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SAN BERNARDING Unit: Education Effective: 6/30/2018 Issued: 6/30/2018

COUNTY

Preschool Services

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:

e 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 A Child Care Custodian is required to report abuse.
Child Care
Custodian A Child Care Custodian includes:

People who work directly with children

e Head Start staff

o All Teachers

o Certificated personnel employees of any public or private school

e Licensed day care workers

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

e Social workers

¢ Probation officers

People who are in administration

e Administrators of community care facilities licensed to care for children
e Administrators of a public or private day camp

e Supervisors of child welfare and attendance

e Administrative officers

e Licensing workers or licensing evaluators

e Public assistance workers,

Reporting You are required to make a report to a child protective agency immediately
deadlines 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

Providing access
for CPS

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.

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:
e The court dismissed the action
e The Child Care Custodian who reported prevails in the action
Attorney fees will not exceed:
e An hourly rate greater than the rate of the California State Attorney

General
e Total of $50,000.
This does not apply if a public entity provided for the defense.
Program Operations Meeting/Program Policy/Education Reporting Child Abuse - 3
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Employee Signature Page

11172: a

11172: b

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.

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: ¢

11172: d

Employee
signature

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.

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.

This confirms that | have knowledge of and will comply with the provisions of
Penal Code section 11166.5.

Signature of Employee Date
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Presthect Siveboes oved by: Phalos Haire, Interim Director

Group Size & Child Ratios

Overview

Purpose The purpose of this policy is to establish safe group sizes and child ratios
determined by the age of the majority of the children in the classroom,
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Group Size & Child Ratios

Policy

Regulations

How group size
relates to child
ratios

Exceptions

Definition:
Double session

Primary teacher

Based on the age of the majority of the children in the classroom and for
safety purposes, there is a maximum group size of children per teacher in a
classroom.

When determining the group size and child ratios for a classroom, PSD
adheres to the most stringent regulations: Head Start Performance
Standards.

Each age group has a maximum group size. When child ratios are met, the
maximum group size cannot be exceeded, unless it meets the exception
criteria.

Example of incorrect group size:
1 teacher to 8 children = correct child ratio
1 teacher to 8 children = correct child ratio
+ 1 teacher to 8 children = correct child ratio
= 24 children, is above the maximum group size of 16

Maintain ratios during all hours except:
e When there are brief absences for no more than 5 minutes in emergency
situations.

e During nap time; 1 teaching staff may be replaced by 1 staff member or
volunteer

A double session is an instance where a teacher teaches an am class and a
pm class. When a teacher has a double session, the maximum group size
decreases.

Infants and toddlers should have a designated primary teacher.

Continued on next page
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Group Size & Child Ratios, continued

PSD Best Although Head Start regulations allow up to 20 for a classroom of 4-5 year
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SAN BERNARDING Unit: PDM Effective: 10/1/2018  Issued: 10/1/2018 (
COUNTY ir ——=4 ——
Approved by: Phalos Haire, Interim Director

Preschool Services

On-Going Monitoring

Overview
Purpose On-going monitoring enables Preschool Services Department (PSD) to assess _
compliance and quality of directly operated sites as well as their contract
agencies and Delegate Agencies. Ensuring that these operations effectively
implement State, Federal, and County regulations.
Reference The policies and regulations referenced are:

e Head Start Performance Standards: 1302.102(b)(1)
e Head Start Act §641A

Policy overview  Regularly monitor all programmatic management and fiscal areas of the
program and provide timely follow-up to ensure correction of non-
compliance findings.

Contents The following is a table of contents.

Topic See Page

Site Visits 2
Determination of Non-Compliance 4
Eligibility Monitoring 5
Health, Nutrition, Disabilities Monitoring 6
Education/Child Development Monitoring 7
8
9

Family/Community Partnerships Monitoring
Safe Environments — Health & Safety Monitoring

Human Resources Monitoring 10

Fiscal Monitoring 11

Annual System Monitoring Road Map 14
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Site Visits

Policy

Monitoring
calendar

Deadline for
non-compliance

Announced site
visits

Unannounced
site visits

At theend of a
visit

Monitor site operations through announced and unannounced site visits.

The visits are documented on the yearly monitoring calendar to identify and
correct non-compliance findings as well as highlight best practices.

Correct non-compliance findings that pose no immediate health or safety risk
within 15 business days.

In the case of health or safety non-compliance, correction is immediate.

Urgent Non-compliant findings must be corrected and documented in
ChildPlus’s Internal Monitoring module within 3 calendar days.

Announced site visits are made in response to previous findings identified
and documented in site visit reports. Any site scheduled for an announced
site visit receives one-week notice.

Unannounced site visits are made at the discretion of the program and may
be prompted by the need for routine health and safety checks, incident
reports, follow up to a licensing concern, or issues raised by staff or parents.

Protocol for an unannounced site visit is to provide initial on-site notification
to the Site Supervisor. Site visits are scheduled at various hours to observe
different activities at each visit.

The Quality Assurance team inputs all monitoring reports into ChildPlus
monitoring module and meets with the Site Monitor and the Site Supervisor
or Child Care Supervisor to debrief at the conclusion of each visit.

Continued on next page
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Site Visits, continued

What is Announced an unannounced site visits review the following:
reviewed « Eligibility, Recruitment, Selection, Enrollment, Attendance (ERSEA)

e Licensing Requirements

* Record Keeping and Reporting

e Health Services

e Transition

e Parent involvement

e Classroom Environment and Teacher/Child interaction referred to as

Classroom Assessment Scoring System (CLASS)

e Education

e Environmental Health and Safety

e Transportation and Child Supervision

e Family and Community Engagement

e CSPP

Tools ChildPlus reports are generated by Quality Assurance staff and analyzed for
patterns of compliance.

These reports are used in conjunction with site visit reports to foster
consistency and reliability and used to identify trends and ensure best
practices are followed.

ChildPlus reports include:
e Enrollment

e Eligibility

e Over income

e Health

e Referrals

e Education assessments
e Transition

Program Operations Meeting/Program Policy/PDM On-Going Monitoring - 3
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Determination of Non-Compliance

Basis Non-compliance is based on the perceived requirements of the HSPPs, the
California Child Care Licensing (CCL), PSD Policy and procedures and
established Departmental best practices.

Monitoring Monitoring is conducted both in the field reviewing the physical child files, as
well as remotely, via ‘desk audits’ verifying that the information that was
input into ChildPlus is correct and that the necessary documentation is
uploaded.

Findings Correct non-compliance findings that pose no immediate health or safety risk
within 15 business days.

In the case of health or safety non-compliance, correction is immediate.

Urgent Non-compliant findings must be corrected and documented in
ChildPlus’s Internal Monitoring module within 3 calendar days.

Datareporting  Data is presented at the Level 1 meetings is a scheduled rotation of topics.

File checklists Monitoring checklists are summarized and used to identify strategies for
correction and potential training needs.

| montifiwHseic

, and Reports are available at the
used with the Quality Assurance Supervisor and

Administration Office and hc
in ChildPlus.

Program Operations Meeting/Program Policy/PDM
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Eligibility Monitoring

Overview

Eligibility

Who monitors?

What is
monitored?

Reports

Tools

Each Program Supervisor, Content Area specialist and Site supervisor is
responsible for monitoring their assigned service area.

During the start of each program option, initial site monitoring will focus on
Eligibility, Health and Nutrition.

Eligibility is the initial focus of monitoring with the start of each program
option.

Eligibility is monitored by:
e Site supervisors

e Program Supervisors

e Quality Assurance

The following is monitored:

e Complete applications in children’s files
» Verification of eligibility

e Signatures and dates of parents and staff
e Verification of classroom counts

The following reports are used:

e Copies ChildPlus reports are documented to ensure record keeping is
consistent and complete.

e Copies of component checklists are left with the Site Supervisor

e Monthly summaries of monitoring reports are discussed at management
meetings

The following tools are used:
e ChildPlus reports
e Child’s file checklist

Program Operations Meeting/Program Policy/PDM On-Going Monitoring - 5
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Health, Nutrition, Disabilities Monitoring

Health, Phases of monitoring in Health Nutrition and Disabilities are implemented
Nutrition, with the start of each Program Option.
Disabilities

Children’s files are monitored within 30 days of the start of each program
option to ensure compliance with state licensing requirements and Head
Start Performance Standards.

Findings or All Health and Safety findings/concerns identified during a site visit must be
Concerns reported immediately.

Who Monitors?  Health, Nutrition, and Disabilities are monitored by:
e Content Specialists in
—Health
— Nutrition
— Disabilities
e Quality Assurance

What is The following is monitored:
monitored? e Child’s files

e Classroom operation

Reports The following reports are used:
e ChildPlus reports are reviewed monthly to track follow-up of identified
non-compliance findings
e Copies of component checklists are left with the Site Supervisor

Tools The following tools are used:
e ChildPlus health reports
e ChildPlus referral reports
e Child’s file checklist
e ASQ3/ASQ-SE
e Minutes from Interdisciplinary Team Meetings

Program Operations Meeting/Program Policy/PDM On-Going Monitoring - 6
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Education/Child Development Monitoring

Education / Education is staffed with three Program Managers The managers schedule
Child individugho ™ n g e s :







Safe Environments — Health & Safety Monitoring

Who monitors?

What is
monitored?

Findings or
concerns

Action on
finding/concern

Monitoring is completed by the following:

e The Site Supervisor performs a daily health and safety checklist.

—The checklist is submitted to the Program Manager and Facilities
Manager weekly and a comprehensive report is submitted monthly.

e Program Staff visit each site every other month and each contract and
delegate agency at least twice in a program year to complete the Health
and Safety checklist.

e Reports are reviewed by Program managers and the Quality Assurance
Unit.

Monitoring focuses on four performance areas:
e Safe and clean environments

» Safe and sanitary practices

e Staffing and supervision

e Safe transportation

Quality Assurance includes findings/ concerns in their subsequent site visits
to ensure action is taken.

All findings/concerns are discussed at Level 1 Management Meetings.

Within one week of the monitoring, update the ChildPlus system and submit
work orders to the Hallmark Building where maintenance/facilities are
located.

Site Supervisors are responsible for initiating a work order and forwarding it
to the Hallmark Building for every repair needed at the site.

Tools The following tools are used:
e OQutdoor/Indoor Daily Site Checklist
¢ Outdoor/Indoor Monthly Site Checklist
» Work order Log
Program Operations Meeting/Program Palicy/PDM On-Going Monitoring - 9
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Human Resources Monitoring

@ Who monitors?  Human Resources are monitored by all managers sharing in the
responsibility.

monitored? e hiring practices,
e current qualifications,
e fingerprinting,
e criminal clearance,
e work performance evaluations, and
e individualized professional development plans.

@ What is Employee files are randomly reviewed monthly to ensure compliance with:

Tools The tools used are:
e ChildPlus
e File Access Sheets
e Human Resource Checklist
e Staff Personnel files at site level

Program Operations Meeting/Program Policy/PDM On-Going Monitoring - 10
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Fiscal Monitoring

Who monitors?

What is
monitored?

Tools

Fiscal is monitored by:
e PSD Managers monitor
e Quality Assurance

The following is monitored:

e Attendance records

e Meal count records

¢ Non-federal share contributions
e Monthly expenditures

The following tools are used:

e ChildPlus

e Fiscal Checklist

e Fiscal Reports submitted to Level 1 Management

Program Operations Meeting/Program Policy/PDM
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Transportation Monitoring

Who monitors?

What is
monitored?

Performance
evaluation

Daily roll call

Program Operations Meeting/Program Policy/PDM
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Transportation is monitored by Quality Assurance staff quarterly.

The following is monitored:

e Grantee transportation contractor is adhering to the Head Start
Performance Standards

e A bus ride on the Head Start bus routes

e Drop off and pick up procedures

e Bus inspections

The grantee transportation contractor conducts an annual performance
evaluation of their staff to ensure that the staff follows the :

e State Transportation Regulations,

¢ Head start Performance Standards

e Contract Agreement

e California Bus driver’s Training Course

¢ California Highway Patrol Passenger Safety Handbook (HPH82.7)

e Other policies mandated by the Transportation Department

The bus driver conduct daily roll call at pick up and drop off points.

On-Going Monitoring - 12



Annual System Monitoring Road Map

Person’s The persons responsible for the annual system monitoring road map are:
responsible * Program Supervisors
e Content Area specialists
e Site Supervisors
e Quality Assurance
Monitoring The following is the Annual System Monitoring Road Map
Road Map
July August September October
® ERSEA Federal App ® ERSEA File Review ® ERSEAPD ® ERSEA file reviews
® State App- FD ® Screenings ® File Reviews ® Health and Safety
® Health and Safety ® Health and Safety ® Health and Safety ® Screening/Referrals
® File Review ® Health/Nutrition ® Screening/Referrals ® Attendance
® Attendance ® Referrals ® Attendance ® PD Health and Nutrition
® Data Entry ® Attendance ® S Assessments ® Data Entry
® HR /Fiscal Data Entry ® Data Entry ® Data Entry ® Monitoring Follow up
® Fiscal/HR ® Fiscal/HR ® Fiscal/HR
® Monitoring Follow up ® Monitoring Follow up ® Transportation Bus Ride
November December January February
® ERSEA file reviews ® ERSEA file reviews ® ERSEA file reviews ® ERSEA file reviews
® Health and Safety ® Health and Safety ® Health and Safety ® Health and Safety
® Screening/Referrals ® Screening/Referrals ® Screening/Referrals ® Assessments
® Attendance ® Attendance ® Attendance ® Attendance
® Health and Nutrition ® Health and Nutrition @ Health and Nutrition ® Transition
® PD Assessments ® PD Assessments ® Data Entry ® Data Entry
® Data Entry ® Data Entry ® Monitoring Follow up ® Monitoring Follow up
® Monitoring Follow up ® Monitoring Follow up ® Fiscal/HR ® Fiscal/HR
® Fiscal/HR ® Fiscal/HR
March April May June
® ERSEA file reviews ® ERSEA file reviews ® ERSEA file reviews ® Recruitment
® Health and Safety ® Health and Safety ® Health and Safety ® File Monitoring Returning
® Attendance ® Attendance ® Screening/Referrals Children arid Families
® Transition ® observation/Assessment ® Attendance ¢ Transition
® QOperations ® Data Entry ® Health and Nutrition ¢ Datatntry
® Data Entry ® Monitoring Follow up ® PD Assessments @ Flscal/HR
® Fiscal/HR ® Fiscal/HR ® Data Entry
® Transportation Bus Ride ® Monitoring Follow up
® Fiscal/HR

Program Operations Meeting/Program Policy/PDM
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OUNTY

Proschood Services

Overview

Purpose

Reference

Policy overview

Approyed by Phalos Haire, Interim Director

Napping

The purpose of this policy is to establish standards for giving children in all full
day programs an opportunity to nap or rest at the center.

The policies and regulations referenced are:

e Community Care Licensing §101230, §101223
e California Code of Regulation §101439.1

e California Department of Education §101239.1
e HS Performance Standards: 1302.31(e)(i)

lee all chlldren in full day programs an opportunity to nap or rest without
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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 Do not force a child to stay awake or to stay in the napping area longer than
napping the normal napping period.

Classroom Make a napping space and a cot or mat available for each child under the age
space 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 Napping time is a time for the child to rest their body, not necessarily to
personal rights  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 -2
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Equipment

Bedding

Washing
bedding

Petty cash
request

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.

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:

e 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

o 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.

To be reimbursed from petty cash for the laundromat:

o Fill out a Request for Reimbursement form

¢ Write a justification: washing bedding at the laundromat
e State that it is cash with no receipts

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

PRESCHOOL SERVICES DEPARTMENT
662 5. Tippecanos
SAN BERNARDINO CA 92415
(909) 383-2000
REQUEST FOR REIMBURSEMENT

Administration Uss Onlyv

Loz=®

INSTRUCTIONS: Loz Date

. PLEASE COMPLETE THIS FORM
™. SUBMIT ORIGINAL RECEIPTS) (On 8x10 paper)
"1, MAILFAX TO PRESCHOOL SERVICES DEPARTMENT, FINANCE DIVISION

NAME JOB TITLE

ADDRESS HOME PHONE

CITY ZIP

SITE PHONE

REQUEST FOR. REIMBURSEMENT TOTAL:

JUSTIFICATION FOR EXPENSE:

DATE

SIGNATURE

AUTHORIZED BY DATE

DATE

APPROVED BY

PAYMENT MAY BE HELD UP IF ALL INFORMATION IS NOT SUBMITTED.

IF THERE ARE ANY QUESTIONS, PLEASE CALL JOE FIERRO AT (909) 383-2012

Acct #

Program Operations Meeting/Program Policy/Education Napping -4
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COUNTY

Preschoof Services

Overview

Purpose

Reference

Policy overview

SAN BERNARDING Unit: Education Effective: 6/10/2019 Issued: 6/10/2019

Appygoved by: Phalos Haire, Interim Director

Parent Orientation

The purpose of this policy is to provide parents/guardians with an opportunity
to participate in a Parent Orientation meeting to familiarize themselves with
the teacher, the classroom environment, other parents, and with PSD Policies
prior to the start of classes every program year.

The policies and regulations referenced are:
e Head Start Performance Standards: 1302.50(b)(1)(2)(4), 1302.51

Plan and present a parent orientation before classes begin each program
year, then ongoing as needed when new parent/guardians enroll their
children.

Contents The following is a table of contents.
Topic See Page
Responsibility 2
Program Operations Meeting/Program Policy/Education Parent Orientation - 1
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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:

e Distribute the orientation packet to parent/guardian
e Enroll children
e Give the child’s file to the Site Supervisor

Site Supervisor  The Site Supervisor is responsible to:
e take the file from the Generalist and make it available to the Home Visitor
e schedule Parent Orientation as new families enroll their children

Site Supervisor  The Site Supervisor conducts Parent Orientation and discusses:
e Program goals and objectives
e School readiness
— Classroom instruction and curriculum
— Lesson plans
— Individualization
e Program Assessments
e Orientation Packet documents
e Parent Handbook content
e Parent Engagement and involvement
—Volunteering opportunities
— Parent Advisory Committee
— Policy Council
e Non-Federal Share (NFS); school to home activities
o Site specific related items such as meeting site staff and a site tour
e FSA/FPA
e DAYC
e Consents

The Site Supervisor uses this time to start building relationships with the
parent/guardian and begins completing assessments.

Program Operations Meeting/Program Policy/Education Parent Orientation - 2
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Parent/Guardian Training Workshops

Policy

Training topics

@ Training
\

Encourage parents/guardians to participate in transition activities by:
e 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.

The Teacher lll conducts the following training topics for parents during each
program year:

e Parents as Advocates

e How Children Learn

¢ Kindergarten Readiness Toolbox

The Teacher Il 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
Program Operations Meeting/Program Policy/Education Parent Involvement - 2
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proved by: Phalos Haire, Interim Director

Caring for Children with Limited/Inconsistent Toileting Skills

Overview

Purpose Most children learn to master self-toileting skills somewhere between the
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Limited/Inconsistent Toileting Skills

Policy

Rationale

Staff approach

Extra Clothing

Clean clothing

Always include Parents when toileting issues involving their child arise, and
explain Head Start’s toileting and hygiene practices: (diapering,
handwashing, etc.)

Toileting accidents are a normal and frequent occurrence for many
preschoolers and should be anticipated by school staff.

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.

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:

e clean,

e stored in a plastic bag, and

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

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

Notifying
parents

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

e 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.

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 iliness.

School staff should make sure emergency contact cards are always up to
date.
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Unit: Education  Effective: 6/10/2019 Issued: 6/10/2019
Apploved by: Phalos Haire, Interim Director

Low Income First Time Mothers (LIFT)

Overview

Purpose The purpose is to serve pregnant women and expectant families in EHS by
providing child development and family support services.
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About LIFT

Policy: eligibility

Priority
eligibility

Caseload size

Visitation
schedule

Medical home

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

The best practice caseload size is 24 per nurse.

The visitation schedule is designed to:
e Enable the nurse to provide information and education
e 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.

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

o Weekly visits during the first month following enrollment

e Bi-monthly visits for the remainder of the pregnancy

e Weekly visits during the first six weeks after delivery

e Bi-monthly visits through the 24" month of childhood by the Nurse or
Generalist

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

PSD sites Use this list to identify the PSD EHS service areas.
e Apple Valley
e Barstow
e Chino
e Crestline
e Fontana Citrus
e Hesperia
e Redlands
e VVC
e Yucaipa
e Yucca Valley

How toenrolla  Use the following table to enroll a pregnant mother.

pregnant
mother Step Action
1 Enroll all pregnant mothers in the LIFT program regardless of the
site.
2 Does this site operate EHS?
o |f Yes, enroll the mother in EHS HB.
o 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 When the pregnancy does not come to term and the unborn is not born, the
applications 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
e Follows up with all babies for the first 6 weeks.
e 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 e enrolled in EHS using original application date and
e given a spot in EHS for 3 years, and
e enrolled in HS up to 5 years.
not enrolled in EHS e referred to another program, or
HB e can continue in the program if there is a health risk.
Program Operations Meeting/Program Policy/Education Policy LIFT- 4

03.25.2019.Ime




LIFT Process Job Aid

LIFT Job Aid

The following is an overview of LIFT.

NO

Enroll the Mother in

LIFT.

Baby is born.

Does PSD
offer EHS in
this area?

Refer the family
to another EHS
provider or
child care
provider.

The Nurse
follows up for 6
weeks (Longer
if thereis a
health risk.) and
calls the
Generalist.

YES

Enroll the Mother in

LIFT and EHS.

Baby is born.

The Nurse
follows up for 6
weeks (Longer

if there is a
health risk.) and

calls the

Generalist.

03.25.2019.Ime
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Enroll the baby in
EHS
Use original
application and
date. No new
\appllcatlon needed.)

4 N
Drop the Mother
( from LIFT.

If at any time the family moves into a \ J
PSD area, consult the Program r '
Supervisor for EHS enrollment The baby has a slot in

\ process. EHS for 3 years.
\
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Daily Health Checks

Policy

Important! Do
not diagnose

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 beill.

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.

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:
e alert the parents that the child might need medical evaluation and
treatment,
e prevent a more severe illness for the child, and
e halt the spread of illness to others.
Who is To complete the Daily Health Check, the following people are involved:
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 Gather information from what the parent says, what the child says, and what
information 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 The Teacher uses this table to complete the daily health check.

Teacher 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:

e How are you today?

e How did you sleep last night?

e Are you ready for breakfast?

3 Observe and assess. Look, listen, feel, smell. See next page for
details.

If the child isill, 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 The Home Visitor uses this table to complete the health assessment check.

Home Visitor Step Action
1 Sit at the level of the child.
2
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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 Clingy, fussy, cranky, listless, very sleepy
responsive, active
Fever Looks and feels cool and Appears flushed and feels warm or clammy to
dry to the touch 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 | Red with discharge, lids crusted, or rubbing
around and looking at you | eyes
Nose Breathing normally and Coughing, congested, wheezing, excessive
easily without difficulty thick mucous
Mouth Speaking and swallowing Sores visible, dry lips, swallowing and speaking
comfortably with difficulty, foul breath odor
Teeth Clean and shiny Complaining of tooth discomfort, brown, hurts
when eating
Ears Comfortable and Tilting head to one side, rubbing/tugging on
responsive 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 | Limping, walking/standing with difficulty, feet
normally 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 5t of

every month.

e The Home Visitor keeps a copy with the Socialization records in front of the
locked files for monitoring purposes.
e The Site Supervisor sends the forms for the center based children.

Program Operations Meeting/Program Policy/Health
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Health Check Forms

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

, Daily Health Check
Site:

Teacher:
Month:

Class:

Child's Name 1 2 3 45 6 7 8 9 10 11 12 13 14 1516 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31|Comment Box

0=WELL CHILD 1=FEVER 2=HEAD LICE 3=POSSIELE EYE INFECTION 4=GREEN NASAL DRAINAGE 5=CUTS/BRUISES 6=RASHES 7=COUGHING 8=0THERS NOT LISTED USE COMMENT BOX

Daily Health Check 2/08/Shared Drive/Forms/ERSEA

Legend The following is the legend at the bottom of the form.
e 0= Well Child e 5= Cuts/Bruises
e 1= Fever e 6= Rashes
e 2= Head Lice e 7= Coughing
e 3= Possible Eye Infection e 8= Others Not Listed Use
e 4= Green Nasal Drainage Comment Box

Continued on next page
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Health Check Forms, continued

Home based

Child's Name

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

20 )21 22 23

27|28 |28 |30 | H

il

2]

3

4]

5]

&)

il

&)

1) Last Time Child
Ate:

Last Diaper Change:

(If child is on medication) Time Given

enter in Comments

How did the child sleep last night?

2)Last Time Child
Ate:

Last Diaper Change:

(If child is on medication) Time Given

enter in Comments

How did t