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SECTION (1) Introduction to Head Start
A. What is Head Start?

Head Start is a federally funded, community-based program for families. The program is
available for children three to five years of age that are ineligible for kindergarten. Families are selected
according to federal income guidelines and determined by need and not on a first-come, first-served
basis.

Head Start seeks to develop partnerships with the child, their family and the community in which
they live in order to enhance the social, emotional, cognitive and physical development of the child.
These partnerships are designed to ensure that the program and family goals are implemented to
promote future success in school.

Children and families who enroll in Head Start participate in family-centered services, which
include a variety of educational and social activities that can span the entire academic year. Health
screenings are provided for all children. Children receive healthy meals and snacks and enjoy indoor
and outdoor activities in a safe environment. These services facilitate child development, support
parental goals and promote family self-sufficiency.

The Head Start Program serves to guide all children toward success. The program recognizes that
the parent is the child's first and most important teacher. Head Start values each family involved within
the program activities and agrees to work with families as a partner in each child's development. The
program needs everyone's participation in every aspect of each child's care.

B. Who can be part of Head Start?

Children from ages three to five whom are from families with incomes below the poverty guidelines are
eligible for Head Start. Children from homeless families, and families receiving public assistance such
as TANF or SSI are also eligible. Foster children are eligible regardlessof their foster family’s income.

C. Head Start Core Values

e Establish a supportive learning environment for children, parents, and staff in which the
processes of enhancing awareness, refining skills, and increasing understanding are valued and
promoted.

e Recognize that the members of the Head Start community—children, families, and staff—have
roots in many cultures [and languages]. Head Start families and staff, working together as a
team, can effectively promote respectful, sensitive and proactive approaches todiversity.

e Understand that the empowerment of families occurs when program governance is a
responsibility shared by families, governing bodies and staff and when the ideas and opinions
for families are heard and respected.

e Embrace a comprehensive vision of health for children, families and staff that: ensures basic
health needs are met; encourages practices that prevent future illnesses and injuries; promotes
positive, culturally relevant health behaviors that enhance life-long well-being.

e Respect the importance of all aspects of an individual's development, including social,
emotional, cognitive, and physical growth.



e Build a community in which each child and adult is treated as an individual while at the same
time, a sense of belonging to the group is reinforced.

e Foster a relationship with the larger community so that families and staff are respected and
served by a network of community agencies that work in partnership with oneanother.

e Develop a continuum of care, education, and services that allows stable, uninterrupted support
to families and children during and after their Head Startexperience

D. Mission Statement

The mission statement for Highland Rim Economic Corporation is to coordinate resources to
empower and inspire people to reach their full potential.

E. The Organization

Highland Rim Head Start began operation in the summer of 1966 under the umbrella of Highland Rim
Economic Corporation. The program provides services to four rural counties in west central
Tennessee. In Dickson County there are 3 centers and 6 classrooms. In Houston County there is 1
center and 2 classrooms. Humphreys County there are 2 centers and 2 classrooms. In Stewart County
there is 1 center with 2 classrooms. Highland Rim also collaborates with North Stewart Elementary in

1 Pre-K classroom.

E. Highland Rim Head Start Locations

Charlotte Head Start
125 Doyle Hill
Charlotte, TN 37036
Phone: 615.789.3316
Fax: 615.789.0214

Dickson Head Start
119 W. Broad St.
Dickson, TN 37055
Phone: 615.446.2576 or
615.446.2821

Fax: 615.446.6017

Highland Rim Economic
Corporation

213 College St., P.O. Box 208
Erin, TN 37061

Phone: 931.289.4101

Fax: 931.289.5311

Highland Rim Head Start/
Central Office

3215 Hwy. 149, P.O. Box 208
Erin, TN 37061

Phone: 931.289.4133, 4135,
4136 or 4137

Fax: 931.289.3220

Stewart Head Start
500 Williams Rd.

Big Rock, TN 37023
Phone: 931.232.7965
Fax: 931.232.5198

McEwen Head Start
220 E. Swift St.
McEwen, TN 37101
Phone: 931.582.3278
Fax: 931.582.8997

Waverly Head Start
612 E. Main St.
Waverly, TN. 37185
Phone: 931.296.7401
Fax: 931.296.9071



SECTION (2) Classroom Options

A. Full Day Classroom

Hours are 7:45 - 2:00 Monday - Friday.

B. Extended Care Classroom

Only Available at Dickson Complex. Hours are determined by needs of parents.

SECTION (3) Highland Rim Policies & Procedures

A. Confidentiality:

All child and family records are confidential (private) and in locked locations. We do not share any
information about you or your child with anyone outside of Highland Rim Head Start without your
permission, unless subpoenaed by court.

B. Standards of Conduct All Highland Rim Head Start Staff will maintain a standard of conduct
provided by Highland Rim Economic Corporation that specifies:

1.

Highland Rim Head Start Staff will respect and promote the unique identity of each child and
family and refrain from stereotyping on the basis of gender, race, ethnicity, culture, religion, or
disability;

Highland Rim Head Start staff will sign a confidentiality agreement stating the confidentiality
policies concerning information about children, families, and other staff members;

Two Highland Rim Head Start staff will supervise children at alltimes;

Highland Rim Head Start staff will use positive methods of child guidance and will not engage in
corporal punishment, emotional or physical abuse, or humiliation. Isolation, food as punishment
or reward, or denial of basic needs will not be used as methods of discipline;

Confidential information will be seen by and discussed only with staff members who can
demonstrate a need for the information in order to perform theirjobs;

Each Director, Officer, Policy Council member, and employee of HREC shall receive a copy of
the Code of Conduct. Each person will be required to complete the disclosure statement and
must certify that he or she has read the Code and agrees to comply with all standards and
requirements set forth therein annually.

C. Behavior Support and Management Policy

All children learn and develop at their own pace. Some children need extra support in working on
challenging behaviors. By this we mean behavior that isn’t working for the child, occurs often, and
impacts their ability to learn and play. Head Start partners with agencies for behavior services.

We work with children to help them have better self-control. We use positive methods to do this. We

might:

* show them how to behave



* redirect them to a better activity
* set limits
* provide the space or time needed to get back in control

Adverse Childhood Experiences

Adverse Childhood Experiences (ACES) is one of several socio-emotional screeners used at
Highland Rim Head Start. ACES are defined as “stressful or traumatic events that occur during
childhood”. ACES have been linked to a number of negative outcomes; including increased risk
taking behaviors, poor physical health decisions, and emotional deregulation. At Highland Rim Head
Start, we use an ACES screener to determine the adverse events that a child is exposed to as well
as the parent. Using this information, we are able to refer parents to services based upon need so
the entire family is able to conquer these detrimental events as early as possible.

Highland Rim Head Start will work with you and others involved in supporting your family to make a
plan about how we will help your child. If at any time you have concerns about your child’s behavior at
home or school, please talk with your child’s Teacher and/or Family Advocate.

D. Guidelines for Attendance:

It is important your child attends school every day. Regular attendance will help get him/her ready for
Kindergarten! The school day will consist of educational opportunities provided by a teacher and
assistant which are designed to be appropriate for their age and development. Your child's learning will
be tracked by the classroom staff. Be sure to ask the staff to show you how much they are learning!
For these reasons, please try and have your child dropped off at school on time at 7:45 a.m. and
picked up no later than 2:00 p.m.

v' Regular attendance helps your child reach their full potential.

Regular attendance helps your child feel secure and independent

Regular attendance prepares your child for public education.

Regular attendance reduces the risk of your child experiencing learning "gaps".

Regular attendance helps your child feel confident and excited aboutlearning.
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Regular attendance helps to eliminate the possibility of termination from the program.
Absences from School:

Should your child have a need to be absent from school please call the center to inform the
child's Teacher or Family Advocate. If the absence is due to illness, your child must be symptom
free for 72 hours before returning to the classroom. This means without fever, vomiting, diarrhea
or rash for a complete 72 hours without medication before they can reenter the classroom. If
child returns before 72 hours they must have a doctor's statement clearing them to return to school.

If, however, the absences result from other factors, including temporary family problems that affect
a child's regular attendance, the Family Services department will initiate appropriate family
support procedures for all children with four or more consecutive unexcused absences. These
procedures will include home visits, direct contact with you or any other form of
communication necessary. In circumstances where chronic absenteeism persists and it does not
seem feasible to include your child in the program, your child's slot will be considered an enroliment
vacancy. This means that your child may potentially be removed the program.



E. Emergency Contacts:

Please make certain we always have three current emergency phone numbers. If your child will be
absent, call the center and let staff know. The best times to communicate with teachers are before and
after class hours. Should your child be absent and we are unable to make contact with you, a home
visit could be conducted. Primary Adult’s contact information MUST be kept current at alltimes.

F. Release of Children:

1. You must sign your child in upon arrival at the center or at the bus stop and you must sign your
child out each afternoon with the correct departure time. This must be a complete, legible
signature, no initials.

2. All changes or updates to the Child's Emergency Card must be made in person.
These changes can only be made by the person listed as the Primary Adult.
ABSOLUTELY NO CHANGES WILL BE ACCEPTED IN ANY OTHER FORM OR VIA
TELEPHONE.

3. The name, telephone number and address of at least 3 adults, 18 years of age or older, other
than yourself: who can be contacted in an emergency to pick-up your child must be provided to
staff.

4. The name listed as the emergency contact must be listed as it appears on the contact's photo 1D
or driver's license otherwise we will not release the child into their custody. Until the teacher and
staff become familiar with each parent/guardian/authorized person, a photo ID will be required
at pick up. Center staff will not release your child to anyone who is not authorized for pick up on
your emergency contact list.

5. The name, address and telephone number of your employer or the school that you attend must
be provided to staff. If you are attending school, please also list the department where your
classes are held.

In the event of a local threat. for example a lockdown the children will be released only once an
officer is on site.

G. Alcohol, Other Drugs and Impaired Drivers

Alcohol or illegal drugs are not allowed at any Head Start activity. If anyone comes to a Head Start
event while using alcohol or drugs, they will be asked to leave. If the person does not leave, staff will
call the police to assist.



H. No Smoking Policy

Head Start is smoke free. There is no smoking or vaping allowed within 50 feet of any Head Start
function. This includes classrooms, group activities, parent meetings and offices.

. _Shots (Immunization Policy)

Head Start believes that healthy children are up to date with their shots. Head Start staff will work with
you and your child’s doctor to make this happen if your child does not have the shots they need.
State certified shot record form must be on file with Head Start by the first day of class or
home visit. Exceptions to this immunization record requirement may be made only if the child’s
physician or the health department provides a signed and dated statement, giving a medical reason
why the child should not be given a specified immunization or the child’s parent provides a signed
written statement that such immunizations conflict with his/her religious tenets and practices.

dJ. Sick Policy

Children and staff who have any of the following symptoms or conditions will be excluded until
either the condition subsides or communication is received from a medical provider stating the
child/staff is no longer contagious:

*Upset stomach with diarrhea (runny, watery or bloody stools) or vomiting (more than one time)
within the past 72 hours;

*Runny nose, sniffles, unusual cough affecting their ability to function in the classroom,;

*Fever of 100° or higher, must be fever-free and un-medicated for 72 hours;

*Complaints of unusual pain affecting their ability to function in the classroom;

eIndications of signs of a communicable disease or an unexplained rash (chicken pox, pink eye etc.)
sLice or live scabies;

*Cuts or openings on the skin that are pus-filled or oozing;

*Short term injury/accident.

K. Medications at School:

Whenever possible, please arrange with your child's medical provider, to schedule medications to be
given before and/or after school. They will assist you in a medication schedule that works around your
schedule at home. We understand that sometimes medication will have to be given during class time.
In these specific instances the following guidelines will apply:

An individualized health action plan must be signed by you and your child’s doctor for any
medications to be administered at school. If you need a form please ask your Family Advocate or
Teacher.

Medication must be in the up-to-date original container and properly labeled by the pharmacist.
The labeled information must include the child's name, frequency, dosage amount, medication name,
and duration of administration, method of administration, expiration date, storage instructions, date
filled and name of prescribing physician.

L. Siblings at School:

We strive to make all activities at Highland Rim Head Start as family friendly as possible. There will
10



be activities planned specifically designed for the entire family. However, we ask that you make
other arrangements for your child's siblings when you participate in a classroom activity or
volunteer at the center.

Siblings are welcome to attend field trips and activities outside the classroom but the parent must
attend as well. Provisions for a sibling's participation in a school activity will not be provided by
Head Start if they are not enrolled within the program.

M. Food at School:

Food may be brought into school to share but it must not be homemade. You may purchase pre-
packaged food with ingredients listed or bring in store bought ingredients to prepare in our kitchens.

Before each celebration, holiday, or birthday your teacher will post an approved food list that will
allow parents to sign up. Please refer to our Planning Holiday, Celebrations, And Party Activites
section for further information.

N. Complaint Procedure for Highland Rim Head Start Families:

Highland Rim Economic Corporation (HREC) recognizes the importance of the community and
parents/guardians in voicing their concerns and complaints about the Head Start Program. Although
the Head Start Policy Council and the Head Start Director have the utmost respect for the Head Start
Administration and Staff, we realize that mistakes can and sometimes do occur.

1. An informal complaint/concern by a parent (or community member) should be addressed to the
immediate staff-person that has direct control of the issue at hand. If these staff are unable to handle
the situation to the satisfaction of the parent, then the Area Coordinator will be contacted. If they are
unable to satisfy the parent, then the Family Service Manager will become involved.

2. A formal Comment and Complaint form by a parent (or community member) should be submitted to
the Family Service Manager.

3. The Family Service Manager will investigate the issue fully, and he/she (or qualified designee) will
respond within 5 days.

4. If the parent (or community member) is dissatisfied with the response, the Family Services
Manager will then forward the complaint and corresponding documentation to the Head Start Director.

5. If the parent (or community member) is dissatisfied with the response of the Head Start Director,
the complaint and corresponding documentation will be forwarded to the Executive Director.

6. If dissatisfied with the response of the Executive Director, the parent (or community member) may
make a written request to the Policy Council Chairperson asking permission to address the Council at
its next meeting.

a. The request must outline the complaint/concerns in detail.
b. The Council shall determine if they will allow the request and the amount of time allotted.
c. The Council may elect to answer the complaint/concern itself.

7. If the claimant is not satisfied with the decision of the Council, then the matter will be conveyed to
the Board of Directors for review and decision. The decision of the Policy Council and/or Board of

Directors is final and binding. 1



TENNESSEE DEPARTMENT OF HUMAN SERVICES

SUMMARY OF LICENSING REQUIREMENTS FOR CHILD CARE AGENCIES

This summary is a guide for parents of children in licensed child care agencies. It outlines some of the requirements
child care agencies must meet in order to be licensed. The Department of Human Services licenses child care
agencies with five (5) or more unrelated children operating for three (3) or more hours per day unless exempt. The
purpose of licensing is to help maintain healthy, safe, and developmentally appropriate environments for
your child. Questions about these requirements or concerns about an agency’s compliance should be referred to
the local DHS office. You may ask your agency to see the complete set of licensure rules for child care agencies or

you can access the rules through the Department’s website at:

Ownership, Organization, and Administration

General liability, automobile liability and medical payment

insurance coverage shall be maintained on the operations of

the child care agency'’s facilities and vehicles.

Enrollment of children less than six (6) weeks of ageis

prohibited.

Children shall not be in care for more than twelve (12) hours

in a twenty-four (24) hour period except in special

circumstances.

Written documentation that the parent performed an on- site

visit to the agency to review the agency’s facility and parent

engagement strategies prior to enrolling the child (not

required for children of homeless families).

Child care agencies shall establish a drug testing policy for all

staff having direct contact with children.

A copy of the agency’s policies, procedures, and the

Department’s Summary of Licensing Requirements shall be

supplied to the parent upon admission of the child.

Parents shall be permitted to see the professional

credential(s) of staff upon request.

During operating hours, parents shall be permitted immediate

access to their children, unless legal documents prohibit or

restrict access.

Children’s Records

v' Written consent for emergency medical care.

v' Written plan stating to whom the child shall be released.

v' Written transportation agreement between parent and the
center regarding daily transportation.

v Daily attendance that includes time in and time out for
each child.

v Prior written permission of parent for each off-site activity.

The agency or agency staff shall not disclose or knowingly

permit the use by other persons of any information concerning

a child or family exceptas required by law.

The child care agency’s current license and agency report

card shall be posted near the main entrance.

Written expulsion policy clearly shared with parents and staff.

Staff

Family and group home child care agencies must notify
parents in advance of the person in charge during primary
educator’s absence.

A staff member shall be designated in charge in the absence
of the primary educator / director and the name of the person
in authority shall be posted.

At all times, one (1) adult educator with at least a high school
diploma shall be on the premises.

Pre-service training for all staff prior to assuming duties.
Substitutes providing services for more than 36 hours in a
calendar year shall meet background check requirements and
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have a physical exam prior to beginning duties.

¢ Volunteers cannot be counted to meet the adult: child ratios
and shall never be left alone with children.

Criminal Background Check

¢ Criminal background checks are required for all staff at least
every five (5) years.

Record Keeping

¢ A record for each child shall be maintained within the child care
agency.

e Written plan of action must be endorsed by a physician for a
child with life threatening allergies.

¢ Parent must provide written consent for emergency medical
care/treatment.

o Written statement must be on file that lists to whom the child
shall be released

o Written transportation agreement between parent and the child
care agency regarding daily transportation.

¢ Maintain daily attendance records that include the full name
and time in and time out for each child.

o Written permission slips from the parent for each field trip prior
to the activity.

e Each child shall have a written transition plan for moving from
one age group to another.

e The records of any child who is five (5) years old in an agency
which lacks approved kindergarten status shall include a
signed acknowledgment by the child’s parents that recognizes
that the child’s attendance does not satisfy the mandatory
kindergarten prerequisite for the child’s enrollment in first
grade.

e Children of homeless families and/or children in state custody
may receive care for up to sixty (60) days prior to providing
documentation of immunizations and well-child examinations.

Incident Reporting

¢ Incidents, accidents, injuries and signs of illness shall be
reported to the parent no later than the child’s release on the
date of occurrence.

¢ Incidents, accidents, injuries and signs of serious illness to
children shall be documented immediately and must include:
child’s name and date of birth, name of person writing report,
date & time of occurrence and completion of incident report,
description of incident and circumstances, and actions taken by
agency.

¢ The child care agency shall notify the Department of all serious
incidents the same day of the incident by contacting the
Complaint Hotline at 1-800-462-8261.

Duty to Report Child Abuse and Neglect

o Every operator, owner, licensee, director, primary educator or
staff member of, or substitute staff member or volunteer in, a
child care agency licensed by the Department of Human
Services is individually responsible and required to

12




immediately report any reasonable suspicion of child abuse
or neglect to either the Department of Children’s Services
and/or local law enforcement or the judge of the juvenile court
in the county of the child’s residence, pursuant to T.C.A. §§
37-1-403 and 37-1-605.

All child care agency staff shall receive annual training
regarding proper procedures to report child abuse and
neglect.

Supervision

All areas of the building and grounds shall be visually
inspected after closing the child care agency for the day to
ensure no children have been unintentionally left in any part
of the child care agency’s facilities.

Children shall be released to only the child’s parent, or other
person authorized by the parent in accordance with child care
agency’s policies.

Child care agencies shall maintain a daily sign-in and sign-out
sheet that includes each child’s printed full name, date, time
of entry, time of departure and space for the printed name
and signature of parent or authorized representative.
Educators providing supervision to children during meal and
snack times are prohibited from performing activities/ duties
unrelated to food service.

Child care agencies shall develop, follow and post a written
mealtime supervision plan.

Child care agencies shall develop and follow a written
playground supervision plan.

During field trips, the adult:child ratios shall be doubled and
attendance shall be checked upon departure and arrival at
each destination and at the beginning and end of each activity
(in family and group homes the adult:child ratio shall be
increased by one (1) during field trips).

When children are engaged in activities in or near a body of
water, the following requirements shall be met:

Age Group Adult:Child Ratio

6 weeks—12 months 1:

13 months — 35months

Three (3) years

OO |BIN|=

1:
1:
Four (4) years 1:
Five (5) years 1:

School-age (Kindergarten and above) 1:10

One (1) adult present shall have a current certificate in

advanced aquatics lifesaving skills and shall supervise above

the level of the swimmers.

Safe sleep supervision procedures must be followed to

prevent suffocation and deaths in infants:

Infants shall sleep in cribs or play yards.

Infants shall not sleep on a sofa, soft mattress, adult bed,

in a car seat, swing or other restraining devices.

v" Bibs shall be removed prior to placing a child in a crib for
sleeping.

v' Soft bedding, mobile toys and other toys that attach to
any part of the crib are prohibited.

v'Infants that arrive asleep in car seats or fall asleep in any
piece of equipment other than a crib must be immediately
removed and placed on their back in a crib.

Any practice that is an exception to the Department’s safe

sleep supervision procedures shall not be used without

written authorization from a physician.

AN

Health and Safety

Children shall be checked upon arrival each day for signs of
illness and injury.

The receiving educator shall document any obvious marks or
injuries and shall note any comments from the parents
pertaining to the marks or injuries.

A child showing signs of illness shall be cared for apart from
other children to the extent that supervision can be
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maintained for all children, and the parent shall be contacted
and arrangements made for pick up.

At least one staff with certification in first aid and one certified
in CPR on duty at all times.

Impetigo and diagnosed strep shall be treated according to a
licensed medical professional’s instructions prior to
readmission to the child care agency.

Children diagnosed with scabies or lice shall have proof of
treatment prior to readmission.

All medications and preventative products such as non-
prescription diaper cream, sun screen and insect repellant,
shall be received from the parent by a designated staff person
and administered by a designated staff person.

Unused medication shall be returned to the parent.

Medication shall never be handled by children or administered
in bottles or infant feeders unless authorized by a physician.

All medications shall be inaccessible to children unless a
physician’s authorization for the current school year is on file
that allows a school-age child to have self-administered
medication.

Smoking is not permitted in any indoor area or vehicle of the
child care agency at any time.

The use of alcoholic beverages is not permitted in a child care
agency during the hours of operation.

Firearms shall not be on the premises of a child care agency,
in any vehicle used to transport children orin the presence of a
child. (In a private residence, these items must be locked, out
of sight and inaccessible to children).

All items labeled “keep out of reach of children” shall be stored
so that they are inaccessible to children.

Personal belongings of residents and staff (purses, backpacks,
coats, etc.) shall be inaccessible to children at all times.
Children’s diapers should be checked throughout the day to
determine if they are wet or soiled.

Educators shall provide rich social interchanges and engaging
eye contact during diapering.

Educators shall utilize sanitary diapering procedures.
Pre-school and school-age children requiring assistance with
toileting needs, shall receive assistance in a location
designated for that purpose which provides privacy from other
children and adults.

Staff members with signs of a communicable disease shall not
be present.

Food and Food Service

Educators and children shall wash their hands with soap and

water.

At mealtime, children shall be seated at tables and chairs of

appropriate size, and an educator shall be near any table or

high chair where a child is eating.

Educators shall ensure that infants have completed feeding

and swallowed all milk/formula prior to being laid down.

Bottles shall not be propped or given to a child while lying flat.

Children shall not be permitted to carry a bottle with them

throughout the day.

Children shall not have food or drink while in beds, cots, cribs

or on mats.

In order to prevent injuries related to bottle warmers and

microwaves:

v" Crock pots are prohibited as bottle warmers.

v" Crock pots shall be kept in kitchen and inaccessible.

v" Microwave ovens and surrounding area, including cords,
shall not be accessible to children.

v' School-age children shall use microwaves only under
direct supervision.

In order to prevent choking:

v' Solid foods, including cereal, shall not be given in bottles
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or infant feeders to children with normal eating abilities
unless written authorization from doctor.

v" Food shall not be accessible/served until cut, chopped,
diced, mashed for each child’s age, chewing and
swallowing ability.

v" Educators shall check to ensure that no food is left in the
mouth of a child prior to placing down for nap.

v' Educator is prohibited from performing classroom duties
unrelated to food service during mealtime.

v' Children shall not wear teething necklaces, pacifiers, or
any item around their neck or attached to their clothing.

¢ All contents remaining in bottles after feeding shall be
discarded immediately after feeding.

o Frozen breast milk shall be labeled with date expressed and
name of child.

e Food, formula, milk or breast milk brought from home shall be
labeled with the child’s name; the date received and shall be
refrigerated immediately.

o Previously opened baby food jars shall not be accepted in the
child care agency.

o If food is fed directly from the jar by the educator, the jar shall
be used for only one feeding and discarded.

o If the child care agency provides food, it shall be in
accordance with the USDA’s Child and Adult Care Food
Program (CACFP) nutritional guidelines.

e Breakfast shall be provided to children who arrive before 7:00
a.m. and have not had breakfast at home. (Not required if
received at school)

o Children shall be given adequate time to eat.

¢ Food shall not be used as a reward and should not be forced
or withheld.

e Each child’s food allergies shall be posted where food is
prepared and served.

o For a child with life threatening allergies, a written plan of
action should be posted where the educator has immediate
access.

o Staff shall support and facilitate a parent’s decision to
continue breast feeding.

e Home preserved food and raw milk are prohibited.

Equipment for Children

o Developmentally appropriate equipment and furnishings shall
be available for each age group.

o All indoor and outdoor large and heavy equipment,
appliances and furnishings shall be secured to prevent falling
or tipping over.

o Electrical cords and cords on window blinds or curtains shall
be inaccessible to children.

¢ Indoor equipment, materials, and toys shall be available to
provide a variety of developmentally appropriate activities so
that each child has at least two (2) choices during play time.

¢ In infant/toddler rooms, equipment and a safe space shall be
provided for climbing, crawling, pulling up and exploring
withoutthe use of confining equipment.

e Trampolines are prohibited.

o Climbers, swings and other heavy equipment that could
cause injury if toppled shall be securely anchored.

o Climbers and swings shall have a protective fall zone surface
recognized by CPSC as a shock absorbing, resilient material
maintained at a minimum depth of six (6) inches. (Effective for
family and group homes by 7/30/2019).

o Portable equipment shall be securely anchored or rendered
immobile if required by manufacturer.

o A quiet rest area and cots or mats shall be available for all
children who want to rest or nap.

o For health and safety reasons each crib, cot, bed or mat shall
be labeled to assure that each child naps on his/her own
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bedding.

Cribs and play yards must comply with CPSC requirements.
Mattresses and foam pads shall fit the crib without any gaps or
spaces.

A blanket or covering shall be available to each child age
thirteen (13) months and older.

Program, Language and Literacy

The educator(s) shall give individual attention to each child
throughout the day (activities are specified for infant/toddler,
pre-school, and school-age children). These activities include,
but are not limited to, reading to infants, toddlers and preschool
age children individually or in a group daily.

Every child should have an opportunity to participate in
program activities.

Upon arrival, infants and toddlers shall be removed from car
seats immediately.

Child shall never be left unattended in any restraining device
and shall not be kept in any restraining device longer than
fifteen (15) minutes, except when eating while in a high chair.
The use of electronic media and other electronic devices is
prohibited for children less than two (2) years of age.
Programs, movies, computer games, and music with violent or
adult content shall not be permitted in children’s presence.
Child care agencies shall inform parents in writing of any
scheduled media program viewing.

Other activity choices shall be available to children who do not
wish to participate in media time.

An opportunity for outdoor play shall be extended to children of
all ages who are in care for more than three (3) daylight hours
unless outdoor play is prohibitive or dangerous.

Children of all ages who are in care more than three (3)
daylight hours shall have a daily opportunity for outdoor play
when the temperature range, after adjustment for wind chill and
heat index, is between thirty-two (32) degrees and ninety-five
(95) degrees Fahrenheit and not raining; children shall be
properly dressed and the length of time outside adjusted
according to the conditions and the age of the child.

During outdoor play educators shall be alert for signs of
weather related distress such as, dehydration, heat stroke, etc.
Children in care for more six (6) hours or more shall have an
opportunity for a reclining rest period.

No child shall be forced to lay down/nap or stay on a cot/mat
for an extended period of time.

Nap areas shall have adequate lighting to allow the educator to
see each child with a quick glance and respond appropriately
to the child’s physical and emotional needs.

If music is played in areas where children sleep, it should be
soothing and soft enough so children can be heard.

Potentially shaming, humiliating, frightening, verbally abusive,
injurious discipline methods/techniques that isolate children are
prohibited.

Discipline shall not be related to food, rest, ortoileting.
Spanking and all types of corporal punishment are prohibited.
Staff shall not restrain a child by any means other than holding
and then for only as long as necessary for the child to regain
control.

Toilet learning shall be done in cooperation with the parents,
and communication with parents maintained throughout the
process.

Activities shall be intentionally planned based upon the
developmental age of the child.

Infants, less than six (6) months of age shall have direct
supervised tummy time every day when they are awake.

o For ages three (3) though school-age, a personal safety

curriculum shall be provided annually.



e For school-age children the curriculum shall include
instruction on reporting physical, verbal or sexual abuse.

o Parents shall be consulted in developing a plan to meet the
individual needs of a child with special needs.

Physical Facilities

o All facilities shall annually pass an inspection verifying
compliance with all applicable state and local fire and
environmental requirements.

o At least one (1) working telephone shall be available in the
agency and the number made available to parents.

e Qutdoor play areas shall contain a minimum of fifty (50)
square feet of usable play space for each child using the area
at one time.

e The outdoor play area shall be enclosed by fence or barrier at
least four (4) feet in height.

o Pre-play inspection of outdoor play area prior to use.

o Children shall not be present if an adequate water supply is
not available.

o Children shall not be present if the sewage system is not
operating.

o All rooms used by children shall be maintained at a
temperature of between 68 to 78 degrees by means of
heating, cooling or ventilation sources approved for use.

e Children shall not be present if indoor temperature cannot be
maintained between 68 to 78 degrees.

¢ Unvented fuel burning heaters and portable heaters are
prohibited.

e Swimming pools made inaccessible to children by use of
fences and locked gates.

e Swimming is prohibited in drop-in care.

e Swimming pools and/or wading pools shall not be used
without prior approval by the Health Department.

o If animals or birds are kept in classrooms as pets, they shall
be caged away from the food storage and preparation area,
and cages kept clean.

¢ Reptiles and amphibians shall not be kept as pets.

Transportation

o Child care agencies shall not transport children without prior
written approval by the Department.

¢ Vehicle emergency evacuation drills conducted quarterly.

o Use of cell phones and texting is prohibited while driving.

e Routine transportation is limited to forty-five (45) minutes
each way (does not apply to field trips for school-agers).

¢ Maintain documentation of daily inspections and necessary
repairs

e The interior temperature of the vehicle shall be monitored
during extreme weather to ensure child safety.

¢ An adult must be in the vehicle whenever a child is inthe
vehicle.

o A passenger log with the first and last name of each child
shall be used to track the loading and unloading of children
during transport.

o |f the child was loaded from home, the parent or other
authorized person will additionally sign the logindicating that
the child was placed on the vehicle.

e The log shall be updated as children are released from the
vehicle.

e When the child is released to a parent or other authorized
person, that person must sign the log indicating the release of
that child to them.

o Immediately upon unloading the last child the driver must walk
through the vehicle to confirm that all the children are off the
vehicle.

o A staff person designated as reviewer shall walk through the
vehicle to confirm that all the children are off the vehicle. The
reviewer shall have no other responsibilities during the walk
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through of the vehicle.

e Family and group homes with a single educator shall develop a
Department approved alternative system for ensuring all
children are off the vehicle.

e When children are transported to school, they shall be
unloaded only at the location designated by the school and
only at the time the school is officially open with staff present to
receive them.

o Drivers must submit to an annual health examination and pass
a drug screening test.

¢ Drivers and monitors shall hold current certification in CPR and
First Aid.

¢ The following equipment shall be maintained in the vehicle and
stored in a manner which is not readily accessible to children:
fire extinguisher, emergency reflective triangles; first aid kit;
seat-belt cutter or similar device manufactured and designed to
immediately release the vehicle’s child restraint system(s) in an
emergency; blood borne pathogenic clean-up kit; and working
flashlight.

¢ All child care vehicles designed to carry ten (10) or more
passengers must conform to the Federal Motor Vehicle Safety
Standards for school buses.

o All child care vehicles designed by the manufacturer to carry
ten (10) or more passengers must be inspected by the
Department of Safety.

e Child passenger restraints must be used in accordance with
state law and federal law.

e Signage that includes the agency name, phone number and
the Department’s toll-free Child Care Complaint phone number
must be on child care vehicles.

Emergency Preparedness

e The agency, in consultation with appropriate local authorities,
shall develop a written plan to protect children in the event of
disaster.

Specific Requirements For Family Child Care Homes

e Adult:Child ratios shall be maintained at all times.

¢ Licensed capacity shall not be exceeded.

¢ Family Child Care Home Ratios and Group Size Chart

Maximum Number of Children and Ages Educators
(Including children “related” to the primary educator :

. Required
under nine (9) years of age)
Seven (7) or fewer children; and no more than four (4) 1
under two (2) years
Seven (7) or fewer children; and five (5) or more under 2
two (2) years
More than seven (7) children; and no more than four 3
(4) under two (2) years
More than seven (7) children; and five (5) or more under 3
two (2) years

o Effective 7/30/2018, primary educators receiving an initial
license shall have a high school diploma or equivalent.

e The primary educator shall not be employed or engaged in any
other full-time activities during hours of operation.

o A qualified educator shall be on site any time the primary
educator is not on site during child care operating hours.

e Ongoing training required in specific health and safety topics.

e The maximum number of children present inside a physical
space shall be determined by minimum square footage
requirements.

o If the number of children exceeds seven (7) at one time or care
is provided in one room of the home, the area shall provide
thirty (30) square feet per child of usable play space.

Specific Requirements For Group Child Care Homes

¢ Adult:Child ratios shall be maintained at all times.

e The maximum number of children present shall not exceed
twelve (12). Exception: Three (3) additional school-age children
may be in care before/after school, school holidays/snow days

15



and during summer vacation.
e Group Home Ratio and Group Size Chart:

Number of Children Ages of Children Educators
Required
Twelve (12) - Fifteen (15) No more than twelve (12)
(any number over twelve (12)  [children three (3) years of 1
must be school-age) age or older
Twelve (12) - Fifteen (15) Up to nine (9) children under
(any number over twelve (12) three (3) years of age; and 2
must be school-age) no more than four (4)
present under two (2)
years of age
Twelve (12) - Fifteen (15) Ten (10) or more under three
(any number over twelve (12) (3) years of age 3
must be school-age)

o If school-age children are enrolled, a school-age program
shall be provided.

o [f four (4) or more infants/toddlers attend a group child care
home, they shall have a separate and distinct space and their
own educator.

e When children are sleeping or resting, there shall be at least
one (1) adult awake and supervising and adult to child ratios
shall be maintained.

e Primary educators shall have a high school diploma or
equivalent.

e Owners who are employed elsewhere shall ensure that a
primary educator is always on-site.

e The primary educator shall not be employed at any other job
during the hours of operation unless the Department has
approved the primary educator's employment in an official
capacity in a program sponsored or recognized by the
Department.

e An educator shall be on-site any time that the primary
educator is not on-site during child care operating hours.

e Ongoing training required in specific health and safety topics.

o A minimum of thirty (30) square feet of useable indoor play
space shall be provided for each child.

e The maximum number of children who may be present inside
a physical space shall be determined in accordance with the
minimum square footage requirements.

Specific Requirements For Child Care Centers

o Adult: child ratios must be maintained at all times.

e When more than twelve (12) children are present on the
premises a second adult must be physically available on the
premises.

o Child Care Ratio and Group Size Charts

Age of Children Adult:Child Maximum Group Size

Ratio

6 weeks — 15 months 1:4 8

12 months — 30 months 1:6 12

24 months — 35 months 1.7 14

3 years 1:9 18

4 years 1:13 20

5 years 1:16 20

School-age (Kindergarten 1:20 No max

and above)

Age of Children Adult: Child Maximum Group Size
Ratio

6 weeks — 30 months 1:5 10

2 years — 4 years 1:8 16

2 "> years — 3 years 1:9 18

2 "5 years — 5 years 1:11 20

2 ', years — 12 years 1:10 10

3 years - 5 years 113 22

4 years — 5 years 1:16 24

5 years - 12 years 1:20 No max
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Ratio Chart first/last hour and one-half (Y2) of each day only:

Age of Children Adult; Child Maximum
Ratio Group Size
2 2 years — 5 years 1:10 10
3 years — 12 years 1:15 15
4 years — 12 years 1:20 20

Each child must be on roll in a defined group and assigned to
that group with a specific caregiver(s).

Infants shall never be grouped with children older than thirty
(30) months, and a separate area shall be provided for them.
Children shall not be promoted to a new group until required
based upon the age and developmental needs of the child.
Groups, excluding infants & toddlers may be combined for
short periods for a special activity of no more than sixty (60)
minutes duration per day as long as adult:child ratios are met.
Each group must have a designated classroom with enough
space for the entire group.

Child care centers shall provide written lesson plans for each
group of children.

When more than twelve (12) children in first grade and above
are present, a separate educator, group, space and program
shall be provided for them.

Ratios can be relaxed during naptime and nighttime care but
one (1) adult must be awake and supervising the children in
each nap/sleeping area (infant/toddler ratios must be
maintained).

Ongoing training required in specific health and safety topics.
The director of a single site child care center shall be at least
twenty-one (21) years of age.

The assistant director of a single child care center shall be at
least eighteen (18) years of age.

Each group of children shall have at least one (1) educator
present who has a high school diploma or equivalent.

The maximum number of children who may be present inside a
physical space shall be determined in accordance with the
minimum square footage requirements.

A minimum of thirty (30) square feet of useable indoor play
space shall be provided for each child.

Each nap room shall contain a minimum of thirty (30) square
feet of floor space per child.

Individual lockers or cubbies, separate hooks and shelves or
other containers, placed so that children may reach them, shall
be provided for each child’s belongings.

In an infant or toddler room with more than one educator, each
educator shall be responsible for providing consistent care for a
specific infant(s)/toddler(s) which includes but is not limited to:
planning, and record- keeping for the child, communication,
general interaction with and routine care of the child.

Following the issuance of an annual license, a child care center
may operate without an on-site director for a period of not more
than sixty (60) days total within the licensing year.

Specific Requirements For Drop-In Child Care Centers

Before accepting a child for care, the parent shall provide a
statement regarding the estimated amount of time that the
parent anticipates that the child will be in attendance.

The child care agency shall familiarize staff with personal
safety material and be prepared to discuss those materials with
parents.

The drop-in center shall have an on-site director and the
director shall be at least twenty-one (21) years of age.

The director shall have earned a high school diploma or its
equivalent and one (1) year of full-time work experience with
children in a group setting.

Ongoing training required in specific health and safety topics.
Each educator who is used to meet the minimum required
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adult:child ratio shall have a high school diploma.
o Children shall be placed in age appropriate groups and with
adequate adult educator supervision:

Age Grouping:

Age of Children Adult:Child Ratio
Six (6) weeks —Fifteen (15) months 1:4
Twelve (12) months — Thirty (30) month 1:8
Two (2) years 1:12
Three (3) years 1:15
Four (4) years 1:18
Five (5) years (not in Kindergarten) 1:20
School-age (Kindergarten and above) 1:22
o The adult:child ratio for a multi-age group containing infants:
Majority Age of Children Present | One Infant | Two
Infants
12 months — 30 months 1:8 1:6
2 years 1:10 1:8
3 years 1:12 1:10
4 years 1:15 1:12
5 years (not in Kindergarten) 1:17 1:13
School-age (Kindergarten and abovi 1:19 1:15

o If the child care agency provides food, it shall be in
accordance with the USDA’s Child and Adult Care Food
Program nutritional guidelines.

e The maximum number of children who may be present inside

a physical space shall be determined in accordance with the
minimum square footage requirements.

e A minimum of thirty (30) square feet of useable indoor play
space shall be provided for each child.

e Each nap room shall contain a minimum of thirty (30) square
feet of floor space per child.

o Staff shall have documentation of all children’s allergies and
how to deal with any allergic reaction.

o Staff shall review emergency preparedness and fire
procedures and shall physically walk through the
evacuation process every year.

o Prohibited activities include swimming, transportation and
the provision of specialized services.
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You can access the Department’s website at:
http://tn.gov/humanservices

A wealth of child care information can be found
on the Department’s website.

You can:

v' Learn more about the rules

v" Learn more about the types of
regulated care

v" Locate a child care provider

v' Learn more about the Report Card and
Star Quality Program

v Locate the local child care licensing
office

v" Review the current personal safety
curriculum

v Read about new initiatives in child care

v' Locate the nearest child care certificate
office

v" Find info on choosing child care

v" Locate a resource and referral center

And much more!

Report Card and Star Quality Program
http://tnstarquality.org

Child Care Resource and Referral Centers
Currently, there are eight (8) CCR&R service
delivery areas located throughout the state.
Child Care Resource and Referral helps parents
find the type of care that is best for their child /
children. These community resources also give
providers technical assistance to better serve
the children in their care. Contact information for
the CCR&R centers can be found on the Child
Care Services website.

Child Care Complaint Hotline
NASHVILLE AREA: (615) 313-4820
TOLL FREE: 1-800-462-8261

If you have a concern about an existing child
care agency or wish to report an illegal
operation call the Department’s complaint
hotline.

Department of Children’s Services Hotline
Report Child Abuse or Neglect
1-877-237-0004

Information about child health, education, and
development as well as available state services:
https://www.kidcentraltn.com/



http://tn.gov/humanservices/topic/child-care-services
http://tnstarquality.org/
https://www.kidcentraltn.com/

SECTION (4) Family Engagement: The Foundation of Head Start
Parent Involvement

Head Start recognizes that parents are their child's first and most valuable

teacher. The parent-child bond is the child's most significant relationship because it is the basis for all
future relationships. Your child learns from what you say, what you do and what you believe and value.
The relationship that develops between staff and family is based on respect for the child and family's
home culture. This is why the program provides a number of experiences and opportunities for family
participation both at school and at home. Through the utilization of these opportunities your family can
grow in many ways as described below.

A. Volunteer Training:

Being involved with your child's classroom can be beneficial, not only for the little one you enrolled, but
others as well. Training is provided to assist you and others who volunteer in understanding policies
and procedures of Head Start. Consistency is crucial at this age and we always want to put our best
foot forward for the children in our care. Training is provided at the beginning of the year and at
additional times throughout.

Volunteer opportunities are listed in the Volunteer Orientation Handbook. Additional volunteer
opportunities will be posted on the parent board at your child’s center. Volunteers may be used to
provide services and supplement the regular caregivers or substitutes without payment, but are not
counted to meet the adult: child ratios.

B. Parent Committee Meetings:

The purpose of the Parent Committee includes, but is not limited to: Advise staff in developing and
implementing local program policies, activities, and services; Plan, conduct, and participate in informal,
as well as, formal programs and activities for parents and staff.

As the parent, you are a member of the Parent Committee of the center your child attends. This
committee is organized in August and continues throughout the year. This committee carries out formal
and informal activities for the parents and staff through planning and participation. At the initial
meeting, the committee can elect Policy Council Representatives and plan special activities with
staff guidance. A governance training for Policy Council Representatives is held early in the
school year.

All members of the family are invited to attend parent committee meetings, however; only
parents/guardians will serve as officers and have the right to vote. If you are elected and you do not
participate regularly, you will be replaced. All constructive input is welcome. Head Start assists
families participating in the Parent Committee by providing care for your children during the
meetings and establishes the meeting times based on parent feedback. Make plans to attend your
program’s monthly Parent Committee meetings.

C. Head Start Policy Council:

The Policy Council is a part of the governing body of the Head Start Program. Parents are
encouraged to serve on the Policy Council. During the first Parent Committee Meeting, Policy
Council parent representatives and alternates are elected. Only parents or legal guardians of

currently enrolled children may serve on Policy Council. This Council meets for the entire year until
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the newly elected Council comes on board in September. Representatives are provided an agenda
prior to each meeting. Any additional topics of discussion must be cleared with the Head Start
Director prior to the meeting in order to be placed on the agenda.

Transportation and childcare will be provided if needed. Policy Council members learn leadership
skills and make suggestions to improve the Head Start program. All parents are invited to attend
Policy Council meetings, however; voting privileges are restricted to elected representatives.
Each Parent Committee President will receive Policy Council minutes to report at the monthly
meetings. If you are interested in being a Parent Committee or a Policy Council representative, see
your child's teacher or Family Advocate.

D. Health Advisory Committee:

Health, Nutrition, Mental Health and Safety policies and procedures are developed utilizing federal,
state and county guidelines with the assistance of medical and dental providers and community
representatives. This is accomplished through the meetings of the Health Advisory Committee. If you
are interested in becoming a parent representative on the Health Advisory Committee, see your
child's Teacher, Family Advocate, or Health Services Manager.

E. In-Kind Contributions

Donating your time is important, but there are other ways to be involved with your child and his/her
classroom, such as making or donating items for the classroom. You will be asked to fill out in-kind
forms for the various services and goods you donate to the program; this is because 25 percent of
the Head Start program is funded locally through volunteer services and donations, called In-Kind.
Any time or services you donate to your child’s classroom is matched as money that the classroom
and program can use.

F. Field Trips:

Head Start children are given opportunities to explore the world around them in a safe and
educational environment. We encourage parents to participate in these opportunities as well.
Provisions for a sibling’s participation in a school activity will not be provided by Head Start staff if the
child is not enrolled within the program.

G. Child’'s Care

All family members are encouraged to participate in the care of their child by attending medical/
dental exams/screenings, and learning the basics of raising a healthy child. Through ongoing
communication with staff, families also participate in the detection of physical, emotional and
developmental concerns.

H. Parent Training:

You will be invited to attend training opportunities and learn more about your child's developmental
needs. This includes educational, social, mental and physical needs. Individualized home trainings will
also be offered as requested. We offer trainings that can help in the work place, as well as, home.
Examples are: CPR, Basic First Aid, Personal Safety, Budgeting/Couponing, Nutrition Oriented
Classes, Financial Planning and Advocacy Opportunity Activities. Collaborations will occur throughout



the year with other agencies in our area to bring you the most productive trainings possible.

SECTION (5) Family Services

A. FEamily Services

Although a family may share similar interests or backgrounds, each family that walks through Head
Start doors locally or nationwide is different from the other. Realizing this, the Office of Head Start has
given each program the task of assisting families in recognizing their own strengths and building
upon them by setting a specific Parent, Family, and Community Engagement Framework
(PFCE) to implement on an individualized family basis. There are seven common outcomes
in which the PFCE framework encourages growth and they are as follows:

e Family Well Being e Family Engagement in Transitions
e Positive Parent — Child Relationships e Family Connections to Peers and

e Families as Lifelong Educators Community

e Families as Learners e Families as Advocates and Leaders

The Head Start Parent, Family, and Community Engagement (PFCE) Framework is ultimately a
road map for progress. These outcomes will mean different things to each family based on
their own experiences. Family Services is designed to provide our families with the opportunity
to reach each of these outcomes at their own pace. Whether it be establishing a medical home
for your child which aids family well-being or volunteering in your child’s classroom as family
engagement, to serving on the policy council which provides family connections to peers and
community; all of these are areas of development we can give to your family through
training, reading material, small group activities and participation.

The key to a successful Head Start Parent, Family, and Community Engagement Framework is
building a relationship between not only the child, but the entire family. The PFCE Framework can
also be used as a guiding tool for goal setting. This goal setting is accomplished through the Family
Partnership Agreement.

Please also keep in mind that the Family Services Staff is always available to assist you with any need
you may have. We work to build relationships within the community so if a need arises we will do
our best to connect you with the resource that is of most value to you.

B. Family Goals:

Each family will have the opportunity to participate in developing a family action plan called the
Family Partnership Agreement. The Family Partnership Agreement is an ongoing opportunity for
your family to build a positive relationship with the program staff on a volunteer basis, while
identifying your family’s goals and planning strategies for achieving those goals. This Family
Partnership Agreement is a goal-setting process throughout the program year. Your family
advocate will meet with your family periodically to complete and follow-up with this agreement
either in the home, center, or community location depending on your preference.
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SECTION (6) Education Services and Classroom Program Logistics
Education

In Head Start, our goal is to help your child grow and develop. We know that you are your child’s first
and most important teacher. We believe that young children learn best by playing. Children learn by
exploring, trying new things and asking questions. When children play, they use their imaginations,
bodies, power of choice, and problem solving skills. This helps them to become good learners.

Ways for Parents to be involved in their Child's Education:
v’ Listen to your child and talk with them about their day.
Play with your child
Read with your child and have them retell the story back to you.
Get involved in the education planning
Participate in monthly parent meetings

Attend your child's Parent/Teacher Conferences
Volunteer in your child's classroom

AR NN

Head Start works to provide:

v' Experiences that enable children to construct their own knowledge by working directly with
people, materials, and ideas

v’ Activities that align with the Head Start Early Learning Outcomes Framework (HSELOF),
School Districts, and Tennessee Early Learning Developmental Standards (TN-ELDS) to help
develop children's love of learning and nurture their curiosity

v" An environment of acceptance that supports and respects each child's individual rate of
development and personal interests.

Our Head Start Program uses the following Curriculum and Supplemental Curriculum:

I’'m Safe Creative Curriculum
Keeping Kids Safe Handwriting Without Tears
Conscious Discipline ReadyRosie

School Readiness goals are defined as the expections of children’s status and progress across
domains of: language and literacy development, cognition and general knowledge, approaches to
learning, physical health and well-being and motor development, and social and emotional
development that will improve readiness for kindergarten.

B. Classroom Closings

1) Check the classroom calendar for days your child will not have class.

2) Mark your calendar to note changes to the normal class schedule.

3) Each classroom follows the local public school’s schedule, unless determined otherwise by Highland
Rim Head Start.
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C. Things to Bring and Not to Bring to Classrooms

1) Please keep an extra set of clothing for your child at school at all times. If your child gets wetor
very dirty, he/she can change right away for comfort. Include a pair of pants, a shirt, a pair of
underpants, and socks. Please label the clothing.

2) Please send a tote bag or backpack with your child every day. Your child’s name needs to be
marked on the bag. The bag is used to send artwork and notes home, so make sure to check it every
day.

3) It is important to dress your child for weather conditions. When it is winter, please remember
mittens, boots, hat, warm coat, and snow pants. Children will be playing outside each day unless
there are severe weather conditions. Please do not dress your child in sandals, clogs, or slippery
dress shoes. Sneakers are much safer.

4) Children are not allowed to bring pillows, covers, stuffed animals, toys, money, food, drinks or candy
to school. Napping items are provided by Head Start. We will make every effort to accommodate
children who are comforted by a stuffed animal or blanket; however, these items will remain in the
classroom and cleaned each day by Head Start staff.

D. Outdoor Play

Children have 60 minutes of outdoor play daily, weather permitting. It is important to dress your child
appropriately in accordance with the weather.

E. Sickness and Injury

If your child becomes sick or injured while at school, we will ask you to pick him/her up immediately.
If we cannot reach you, we will call your emergency contact person (ID may be requested). If your
child needs emergency care, we will take him/her to the hospital while trying to find you.

E. Early Childhood Screening & Assessment

Soon after your child starts in our program, your Highland Rim Head Start Teacher or Family
Advocate will do a screening with you and/or your child. There are questionnaires that you will fill out
letting us know about the things your child can already do. This short screening is to help show any
areas where he/she may need some help or more practice.

G. Ready for Kindergarten?

Children are more likely to do well in kindergarten (and beyond) if they have been with a group of
children and learned from adults outside of the family. They will have practiced things like joining a
group, taking turns, or getting help from others. In Head Start, your child will have the chance to do
these things. The skills that most affect how well a child learns in school are:

Self-Control: Confidence:
The ability to make decisions about how and Believing in oneself and feeling
when to express feelings and control our successful

actions; developing inner control
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Curiosity:
Capacity to Communicate:

A sense that finding out about things is Having the ability and desire to share ideas

good and fun and feelings with others either with words,
gestures, or movements

Intentionality:

Setting a goal and working on it Cooperativeness:
The ability to balance one’s own needs with
someone else’s needs.

Relatedness:

A sense of belonging; connecting to others

H. Planning Holiday. Celebrations and Party Activities

Holidays provide a special time and opportunity to teach young children about different traditions and
cultures. You are encouraged to share with the teachers and/or family advocate any information
about your family traditions, customs and other celebrations. If your family does not celebrate any
holidays, please inform your child’s teacher.

Your child’s birthday may be celebrated at school. One day a month will be set aside to celebrate
birthdays in the classroom.

Before each celebration your teacher will post an approved food list that will allow parents to sign up.
We encourage healthy alternative treats for celebrations. When signing up to bring in treats, please
have enough treats for every child in your child’s classroom. Food brought into school to share must
not be homemade. You may purchase pre-packaged food or bring in store bought ingredients to
prepare in our kitchens.

Lending Library

One of the most important things you can do for your child is to spend time reading with them daily.
Children who are read to are more successful in school than children who are not. Take 5-10 minutes
each day to read to your child. Check out books from your child's classroom or the lending library
located in each center.

v" Read aloud to your child every day.
v' Take your child to the library.
v’ Let your child select the book
v Sit close to your child.
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v Let your child hold the book and turn the pages.

v Discuss the title of the book with your child.

v Tell your child the author's and illustrator's names and explain what they do.
(The author writes the words and the illustrator draws the pictures.)

Look at the cover and let your child tell you what they think the book is
about.

Use expression and change your voice tone while reading.

Ask at least a few questions during the story.

Talk about the pictures.

After reading the story, try one of the following:

Have your child draw a picture.

Make a sock or paper bag puppet.

Have your child retell the story.

Have your child make up their own story according to the pictures.

<

DN N N N N N NN

SECTION (7) Health Services

Health

Head Start emphasizes the importance of the early identification of any health problems a child might
have. Head Start assists every child to receive, if needed, comprehensive healthcare, including
medical, dental, mental and nutritional assessment. One of our classroom programs is "I Am Moving, |
Am Learning,” which helps children learn about making healthy choices at meal and snack times, along
with movement and exercise activities. Learning to make good choices early in life will help them live
healthy for a lifetime!

Good Morning Health Check/ Wellness Check for Staff and Children:

Each Head Start child upon arrival each morning receives a visual check-up for:
0 General Appearance

Obvious Signs of lliness

Complaint of lllness by Child or Parent

Hair (clean, free of lice)

Eyes (red, matted)

Runny Nose or Severe Cough

Rash

Bruises, Cuts, Sores

Vomiting or Diarrhea

Appetite Change

Bowel or Bladder Concerns

o Changes in Behavior

If the classroom staff has any concerns, you will be notified immediately and if necessary asked
to pick up your child. Please make certain we always have three current emergency phone
numbers in addition to the primary and secondary adult. If your child is ill, please call in to the center
and let staff know. Please make certain your child is symptom free for 72 hours and/or has a
doctor's statement before returning to the classroom.

O O 0O 0O OO OO0 Oo0OOo
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A. Medical:
Head Start will promote the establishment of a "medical home” by supporting you in finding a medical

provider. Head Start will provide various screenings to help identity health problems. We will be
happy to assist in scheduling follow-up care whenever needed.

B. Health Screenings:

Head Start requires the following screenings:

v Vision v' Speech and language
v' Hearing v Developmental Screenings
v Nutrition v" Mental Wellness
v" Growth - height and weight
C. Dental:

Dental education is an important part of the Head Start program. If you do not have a dentist, you will
be assisted in establishing a "dental home" to receive routine care. We will provide toothpaste and
tooth brushes for all children to promote health oral hygiene in the classroom. Children will brush
their teeth one time during the day in conjunction with a meal.

E Mental Wellness:

Early childhood mental health is learning to understand, manage and express emotions well; forming
close and secure relationships with others; exploring the environment and gaining knowledge about
the world; healthy social and emotional development. Children in Head Start are taught age-
appropriate skills to promote social and emotional development. We work hand in hand with parents
to support a classroom environment where every child has a voice and every child is heard. Learning
social and emotional skills in the classroom are essential to being able to learn academically in the
classroom.

Mental Wellness services are available to families and can include the following:
0 Mental health screening and observation of enrolled children.

Individual counseling services for enrolled children with identified needs.
Mental health education and consultation for parents or guardians.
Newsletters with mental health topics relevant to families of young children.
Access to the mental health resources.

Referrals for mental health needs of family members.

O O 0O o0 O

For more information please contact your child’s Teacher or Family Advocate.

E. Nutrition:

Your Teachers and Family Advocate are available to help you with any questions or concerns you may
have regarding nutrition for your child. Menus are approved by a licensed nutritionist. The following
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information should be helpful in preparing you and your child for the year ahead.

Meal Service at Head Start:

0 Head Start provides nutritious meals and snacks. Food sent from home isn’tallowed.

o Foods low in fat, salt and sugar will be served to your child to encourage a healthy body and
healthy teeth.

o Staff volunteers and children share the same menu to the fullest extent possible.

o0 Please bring your child on time and ready to eat, so that they may enjoy the meal with
classmates.

o Children are encouraged, but not forced, to taste each food.

o0 Food is not used as a reward or punishment

Nutrition Education is offered to parents to encourage healthy eating habits for themselves and their families
to include breastfeeding. Your child is also involved in classroom experiences that teach general nutrition
principles appropriate for their age. If there are any nutrition concerns, the Nutritionist and/or Health
Services Manager may contact you directly. Some children may have severe allergic reactions to specific
food ingredients. We request parent notify staff and have the child's doctor complete a special diet request
form so accommodations can be made. You know your child best and we want to work together so your
child will have a healthy and successful school year

F. Health Promotion:

You can help your child maintain good health by doing the following:

v' Tell the Head Start staff if your child is ill and if assistance is needed

v Tell the Head Start staff if your child is taking medication. (FORM MUST
BE COMPLETED)

v Dress your child appropriately for school with comfortable clothes and shoes (no sandals or flip flops,
tennis shoes please!) Send a jacket or coat when needed .

v' Please send an extra set of clothing for any accidents so your child can change into dry clothes.

v' Encourage adequate rest with naps and an early bedtime.

v Please give your child a daily bath, shampoo his/her hair and assist your child with brushing his/her
teeth.

v" Provide healthy meals and snacks. Limit sweetened and carbonated drinks.

v Let your child see you washing your hands for 20 seconds often. You will see the Head Start staff
washing their hands for 20 seconds and wearing gloves when needed. These practices protect the
health of your child and the staff.

v Remember, smokingaround children causes childhood health problems.

v Should your child have a medical or dental appointment, always be on time and if you cannot keep the
appointment as scheduled, please call so it can be cancelled andrescheduled.

v If you need assistance in making appointments or transportation to appointments, please contact your
Family Advocate.

G. Disabilities:

Talk to your child’s Teacher or Family Advocate if you have any concerns or questions about your
child’s development. Preschool children with disabilities interact with all children in the Head Start
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program. Head Start offers assistance to families to provide services needed for their children. Head
Start works with any agency that is currently serving your child. Head Start provides transition services
for all children.

H. Food Allergies:

If your child has food allergies or special dietary needs, please check with your Teacher/Family
Advocate to obtain the necessary forms for completion by your child's medical provider.

Please realize that we CAN NOT change your child’s menu without a signed medical provider's
note on file. We may accommodate meals due to religious reasons or parent concerns with a
special diet request signed by a healthcare professional. Please see your Teacher/Family
Advocate for more information.

SECTION (8) Child’s Safety

A. Keeping Kids Safe:

School - Your child's school practices emergency drills regularly. These drills may include fire
drills, tornado drills, lockdown drills and bus evacuation drills. In the interest of your child's safety,
be sure your child's teacher has your current phone number!

Home - Your children need you! They don't know when there is danger unless you show them.
They need their parents' help to get safely through each day by:

v' Help them stay away from things that are not safe: traffic, hot stoves and electric outlets.

Explain what can happen and why they should be careful.

Hold your child's hand when walking!

Look both ways before crossing the street!

When any child rides a bike, make certain they wear head gear!

LOCK UP GUNS. Children won't recognize the difference between a real or toygun.

LOCK UP POISONS. Examples are liquor, gas, bug spray, bleach, cleansers anddetergents.

LOCK UP MEDICINES. Some medicines look just like candy! Move all medicines so children

can't climb and reach it. Even aspirin and vitamins can be very dangerous.

Do not leave young children alone in a bathtub, swimming pool or car even for aminute!

Seat belts are not designed for children. Around age 4, children are too large for car seats but

too small for adult safety belts. All children shorter than 4'9" are safest riding in a car seat or

booster seat. Go to www.safekids.org or www.nhtsa.com for more information.

v" Make sure you really know the people who take care of your children when you can't be with
them.

v If an adult in your family is in any kind of trouble (for example: abuse, drugs, alcohol or
depression) the children may not be safe. Protect your family by getting help.

AN N Y NN

AN

Taking care of your children is a hard job; one which only becomes harder if you feel all alone. Talk
with someone who will listen like your child's Family Advocate or a Teacher. We can assist you in
getting assistance only if we are aware there is a concern or need.
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B. Child Abuse and Neglect Reporting

Many of us look back on our childhood as a time when we had no worries in the world. Unfortunately,
for an increasing number of children, this is not true because they are victims of child abuse. Children
are a vital part of our future. It is up to us as a community to make a difference in our children's lives. It
is up to all of us to keep all children safe from abuse and neglect. You need to know and watch for
physical and emotional signs of abuse.

The law says that any mark or injury from discipline is considered abuse. The child may also show
changes in behavior or changes in the way they respond to their friends. Sometimes you may feel that
something is different or out of place. Just remember; if it doesn't seem right, it usually isn't. Listen to
what children are saying. They may speak directly to you or they may tell a friend that there is something
wrong. Children may also speak through their play, drawing or reactions to books, movies or stories. If
a reaction or statement seems odd or causes concern encourage your child to express what they are
feeling.

If you sense a child has a problem but is having a hard time telling you about it, try to:
o Sit down with the child and start a simple project - coloring or puzzle.

Let the child know you will believe and help him/her with any problem.

Believe the child and reassure him that he has done the right thing by telling you.

Don't promise not to tell.

Assure the child that he is not in trouble for telling you.

Respect the child's privacy by discussing the situation only with those who have a need to

know.

Don't coerce or give your opinion about what has happened.

o Don't give your opinion about what needs to happen to the person who may have committed
the act.

O O 0O O o

o

Your observations may lead you to suspect child abuse or neglect. State laws require that anyone,
including Head Start employees, who see or know about child abuse or neglect, must report
it immediately by calling 1-877-237-0004 Abuse Hotline or visit the website https://
apps.tn.gov/carat/. Training on "Keeping Kids Safe" will be provided to all parents/guardians.
Lessons from this curriculum will be used in the classroom.

For more information, attend the Keeping Kids Safe training or talk with your Family Advocate or
your child's Teacher. The abuse hotline is answered 24-hours a day, 7-days a week. By reporting,
you are requesting help for the child. It is not up to you to prove there is abuse. You are only reporting

the facts as are suspected. Should you need any further information, please contact your Family
Advocate or child's Teacher.

SECTION (9) Transportation Safety
A. Bus Rules
The following policy is in action in order to protect your child. Please follow these guidelines:
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1. Head Start children will be returned to the place from where they were picked up. If there is
to be a change in pick-up or drop-off location, notice must be given in WRITING at least five
days in advance.

2. Parents should notify the Head Start center when their child will beabsent.

3.  Parents should notify Head Start a week in advance of moving.

4. Children should be dressed and ready when the bus arrives. The driver will not go to the
door. If your child misses the bus, it will be the parents’ responsibility to take the child to the
Head Start center.

5. When a child is picked up or delivered to the bus stop, the parent or designated person
MUST sign the child on and off the bus.

6. If no one is at the stop, the child will be returned to the center, and the parent will be
responsible for coming to the center and getting the child. The child will not be transported
again until the parent confers with the Head Start FacilitiesManager.

7. If a child has to cross the street to get on or off the bus, they must be accompanied by an
adult. The child must cross in front of the bus.

8. Only Head Start children and monitor will ride the bus to and from the Head StartCenter.

9. There is NO EATING, DRINKING, OR SMOKING on thebus.

10. Toys should not be sent with the child.

11. Wewill ensure two adults to be on the bus at all times to meet Federal Performance
Standards and Daycare Licensing Mandate.

12.  All bus passengers will wear seatbelts, and appropriate height and weight restraints. The
only exception is when the monitor is assisting achild.

13. Parents who transport their child to the Head Start center must accompany their child into
the building and sign them in. Children must not arrive at the center more than 15 minutes
before class begins.

14. The bus driver may determine if a child is ill at the time they board the bus. A sick child will
not be transported.

15. Bus transportation is a privilege. If a child is disruptive or putting others at risk, a child can
lose their bus privilege.

16. Parents should be prepared to give the bus driver 15 minutes lead way either at pick-up or
drop-off each day.

17. These are the offenses if your child is not at the bus point and/or bus rules are not followed
throughout the year.

The First Offense: If the child is not at the pick-up point after three attempts the bus will not
return to that destination until the parent has contacted the Facilities Manager.

The Second Offense: Bus services will be suspended for three days and parents must contact
the Facilities Manager to have the services reinstated.

The Third Offense: Bus services will be terminated for the remainder of the program year. No
Exceptions!

IF YOUR CHILD WILL NOT BE RIDING THE BUS, PLEASE CALL BY 6:30 A.M.

Scheduled Bus Routes:

Fixed bus routes with approved stops and arrival and departure times are planned for each bus.
Scheduled bus routes cannot be changed without prior approval from the Transportation Manager

or Head Start Director by calling Central Office at (931) 289-4135.
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B. Safety Procedures in Crossing the Street to & from the Vehicle at Stops

The National Highway Traffic Safety Administration recommends the following:

1

3.

If you have to cross the street in front of the bus, walk on the sidewalk or along the road toa
point at least five giant steps ahead of the bus before you cross.

Be sure that the bus driver can see you and you can see the bus driver when crossing the
street.

Stop at the edge of the bus and look left-right-left before crossing.

The U.S. Dept. of Transportation also recommends that parents help their children practice crossing
the street and teach children to:

ocourwbhrE

Cross at the corner

Look left, right, and left again before crossing

Watch for on-coming and turning cars

Stay in crosswalks

If there is a traffic light, cross only when the facing light is green or when the walk sign ison
Always follow the directions of the crossing guard or safety patrol.

Thank you for enrolling
your child with

Highland Rim
Head Start!

30



2020-2021
Highland Rim Head Start
Volunteer Handbook



Highland Rim Head Start

As a Head Start parent, we invite you to be a part of an exciting program involving you and your

family as Head Start VOLUNTEERS.

Volunteering is rewarding and beneficial. Children benefit when parents and community members
know about and support what is happening in their child’s education. By volunteering, you get to know
the staff and become familiar with the program. It also opens up career opportunities for you.

Volunteering is essential to our Head Start program. Time, services, or goods from parents or the

community is considered “In-Kind”. The federal government matches your time in dollars toward our
grant requirements. 20% of our Head Start grant must be matched with In-Kind every year to continue
to receive funding. We generate dollars through time that parents and community members spend

with our Head Start children.

The success of the program depends upon active participation of parents and others in the

community. Your knowledge, time, and talent can all contribute to this effort.

We look forward to assisting you, as a volunteer, in becoming successful in your area of interest and
skill development. We are enthusiastic, energetic, and willing to offer encouragement and support.

Volunteer often! We appreciate it, and it's valuable to you and our program.

* During the COVID-19 Pandemic, Highland Rim Head Start asks that there not be any visitors or
volunteers in the classrooms to help ensure the safety and well-being of our staff and children.
However, during this time HRHS is encouraging virtual or at home classroom engagement activities.

Please call your child's teacher or Family Advocate for more information.

McEwen Head Start
220 East Swift
McEwen, TN 37101
(931) 582-3278

Houston Head Start 3215
Hwy. 149

Erin, TN 37061

(931) 289-4135

Stewart Head Start
500 Williams Rd.
Big Rock, TN 37023
(931) 232-7965

Charlotte Head Start
125 Doyle Hill
Charlotte, TN 37036
(615) 789-3316

Waverly Head Start
612 E. Main St.
Waverly, TN 37185
(931) 296-7401

Dickson Head Start
119 West Broad St.
Dickson, TN 37055
(615) 446-2576



Volunteer Guidelines

Parents are encouraged to volunteer and assist the Teacher in the classroom during class time.
Guidelines will be posted in the classroom to help volunteers. As a volunteer, you will interact with all
of the children, following the guidelines listed below:

1.

Be alert to dangerous situations. Broken equipment should be repaired, toys should be put
away when not being used, and open doors should be monitored closely.

Tell children what to do instead of what not to do. Say, “Put the bead on the string,” instead of,
“Don’t put the bead in your mouth.”

Know what children are capable of at each age level. We expect three-year olds to play alone.
Four and five-year olds often play in small groups.

Avoid situations which encourage competition. To suggest being the “first one through” or
painting the “best picture” is poor procedure.

Let the children play in their own way. Instead of making pictures for them, or showing them
what to draw, paint, or build; we encourage them to do these things for themselves. We want
them to develop initiative, imagination, and self-reliance.

We may show disapproval of a child’s actions, but never of the child. You may say, “That is not
a good thing to do,” but never, “You are not a good boy/girl.”

Be alert to individual differences. No two children are the same. There are no standard methods
that apply to all children in all situations. We cannot say that when a child does certain things,
we must not do so and so.

Be consistent. If more than one person is responsible for a child, try to see that they all set the
same standards for that child.

Do not flatter a child by telling him/her that he/she is a “big boy/big girl,” nor blame him/her by
saying he/she is “too big” for such behavior. Do not put a premium on being “big.” There should
be just as much satisfaction in being three as in being six.

10.When a child shows you art work, say, “Tell me about it,” instead of, “What is it?” This gives the

child the opportunity to express him/herself by telling a story about the picture.

11. Try to see the situation through the child’'s eyes. When talking to a child, it is good practice to

sit beside him/her or stoop to eye level.

12.When children play together, be slow to solve their problems. Let them try to affect a solution

themselves. Learning how to play is a step in social adjustment.



13. Praise the behavior you want continued. Praising a child’s desirable behavior emphasizes it and
the undesirable will gradually drop out of sight.

14.Give a child a choice of two courses of action when feasible. Asking, “Would you like to park
your tricycle by the door of the shed?” often brings more successful results than a command. It
gives the child a personal interest in the situation and develops independence and initiative.

15.Be sure to offer the child a choice only when you are prepared to accept the answer. If the child
must do a thing, tell them to do it; if you ask a child whether or not they want to, you must be
ready to accept either yes or no as an answer.

16. Allow a child plenty of time to perform and to change activities. Small children become confused
when hurried. Forcing a child to perform too quickly or turn abruptly from one activity to another
often causes conflict.

17.Redirect negative activities whenever possible.

18. Avoid discussing children’s negative behavior in front of them.



Volunteer Opportunities

Family and community involvement are vital components of a successful program. Head Start
benefits each year from the invaluable support of volunteers. By Volunteering, you will become
acquainted with our Head Start program, see its strengths and goals, and help staff make it a
fun learning experience for all. There are many ways that volunteers can contribute and each
volunteer comes into the program with different experiences, skills, and talents. Each has a

unique contribution to make.

Please review the opportunities listed below and learn some of the ways you can become
involved with Head Start.

Opportunities to be involved as a volunteer

e Interact and develop positive relationships with young children in a Head Start
classroom

e Assist staff and families at various events throughout the year

e Assist with various activities in support of the program

e Engage in literacy events for children and their families

e Serve as a Policy Council Representative

e Provide childcare for another parent who is volunteering at the center or attending a
Head Start meeting

e Repair damaged toys/furniture, assemble new toys, or build shelves

e Mending/Sewing (cot covers, costumes, puppets, etc.)

e Call the other parents to remind them of meetings or special events

¢ Read with individual children or groups

e Work in the art area (cutting, painting, gluing)

e Assist children with learning self-help skills

e Share a special talent, hobby, interest

e Take home materials to prepare for classroom projects/die cuts

e Help with facilities maintenance projects Ex: playground clean-up, spreading mulch,
yard work, routine maintenance (after hours)

e Virtual Story time (Head Start staff can provide assistance)

e Recruit Head Start eligible children while out in the community

e Lesson plan oriented crafts

e Assist with community involvement



Areas of Assistance

Circle Time

e Sit on the floor, side by side, or behind the children during circle time

e Encourage participation.

e Redirect child’s attention, use appropriate voice volume when redirecting or
encouraging children.

e Participate and have fun too!
Meal Time

e Help with hand washing and standing in line, assist with fork and napkin settings.
e Sit and talk with children during meals.

e Model good table manners.

e Assist with clean up after meals.

e Settle children down after meals.
Center Time

e Observe and/or interact with children.
¢ Redirect negative behavior.

e Remember safety for the students as well as yourself.
Outdoor Play

e Maintain a safe environment.

e Interact and/or redirect children to appropriate areas of play.
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IN-KIND

IN-KIND CONTRIBUTIONS FORM: This form will be used for all in-kind
activities/donations. This form may be utilized on numerous days for any one
volunteer.

INSTRUCTIONS FOR COMPLETING

1. When you volunteer or donate items an in-kind form must be completed in order for it to
be counted as in-kind.

2. Print your name at the top of page.

3. Enter the center/classroom (staff can enter this information)

4. Contributor Profile: Check whether you are first time or returning volunteer/donor.

5. Representing: Check current parent, former parent, or other, etc.

6. Activity: Enter type of activity (At-Home, fatherhood activity, classroom aide, etc.)

7. Volunteer Hours/Donations: Enter date, purpose or activity description and hours. For
donations simply list items donated, quantity and dollar value. If a receipt is available,
please attach. If mileage is utilized, utilize this space to record number of miles/purpose
of miles.

8. Volunteer/Contributor must sign and date.

9. Center staff must sign and date.

10. For business office only: DO NOT ENTER ANYTHING HERE.

Please remember to complete and return your forms to your child’s teacher by the 5

of the next month.
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Ref #: 1302.47(b)(5)(i); . .

1302.47(b)(4)(i)(K); 1302.92(b)(2); Ry s
1302.90(b)(2)(ii)

DCL 1240-04-01-10

COMPONENT: ADMINISTRATION

SUBJECT: PREVENTION, IDENTIFICATION, AND REPORTING OF CHILD
ABUSE, NEGLECT, OR CORPORAL PUNISHMENT

PERFORMANCE OBJECTIVE: To develop a plan for responding to suspected or
known child abuse whether it occurs inside or outside the program.

POLICY AND PROCEDURE:

Highland Rim Head Start is required by law to act as a child abuse and neglect reporting
agency. All staff are required by Tennessee code annotated and to immediately report
any reasonable suspicion of child abuse or neglect to the Department of Children’s
services. All staff will be trained on how to identify and report child abuse or neglect.
Head Start staff will not intervene or investigate cases of known or suspected child abuse
or neglect. Head Start staff will fully co-operate with all agencies involved in an
investigation of child abuse or neglect, in an effort to provide protection for children
enrolled in the program in the program.

Children will be supervised by two staff persons at all times. At no time will a staff
person, volunteer, parent/guardian, etc. be left alone with a child.

All staff will be trained on how to prevent, identify, and report child abuse or neglect at a
minimum of two times annually. Staff will sign off they have read and understand this
policy after each training.

Staff will be trained on Active Supervision to ensure there will be no child neglect
occur in the Head Start Center. The staff will utilize the Strategies to Active
Supervision. Strategies to Active Supervision will be posted at each site.

Head Start will provide annual orientation to parents/guardians concerning the prevention

of child abuse and neglect. Parents/guardians will be provided information on the state
approved personal safety curriculum, currently knowns as “Keeping Kids Safe.”
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All centers/classrooms will have the number posted in a conspicuous place for reporting
child abuse or neglect. To make a report by phone regarding suspected abuse or neglect
call:

1-877-237-0004 or 1-877-542-2873.
To make a report you may also visit the Tennessee Departments of Children’s Services

website at https://apps.tn.gov/carat/, and follow the steps provided, print out confirmation
page at the end of this report.

The first step in helping abused or neglected children is learning to recognize the signs of
child abuse and neglect. The presence of a single sign does not prove child abuse is
occurring in a family, but a closer look at the situation may be warranted when these
signs appear repeatedly or in combination. Staff should also take cultural differences into
consideration.

Signs of Physical Abuse
Consider the possibility of physical abuse when the child:
e Has unexplained burns, bites, bruises, broken bones, or black eyes
e Has fading bruises or other marks noticeable after an absence from school
e Seems frightened of the parents/guardians or caregivers, cries when it is time to
go home
e Shrinks at the approach of adults
e Reports injury by a parent or another adult caregiver

Consider the possibility of physical abuse when the parent/guardian or other adult
caregiver:
e Offers conflicting, unconvincing, or no explanation for the child’s injury
e Describes child in a negative way
e Uses harsh physical discipline with the child
e Has history of abuse as a child

Signs of Neglect
Consider the possibility of neglect when the child:
e s frequently absent from school
Begs or steals food or money
Lacks needed medical or dental care, immunization, or glasses
Is consistently dirty and/or has severe body odor
Lacks sufficient clothing for the weather
States that there is no one at home to provide care

Consider the possibility of neglect when the parent/guardian and/or care giver:
e Appears to be indifferent to the child
e Seems apathetic or depressed
e Behaves irrationally or in a bizarre manner
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e Abusing drugs and/or alcohol

Signs of Sexual Abuse
Consider the possibility of sexual abuse when the child:
e Has difficulty walking or sitting
e Suddenly refuse to participate in physical activities
e Report nightmares or bedwetting
Experiences sudden change in appetite
Demonstrates bizarre, sophisticated, or unusual sexual knowledge or behavior
Contracts sexually transmitted diseases
Runs away
e Reports sexual abuse
Consider the possibility of sexual abuse when the parent/guardian and/or caregiver:
e s unduly protective of the child or severely limits the child’s contact with other
children, especially of the opposite sex
e Is secretive or isolated
e s jealous or controlling with family members

Signs of Emotional Maltreatment
Consider the possibility of emotional maltreatment when the child:
e Shows extremes in behavior, such as overly compliant or demanding behavior,
extreme passivity, or aggression
e s either inappropriately acting as an adult (ex: parenting other children) or
inappropriately infantile (ex: rocking or head banging)
e Isdelayed in physical or emotional development
e Has attempted or talked about suicide
e Reports lack of attachment to the parent/guardian
Consider the possibility of emotional maltreatment when the parent/guardian and/or
caregiver:
e Constantly blames, belittles, or berates the child
e s unconcerned about the child and refuses to consider offers of help for the
child’s problems
e Overly rejects the child

Information listed above was provided from the U.S. Department of Health and Human
Services Administration for Children and Families website:
www.childwelfare.gov/pubs/factsheets/signs.cfm

When there are formal allegations regarding staff, the agency shall enter into a Safety
Plan with the Department of Human Services regarding the individual’s access to the
agency and to children in the care of the agency. The alleged staff person or persons will
be immediately removed from the classroom pending implementation of the Safety Plan.

See Personnel Policies for further clarification regarding Employee misconduct.
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Before employees are hired part of the background check process includes a Child
Abuse and Neglect State Registry check. Monthly, a check process of the Child
Abuse and Neglect State Registry will be completed on all staff, by the IT
Coordinator.

Failure to comply with this policy and the severity of the incident will result in staff
counseling, suspension without pay, or immediate termination.
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Child Abuse, Neglect and Corporal Punishment

e There will be TWO staff with the children AT ALL TIMES.

e All Volunteers will be trained on how to prevent, identify, and report child abuse,
neglect, or corporal punishment.

e Child abuse reporting information is posted in every classroom.

e Head Start will provide annual orientation to parents concerning the prevention of child
neglect, the need to provide protection for abused and neglected children and a
personal safety curriculum to be taught to the children throughout the program year.
Curricula currently in use include: “Keeping Kids Safe”. Trainer resources include
personnel from the licensing unit of the State Department of Children’s Services, private
consultants, personnel from the Department of Corrections, and Highland Rim Head
Start staff. Group and/or individual consultation for parents and staff will be provided by
the program’s Mental Health Consultant. The Family Services Manager will be the
primary staff member responsible for coordinating orientation and training efforts.
Consultation services will be coordinated by the Family Services Manager.

Corporal punishment is defined as the use of physical force as a discipline measure
and will not be tolerated. This includes, but is not limited to:

e spanking e requiring the child to remain
e hitting a child with a hand or silent or inactive for
instrument inappropriately long periods of
e putting anything into a child’s time for the child’s age
mouth e shaking
e threatening e biting
e humiliating e pinching
e ridicul