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Dear Head Start/Early Head Start Family,
Welcome to the Douglas-Cherokee Head Start/Early Head Start (DCHS/EHS) program. We are
excited to have your child and/or children in our program. We are equally as excited to have
your family in our program.
Our program serves eight counties in upper east Tennessee. Those counties are: Blount, Cocke,
Grainger, Hamblen, Jefferson, Monroe, Sevier and Union. There are 892 preschool children and
72 pregnant mothers, infants and toddlers in our program. That is 964 total slots. There are Head
Start classrooms in all eight counties and Early Head Start classrooms in Hamblen County.
All basic services are provided at no cost to qualified families. The program is funded with
federal grants but requires parent and community support, usually in the form of donations that
include free space in buildings and volunteer services in support of children.
The DCHS/EHS administrative office staff designed this book to acquaint you with the program.
We hope the information in this book is helpful and useful to you and your family as you and
your child begin a new experience with HS/EHS.
No handbook can give you all the information you will need in the coming year but we hope
this book gives you an idea about the program and how we can work together to make this a
successful year. Remember, if you have any questions; do not hesitate to ask your Teacher or
Family Service Worker.

Mission Statement
To be a quality-focused organization in order to bring
about
a greater degree of social competency in children
and self-sufficiency of families.

Mission Statement
To provide resources, tools, and opportunities
that help low-income families and individuals
of all ages achieve personal, economic, and social
stability.

Philosophy
To be respectful of all, empower children and their
families,
and to be a positive influence in the community we
serve.
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Parent and Family Engagement
Parent and family engagement in Head Start/Early Head Start is about building relationships
with families that support family well-being, strong relationships between parents and their
children, and ongoing learning and development for both parents and children. Each family’s
experience is uniquely determined by their own interests, needs and goals.
We believe the partnership with parents is essential to providing quality early childhood services.
Evidence demonstrates that when the partnership is strong, children form better relationships,
feel good about themselves, and do better in school. Both teachers and parents have the
knowledge, expertise, and experience that are needed for the best education, care, and
support to ensure that children are healthy, emotionally secure, and ready for school. To
achieve this, we invite your family to actively engage in our program. Your child needs you to
be involved.
You will discover many ways to volunteer and engage in the program as you explore this parent
handbook and talk with staff. One special way is being actively involved with the Parent
Committee for your child’s classroom or serving on the Policy Council. Parent Committee
meetings give parents the opportunity:
 To assist in planning and making arrangements for activities for the children.
 To examine the curricula or instructional materials.
 To extend their knowledge and understanding of the educational and developmental
needs of their children.
 To talk with other parents and staff about the program and ways they can help.
 To share information about program and ideas on ways to improve the program.
 Keep up with what’s happening in the program.
 To work together with staff and with other community members on activities they have
helped develop and in which they have expressed an interest.
Families as Advocates and Leaders
Policy Council is a group that works in partnership with key management staff of the Head Start
program with program design and operation, the planning of goals and objectives and selfassessment of the program. The group is made up of parents of children enrolled in the program
and members from the local communities (who are familiar with resources and services for
children and families) served by the Head Start agency. Douglas-Cherokee Head Start/Early
Head Start has 22 parent representatives, 9 parent alternates, and 8 community
representatives. Policy Council members share information with their parent committees, and
are encouraged to meet with other parent committee chairpersons in their county. Each
classroom receives a copy of the Policy Council minutes for parent review and discussion at
Parent Committee meetings. Policy Council minutes are maintained in the “Parent
Communication Notebook” in each classroom.
*** No Policy Council member (or alternate) may be related to a Head Start staff member or DCEA employee. ***
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When parents are in the classroom, who benefits?
The Child:
 Learns the parent cares.
 Makes the child feel secure.
 Helps the child’s self-concept.
 Child sees the parent as a teacher.
 Gives the child pride.
The Parents:
 Identify talents and strengths as parents and educators of their children.
 Learn new ways to understand and respond to their child’s behavior.
 Learn new ways to ensure the health and safety of their developing child.
 Gain confidence and competence in voicing, acting on,
and achieving lifelong learning goals for their children.
 Participate in the everyday learning of their children at home.
The Teachers:
 Extra hands in the classroom.
 Communication between teacher and parent becomes more comfortable.
 Parent may be able to contribute to planning,
share knowledge of their children, a specific idea, or hobby.
 Better understanding of a child by observing and getting to know the parent.



The Siblings:
Brothers and sisters at home would benefit by the things the parents learn by
volunteering at the center.
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NEEDED!!
What is In-Kind?
In order to continue receiving Federal Funding, each Head Start program must receive
donations from the community. These donations are called “In-Kind” donations and they must
equal at least 20% of the total dollar amount that comes from the Federal Government. These
donations can be in several forms including time and goods.

You can support your Head Start Program!

Creating a quality Head Start/Early Head Start Program requires Staff and Volunteers to work
together, sharing their talents, knowledge and energy so that the children can receive the
greatest benefit. With this in mind, the Douglas-Cherokee Head Start/Early Head Start staff
would love for you to offer your services in helping to prepare children for school and a lifetime
of academic success. When you donate your time and talents, your contribution is assigned a
dollar value. You will not get paid, but this dollar amount helps this program meet the federal
grant requirements for matching funds. As a volunteer, you will meet other people with similar
interests. You will learn from teachers, children and other parents, gaining skills that can be used
at home or in the community, and teachers, children and other parents will learn from you. Also,
volunteering can be considered work experience and looks good on a resume’.

Some of the things you can do as a volunteer:
Donate Your Time…
 Volunteering and observing in the classroom
 Reading and telling stories, playing games, or leading music or songs with the children
 Assisting the teacher with lesson plans (ideas/preparing materials)
 Sharing talents by teaching classes to Head Start families or children
 Maintaining or fixing toys or helping with yard work and building maintenance
 Cleaning and sanitizing toys in the center
 Helping with preparing classroom newsletters
 Attending Parent Committee or Policy Council meetings
 Calling other parents to inform them of Head Start events
 Completing home activity assignments sent home for your child.
 Helping recruit children for Head Start/Early Head Start by telling other parents about the
program.
 Assist staff in posting flyers in the community
Donating Goods…
 Children‘s books, catalogs and magazines
 Old T-shirts for painting
 Extra clothing to be kept in the centers for “potty” accidents
 Art materials
 Materials used to repair toys and furniture
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General Tips and Guidelines for
Parents/Volunteers to Remember
 Be cheerful and friendly. Talk and laugh with the children. Speak quietly and stoop so that
you are on the child’s level when you talk. Use the child’s name often.
 Do not ever physically hit, pinch, slap, or jerk a child. Physical harm to a child will not be
tolerated!
 Be positive with children. Praise them often for good manners and behavior. Remind children
of rules in a positive way. Example: “Please walk, Mary” or “Johnny, the blocks are for
building”.
 Do not talk negatively about any of the children and or share information about the children
and families with anyone. Do not say anything to children to make them feel bad about
themselves such as they are bad, a sissy, a crybaby, etc. Also never frighten children by
threatening them with a spanking, “calling Mom or Dad” or “telling the teacher”. Our job is to
help the children feel loved, safe, and secure.
 We do not expect or want you to correct the children except by reminding them of
appropriate behavior when it is needed. Should you feel a child’s behavior needs correcting
beyond reminders, talk immediately with the teacher. Staff only is permitted to manage
behaviors beyond reminders.
 Give a child a choice when possible. Example: “You may use the crayons to draw a picture
or you can use the markers.” If you give a child a choice, be ready to accept his/her answer.
 When it is time to change to a new activity, give the child a warning. Example: “In a few
minutes it will be time to put away the toys.”
 Talk with children during mealtime and role model table manners.
 Play with the children. Sit on the floor, pretend with them, play games, build with blocks, play
house, etc.
 Allow a child time to experiment and find out for himself. Assist the child if he needs it, but let
him try to do it first himself. Encourage him!
 Please encourage children to do things for themselves at every opportunity (buttoning,
zipping, opening milk cartons, etc.) then praise them for efforts even if they are not
successful. Practice often brings success.
 Expect differences in children and changes in each child’s actions.
 Give the children sincere praise. Say, “You have really worked hard on your picture,” etc.
 Be a part of the classroom at all times while you are in the center.
 If you have something special you would like to do in the center, like playing a guitar, etc.,
plan ahead with the Teacher.
 Volunteers are under the supervision of the Teacher.
 Become familiar with the center/classroom rules.
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 SMOKE-FREE ENVIRONMENT There is to be no smoking or vaping in any building, on any
grounds, or in any vehicle, used by Head Start or Early Head Start.
 Parents and volunteers may carry a personal cellular phone, however, the ring tone must be
turned off or on silent when in the classroom. Parents/volunteers are asked to step outside of
the center to make or receive calls.
 Volunteers should learn the fire, emergency procedures, and other health and safety rules.
 Volunteers should become familiar with the day’s activities by talking with the Teacher.
 Volunteers must have a tuberculin screening or test/chest x-ray (if indicated) if volunteering
more than one day a week.
 Volunteers must not bring other children with them when volunteering in the classroom as it is
against child care regulations.
 Volunteers may not attend to children in the bathroom.
 Do not eat or drink anything in front of the children that they are not allowed to have.
 Remember if you have any questions; please feel free to ask any of the staff.

 Have fun and enjoy the children.
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Parent Committees
As a HS/EHS parent you are part of your child’s classroom Parent Committee. Parent
Committees consist of all the parents of enrolled children in each classroom. Your first Parent
Committee Meeting will be at Parent Orientation which will be held sometime during the first
month of attendance. At this meeting you will receive an overview of the policies and then
meet with your classroom Teacher to elect officers for your class. These officers will include a
Chairperson, Vice-Chairperson, and Secretary. The Chairperson will work in partnership with the
teacher to plan parent committee meetings. Each Parent Committee will elect a
representative who will be a candidate for Policy Council membership. All elected candidates
within a county will meet together to elect Policy Council members.
Parent Committee Responsibilities Include
1. Suggesting activities for their classroom. Example: Local field trips of interest or special
projects for the class.
2. Developing a class newsletter or assisting in the development of a calendar of events
and volunteers.
3. Connecting with other parents and families to exchange knowledge and resources.
4. The Chairperson should report the news from Policy Council monthly to parents.
5. The Vice-Chairperson will assist the Teacher and Chairperson as needed.
6. The Secretary should write a monthly summary of minutes of Parent Committee meetings.
Volunteer & Support
The HS/EHS Program is built upon the fact that parents and the community are the most
important influence in a child’s life. Volunteers are a vital part of our program.
Community Volunteers are Resources
Head Start/Early Head Start welcomes community persons and provides the interested adult an
opportunity to become aware of the services offered by the Head Start/Early Head Start
Program. Also, this provides an opportunity for donating time and/or materials to enhance the
quality of the program.
Volunteer Qualifications
Volunteers should have a desire to work with children and staff to learn about child
development and enhance parenting skills. If you volunteer one day a week you will need a TB
screening or TB test or lung x-ray if indicated to ensure the children stay healthy. You must be
willing to be a team member and focus on the children’s needs while in the classroom and
have a positive attitude when working and assisting with the group and with individual children.
There are many ways you can donate your time or materials to assist in making this a successful
year. Visit www.dceaheadstart.org for more information.
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Head Start/Early Head Start
Component Areas
Parent Engagement
Head Start’s vision for parent involvement is to create and maintain a family partnership with
goals to:
 Support parents as primary educators, nurturers, and advocates for their child
 Engage families in everyday learning activities for their child
 Provide meaningful opportunities for engagement
 Ensure that parents are involved in making policy and program decisions for their Head
Start program
Education
Volunteer regularly and be someone the staff can depend on to assist them. Read the
materials sent home by the staff. Talk with your child about what they bring home and what
happened during their day. Participate and attend Parent/Teacher Conferences.
Disabilities
Assist children with disabilities in the classroom. Assist therapists working with the children.
Nutrition
In Early Head Start, work with your child’s teacher to help her know when your child usually eats,
how much, and what types of foods you have given him/her so far. A nursing room is available
to breast feed your child. In the regular Head Start classrooms, assist in cleaning, review the
menu, eat meals with the children and discuss the importance of good food for healthy bodies.
Health
Keep your infant/toddler/preschooler current on their well-baby visits, physicals, immunizations
and dental visits. Accompany or take your preschooler to doctor or dentist visits as suggested
by the Family Service Worker. Assist the Teacher in providing health information in the class or
assist children as they brush teeth.
Social Services
Work with your Family Service Worker in developing goals for you and your family. Always keep
your appointments or call if there are changes that are unavoidable. Attend parent trainings
and keep home visit appointments.
Transportation
Please meet the bus promptly to load and unload your child. This ensures bus routes are
completed in a timely and safe manner. Parents can be valuable assistants on the bus when
transporting children. You can learn the rules of riding the bus and ensure children follow the
rules.
Parents are responsible for transporting their child to and from the Head Start center on a daily
basis in centers that do not provide transportation.
Remember, Parent engagement is the key to program success. We all have
something to contribute and HS/EHS wants you to feel welcome and needed. Please let
your Teacher know if there is something special you would like to do.
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Families as Learners
ADULT
The Head Start/Early Head Start program works with the family as a whole and provides
opportunities for parents to advance their own learning interests through education, training
and other experiences that support their parenting, careers, and life goals. The Family Service
Workers will assist families with their education and training goals, and provide referrals to
educational resources (GED, adult education, ESL, employment opportunities, parenting skills,
job training, and job preparation skills).
Parent training sessions and resources designed to help families learn more parenting, career
and life interests are offered on a regular basis throughout the year.
REMEMBER:
You have brains in your head.
You have feet in your shoes.
You can steer yourself, any direction you choose.
~ Dr. Seuss ~
CHILD
Families are encouraged to observe and participate in child learning and development during
home visits and in classrooms. You are your child's first teacher, and we know you want to help
them succeed. Parents play a key role in their children’s reading development at every stage.
A strong start to reading directly impacts a child’s long-term learning and life success. Reading
aloud to children helps stimulate brain development. Did you know if a child reads for 20
minutes every day, they are exposed to about 1.8 million words of text every year? That is 137
new words per minute! If families read together for 20 minutes a day, 7 days a week, they get
more than 121 hours of bonding time every year!
Make reading an important and pleasurable experience in your home. Reading not only
stimulates development of your child’s brain, but also fuels a close emotional relationship
between you and your child. So, set aside a special time each day and READ, READ, READ!
Reading books is one of the most important ways to help your child prepare for success in
school. To promote reading, all our classrooms send home a book bag at least twice a month.
Please read the book to your child or have another adult or sibling read to your child. Any book
you read to your child can count as volunteer time so please let the teacher know so she can
record the time spent reading on our in-kind form.
Your active involvement in your child’s learning will have long-term benefits, including higher
self-esteem, feelings of greater accomplishment, and a life-long enjoyment of learning.
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School Readiness
School readiness simply means that children have the age appropriate skills and knowledge in
all developmental domains that indicate they are “ready to learn” when they enter
Kindergarten. The earliest years of a child’s life are a time of rapid growth and development
that establish a foundation for future school success. It is important for the program and families
to work together to provide experiences that support each child’s development across the five
learning domains of language & literacy, cognition and general knowledge, approaches
toward learning, physical well-being and motor development, and social & emotional
development.
Children demonstrate school readiness when they are able to communicate and engage in
play with others, follow simple rules, participate in group activities, take care of their personal
needs, label and control their emotions, demonstrate small and large motor skills, possess a
positive self-image, demonstrate problem-solving skills and critical thinking skills, and show
enthusiasm and curiosity for learning.
A child’s social and emotional learning is just as important to school success as learning letters
and numbers. A child’s success in school largely depends on learning how regulate their
emotions, control impulses, interact with peers in a positive manner, accept limits, and solve
problems. Teacher’s place a heavy emphasis on teaching these skills throughout the year but
especially at the beginning of the school year. The three basic classroom rules support these
skills; we take of our friends, we take care of ourselves, and we take care of our classroom.
These three simple rules can easily be used at home as well to teach appropriate limits and
care for self and others.
To ensure that the children enrolled in Douglas Cherokee Head Start/Early Start enter
Kindergarten ready to learn the program has developed specific school readiness goals across
these five domains. These goals align with the Tennessee Start Early Learning Standards and the
Head Start Child Development Early Learning Framework. Throughout the school year we will
monitor the children’s progress towards the achievement of these goals and report these results
to families. The program will also provide families with available resources that support these
school readiness goals.
As we partner together toward this shared goal, we can be sure that every child enrolled in
Douglas Cherokee Head Start/Early Head Start will enter Kindergarten “ready to learn.”
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Building Strong Brains
Building Strong Brains works to change the culture of Tennessee so that the state's overarching philosophy, policies,
programs and practices for children, youth and young adults utilize the latest brain science to prevent and mitigate
the impact of adverse childhood experiences.
Healthy child development is the foundation for educational achievement, economic productivity,
responsible citizenship and lifelong health. These are the pillars for successful parenting of the next generation
and ultimately result in strong communities and a healthy economy.

What are ACEs?
Adverse childhood experiences or ACEs, are stressful or traumatic experiences, such as abuse, neglect
and family dysfunction that disrupt the safe, stable, nurturing environments that children need to thrive.

Brain Architecture and Serve & Return
 Brain architecture is established early in life and supports lifelong learning, behavior and health.
 Brains are built over time, starting in the earliest years of life. A child's brain develops 1,000,000 neural
connections per second during the first 3 years.
 A strong foundation in the early years improves the odds for positive outcomes, and a weak foundation
increases the odds of later difficulties.
 Positive experiences with caregivers help to build fundamental brain architecture in young children.
 Young children naturally reach out for interaction through babbling, facial expressions and gestures, and
adults should respond in kind.
 These "serve and return" interactions are essential for the development of healthy brain circuits.
Air Traffic Control and Toxic Stress
 Stress can be positive, tolerable or toxic.Positive stress is a normal and essential part of healthy
development and occurs during events like meeting new people. Tolerable stress results from
unavoidable, more severe events, such as the death of a loved one or a natural disaster. Toxic stress results
from prolonged exposure to adversity without adequate caregiver support.
 Toxic stress impacts brain architecture, biology and gene expression
 Executive functioning, or the air traffic control system of the brain, is a group of skills that help us focus on
multiple streams of information simultaneously, such as inhibitory control, working memory and cognitive
flexibility.
 Exposure to toxic stress may disrupt brain architecture and impair the development of executive function.
Resilience




Resilience can be built through serve and return relationships,improving self-regulation and executive
functioning.
When positive experiences outweigh negative experiences, a child's "scale" tips towards positive outcomes.
Over time, the cumulative impact of positive experiences and coping skills make it easier to achieve
positive outcomes.
For more information, visit www.tn.gov/tccy.
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Education & Early Childhood Development
Program Curriculum & Philosophy
Creative Curriculum Overview
Young children are active hands-on learners. Therefore, early learning experiences can be
supported best in an atmosphere where children are allowed to freely explore their
environment, make independent choices, and participate in meaningful experiences in a playbased atmosphere that supports individual learning styles and stages of development.
Objectives of the Services in Education and Early Childhood Development
1. To promote school readiness by providing children with a learning environment that offers a
variety of experiences to develop their skills socially, intellectually, physically, and
emotionally so they will enter Kindergarten ready to learn.
2. To provide learning experiences in a manner appropriate to their age, stage of
development, temperament, and learning style.
3. To promote physical health and well-being by incorporating health, nutrition, and safety
activities into the daily routines.
4. To involve parents in educational activities and encourage your role as the child’s main
influence in their development and education.
5. To involve parents in the assessment of their child and increase your observation skills,
knowledge, and understanding of growth and development.
6. To assist parents in identifying learning opportunities within the home and daily family
routines to support their child’s growth, development, and school readiness skills.
We will accomplish these goals by:
1.

Assessing each child’s developmental level and monitoring their progress throughout the
year.

2. Emphasizing “hands on learning” experiences.
3. Using intentional teaching practices to promote school readiness skills.
4. Individualizing children’s activities.
5. Completing Home Visits.
6. Conducting an Open House and staggered attendance.
7. Conducting Parent/Teacher Conferences.
8. Using materials, equipment, and planning activities that are culturally diverse and
linguistically appropriate.
9. Providing opportunities for children to experience success through a variety of materials
and non-competitive games.
10. Providing a balance of child directed and Teacher directed activities.
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11. Promoting early literacy skills in an atmosphere that allows children many opportunities to
communicate in a variety of ways.
12. Providing indoor and outdoor space, materials, and equipment that is safe, durable,
attractive, and inviting to children.
13. Providing parent training in child growth development through workshops, parent
committee meetings, conferences, and hands on volunteering.
14. Promoting staff development through CDA classes, seminars, and college courses.

Dual Language Learners
The term Dual Language Learners (DLL) refers to young children who are learning two or more
languages at the same time. It also refers to the children who are learning a second language
while still developing vocabulary and literacy skills in their first language. Over the past few
years, we have had a growth in the number of children who are learning English as a second
language. These children and families make up a diverse group who have different languages,
experiences, strengths, and gifts. Children who speak more than one language are often very
creative, can switch between the two languages, develop strong thinking skills, and have
stronger social skills because they can talk to more diverse groups of people. Understanding
these unique differences helps us provide each child support in developing skills in both
languages. The connections made between teachers, children, and families are extremely
important when providing high quality learning experiences for all children. It is important to us
that we learn about each child’s culture, rules, and values of their individual families. Translators
routinely visit classrooms to work individually and in large groups with our Dual Language
Learners. These translators also assist children and families during home visits, screenings,
health/dental appointments, child testing, and parent conferences. You may ask to speak to a
translator at any time if assistance is needed. Parent volunteers are also always welcome and
can provide a valuable learning experience to all children in the classroom.
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How Children Learn from Classroom Activities
When you visit your child’s classroom, you see a room full of children playing. Like most parents,
you probably wonder what your child is learning. To answer your questions, we have an activity
chart. On the left, we have listed typical things children do while they play and on the right,
concepts and skills children learn from this play. The room is divided into different areas: blocks,
art, library, home living, science, and other areas. As you volunteer you will learn the areas of
play and how each Teacher manages their play.

When Children Do This

They Are Learning To

Put blocks in trucks and dump them out

Understand size, weight, and number concepts
(Math & science)

Use blocks and wooden animals to

Recreate the world around them

create a zoo

(geography & social skills)

Balance one large block on top of another

Control and coordinate muscles
(physical coordination)

Put on dress-up clothes

Use their small muscles (self-help & pre-writing)

Pretend to be grownups

Understanding the world & their experiences
(abstract thinking)

Separate cups & plates at clean up time

Group objects into categories (math)

Put pegs in a pegboard

Coordinate the actions of their eyes and hands
(reading & writing skills)

Complete a puzzle

Complete a task by putting pieces together
to make a whole (study habits & math)

Sort pictures that are the same

Match & classify (math)

Make Play Dough

Recognize how materials change (science)

Draw a picture of a person

Use symbols (reading & writing readiness)

Play beside other children

Get along with other children (social)

Pour fluids without spilling

Use their small muscles (eye/hand coordination)

Turn pages of a book from beginning to end

Read a book from left to right
(reading and writing readiness)

Scribble on paper

Use writing as a way to communicate
(reading and writing readiness)

Listen to a story and tell what
happened

Love books, remember details, &
express ideas (language development)

Create different sounds by putting

Explore cause and effect

more or less beans in a can and shaking

(science and logical thinking)
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Sing or do a finger play with other children

Participate cooperatively in a group
(social skills)

Operate a computer mouse, put in
disc, and use a printer

Improve coordination skills
(small muscles/eye hand coordination)

Catch and throw a ball

Coordinate eye/hand movement (physical)

Talk about changes in plants, people,
and things outside as seasons change

Sharpen observation skills (science)

Climb, run, swing on outdoor equipment

Use their bodies in challenging tasks
(self-esteem, physical)
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Health Services
While your child is in HS/EHS, he/she will receive many health services and examinations. With
parents help, the following services may be provided while in the program:








Complete physical exam (if physical is not up to date)
Dental Exam & preventative care
Urinalysis (urine test if needed)
T.B. Screening &/or Skin test (if indicated)
Screenings for speech/language - hearing - vision – development
Early Head Start will follow regular exams and screenings according to the EPSDT guidelines.
Lead Level

The staff will need to know your child’s health history. The parents’/families’ health histories are
also important because they often influence the child’s health. This is why it is important for one
parent to be with the child during physical exams. The doctor needs a lot of information that
only the parents know. Please be with your child during physical exams!!!
Screenings
Screenings are done to identify concerns regarding a child’s development, behavioral, motor,
language, social, cognitive, and emotional skills.
Physical Examination
Before the physical exam, Head Start staff tells the children what the doctor wants to “look”
and “listen” to. Everything is explained to the child so they will know what is going to happen.
Children may need to remove their clothes except for their underpants. For younger children,
infants and toddlers, staff will work with parents and the child to help them feel as comfortable
as possible and understand the exam process.
Documentation of the exam is kept in the child’s health folder. If there is anything found that
should be checked further, staff will work with parents and explain the follow-up needed and
assist parents in scheduling appointments.
Dental Examination
The American Academy of Pediatric Dentistry (AAPD) recommends a dental exam with the
eruption of the first tooth, and no later than 12 months of age. Children should have a dental
exam every six months after the first one. Dental health is important because it can affect your
child’s overall health, and his or her ability to concentrate while at school. Your Family Service
Worker can assist you with getting your child an exam if needed.
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EXPLANATION FOR HEAD START AGE CHILDREN
Urinalysis (Urine test)
If the doctor recommends your child have a urine test, this will be done during the physical
exam. Your child will give a small amount of urine in a cup. This is tested to find albumin, sugar or
blood in the urine. If there is any concern, it will be explained to you and follow-up be arranged.
T.B. Screening & Test (if Indicated)
The T.B. skin test is barely felt by the child. The test is checked after three days to identify children
who may have been exposed to T.B. as well as identifying possible active cases of T.B. within the
family. If the T.B. skin test has been completed before enrollment, then it will not have to be
repeated.
Lead Level
This is used to determine if your child has an increased blood level and should be drawn by your
child’s doctor at 12 months, 24 months, and 36 months if one has not been previously
conducted.
ALL AGE CHILDREN
Immunizations
All children must have up to date immunizations (shots) before attending the HS/EHS Centers.
Children should be protected against: Polio, Diphtheria, Tetanus, Pertussis (whooping cough),
Measles, Mumps, Rubella, Heamophilus Influenza B (HIB), Hepatitis B, and Varicella or
documentation of having Chicken Pox.
Other Health Screenings
After explaining the screenings to the children, they will be screened in vision, hearing, speech,
language, height/weight, and developmental. Parents will receive the results of all Health
Screenings. Remember, any follow-up will need to be done and your Family Service Worker
can assist you with this. Staff will track your child’s health services through the HS/EHS computer
system. All information is confidential. Permission is obtained for any services or sharing of
information with other agencies.
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Nutrition Services
Children attending Head Start will be served breakfast or snack, and a nutritious lunch daily.
Infants and Toddlers will be served age appropriate foods. Parents who are scheduled to
volunteer in the classrooms will also receive meals for that day.
In HS/EHS centers, meal time is also learning time. For infants, this is a time to bond with their
primary caregiver. For older children, opportunities are available for children to try and taste
new foods, set the table, and assist in serving themselves food and clean-up. All meals claimed
must meet USDA Child and Adult Food Program Guidelines.
Here are some hints to help your child form good food habits at home:












Be a good example yourself
Keep offering new foods. Some children need to see a food several times before they
are comfortable tasting it.
Offer food in an attractive manner on the plate
Have a pleasant atmosphere at meal time
Help children like the foods that are good for their growing bodies
Never withhold or give desserts as a punishment or reward
Help children learn to like a variety of foods
Serve food in a form easy for children to eat by themselves
Accept spills and messes as a part of the child’s learning process
Never insist a child eat a certain food. They may try it next time
Have meals at regular times

Only food prepared at the center will be served. Outside food is not allowed. However, if a
community member wishes to donate a complete meal, it must be nutritious and
Preapproved by the Health and Nutrition Coordinator BEFORE the donation is made.
Volunteers at meal time:
Parents who volunteer for the entire day may have meals with the children if food is available.
Should a parent attend a parent training near the lunch period he/she should not plan to have
lunch at the center. We receive reimbursement from USDA for the children’s meals and no
additional monies are available.
While volunteering at HS/EHS please sit at the tables with the children to eat and enjoy the
meal. Always wash your hands before touching, serving, or eating food.
Children will not get “special” treatment at mealtime due to their parents being at the center.
When parents volunteer at the center, their children participate in activities planned for all
children. Example: the parent, even though she may do so at home, would not “feed” her child
at meal time. Children attending a center (except in some special service situations) need to
learn to participate in meal time with a minimum amount of assistance. Example: The parent
would not want to comment “Jimmy does not eat such and such food”. It may be that Jimmy
will observe other children trying a particular food and will try and learn to enjoy that very food.
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Disabilities Services
All children are special, including children with disabilities. HS/EHS serves children with disabilities
in the classrooms, with our goal being to fully include all children in all HS/EHS activities.
Each child with special therapy needs may receive this through the local school system from
the time they are three years old. So regardless of the child’s need, we can serve children with
special needs with assistance from our local school systems and staff training. For infants and
toddlers, EHS partners with Tennessee Early Intervention Services.
Disabilities Include:











Health Impairments: severe asthma, diabetes, cancer, etc.
Emotional/Behavior Disorders: serious delays in behavior
Speech/Language Disorders: delays in speech sounds or language skills
Mental Retardation: delays in all developmental areas (language, motor, etc.)
Hearing Impairments including Deafness: hearing interferes with development
Orthopedic Impairments: delays in motor use
Visual Impairments including Blindness: vision interferes with development
Learning Disabilities: usually concern in one or two areas of development
Autism: severe impairment especially in social skills and language
Traumatic Brain Injury: usually caused by a severe accident or shaking

All disabilities are diagnosed by a professional in the field of concern. During our screenings you
may find your child will need further evaluation and these will be completed as soon as
possible. If you have any questions or concerns regarding your child, please ask your Family
Service Worker or Teacher.
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Mental Health Services
DCHS/EHS is fortunate to have on site Mental Health Services for our children, families and staff.
The services are on a limited basis and mainly for training and short term intervention.
Mental Health in the simplest form is the ability to Love- Work- and Play.
Young children are just learning these skills and need adult guidance to obtain these skills. Some
young children have challenging behaviors and we at Head Start and Early Head Start work
with these special children and families. Challenging behavior is defined as being hurtful to self
or others, persistent, disruptive, destructive, or interfering with their own or their friends learning.
Head Start and Early Head Start Staff work very hard to make sure no one is injured in our
classrooms but sometimes it does happen. We work with families and children on any issues that
arise and cannot at any time dismiss a child from attending Head Start or Early Head Start. We
cannot discuss any issues that happen in the classroom as this is confidential information and
ask you as parents not to discuss outside of Head Start. Young children are impulsive and quick
to anger and we work with children on controlling these impulses.
We all have stresses, even children and I promise you our staff are as concerned as you if your
child is injured.
Some of the services we provide include:







Individual Behavior plans for children with behavior issues
General Classroom observations
Referrals to agencies providing MH services
On-site intervention for behavior issues
Parent and staff training if needed
Prevention tips and information provided through Family Service Workers

Remember: If you have concerns talk with your teacher or Family Service Worker.
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Transportation Services
Centers with Bus Service
Your child’s safety is extremely important. Parents and staff must work together to ensure that
each child arrives at the center and home safely.
In the morning, you must hold your child’s hand while walking to the bus. The assistant will help
your child onto the Head Start bus and make sure he/she is securely buckled in the seat.
In the afternoon, when your child returns home from Head Start, we will need to work together
again. Please watch for the bus! When the bus stops, you must come outside to the bus and
meet your child. The adult must be at the bus stop at the appointed time each day. Children
can only be picked up and dropped off at their designated location. The parent or the person
designated by the parent is required to be at the bus and assist the child off. The assistant will
help the child as he/she gets off the bus and an adult will need to hold the child’s hand and
move safely away from the bus before the bus departs.
Each parent is required to list three people to contact as an alternate drop site. This will let the
driver know where your child can be taken in the event of an emergency and you are not
home. If the alternate contacts change during the year, please let the Teacher know. Please
be home if at all possible as children become anxious and need the security of knowing you
are there waiting for them.
If you have any questions about transportation services, please send a note to your child’s
Teacher or call the Head Start Central Office at 423-587-4501.

Centers Without Bus Service
Parents are responsible for transporting their child to and from the Head Start center on a daily
basis in centers that do not provide transportation.
When dropping off your child in the morning, you must hold your child’s hand until the child is
safely in the building. This same rule applies when picking up your child. You must hold your
child’s hand until he or she is safely buckled in your vehicle. Children should be transported in a
car seat that is age and weight appropriate for the child.
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Early Head Start
Early Head Start (EHS) provides services for families with infants and toddlers and pregnant
women.
Mission
To promote healthy prenatal outcomes for pregnant women, enhance the development of very
young children, and promote healthy family functioning.
Partners for a Healthy Baby
The Family Service Workers will use the Partners for a Healthy Baby curriculum, with expectant
families to support a healthy pregnancy and delivery during the home visiting stage of their
enrollment in EHS. The classroom staff will use resources from the curriculum once the child enters
center-based care to support the family in promoting the child’s continued growth and
development.
Creative Curriculum for Infants, Toddlers, & Two’s
The goals and objectives of the Creative Curriculum support the growth and development of
infants and toddlers in the five developmental domains and relate the program’s school
readiness goals for infants and toddlers.
School Readiness Begins at Birth
Children are born ready to learn and school readiness begins at birth when babies are forming
secure attachments and trusting relationships with their families. As children develop strong social
emotional connections with their families and caregivers they feel safe and secure to explore
and learn about the world around them. The early learning experiences that are supported by
loving adults are critical to healthy brain development needed for learning and future school
success. Secure attachments with adults and early learning experiences that support healthy
brain development establish the foundation for school readiness.
Infant/Toddler Child Development
Infants and toddlers are active learners, exploring their environment, manipulating objects, and
establishing relationships with adults and peers. We provide a safe, nurturing, and
developmentally appropriate environment where your child can freely explore, discover, and
learn. Working with families, EHS supports the healthy physical, social, emotional, cognitive, and
language development of each child to his/her fullest potential.
Baby Play, Learning, & School Readiness
 When I smile and coo back and forth with a special adult, I am learning I can make
people respond; that I am loveable.
 When I play with my hands and feet, I am learning that those things are a part of me and
I make them move.
 When I make my mobile move by kicking my feet, I am learning that I can make things
happen by moving my body.
 When I crawl up and down steps, I am learning to coordinate my arms and legs and
balance.
 When I push, pull and haul objects, I am learning how heavy objects are and how they
move.
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 When I play peek-a-boo, I learn that people exist even when I cannot see them.
 When I look at books, I am learning to use symbols - that pictures represent real things
and have names.
 When I stack objects, I am learning about shapes, sizes, balance and gravity.
 When I fit things inside each other, I am learning the relationship of space.
 When I play pat-a-cake, I am learning to have fun with someone else.
 When I imitate the actions of other children, I am learning that I am one of them and can
do what other people do.
 When I chant sounds, I am learning the melodies, sounds and rhythms of my language.
 When I stick things in holes, I am learning to line things up properly to fit.
 When I push a ball back and forth, I am learning it's fun to be with others, and take turns.
Health
Because we begin services early in your child’s life, the prevention and detection of
developmental concerns occurs at the earliest possible time. While pregnant, it is important that
you have a primary health care provider and go to your prenatal visits. After your baby is born,
immunizations and well-baby visits are necessary for good health. We work with you and your
child’s health care provider to get up-to-date and stay up-to-date on your child’s immunizations
and well-baby visits.
Nutrition
EHS recognizes the importance of breast-feeding. We support your choice to breastfeed by
providing a private nursing room and by storing and using your frozen or refrigerated breast milk
for your infant. Formula and food are provided for your child during their day in the center. Each
infant is on his/her own feeding schedule. Infants are fed when they are hungry. Your child’s
Teacher works with you to learn when, what, and how much your child typically eats. As your
infant moves into toddlerhood he/she is gradually introduced to group mealtimes. All EHS menus
meet the infant and toddler USDA Child and Adult Food Program Guidelines.
Positive Relationships and Continuity
Each infant/toddler in EHS is assigned to a primary caregiver who is responsible for no more than
four children at any time. This person is your child’s Teacher. We strive to keep your child with the
same Teacher for as long as possible. Strong positive relationships that continue over time are key
elements in the EHS program. The relationship between staff and family is based on respect for
the child and family's home culture. For example, when your child’s Teacher asks, “What do you
do at home to help Kyra sleep?” she is not being nosey. She is trying to find out how you care for
your child so that she can do some of the same things in the classroom. This sameness helps your
child feel safe and secure when they are away from you.
Parent Involvement
Parents are recognized as the child's primary nurturers and advocates. A special effort is made
to support the role of fathers in parenting activities. Please plan to visit your child in the classroom
and volunteer on a regular basis. The child-parent-teacher relationship is key to providing the best
care possible for your child.
Communication
Open and continuing communication about home and classroom childrearing practices helps
to minimize potential conflicts and confusion for children. We have many ways to communicate
with you: personal contact during morning greeting and afternoon departure, family mailboxes,
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parent-teacher conferences, portfolio assessments, personal notes, daily experience reports,
center-wide newsletters, classroom newsletters, parent information boards, phone calls and emails, home visits, and parent information meetings, just to name a few.
Parenting Education
Parenting education and the support of a positive parent-child relationship are critical. All EHS
parents are eligible and encouraged to participate in parent trainings.
Children with Disabilities
EHS welcomes and fully includes children with disabilities. The individual needs of each child are
evaluated and responded to in a way that builds upon individual strengths. EHS coordinates with
Tennessee Early Intervention Services in accordance with Part C of the Individuals with Disabilities
Education Act.
Culture
The home culture and language of each family are supported as an important aspect of early
identity formation. EHS explores the role of culture and language in child and family
development, and community values and attitudes.
Transitions
When your infant/toddler is accepted into the program, you are asked to spend several days in
the classroom with your child. This gives you and your child time to get to know his/her Teacher
and become familiar with the classroom environment. We are confident that the transition into
and out of the EHS program can be almost stress free. Much thought and preparation have gone
into developing transition procedures. Smooth transitions are important to each child’s socialemotional development. Smooth transitions are important to ensure that each child continues to
receive enriching early child development services and each family continues to receive the
support services necessary to healthy family development.
Community Resources
We know that your family has many needs, and that one organization cannot hope to meet all
of them. Each year EHS conducts a review of community resources in order to build a
comprehensive network of services and supports for pregnant women and families with young
children. The goal is to increase your access to community supports and help you make the most
of the resources available.
Staff Development
Good infant and toddler care is neither baby-sitting nor preschool. It is a special kind of care that
resembles no other. The success of the EHS program rests largely on the quality of the staff. Staff
members must have the capacity to develop caring, supportive relationships with both children
and families. EHS Teachers receive on-going training, supervision, and mentoring in early
childhood education with an emphasis on relationship-building. Staff development is grounded
in established "best practices" in the areas of child development, family development, and
community building.
Transportation
EHS does not provide transportation to and from the center at this time. Parents are required to
bring their infant/toddler to and from the center. If you need assistance in securing transportation
or a car seat, please see your child’s Family Service Worker. It is extremely important that all
children be placed securely in a car seat for their size and age. If you need help choosing,
installing, or using a car seat correctly, please ask any staff member for assistance.
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Head Start Center Policies
Your Child's Teacher: ___________________________________
1. The center will be open from ______AM to ______PM, Monday through Friday. Children
cannot be accepted earlier. If you arrive before the designated arrival time, you will be
expected to wait in your car with your child. This Policy will be strictly enforced by ALL staff. In
case of extreme emergency, parent must call the center for child to remain past closing
time.
2. Parents are expected to bring their child to the bus. The driver’s assistant will help your child
into the bus. When the child returns from the program, please be watching for the bus!
When the bus stops, we ask that you come outside your house to the bus and meet your
child. The driver’s assistant will help the child off the bus. You are required to be at the bus
in order to receive your child. (See Policy)
3. Each child must have on file an emergency transportation drop-off form. In the event that
you have been called away in an emergency and are not home when the bus arrives, your
child will be taken to one of the addresses on the form.
4. Parents must fill out an authorization form or send a note to give a person (other than the
parents) permission to pick up their children. The person picking up the child must show
identification, sign the child out of the center, be at least 16 years old, and have a valid
driver’s license.
5. In the event of an emergency, fire, flood, structural damage to the building or another
disaster that makes it necessary to evacuate the building, the staff will stay with the children
at the designated location until their parents arrive.
6. Unexpected visitors. People who turn up at the center and claim to be visiting
grandmothers, aunts, absent fathers, etc., will not be permitted to have any contact with a
child unless prior arrangements have been made with the parent who placed the child in
the center. In any case, for the good of the child's routine, this kind of visiting should be
discouraged.
7. Parents are asked to see that children do not bring food, money or toys to the center.
8. Parents will be responsible for ensuring that their child does not bring to school any
dangerous items such as guns, knives, etc. It would be advisable for parents to check the
children’s pockets and back packs daily.
9. Outdoor play is an important part of our program. Please see that your child is suitably
dressed to play outside except in extremely bad weather. We go outside every day except
when it rains.
10. Parents are to notify the center of any changes in work or home phone numbers so that you
may be reached in an emergency.
11. Behavior Management Guidance Policy - see explanation of Policy.
12. There must be no smoking or vaping on the grounds if children are present.
13. The center will follow the local school system's schedule concerning weather school closing,
If bad weather prevails, listen to the local radio station for closings. If the county schools are
closed, so is regular Head Start. Snow schedules (1 to 2 hours late) will be observed, but
Head Start only runs 1 hour late. Blount County Head Start classrooms will follow the Blount
County snow schedule (if the school system is on a two-hour delay, the Head Start classroom
will also be on a two-hour delay). EHS and Ray’s Place follow the DCEA agency schedule.
Any other closings will be announced on an individual basis. (Admin. 1.8)
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14. A current immunization record signed and/or stamped by a health care provider must be on
file in the child's Head Start health record before he/she may attend the center. Each child
must receive all immunizations at entry and remain on schedule unless there is a medical
reason certified by a health care provider, or a religious exemption as to why these
immunizations should not be given.
15. A current medical and dental examination is required for all children and documentation
must be in the child's health record.
16. Non-prescription drugs such as aspirin, cold tablets, cough syrup, Tylenol (acetaminophen),
Motrin (ibuprofen), ointments, etc., may not be given at the Head Start Center unless written
physician's orders so advises.
17. A brief health check will be conducted on each child daily. A child may not remain at the
center if he or she is thought to be ill.
18. Any sick child will be isolated from the group with adult supervision until arrangements are
made for the child to go home.
19. A child will not be allowed to attend the Head Start Center if they have a communicable
disease, diarrhea (2 episodes), or vomiting. Also, a child will not be allowed to attend if they
have an axillary (under-arm) temperature of 99 degrees F or more, oral temp of 100 degrees
F or more with other signs or symptoms of illness. Furthermore, the child needs to be free of
diarrhea, vomiting and fever for at least 24 hours prior to returning to the center.
20. Parents will be notified of the occurrence of a communicable disease among the center
children.
21. Children will receive the following meals at the Head Start Center:
___Breakfast___AM
___AM Supplement ___AM
___Noon Meal ___PM
___PM Supplement ___PM
All claimed meals or supplements follow the Child Care Food Program Requirements.
22. All children and staff must eat only the food prepared at the center unless specific
instructions are prescribed by a physician and documentation is on file at the center.
23. All children will be provided with developmentally appropriate transition activities that promote
a successful move from preschool to kindergarten. Our program does not participate in
activities that are not age appropriate, including formal graduations, cap and gown
ceremonies, or extravagant presentations.
24. Due to Tennessee Child Care Licensing, non-enrolled children are not permitted to be present
during meetings or special events that are held in the classroom.
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Early Head Start Center Policies
Your Child's Teacher: ___________________________________

1. The center will be open from ______AM to ______PM, Monday through Friday. Children
cannot be accepted earlier. If you arrive before the designated arrival time, you will be
expected to wait in your car with your child. This Policy will be strictly enforced by ALL staff. In
case of extreme emergency, parent must call the center for child to remain past closing
time.
2. Parents are expected to bring their child to the center and pick them up each day.
Transportation to and from EHS is not provided.
3. Parents must fill out an authorization form or send a note to give a person (other than the
parents) permission to pick up their children. The person picking up the child must show
identification, sign the child out of the center, be at least 16 years old, and have a valid
driver’s license.
4. In the event of an emergency, fire, flood, structural damage to the building or another
disaster that makes it necessary to evacuate the building, the staff will stay with the children
at the designated location until their parents arrive.
5. Unexpected visitors. People who turn up at the center and claim to be visiting
grandmothers, aunts, absent fathers, etc., will not be permitted to have any contact with a
child unless prior arrangements have been made with the parent who placed the child in
the center. In any case, for the good of the child's routine, this kind of visiting should be
discouraged.
6. Parents are asked to see that children do not bring food, money or toys to the center,
however, infants and toddlers are allowed to bring special snuggle/security blankets or toys.
7. Outdoor play is an important part of our program. Please see that your child is suitably
dressed to play outside except in extremely bad weather. We go outside every day except
when it rains. Tennis shoes are an excellent choice for outdoor play. Sandals, flip flops, etc.
are not safe for running, climbing, and other outdoor activities.
8. Parents are to notify the center of any changes in work or home phone numbers so that you
may be reached in an emergency.
9. Behavior Management Guidance Policy - see explanation of Policy.
10. There must be no smoking or vaping on the grounds if children are present.
11. The center will follow the DCEA agency schedule concerning school closing, when bad
weather conditions (snow, etc.) prevail. Listen to your local radio.
12. A current state immunization record signed and/or stamped by a health care provider must
be on file in the child's Early Head Start health record before he/she may attend the center.
Each child must receive all immunizations at entry and remain on schedule unless there is a
medical reason certified by a health care provider, or a religious exemption as to why these
immunizations should not be given.
13. A current medical examination is required for all children and documentation must be in the
child's health record. A current dental examination is encouraged
14. Non-prescription drugs such as aspirin, cold tablets, cough syrup, Tylenol (acetaminophen),
Motrin (ibuprofen), diaper and other ointments, etc., may not be given at the EHS Center
unless written physician's orders so advises.
15. A brief health check will be conducted on each child daily. A child may not remain at the
center if he or she is thought to be ill.
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16. Any sick child will be isolated from the group with adult supervision until arrangements are
made for the child to go home.
17. A child will not be allowed to attend the EHS Center if they have a communicable disease,
diarrhea (2 episodes), or vomiting. Also, a child will not be allowed to attend if they have an
axillary (under-arm) temperature of 99 degrees F or more, oral temp of 100 degrees F or
more with other signs or symptoms of illness. Furthermore, the child needs to be free of
diarrhea, vomiting and fever for at least 24 hours prior to returning to the center.
18. Parents will be notified of the occurrence of a communicable disease among the center
children.
19. Children will receive the following meals at the EHS Center:
___Breakfast ___AM
___AM Supplement ___AM
___Noon Meal ___PM
___PM Supplement ___PM
All claimed meals or supplements follow the Child Care Food Program Requirements.
20. All children and staff must eat only the food prepared at the center unless specific
instructions are prescribed by a physician and documentation is on file at the center.
21. Pacifiers are permitted in EHS.
22. Infants and Toddlers in EHS are fed and nap “on-demand”, and are not forced to eat and
sleep on adult designed/rigid schedules.
23. Due to Tennessee Child Care Licensing, non-enrolled children are not permitted to be present
during meetings or special events that are held in the classroom.
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Daily Attendance Parent Letter
Dear Parents/Guardians,
An essential ingredient in the learning process of a child is regular attendance to the program in
which he/she participates. Attendance is important to your child’s enrollment in the Head
Start/Early Head Start Program. Federal law mandates that we maintain high attendance levels.
But more importantly are the benefits your child receives in school readiness skills by attending
class on a daily basis. Studies show when children miss 10% or more of the school year they have
much lower gains in math and literacy.
Now is the time to instill in your child the importance of attending school every day he/she is
physically able to attend. It is your responsibility as the parent/guardian to contact the Teacher
or Family Service Worker concerning absences. Knowing the reason why a child is absent
increases the Teacher’s and Family Service Worker’s opportunity for providing support to your
family thus increasing your participation in program activities. It is important that you are aware
and understand the Head Start/Early Head Start policies (this can be found in your Parent
Handbook) and follow the guidelines of the program while your child is enrolled.
Follow-up will be completed and documented if attendance issues become a concern. In
circumstances where a child has chronic absenteeism, where staff have supported and
encouraged parents with no improvement in attendance, the program will assume you are no
longer interested in our services and the child’s spot may be declared vacant. A new
application would have to be completed for the child to be eligible to reenroll. Please avoid
any action by the program, as outlined in the policy for attendance, by simply notifying your
child’s Teacher or Family Service Worker any time an absence is necessary.
Guidelines for absence from class:
1. Notify your child’s Teacher or FSW before class starts of an unavoidable absence.
2. Inform the Teacher or FSW of the reason of the absence.
3. Inform the Teacher or FSW when you expect your child to return to class.
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Attendance Policy
PERFORMANCE OBJECTIVE: An essential ingredient in a child’s school readiness is regular
attendance in the Head Start/Early Head Start program in which he or she participates. Federal
law also mandates that we maintain high attendance levels to retain our funding. For these
reasons, children’s attendance will be monitored daily by the center Teacher and Family Service
Worker. HS/EHS would like to see every child attend 100% of the time during the school year;
however, the program realizes absences are sometimes unavoidable.
When a child is absent, for whatever reason, it will be the parent/guardian’s responsibility to
contact the HS/EHS staff concerning the reason.
1.

Absence from Class (First Occurrence):
A.
The Teacher must be notified no later than classroom start time of the first day of
the child’s absence. Notification as soon as possible allows time to adjust bus routes
and home visits when a child is not attending.
B.
If the staff have not heard from the family within one hour of class start time they will
attempt to contact the family to ensure the child’s well-being.
C.
The Teacher must be given a reason for the absence as well as when the child is
expected to return to the program.
Every effort possible will be made to provide support to the family in order to reduce
obstacles that may interfere with child’s attendance.

2.

Policy for children who have missed three (3) consecutive center days with no contact
made by the parent or staff:
A.
A home visit will be attempted on the third consecutive absent day.
B.
Bus service will be discontinued until contact is made with the parent.
C.
If no response is received from the parent within three (3) days of the home visit, it
will be assumed that the parent is no longer interested in the services of Head
Start/Early Head Start and has withdrawn the child.

Children’s attendance will also be monitored for irregular attendance, consistent tardiness and
late pick-up. Irregular attendance occurs when the child has missed 3 days within 10 consecutive
attendance days. Consistent tardiness occurs when child is more than 30 minutes late five days
in one month. Late pick-up occurs when the child is picked up at least 10 minutes late and staff
were not informed that parent/guardian would be late.
The Attendance Policy will be reviewed with parents again when the policy is violated a second
time during the school year. Documentation will be recorded of support provided by Head
Start/Early Head Start staff to partner with families to prevent further attendance issues and retain
enrollment for the child if possible.
The Teacher will be responsible for documenting each child’s attendance on a daily basis.
Attendance will be entered directly in to ChildPlus by classroom staff delegated by the Teacher.
If attendance cannot be entered in to ChildPlus, classroom staff will keep a written record to send
to their FSW or the ERSEA Coordinator at the end of the day. Teaching staff will notify their FSW of
attendance issues. The FSW will notify the ERSEA Coordinator of attendance issues.
The documentation kept by the Teacher will outline the attendance pattern of each child. It is
the goal of HS/EHS to ensure that parents are made aware of the importance of attendance and
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provide support services to families to increase the participation of the family in program
activities.
Families of enrolled children will be made aware of the Attendance Policy and will be asked to
sign a letter of understanding of their responsibility toward attendance.
PROCEDURE:
1. Procedures for children who have missed three (3) consecutive center days with no contact
made by the parent or staff:
A. After the ERSEA Coordinator has been notified, a home visit will be attempted on the third
day of a consecutive unexcused absence. The Teacher will notify the FSW that a home
visit needs to be attempted. EHS Teachers will notify their Area Manager and FSW. HS/EHS
Teachers and FSWs will complete the home visit together when possible.
B. Complete Home Visit
1. Discuss the reason for the child’s consecutive absence.
2. Provide support to prevent future unexcused absences.
3. Review Attendance Policy and parent’s responsibilities.
4. Have the parent sign and date the Attendance Support Log.
5. The FSW will document home visit completed for attendance follow-up in ChildPlus.
Teacher will also document home visit completed on Parent/Teacher contact log.
C. Home Visit - No contact
1. Leave door hanger or letter, Re: Consecutive Missed Days.
2. Date for three working days after your home visit.
3. Attempt an additional home visit within the three working day period following the
attempted home visit.
4. If no response – notify ERSEA Coordinator.
5. If response is received, schedule home visit to provide support services.
6. The FSW will document incomplete follow-up in ChildPlus. (Example: Attempted HV).
Teacher will also document home visit completed on Parent/Teacher contact log.
2. Procedure for continued non-compliance of Attendance Policies:
A. First Occurrence
1. Proper procedures must be followed in the first occurrence of an attendance violation
as outlined in the Attendance Policy.
2. All efforts to provide support to the family concerning the child’s regular attendance
must be properly documented.
3. The Teacher and FSW will keep appropriate documentation on the action taken in
support services.
B. Second Occurrence
1. The above information must be repeated for the second occurrence. All support
possible must be attempted and documented.
2. The Family Service Worker and teacher must attend if a home visit is required for the
second occurrence and the ERSEA Coordinator must be contacted prior to the visit.
3. The parent will be reminded once again of the Attendance Policy and that continued
child absenteeism could put the child’s enrollment at risk.
C. Third Occurrence
Upon third occurrence of non-compliance of the Attendance Policy, the Teacher or FSW
will contact the ERSEA Coordinator. A meeting or home visit will be scheduled with
parent/guardian, Teacher, FSW, Area Manager and/or ERSEA Coordinator to give support
to the family.
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Follow-up will be completed and documented if attendance issues become a concern.
In circumstances where a child has chronic absenteeism, where staff have supported and
encouraged parents, with no improvement in attendance the program will assume you
are no longer interested in our services and the child’s spot may be declared vacant. If
parents later decide they wish to re-enroll the child and he/she is still age eligible, they
must complete a new application and the child would be put on the wait list according
to priority points.
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Identifying & Reporting Child Abuse and/or Neglect
Policy
It is Douglas-Cherokee Head Start/Early Head Start’s mission to promote, protect and provide for
the physical, mental, and emotional health and safety of all its children and to cooperate with
individuals, organizations, and agencies who share the responsibility with us. We will assume our
duty to identify abused and neglected children, to act as a support to the local child protective
service program, and otherwise encourage prevention in the important parent-child system in
which our Head Start/Early Head Start children develop.
All agency staff are mandated reporters under the Tennessee Code on Child Abuse and Neglect.
It is both a State and a Federal requirement that all suspected cases of child abuse and/or
neglect be reported. Staff must be mindful of this requirement at all times.
Douglas-Cherokee Economic Authority Head Start/Early Head Start agency must report child
abuse and neglect in accordance with the provisions of State or Local laws and TN Licensure rule
1240-04-03-10.
1.

2.
3.

4.

The Tennessee Code on Child Abuse states “any person having knowledge of or called upon to
render aid to any child who is suffering from or has sustained any wound, injury, disability, physical
or mental condition which is of such a nature as to reasonably indicate that it has been caused
by brutality, abuse or neglect, report such harm immediately by telephone or otherwise, to the
judge having juvenile jurisdiction or to the county office of the Department of Children’s Services,
or to the Sheriff or the chief law enforcement official of the municipality where the child resides.
The report shall include to the extent known by the reporter the name, address of the child, and
the facts requiring the report. The report may include other pertinent information.”
Douglas-Cherokee Economic Authority Head Start/Early Head Start will “preserve the
confidentiality of all records pertaining to child abuse or neglect problems.”
Douglas-Cherokee Economic Authority Head Start/Early Head Start will not “undertake on their
own to treat cases of child abuse or neglect.” However, the Head Start/Early Head Start Program
will cooperate fully with the Department of Children’s Services and other child protection
agencies. HS/EHS will make every attempt to retain allegedly abused or neglected children in
their program, recognizing that the “child’s participation in the HS/EHS may be essential in assisting
families with abuse or neglect problems.”
With the approval of the Policy Council, HS/EHS will make a “special effort to include otherwise
eligible children suffering from abuse or neglect as referred by the child protection agencies.”
HS/EHS can serve an important preventive role in child abuse and neglect but must not be used
as a primary instrument for the treatment of abuse or neglect.

Training:
Douglas-Cherokee Economic Authority Head Start/Early Head Start will provide training during
orientation and bi-annual training every 6 months for staff on the identification and reporting of
child abuse and neglect.




As a member of a HS/EHS Program it is not your responsibility to find out whether or not actual abuse
or neglect has occurred, but it is your responsibility to report to the child protective service agency
any situation that you believe may be causing harm to a child or may have the potential to harm
the child.
Failure to report can result in the loss of one's rights to practice in the profession of childcare and/or
legal liability. As long as the report is done in good faith and is not an act of harassment, any
reporter is protected from civil liability or from being sued.
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Shaken Baby Syndrome/Abusive Head
Trauma
Shaken baby syndrome or abusive head trauma are terms used to describe a wide range of
signs and symptoms resulting from violently shaking or shaking and impacting of the head of an
infant or small child. Shaking a baby for only a few seconds can cause permanent neurological
brain damage and even death. Head trauma is the leading cause of death in child abuse
cases in the United States.
The main cause that triggers a person to shake a baby is frustration with infant crying. Crying is
normal but shaking is not! All babies go through a normal period crying that can be especially
frustrating and stressful for parents and caregivers. It’s important to have a plan when you feel
stressed or overwhelmed from caring for a new baby. Simple things like going for a walk, taking
some deep breaths, or calling a friend to talk with can help relieve stress.
Shaken baby syndrome is 100% preventable so let’s all work together to keep our children safe
and protected! Please visit: dontshake.org for more information or to become involved in
preventing shaken baby syndrome.

SIDS (Sudden Infant Death Syndrome)
(Information from sids.org)
Use SAFE SLEEP PRACTICES
• Don’t Smoke – Don’t expose your baby to cigarette smoke before or after birth.
• Don’t Bed-Share – Never fall asleep with your baby in your bed or in a chair or sofa. (DO
put baby’s crib in the same room as parents.)
• Place in Bare Crib – The baby should be placed in a crib with no cover, pillows, bumper
pads or positioning devices.
• Place on BACK to SLEEP – Always place your baby, day or night on his back to sleep
• Offer a pacifier
• Breastfeed
• Give tummy-time when baby is AWAKE and supervised or being played with.
• Do NOT put baby in room that is too warm or in too many clothes. (If baby is sweating,
remove some clothes.)
• Discuss with pediatrician IMMEDIATELY if baby
• Has periods of not breathing, going limp or blue
• Gags excessively after spitting up
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Releasing a Child to an
Adult "Under the Influence"
Or a Non-Custodial Adult Policy
Policy
The well-being of all children under the care of Douglas-Cherokee Head Start/Early Head Start is
of primary importance. To adequately protect the child while in HS/EHS care staff will use every
precaution in releasing a child. To adequately protect the staff and the HS/EHS program from
liability, the following procedures will be adhered to when releasing a child into custody of a
person suspected to be "under the influence" or a non-custodial adult.
Procedures
1. Parents of enrolled children will be informed at the time of enrollment about the program's
"Release Policy".
2. Parents of enrolled children or other authorized adults, such as a legal guardian, will
provide complete information on the child’s enrollment application of anyone they may
authorize to pick up their child. As changes occur to authorized pick-up, a status change
form will be filled out and mailed to Central Office for data entry to ensure staff have
current information.
3. Non-custodial adults picking up EHS children must be at least 18 years old. Disability: For
parents, guardians, and non-custodial authorized persons with disabilities, a plan for drop
off and pick up of children will be designed on an individual basis to meet the needs of
the person with the disability, the child, and the family.
4. In the event that someone not listed as an authorized custodial adult will be picking up
the child at the HS/EHS center or receiving the child when he/she is returned home, the
child's parent/legal guardian must send a signed note authorizing that particular person
to receive the child that day only or on successive days.
5. Staff will verify the identification (i.e. driver's license) of anyone they have not met and do
not know, but their name is on the emergency list, who attempts to pick up or receive the
child at the center or at the home. It is better to delay an authorized person a few minutes
than to release a child into the custody of the wrong individual. (Call the parent if the child
is reluctant about leaving with someone. Anyone concerned about the child will
appreciate your caution rather than resent it.)
6. Staff will not accept telephone authorization unless it is a dire emergency and the staff
person can readily identify the caller without question!
7. If a staff person suspects that the person to whom they are releasing the child is "under the
influence", their first concern must be that the child can be safely supervised. The following
options may be utilized if staff feels that the adult in question is not in a condition to be
driving or is unable to safely supervise:
A. Make sure to have additional authorized adults who can be called to pick up the child.
B. Offer to give the child a ride home or offer to take the child to a relative.
C. If the parent /adult is aggressive or threatening, call the sheriff or police (911).
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D. Staff must assure that an adult/authorized person is present at the home that is able to
supervise the child when returning children to their home or when making a home visit.
E. If situations occur repeatedly, a decision will be made by the Central Office and
Center Staff to inform the parents they may be at risk of having their child excluded
from the program.
F. Report incidents that are suspected child neglect to the Department of Children
Services, especially if you are worried that children are being supervised by someone
who is mentally and/or physically impaired. Report in writing to Central Office when
you have made a report.
8. If there is a custody problem, staff is legally bound to respect the wishes of the parent with
legal custody. Ask for a certified copy of the most recent court order of legal custody. It is
legally available to you as the child's care giver.
The enrolling parent may inform the HS/EHS staff that the other parent is not permitted to
pick up the child. The staff should tell that parent that without a court document, both
parents have equal rights to custody. This parent may have taken and be holding the child
without the other parent's knowledge of the whereabouts before a court order has been
made.
In either case, staff should tell the enrolling parent that the program will not accept the
responsibility of deciding which parent has legal custody where there is no court document
and that the program will accept the information given by the enrolling parent unless
presented with a court document that shows otherwise.
If staff have any concerns about a possible problem, they can tell the enrolling parent that
the program won't be able to care for the child unless both parents sign a written
agreement that spells out who can pick up the child at which times.
9.

The custodial parent will be contacted if an unauthorized adult demands the right to pick
up a child (the staff having already asked for identification from and explained the policy
to the individual), or if the child doesn't want to leave with someone. If the custodial parent
denies release of the child to the unauthorized person, or the custodial parent cannot be
contacted, HS/EHS staff will attempt to stall or deny release of the child. It is HS/EHS
responsibility to protect the other children in our care as well as the staff. If necessary,
contact the local law enforcement officials.

10.

Staff should release the child only as a last resort; the parent and the law enforcement
should be notified immediately. Staff should be prepared to provide a good description of
the person and the vehicle license plate number.
Every situation is unique when dealing with these types of problems. Staff will need to use
good judgment, remain calm, and use different options to handle different situations.
Every effort will be made by HS/EHS staff to provide the best possible protection for the wellbeing of the children in their care, and to avoid excluding a child from the program by
helping the family seek alternative solutions for the situation through support and guidance.
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Access To Campus

FOR PERSONS WITH A PROHIBITED CRIMINAL

HISTORY/ REGISTERED AS SEXUAL OFFENDERS/VIOLENT SEXUAL OFFENDERS
PERFORMANCE OBJECTIVE: In compliance with Tennessee Licensure Rule 1240-04-03-.07, DouglasCherokee Head Start will restrict persons with a prohibited criminal history and persons registered
as Sexual Offenders/Violent Sexual Offenders from access to Head Start/Early Head Start campus
and off- campus events.
Douglas-Cherokee Head Start classifies persons with a prohibited criminal history as defined
below:
1. A criminal conviction or a no-contest or guilty plea; or any pending criminal action,
including individuals subject to any warrant, indictment, presentment, etc.; or
placement in a pretrial diversion; or
2. A pending juvenile action or previous juvenile adjudication, which, if an adult,
would constitute a criminal offense; and
3. Any of the circumstances in subparts (1) and (2) above involves any of the following
criminal offenses:
i. Any offense (including a lesser included offense) involving the physical,
sexual or emotional abuse or gross neglect of a child, or involving a threat to
the health, safety or welfare of a child;
ii. Any offense (including a lesser included offense) involving violence or the
threat of violence against another person; and/or
iii. Any offense (including a lesser included offense) involving the manufacture,
sale, distribution or possession of any drug.
4. Is listed on the Department of Health’s Vulnerable Person’s Registry.
Douglas-Cherokee Head Start classifies “registered person” as defined by Tennessee Code
Annotated:
A “sexual offender” is any person who has been convicted in this state of committing a sexual
offense as defined by T.C.A. 40-39-202 (20); or has another qualifying conviction as defined by T.C.A.
40-39-202 (2). A “violent sexual offender” is any person convicted of a violent sexual offense as
defined by T.C.A. 40-39-202 (28); or has another qualifying conviction as defined by T.C.A. 40-39202 (2).

OPERATING PROCEDURE:
A person who has a prohibited criminal history or is registered as a “sexual offender” or “violent
sexual offender” must confidentially disclose such status to Douglas-Cherokee Head Start
immediately upon enrollment of his/her child(ren). Failure to do so can result in a violation of
Douglas-Cherokee Head Start policy.
Access to Head Start/Early Head Start Campus will be restricted for all persons with prohibited
criminal history and all “registered persons” by limiting involvement to dropping off and picking
up only. Unless otherwise prohibited by law or a court ordered probation restriction, a registered
person may drop their child(ren) off at their designated Head Start/Early Head Start Campus or
pick their child(ren) up at their designated Head Start/Early Head Start Campus.
No registered person may attend any Douglas-Cherokee Head Start events on campus or offcampus.
Nothing contained herein is intended to create an obligation by Douglas-Cherokee Head Start
to identify and/or confirm an individual as a “registered person” or any individual’s criminal
history. Douglas-Cherokee Head Start reserves the right to deny a registered person access to
any Head Start/Early Head Start Campus, activity, or program, if it is deemed to be in the best
interests of other children or staff in the Head Start/Early Head Start Program.
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Discipline Management Policy
We believe that children learn best through experiences. We believe our staff must guide and
redirect the children to help them learn to cooperate with their peers. Positive educational
experiences, encouragement, good health practices, and a supportive home will enhance a
child’s development. We believe we can best accomplish this by:
1. Having a variety of activities and experiences for children.
2. By using group management techniques, limiting the number of children in each area of the
room to avoid overcrowding and to allow sufficient materials and opportunities for positive
interactions.
3. By using below state recommended adult/child ratio in most classrooms.
4. By speaking with a child if their behavior is inappropriate or if they are using materials
inappropriately.
5. By using positive language with the children to give praise for appropriate behavior. For
example: “I like the way Sue is listening.” “We walk inside” instead of don’t run.
6. After using the above techniques, if a child is still having a problem in an area of the room,
she/he may be asked to play in another area. For example: “John, this is not the way we
play in the sand, please go to the puzzle table or library.” As the year progresses children will
learn the rules and what behavior is accepted.



If group behavior is the problem, the area that has become a problem for the group is closed
and the group is divided to play in other areas.
If cleaning up is the problem for a group, we discuss the fact the longer it takes to clean after
play the longer we wait for other fun activities.

7. Sometimes just a touch on the shoulder can let a child know of your presence and this will in
turn put him/her back in task.
8. After exhausting the above mentioned methods, a child may still be having behavior issues.
If this is the case, the child will be placed in a “time-out” area or chair. “Time-out” can last 3
to 5 minutes depending upon the age of the child. The child will be informed that when
they have calmed down they may return to play. If the child begins to tantrum aggressively
(hurting others, materials, or themselves) or trying to run from staff and not calm themselves
after a warning, then the parent will be called. Staff cannot restrain children. Staff can stop
the child from hurting others or trying to run away. The child may be removed from the
classroom for safety reasons but will always be supervised. Our goal is for the child to learn
self-control and to learn to calm themselves. If the child displays extreme behavior issues
then a parent/teacher conference will be requested so a plan to address behavior issues
will be completed.
9. If a child has consistent difficulties in the class, the child and parents would discuss the
concerns with the Mental Health Consultant. A child would not be referred without parental
permission. A team decision is made as to referral process and if Head Start is the
appropriate placement for the child.
10. Please be advised that under the law and Head Start regulations any form of hitting,
corporal punishment, abusive language, ridicule, harsh or humiliating or frightening
treatment, is illegal and against our policy. This applies to staff as well as parents
volunteering in the classroom.
Remember, we try to be consistent in our behavior techniques and class rules so children will
know what we expect of them. If you have any questions about your child’s behavior, please
don’t hesitate to ask the teacher.
40

Pedestrian/Bus Safety Education Training
Purpose:
To ensure the safety of the children and families that we serve and to improve the quality of our
transportation services.
General Safety Rules:
 Stand Back from the road while waiting on the bus.
 Wait until the bus comes to a complete stop, the stop sign is out, and the bus door is
open before approaching the bus.
 Please hold your child’s hands when:
the bus is approaching
while loading and unloading
 If crossing the street, look to the left and right to make sure that no traffic is coming.
Make sure to stay 10 feet from all sides of the bus. Ten feet from the front, sides and the
back are the dangers zone and need to be avoided.
 An adult should always accompany a child while crossing the street at any time.
 Be ready at your designated pick up location and time.
 Be patient in the event the bus is off schedule.
 If child is brought in by a parent, the parent must hold the child’s hand at all times until
the child is safely in the center. Same rules apply for bus or parent transports.
 Never leave your children unattended for any reason.
Safe Riding Practices:
 Obey the driver and bus monitor at all times
 Stay seated
 Stay buckled
 Keep hands and feet to yourself
 Talk quietly
I have read and understand the General Safety Rules and Safe Riding Practice and will adhere
to them whether I transport my child or my child rides the bus. Bus services are not provided at
every center. Centers that do provide transportation have an assigned route that may not pick
up in your area; therefore, you may be responsible for transporting your child to and from the
center. Field trips are taken occasionally so it is of upmost importance for all parents and
children to know and follow this safety rules. Please note that failure to follow these safety rules
may result in suspension of services.
__________________________
Parent or Guardian’s Signature

______________________
Date

___________________________
Child’s Name
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Bus Evacuation
PERFORMANCE OBJECTIVE: A bus evacuation drill will be conducted according to the employee
calendar. One will be conducted from the front door of the bus, while the next scheduled one will
be conducted from the rear door of the bus using the following procedure:
PROCEDURE:
Front Door Evacuation: The bus driver will exit the front door first, taking the bus attendance log. The bus
monitor will send the children off the bus, one at a time, in an orderly manner. The driver will check
the children off as they exit the bus. The children will line up behind the driver and hold hands until
the driver has checked all children off and can take them to a safe place away from the bus. The
bus monitor will then inspect the interior of bus to make sure all of the children have exited the bus.
While the bus monitor is making the final check of the bus, the driver will check the attendance log
to ensure that all children are accounted for.
Rear Door Evacuation: The bus monitor will exit the rear bus door, taking the bus attendance log. The
driver will send the children to the rear of the bus and help them exit one at a time in an orderly
manner. The bus monitor will assist the children off the bus. The bus monitor will check each child off
the bus and the children will stand behind the bus monitor and hold hands until the bus monitor can
take them to a safe place away from the bus. The driver will then inspect the interior of the bus to
make sure all the children have exited the bus. While the driver is making the final check of the bus,
the bus monitor will check the bus attendance log to ensure that all children are accounted for.
With each evacuation drill, always make sure that the children are accounted for and are away
from the bus in a safe place.
For Children with Disabilities: A responsible adult will be assigned to a child whose abilities could limit
them from exiting the bus on their own. An Individual Transportation Plan will need to be completed
and sent to Central Office to be approved by the Special Services and Transportation Coordinators.
The bus evacuation drills should be timed and documented on the correct form. At the end of the
month the evacuation drills will be sent to the Transportation Coordinator.

(Picture of the DANGER ZONES around a bus)
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Parents Responsibility for Transportation
PERFORMANCE OBJECTIVE: In order to safely transport children to and from school each day,
parents or guardians must be aware of and practice the loading and unloading Policy. Early
Head Start: Transportation is not provided. Transportation will be provided to and from health
and social services only when no other means are available. However, EHS children 3 year of
age and older may ride the bus on occasion, such as a field trip with HS. Disability: A plan for
Parents/guardians with disabilities will be designed on a case by case basis to meet the
individual needs of the person with the disability, their child, and their family.
PROCEDURE:
1. All Head Start/Early Head Start children must be accompanied by a responsible adult while
loading and unloading the HS/EHS school bus.
2. The parent or guardian will assist their child on and off the school bus steps and to and from
the bus assistant.
3. Whenever the child is released from the parent in the morning, the parent or guardian must
sign their first and last name on the transportation log. Whenever the child is released from the
HS/EHS monitor to the parent in the afternoon, the parent or guardian must sign their first and
last name on the transportation log.
4. No one other than the assigned persons can receive your child from the school bus.
5. Head Start: A parent or guardian must supply a list of three (3) responsible persons who have
agreed to accept the child as an emergency contact/alternate drop. These names must be
filled out on the Authorized Contacts and Emergency Permission Form. This form must be kept
up to date. Parents are responsible for notifying staff of any changes throughout the year.
The teacher will ask for the parent or guardian to update this form during the fall conference
and at mid-year. A copy of this form and all updates will be kept in the child's file in the
classroom, the field trip notebook and on the bus in the Emergency Contact folder.
6. If the parent or guardian cannot be at home at the appointed drop-off time, the child will be
taken to the emergency contact/alternate drop designated by parent.
7. If no one is at home and there is not another designated person, staff will bring the child back
to the center and the teacher will call the parents to inform them that someone will need to
pick up the child.
8. If you are uncertain that an adult is present when you pick-up/drop off a child, then the
following steps need to be taken.
1. Call the Family Service Worker and wait on him/her to arrive before continuing on
your route. If FSW cannot be reached, then immediately call Central Office report
situation to FCP Coordinator or the Director.
2. FSW will knock on the door of residence to see if someone is in fact at home.
3. If child is determined to be alone, then immediately contact DCS and follow their
instructions.
4. Call Central Office and report the situation with FCP Coordinator or Director.
9. Bus stops will be selected for safety and, all persons must work together to ensure the area is
free of any obstacles and that there will be a safe pickup/drop-off place.
10. Parents will be informed of expected bus arrival times and should be at the bus stop ready to
load and unload your child. The driving staff will adhere as closely as possible to these times
each day. Due to strict time limits, the driver will blow horn one time and wait three minutes
for parent to acknowledge presence of bus.
11. Parents can only pickup and drop child off at their designated location. If the parent is late to
stop and the bus has already left, parents will have to transport child to the center.
12. If for any reason the parent or child cannot cooperate with the transportation policy, HS/EHS
will be unable to transport your child on the school bus.
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Arrival/Departure for Car Riders
PERFORMANCE OBJECTIVE: The center sign in log will be completed to assure that all children being
transported by their parent or guardian to a Head Start/Early Head Start site have accurately been
accounted in the adult/child ratio. The center sign out log will be completed at departure to assure
each child has safely exited the classroom with an approved adult thereby eliminating the possibility
that any child would be left unattended in the classroom.
PROCEDURE:
1. Children cannot be accepted earlier than the designated arrival time for the center. If you
arrive before the designated arrival time, you will be expected to wait in your car with your
child.
2. Immediately upon arrival, the parent must sign their first and last name on the sign in log with
the time of arrival to the center. Once the child has been signed in by the parent, the child will
immediately be counted in the adult/child ratio.
3. Parents are to notify the center of any changes in work or home phone numbers so that you
may be reached in an emergency.
4. A brief health check will be conducted on each child daily. A child may not remain at the
center if he or she is thought to be ill.
5. The teacher will complete a head count to ensure the number of children present in the
classroom is accurate and update the total number of children present on the classroom
board. The teacher will then document the child as present on the attendance.
PROCEDURE: Sign-In Log for Afternoon Pick Up
1. Parents must fill out an authorization form or send a note to give a person (other than the
parents) permission to pick up their children. The person picking up the child must show
identification, sign the child out of the center, be at least 16 years old, and have a valid driver’s
license.
2. Parents will sign their first and last name on the sign out log with the time of departure from the
center.
3. The teacher will complete a head count to ensure the number of children present is accurate
and change the number of children present on the classroom board.
4. In the event of a late pick up, a child will NOT be placed on the bus to ride the route while
waiting on the parent to arrive at the center.
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Standard of Conduct
All staff, consultants, and volunteers must abide by the Douglas-Cherokee Head Start/Early Head
Start standards of conduct during all times while working or contracting services for the program.
Knowledge
All employees, volunteers, and consultants agree to have a basic knowledge of performance
standards and the policies and procedures implemented by the program and verbalize the
program philosophy.
Employees, volunteers, and consultants also agree to have knowledge of the ethnic and cultural
backgrounds of families served.
Responsibilities
Must not solicit or accept personal gratuities, favors or anything of significant monetary value
from vendors, contractors, or potential contractors.
Respect and promote the unique identity of each child and family served in the DouglasCherokee Head Start/Early Head Start Program
Refrain from stereotyping any child or family member based on gender, race, ethnicity, culture,
religion, or disability.
Agree to follow the program’s confidentiality policy at all times and refrain from any type of
“gossip” concerning children, families, and Head Start/Early Head Start employees.
At no time will staff leave a child alone or unsupervised while assisting with the care of the child
or supervising children.
Agree to use positive methods of child guidance and not engage in any type of corporal
punishment. This includes but is not limited to emotional or physical abuse, humiliation, or isolation.
This includes never using food as any type of punishment or reward.
Never refuse a child the opportunity to fulfill a basic need.
Consequences for Employees Violating the Standard of Conduct
Failure to abide by the Douglas-Cherokee Head Start/Early Head Start standards of conduct will
result in disciplinary action. This action will be consistent with the seriousness of the violation and
will follow the disciplinary action policy in the Personnel Policies. Disciplinary action can begin at
any step in the procedure if the Executive Director feels that the nature of the violation justifies a
change from the normal disciplinary procedures.
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Code of Conduct for all Persons on
Head Start Property
Courteous and respectful behavior between and among all program participants is
essential for DCEA Head Start/Early Head Start to achieve the program’s mission and to
provide a safe and positive environment for the children, families and staff. Employees,
parents/guardians, volunteers, participants, and anyone else involved with the program
are expected to follow the Code of Conduct outlined below.

1. Observe posted safety rules and regulations.
2. No alcohol, illegal drugs or weapons while on Head Start premises or while participating in a
Head Start event.
3. Parents/Volunteers/Staff may not use abusive, obscene, and/or profane language on Head
Start property or while participating in a Head Start event.
4. Parents/Volunteers/Staff may not threaten, coerce, intimidate, or harass others on Head Start
property or while participating in a Head Start event.
5. Physical violence, quarrelling, verbal fighting, loud shouting, and inappropriate displays of
anger will not be tolerated.
6. Please refrain from inappropriate dress, including, for example, a low-cut top, bare midriff or
clothes with words or pictures inappropriate for young children.
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Confidentiality Policy
Policy
Families have the right to protection of personal information in their relationship with Head
Start/Early Head Start during and following the process of obtaining services.
1. DCHS/EHS will collect all information that is relevant and necessary to accomplish the goals
of HS/EHS families. Parents will be used as the primary source of information about themselves;
and the information sought from the family will be limited to that which is essential for services.
2. Parents and other volunteers are prohibited from viewing records other than those of their
own children.
3. Family information will be available to HS/EHS employees with the understanding that they will
respect the right of privacy for each parent and child.
4. Employees will not reveal any information they may have access to that would breach this
confidentiality policy or procedure and infringe on the right to privacy of the parent,
volunteer, or child.
5. Files containing confidential information on children and/or staff will be locked when not in
use; access to the file keys will be closely monitored.
6. Children's health, education, disability, and social services records will be open only to HS/EHS
staff and special consultants on a "need to know" basis (to the extent necessary to provide
services). Appropriate Coordinators will view records periodically in relation to their
component area. A "Review of Record Form" must be completed and signed before access
to records may be granted to a staff person not directly associated with that component
area.
7. Written permission must be obtained from the parent /guardian before releasing any
information regarding a HS/EHS child/family. (Please refer to Procedure VII A for incidences
where permission is not needed).
8. When a family expresses a need or a concern, other agencies and individuals should be
consulted only with the family's consent and within the limits of that consent.
9. Any verbal or telephone requests from someone not associated with HS/EHS for personal
information concerning a child, parent, or employee should be referred to the appropriate
person at Central Office. This will help to avoid accidentally releasing confidential information
to an unauthorized person.
10. Any information received in confidence that could lead to a person being harmed must be
brought to the attention of Central Office.
11. DCHS/EHS will impress upon parents and staff the importance of confidentiality and work
together to maintain confidentiality.
Breach of Confidentiality

Any violation of the confidentiality policy is subject under law as a criminal offense with the
following actions possible:
A. Job dismissal for failure to follow the agency's regulations or professional
standards.
B. Conviction of a misdemeanor for violating certain confidentiality laws.
C. The client can sue the employee who divulges information wrongly.
D. Lawsuit for damages or for the invasion of privacy.
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No-Smoking Policy
PERFORMANCE OBJECTIVE: Douglas-Cherokee Head Start/Early Head Start strives to provide and
maintain a safe and healthy environment for children. It is with this in mind that a No-Smoking
Policy was adopted.
PROCEDURE:
There will be NO SMOKING or VAPING on the grounds of any DCEA Head Start/Early Head Start
facility when children are present on the premises. (This includes children who may still be in their
parent’s vehicle, or children visiting with a parent filling out an application.) Staff may leave the
premises when on their 30 minute break to smoke or vape. Staff may only smoke or vape in the
designated areas when there are no children on the premises.
If a staff member is found to be smoking or vaping on the premises at a facility when there are
any children present, he or she will be immediately sent home (unpaid disciplinary leave) for the
rest of the day. Any member of management, including Area Managers and Education
Manager has the authority to send staff home for this reason. Second occurrences will result in
further disciplinary action, up to and including termination.
Parents, volunteers, and visiting community members are also expected to follow this policy.

Health Policy for Volunteers in the
Classroom
According to Head Start Performance Standards, a Volunteer Program including parents and
community persons must be an active part of the HS/EHS Program.
Licensing requirements of the State of Tennessee Department of Human Services pertaining to
Day Care Licensing states:
Each volunteer who is in contact with the children thirty (30) or more calendar days per
year must have on file evidence of a tuberculin screening, or test or chest x-ray (if
indicated) with negative results, in accordance with Department of Health and
Environment recommendations. (See Appendix 6-B)
Therefore, all persons who volunteer one day per week in the center are requested to obtain a
tuberculin screening, and test or chest x-ray (if indicated) with negative results and this should be
displayed in the center. The tuberculin screening, and test or chest x-ray (if indicated) may be
obtained at the Health Department.
It is the responsibility of the person seeking to volunteer in a HS/EHS classroom to obtain this
information and present it to the Lead Teacher at the site where the volunteer will be stationed.
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Lice and Other Insect Policy
Classroom lice checks should only occur at the end of the class day. If a child has lice or nits,
the parent should be informed when the child is picked up or taken home. The child must be
treated before returning to school. As many families choose to use non-pesticide alternative
treatments (such as mayonnaise, olive oil, or combing), proof of treatment will be the child’s
head being free of live lice and greatly reduced in the number of nits. If the child is allowed to
stay, the parent must be informed that any remaining nits should be removed before returning,
and that the child’s head will be checked again the following day. If there are questions the
Health & Nutrition Coordinator should be called.
Individual checks should only be done if a child is observed scratching, and should be done in
a private area of the classroom. If live lice or nits are found, staff may call the parent to inform
them that their child has lice or nits, and told that staff checked the child because he/she was
scratching and appeared uncomfortable. The staff will inform the parent that they may come
pick-up their child early or wait until the usual pick up time (either by bus or parent
transportation).
Parents should bring their child upon returning to school when possible. If parent transportation
is not available, the Health & Nutrition Coordinator may give special exemption to return on the
bus, and give instructions to staff based on each individual situation. The parents should be told
to bring their child at a time when TWO staff will be available to check the child’s head WITH
THE PARENT THERE. The parent should stay until the child’s head has been checked and
determined to have been treated. The child’s head should be checked every morning upon
arrival to ensure the number of nits is decreasing and no more bugs are found. Once no bugs or
nits are found, the child’s head should be checked every morning for two weeks to monitor for
re-occurrence.
The teacher will notify all parents when a case of lice is discovered by sending home the notice
typically used to inform parents of infections and/or diseases. The Family Service Worker and/or
Teacher will provide information on getting rid of lice to parents on an as-needed or requested
basis.
If the child is determined to have NOT been treated, he or she will not be allowed to stay. After
two days of the child returning and having not been treated, the Health & Nutrition Coordinator
and/or the FCP Coordinator should be called by the Family Service Worker.
Bed Bugs/Ants/Fleas/Roaches/Other Pests:
A child WILL NOT be excluded for living in a home which is infested with pests. If the child
attends school and has two or more individual pests crawl off of the child, or be found on the
child or in the child’s clothing or hair, the parent will be called and asked to pick up the child
and make sure the child does not have pests on their person when returning to school.
The classroom staff will inform the Family Service Worker of the situation. The Family Service
Worker will contact the family to help find solutions to the pest problem.
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Written Procedure for Hearing and
Resolving Parent and Community
Complaints/Grievances
The classroom teacher should be contacted or consulted if there is a complaint/ grievance by a
parent or community person.
If the nature of the compliant/grievance is such that it can be answered by applying the Head
Start/Early Head Start Policies, this information should be given to the parent or community
person.
If the nature of the complaint/grievance is not covered by a Head Start/Early Head Start Policy,
the Area Manager, or EHS Site Supervisor must be contacted immediately.
All complaints/grievances will be brought to the attention of the Area Manager or EHS Site
Supervisor.
The Area Manager or EHS Site Supervisor will address the situation with the person making the
complaint/grievance.
The Head Start/Early Head Start Director will be consulted. At the director’s request appropriate
Coordinators may meet with the director to review the complaint/grievance.
At the discretion of the Head Start/Early Head Start Director and the Douglas- Cherokee Executive
Director, the Policy Council may be made aware of the complaint/grievance.
The Head Start/Early Head Start Director will then take action to resolve the complaint/grievance.
The final action will be based on the information received, existing Head Start/Early Head Start
Policies, and advice of Policy Council and/or Executive Director.
An appeal of the decision of the Head Start/Early Head Start Director may be made to the Policy
Council, and after review the decision of the Policy Council will be final.



Must Be Voted On By Policy Council Annually
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Fund-Raising/Donation Policy
Fund-raising activities will not be permitted. Donations of cash/goods done in the name of
Douglas-Cherokee Head Start/Early Head Start must be handled in a consistent and professional
manner.
Staff and parents are not permitted to solicit funds; however, it is appropriate to make the public
aware we accept donations through personal contacts. Examples might include:
 VAP (Volunteerism Always Pays) program through local Wal-Marts encourages employee
volunteerism in the community. A monetary donation may be made based on the
volunteer time given by the Wal-Mart employee.
 Staff or parents may be affiliated with or have contacts with community leaders and civic
organizations that may have an interest in making a donation.
 Local churches may be interested in contributing to a classroom (especially during the
holidays).
 Local restaurants may offer to donate a meal or give a discounted rate to provide a
cultural experience for the children and/or parents.
 Relatives of staff or parents may be interested in sponsoring a special activity for the
children and/or parents.
The procedures for handling donations are:
1. Record on the Classroom Fund Ledger the amounts received and attach a copy of the
check, shopping/gift card or receipt that money was received.
2. Send donations (checks/cash) and a copy of any donated shopping/gift card to the
Parent Involvement Coordinator or Finance Manager.
3. Complete a “Request for Funds” and fax to Parent Involvement Coordinator when funds
are needed. (This form is also required when you are ready to use a shopping/gift card.)
Shopping/Gift cards should be used within 30 days of receiving.
4. A limit of twenty dollars per child is allowable for Christmas gifts. Preferably funds should
be utilized to provide opportunities to participate in and benefit from periodic field trips
that enhance and expand the learning environment.
5. Send original receipts to Parent Involvement Coordinator and attach a copy to the ledger
sheet once expenditure is complete.
6. Complete a Volunteer/In-kind form upon expenditure, if allowable.
7. A copy of the Classroom Fund Ledger will be submitted to the Parent Involvement
Coordinator at the end of December and the original at close-out in May. The teacher
will maintain a copy for her records with copies of receipts.
8. Balances may be carried over to the next program year.
Any monetary donation must be treated as program income and can only be spent for
purposes related to the Head Start/Early Head Start program to be counted as In-kind. There
are some activities that are acceptable but not allowable as In-kind (i.e.-Christmas gifts, T-shirts
for End of Year Celebration). Teachers must work with the Parent Committee and should ask for
assistance from the Parent Involvement Coordinator if any questions arise or if parents have
ideas/suggestions in conflict with established policies/Head Start Performance Standards.
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Holiday Celebration Policy
Policy
To select and celebrate holidays that are culturally relevant to the group for the overall purpose
of building a sense of community, family, and togetherness without consuming the curriculum.
Holiday Celebration Objectives









To demonstrate that different beliefs are valued and appreciated
To respect the diversity of a particular group
To validate a child's and family's holiday experiences
To expose children to different ways of celebrating the same holiday
To connect children's lives at home with relevant school experiences
To affirm a family's values
To promote thoughtful and meaningful dialogue between staff and families
To limit the number of holiday celebrations to ones that have significant meaning to the
children and families.

Procedures
1. Obtain information from families about their holiday customs and traditions.
2. Discuss and decide which holiday celebrations will be included in the long-range curriculum
plans.
3. Obtain accurate information about holiday customs and traditions as it relates to how
individual families celebrate.
4. Involve parents/guardians in the implementation of holiday activities.
5. Select activities that are developmentally appropriate and within the scope of young
children's understanding (see attached Holiday Ages & Stages).
6. Select a few activities and/or experiences that are related to the holiday celebration rather
than planning a week long theme around a particular holiday.
7. Provide nutritional foods in relation to the holiday celebration.
What to Avoid









Candy Treats (All Holidays)
Stereotyping a particular ethnic group or culture
Portraying one holiday as more important than another
Requesting money or treats from parents for celebrations/field trips
Halloween costumes & masks
Excluding children or families
Teaching religious aspects of holidays
All outside food purchases or donations.

Note: The overall purpose of developing a Holiday Policy for Douglas-Cherokee Head Start/Early
Head Start is to improve the quality of services to the children and families by providing "more
appropriate holiday celebration experiences." If we all agree to keep this thought in the back of
our minds and maintain a positive attitude this change will not be difficult.
Early Head Start: Infants and Toddlers can be easily over stimulated and do not react well to
drastic changes in their environment and routine. Please use caution when considering Holiday
activities.
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Holiday Ages and Stages
Two Year Olds




Enjoy being with family on holidays.
Catch excitement from adults but do not understand what is going on.
May be over stimulated or upset by too much change in their routine.

Three Year Olds







View holiday celebrations in terms of their own family experiences
Are egocentric and think that everyone celebrates what they do and in the same way
Need to see their family's special holidays reflected in their school environment, especially
if the holidays are not usually visible in our society
Learn from holiday activities that are concrete, accurate, and connected to their own
experiences
Understand and respond to the feelings holidays bring, rather than to the reasons people
celebrate
May not remember anything about a particular family celebration from last year

Four Year Olds







Continue to view holidays primarily in terms of their own family experiences
Continue to need to see their family's special holidays reflected in their school
environment
May remember a celebration from last year and look forward to it
Begin to realize that some people celebrate holidays other than their own, and celebrate
in different ways
Can talk about similarities and differences among holidays that connect to their own
experiences
Understand simple (and accurate) information about the meanings of holidays

Five Year Olds






Enjoy celebrating holidays with friends as well as with families
Continue to need to see their family's special holidays reflected in their school environment
Enjoy preparing for celebrations by making special foods, decorating, etc.
Want celebrations to be consistent "like last year"
Begin understanding the historical or social reasons why a holiday is celebrated

Taken from Celebrate! An Anti-Bias Guide to Enjoying Holidays. By Julie Bisson
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Douglas-Cherokee Head Start/Early Head Start
Parent Suggestion Form
Douglas-Cherokee Head Start/Early Head Start is always striving to do a better job for our children and
their families. As a Head Start parent, we welcome your suggestions/concerns anytime. We are always
looking for new ideas to use in our classrooms, parent trainings and staff trainings. Please send in any
suggestions/concerns that you have. Turn this form in to your teacher, family service worker or mail to:
Douglas-Cherokee Head Start/Early Head Start 127 Cedar St. Morristown, Tn. 37814
Attn: Parent Involvement Coordinator
Parent/Child Name___________________________________________________________________________________
Classroom____________________________________Teacher________________________________________________
Suggestions for classrooms____________________________________________________________________________
______________________________________________________________________________________________________
______________________________________________________________________________________________________
Parent Enrichment activities___________________________________________________________________________
______________________________________________________________________________________________________
Parent Trainings_______________________________________________________________________________________
______________________________________________________________________________________________________
As a parent, I’d like to learn more about: (Please list specifics)

□ My rights as a parent:____________________________________________________________________________
□ How to further my own education:_______________________________________________________________
□ Head Start’s Menus______________________________________________________________________________
□ Volunteering in classroom _______________________________________________________________________
□ Getting my child interested in learning i.e. home activities_________________________________________
□ Other; explain___________________________________________________________________________________

We also realize that you may want to express some concerns that you may have. Please feel free to let us
know those too.
Concerns____________________________________________________________________________________________
______________________________________________________________________________________________________
Thank you for all that you do for your child and for our program. Without your help and support our
program could not function. Again, thank you!! Remember, we welcome volunteers daily! Parents are
invited to visit the classroom and examine the curricula and instruction materials at any time.

*Policy Council Minutes and Parent Resources are located on the
Douglas-Cherokee HS/EHS website at www.dceaheadstart.org*
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This Parent Policies Manual is a guide for parents of children in Head Start/Early Head Start. It
outlines some of the requirements Head Start/Early Head Start must follow in order to meet
federal and state regulations. Its purpose is to inform you of your responsibility in helping us
follow these Head Start/Early Head Start Policies.

NOTES
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Douglas Cherokee Economic Authority
127 Cedar Street
PO Box 1218
Morristown, Tennessee 37816
Phone:
1-423-587-4501
1-866-631-4126
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