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Reporting Child Abuse - 1 
Program Operations/Program Policy/PDM 
06.05.2018.lme 

 Unit: Education  Effective: 6/30/2018  Issued: 6/30/2018   
  Approved by: Diana Alexander, Director 

Requirement to Report Child Abuse 

Overview 

 
Purpose 
 

In accordance with State Law, all employees hired by PSD on or after January 
1, 1985 are required to sign a statement indicating that they will comply with 
the provisions of Penal Code (PC) section 11166.5 

 
Reference The policies and regulations referenced are:  

 Penal Code: § 11166.5, 11172 (a)(b)(c)(d) 

 
Policy overview 

 
A person who fails to report child abuse is guilty of a misdemeanor and is 
punishable by county jail for no more than six months or by a fine of not more 
than $1,000.00, or both.  

 
Contents 
 

The following is a table of contents. 
 

Topic See Page 

Reporting Child Abuse 2 

Employee Signature Page 4 
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Reporting Child Abuse 

 
Policy A person who fails to report child abuse is guilty of a misdemeanor and is 

punishable by county jail for no more than six months or by a fine of not 
more than $1,000.00, or both. 

 
Definition of 
Child Care 
Custodian 

A Child Care Custodian is required to report abuse.  
 
A Child Care Custodian includes: 
People who work directly with children 

 Head Start staff 

 All Teachers 

 Certificated personnel employees of any public or private school 

 Licensed day care workers 

 Employees of a child care institution including foster parents, group home 
personnel and personnel of residential care facilities 

 Social workers 

 Probation officers 
 

People who are in administration 

 Administrators of community care facilities licensed to care for children 

 Administrators of a public or private day camp 

 Supervisors of child welfare and attendance 

 Administrative officers 

 Licensing workers or licensing evaluators 

 Public assistance workers,  

 
Reporting 
deadlines 

You are required to make a report to a child protective agency immediately 
or as soon as practically possible by telephone, and prepare and send a 
written report within 24 hours of the incident.  

 
Liability A Child Care Custodian is not civilly or criminally liable for reporting child 

abuse unless it can be proven they made a false report and knew that the 
report was false.  

Continued on next page 
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Reporting Child Abuse, Continued 

 
Photographs  A person who is required to take photographs of a suspected victim of child 

abuse or causing photographs to be taken without parent consent or for 
disseminating the photographs with the reports is not liable.  
 
This immunity from liability does not cover any other use of the photographs.  

 
Providing access 
for CPS 

A person who gives Child Protective Services access to a child who is the 
victim of abuse or suspected abuse is not liable for providing access to the 
child.  

 
Legal action Although there is immunity from liability, it does not eliminate the possibility 

that actions may be brought against the Child Care custodian.  

 
Legal fees You may present a claim to the State board of control for reasonable 

attorney’s fees incurred in any action against you based on making a report 
required or authorized by PC section 11166.5. 
 
You may submit a claim if: 

 The court dismissed the action  

 The Child Care Custodian who reported prevails in the action 
 
Attorney fees will not exceed: 

 An hourly rate greater than the rate of the California State Attorney 
General 

 Total of $50,000.  
 
This does not apply if a public entity provided for the defense.  
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Employee Signature Page 

 
11172: a No childcare custodian, medical practitioner, nonmedical practitioner, or 

employee of a child protective agency who reports a known or suspected 
instance of child abuse shall be civilly or criminally liable for any report 
required or authorized by this article.  
 
Any other person reporting a known or suspected instance of child abuse 
shall not incur civil or criminal liability as a result of any report authorized by 
this article unless it can be proven that a false report was made and the 
person knew that the report was false.  
 
No person required to make a report pursuant to this article, nor any person 
taking photographs at her or her direction, shall incur any civil or criminal 
liability for taking photographs of a suspected victim of child abuse, or 
causing photographs to be taken of suspected victim of child abuse, without 
parent consent, or for disseminating the photographs with the reports 
required by this article.  
 
However, the provisions of this section shall not be construed to grant 
immunity from this liability with respect to any other use of photographs.  

 
11172: b Any childcare custodian, medical practitioner, nonmedical practitioner, or 

employee of a child protective agency who, pursuant to a request from a 
child protective agency, provides the requesting agency with access to the 
victim of a known or suspected instance of child abuse shall not incur civil or 
criminal liability as a result of providing that access. 

Continued on next page 
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Employee Signature Page, Continued 

 
11172: c The legislature finds that even though it has provided immunity from liability 

to persons required to report child abuse, that immunity does not eliminate 
the possibility that actions may be brought against those persons based upon 
required reports of child abuse. 
 
In order to further limit the financial hardship that those persons may incur 
as a result of fulfilling their legal responsibilities, it is necessary that they not 
be unfairly burdened by legal fees incurred in defending those actions.  
 
Therefore, a child care custodian, medical practitioner, nonmedical 
practitioner, or an employee of a child protective agency may present a claim 
to the State Board of Control for reasonable attorney’s fees incurred in any 
action against that person on the basis of making a report required or 
authorized by this article if the court has dismissed that action upon a 
demurrer or motion for summary judgment made by that person , or if he or 
she prevails in the action.  
 
The State Board of Control shall allow that claim if the requirements of this 
subdivision are met, and the claim shall be paid from an appropriation to 
made for that purpose. Attorney’s fees awarded pursuant to this section 
shall to exceed an hourly rate greater than the rate charged by the Attorney 
General of the State of California at the time the award is made and shall not 
exceed an aggregate amount of fifty thousand dollars (50,000.00) 
 
This subdivision shall not apply if a public entity has provided for the defense 
of the action pursuant to Section995 of the Government Code.  

 
11172: d Any person who fails to report an instance of child abuse which he or she 

knows to exist or reasonably should know to exist, as required by this article, 
is guilty of a misdemeanor and is punishable by confinement in the county 
jail for a term not to exceed six months or by a fine of not more than one 
thousand dollars ($1,000.00), or both. 

 
Employee 
signature 

This confirms that I have knowledge of and will comply with the provisions of 
Penal Code section 11166.5. 
           
Signature of Employee   Date 
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Napping 

 
Policy Give all children in full day programs an opportunity to nap or rest without 

distraction or disturbance from other activities at the center. 

 
Time spent 
napping 

Do not force a child to stay awake or to stay in the napping area longer than 
the normal napping period.  

 
Classroom 
space 

Make a napping space and a cot or mat available for each child under the age 
of five.  
 
Arrange the cots or mats so that they are three feet apart. Ensuring each 
child has access to a walkway without having to walk on or over the cots or 
mats of other children.  

 
Napping and 
personal rights 

Napping time is a time for the child to rest their body, not necessarily to 
sleep. Do not force a child to try to sleep or make nap time a punitive 
activity. 
 
If the child is not sleeping, provide an activity in a quiet area or on their cot, 
so that they can be engaged in a learning activity.   

 

 
 



 

Program Operations Meeting/Program Policy/Education  Napping - 3 
05.16.2019.lme 

Equipment 

 
Bedding Parents are encouraged to bring bedding for their child from home. Although 

not a requirement, sites can offer bedsheets if needed.  
 
Store bedding individually so that each child’s bedding is identifiable and no 
child’s used bedding is exposed to other bedding.  

 
Washing 
bedding 

When linens are used, staff is responsible to monitor the cleanliness.  
 
Wash sheets weekly or as needed. Change or clean blankets when soiled.  
 
There are three options for washing the linens: 

 Parents wash their own linens (preferred method) 

 A parent/guardian may volunteer to wash the linens 

 Track time spent washing and money spent on soap, fabric softener etc., 
to claim as non-federal share 

 A staff member may request to use petty cash to take the linens to wash at 
a laundromat as part of their regularly scheduled work hours 

 Fill out a Request for Reimbursement form 
 
Each site may choose any of these methods. 

 
Petty cash 
request 

To be reimbursed from petty cash for the laundromat: 

 Fill out a Request for Reimbursement form 

 Write a justification: washing bedding at the laundromat 

 State that it is cash with no receipts   
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Request for Reimbursement Form 

 
Form The following is a Request for Reimbursement form. Use this form to be 

reimbursed for using cash at the Laundromat to wash bedding.  
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Responsibilities 

 
Policy Plan and present a parent orientation before classes begin each program 

year, then ongoing as needed when new parent/guardians enroll their 
children. 

 
Generalist The Generalist is responsible to: 

 Distribute the orientation packet to parent/guardian 

 Enroll children 

 Give the child’s file to the Site Supervisor 

 
Site Supervisor  The Site Supervisor is responsible to: 

 take the file from the Generalist and make it available to the Home Visitor 

 schedule Parent Orientation as new families enroll their children 

 
Site Supervisor  The Site Supervisor conducts Parent Orientation and discusses: 

 Program goals and objectives 

 School readiness 

 Classroom instruction and curriculum 

 Lesson plans 

 Individualization  

 Program Assessments 

 Orientation Packet documents 

 Parent Handbook content 

 Parent Engagement and involvement 

 Volunteering opportunities 

 Parent Advisory Committee  

 Policy Council 

 Non-Federal Share (NFS); school to home activities 

 Site specific related items such as meeting site staff and a site tour 

 FSA/FPA 

 DAYC 

 Consents  
 
The Site Supervisor uses this time to start building relationships with the 
parent/guardian and begins completing assessments.  
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Parent/Guardian Training Workshops 

 
Policy Encourage parents/guardians to participate in transition activities by: 

 Scheduling parent workshops and  

 Providing parent involvement training for transition activities  
 
Promote continued involvement of parents/guardians in the education and 
development of their child upon transition to school by using school to home 
activities.  
 
Provide training to parents/guardians to equip the parents with the tools 
concerning the education of their children in the school setting.  
 
Provide trainings that assist parents/guardians in communicating with 
teachers and other school personnel. This enables parents/guardians to 
participate in the decision making process concerning their children’s 
education.  

 
Training topics The Teacher III conducts the following training topics for parents during each 

program year: 

 Parents as Advocates 

 How Children Learn 

 Kindergarten Readiness Toolbox 

 
Training The Teacher III uses the following table to conduct a training: 

 

Step Action 

1 Collaborate with the Site Supervisor to choose a date for the 
training 

2 Submit dates, supply lists, flyers, and 003 forms to the finance 
department two weeks prior to training date 

3 Provide information to the sites to inform parents of training; all 
staff helps inform parents  

4 Conduct the training and collect sign-in sheets 

5 Turn in the sign-in sheets and food receipts to the finance 
department within 5 working days following the conclusion of 
the training 
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Limited/Inconsistent Toileting Skills 

 
Policy Always include Parents when toileting issues involving their child arise, and 

explain Head Start’s toileting and hygiene practices: (diapering, 
handwashing, etc.) 

 
Rationale Toileting accidents are a normal and frequent occurrence for many 

preschoolers and should be anticipated by school staff.  

 
Staff approach Encourage children who are able to toilet themselves but never coerce, 

humiliate, or scorn the child if they resist toileting. Remember every child is 
different, and has individual needs and abilities.  
 
Offer every child the opportunity to use the toilet several times throughout 
the class day and especially before going on a bus trip. 
 
Encourage Parents to bring their children to school in training pants rather 
than diapers or pull ups, and assure them that the school staff will assist their 
child to learn self-toileting skills if the parent chooses.  

 
Extra Clothing Ask every parent to provide an extra set of clothing including undergarments, 

in the event a child becomes wet or soiled during class time.  
 
These extra items of clothing should be: 

 clean,  

 stored in a plastic bag, and  

 labeled with the child’s name and room number, until needed.  
 

 
Clean clothing Observe children throughout the day to ensure clothing is clean and dry. 

Address any toileting accidents and clean up immediately. Urine and feces 
left on the skin can cause illness and skin breakdown.  
 
Observe Universal Precautions when handling wet or soiled clothing. See the 
Health procedure: Universal Blood and Body fluid Precautions. 

Continued on next page 
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Limited/Inconsistent Toileting Skills, Continued 

 
Multiple 
instances 

When a child runs out of clean clothes, staff will provide a change of clothes 
from one of the following: 

 PSD purchased pull ups 

 PSD Site extra clothing; submit a 003 to purchase extra clothing for the site 

 Donated, new clothing (private or organizational donations). Use only new 
clothing 

 
If clothing must be purchased with staff funds, keep the receipt to be 
reimbursed. This should be the last option.  
 

 
Notifying 
parents 

Notify parents immediately of any unusual event such as repeated instances 
of loose stool or unusually frequent urination as this may be a sign of illness.  
 
School staff should make sure emergency contact cards are always up to 
date. 
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About LIFT  

 
Policy: eligibility The PSD registered nurses and PSD health education specialists will deliver 

home-based services to at-risk, low-income pregnant women and their 
children who are in stressed families and/or at risk for school failure, and/or 
at risk or experiencing juvenile justice involvement. 

 
Priority 
eligibility 

Priority enrollment is given to first-time mothers no later than the end of the 
28th week of pregnancy; however, mothers who are at risk and are not first 
time mothers may also be enrolled in the program.  

 
Caseload size The best practice caseload size is 24 per nurse.  

 
Visitation 
schedule 

The visitation schedule is designed to: 

 Enable the nurse to provide information and education 

 Foster the setting of small, achievable goals for the mother and family 
 
The nurses follow a visitation schedule that varies over the two and a half 
years.  

 Early in the pregnancy, the mother receives her first home visit no later 
than the end of the 28th week of pregnancy.  

 Weekly visits during the first month following enrollment 

 Bi-monthly visits for the remainder of the pregnancy 

 Weekly visits during the first six weeks after delivery 

 Bi-monthly visits through the 24th month of childhood by the Nurse or 
Generalist 

 
Medical home Within 30 days of enrollment a program must determine whether each 

enrolled pregnant woman has an ongoing source of continuous, accessible 
health care. 
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Enrolling Pregnant Mothers 

 
Enrolling in 
EHS HB  

When a pregnant mother is enrolled in EHS HB, the baby has a spot held for 
them in EHS and the baby remains in EHS for three years. 

 
PSD sites Use this list to identify the PSD EHS service areas.  

 Apple Valley 

 Barstow 

 Chino 

 Crestline 

 Fontana Citrus 

 Hesperia 

 Redlands 

 VVC 

 Yucaipa 

 Yucca Valley 

 
How to enroll a 
pregnant 
mother 

Use the following table to enroll a pregnant mother.  
 

Step Action 

1 Enroll all pregnant mothers in the LIFT program regardless of the 
site.  

2 Does this site operate EHS?  

 If Yes, enroll the mother in EHS HB. 

 If No, refer the mother to another agency. 

3 Enter New in the participation record for the unborn baby.  

4 Call the Registered Nurse and inform them of the enrollment.  
 

 
Abandoned 
applications 

When the pregnancy does not come to term and the unborn is not born, the 
application is abandoned. No documentation or notice is needed. 

Continued on next page 
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Enrolling Pregnant Mothers, Continued 

 
Baby is born The following happens when the baby is born. 
 

Stage Description 

1 The Registered Nurse 

 Follows up with all babies for the first 6 weeks. 

 Calls the Generalist to let them know the baby is born. 

2 The Generalist uses the original application after 6 weeks and:  
 

When the mother is… Then the baby is... 

enrolled in EHS HB  enrolled in EHS using original application date and 

 given a spot in EHS for 3 years, and 

 enrolled in HS up to 5 years. 

not enrolled in EHS 

HB 

 referred to another program, or  

 can continue in the program if there is a health risk. 
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LIFT Process Job Aid 

 
LIFT Job Aid The following is an overview of LIFT. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Enroll the Mother in  

LIFT. 
Enroll the Mother in  

LIFT and EHS. 

Does PSD 
offer EHS in 
this area? 

The Nurse 
follows up for 6 
weeks (Longer 

if there is a 
health risk.) and 

calls the 
Generalist. 

Refer the family 
to another EHS 

provider or 
child care 
provider.  

The baby has a slot in 
EHS for 3 years.  

If at any time the family moves into a 
PSD area, consult the Program 
Supervisor for EHS enrollment 

process.  

The Nurse 
follows up for 6 
weeks (Longer 

if there is a 
health risk.) and 

calls the 
Generalist. 

Enroll the baby in 
EHS 

Use original 
application and 
date. No new 

application needed.  

YES NO 

Drop the Mother 
from LIFT. 

Baby is born. Baby is born. 
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Daily Health Checks 

 
Policy Complete a daily health check to learn what is normal for each child and to 

recognize unusual signs or symptoms indicating that the child might be ill.  
 
The daily health check is a quick assessment of each child’s health that takes 
less than a minute.  
 
In addition to daily health checks, continue to observe children throughout 
the day and be prepared to intervene whenever a child develops symptoms 
of illness or injury.  

 
Important! Do 
not diagnose 

Head Start staff does not diagnose illness or prescribe treatment; that is the 
roll of the health care provider.  

 
Rationale Recognizing early signs of illness allows staff to: 

 alert the parents that the child might need medical evaluation and 
treatment,  

 prevent a more severe illness for the child, and  

 halt the spread of illness to others. 

 
Who is 
involved?  

To complete the Daily Health Check, the following people are involved:  
The Parent/Guardian 
The parent/guardian remains until the health check is completed. The 
parent/guardian signs-in only after the child is accepted by the teacher.  
 
The Teacher 
The Teacher conducts the daily health check. 
 
The Site Supervisor 
The Site supervisor is an active participant, available, and prepared to 
intervene when a child has signs of illness and is too sick to stay in the 
program.  
 
Head Start Staff 
If a child arrives by bus, Head Start Staff is prepared to comfort and care for 
an ill child until the parent/guardian arrives.  

Continued on next page 
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Daily Health Checks, Continued 

 
How to gather 
information  

Gather information from what the parent says, what the child says, and what 
you observe. Involve all of the senses; the teacher must look, listen, feel, and 
smell.  
 
The daily health check is conducted in a friendly, welcoming manner and in 
the context of greeting the child and parent/guardian to the program. (i.e. 
greeting games and songs can be used). 

 
Procedure for 
Teacher 

The Teacher uses this table to complete the daily health check. 

Step Action 

1 Stand near the door to greet and observe the child 

2 Speak to the child. Ask them questions and listen carefully to 
their answers for clues of illness: 

 How are you today? 

 How did you sleep last night? 

 Are you ready for breakfast? 

3 Observe and assess. Look, listen, feel, smell. See next page for 
details.  
If the child is ill, call the Site Supervisor, and wash your hands so 
that you do not transmit germs to the other children.  

4 Fill out the Daily Health Checklist for each child every day.  

  

 
Procedure for 
Home Visitor 

The Home Visitor uses this table to complete the health assessment check. 

Step Action 

1 Sit at the level of the child. 

2

Action
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Daily Health Checks, Continued 

 
Observe and 
assess 

The following are signs to look for as you observe and assess. 
 

 

 Healthy signs May indicate illness 

General Comfortable, cheerful 
responsive, active 

Clingy, fussy, cranky, listless, very sleepy 

Fever Looks and feels cool and 
dry to the touch 

Appears flushed and feels warm or clammy to 
the touch. Axillary temp over 100 degrees or 
oral temp over 101 degrees 

Hair Clean, neat, shiny Scratching, nits visible, bald spots visible 

Eyes Clear, bright, child looking 
around and looking at you 

Red with discharge, lids crusted, or rubbing 
eyes 

Nose Breathing normally and 
easily without difficulty 

Coughing, congested, wheezing, excessive 
thick mucous 

Mouth Speaking and swallowing 
comfortably 

Sores visible, dry lips, swallowing and speaking 
with difficulty, foul breath odor  

Teeth Clean and shiny Complaining of tooth discomfort, brown, hurts 
when eating 

Ears Comfortable and 
responsive 

Tilting head to one side, rubbing/tugging on 
ears, exhibiting signs of pain 

Arms/hands Clear of injury Cuts, bruises, rashes, cracking of skin, open 
sores, blisters, burns 

Legs/feet Walking, standing, moving 
normally 

Limping, walking/standing with difficulty, feet 
turning in/outwards 

Skin Clear, intact, good color Sores, wounds, rashes, blisters, swelling, pale 
or ashen color, unusual foul odors 

 

 
Reporting Turn in the Daily Health Check to the Health Education Specialist by the 5th of 

every month.  

 The Home Visitor keeps a copy with the Socialization records in front of the 
locked files for monitoring purposes.  

 The Site Supervisor sends the forms for the center based children.  
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Health Check Forms 

 
Center Based The following is the Daily Health Check form for Center Based programs.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Legend The following is the legend at the bottom of the form.  

 

 0= Well Child 

 1= Fever   

 2= Head Lice  

 3= Possible Eye Infection  

 4= Green Nasal Drainage  

 5= Cuts/Bruises  

 6= Rashes  

 7= Coughing  

 8= Others Not Listed Use 
 Comment Box 

  

Continued on next page 
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Health Check Forms, Continued 

 
Home based The following is the Daily Health Check for Home Based programs.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Legend The following is the legend at the bottom of the form.  

 Ok=Well Child 

 C= Cough/Cold  

 B=Bump Bruise  

 R= Runny Nose  

 S= Scratch  

 F=Fever, Yellow/Green Mucus  

 BR=Birth Mark  

 N= Nurse Consult  

 T= Teething 
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Dual Language: Teaching Practices, Continued 

 
When no one 
available speaks 
the language  

If PSD can demonstrate that there is no one qualified to perform or interpret 
for a screening/assessment, then it can be performed in English.  
 
Use the following to help support the screening/assessment: 

 Structured observation over time 

 Information gathered from the family 

 
Tribal language Any program that serves American Indian and Alaska Native children may 

integrate efforts to preserve, revitalize, restore, or maintain the tribal 
language.   
 
This may include full immersion in the language. If English is the home 
language, exposure to English is not required.  
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About First Aid Kits 

 
Policy A teacher should never have to take more than a few steps to reach supplies 

in an emergency. 

 
How to get a kit Logistics and Maintenance staff provides the metal kit boxes and all supplies.  

 
Contents of the 
kit 

The following first aid supplies are required in the kit: 

 A current edition of a first aid manual 

 Sterile first aid dressings, 4x4 gauze pads 
for covering cuts, scrapes and burns 

 Bandages or roller bandages 

 Adhesive tape 

 Scissors  
 

 Thermometer 

 Gloves 

 Cold compresses 

 Triangular bandages 

 First aid checklist 

 

 
Locations of the 
kits 

There should be a first aid kit in every classroom at every site. Kits should be 
accessible to adults, but inaccessible to children.  
 
First aid kits must be taken on all field trips; the classroom kit may be taken 
on outings.  

 
Site Supervisor The Site Supervisor is responsible to ensure the first aid kits are fully stocked 

but not overstocked. Inventory is completed monthly and the Site Supervisor 
initials each item on the inventory list. Use the PSD requisition for supplies 
and send to Logistics and Maintenance. Use the First Aid checklist to check 
the inventory of a kit; this includes checking expiration dates of gauze, and 
other supplies.  

 
Flashlights  Keep a flashlight near every first aid kit for easy access. Magnetic flashlights, 

to attach to the kit, can be ordered from Logistics and Maintenance.  

 
Earthquake kits The Earthquake/Disaster Emergency kits have more supplies so the first aid 

kits can be kept pared down to essential, stopgap emergency supplies. 

 



Program Operations Meeting/Program Policy/Nutrition  First Aid Kits - 3 
07.30.2019.lme 

Form: First Aid Checklist 

 
First Aid 
Checklist 

Use the following form to check the first aid kit monthly.  
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Classroom Volunteers & Meal Time 

 
Introduction Preschool Services Department welcomes volunteers in the classroom. When 

volunteers are present during meal times, encourage them to participate in 
all aspects of family style meals.  

 
Food Handlers 
Card 

Classroom volunteers are not required to have a Food Handler’s card to 
participate in meals.  
 
The following people are required to have a current San Bernardino County 
Food Handler’s card:  

 People participating in the Apprentice and WEX programs. 

 A volunteer working in the kitchen. 

 
Volunteer 
guidelines 

The volunteers should comply with the following guidelines: 

 Practice the same hand washing procedures as children and staff. 

 Use gloves when opening milk or touching food directly. 

 Allow children to serve themselves during mealtimes and assist as needed. 

 Keep mealtimes positive and conversation child focused. 

 Eat child size portions with the children. 
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Sign-In/Out 

 
Daily forms The Center Clerk prepares sign-in/out sheets daily. Use only PSD approved 

sign-in/out sheets and absence verification slips. These forms must be kept 
for a year at the site and then sent to the Logistics & Maintenance building for 
storage.  

 
Policy: Who can 
sign-out? 

 

Only the following people may sign-out for a child: 

 Person listed on the child's emergency card who is at least 18 years old.\ 
Teaching staff verifies that the person signing is on the emergency card. 

 Teaching staff may sign-in for children in class. Teaching staff must monitor 
the child’s sign-in/out 

 

Children with Bus Service 

 Bus consent and emergency card forms are required before using the bus. 

 Only people listed on the bus consent form and emergency card may drop-
off/pick-up a child.   

 Teaching staff signs-in/out for children with bus service with full signature. 

 
Coming back 
after signing out 

A parent, guardian, or authorized representative can sign a child out during 
the day to attend required appointments and return to the center. The child 
is signed in again during their scheduled class time.  
 
This includes, but is not limited to appointments for: 

 Medical 

 Dental  

 Therapy sessions 

 Individualized Educaiton Plans (IEP) 

 Individualized Family Service Plans (IFSP) 

 
Policy: Sign-in 
 

The person dropping off is required to sign-in each day the child attends 
with: 

 a full signature, and  

 the time of sign-in. 

Continued on next page 



 

Program Operations Meeting/Program Policy/Education  Sign in/out - 3  
07.30.2019.lme  

Sign-In/Out, Continued 

 
Policy: Sign-out 

 
 

The parent/guardian or person listed on the emergency card is required to 
sign-out each day the child attends with: 

 a full signature, and  

 the time of sign-out, and  

 identification (I.D.).  

 
Not signed 
in/out 

 

When a child has not been signed-in/out, use one of the following solutions: 

 Phone the child’s parent.  

 Remind the child’s parent when they return for pick-up. 

 Ask the teacher to sign-in; but the teacher should not sign out the child. 

 
Home Base  
Socialization 

The following are the requirements for HS/EHS Home Base. 

 Parents sign-in/out for scheduled socialization visits. 

 Complete a sign-in/out sheet for socialization, even if no one attends. 

 Record Home Visits in ChildPlus using Entry Express. 

 
EHS-CCP The following is the process for the EHS-CCP sign-in/out.  
 

Stage Who Does What 

1 Provider Prepares daily sign-in/out sheets. 

2 Parent Signs in/out daily. 

3 Provider Notifies Generalist after 2 consecutive unexcused 
absences. 

4 Generalist   Collects and reviews sign-in/out sheets weekly 

 Tracks absences and follows up. 
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Parent Participation 

 
Overview Parent/Guardian participation begins with a partnership between the family 

and the program. This partnership begins at recruitment and continues 
during the enrollment process and throughout the child’s school experience.  
 
This document presents activities designed to develop a partnership with the 
parent/guardian.   

 
Parent 
Orientation 

At Parent Orientation, the following is reviewed.  

 Introduction of Program goals and objectives 

 School Readiness 
 Classroom instruction and curriculum 
 Lesson plans 
 Individualization  

 Program Assessments 

 Orientation Packet documents 

 Parent Handbook content 

 Parent Engagement and involvement 

 Volunteering opportunities 

 Parent Advisory Committee  

 Policy Council 

 Non-Federal Share (NFS) 

 School to home activities 

 Site specific related items: 

  Meeting site staff 

 
Open House Open House is held at the beginning of the year and allows parents to: 

 See the classroom environment. 

 Communicate with the teacher. 

 View their child’s work.  

 View the daily schedule. 

 
Home visits & 
Site conferences 

Throughout the year, teachers meet with parents/guardians to discuss their 
child’s progress, strengths, and goals. This enhances learning opportunities 
both in the home and classroom environment.  

Continued on next page 
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Parent Participation, Continued 

 
Educational 
transition 
workshops 

Parent/guardians are invited to attend the following workshops.  
 
Parents as Advocates 
This workshop educates parents/guardians about what advocating for a child 
means and how to ease the transition between home and the program.  
 
Also discussed is: 

 Parent rights 

 Child personal rights 

 Parent Handbook 

 Opportunities to serve on the Parent Advisory Committee or Policy Council 
 
Active Learning 
This workshop educates parents/guardians about the following: 

 High/Creative curriculum  

 Desired Results Developmental Profile (DRDP) 

 Child developmental stages 

 Activities and ideas that parents can do at home to increase school 
readiness 

 
Kindergarten Readiness 
This workshop educates parents/guardians about: 

 Specific strategies to ease their child’s transition into Kindergarten 

 Expectations and the enrollment process into Kindergarten 

 Reviewing and revisiting any concerns or special needs 

 Making learning games 

 The Kindergarten Tool Kit to take home  
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Transition 

 
Requirement Teaching staff establishes a formal written transition plan with the 

parent/guardian of each kindergarten eligible child.  

 
Deadline Complete the transition process one month prior to the end of the program 

year.  

 
Transition 
community 
outreach 

To streamline the transition from Head Start to elementary school, Preschool 
Services collaborates with: 

 San Bernardino Child Care Planning Council 

 Other related agencies such as local school districts 

 
Records to 
transfer 

Prepare the following to transfer: 

 Record Transfer Request forms 

 Child Developmental Progress Summary forms 

 ASQ-SE Questionnaire 

 Child’s self portrait; first and last 

 Desired Results Developmental Profile 
 
The Teacher gathers the documents and the Generalist sends them to the 
kindergarten.  

Continued on next page 
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Transition, Continued 

 
Children with 
special needs 

When a child has special needs, the Disability Specialist, Program Generalist, 
and Site Supervisor continue to review the child’s file for concerns or special 
needs.  
 
During transition the following occurs: 

 Transition exit meeting with Local Education Agency (LEA), Head Start staff, 
and the parent, including: 

 Parent concerns 

 Child’s progress report on goals,  

 Objectives 

 Therapy sessions if applicable 

 Any additional services needed 

 Parents rights 

 Child’s file is sent to the new program for review 

 Program Generalist provides the family with specific information related to 
the new program 

 A list of transfers is provided to the Interdisciplinary Team for review 

 All documentation and follow up is entered into the case notes of ChildPlus 

 







 

Program Operations Meeting/Program Policy/Education  Guidance for Home Visit/Parent Conference- 3 
07.22.2019.lme 

Home Visits/Parent Conferences, Continued 

 
Specific topics 
to discuss 

The following topics are recommended to discuss: 

 Activities that the child especially enjoys doing. 

 Who the child likes to play with. 

 The child’s strengths. 

 Share observations and results of assessment. 

 Decide as a team upon goals for the child. 

 Discuss the progress the child has made in the program.  

 Progress made towards child developmental goals. 

 Give suggestions for school to home activities. Ideas that parents can do at 
home with the child that reinforce and expand on classroom learning 
experiences. 

 
Listening to 
parents 

Be sensitive and tune-in to concerns that the family is experiencing.  
 
Encourage parents to: 

 Ask questions about any aspect of the program they do not understand or 
that troubles them. 

 State what they would like for their child to learn; set goals. 

 Share information about their family or culture that may be introduced into 
the classroom i.e. stories, songs, recipes etc. 

 Give advice about immediate concerns you have about the child. 
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Redirection 

 
Policy The following are the redirection policies: 

 Provide each child with an environment that is supportive of: 

 trust,  

 positive self-esteem, and  

 mutual respect.  

 Provide guidance and redirection to children in a positive, non-punitive 
way.  

 Do not use ‘time out’ or any other form of child isolation. 

 
Prohibited 
discipline 

All types of discipline are prohibited, for example: 

 Corporal punishment 

 Time out, quiet down chair, or any form of child isolation 

 Humiliating techniques 

 Frightening techniques 

 Excluding from outside play 

 Restriction from favorite toys 

 Isolating from the other children at mealtimes 

 Denying a child certain foods at mealtime (except for health plan) 

 Verbally belittling 

 Demeaning a child 

 
Rationale for 
not using time 
out 

Sending a child to the ‘time out’ area reminds everyone, including the child, 
that they are ‘bad’. The focus is placed on the child rather than the behavior. 
This practice does not support the goal to increase each child’s sense of 
worth.  
 
If a child accepts that they are ‘bad’, they are not capable of learning 
problem-solving skills and behaviors that are more appropriate. 
 
The National Association for Education of Young Children (NAYEC), the 
Federal Head Start Performance Standards, and the High/Scope foundation 
all disapprove of the use of ‘time out’.  

Continued on next page 
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Redirection, Continued 

 
Positive 
redirection 

Staff provides positive redirection and guidance by using the following 
methods: 
 
Teacher’s behavior 

 Provide positive attention to each child. 

 Recognize children for appropriate behaviors. 

 Respect and acknowledge children’s feelings. 

 Give verbal instructions that are short, specific, and clear. 

 Establish clear, consistent rules and involve the children in the 
development of those rules. 

 
Guidelines for preventing potential problems 

 Expect realistic, developmentally appropriate behavior. 

 Anticipate and eliminate potential problems. 

 Redirect a child away from conflict or negative events to a more positive 
activity. 

 Offer acceptable choices to children when necessary. 

 Work with children to help them solve problems. Do not provide all the 
solutions for them. 

 Model, coach, and encourage positive social skills such as sharing, helping 
and taking turns. 

 Reinforce positive social behaviors using books, puppets, games, dramatic 
play and other interactive experiences. 
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Policy 

 
Purpose of the 
form 

This form satisfies Head Start requirements to provide parents: 

 Information regarding their child’s  

 development 

 progress in positive outcomes,  

 desired results  

 assessment information  

 Input into the curriculum  

 An opportunity to determine curriculum objectives  

 
When to 
complete 

Complete this form during the two Home visits, and the two Parent 
Conferences. Consult the Education Timeline for deadline details.  
 
Reminder: Parent Orientation does not satisfy the Home Visit or Parent 
Conference requirement. 

 
Narrative Five sections require a short narrative, describing the child’s strengths and 

areas currently being worked on. These are completed using correct spelling, 
grammar, punctuation, and using complete sentences.  
 
These forms are given to parents, maintained in files, used for transition 
purposes, and sent to the Elementary Schools.  

Continued on next page 
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Policy, Continued 

 
Completing the 
CDP form  

Reminder: complete all sections of the Child Developmental Progress form. 
 
Use the following to complete the form.  

Step Action 

1  Complete the top section of the form. 

 Ensure the dates on the top and bottom of the form 
correspond to each other and ChildPlus.  

2 Enter strengths for each of the four desired results.  
 
Use this section to document goals that have been met.  

3 Enter at least two on-going goals. 

4 Include specific activities provided to help the child progress and 
meet their individual goals. 

5  Include specific activities that can be completed in the home 
to help the child progress and meet their individual goals.  

 Suggest activities that require minimal preparation by the 
parent and with items that are commonly found in most 
households.  

6 Include input from the parent into the curriculum.  
 
Parent input can include: 

 ideas on skills the parent would like for their child to learn,  

 activities they would like to participate in during class-time, 
and  

 lesson plan and class-time activity suggestions.  
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The CDP Form 

 
English The following is the Child Developmental Progress Form in English.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Continued on next page 
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The CDP Form, Continued 

 
Spanish The following is the Child Developmental Progress form in Spanish. 
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TV in the Classroom 

 
Policy Television in the classroom environment is not completely prohibited; follow 

the guidelines to comply with a developmentally appropriate teaching and 
learning environment. 

 
Copyrights Many movie production companies have copyright laws, which prohibit 

showing their videos in the classroom. Disney movies fall into that category.  
 
Be mindful that the inappropriate use of commercial videos may place the 
agency in violation of copyright laws. 

 
Approval  The Site supervisor approves the selection of television programs or videos. 

Programs should be planned and written into the Lesson Plan for approval a 
week in advance.  

 
Selection To select a program, use the following guidelines: 

 Only G-rated materials 

 No displays of violence 

 Instructional programming developed specifically for young children 

 Video/movies developed from classic children’s literature such as The Very 
Hungry Caterpillar  

 
How to use TV Use television videos occasionally only as a choice during work time. The 

child may choose to watch but is free to get up anytime to work in the other 
areas of the classroom.  
 
You may use television in Large Group Time only for a short video clip, which 
encourages children to sing and dance with other children.  

 
How not to use 
TV 

Do not use television to take the place of Large Group Time (circle time).  
 
Do not ask children to sit and watch television quietly. A class should never 
be sitting on the carpet as a group watching television for long periods.  
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 Unit: Education  Effective: 11/4/2019  Issued: 11/4/2019   
  Approved by: Phalos Haire, Director 

Breastfeeding Support & Education for Pregnant and Nursing Mothers  

Overview 

 
Purpose 
 

The purpose of this policy is to establish topics of education and support for 
pregnant and nursing mothers.  

 
Reference The policies and regulations referenced are:  

 Head Start Performance Standards: 1302.80, 1302.81 

 
Policy overview 

 
In a manner that is culturally sensitive, provide pregnant women, nursing 
mothers, and families with lactation assistance and information on the 
benefits of breastfeeding.  

 
Contents 
 
 
 

The following is a table of contents. 
 

Topic See Page 

Support and Education 2 
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Support and Education 

 
Policy In a manner that is culturally sensitive, provide pregnant women, nursing 

mothers, and families with lactation assistance and information on the 
benefits of breastfeeding. 

 
Educational 
resources 

The Registered Nurse (RN) uses the following resources: 

 One on one instruction 

 Handouts 

 Pamphlets 

 Community resources 

 Breastfeeding classes 

 
Prenatal During the prenatal period, the Registered Nurse will: 

 Establish the client’s desire to breastfeed 

 Identify barriers to breastfeeding (i.e. past experience, myths, cultural 
beliefs or concerns) 

 Educate the client regarding: 

 Minimizing breastfeeding difficulties 

 Benefits of breastfeeding 

 Pumping/storage/transport of breast milk 

 Nutrition while breastfeeding 

 Breast care 

 Assess using the WIC breastfeeding nutrition questionnaire  

 
Postpartum During the initial post-delivery visit 

The RN assesses successful breastfeeding/infant nutrition through: 

 weight check,  

 stated diaper count, and  

 client’s report.  
 
Within two weeks post-delivery 
The RN assesses the status of breastfeeding and provides lactation 
assistance. 
Throughout the postpartum period 
The Program Generalist notifies the RN if client reports barriers, obstacles, or 
concerns regarding breastfeeding.  
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Curriculum Topics 

 
Policy  The Registered Nurse (RN) uses the Partners for a Healthy Baby Curriculum, 

other appropriate supplemental educational tools, and community resources 
to provide education to pregnant mothers and families. 

 
Family 
Development 

The RN discusses the family development topics below: 

 Relationships and Support 

 Stress and Empowerment 

 Planning and Problem Solving 

 Career and Finances 

 Educational growth and employment opportunities 

 Basic essentials: housing, food, transportation, financial security, child care 

 
Mother’s needs The RN discusses the Mother’s needs using the topics below: 

 Physical Changes and Discomforts 

 Health Care 

 Emotional changes 

 Diet and exercise 

 Tobacco, drug, alcohol, and medications 

 Sex and STDs 

 Childbirth preparation 

 Preterm labor 

 Postpartum care/postpartum depression 

 Family planning 

 
Preparing for 
baby 

The RN discusses preparing for the baby using the topics below: 

 Daily care routines 

 Sleeping patterns/safety/SIDS 

 Health care 

 Breastfeeding 

 Bottle-feeding 

 
Baby’s 
development 

The RN discusses the baby’s development topics below: 

 Fetal growth and development 

 Bonding and attachment  
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 Unit: Education  Effective: 11/4/2019  Issued: 11/4/2019   
  Approved by: Phalos Haire, Director 

LIFT and EHS Eligibility & Enrollment Process 

Overview 

 
Purpose 
 

To outline the responsibilities and interaction of the ERSEA Generalists and 
the Registered Nurses in providing the LIFT program and the EHS program.  

 
Reference The policies and regulations referenced are:  

 Head Start Performance Standards: 1302.12(c), 1302.22(c)(1), 1302.80, 
1302.81, 1302.82 

 LIFT MOU 

 
Policy overview 

 
The CEU Generalist, ERSEA Generalist, and the Registered Nurse communicate 
with each other to create a seamless process from LIFT parent, to newborn, 
and to EHS.  
 
A pregnant woman is eligible for LIFT if: 

 The family’s income is equal to or below the poverty line, or 

 The family is eligible for or, in the absence of childcare, would be potentially 
eligible for TANF 

 
Contents 
 
 
 

The following is a table of contents. 
 

Topic See Page 

Responsibilities 2 
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Responsibilities 

 
Policy The CEU Generalist, ERSEA Generalist, and Registered Nurse communicate 

with each other to create a seamless process from LIFT parent, to newborn, 
and to EHS. 
 
All LIFT parents should be enrolled in EHS due to the EHS service area 
expanding to the whole county.  

 
The LIFT 
eligibility and 
enrollment 
process 

The following is the LIFT eligibility and enrollment process:  
 

Stage Who Does What 

1 CEU Generalist Processes the application: 

 Enters the parent as New in ChildPlus 

 Enters the parent on the Waitlist in ChildPlus 

2 Registered Nurse  Makes the first visit 

 Calls the ERSEA Generalist to enroll the 
parent 

 Enters visitation notes is ChildPlus 

 Enters attendance in ChildPlus  

3 ERSEA Generalist  Enrolls the parent in EHS in ChildPlus 

 Creates a class list and keeps it updated 

4 Registered nurse  Makes ongoing visits 

 Enters visitation notes in ChildPlus 

 Enters attendance in ChildPlus 

 Calls the ERSEA Generalist when baby is 
born 

5 ERSEA Generalist Enters the newborn’s information into 
ChildPlus 

6 Registered Nurse  Continues visits and enters into ChildPlus 

 Administers assessments and enters into 
ChildPlus 

 Gathers Health information 

7 ERSEA Generalist Enters health information once received from 
the Registered Nurse 

8 Registered Nurse   Transitions the child to EHS at 6 weeks 

9 ERSEA Generalist  Enrolls the child into EHS at 6 weeks 

  

Continued on next page 
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Responsibilities, Continued 

 
Registered 
Nurse 
Responsibilities 

The Registered Nurse is responsible to: 

 Visit the parent 

 Call the ERSEA Generalist to: 

 Enroll the parent 

 Enter Newborn information 

 Enroll the 6 week old into EHS 

 Administer assessments and enters them into ChildPlus 

 Gather Health information and send it to the ERSEA Generalist 

 Enter the following into ChildPlus 

 Visitation notes 

 Attendance 

 Begin the transition of the 6 week old into EHS 

 
CEU Generalist The CEU Generalist is responsible to: 

 Process the application 

 Enter the parent as New in ChildPlus 

 Enter the parent on the Waitlist in ChildPlus 

 
ERSEA 
Generalist 
responsibilities 

The ERSEA Generalist is responsible to: 

 Enroll the parent in ChildPlus after the RN’s first visit 

 Creates a class list and keeps it updated 

 Enter the newborn’s information into ChildPlus 

 Enter Health information into ChildPlus when received from the Registered 
Nurse 

 Enroll the child into EHS 

 
 





 

 Policy/Education  LIFT & EHS Transition - 2 
11.26.2019.lme 

Transitioning for Prenatal to Postnatal  

 
How to 
transition from 
prenatal to 
postnatal 

The Registered Nurse (RN) completes the following to transition the LIFT 
mother from prenatal to postnatal.  

Step Action 

1 Introduce the family to services available from birth to 3 years 
through EHS Home Base and EHS Center Base.   

2 Coordinate a meeting between parent and the EHS 
Teacher/Home Visitor once the baby is born.  

3 Invite the mother to upcoming EHS socializations to: 

 experience the process, and  

 meet with other families that are currently enrolled in EHS HB.  

4 Inform the mother that birth verification is required by the time 
the child is six weeks.  
 
Birth verification can be: 

 Birth announcement 

 Birth certificate 

 Medical card 

5 Provide a Well Baby Check within 2 weeks of the child’s birth.  

6 Document all follow up and newborn information in ChildPlus. 

7 Provide post-partum care based on the needs of the family and 
continue until the newborn reaches 6 weeks old.  

8 Provide resource information on additional programs, which 
are: 

 high in quality and  

 provide consistent and responsible caregiving.  

9 Ensure the EHS Teacher/Home Visitor accompanies the RN on at 
least one home visit.  

10 Collaborate with the EHS Teacher/Home Visitor to transition the 
family file to their caseload at six weeks of age.  

 

 
Orientation The EHS Teacher/Home Visitor provides a Parent Orientation to each family. 
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Transitioning from EHS to HS 

 
Policy A transition plan is developed through active parental involvement during 

the planning and transition process for continuity of comprehensive services 
for parents and children between different program settings.  
 
The partnership between parents and the program begins at recruitment and 
continues during the enrollment process and throughout the school year.  
 
All EHS children must have a written transition plan by the time the child 
reaches 30 months.  
 
The program effectively transitions children and their families out of EHS and 
into Head Start or another community childcare or child development 
program. 

 
Transition plan 
overview 

The EHS transition plan includes the following: 

 Meeting with the Center Based Program Generalist for enrollment. 

 Visiting local childcare and child development programs. 

 Completing a new Head Start application and providing documentation. 

 
Timing for 
transitions 

Transition the child into HS or another program as soon as possible. The 
selection process gives a high priority to transitioning children. (See Selection 
policy in ERSEA Handbook) 
 
Create a written transition plan at 30 months to ensure the child can 
effectively transition out of EHS and into Head Start or another program as 
soon as possible. 
 
When a child turns three years old, EHS HB visits should end by June 30th, do 
not extend Home Based Visiting through the summer unless the child is still 
age eligible for EHS. 

Continued on next page 
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Transitioning from EHS to HS, Continued 

 
Transition 
rooms 

If the child is already enrolled in EHS (Center Base or Home Base), the child 
may be transitioned into a Head Start transition room at 36 months. 
 
An EHS child can stay in a transition classroom for the remainder of the 
program year, if no other Head Start or other Child Development slots are 
available; there is no six-month time limit. Program staff should work to 
transition children in a transition classroom into another full day class as 
vacancies occur. 

 
3 year old child A child will not be enrolled in an EHS Center Base classroom past their 3rd 

birthday. If a child turns 3 in Center Base or Home Base, identify options such 
as Head Start Full day, Part day, or another program.  
 

If no other options exist, 
and the child is in... 

Then the child will... Not to exceed… 

HS Center Base transition 
room 

Stay in the transition room The end of the 
program year. 

EHS Home Base Stay in Home Base 
 

 
After age three Contact the ERSEA and EHS Manager if the child needs to remain in EHS after 

age three. Document in Family Services that the Manager was contacted. 

 
Elements of a 
transition plan 

A transition plan needs to take into account: 

 the child’s developmental level 

 the child’s and family’s progress 

 current and changing family circumstances 

 the availability of HS or other programs that meet the needs of the child 
and the family 

 
Family 
collaboration 

Collaborate with the parent/guardian to implement strategies that support a 
successful transition. 

Continued on next page 
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Transitioning from EHS to HS, Continued 

 
EHS & HS 
collaboration 

EHS and HS work together to maximize enrollment transitions through 
collaboration and communication. 

 
Transition and 
the FPA 

All families must have a Family Partnership Agreement (FPA) goal in ChildPlus 
with the specific label “EHS Transition Plan” by the time the child is 30 
months old. File a hard copy of the transition plan in the child’s file  
 
This does not replace any FPA requirements. Provide information about the 
child’s progress during the program year and provide strategies for 
parents/guardians to continue their advocacy for their child. 
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EHS to HS Responsibilities  

 
Teacher/Home 
Visitor 

The following are the Teacher/Home Visitor responsibilities: 

 Providing assistance, guidance, and education to the family on the 
enrollment process, developmental status, and Learning Genie.  

 Conducting ongoing communication with the parent about the progress of 
transition activities. 

 Documenting all follow-up in ChildPlus. 

 
Transitioning 
for the 
Teacher/Home 
Visitor 

The Teacher/Home Visitor completes the following to transition a child.  
 

Step Action 

1 Schedule a transition planning conference with the parent and 
EHS staff to initiate a transition plan prior to the child reaching 
30 months. 

2 Coordinate a visit to a childcare/child development program for 
the parents and child to coordinate meetings between staff and 
the parents prior to the child’s first day. 

3 Ensure all information is up to date in the child’s file including: 

 Status of all health screenings 

 Medical status 

 Immunizations and TB 

 Physical exam 

 Developmental status 

 Medical conditions that need accommodation or treatment 

4 Review child’s portfolio in Learning Genie with the 
parent/guardian. 

5 Transfer a completed copy of the child’s file and assessment 
with the child to the new program on the child’s first day. 

6 Give the file to the Program Generalist for closure of EHS. 
 

Continued on next page 
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EHS to HS Responsibilities, Continued 

 
Program 
Generalist 

The following are the Program Generalist responsibilities:  

 Providing assistance, guidance, and education to the family on-going  

 Updating the EHS Transition Plan for all follow-up activities 

 
Transitioning 
for the Program 
Generalist 

The Program Generalist completes the following to transition a child.  
 

Step Action 

1 Set an appointment with the parent/guardian when the child 
turns 30 months to submit a new HS application and income 
qualification. 

2 Review the following to coordinate the HS enrollment process: 

 Status of all health screenings: 

 Medical Home 

 Immunization and TB 

 Physical Exams 

 Medical conditions that need accommodation or treatment  

 Developmental status: DAY-C  

 Progress of the family: 

 Family circumstances or changing circumstances 

 Family Partnership Agreement goals 

 Program options:  

 HS and other resources in the local area 

 Process HS application 

 Income Recertification 

3 Update the EHS Transition Plan.  

4 Accept the file. Sign the Log of Access and document in 
ChildPlus.  

 

Continued on next page 



 

 Policy/Education  LIFT & EHS Transition - 8 
11.26.2019.lme 

EHS to HS Responsibilities, Continued 

 
EHS Supervisor The following are the EHS Supervisor responsibilities: 

 Reviewing transition plans and activities as part of ongoing monitoring.  

 Ensuring the EHS Teacher/home Visitor initiates the transition plan on time 
and it is documented in the child’s file and ChildPlus. 

 Reviewing the transition plans in the child’s file when the child is 30 
months. 

 
Program 
Generalist 

The following are the Program Generalist responsibilities:  

 Providing community providers resource information and documentation if 
no vacancies are available in a PSD program. 

 Ensuring a completed HS application is on file to enroll into a HS program. 

 
Program 
Supervisor 

The following are the Program Supervisor responsibilities:  

 Monitoring and reviewing all transition plans to ensure that an available 
enrollment slot is found in time for transition. 

 
EHS and ERSEA 
Mangers 

The following are the EHS and ERSEA Manager responsibilities: 
Ensuring all EHS children: 

 Have a written transition plan prior to the child reaching 30 months. 

 Have effectively transitioned into Head Start or another community 
childcare or child development program. 
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Children with Special Needs and/or IFSP 

 
Policy  The following are policies for children with special needs and/or an Individual 

Family Service Plan (IFSP): 

 Ensure the individualized needs of children are met and they have access to 
and can fully participate in the full range of activities and services. 

 Provide modifications to the environment, formats for instruction, and 
individualized accommodations, as necessary to support full participation.  

 Ensure all children with special needs are protected from discrimination 
and provided with all services and program modifications required. 

 

 
The transition 
process  

Below is the transition process for a child with disabilities and/or an IFSP: 

 
 

Who Does What 

Teacher/Home 
Visitor 

 Introduces the transition process to the parent when the child is 30 
months. 

 Completes the 30-month DAY-C screening and forwards a copy to 
the disabilities unit. 

Disabilities Unit & 
EHS Supervisor 

Meets bi-weekly to review the child’s needs and concerns. 

Disabilities Unit Tracks the status of special education or related services the child 
may qualify for at age three. 

Program Generalist  Meets with the parent to complete a new application.  

 Discusses program options. 

Teacher/Home 
Visitor 

 

When the child is 
transitioning to... 

Then the Teacher/Home Visitor... 

a different agency obtains parent’s written permission to 
transfer information to the agency. 

HS program forwards the file to the new site. 

  

Program Generalist  Documents in ChildPlus the date when information is forwarded to 
the child’s next placement. 

 Sends a letter if the child is accepted into the HS program or placed 
on the waiting list.  

 Provides the family with information about the HS program at least 
10 days prior to the child’s first day.  
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Clearing Volunteers 

 
Policy  Volunteers spending time in a facility must have a background check and if 

they spend 16 hours per week or more, they must have a fingerprint 
clearance. 

 
Background 
check 

Every volunteer goes through a background check as per Megan’s Law.  

 
Fingerprint 
clearance 

Every volunteer, unless they meet the criteria of ‘not required’, must have a 
fingerprint clearance through the Federal Bureau of Investigation and the 
Department of Justice.  

 
When 
fingerprint 
clearance is not 
required 

The following persons are not required to have a fingerprint clearance if they 
spend less than 16 hours volunteering:  

 A relative, legal guardian, or Foster parent of a child in the facility. 

 A contracted repairperson by the facility, if never left alone with children in 
care. 

 Volunteers, providing time-limited specialized services, and students, 
enrolled in a participating accredited education institution, who meet all of 
the following conditions: 

 Directly supervised by the licensee or a facility employee with a criminal 
record clearance or exemption. 

 Spends no more than 16 hours per week at the facility. 

 Never left alone with children in care. 

 A student who has a written agreement on file with the educational 
institution concerning the placement of students. 
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Classroom Celebrations 

 
Policy Food should not be the focus of the social events and celebrations. 

 
Maintain appropriate nutrition standards. In PSD programs, food served 
must be high in nutrients and low in fat, sugar, and salt.  
 
Preschool Services Department (PSD) does not include religious instruction or 
worship within the curriculum provided to children and families. This policy 
includes religious materials in any form: written, auditory and visual. 
 
Offer children a wide variety of multicultural and diverse experiences 
throughout the year by focusing on the following: 

 Striving to be aware of the cultures of the children and families we serve. 

 Promoting friendship, caring, tolerance, and peace, and focus on 
similarities and acknowledge differences. 

 Celebrating worldwide cultures and environments. 

 
Informing Site Supervisors and Teaching staff inform parents of the policy in the 

beginning of the year.  

 
Celebrations We embrace the holidays by placing emphasis on the seasons and providing 

educational activities that are inclusive of all children, for example: 

 Fall Festival 

 Spring Fling 

 Friendship Day 

 Pajama Day 

 Harvest Festival 

 Winter Festival 

 Summer Fun Fest 

Continued on next page 
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Classroom Celebrations, Continued 

 
Ways to 
celebrate 

Head Start encourages celebrations and the observance of children’s 
birthdays in the classroom. Parents are encouraged to participate in these 
celebrations and special activities.  
 
It is encouraged to celebrate with the use of non-food items such as pencils, 
erasers, stickers, books, trinkets, crazy hats, etc. 

 
Food Serve the food provided by the Head Start program for all events. Do not 

provide outside food or homemade food for children to eat at the center or 
to take home to eat.  

 
No cakes, 
cookies, ice 
cream or candy 

Cakes, cookies, ice cream and candies are not allowed in Head Start at any 
time. These items do not support the Head Start Child Nutrition Standards 
and may promote the development of dental cavities.  
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End of the Year Celebrations 

 
Policy All sites must be consistent with the end of the year celebrations. There will 

not be specific clothing mandated by PSD to be worn. Caps and gowns or 
anything that takes staff time away from child supervision or that would 
make children feel singled out is prohibited.   

 
Rationale One of the most important purposes of Head Start is to get parents excited 

and committed to their children’s education.  

 
Prohibited 
items 

The following are prohibited.  

 No balloons of any kind are allowed.  

 No food items of any kind are allowed at the site, except for Head Start 
meals and approved food experiences. 

 No solicitation of class pictures is allowed in any of the centers 

 
Approved 
activities 

This is the time for children to say farewell to their friends and teachers and 
share accomplishments of children and parents. 
 
End of the year celebrations should consist of activities such as: 

 Passing out certificates in a ceremony in the classroom. 

 Singing songs the children have sung throughout the year. 

 Walking field trips with lunches within guidelines. 

 Family Fun Day away from the site or outside at the site as long as 
licensing, fire, and parking requirements are met.  

 Educational treat bags with pencils, stickers, bubbles etc.  

 Themed activity day.  

 
End of the year 
portfolio 

As part of the Desired Results/Child Outcomes, a portfolio is created for 
every child in the program to document their growth development and 
school experience.  
 
Photos of the children are taken throughout the school year, displaying them 
engaged in activities that justify their rating on the DRDP measures. The 
child’s Portfolio is available through Learning Genie for the parent/guardian 
at the end of the school year. 
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Individualizing for Children 

 
Policy Gather information for each child from multiple sources so that staff and 

parents can determine how the program can best respond to each child’s 
individual characteristics, strengths, and needs. 

 
Rationale  A developmentally and linguistically appropriate approach recognizes that 

children have individual rates of development as well as individual interests, 
temperaments, languages, cultural backgrounds, and learning styles.  
 
This approach helps children gain the social competence, skills, and 
confidence necessary to be prepared to succeed in their present 
environment and with later responsibilities in school and life.  

 
Teacher 
requirement 

A center-based class must have a teacher who can: 

 Plan and implement learning experiences that advance the intellectual and 
physical development of children. 

 Improve readiness for school by developing the child’s: 

 literacy and phonemic. 

 print and numeracy awareness. 

 language.  

 increasingly complex and varied vocabulary. 

 appreciation of books.  

 problem solving abilities. 
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The 5 Step Approach 

 
5 step approach There is a 5 step approach to individualizing for a child: 

1. Information Gathering 
2. On-going Observation 
3. Goal Writing 
4. Planning and Implementation of Activities 
5. Updating Goals 

 
Step 1: 
Information 
gathering 

Gather information about the child’s: 

 Strengths and concerns 

 Interests 

 Skills and development 

 Adjustment to the daily classroom routine 
 
Use the following tools to gather information: 

 Child history profile 

 Medical history profile 

 Home visit discussions 

 Center conference discussions 

 Telephone and on-site conversations with parent/guardian 

 
Step 2: On-
going 
observation 

Continue to observe child’s growth, development, and progress towards 
goals.  
 
Observations: 

 Are documented on the DRDP-2015 tool, ChildPlus, and portfolio. 

 Must correlate with children’s skill levels indicated in the child’s goals. 

 Must show on-going progress. 

 
Step 3: Goal 
writing 

Write a minimum of two active goals for each child.  
 
Discuss the goals and review the child’s progress together with the 
parent/guardian, developing additional goals based on the child’s individual 
needs and interests.  

Continued on next page 
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CLASS 

 
What is CLASS? The Classroom Assessment Scoring System (CLASS) is an observational 

instrument developed to assess Teachers in a Preschool classroom. CLASS 
provides programs with reliable, valid data on Teacher effectiveness.  
 
CLASS: 

 Creates a common language about effective teaching practices across 
subject areas.  

 Helps Teachers better understand how their interactions in the classroom 
affect a child’s learning. 

 Documents improvements in the effectiveness of a Teacher’s interactions 
with children. 

 
Policy All teaching staff are evaluated using the CLASS instrument two times a year 

by CLASS reliable staff.  

 Phase 1 is completed by the end of November. 

 Phase 2 is completed by the end of March. 
 
Within seven days of completion, CLASS reliable staff provides copies to the 
Site Supervisor of the: 

 Completed Scoring Summary Sheet.  

 Professional Development Planning Sheet.  

 
Assessment 
scores 

Assessment scores are reviewed with the Teaching Staff by the Site 
Supervisor. Together, they: 

 Develop Professional Development goals based on any scores of 4 and 
below.  

 Initiate an Action Plan to meet the goals set. 

 Sign the Professional Development Planning Sheet acknowledging receipt 
and the implementation of the Action Plan. 

 Submit the Professional Development Planning Sheets to Education for 
tracking, training, mentoring, and educational needs. 

 
Professional Development Goals are implemented on performance feedback 
and annual evaluations.  

Continued on next page 
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CLASS, Continued 

 
Ongoing 
Monitoring: 
Scores 

Ongoing monitoring is conducted by Education to ensure quality and ongoing 
progress.  
 
Professional Development Planning Sheets are reviewed and scores are 
aggregated at the following levels: 

 Agency 

 Site 

 Individual Classrooms 
These levels determine areas of strengths and areas that need improvement.  
 
Tracking scores are maintained by Education and aggregated to determine 
averages for the following levels: 

 Agency 

 Site 

 
Ongoing 
Monitoring: 
Action Plans 

At scores of 4 and below, create Action Plans at the following levels: 

 Agency 

 Site 

 Individual 
 
Actions Plans include: 

 Implementation of trainings. 

 Mentoring and Education needs required by the Agency. 

 Sites and Individual Staff that need improvement. 
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Planning Classroom Food Experiences 

 
Check the 
schedule 

The mandatory classroom food experiences are those that are assigned and 
appear in the Nutrition Education Topics. Implement nutrition activities 
according to scheduled topics and cooking experiences.  
 
There is a “Teachers Choice” month. Submit a completed requisition at least 
one month before the planned activity.  

 
Use of food Food should not be used for art projects or games. All food is purchased so 

that the children may eat the food.  

 
One month 
before the 
activity 

The following are items that begin one month before an activity.  

 Plan the activity. 

 Inform parents of the activity and how they can prepare. 

 Complete the classroom Food Experience Request form:  

 State what nutrition information the child learns and how they 
participate.  

 Have the Site Supervisor sign the form. 

 
Site Supervisor 
responsibility 

The Site Supervisor is responsible to: 

 Get the prices of food. 

 Request size and brand of food. 

 Complete the requisition. 

 Submit one month in advance the:  

 Classroom Food Experience Request form and the 

 Requisition form. 

Continued on next page 
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Planning Classroom Food Experiences, Continued 

 
Expenditures Complete the Classroom Food Expenditure sheet with the amount of 

purchase after each classroom food experience. Do not send copies to the 
main administration office.  
 
You are responsible for keeping track of your expenditures and strongly 
encouraged to stay within the budgeted amount. Use the: 

 Classroom Food Expenditure sheet. 

 Nutrition Education Topic schedule. 

 The grocery list chart. 

 Sample invoice. 

 
Additional 
activities 

Implementing more than one food experience a month is up to the teaching 
staff and the Site Supervisor.  
 
Food should be donated for these extra experiences if you do not have 
enough money in your account.  

 
Food donations Food donations are encouraged, but the donors should not be teaching staff 

or parents and the donation should support Head Start requirements.  
 
Submit a Classroom Food Experience Request to the Main Office for approval 
prior to the implementation of the activity.  
 
Have the donating individual or institution complete a Report of Non-Federal 
Share Contributions form.  
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Implementing Classroom Food Experiences 

 
Wash hands Have all children, staff, and parents wash hands before a nutrition activity 

where they are cooking or tasting foods.  
 
If staff and parents are preparing food, they should wash their hands 
according to the Procedure for Hand Washing and may wear disposable 
gloves.  

 
Food allergies Keep in mind children’s food allergies, intolerances when cooking, or tasting 

food.  

 
Guidelines The following are guidelines for Classroom Food Experiences: 

 Perform activities in small groups. 

 Make activity as hands-on as possible, allowing all children to participate.  

 Show children and let them help with washing, cutting, separating, 
spreading, and pouring food. 

 If food is to be tasted, have enough so that all children get a small taste.  

 Encourage each child’s creativity in the activity. 

 
Conversations Talk with children about the foods in the activity using words that describe 

color, size, shape, texture, temperature, taste, and sound.  
 
Have a conversation with children about healthful foods during the activity, 
but do not quiz the children with repeated questions. Be accepting of 
children’s enthusiasm about foods that are considered less healthful.  

 
Activity book Make a classroom nutrition activity book by taking pictures or examples of 

the activity and putting them in a book with instruction. This provides 
parents a resource book for activities to try at home.  

 
After the 
activity 

Have children assist with the clean-up of activities to the best of their 
abilities.  
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Policy 

 
Planning Do not take a field trip until all planning steps are completed. 

 
Attendance  No child can be excluded from a field trip, except for lack of a signed 

permission slip or for health reasons.  

 
Transportation  Center staff or volunteers may not use privately owned vehicles to transport 

children for planned educational filed trips.  

 
Ratio The suggested ratio is one adult for every three children.  

 
Permission slips Obtain permission slips for each trip and keep them for one program year. A 

copy of the permission slip should be attached to the incident report in case 
of incident or accident.  

 
Volunteers Volunteers can assist with the teacher’s directions by escorting and attending 

to the needs of small groups of children on field trips.  
 
Volunteers: 

 Must go through the volunteer screening process. See Volunteer policy.  

 Cannot take non-enrolled children or siblings on field trips. 

 
Parent/guardian 
leaving with 
their child 

Parents/guardians wishing to take children from the field trip site must sign-
out the child, using the program sign-in/out sheet provided by the classroom 
Teacher. Parent/guardian then assumes responsibility for the child.  

 
Time & distance 
limits 

Walking trip routes require Program Manager approval for safety purposes. 
Walking trips should not exceed one-half of a mile each way. Vehicle trips 
should not exceed three hours traveling time round trip.  
 
Centers located in the desert areas need to obtain special permission to 
exceed three hours traveling time.  

Continued on next page 
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Policy, Continued 

 
Provisions Provisions should be made for water, wagon, and/or stroller depending on 

the health needs of the children. 

 
Head count Do a head count before leaving the school or boarding the bus and before 

leaving the field trip site.  

 
Field trip 
checklist 

Use the following checklist before leaving on a field trip: 
 

 Emergency/Authorization Treatment cards 

 Insurance Forms  Note pad and pen  Nametags 

 Water/Drinking cups  Extra clothing  Facial tissue 

 Signed permission slips  Blue ice pack  Sign-in/out sheet 

 Wagon or stroller  Emergency Site 
 Cell Phone 

 First Aid kit/Emission 
 bag 

 

 
Important! 
Nametags 

Do not use child’s name on the nametag. Use only the name and phone 
number of site.  
 
Include nametags for staff and volunteers.  

 



Policy/Education  Educational Field Trips - 4 
11.26.2019.lme 

Planning 

 
Definition: 
educational 
field trip 

An educational field trip is any outing or trip made by a group of children 
accompanied by adults, and relating to the unit of study/classroom activities.  

 
Where to go Too many times, it is thought that a field trip must be something big and to a 

far off place. This is not necessarily true, especially with a very young child. 
There are the nearby places that equally afford experiences of learning and 
exploring.  

 
When to go Do not plan field trips for weekends or holidays.  

 
Planning steps The following is the planning process. 
 

Stage Who Does What 

1 Site Supervisor  Facilitates Center Teachers and parent committee 
meetings during the program year to establish places to 
visit. 

 Sends list to the Program Manager. 

2 Program Manager  Approves the field trip list. 

 Sends to the Office Assistant.  

3 Office Assistant  Sends the approved list to the site. 

 Tracks the list. 

4 Classroom Teacher  Submits the Educational Field Trip Planning Sheet to PSD 
Administration, four weeks prior to any scheduled trip.  

 Submits a separate Educational Field Trip Planning Sheet 
to the Site Supervisor and indicates: 

 If the class is a.m. or p.m. 

 How many volunteers are attending. 

 Lunch/snack menu for PSD Nutrition staff approval. 

 Obtains permission slips from parent/guardian for each 
trip, including walking trips. 

  

 
Reminder Use the restrooms before leaving the school or boarding the bus.  
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Form: Permission Slip, English 

 
Permission slip, 
English  

Use the following to obtain permission from the parent/guardian to take the 
child on a field trip.  
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Form: Permission Slip, Spanish 

 
Permission Slip, 
Spanish 

Use the following to obtain permission from the parent/guardian to take the 
child on a field trip.  
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Form: Educational Field Trip Planning Sheet 

 
Educational 
Field Trip 
Planning Sheet 

Use the following to plan and get approval for an Educational Field Trip.  
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The Standard Home Visit  

 
Policy  Provide one home visit per week per family that lasts at least an hour and a 

half and provide a minimum of 46 visits a year for Early Head Start and 32 
visits a year for Head Start. 

 
Schedule 
overview 

The following is an overview of the Home Visit Schedule.  

Topic Time 

Warm and positive greeting   5 Minutes 

Follow up on: 

 Family Partnership Agreement Parent Goals 

 Health 

10 Minutes 

 Focus on Family Issues 

 Family Service Assessment Follow Up 

15 Minutes 

Parent/Child Interaction activities 45 Minutes 

Co-Planning and paperwork 10 Minutes 

Evaluation and closure   5 Minutes 

Total 90 Minutes 
 

 
Warm and 
Positive 
Greeting 

The purpose is to create a warm, enthusiastic environment and to focus 
attention on the parent/guardian while the child plays. 
 
Time: 5 minutes 
Discussion Topics: 

 How are you/your child feeling today? 

 Is there anything different today I should know about?  

 
FPA and Health 
follow up 

The purpose is to review the experiences of the parent and child in the past 
week, reinforce family accomplishments, check progress of the family goals, 
and establish next steps. Ensure that the child is provided health services. 
 
Time: 10 minutes 
Discussion Topics: 

 How did the appointment go?  

 When is the next appointment? 

 What progress have you made on your family goals? 

Continued on next page 
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The Standard Home Visit, Continued 

 
FSA follow up 
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The Standard Home Visit, Continued 

 
Evaluation and 
closure 

The purpose is to involve the parent in 
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The Orientation Visit, Continued 

 
Socialization The purpose is to inform parents about the benefits of socialization and 

int
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The Screening and Assessment Home Visit 
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The Screening and Assessment Home Visit, Continued 

 
Focus on Family 
issues / FSA 
follow up 

The purpose is to focus attention on the family issues and review the FSA.  
 
Time: 15 minutes 
Discussion Topics:  

 What resources are you interested in? 

 What resources have you tried? 

 What goals do you have for you and your family? 

 How can I assist you in reaching your goals? 

 
Discuss and 
complete 
screenings 

The purpose is to educate parents on the purpose of screenings, the benefits 
of screenings, and to screen the child for possible developmental delays. 
Discuss the child’s strengths. Assist families in completing screenings and 
facilitate screenings. Provide examples, answer questions, and explain the 
process.  
 
Time: 45 minutes 
Discussion Topic:  

 What do you know about developmental screenings?  

 DAYC-2 

 
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The Screening and Assessment Home Visit, Continued 

 
Closure The purpose is to involve parents in assessing how the visit went; what was 

learned, what could be improved, what went well, and what the parent did 
well.  
 
Time: 5 minutes 
Discussion Topics: 

 What did you learn today? 

 What surprised you? 

 What did you enjoy the most?  
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