange regularly-scheduled home visits that are convenient for the family and at a time
when children are able to get the most out of the visit, i.e. in the morning or soon after
naptime.

Teach the parent to engage in the child development activities with the child. To model and
work toward this goal by sitting with the parent and child in a comfortable area and
conducting the ECE activity while facilitating parent-child interaction.

Verbally describe back to the child and parent what the child is doing and what the Home
Visitor is seeing.

Leave something in writing for parents that will help them engage in follow-up activities with
the child between home visits.

Continually observe, assess, and discuss with the parent(s) the child’s development, including
past and expected developmental growth as appropriate.

. Provide creative activities which fit the family’s culture and goals and use inexpensive, easy-

to-find materials, so that the family can integrate the activities into every day life.

. Provide activities that help parents bond with the child, and to support competence in all

developmental areas.

Encourage and facilitate activities in which families can have fun together.

Respond to requests from parents and/or children for particular activities, and to regularly
ensure that the activities are what the child and family need and want.

Be aware of the attention span and interests of the child, and plan activities accordingly.
Provide variety and flexibility in location for home visits, i.e. take a trip to a library or park.

parent when appropriate.

Describe the plan for the visit at the beginning of each visit.

Explain the child development activity to the parents. What is the developmental skill being
worked on, what is the learning goal/expectation, why has the activity been chosen? To use
the activity as a means to discuss the child’s development. To “team” with the parents.
Always encourage the parents to participate, even if they haven’t previously.

Ask the parents what the child is interested in and involve parents in planning.

Listen to the parents and pay attention to their concerns.

When issues arise during a visit, to follow up with information during the week or at the next
visit.

Through positive comments, to reinforce the parents’ appropriate interactions with the child
during an activity.
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25. Provide parents with appropriate and relevant handouts, and go over the material with the
family.

26. Have a formal home visit that allows flexibility within a consistent, rhythmic, planned
curriculum structure, and can be postponed or changed when necessary.

27. Request from the family what is necessary during the visit, i.e. the television off, limiting
interruptions, etc.

PARENT CONFERENCES
Parent conferences are held twice a year. The parent conference is an opportunity for you to meet
with your child’s teachers and discuss his/her progress in the program. It is an opportunity to share
information about your child, and to learn how your child is doing at school. We hope that these
conferences will help you reinforce, at home, what your child has learned during their days at Head
Start.

DEVELOPMENTAL SCREENING

Each child who enters program is screened to assess his/her developmental abilities. The Denver 11
is used by both Early Head Start and Head Start in the classroom by the teachers to see how each
child is developing cognitively and physically. The ASQ-SE is conducted with the parent/caregiver
during the initial home visit to assess children’s social- emotional development. Early Head Start
uses the ASQ to assess infants and toddlers developmentally. All screenings are conducted within
the first 45-days of the child entering the program. Screenings are used to plan learning activities
with children and shared with program staff on an as needed basis. Staff must receive written
permission to share screening results with anyone outside of the program.

HEALTH SERVICES

Head Start is not interested only in the children enrolled in the program, but in the entire family.
“Head Start is a Family Affair” and we are concerned about your knowledge of good health
habits. We offer workshops and in-service training. The health program provides comprehensive
health services to all children, including those with special needs. We maintain an individual health
record on each child that includes medical, dental, nutrition, speech/language evaluation, lead
screening, sickle cell testing, and blood pressure readings. We will keep you informed of all
screening results, and work with you to ensure the healthy development of your children. Alexandria
Head Start works closely with health agencies throughout the community to help each family gain
access to ongoing medical services.

MENTAL HEALTH
Alexandria Head Start is committed to working with all children and families in implementing a
mental wellness program for families, children, and staff. Opportunities to participate in mental
health activities may occur in both group and individual settings. We are committed to the mental
well being of all members of the Alexandria Head Start community.

Alexandria Head Start provides mental health services in collaboration with a variety of mental

health professionals. We will provide opportunities for parents to meet our Mental Health
Consultant.
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MEDICAL AND DENTAL EXAMINATIONS

Virginia law requires that each child entering the program have a complete physical examination,
current immunizations, lead screening, varicella, and a documented tuberculosis test prior to
enrollment.

All children must also have a dental screening. We will provide referrals to dentists who will see
Head Start children. We supply all children with toothbrushes and practice preventive dentistry in all
classrooms through the daily brushing of teeth. We integrate dental health care into our curriculum
with movies, slides, posters, songs, and dental office tours.

MEDICATION ADMINISTRATION POLICY

Staff must be trained in medication administration by the Health and Nutrition Coordinator before
administering any medications to include over the counter skin products. The Medication
Administration class must be approved by the VDSS. Staff shall not give medicine, including
topical ointments, to children unless the medicine is prescribed by a licensed physician. A statement
is required from the doctor giving precise instructions on administering medicine to the child. Also,
staff must have written permission from parent/guardian. Permission forms are kept on file in the
child’s health record. All medication must be kept in the original prescription bottle.

Alexandria Head Start will dispense medication only if the following requirements are met by
parents:
1. Medication and over the counter diaper ointment must be prescribed by a physician.
2. Medication must be in an original container with child’s name, physician’s name and
dosage clearly marked on a prescription label affixed to the container, and time or times to

be given.

3. Parents must complete the Medication Administration Form. The form is only valid for the
dates stated.

4. Staff will document date, time and dosage on Medication Administration Log.

5. Refrigerator will be available for medications requiring refrigeration.

6. All medications, including refrigerated medications shall be kept in a locked place using a
safe locking method that prevents access by children. If a key is used, the key will not be

accessible to the children.

7. Staffto inform parents immediately of any adverse reactions to medication administered and
any medication error.

8. Staff returns medications to parent as soon as the medication is no longer being
administered.

9. The Initial dose of all medications must be administered at home by the parent.
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10. Sunscreen and Insect Repellent must be administered by the parent before bringing
the  child into the program.
HEALTH POLICY

A safe, healthy environment is a key element of successful learning. To ensure that all children have
that opportunity, Alexandria Head Start monitors the health of every child who comes to school on a
daily basis.

e Every morning the teacher observes every child for signs and symptoms of illness. If a child
exhibits any of these signs, the parent is notified and the child is sent home. If a child
becomes sick during the day, the child is isolated and the parents are called to pick up their
child as soon as possible.

o Listed below are the signs of a sick child. If your child displays one or more of these signs,
you will be notified.

o Ifyour child has any of these signs or symptoms while still at home, please do not bring him or
her to school. If you do, we will ask you to take the child home.

Signs of a sick child

e Fever (101 F. or above) accompanied by behavior change and other signs or symptoms of
illness (i.e., the child looks and acts sick). The child may not return to school until the fever
has been gone for 24 hours.

® Vomiting (more than once in the last 24 hours).

® Mouth sores.

e Two (2) or more episodes of diarrhea.

o Runny nose with thick non-clear (yellow, green, any other color than clear) mucus, which

is a sign of infection.

o Respiratory distress (severe asthma attack, severe colds, bronchitis, uncontrolled coughing,
difficulty breathing, persistent crying, extreme irritability, lethargy).

If the child has any of the following diagnoses from a health provider the child will not be able to
attend until treated and/or no longer contagious.

Must be accompanied with a Doctor’s note

o Infectious conjunctivitis/pink-eye (with eye discharge)-until 24 hours after treatment started

e Scabies, head lice, or other infestation—until 24 hours after treatment and free of nits

o Impetigo-until 24 hours after treatment started

o Strep throat, scarlet fever, or other strep infection-until 24 hours after treatment started and the
child is free of fever

e Ringworm-if not covered

o Pertussis-until five (5) days after treatment started

o Tuberculosis (TB)-until a doctor determines that the disease is not contagious

o Chicken Pox-until six (6) days after start of rash or all sores have crusted over

o Mumps-until nine (9) days after start of symptoms (swelling of “cheeks”)
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e Hepatitis A-until seven (7) days after start of symptoms (e.g. jaundice)

o Measles-until six (6) days after start of rash

o Rubella (German measles)-until six (6) days after start of rash

® Oral herpes (if child is drooling or lesions cannot be covered)-until lesions heal
o Shingles (if lesions cannot be covered)-until lesions are dry

From time to time minor injuries will occur. Staff has been trained to treat these and a report will be
sent home to the injured child’s parents. If the illness or injury is serious, you will be contacted. If
we are unable to reach you, we will call one of the emergency names on your application form. In
the event of serious or life-threatening injury or illness, the Head Start staff will take your child to
the nearest emergency room. You will be requested to meet your child and the Head Start staff
person at the emergency room.

If a child undergoes hospitalization or major surgery, we must receive a doctor’s written clearance
for the child to return to school, including the level of activity the child is able to assume.
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HIV/AIDS POLICY

The Alexandria Head Start Policy Council recognizes that infection from HIV is a matter of
common concern to the community and to the families participating in our program. The program, in
accordance with law, must provide a healthful environment for all its students, and at the same time,
treat those students who are HIV infected with compassion and understanding. Alexandria Head
Start is aware that HIV is not transmitted through casual contact and thus most HIV infected
students may continue to attend school and participate fully in all school programs and activities.
The following procedures will be implemented.

PROCEDURES

1. Screening or testing of children for HIV is not required for admission.

2. Because some immunizations required for most students by state law may be harmful to the
health of students who are HIV infected, such students may qualify for an exemption from these
immunizations.

3. Children who are HIV infected will be treated on a case-by-case basis.

4. Any information provided to the program relating to the health condition of a student with HIV
will be treated with sensitivity and the confidentiality required by law. All medical information
regarding such students, including information transmitted in proceedings, discussions, and

documents, will be treated as confidential. Program staff will be provided with information about the
child’s condition on a need-to-know basis with the written consent of the parent or guardian.
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FOOD AND NUTRITION

Head Start menus are planned with the assistance of the Head Start parents, the staff, the Health and
Nutrition Coordinator, and the Nutrition Consultant. All menus must be in compliance with the
Performance Standards and the United States Department of Agriculture (USDA) guidelines.

Menus provide opportunities to sample and enjoy a variety of new and different foods. Each child is
served breakfast, lunch, and an afternoon snack in accordance with USDA guidelines.

For children enrolled in the center-based and family child care options, all meals, including formula,
will be provided for the children. Children will receive breakfast, lunch, and an afternoon snack. The
times they are fed will depend on the schedule of the program. Parents of infants should note that all
infants are fed on demand.

Mealtime is relaxing and social. Children are encouraged to taste all foods on a daily menu, but are
not forced to eat. Children are never bribed or rewarded for eating. They are presented food
objectively because they need it, not to be eaten as a favor to the adult. Spilling and dropping food
and dishes are accepted as accidents. When the children have finished eating, they will leave the
table and go to an interest area specified by the teacher. They may also help the teacher clean the
tables.

If your child is allergic to certain foods, a doctor’s statement is required that specifies which foods
the child cannot eat. Because of licensing standards, a child cannot continue in the program without
this documentation. The Head Start Program is still responsible for furnishing meals to meet your
child’s dietary and cultural needs. The medical statement will be placed in your child’s record.
Serving of Meals

Breakfast-9:00 a.m. Lunch-12:00 p.m. Snack-2:30 p.m.

NOTE: Because of state health regulations and food allergies, outside food may not be
brought or served in the sites.
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DISABILITIES/SPECIAL NEEDS

Head Start enrolls children with special needs. A special needs child is one who has an intellectual,
emotional, or physical problem and who requires special education and related services. The range
of special needs as specified in the state and federal regulations can include:

*hearing impaired *speech or language impaired
*visually impaired *orthopedically handicapped
*developmentally delayed *autistic

*learning disabled *emotionally disturbed

*health impairments
(asthma, hydrocephaly, sickle cell anemia)

Children with special needs receive all the regular services of Head Start. They participate in all
classroom activities. Special services they require are determined on an individual basis and
placement is decided based upon the child’s need. Parental consent will be obtained before
placement, change of placement, or any modifications concerning the child.

Parents should share in detail all information that has been given to them by physicians, clinics, or
hospitals that have interacted in any manner with their child so that he/she can receive the best
attention possible. Parents should advise staff of any precautions that should be taken in order for
their child to have a full and meaningful experience. Parents are requested to follow through at home
with activities staff will provide to aid their child’s development.

Samuel Tucker has an inclusion program that provides services to special needs children in their
classroom by a City of Alexandria Public School Special Education Teacher.
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FAMILY SERVICES

The Family Services staff is available to work with all families in the program in the following
areas:

1) Assist families in identifying resources and assessing their needs;

2) Identify and access the services that will build upon the individual strengths of families;

3) Work with individual families to identify employment and education opportunities;
4) Provide transportation, if needed, to community agencies;

5) Make home visits to assure continuity of services offered to families;

6) Work with families in an ongoing process to assure participation in the program and in the
community.

Some of the services provided to assist families in meeting their needs are:

1) Community Outreach;

2) Informal counseling and Referrals;

3) Family Assessments;

4) Providing information about available community resources and how to obtain and use them;
5) Recruitment and enrollment of children;

6) Emergency assistance and/or crisis intervention.
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ARRIVAL AND DEPARTURE POLICY

The regular hours of operation for the Alexandria Head Start Program are 8:30 a.m. to 3:00 p.m.
These hours are federally funded. All children must be present by 9:00 a.m. Allowances may be
made for documented medical appointments. The hours for Alexandria Early Head Start are 7:30
a.m. to 6:00 p.m.

EXTENDED DAY CARE POLICY

Children enrolled in Head Start may be eligible to receive extended day care services from 7:30 a.m.
to 6:00 p.m. The extended day care hours of Alexandria Head Start are 7:30 a.m. to 8:30 a.m. and
3:00 p.m. to 6:00 p.m. Extended hours are available at the Jefferson-Houston and John Adams sites.
Extended day care hours are funded by the state. Children whose parent(s) work, or are in education
or training for employment and have legal immigrant status may be eligible to attend during these
hours.

Please Note: ALL CHILDREN MUST BE DROPPED OFF AND PICKED UP ON TIME!

TARDINESS POLICY

Drop-off time for children in Head Start is between 8:30 a.m. and 9:00 a.m. Each child must be in
the classroom by 9:00 a.m. A child arriving after 9:00 a.m. due to a doctor’s appointment should
bring in a doctor’s note. Tardiness due to medical/social service appointment will be excused.

Each child in Head Start must be picked up promptly by 3:00 p.m. and 6 p.m. for Early Head Start.
Failure to do so will result in a tardy slip. If a child receives a tardy slip (3) times within a 30-day
period, the family will be referred to the Family Service Specialist and a mandatory parent
conference will be set up. A plan of action will be developed to ensure the child is picked up on
time.

For any child enrolled in extended child care at Jefferson Houston or John Adams until 6:00 p.m.,
the parent will receive a tardy slip if the child is not picked up promptly. After the written warning,
parents will be charged a $10.00 late fee for the first ten (10) minutes and a $15.00 late fee for each
additional fifteen (15) minutes. Late fees apply to extended child care hours only. (Parents must
pay fees before the child returns to extended child care.)
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EMERGENCY POLICY IN CASE OF FAILURE TO PICK UP A CHILD

In the event that a child is not picked up by 6:00 P.M., staff shall use all contact information
in attempting to arrange for the earliest possible pick-up of any child remaining in the Center after
closing. Staff shall attempt to contact the Cluster Director and Head Start Senior Director by phone
in the event that parents are unreachable and an alternate pick-up might be arranged. If we have not
had phone contact with a parent by 6:15 P.M., we will begin calling emergency contacts. If we
release a child to one of the emergency contacts and staff then leaves for the evening, the
information will be left on parent answering machines whenever possible and in a message on the
Center’s front door.

If a child has not been picked up by one hour after Center closing time and all attempts to
reach parents/guardians have been unsuccessful, staff shall call Child Protective Services for the
jurisdiction in which the child lives and request that they arrange to have Social Services pick up the
child from the Center as soon as possible.

RELEASE POLICY

The adult accompanying the child will sign the child in every morning and out every evening. Staff
will not release a child to any person who is not authorized by the child’s parent or legal guardian.
Authorization will be verified by the information provided on the enrollment application. In order
for someone not previously authorized to pick up a child, the parent/guardian must add that person to
the emergency contact form. Staff cannot accept changes to the emergency contact form over the
phone. All changes must be done in writing. That individual must provide picture identification
before the child can be released. All adults must show picture identification when picking up a child.
This is for the safety of the children.

ABSENCE FROM SCHOOL

Excused absence from school includes the following:

. A child is hospitalized;

. A child has serious illness/injuries;

. A child contracts a communicable disease;

. A child has other health ailments such as asthma;

. Death in a child’s family;

. A child has to receive medical treatment or therapy;
. A child is affected by temporary family situations

N kW=

When your child returns to school from an extended absence, please send official documentation
explaining the reason for the absence. (Refer to examples above.) Please notify the site if you expect
your child to be out of school for several days.
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PARENT INVOLVEMENT

Involving parents is one of the most important aspects of the Head Start program. We focus on
parents because they are:

1. the primary teachers of their children;

2. responsible for their children’s well being.

Some of the ways YOU should be involved are to:

1) Attend and/or serve on site committees;

2) Attend and/or serve on advisory committees;

3) Attend and/or serve on Parent Policy Council;

4) Volunteer in the classroom;

5) Attend site committee meetings;

6) Come and have breakfast or lunch with your child;

7) Accompany classes on field trips;

8) Attend workshops, conferences, and training opportunities.

Parents, in order to help Alexandria Head Start provide the best possible services to you and your
children, we need your cooperation and participation on a daily basis.

1) Take time to meet your child’s teachers and the other staff at the site.

2) Send your child to school every day.

3) Somebody who is not on your emergency contact form will not be permitted to take your child out
of the center. Additions to your emergency contact form can be made at any time in writing.

4) Check cubbies and daily communications which may be posted in sign in/out logs, Parent
Communication Boards, and Teacher/Parent Communication log.

5) Talk to staff to find out how your child is doing.

6) Sign your child in and out daily.

7) Notify the site in advance if you expect your child to be out of school for several days.

8) Contact your Family Services Specialist for the following:

any time you have a question or concern.

if your address or telephone number changes.

if your emergency contact name, address, or telephone number changes.

when in need of emergency services (clothing, food, shoes, shelter, etc.).

if you are interested in obtaining your General Education Development (GED) Certificate.

. if you need someone to listen.

9) Read all information sent home with your child.

10) Attend your center’s parent committee meetings.

11) Remember that the staff of Alexandria Head Start cares about you and your family!

Mmoo ow
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TRANSPORTATION

Alexandria Head Start will provide transportation based on need and availability of bus service.
Families who are participating in Extended Child Care are not eligible for transportation services
from the Alexandria Head Start program.

ADVISORY COMMITTEES

Advisory Committees are designed to ensure that our program meets Head Start goals. Parents
are an integral part of Advisory Committees. We are committed to providing a program that
meets the needs of families in our community. To ensure that Head Start is meeting its goals for
working with your children, we encourage you to join an Advisory Committee. We have an
Education, Health, and Family Service Advisory Committee. Talk to your child’s teacher or your
Family Services Specialist to sign up.
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MY RESPONSIBILITIES AS A HEAD START PARENT

1. To learn as much as possible about the program and to participate in policy and procedural
decisions.

2. To accept Head Start as an opportunity through which I can improve the lives of myself and
my children.

3. To observe, volunteer, become an employee, and/or contribute my talents in any way
that I can.

4. To provide parent leadership by taking part in elections, to explain the program to other
parents, and to encourage their full participation.

5. To welcome staff into my home and discuss ways in which I can help my child (ren) develop.

6. To work cooperatively with the staff and other parents in a respectful manner.

7. To guide my children with firmness, this is both loving and protective.

8. To offer constructive criticisms of the program and to participate in annual evaluations.

9. To take advantage of programs designed to increase my knowledge about child development
and my skills in areas of possible employment.

10. To become involved in community programs which help to improve health, education, and
recreation for all.

MY RIGHTS AS A HEAD START PARENT

1. To participate on councils and boards which affect the planning and operation of the
program.
. To be welcomed in the classroom and site committee meetings by all staff.
. To be informed regularly about my child’s progress.
. To always be treated with respect and dignity.
. To expect guidance from all staff which will help my child’s development.
. To have opportunities to learn about the total operation of the program, including the budget
and the level of education and experience required to fill various staff positions.
7. To participate in deciding on the training/workshop topics that will be offered throughout the
year.
8. To be informed about community resources that will assist in improving my family’s quality
of life.
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GRIEVANCE PROCEDURE FOR HEAD START FAMILIES

If you have a question, concern, or problem, first address it with the staff member involved. If
the problem persists, seek help from a supervisor. If the issue is still not resolved, contact the
Head Start Director. For a problem in the classroom, the Administrative Teacher, the Teacher,
and the Assistant Teacher are available to meet with you. If necessary, the Cluster Director, as
supervisor, can attend the meeting. If there is a problem in another area, the staff and supervisors
are always available to meet with families. The Head Start Director should be contacted if there
are still concerns.

If families have concerns they feel are not properly addressed by staff, they can approach the
Policy Council. The Policy Council is the governing body of Head Start and represents all
families in the program.

Remember, it is best to go directly to the source of concern, and follow procedure in resolving
all matters.

BEHAVIOR POLICY

It is our goal to treat all children and families in a caring and helpful manner. If a child exhibits
inappropriate behavior, staff will work with the child and family to remedy the issue.
Inappropriate behavior includes, but is not limited to, continuous disruptive behavior, kicking,
biting, slapping, throwing objects, spitting, knocking objects over, fighting, abusive/profane
language, willful destruction of property, and refusal to follow directions or cooperate/participate
in activities presented.

INAPPROPRIATE BEHAVIOR CONSEQUENCES
If a child exhibits inappropriate behavior the following steps will be taken:
1. Parents will be advised of the situation in a conference with the Teacher. The Family Service
Specialist, Cluster Director and Head Start Director may also attend the meeting. Staff will

discuss, and present in writing, specific incidences and behaviors as well as an action plan.

2. The family and child will be referred to mental health services, if necessary. Families will
participate in mental health treatment with support from staff.

3. Families are expected to participate in all therapy/meetings resulting from referrals. Failure to
participate could result in dismissal from the program.

4. In the event that a child is terminated from the program, the parent has the right to appeal the
decision to the Policy Council for review.
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EMERGENCY CONTACT POLICY

Should we need to contact parents or guardians regarding their child for any reason, such as illness
or accident, we must be able to reach them or their designated emergency contact immediately. The
state regulation mandates that there must be two (2) people named as emergency contact people.
These parties must have knowledge of their designation as your emergency contacts. Telephone
numbers of emergency contacts must be correct and in working order at all times; addresses must be
correct as well. It is the parent’s responsibility to make sure that the information on file is correct
and remains up-to-date.

CONSEQUENCES
Should we determine at any time that the information on file regarding your emergency contact
persons is inadequate; your child will not be allowed to return to school until we have two (2)

verified emergency contact persons.

The emergency contact policy is for the protection of children enrolled in the program.
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SUPERVISION OF CHILDREN

Children are to be supervised at all times. Child/staff ratios will meet all Head Start/Early Head Start
Performance Standards, State Licensing Standards, and NAEYC accreditation standards.

1

2

Individual children are to be accompanied by an adult whenever they leave the classroom for
any reason.

Children are to be accompanied by an adult whenever they are leaving the playground to
enter the building, or leaving the building to go to the playground, whether in a group or
individually. Staff will do a head count before going to the playground and before going
back inside.

A head count of children must be completed each time the children leave the classroom as a
group and return to the classroom.

When there is only one staff member present in the classroom and she or he must leave for
any reason, she or he must get another adult to stay in the classroom until she or he returns.
No child will be left in a classroom unattended for any reason. (Even when children are
asleep). Two staff members will be in the classroom at all times.

When infants and toddlers/twos are sleeping, they will be monitored every 20 minutes; sides
of cribs will be checked to make sure they are up and locked.

Teachers, assistant teachers, or teacher aides will be aware of, and positioned so they can

hear and see, any sleeping children for whom they are responsible, especially when they are
actively engaged with children who are awake.

Alexandria Head Start/Early Head Start Parent Handbook 2009-10 31



MISSING CHILD POLICY

When a child is missing, one staff member will stay with the other children while the other staff
member does the following:

1. Call 911 (specify listed information*).

2. Notify the Administrative Teacher and the Cluster Director.
3. Notify the parent or listed emergency contact.

4. Staff is to remain in present location until police arrive.

*Specify child’ s appearance (i.e., hair color and style, height and weight, eye color, style and type
of clothing).
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PROCEDURE FOR REPORTING SUSPECTED CHILD ABUSE AND/OR NEGLECT

Child Protective Services must be called for any case of suspected child abuse or neglect. Any
employee working in a program with children is required by law to report suspected abuse or
neglect.

The procedure is as follows:

1. All staff must contact the Cluster Director immediately to ensure that a report is made to Child
Protective Services for any child that they suspect has been a victim of abuse or neglect. The Cluster
Director will contact the Senior Director of Early Childhood Programs.

2. Staff must document any suspected abuse or neglect.

3. The person who sees the abuse must report it. When reporting abuse, staff'is required to provide
the following information in writing:

e Child’s name

e Child’s address

e Name of parent or legal guardian

e The most recent phone or emergency number

e Brief description of the incident that required the referral

4. Anincident Report Form must be completed with the date, time, and nature of referral and the
name of the caseworker to which the case was reported.

5. The original Incident Form is given to the Senior Director of Early Childhood Programs and a
copy of the completed Incident Form will be kept with the Cluster Director.
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Confidentiality Statement

All information regarding assessment administered to enrollees of Alexandria Head Start and Early
Head Start and surveys administered to parents of Alexandria Head Start and Early Head Start
enrollees will be treated as confidential.

When necessary, information will only be shared with the appropriate parties to address concerns

about the child's development (e.g. ACPS/Childfind, PIE, Pre-School Prevention Team etc...), and
with prior parent consent to share said information.
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