


welcome!

My Child’s Center:

My Child’s Center Address, City, Zip:

My Child’s Center Phone #:

My Child’s Center’'s Email Address:

My Child’s Teacher:

My Home-based Coach:

My Child’s Center Specialist (If Center-based or Child Care):

My Child’s Family Advocate:

My Child’s Health Advocate:

My Child’s Center hours are: a.m. to

p.m.

My Child’s days at the center are:

Full Day Preschool: Monday through Thursday

Child Care: Monday through Friday

Home Based: Scheduled visits and scheduled Play Groups

Center designation for emergencies:

(List location where children are taken in case of an emergency)

Attention:

It is important to call your child’s Center if your child will be absent.
Consistent attendance is very important for your child’s learning and

skill building.



Table of Contents

DT gl o= T (=T 01 7L CTU =T (o (=1 o TR 6
What is Ohio Early Childhood EAUCAtION (ECE)? ..ottt 7
WhaL IS HEAA ST (HS)7 ..ottt bbbt eb e b e bt e et b e b e b sr et et e ene e 7
What is Early Head Start (EHS)?.......ooeeieece ettt sttt et s b e e be s st e st e st e e stessesteenaensessaensesenns 7
What to Expect from my CeNLEr SPECIAIIST .....cccuiiiiiciiee et e et e e e st te e e s stae e e e rbseeesstaeeesnsbaeeesnnaeeeaas 8
What to Expect from my Child’s TEACKET .....cooeiiiieeee ettt e e et e e e et e e s atae e e e s asbeeesntaeeeanssaeesansseeenas 9
What to Expect from my Family’s HOmMe-base COACH.........coii it e e e e e e e rre e e e e e e 10
What to Expect from my Family AQVOCAtE ....ccocuviiiiiiiie ettt ree e et e s s e e s s sab e e s sabeaeesabeeeessaneeessnnsenas 11
What to Expect from my HEalth AQVOCATE ....coouviiiiiiiee e s e st e s st e e s s bee e e e s abeeessnareeas 12
(CTo L= RS Tr= o o I od aTH Lo z=T 0] ] 128 RS RS 13
(o T 1= 1 1 © ] o1 410 1R 13
PlACEMENT PrOCEUUIE......ceieiteteeee ettt a bt b e et bt s e bt sb e b e st e s et e st e bt eb e b e ss et e e eneenes 14
AAMISSION <ottt b bttt a e e bbb e b e e e s e e st e bt eh e b et e b es e eh e e bt e b e e b e e e e et eh e e bt e bt st et et e et ene et enes 14
SUSPENSION/EXPUISTON ...ttt bt bt et ettt b e s e e b e e e e e st e bt sbesb e b et e e ene e 14
Child Care Licensing/Step Up to Quality and National Association for the Education of Young Children

ACCTEAITAION (NAEYC) ..ottt ettt h bttt b bt b e st b et b e e bt bt e b et et et e st ebeeb e e b e nre s enneneenes 15
Parent ROSTEr INTOIMETION ..c.oouiiiieee et bbbt s b e s b b et e st bt be e s e e ens 15
Licensed Capacity and AdUI/CRild RALIO .......ccooeiiiiiiieeecee et 15
Ohio’s 5-Star Quality Rating System and NAEYC AcCreditation ........cccooevieeevineeceseceeeseseeese e 16
Attendance Procedures for Full Day, Center-based and All-Day Learning (Child Care) ........cccceeevevenvennee. 17
INCIEMENT WEALNET ...ttt b e e b e et e b e b e bt b e e e et e bt eb e e b et e s e e eneeneenes 17
(72T oY =T S O Lo 1= 1 o o ST 18
Orientation and Family CONNECTIONS MEELING ....c.coviiuiiiieieirertetcee ettt s nae s 18
SAMPIE DAY SCREAUIES ..ottt s e e s be s te et et e s e esb e teeseentesteeseensesseeseensesseessensenns 18
TUILIONTFEE POLICY oottt ettt et ettt et e st e st e e st e s tesasess e beesaessesbeensesseeseensenseeseessesseeneensessenseensens 20
YU =T VAT Lo T g 1o @4 o 1Ko L= o 1o ST SRS 20
ATTIVAI/DEPAITUIE ...ttt ettt h bbb st e st e bt bt b e s e ea s e s e e st eb e e bt s b e b e b en s e st e bt sb e e b et e s enseneeneenes 20
Children Arriving to the Center from Other ProgramsS ..ottt 21
REICASE OF CRIATEIN ...ttt b e st bbbt a e b e e e et e st eb e e b b e s et e e eneenes 21
EMErgenCy TranNSPOITALION ....cceceeciiceeeecteeiete sttt ettt et e st et e e e st e s be e besteesaessesseessessesseessassessaensessesseessenseannansenees 21
e T T o T o) ST 1] 4 RS 21
(OLUESY oo AV A AN o T =T=T 0 1= 0 =TSSR 22
TTANSITIONING oottt e b ettt h e bbb e s e st e st e bt e bt eb e b et e e ea e e bt e bt eb e st e s e s eseebeebe st e nsennenneneenenbeas 22



(O Y1 o I AN o TUET = 2 LT oo ] 4] o Yo [P S 22

Swimming Information and WaLEr SAfELY .......cc.oceeiiiieiee ettt a e te e sae s e sreenaens 22
Social and EMOotioNal DEVEIOPIMENT ....c..c.eiiiiiieeeeee ettt sttt b e besee e seebeenentens 23
CONSCIOUS DISCIPIINE ettt h e bt b e e et et e bbb e b et e s e s e bt nb e st e b e s e e enene 23
Discipline Techniques: Appendix A t0 Rule 5101:2-12-19........ccccirireiieinieereerereeeiee st s 25
ACCIAENTS ANA EMEIGENCIES ..ottt ettt et s et et e s re et e bessaesse s b e esaessesseessesesseessessesssenseseensensenses 26
MaNAGEMENT OF HIINESSES ..ottt et e st e e be s re et et e ese e sesbeessestesteessensesseessensesnnansenen 27
When a Child is Exposed to a CommunNicable DISEASE ........ccocveviiieeeeiiieeese et 27
Returning to the Center after @n HINESS ...ttt st e s etesaeeneeneas 28
L gl oToT = L A = Tod o =L S 28
SEAFT MEAICAI TTAINING ettt b bbbt e b e bt s e et e st s e e bt b e sb e b e e e e ese e st sbesb e b e s e e enene 28
Playground Safety and OULAOOF PIAY ......ccoouiiiieieiiceee ettt ettt sttt te s te s e b e sre e s e besseenaeseesreennas 28
([0 1ETe b N A @ =T o T = Lo RS 29
Services for Children wWith SPeCIal NEEAS ..ot e 29
DIapering/TOHELING NEEUS ..ottt s b bttt h bbb et et et e st e bt be st e s e e ennenis 30
Picture Taking and SOCIAI MEAIA........c.coci ittt ettt et s te st e sesbe e st ensesseeneesesseenean 30
Guidelines for the Staff & VOIUNTEEIS ...ttt 31
Guidelines for Special Outing and RoOUtINE FIeld TIPS oottt st 32
Child Guidance & Management for the Staff & VOIUNTEEIS.......coioieiiiceec e 32
Parent/Community GrieVanCe PrOCEUUIE.......cc.cou ittt st ene e 33
EUCALION .t b b bt h e bbb e e et e st e bt bt b et e b e e st h e bt et n et et n bt enes 34
Child LEarNing OUTCOMES .......coiieieeseetee sttt ettt et e s st et e te s et et e ste s st ensesesntenseseeneensesseentensesseentensesseensensenns 34
DIV aCT KoY o] g L=t gl €= LS Tod =T T o =SSR 35
WWNAE 1O WA ...ttt ettt b bt b et bbbt b bt d bt e bbb bbb bt en bt ne b s 35
TOYS FIOM HOMIE ottt et e et e st e st e e st e beeasess e beeseessesteessessesseessensesseessesseaseensessensaensans 36
HOMIE VSIS .ttt sttt h e b bt e bt e bt b b e s e e e e s e bt e bt e b et e s e e e st ebe e bt st e b e e e s eneenenaeanes 36
Parent TEACHEr CONTEIENCES ..ottt b ettt b e bbb e et e st bt bese s e e e ens 36
Special Information for the Home-Dased OPtion ... 36
HEAITIN SEIVICES ..ottt bbbttt b bttt sb et b bt be e 37
M MIUNIZATIONS .ttt b bbb bbb bt e bt b s bbb bt e b bt st bt bbb bt sb bt b bt na b n e 38
HEAITI RECOIT ...ttt b bbbt b bbbt b bt bbbttt b et n bt e b s 38
Dental Exams and Dental Tre@tMENT ..ottt b e ene e 38
IMIBAI SEIVICE ..ttt sttt a bbb e b et e bt e bt b b e s b e e e s e e ae e bt e b et e b e e eaeea e e bt e et n e e et eneene bt enes 39
ClassSroom COOKING EXPEIIEINCE .....oiiieeieeie ettt ettt sttt e et e e st esteeaestesreestesteesaesbesteesaessessaessessessaessessesseensessensenns 39



(o To Yo I AN L=T o N ST o= ToT = L D= R 40

(o To Yo BT =T RV ot =T =T o U T =T g 1= o | R 40
SpeCial POIICIES FOI NULIITION ..ottt sttt b e b b et eb e sb b e e e 40
Administering Medication and SPECIAl DIBTS.......c.cciviriiiirirreeeee ettt 40
Child and Adult Food Care Program Non-Discrimination Statement ...........cccocevereveneienineneneneeeeeeeneene 40
IMIBINTUS ..t b e et b e bbb a e b h e e R b E e R b bR e s bR e b e nE e R s b sh et b e b s e b r e 41
Parent ENQAGEIMENT .. ..ottt ettt sttt et st e bt e e st e e sabeesbe e e sateesabeesabeesssseesateesabaeeseeesabeesaseesbeeesaseesseeenseenn 42
Parent Committees/Parent Meetings/Family Fun Events/Parent Cafes .......cccocovveveviievcceceecese e 42
Policy Council in the GLCAP Counties and Policy Committee in Lucas County ......cccocevveevevieneenieneeeeene 42
CONLIIDULIONS 8S IN-KING ...ttt b e ettt b e b b e b e e et seebesb e b e e e e ene e 43
The Head Start Parent, Family, and Community Engagement Framework/OutComes..........ccccevevervevenenne. 43
SOCIAl SEIVICES/FAMIIY SEIVICES ....uoiiiieieiecectteeste ettt ettt e s te et e s besteestesbe e s e esbesteessesbesseessestessaessessesseensessessaans 44
SCHOOI REAAINESS GOGIS ...ttt b bbbttt b et b e b e eb s 44
Child Records - Parental rights Procedure for GLCAP Early Childhood Program.........cccecceevvirvenvncecnenne. 44
Q) INSPECT TECONU. ..ttt sttt ettt b e bt bt e e st e st e bt e b b e e et eae e bt e bt e b e s e b e e eseebe bt sbens et enseneeneee 44
Center Parent Information Required by Ohio Administrative Code .......coovvieveiieieeeneeeeeeeeee e 45
Center List/Important PRONE NUMDEIS ..ottt sttt e st st e e s e aesaessa e sesaeesaesesreensans 47
Ohio WIC (Women, Infant and Children) Program ........ccoceeciiiiieriiiieeeiiseeeese st sre s eee st sseesae e aesaesreesaensens 48
Child and Adult Care Food Program, Building for the FULUTE..........cooiriieiece e 51
GOoOd HYGIieN@ iS 1N YOUI HABNGAS ..ottt sttt et e sbe et e seeseeneesesseensesseeneensessesneans 54



Dear Parent/Guardian,

Our goal is to provide quality services to children and families. The Family Handbook explains
guidelines about the Ohio Early Childhood Education Program, Head Start and Early Head Start
Program that is serving you and your family.

Please take time to read the School Readiness Goals that are available at your child’s center. These
goals discuss the learning goals that your child and family will experience this year.

This can be an exciting year for you and your child. Your child has the opportunity to learn through
Education and Early Childhood Development Services. As a parent, you will have the opportunity to
participate in your child’s learning experiences as well as activities that are provided especially for
you.

The Ohio Early Childhood Education Program, Head Start and Early Head Start recognizes that you
are the primary educator of your child; therefore, you are invited to be an important part of your child’'s
success in the program. GLCAP Early Childhood Program wants to partner with you in this education
process.

Thank you for choosing GLCAP to provide early childhood services to your family. We hope this will
be a special year for you and your child.

You may contact the GLCAP Central Office at 1.800.775.9767, if you have any questions that the
center staff are not able to assist you with.

Well Wishes,

%@ Sethotn

Jacquie Wells, Child Development Director

P.0. Box 590 1-800-775-9767 www.glcap.org
127 S. Front St.
Fremont, Ohio 43420



What is Ohio Early Childhood Education (ECE)?
What Is Head Start (HS)?
What is Early Head Start (EHS)?

Ohio Early Childhood Education, Head Start and Early Head Start are state and/or federally funded,
community based early childhood programs for children and families. These programs are available
for children (birth through age 5). Families are selected according to federal income guidelines and
Priority Points. Ohio Early Childhood Education, Head Start and Early Head Start participates in a
partnership with the family, the community, and the child in order to enhance the social, emotional,
cognitive and physical development of the child. This partnership is designed to ensure that the
program and family goals are implemented to promote future success in school.

Children and families who attend Ohio Early Childhood Education, Head Start and Early Head Start
participate in family-centered services, which include a variety of educational and social activities.
Medical, dental and developmental screenings are provided for children. Children receive healthy
meals and snacks, and enjoy indoor and outdoor activities in a safe environment. These services
facilitate child development, support parental goals and promote family self-sufficiency.

The Ohio Early Childhood Education, Head Start and Early Head Start programs help all children
succeed. The program recognizes that the parent is the child’s first and most important teacher and
nurturer. Ohio Early Childhood Education, Head Start and Early Head Start values your family
involvement in program activities and agrees to work with families as a partner in your child’s
development.

The program needs your participation in every aspect of your child’s care and development.

THANK YOU FOR ENROLLING YOUR CHILD IN OHIO EARLY CHILDHOOD EDUCATION, HEAD
START, AND/OR EARLY HEAD START.



What to Expect from my Center Specialist

My Center Specialist’s name is:

Manage, direct and monitor the daily
operations of the center with Head
Start Performance Standards, Ohio

Early Leaning Standards, Ohio

Department of Job and Family Services
Licensing, Step Up to Quality, National

Association for the Education of Young

Children and GLCAP Policies and

Procedures.

Support Teacher/Child
interactions and

Provide a safe,
positive, inclusive
and high-quality

experience for
children and families.

incorporate Family

Your Center Specialist is
here to assist you and your
child through the first step
of their educational
journey.

Engagement
throughout each
classroom.

Ensure a team

Plan and attend
parent, community,
and state meetings
to build effective
relationships which
foster “Heading to
Kindergarten” goals
and expectations.

approach to service
children and families

by communicating,

coordinating and
collaborating with
staff, external
partners, and local
school districts.



What to Expect from my Child’s Teacher

My child’s Teacher’s name is:

Screenings
&
Ongoing Assessment

Within 45 days of entry-
ASQ-3 & ASQ-SE2

Ongoing-
Teaching Strategies GOLD

Two educational
Home visits (Center)

Your child’s teacher is
here to assist you and
your child through the
first step of their
educational journey.

Two parent/teacher

conferences First- when your child

begins school.

Fall & spring
Second- in the spring

Ongoing
Communication

In-Kind (homework)

Weekly- To be
completed &

Daily - Pick-up &
Drop off.
Weekly at Home
Visits for Home Base

returned.

Special Conferences-
When concerns or
celebrations arise.




What to Expect from my Family’s Home-base Coach

My child’s Teacher’s name is:

Screenings
&
Ongoing Assessment

Within 45 days of entry- ASQ-
3 & ASQ-SE2
Hearing and Vision

Ongoing-
Teaching Strategies GOLD
Growing Great Kids Curriculum

22 Group
Socializations/Play
Groups
(Center or off-site)

Two Parent/Coach
conferences

Your Home Base Coach is
here to assist you and
your child through the
first step of their

educational journey.

Fall & Spring.

In-Kind (homework)

Ongoing
Communication

Weekly- To be
completed

Weekly at Scheduled
In-Home Visits

throughout the week

with your child and

Special Conferences-
When concerns or
celebrations arise.

returned at your next
scheduled weekly
home visit
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What to Expect from my Family Advocate

My Family Advocate’s name is:

A meeting to
determine eligibility
and to complete the
application process

Tracks attendance by
calling or visiting your

home, when your child is
absent without a call

Follow up on

completion of
physical and dental
appointments.

Throughout the school year
your Family Advocate will
be there to support you and
your family

Will assist your
family in the goal
setting process
and complete a
Family
Partnership

Ensures your
child meets all
immunization,

Three home

Will complete a

exams and visits or center )
screenin . famil d Agreement. Will
‘ I visits each amily needs assist in
requirements year to assessment and completion of
outlined by complete assist you in your family’s
the State’s paperwork obtaining help goals.
EPSDT and to in fulfilling your
schedule. up-date needs
paperwork.
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What to Expect from my Health Advocate

My Health Advocate’s name is:

Helps the family

We can answer

health questions advocate make sure

& give education physicals,

as needed immunizations, and

exams are up-to-date

Health
Advocates

Support you
and your family.

Complete

Screenings for

We can help you get Hearing, Vision,

insurance, find a Blood Pressure,
Hemoglobin, Lead,

Height & Weight

primary care physician,
or other medical
specialists

12



Goals and Philosophy
We support the goals and philosophy that a child’s home environment is of
primary importance to the child’s learning. We believe the parent is the child’s first and primary
teacher and nurturer. It is our goal to provide a nurturing, safe, and responsive environment which
allows your child to develop socially, intellectually, physically, and emotionally. Activities are
provided which are appropriate to the child’s age and stage of development.

Program Options
The GLCAP Early Childhood Program offers a variety of options for families
enrolled into our program. They are:

e Full Day Center-based — Children enrolled in this option attend classes

approximately 7 hours per day, Monday through Thursday. Each family

receives at least two home visits and two parent-teacher conferences per

year. The center-based option is a traditional pre-school program, with
group sizes between 15 and 18 children. Children will receive a nutritional meal and two healthy
snacks while at the program.

Early Head Start Home-based — Families enrolled in the Early Head Start Home-based option
receive home visits throughout the entire year, minimum of 48 visits per year. The Home-Based
Coach meets with the parent(s) and the child for 90 minutes each week. The Home-Based Coach
teaches the parent various skills during this time, as well as help parents understand how to use
their home as the child’s learning environment. The parents learn skills to help them teach their
child, as they are their child’s first and primary teacher. Families participate in Play Groups
throughout the year. This is a chance for the children to develop their social skills, and for parents
to form support groups with other parents and observe their children interacting with others. This
option is available through Early Head Start.

All Day Learning (Child Care, Direct Operated) — Children enrolled in this option require full
day/full year services because their parents are employed or in school. Classes provide a mixed
age group setting for children ages 0 to 3 and 3 and 5. Children receive services for up to 12
hours per day, 5 days per week in a GLCAP center. Currently, this option is available at the
GLCAP Stricker Center in Fremont for infants, toddlers, and preschoolers.

All Day Learning (Child Care, Contract Center, Family Child Care) — Children enrolled in this
option require full day/full year services because their parents are employed or in school. Children
receive services for up to 12 hours per day, 5 days per week in a private childcare center or family
provider home that contracts with GLCAP. This option is available through Early Head Start and
Preschool Head Start.

Children enrolled in the GLCAP Early Childhood Program receive comprehensive services, i.e.,
Education, Parent Engagement, Social Services, Health, Dental, Mental Health, Nutrition and
Disabilities Services.

13



Placement Procedure

It is the procedure of the GLCAP Early Childhood Program to accept eligible children into all options,
including Center Base, Home Base and All-Day Learning (Child Care) based on the family and child’s
needs and availability of open slots. GLCAP Early Childhood Program collaborates with the public
school system and other early childhood programs in the community to provide the best placement
and services for each individual child. Individual placement decisions may be based on such factors
as agency referral, availability of slots, family employment, location, priority status points, and/or
special needs.

Special Circumstances:

Age Eligibility Dates — Children’s age eligibility will be determined by the school district’'s age eligibility
date for kindergarten in the school district where the child resides. Children can become enrolled
upon their third birthday in most Head Start options.

Special Needs — Children who are suspected of having special needs requiring services in addition to
those provided to all children in the regular classroom setting, will be referred to the school district
where the children reside, with parental permission. A team, including parents and representatives
from the school district and GLCAP, will decide together on the goals for the child and the least
restrictive environment for learning to take place.

Five Year Olds - Children who reach the age of five before their school districts age eligibility date,
will be considered 5 and thus ineligible for preschool unless they are on an IEP. These children must
have a current Preschool Individual Education Plan (IEP) and participate in the IEP transition
process. The IEP team will determine if another year of preschool is appropriate for the child.
Children must also meet the criteria for the Head Start program including, but not limited to income,
location, and availability of slots and decision of placement is determined by priority points. The
GLCAP Early Childhood Program will make a conscious effort to make placement decisions based on
the best interests of children and families throughout the program.

Admission
Your child will be considered enrolled in the center after the availability of a slot has been confirmed
and all required paperwork has been completed and reviewed by the center administrator (Center
Specialist). The paperwork consists of basic enrollment and health information. Any changes must be
provided to the center as soon as possible to ensure that current information is always available to
staff. A physical must be signed by a physician or nurse practitioner within 30 days of your child’s
entry. The physical must be completed every 13 months for preschool children. Early Head Start
children will follow the EPSDT schedule of well-child checks.

Suspension/Expulsion

GLCAP will not suspend, un-enroll or expel a child due to his/her behavior. Staff
and parents will meet to develop a Behavior Plan if necessary.

14



Child Care Licensing/Step Up to Quality and National Association for the Education of Young
Children Accreditation (NAEYC)
All GLCAP centers are licensed through the Ohio Department of Job and Family Services. At the end
of the handbook, you will find an attachment about licensing and other valuable information. Please
take time to read this important information.

Parent Roster Information
Parents or guardians can receive a list of contact information for other parents and guardians with
children attending the center. Only those individuals who indicate on the JFS 01234 "Child Enrollment
and Health Information” that they want their contact information made available will be included on
the list. The list shall only be given to parents or guardians of a child who attends the center and
individuals associated with the center who request it for center related business.

Licensed Capacity and Adult/Child Ratio

. . . . GLCAP Maximum Group Size, Required

Age of children State Required Staff/Child Ratio Staff/Child Ratio

Infants (birth and under 12 months) 1to5or2to 12 in same room rl(;il),mor 2:8if two staff members are in the
|Infants (12 months and under 18 months) ||1 to 6 ||8 maximum children, 1:4 |
|Todd|ers (18 months and under 2 1/2 years)||1 to 7 ||8 maximum children, 1:4 |
|Todd|ers (2 1/2 years and under 3 years) ||1 to 8 ||8 maximum children, 1:4 |
|Presch00| - three years ||1 to 12 ||15, 1:10 |
|Preschoo| - four and five years of age ||1 to 14 ||20, 1:10 |

In family childcare homes, the provider’s own children under the age of 6, as well as any other
children in the home temporarily requiring supervision, should be included in the child: provider ratio.
In family childcare settings where there are mixed age groups that include infants and toddlers, a
maximum ratio of 6:1 should be maintained and no more than two of these children should be 24
months or younger. If all children in care are under 36 months, a maximum ratio of 4:1 should be
maintained and no more than two of these children should be 18 months or younger. If all children in
care are 3 years old, a maximum ratio of 7:1 should be preserved. If all children in care are 4to 5
years of age, a maximum ratio of 8:1 should be maintained.

15



Ohio’s 5-Star Quality Rating System and NAEYC Accreditation

You may have noticed banners and discussion about your center receiving stars, so what do those
stars mean?
AND WHAT IS STEP UP TO QUALITY?

« Voluntary quality rating systems for Ohio’s licensed programs

% Five levels of program quality above Ohio’s health and safety licensed standards

+ Provides supports and awards to assist programs in achieving and maintaining a star rating

What Are the Goals?
% Improve the quality of early care and education settings to support children’s optimal
development and learning.
¢ Provide parents with an easy-to-use tool to assist them in selecting quality early care and
education programs for their children.

You can be proud that your child attends a quality rated center recognized by the State of Ohio. Step
Up To Quality was created by the Ohio Department of Job and Family Services’ Bureau of Child Care
and Development and the Ohio Department of Education’s Office of Learning and School Readiness

to improve the quality of early care and education programs in Ohio. GLCAP Centers are Step Up to

Quality rated.

GLCAP has sites that are accredited through the National Association for the
Education of Young Children (NAEYC) Accreditation. NAEYC Accreditation of
programs for young children represents the mark of quality in early childhood
education. NAEYC accredited programs invest in early childhood education
because they believe in the benefits to children and families. Early childhood experiences — from
birth to age 8 — have an enormous impact on children’s lifelong learning and positively contribute to
their health and development. Early childhood education programs with the mark of quality benefit
children with greater readiness for and success in school. If you have any additional questions,
please feel free to talk to your Center Specialist and they would be happy to answer your questions.

GLCAP Centers are accredited by the National Association for the Education of Young Children. For
parents, this means high quality. What is a quality program?

There are 10 standards of quality:
Standard 1: Relationships

Standard 2: Curriculum

Standard 3: Teaching

Standard 4: Assessment of Child Progress

16



Standard 5: Health

Standard 6: Teachers

Standard 7: Families

Standard 8: Community Relationships

Standard 9: Physical Environment

Standard 10: Leadership and Management

Attendance Procedures for Full Day, Center-based and All-Day Learning (Child Care)

GLCAP believes that attendance is important in a preschool setting to
ensure safety and provide consistency of learning and development of skills.
It is very important for children to attend every day!

1.

Parents have the responsibility of contacting the center when their child is

absent. A call will be made to the center within the first hour of the child’s

session telling the center staff the reason for the child’'s absence. GLCAP takes this seriously so
we can ensure your child’s safety and well-being. This responsibility is addressed in the Family
Handbook, at parent meetings, orientation and during Home Visits.

If the parent does not contact the center, the teacher will notify the Center Specialist/Family
Advocate/Secretary/Receptionist, who will contact the parent by phone on the first day the child is
absent and every day of absence thereafter if the parent does not call the center. Family
Advocates or other assigned staff will make other direct contact with a child’s parents if a child has
multiple unexplained absences (such as two consecutive unexplained absences).

If your child has sporadic attendance, contact will be made to your family to emphasize the
benefits of regular attendance, while at the same time remaining sensitive to any special family
circumstances influencing your child’s attendance patterns.

Children should remain home to rest and recover when they are ill and may not return to the
center until they have been fever, diarrhea, and vomit free for 24 hours without the use of
medications.

Inclement Weather

GLCAP understands the needs of working families; therefore, GLCAP will only close if there is a
Level 3 Weather Emergency issued for the county the center is located in. GLCAP Centers do not
delay. Each family must determine if they feel safe bringing their child to our center in inclement
weather. Please call us if your child will not attend due to inclement weather.

17



Center Closings

Each center will develop a plan for an emergency at their center that requires closing. In the case of a
closing, each family will be notified per the center’'s Center Plan. You may receive text messages
through Child Plus, our database software system. Please watch for important messages from your

child’s center.

Orientation and Family Connections Meeting

A Family Orientation for all program options occurs at each center at the beginning of
the school year. At that time, the program is described, and you will have an
opportunity to see the center and meet the staff. In addition to orientation, a Family
Connection Meeting is made with each newly enrolled family. Necessary paperwork
is completed and information regarding the program is provided to you. Both times
are good opportunities for you to ask any questions you have about the program.

Sample Daily Schedules

Sample All Day Learning (Child Care) Infant/Toddler Schedule

Feeding, Napping,
Diapering /Toileting

The program supports an individualized infant feeding and napping schedule. Diapering or
toileting for infants & toddlers is carried out every 2 hours or as needed.

Schedules
Activities During more structured activities geared to the toddlers, very young infants are engaged with

age-appropriate interactions with a primary caregiver (tummy time, verbal play, infant toys).

7:00 - 8:20 Classroom opens for arrivals: Conscious Discipline greetings, Toileting/Diaper changing,
Infant feeding as needed, engaging children with classroom materials. Arrivals occur
throughout the morning per each family’s individual work/school schedule.

8:20-8:30 Prep for breakfast: wash hands, toddlers help to set table

8:30-9:00 Breakfast, clean up, engage children in classroom materials.

9:00 —9:15 Toddler aerobics, Conscious Discipline Brain Smart Start, Wish Well & Safe Keeper Ritual

9:15-9:45 Special Experiences: Art, Music, Movement, Studies

9:45-10:30 Work Time: Project Experiences, Small Group Experiences (tummy time, literacy, math,
science, social/emotional, arts, etc.), Neighborhood walk. During the summer, work time may
be carried out outdoors as weather permits.

10:30 - 11:00 Outdoor Experiences

11:00-11:30 Clean up from outdoor play, Conscious Discipline rituals, Story

11:30-12:00 Lunch, Brush Teeth, clean up, prep for rest time

12:00-12:15 Relaxation Experiences

12:15-2:30 Rest time — quiet activities
Infants that are awake are engaged with caregivers.

2:30-3:15 Transition from rest time at each child’s pace, Snack, quiet activities

3:15-5:30 Work Time: Project Experiences, Small Group Experiences (tummy time, literacy, math,
science, social/emotional, arts, etc.),

Goodbyes Children’s pick-up schedules vary so good-by rituals are carried out as each child leaves for

the day.
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Sample All Day Learning (Child Care) Pre-school Schedule

6:00 — 8:20 Classroom Opens for arrivals: Conscious Discipline greetings, Cots available for resting,
table activities

8:20-8:30 Conscious Discipline Brain Smart Start, Wish Well & Safe Keeper Ritual

8:30-9:00 Breakfast, clean up, tooth brushing, books

9:00 —9:30 Studies/Small Group Experiences

9:30-10:00 Outdoor Experiences

10:00-11:00 Work Time: Project work, Small Group Experiences (literacy, math, science,
social/emotional, arts, etc.), Neighborhood walk. During the summer, work time may be
carried out outdoors as weather permits.

11:00-11:20 Special Experiences: Art, Music, Movement, Project Work

11:20-11:30 School Family Meeting: Celebrations Ritual

11:30-12:15 Lunch, clean up, prep for rest time, books

12:15-12:30 Relaxation Experiences

12:30-2:50 Rest time — quiet activities

2:50-3:20 Transition from rest time, Snack, Reflections on morning experiences, Literacy areas open

3:20-4:00 Small Group Experiences/Project Work

4:00-5:00 Outdoor Experiences or Indoor Gross Motor space

5:00 - 6:00 Small Group Experiences

Sample Full Day Pre-school Schedule

8:20-8:35 Arrival & Conscious Discipline Greetings

8:35-8:45 Conscious Discipline Brain Smart Start, Wish Well & Safe Keeper Ritual

8:45-10:00 Work Time: Includes Open Snack, Studies, Small Group Experiences (literacy, math,
science, social/emotional, etc.)

10:00-10:30 Outdoor Experiences

10:30-11:30 Project Work/ Small Group Experiences/Books

11:30-11:45 Meeting: Sharing Project Progress or other events of interest/ Conscious Discipline Song

11:45-12:15 Lunch & Clean Up

12:15-12:30 Tooth brushing/ Transition to Quiet Time-Stories

12:30-1:30 Quiet Activities: Rest Time/Yoga/Relaxation Experiences/Books/Puzzles

1:30-2:00 Outdoor Experiences

2:00-2:55 Special Experiences: Art, Music, Movement, Neighborhood Walk, Project Work

2:55-3:20 Snack/ Reflection Meeting & Goodbye Ritual

3:20 Dismissal
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Tuition/Fee Policy
1. Children will not be charged a fee in the Federal Head Start program if enrolled in the Center
based or Home-based option. In the Child Care Option, children may be charged the Parent Co-
pay for childcare services.

2. Children enrolled into the Ohio Early Childhood Education Program may be charged a fee based
on the Sliding Fee Scale.

3. If families are late paying either of the above fees, children may be withdrawn from the program.
Staff will work with families to assist in finding resources to help with financial difficulties as
applicable.

4. GLCAP will provide a statement of Child Care fees paid to parents upon request. The GLCAP Tax
ID information will be on the statement.

Guidelines for Children

Supervision of Children
A major responsibility of the staff is to ensure the health and safety of each child
entrusted in our care. Staff persons are alert to the safety needs of the children,
anticipate possible hazards, and take necessary appropriate precautionary and
preventative measures.

At no time will a child be left unattended. Staff will supervise children at all times, including naptime. If
a child becomes ill, they may be isolated in a section of the room not in use, but within the sight and
hearing of a staff member.

Arrival/Departure
To keep children, their families, and teachers safe, GLCAP will follow strict cleaning and
handwashing protocols. We will follow these important guidelines:

* Before leaving your home, check your child’s temperature. If your child is running a fever of 100
degrees or more, do not bring your child to the center. Your child should stay home for at least 24
hours after their fever subsides without medication. Call the center to let us know that your child is ill.

» Arrival — Drop Off: Please attend the Orientation/Open House at your child’s center where you will
receive detailed information on the arrival-drop-off procedure. Please do not leave other children in
your vehicle without an adult when you are dropping off the child who is enrolled in the GLCAP
program.

» Departure — Pick up: Parents are expected to enter the center building and go to their child’'s
classroom to pick up their child. This will be a time that parents can talk to their child’s teacher.
Children must be picked up by a parent/guardian or approved person that is listed on the Child
Enrollment and Health Information form. At the time of pick up, parents are asked to contact their
child’s supervising staff member to ensure that the staff are aware that the child has been picked up.
Parents are responsible for the supervision of their child after signing them out. No child is permitted
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to be passed over the playground fence for pick up. The use of a cell phone is prohibited at this time
— this can impact the safety of the child and the parent! It is best to leave the cell phone in the car or
set it to the off position.

Things to remember: Hold your child’s hand when entering
and exiting the center. Little ones can quickly run! Please do
not leave other children in your vehicle without an adult; you
will have to make arrangements for any other children that
are not attending the center. This is for everyone’s safety!

Children Arriving to the Center from Other Programs
At times, it may be necessary for a child to arrive at the center from another program. If a child is
scheduled to arrive and does not, we will first contact the parent to confirm that the child is scheduled
to be at the center that day and then contact the program that they are to have arrived from. We will
then consult with the parent to determine further action. For this reason, it is very important that
parents contact the center when their child will not be attending.

Release of Children
1. Staff will release children only to persons on the Child Enrollment and Health Information form.

a. If an emergency arises in which the parent or any person listed on Child Release form
cannot pickup, then the parent must contact the Center Specialist.

b. Staff will check ID’s of anyone they do not recognize. Please let people know about this
ahead of time so they bring a picture ID, and they are not offended. The children’s
safety is our priority!

c. Staff will not release children to anyone, including parents, who appear to be under the
influence of drugs or alcohol. Emergency contacts will be called to transport the child
home and Police will be notified if necessary.

d. If a child is picked up late on a continuous basis, a Family Partnership Agreement will
be initiated.

Emergency Transportation
Parents will complete the Child Enrollment and Health Information Form and will indicate on this form
if they give permission or do not give permission for transportation in the event of an illness or injury
to their child while in the care of a GLCAP Center. If a parent does not give permission to transport,
the parent will document actions to be taken on the Child Enroliment and Health Information Form.

Parking Lot Safety
Always hold your child’s hand when entering and exiting the center and in the parking lot. Little ones
can quickly run! Please do not leave other children in your vehicle without an adult; you will have to
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make arrangements for any other children that are not attending the center. Make sure your vehicle is
turned off when parking in any parking areas of the school. This is for everyone’s safety!

Custody Agreements
If there are custody issues involving your child, you must provide the center with copies of the court
papers indicating who has permission to pick up the child. The center may not deny a parent access
to their child without proper documentation. If there is no written custody agreement through the
court, either parent has access to the child and the child’s records if the parent is listed on the birth
certificate and has proper identification.

Transitioning
“Head Start programs should begin preparing children and families for leaving Head Start on their
first day of enroliment” — Carolyn Mangrum

All staff will work together with your family when your child is preparing for a

transition to a new classroom or teacher, or from Home Base to Center Base. We

understand that this can be a major change in a family’s life, and we will do all we

can to support your child and your family through this process. For children in the

Early Head Start program, transition activities will begin at age 2 ¥z through the

development of a transition plan. For preschool children, transition occurs when they
enter the program/classroom for the first time and when they leave to go to public school or another
center. To prepare for entry into kindergarten, we will read books, visit the school the child may be
attending for public school, and invite kindergarten staff to our center.

Child Abuse Reporting
All staff members are MANDATED REPORTERS of suspected child abuse or neglect. If staff have
suspicions that a child is being abused or neglected, they MUST make a report to the local children’s
services agency. The safety of the children is our first concern.

Swimming Information and Water Safety
GLCAP will have written permission from the parent or guardian of a child before the child shall be
permitted to swim or otherwise participate in water play activities in bodies of water two or more feet
in depth. The written permission shall be signed and dated by the parent/guardian and kept on file for
review. This permission shall include Child’s name and birth date, statement indicating whether the
child is a swimmer or non-swimmer, location of the swimming site, statement from the
parent/guardian granting permission for the child to participate. GLCAP will have additional staff, if
needed, to meet the required Adult/Child ratio. GLCAP will have the number of staff needed to meet
the Adult/Child ratio and to adequately supervise the children.
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Social and Emotional Development

One of the most important things we do in Early Childhood is work on Social Emotional development
of children. Social Emotional Development is foundational for all children for kindergarten readiness
and lifelong skills. Socially, children in preschool are learning how to play and how to get along with
other children. Emotionally, children are learning about the big feelings they have, how to name
those feelings and how to express their feelings appropriately. Both children and adults have
physiological responses to feelings. For example, when we become angry, our heart rate increases
and often we become red in the face. Our blood flow increases to our hands, preparing them to
strike, shake, throw or hit the object of anger. (Bailey2011) Children in preschool are learning how
to play, how to get along with other children, how to name their feelings and how to express their
feelings. They also are learning with their bodies and how to use their bodies. Many times, they
experiment with their bodies to get what they want. Examples of this may be a child hits or bites
another child in order to get their way, or a toy, or to make another child leave them alone. The
preschool years can be the most aggressive years during a child’s development. This is why we
spend so much time focusing on Social Emotional development. We will work on teaching Self-
Regulation skills and Communication skills to help children express their wants, needs and
emotions. We also are teaching children how to be assertive by telling other children how they want
to be treated and teaching children empathy by recognizing that everyone makes mistakes.

We know that there will be acts of aggression in the classroom as
children are learning and playing, these are not bullying acts. We do not
see this aggression as something that needs to be punished. We do not
suspend or expel children based on their behavior. We do know that when
children are acting out that they need extra support. We have trained staff
in our trauma-responsive social emotional curriculum, Conscious
Discipline and have procedures in place to address these needs.

For more information about bullying and the importance of distinguishing bullying from normal
aggression watch this video How to Make a Bully From Scratch.
https://consciousdiscipline.com/videos/how-to-make-a-bully-from-scratch/

Conscious Discipline

Conscious Discipline is used at all of our centers and
classrooms and is a comprehensive self-regulation program
that integrates social-emotional learning into classroom
management.

»Founded on the research of Dr. Becky Bailey, a renowned
author, professor, and one of the leading experts in the field of early childhood education and
developmental psychology.

»One of the main concepts with Conscious Discipline is the belief that discipline is not something you
do to a child, but rather it's what you instill in a child.
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»>To instill within a child the self-regulation skills and the willingness to follow appropriate behaviors,
teachers must make a conscious effort and be aware of their own emotions and behaviors.

» Conscious Discipline integrates classroom management with social-emotional learning, utilizing
everyday events as the curriculum.

»Conscious Discipline empowers adults to consciously respond to daily conflict.

»Empowers teaching staff to view behavior issues as an opportunity to teach critical life skills to
children, rather than seeing children as bad and in need of being punished.

»Conscious Discipline is evidence-based, research-based, and was named as a national model for
character education by the Florida State Legislature.

Conscious Discipline | Love You Rituals

As part of Conscious Discipline, we teach children to Self-Regulate. There is a 5-step process that we
teach:

1. When a child is frustrated and needs help calming down, teaching staff will use positive intent
language and remind the child that the safe place is a good place to go when frustrated.

2. The teaching staff will help the child choose a calming technique (S.T.A.R., Balloon, Drain, Pretzel,
or deep breathing).

3. The teaching staff will help them to choose the feeling they are having (use the Feelings Chart).

4. The teaching staff will give them a choice of something to do to calm down (draw, talk to someone,
| Love You Ritual, read a book).

5. After the child is calm, he/she will be able to problem solve with the assistance of the teaching
staff.

Teaching staff will send home the Handling Frustration: A Letter from School to Home to
communicate with parents about what happened during the day. If you have any questions, please
talk to your child’s Teacher or Center Specialist.

All children display challenging behavior at some time appropriate to their development. When specific
challenging behavior is ongoing or is hurtful to the child or others, a plan will be put into place by a team
including the parent. If the child has an IEP, the IEP Team will determine a plan. Parents are asked to help
develop, implement and review the plan. The plan will be evaluated on a regular basis to determine
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effectiveness and adaptations that need to be made for the child. Possible need for further evaluation and
treatment will be considered. This plan will be developed in consultation with the parents and staff and would
be consistent with the requirements of Rule 5101:2-12-19 OAC.

Discipline Techniques: Appendix A to Rule 5101:2-12-19
Allowable Discipline Techniques

The following techniques or practices may be used by all child care staff members and employees of
a licensed child care center as a means to guide or discipline children. Any technique or practice
used shall be developmentally appropriate, consistent and shall occur at the time of the incident.

1. Setting clear limits.

2. Redirecting to an appropriate activity.

3. Showing positive alternatives.

4. Modeling the desired behavior.

5. Reinforcing appropriate behavior.

6. Encouraging children to control their own behavior, cooperate with others and solve
problems by talking.

Prohibited Discipline Techniques

The following techniques or practices shall not be used by any child care staff member or employee
of a licensed child care center as a means to control or discipline children:

1. Abuse, endanger or neglect of children, including shaking a baby.

2. Utilize cruel, harsh, unusual, or extreme techniques.

w

. Utilize any form of corporal punishment.
4. Delegate children to manage or discipline other children.
5. Use physical restraints on a child.

6. Restrain a child by any means other than holding children for a short period of time, such as in a
protective hug, so that the children may regain control.

o Prone restraint of a child is prohibited. Prone restraint is defined as all items or
measures used to limit or control the movement or normal functioning of any
portion, or all, of a child's body while the child is in a face-down position.

o Prone restraint includes physical or mechanical restraint.

7. Place children in a locked room or confine children in any enclosed area.
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8. Confine children to equipment such as cribs or highchairs.

9. Humiliate, threaten, or frighten children.

10. Subject children to profane language or verbal abuse.

11. Make derogatory or sarcastic remarks about children or their families including but not
limited to cultures, nationalities, race, religion, or beliefs.

12. Punish Children for failure to eat or sleep for toileting accidents.

13. Withhold any food (including snacks and treats), beverages or water, rest, or toilet use.
14. Punish an entire group of children due to the unacceptable behavior of one or a few.

15. Isolate and restrict children from any or all activities for an extended period of time.

Accidents and Emergencies
The center has several procedures to follow in the event that an emergency would occur while a child
is in the center’s care. In the event of a fire, tornado or intruder, staff would follow the written
instructions posted in each classroom, describing emergency evacuation routes, and the procedures
to be followed to assure that children have arrived at the designated spot. To prepare children for the
unlikely need to evacuate, the center does conduct monthly fire drills, monthly (March through
September) tornado drills and quarterly intruder drills while children are present. Should we need to
evacuate due to fire, weather conditions, loss of power, heat, or water to the center our emergency
destination is as assigned per the Center Plan which is available from the Center Specialist. If the
immediate area must be evacuated, we will evacuate as assigned per the Center Plan which is
available from the Center Specialist. A sign will be posted in front of the center indicating that we
have been evacuated and the location where you can pick up your child. If a parent cannot be
reached, we will contact emergency contacts as listed on your child’s Release of Child form.

In the unlikely event there would be an environmental threat or a threat of violence the staff will:
secure the children in the safest location possible, contact and follow the directions given by the
proper authorities, and contact the parents as soon as the situation allows. An incident report would
also be provided to the parents.

There is always one staff member present that has received training in First Aid/Communicable
Diseases and CPR. In the case of a minor accident/injury, the parents will receive notice. If a more
serious injury/iliness is life threatening, EMS will be contacted, parents will be notified, and a staff
member will accompany the child to the hospital with all available health records. Children will be
admitted to the program even if parents refuse to grant consent for emergency transportation.

An incident report will be completed, and given to the person picking up the child, on the day of the
incident/injury, if any of the following occur: the child has an illness, accident, or injury which requires
first aid; the child receives a bump or blow to the head; the child had to be transported by emergency
squad; or an unusual or unexpected event occurs which jeopardizes the safety of the child. If a child
requires emergency transportation, the report shall be available within twenty-four hours after the
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incident occurs. The center shall also contact licensing personnel from the appropriate ODJFS office
within twenty-four hours when there is a “general emergency” or “serious incident, injury or illness.”
The report will be provided to licensing staff within 24 hours of the incident.

Management of lllnesses
GLCAP provides children with a clean, healthy environment. However, we realize that children do
become ill from time to time. If this is your child’s first group experience, it is possible that they may
experience more frequent illnesses at the beginning of their experience before their immune system
becomes more active. We observe all children as they enter the center/classroom to quickly assess
their general health status. We ask that you do not bring a sick child to the center! A sick child will be
sent home. Also, have a backup care plan in place for your child.

A child with any of the following symptoms will be immediately isolated with a childcare staff member
away from the group and sent home to the parent or emergency contact. Likewise, this applies to
families enrolled in the Home Base Option. If your child or any family members in the home are
exhibiting any of the following symptoms, you need to contact your Home-base Coach and
reschedule the home visit.

-a temperature of 100 degrees Fahrenheit

-diarrhea and/or vomiting two or more times in the same day
-any evidence of live lice, scabies, or other parasitic infestations
-severe coughing

-difficult or rapid breathing

-yellowish skin or eyes

-redness of the eye or eyelids, thick and purulent (pus) discharge, matted eyelashes, burning, itching, or eye
pain

-untreated infected skin patches, unusual spots, or rashes
-unusually dark urine and/or gray or white stool
-stiff neck with an elevated temperature

-sore throat or difficulty in swallowing

When a Child is Exposed to a Communicable Disease
The center will send home a Health Alert Notice to all parents stating the
communicable disease and its associated symptoms, precautions to take and
general information regarding the disease. This notice will also be posted at the
center. The staff will watch all children who have been exposed to any known
communicable disease to detect any additional cases as early as possible. During
the course of an outbreak of any vaccine-preventable diseases, the staff will
promptly exclude children with an Exemption of Immunization form on file from the
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center for the duration of the outbreak. This action is necessary to protect children and staff that are
under immunized.

Returning to the Center after an lliness
Call your Center Specialist when you think your child is ready to return to the
center. The Center Specialist will discuss your child’s condition with the Family
Advocate to determine your child’s return. In some cases, you may be asked
to have a physician sign a release statement upon your child’s return.
Decisions must be made on a case-by-case basis. Each child is different and
will get better at a different rate than other children. GLCAP wants to ensure
the health and safety of all children and staff. Make sure your child is well
enough before sending them back to the center.

Important Practices

HANDWASHING remains the single most effective measure to prevent the spread of
disease. Therefore, all children, all staff, and volunteers who will be working with the
children must practice thorough hand washing, especially upon entering the center, after
toileting, after wiping noses, and before handling or eating food.

SANITATION of contaminated objects and surfaces will be disinfected by using a bleach solution. All
soiled surfaces should be cleaned with soap and water and then disinfected with the bleach solution.
Dispensing the bleach solution in spray bottles is acceptable. Washable toys and other frequently
contaminated objects will be cleaned at least weekly by immersing in the bleach solution, rinsing and
drying thoroughly.

Staff Medical Training
All Early Childhood teaching staff attend First Aid, CPR, Blood Borne Pathogens, Child Abuse
Prevention, and Common Childhood Disease training to learn to deal with medical emergencies and
the signs and symptoms of iliness. Most training is provided by GLCAP staff that are trained by an
approved entity, AIR Child Care Solutions.

When a staff member is ill or has symptoms, they are to follow the same procedure as the children. A
gualified substitute will be called in.

Playground Safety and OQutdoor Play
Research has shown that children stay healthier when they have daily outdoor play. Based on this
information and state requirements, outdoor play will be included in our program daily. Children will
have the opportunity to play in the shade. A parent must complete a signed written permission slip
when requesting sunscreen be applied to their child. The sunscreen must be in a non-aerosol
container. We will limit the amount of time outside when the temperatures are lower than 90° with the
heat index and no colder than 25°with the wind chill. If the situation requires it, we will also adjust
outdoor time due to rain, threatening weather, ozone warning, etc. On days that outdoor play is not

provided due to these conditions, we will include time for indoor gross motor activities. Please send
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your children with the proper clothing so they may be comfortable and safe whenever we are outside.
This includes snow pants, hats, mittens and boots in the wintertime.

Holiday Celebrations
Every family celebrates holidays differently. To be respectful of all families, GLCAP Early Childhood
Programs will emphasize activities that encourage the acceptance of diversity, respect for others,
self-concept and cultural identity. We will recognize and support the uniqueness of each child and
family we serve. Celebrations will focus on providing opportunities for children to develop an
appreciation for celebration while honoring cultural differences of families. GLCAP uses anti-bias
strategies in our planning processes to foster acceptance of one another and to embrace all diversity.
If you have specific questions regarding the celebration of holidays, see your Center Specialist.

Services for Children with Special Needs

It is the policy of the program to provide a complete preschool experience for all enrolled children.
Children with special needs are encouraged to attend and participate in all program activities. GLCAP
works cooperatively with the public schools and other agencies to ensure that needed services are
provided. If an IEP/IFSP is developed, teaching staff will ensure all goals are embedded into the
lesson plans and routines of the day. Specialized services may be provided by the school district or
other agencies in our classrooms including but not limited to speech therapy, physical therapy,
occupational therapy, behavioral planning, and special education services by an itinerant teacher.
Joint placement with the school district special education preschool classroom is available for children
with IEPs when appropriate.

The parent’s role is active and very important in the total plan for each child’s learning experience. If

developmental or health screenings indicate a need for possible further evaluation, parent permission

will be obtained to proceed with a referral to the school district. A team which includes parents,
GLCAP staff, and public-school representatives will work together
to see that the child’s needs are met in the best possible way. The
parent always has the final say in accepting services. Policies and
procedures on Parent Rights and Due Process will be shared with
all parents involved in the evaluation process. Any parent may
request this information from the Inclusion Coordinator at the
Jordan Family Development Center.

There are public laws which govern the provision of services to children with special needs. Please
acquaint yourself with these laws and if you would like further information, you may contact the
GLCAP Inclusion Coordinator or your local school district. All children deserve a chance to learn and
develop their abilities fully. These laws help make that possible.

Public Law 94-142 (Passed in 1975)

This law requires all states to provide a “free, appropriate public education” to school age children
who have a disability in the least restrictive environment.
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Public Law 99-457 (Passed in 1986)

This law extends the rights given under P.L. 94-142 to all children ages 3 through 5 who have a
disability.

This law also helps states set up early intervention programs for children
from birth through age 2, who need special services

Public Law 105-17 IDEA (Passed in 1997)

This law enhances the rights of children with disabilities and their parents
and included children who may be at risk for disabilities. It also stated that services for young children
with disabilities should be educated in natural settings with their peers without disabilities.

Public Law 108-446 IDEA Improvement Act of 2004

In reauthorizing the IDEA, Congress increased the focus on accountability and improved outcomes by
emphasizing reading, early intervention, and research-based instruction by requiring that special
education teachers be highly qualified. The Individuals with Disabilities Education Act of 2004 has two
primary purposes. The first purpose is to provide an education that meets a child’s unique needs and
prepares the child for further education, employment, and independent living. The second purpose is
to protect the rights of both children with disabilities and their parents.

Diapering/Toileting Needs
GLCAP respects each child’s individual growth and development; GLCAP will serve all children
regardless of toileting needs. Only trained GLCAP staff will change a child’s diaper or assist a child in
the restroom. Proper ratio must be maintained in the classroom at all times. Diaper changing will be
conducted in a safe, sanitary, and respectable manner. Program staff change children’s diapers or
soiled underwear in the designated changing areas and not elsewhere in the facility. Diapers will be
checked and changed every two hours, when children awaken, and when wet or soiled. Staff will also
keep positive and nurturing interactions and connections with the children during the diapering
process.

Guidelines for Adults

Picture Taking and Social Media
Parents enjoy taking pictures of their children! However, GLCAP must monitor the pictures taken at
all of our events. If you are taking a picture of your child, please ensure that only your child and/or
family members are in the picture. GLCAP must have permission to take children’s pictures and
other parents do not have the right to take pictures of children and/or family members other their own.
As well, parents do not have the right to post pictures on any social media site of persons other than
their children and/or family members. Your child’s center has a Private Facebook Group that you may
join. Staff will share occasional pictures of activities at the center along with information on resources
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which will benefit your family. We request that parents use discretion when posting to the center
Facebook group and GLCAP has the right to delete information that is not appropriate to the group.

Guidelines for the Staff & Volunteers

1. Space is organized into functional areas. Space, light, ventilation, and other arrangements are
consistent with the health, safety, and developmental needs of the children.

2. Cleaning supplies and potentially dangerous materials are stored in a locked closet out of the
reach of children and stored away from food. Straight pins, thumb tacks and safety pins should
be kept out of a child’s reach.

3. Spray aerosols including shaving cream shall not be used anytime when children are present at
the center.

4. Approved, working fire extinguishers (adults are responsible to locate and properly operate fire
extinguishers).

5. Fire and tornado drills will be held monthly, and intruder drills will be held quarterly at varying
times and a record of these will be maintained at the center.

6. The fire emergency and weather alert plans are posted in each classroom, or any room used by
the center, as well as emergency numbers.

7. No child is to be left alone or unsupervised. Staff will always be in a position to supervise
children.

8. Staff will be at the door to greet children as they arrive. Staff will take children to greet their
parents at the end of the day.

9. Each center will always have immediate access to a working telephone within the building used
for childcare.

10. Children will be released to legal guardian ONLY, unless a Release of Child Form is completed.

11. Afirst aid kit will be available to take on all field trips as well as one in each classroom. One person
trained in First Aid, Common Childhood lliness, Child Abuse and CPR will be available on each
field trip and special outing.

12. Indoor and outdoor areas are kept clean and free on a daily basis of undesirable, hazardous
materials and conditions.

13. Check equipment to ensure it is in good condition.

14. An incident report will be completed when an accident or injury occurs.
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15. The administrator and each employee are required to immediately notify the local public

16.
17.

18.

children services agency when they suspect that a child has been abused or neglected.

No smoking or vaping are allowed on the center premises.

No deadly, dangerous weapons are allowed on the premises of a childcare center.

Each center will have onsite space for mothers to breastfeed and/or pump breastmilk. See the
Center Specialist for each center’s designated space.

Guidelines for Special Outing and Routine Field Trips

GLCAP Centers take walking field trips only.
Identification will be attached to all children with the Center’'s name, address, and phone number.

Staff will record attendance before leaving the center, periodically throughout the field trip, and
prior to leaving the field trip location. Staff will verbally communicate the numbers of children
present to all staff at each count. Staff will secure signed parental permission slips for all
program children attending all Field Trips.

Child Guidance & Management for the Staff & Volunteers

A. Staff responsibility: The teaching staff assigned to supervise a child or group of children shall be

responsible for their guidance and management.

B. As children are learning to manage their emotions, there may be times of frustration.

1. When a child is frustrated and needs help calming down teaching staff will use positive intent
language and remind the child that the safe place is a good place to go when frustrated.

2. The teaching staff will help the child choose a calming technique (S.T.A.R., Balloon, Drain or
Pretzel).

3. The teaching staff will help them to choose the feeling they are having (use the Feelings
Chart).

4. The teaching staff will give them a choice of something to do to calm (draw, talk to someone,
| Love You Ritual, read a book).

5. After the child is calm, he/she will be able to problem solve with the assistance of the
teaching staff.

Teaching staff will send home the Handling Frustration: A Letter from School to Home to
communicate with parents about what happened during the day. If you have any questions,
please talk to your child’s Teacher or Center Specialist.

All children display challenging behavior at some time appropriate to their development. When
specific challenging behavior is ongoing or is hurtful to the child or others, a plan will be put into
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place by a team including the parent. If the child has an IEP, the IEP Team will determine a
plan. Parents are asked to help develop, implement and review the plan. The plan will be
evaluated on a regular basis to determine effectiveness and adaptations that need to be made
for the child. Possible need for further evaluation and treatment will be considered. This plan
will be developed in consultation with the parents and staff and would be consistent with the
requirements of Rule 5101:2-12-19 OAC.

Parent/Community Grievance Procedure
The GLCAP Early Childhood Program always strives for open communication between staff,
volunteers, parents and community persons. However, if a complaint or disagreement arises, we will
do our best to resolve problems by using the following procedure:

Step 1
A. Discuss the concern with your child’s Teacher, Home-base Coach or Center Specialist.

B. Explain your concerns as clearly as possible with a request of some
action to be taken to resolve the issue.

C. If you are not satisfied with the response, put your concern in writing.
List as many facts as you can and request a response.

Step 2 A. Submit this written concern to your Center Specialist. Wait for a
reasonable time (5 working days) for a satisfactory response.

B. If you do not find the response to be satisfactory, proceed to Step 3.

Step 3 A. Send your written concern, with the date that you submitted it to the Center Specialist to
the PFCE Coordinator and all facts available to the:

PFCE Coordinator, P.O. Box 590, Fremont, Ohio 43420. Be sure to include your name,
address, and phone number.

B. The PFCE Coordinator will respond within a reasonable time frame (5 working days).
C. If you do not find the response to be satisfactory, proceed to Step 4.

Step 4 A. Send your written concern, with the date that you submitted it to the PFCE Coordinator
and all facts available to the:

The Child Development Director, PO Box 590 Fremont, Ohio 43420. Be sure to include your
name, address, and phone number.

B. The Child Development Director will respond within a reasonable time frame (5 working
days).

C. If you do not find the response to be satisfactory, proceed to Step 5
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Step 5 A. Send your written concern, with the date that you submitted it to the Child Development
Director, and all facts available to the:

The President/Chief Executive Officer of the GLCAP Community Action Commission, P.O.
Box 590, Fremont, Ohio 43420.

B. The President/CEO will respond within a reasonable time frame (5 working days). The
response will indicate a date and time for a conference.

C. This grievance procedure’s highest level of appeal is to the President/CEO.

In addition, any person who may wish to report a suspected violation by one of our centers may
contact the Department of Job and Family Services by calling: 1-866-635-3748.

Services to Children and Families

Education
Although the teacher is a very important part of your child’s education, GLCAP believes that you are
the first and most important teacher of your child. For this reason, we try to involve you in every way
possible. The program works to help your child develop large and small muscles as well as speaking
and listening skills. Children will learn to do things independently and get along with others. Teachers
lead children to think for themselves and solve their own problems. As children learn to solve
problems for themselves and with the help of parents and teachers, they gain self-respect and
confidence in themselves. This is one of the best tools we can give our children for a good head start.

Every child in the program is screened so the parent and teacher can work together to develop the
child’s capabilities. These increasing capabilities are assessed continuously.

Child Learning Outcomes
GLCAP Early Childhood Program believes all children learn at their own rate, while going through
stages of development. We also believe that in order for children to learn and grow in the most
effective way, their learning must be active, meaningful, and in a positive environment. We believe
the most positive environment exists when parents, teachers, and other adults important in the child’s
life partner to provide consistent care and support to the child.

The most important goal of our early childhood curriculum is to help children become enthusiastic
learners. This means encouraging children to be active and creative explorers who are not afraid to
try out their ideas and to think their own thoughts. Our goal is to help children become independent,
self-confident, inquisitive learners. We are teaching them how to learn, not just in preschool, but all
through their lives. We're allowing them to learn at their own pace and in the ways that are best for
them. We’'re giving them good habits and attitudes, particularly a positive sense of themselves, which
will make a difference throughout their lives. The Creative Curriculum provides the structure for
children to learn through play.
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We use play to accomplish goals in all areas of development:

»Language/Literacy Development »Math

»Science & Technology »Social Studies

»The Arts »Social Emotional Development
»Physical Development »Cognitive Development

»English Language Development

The activities we plan for children, the way we organize the environment, select toys and materials,
plan the daily schedule, and talk with children, are all designed to accomplish the goals of our
curriculum and give your child a successful start in school.

Developmental Screenings:
All children are required to have developmental screenings completed prior to or within 45 days of
enroliment. GLCAP uses the ASQ 3 and ASQ:SE-2 screening tools.

The ASQ-3 is a set of questionnaires about children’s development. The ASQ-3 can help identify your
child’s strengths as well as any areas where your child may need support. The ASQ:SE-2 is a set of
guestionnaires about behavior and social-emotional development in young children. As a parent or
caregiver, you are the best source of information about your child. That's why ASQ-3 and ASQ:SE-2
guestionnaires are designed to be filled out by you. Parents will receive an email or link to the
screening tools.

Your completion of the screening tools is an important way of partnering with your child’s teacher.
Together, you and your child’s teacher will set goals for your child to work on during the school year.
Teachers will use the results of the screening tools to initially plan activities for your child.

Teachers trained to administer the screening and assessment tools:

GLCAP staff receive training on the ASQ-3 and ASQ:SE-2 developmental

screening tools by trained staff who have been approved by the ASQ-3 and

ASQ:SE-2 developers. All Teaching staff complete an online training through

Teaching Strategies GOLD that instructs Teachers how to complete, score
and interpret the Teaching Strategies GOLD ongoing assessment data.

What to Wear
The children will be active and involved in many activities which can be messy — such as painting.
There will be outdoor activities also. Therefore, please send your child in play clothes which are
comfortable and with outer clothes which are suitable for the weather.
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Toys from Home
We ask you not to let your child bring toys from home unless you have discussed it with the teacher.
However, from time to time it may be a good experience for your child to bring in an item such as a
rock, a pretty feather, or a colorful leaf. This will give the child a chance to talk about something in
front of the other children and that’s another step towards self-confidence.

Home Visits
Home visits are special times that are set aside for a parent and child to meet with a teacher or staff
person in their own home. The home visit is an excellent time to ask a lot of questions about how
your child is doing and what you can do to help. The goal of the home visit is to promote the parent
skills as their child’s prime educator.

Parent Teacher Conferences
Parent teacher conferences are held a minimum of twice each year to allow parents and
teachers/Home-base Coaches time to share information about children. Upon request, parents may
ask to meet with their child’s teacher at any time.

Special Information for the Home-based Option

The Home Base Option encourages parents and the Home-base Coach

to work as a team. Parents and Home-base Coaches will schedule

weekly home visits that last 90 minutes, 1 day a week. Parents and

Home-base Coaches will work together to discuss the skills and tasks
your child needs to support their development. Parent’s ideas and input will be very valuable and
necessary to the Home-base Coach because you know your child better than anyone else. You are
your child’s first teacher. Parents have the opportunity to work with a Home-base Coach to plan
activities in the Growing Great Kids Curriculum that the Home Base Program utilizes. Parents will
have the opportunity to learn and practice new parenting skills through our Growing Great Kids
Curriculum. In the GGK Curriculum, Parents are provided with age-appropriate activities, milestone
charts, education on child development, and parenting skills.

Sometimes parents feel concerned because they have not had any special training to be a teacher
and they are afraid that they will not be effective. However, we know from our experience with parents
who have been in the program that parents are excellent teachers! Your child will be very pleased
that you think they are important enough to you that you set aside special time just to work and learn
together. The payoffs from spending educational time and fun with your children will all be an
important factor in who your child becomes.

Families are invited to participate in Play Groups twice per month. Play Groups can be held at the
center, library, public park, etc. Lunch is provided to the entire family during this time. Age-appropriate
activities will be planned by your county’s Home-base Coach and Parents are provided with an
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opportunity for socialization with other children and parents in the Home Base program. Play Groups
allow for children and parents to socialize and learn valuable skills while playing and learning!

Children are naturally curious, and they want to learn all about themselves and people, places, and
things in their environment. Parents can help spark curiosity and make learning a fun process by
talking with their child and listening when they have something to share with you.

Suggestions for successful home visits:

1.

Be home at the scheduled time! It is often difficult to reschedule your appointment once it is
missed. Call the Home-base Coach whenever possible if your child is ill or you cannot be at home.

. Have the child dressed, fed and looking forward to having the Home-base Coach arrive. Tip: It's

important to discuss with your child who will be there in the home working with you. This will help
them remember who your Home-base Coach is and put a name to his/her face.

. Turn off the radio, T.V. or things that might distract the child during the lessons.

. Discourage friends and guests from being present during your home visit time. They may distract

you and your child and cause unnecessary pressure on the child to “perform” well.

. Have a special place (i.e. the living room floor) cleared where we can work.

. Participate whenever possible in the lesson plan and comment on the lesson whenever possible.

Parents are very important during the decision-making process of lesson plans.

. Remember, the home visit is a very important aspect of our program. With your enthusiasm and

cooperation, you and your child can learn and grow together!

Health Services
GLCAP recognizes that any child in poor health can never function in
any way as well as a completely healthy child. Therefore, all children
receive comprehensive health services which include up to date
Immunizations, a physical exam, nutrition assessment, a dental exam,
developmental, hearing and vision screenings.

Parents have the responsibility to schedule physical and dental exam appointments. The physical
exam must be completed in the child’s first 30 days in the program. The physical exam must include
an undress exam, height, weight, blood pressure, lead, and hemoglobin or hematocrit. The dental
exam must be completed in the child’s first 60 days in the program, which includes prophylaxis
(cleaning) and a fluoride application. If you are having difficulty in scheduling these appointments,
please contact your Family Advocate for assistance.
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The program ensures that vision, hearing and developmental screenings are completed prior to or
within the first 45 days. Parents are given the results of these screenings and are notified if further
evaluation is needed. Staff will assist parents in making arrangements for these referrals.

The staff within the Health Services Component includes a Health and Nutrition Coordinator, Health
Specialist, Health Advocates, Family Advocates, and Center Specialist. They work with local health
departments and health professionals to ensure a comprehensive health program for your child.

If it becomes necessary for your child to take medication during the hours your child is at the center
and you wish to have the trained staff administer the medication, check with your Center Specialist
about the procedure you are to follow.

During the day in the center, good hygiene and good health habits are stressed by the staff. If these
habits, such as washing hands after using the restroom and brushing teeth after meals are continued
at home, the child really benefits.

During the year volunteers are needed in the classroom to help children learn these health habits.
Training is provided for all volunteers before they work with the children.

Immunizations
Your child must have received or be in the process of receiving the following vaccines: DTP, IPV,
MMR, HIB, HepB, Varicella, Hep A, Pneumococcal conjugate (PVC13), Rotavirus (ages 2 mo - 6
mo.) and annual Influenza before entering the classroom. These immunization requirements may be
waived upon request for exemption by the parent for good cause or religious reasons and by a
physician for a medical reason. The signed STATE OF OHIO LEGAL IMMUNIZATION EXEMPTION
form is kept on file at the center and must be updated annually.

Health Record
Health records are kept for each child which contain: a health history, immunizations, the physical
exam, dental exam, screenings and any referral outcomes. With your signed permission, we will
forward your child’s health information to the school where your child will attend kindergarten.

Dental Exams and Dental Treatment
Healthy teeth are important to your child's overall health. From the time your child is
born, there are things you can do to promote healthy teeth and prevent cavities. For
babies, you should clean their teeth with a soft, clean cloth or baby's toothbrush.
Avoid putting the baby to bed with a bottle and check teeth regularly for spots or

stains.
For all children, you should

o Start using a pea-sized amount of fluoride toothpaste when they are two years old. You might
start sooner if a dentist or doctor suggests it.

e Provide healthy foods and limit sweet snacks and drinks.
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e Schedule regular dental check-ups
Forming good habits at a young age can help your child have healthy teeth for life.

Severe Early Childhood Cavities (ECC) causes pain and infection. Some children learn to live with
this pain day in and day out. ECC results in increased missed school days and an inability to
concentrate at school. Pain also affects a child’s sleep and nutrition, resulting in poor overall health
and well-being. ECC can even result in poor self-esteem and a reluctance to smile. The primary teeth
are important for eating, holding space for the permanent teeth, talking, and smiling.

Dental caries is a preventable, infectious, transmissible disease caused by mutans streptococci,
lactobacilli, and other acid-producing bacteria. The bacteria that cause tooth decay are fueled by
sweet foods and drinks and other fermentable carbohydrates like white crackers.

Traditional dental treatment alone does not stop these bacteria. Treatment of Head Start children
must be accompanied by use of topical fluorides, sealants, and other interventions to prevent future
dental decay in the permanent teeth.

No child can be truly healthy if he or she has poor oral health.
Nutrition Services

Meal Service
The children eat family style, passing the food to each other and to
the adults who eat with them. They are encouraged to try all foods,
including those that are new to them or those they think they will not
like. We serve foods high in nutrients and low in fat, sodium, and
sugar. We also introduce a variety of cultural and ethnic foods. The
children take turns setting the table and clearing their own places.
They will learn these skills and enjoy the responsibility. Children and
adults eat the same food and engage in pleasant conversation. Staff
and parent volunteers are expected to be good role models at mealtimes by using appropriate table
manners and talking positively about the food with the children.

GLCAP uses an open snack experience. An open snack experience allows children the opportunity to
eat when they are hungry. The open snack system allows children to eat during free choice where is
can be offered as a center (play area) opportunity. All children will be encouraged to participate in this
center (play area). There will be 2 hours between snack and lunch.

Classroom Cooking Experience
Teachers give children and parents the opportunity to prepare healthy snacks as part of the nutrition
education program. Watch for the Classroom Cooking Experience on the classroom calendar.
Parents are encouraged to participate.
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Food Allergy/Special Diet
If your child has a food allergy or is on a special diet, a written report from your doctor will be
necessary before we can alter or limit the prepared menus. This information is posted in the kitchen
and carefully observed.

Food Service Requirement
All staff who handle food have had training in Serve Safe and have had a physical. In addition, we
cannot allow volunteers in the kitchen, without prior approval.

Special Policies for Nutrition

1. Do not send snacks from home, only approved snack menus are served.

2. Do not send birthday treats. The monthly celebrants will have an opportunity to engage with their
peers as they celebrate their special day.

3. Potlucks or treats brought from home during regular sessions of children are not allowed.
Potlucks are allowed for parent meetings outside of regular classroom hours. Staff are permitted
to have potlucks and/or bring in treats when children are not scheduled in the center.

4. Bake sales are not permitted under any circumstances.

Administering Medication and Special Diets
If it is necessary for your child to take medication, food supplements, or use particular wipes or
ointment during the hours he or she is at the center, and you wish the staff to administer medication,
a form must be completed by you and your doctor. If your child has a disability and needs medication
related to the disability, staff will administer the medication with the appropriate forms filled out and
training completed as required by licensing regulations. Check with your Center Specialist about
this procedure. If your child requires a special diet which eliminates one of the four food groups or
alters the amount of food to be served to meet one-third daily dietary allowance, written instructions
signed by your physician must be on file at the center.

Child and Adult Food Care Program Non-Discrimination Statement
In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions
participating in or administering USDA programs are prohibited from discriminating based on race,

color, national origin, sex, religious creed, disability, age, political beliefs, or reprisal or retaliation for
prior civil rights activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information
(e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State
or local) where they applied for benefits. Individuals who are deaf, hard of hearing or have speech
disabilities may contact USDA through the Federal Relay Service at (800) 877-8339. Additionally,
program information may be made available in languages other than English.
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To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint
Form, (AD-3027) found online at: How to File a Complaint, and at any USDA office, or write a letter
addressed to USDA and provide in the letter all of the information requested in the form. To request a
copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by:

(2) mail: U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410;

(2) fax: (202) 690-7442; or

3) email: program.intake@usda.gov.

This institution is an equal opportunity provider.

Menus

The Nutrition Specialist plans the cycle menus based on the USDA Meal Patterns for the Child and
Adult Care Food Program.

A.M./P.M. SNACK:

Breakfast AGE :1 AND 2
Fluid Milk Y% cup

Fruit and/or Vegetable Ya cup
Grains/Bread or % 0z eq
Cereal Ya cup

(Two of the following four components)

Fluid Milk Y% cup

Fruit or Vegetable Y5 cup

Meat or Meat Alternate Y% 0z

Grains/Bread % 0z eq
LUNCH AGE:1and 2

Fluid Milk Y2 cup

Meat or Poultry or Fish or

1oz

Alternate like Egg, Cheese, etc.

Vegetables and Fruit

Grains/Breads

Y, cup total

Y20z eq

3THRUS

Ya cup
Y cup
Y% 0z eq

Ya cup

Y% cup
Y% cup
Y 0z
Y20z eq
3THRUS
Y4 cup

1% oz

% cup total

Y20z eq
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Parent Engagement

GLCAP believes that you, as a parent, are the most important influence in
your child's education and development. One of Head Start’s goals is to
support you in this role. We make information, experiences, and other
resources available throughout the year that can make your job a little
easier. Parent involvement in every part of the program is necessary to
assure the most benefit for Head Start children.

You will have many opportunities for several kinds of direct involvement:

» In decision-making for planning and operating the program.

> In activities you and other parents have helped develop.

» In the classroom and other educational activities.

> In the home.
Head Start is one of the few programs that ask people receiving services to
be involved in designing how those services will be delivered.

Parent Committees/Parent Meetings/Family Fun Events/Parent Cafes

In every home base caseload/classroom/center all parents are members of a

Parent Committee. The Parent Committee provides you with the opportunity

to be involved in planning your child's program, decision-making, and other
activities of your choice. Parent Committees are run by and for parents! Parent training will occur at
Parent Meetings. GLCAP ensures that each center has a Family Fun Event quarterly that
incorporates the Parent Committee, Parent Meeting and Parent Cafe into one event. GLCAP is
hopeful that each parent can attend a Family Fun Event sometime throughout the program year. We
hope to see you at the Family Fun Event!

Policy Council in the GLCAP Counties and Policy Committee in Lucas County

Parents participate in policy making and the operation of the whole Early Head Start and Head Start
program by being members of the Policy Council/Committee. One representative from each center is
elected by the parents to the Policy Council/Committee. These representatives will take ideas with
them from all parents and, in turn, keep those parents informed of decisions made at the Policy
Council/Committee meetings. Policy Council/Committee members help plan and develop program
goals; decide ways of enrolling Head Start families; and approve various policies, hiring and firing
decisions, and the budget. They also evaluate the program each year. Part of your role as a Policy
Council/Committee member is to attend and help to run these meetings and encourage parent
involvement at the center level.

The Policy Council/Committee receives support from the program by receiving training from Head
Start so they can understand the program and changes within it. Whether or not you are a
representative, all parents have an open invitation to attend Policy Council/Committee meetings.
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Contributions as In-Kind
Time and donations also add up to money. The Federal government requires each Head Start
program to provide 20 percent of its total grant in contributions from parents and the community.
These are called In-Kind.

How does this translate into money? For every hour donated in time, GLCAP earns an hourly amount
towards our In-kind Goals.

While volunteering, attending Head Start activities, or donating materials, parents are making
contributions, or "In-Kind." Teachers and staff in each classroom and in the Central Office will have
forms for parents to record their contributions. Policy Council representatives can assist their Family
Service Staff in coordinating and documenting volunteer activities.

By volunteering and donating services, parents and community volunteers show the government that
the Head Start program has local support.

The Head Start Parent, Family, and Community Engagement Framework/Outcomes
Parent and family engagement in Head Start/Early Head Start (HS/EHS) 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. The Parent,
Family, and Community Engagement (PFCE) Framework is a road map for progress in achieving the
kinds of outcomes that lead to positive and enduring change for children and families. The PFCE
Framework was developed in partnership with programs, families, experts, and the National Center
on Parent, Family, and Community Engagement. It is a research-based approach to program change
that shows how an agency can work together as a whole—across systems and service areas— to
promote parent and family engagement and children’s learning and development.

Head Start Parent and Family Engagement Framework/Outcomes

1. FAMILY WELL-BEING Parents and families are safe, healthy, and have increased
financial security.

2. POSITIVE PARENT-CHILD Beginning with transitions to parenthood, parents and

RELATIONSHIPS families develop warm relationships that nurture their child’s

learning and development.

3. FAMILIES AS LIFELONG EDUCATORS Parents and families observe, guide, promote, and
participate in the everyday learning of their children at
home, school, and in their communities.

4. FAMILIES AS LEARNERS Parents and families advance their own learning interests
through education, training and other experiences that
support their parenting, careers, and life goals.

5. FAMILY ENGAGEMENT IN Parents and families support and advocate for their child’'s

TRANSITIONS learning and development as they transition to new learning
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environments, including EHS to HS, EHS/HS to other early
learning environments, and HS to kindergarten through
elementary school.

6. FAMILY CONNECTIONS TO PEERS AND  Parents and families form connections with peers and

COMMUNITY mentors in formal or informal social networks that are
supportive and/or educational and that enhance social well-
being and community life.

7. FAMILIES AS ADVOCATES AND Parents and families participate in leadership development,

LEADERS decision making, program policy development, or in
community and state organizing activities to improve
children’s development and learning experiences.

Social Services/Family Services

GLCAP encourages each family to build on their own individual strengths and to learn how to meet
their own needs. Staff will help your family complete the Family Partnership Agreement (FPA). The
FPA will help you identify your family’s strengths and assist you in setting goals for your future. You
will be offered continued support to meet your goal during your regular contact with the teaching or
family services staff.

The Staff will:

o Partner with the family to identify the needs of the family and assist the family in finding a community
resource to help meet those needs.

Furnish information about available community services and how families use them.

Provide assistance with adult education: GED and college information.

Serve as an advocate or spokesperson for GLCAP families.

Provide emergency assistance or crisis intervention referrals.

Information and Referral Hotlines:

Wood County — Call 211

Sandusky County — First Call for Help, 419-334-2720 or 1-800-593-9444

Ottawa County — Call 211

Seneca County — Call 211

Lucas County — Call 211

Tell your teacher, home-based coach or family Advocate if your family needs help.

School Readiness Goals
GLCAP has adopted a set of School Readiness Goals. If you would like a copy of GLCAP’s School
Readiness Plan, contact your Center Specialist or Home-Based Coach.

Child Records - Parental rights Procedure for GLCAP Early Childhood Program
a) Inspect record.

(1) A parent has the right to inspect child records.
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(2) If the parent requests to inspect child records, GLCAP must make the child records available
within a reasonable time, but no more than 45 days after receipt of request.

(3) If GLCAP maintains child records that contain information on more than one child, the program
must ensure the parent only inspects information that pertains to the parent’s child.

(4) GLCAP shall not destroy a child record with an outstanding request to inspect and review the
record under this section.

(b) Amend record.

(1) A parent has the right to ask GLCAP to amend information in the child record that the parent
believes is inaccurate, misleading, or violates the child’s privacy.

(2) GLCAP must consider the parent’s request and, if the request is denied, render a written decision
to the parent within a reasonable time that informs the parent of the right to a hearing.

(c) Hearing.

(1) If the parent requests a hearing to challenge information in the child record, GLCAP must
schedule a hearing within a reasonable time, notify the parent, in advance, about the hearing, and
ensure the person who conducts the hearing does not have a direct interest in its outcome.

(2) GLCAP must ensure the hearing affords the parent a full and fair opportunity to present evidence
relevant to the issues.

(3) If GLCAP determines from evidence presented at the hearing that the information in the child
records is inaccurate, misleading, or violates the child’s privacy, GLCAP must either amend or
remove the information and notify the parent in writing.

(4) If GLCAP determines from evidence presented at the hearing that information in the child records
is accurate, does not mislead, or otherwise does not violate the child’s privacy, the program must
inform the parent of the right to place a statement in the child records that either comments on the
contested information or that states why the parent disagrees with the program’s decision, or both.

(d) Right to copy of record.

GLCAP must provide a parent, free of charge, an initial copy of child records disclosed to third parties
with parental consent and, upon parent request, an initial copy of child records disclosed to third
parties, unless the disclosure was for a court that ordered neither the subpoena, its contents, nor the
information furnished in response be disclosed.

(e) Right to inspect written agreements.
A parent has the right to review any written agreements with third parties.
Appendix C to rule 5101:2-12-07

Center Parent Information Required by Ohio Administrative Code

The center is licensed to operate legally by the Ohio Department of Job and Family Services. This
license is posted in a noticeable place for review.
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A toll-free telephone number is listed on the center’s license and may be used to report a suspected
violation of the licensing law or administrative rules. The licensing rules governing child care are
available for review at the center.

The administrator and each employee of the center is required, under Section 2151.421 of the Ohio
Revised Code, to report their suspicions of child abuse or child neglect to the local public children's
services agency.

Any parent of a child enrolled in the center shall be permitted unlimited access to the center during
all hours of operation for the purpose of contacting their children, evaluating the care provided by
the center or evaluating the premises. Upon entering the premises, the parent, or guardian shall
notify the Administrator of his/her presence.

The administrator's hours of availability and child/staff ratios are posted in a noticeable place in the
center for review.

The licensing record, including licensing inspection reports, complaint investigation reports, and
evaluation forms from the building and fire departments, is available for review upon written request
from the ODJFS. Inspections are also online at http://childcaresearch.ohio.gov/. Parents may search
for a specific program and sign up to be notified when the program'’s latest inspection is posted
online.

It is unlawful for the center to discriminate in the enrollment of children upon the basis of race, color,
religion, sex or national origin or disability in violation of the Americans with Disabilities Act of 1990,
104 Stat. 32, 42 U.S.C. 12101 et seq. To file a discrimination complaint, write or call Health and
Human Services (HHS) or ODJFS. HHS and ODJFS are equal opportunity providers and employers.

Write or Call: Write or Call:

HHS ODJFS

Region V Office of Civil Rights Bureau of Civil Rights

233 N. Michigan Ave. Ste. 240 30 E. Broad St., 37" Floor
Chicago, lllinois 60601 Columbus, OH 43215-3414
(312) 886-2359 (voice) (614) 644-2703 (voice)
(312) 353-5693 (TDD) 1-866-277-6353 (toll free)
(312) 886-1807 (fax) (614) 752-6381 (fax)

1-866-221-6700 (TTY) or (614) 995-9961

For more information about childcare licensing requirements as well as how to apply for childcare
assistance, Medicaid health screenings and early intervention services for your child, please visit
http://|[fs.ohio.gov/cdc/families.stm
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GLCAP Early Childhood Program and Lucas County Early Head Start/Head Start at GLCAP

Center List/Important Phone Numbers
Visit our website at www.glcap.org

Wood County

Sandusky County

Ottawa County

Seneca County

Office/Center:

Jordan Family Development
Center

812 North College Drive
Bowling Green, Ohio 43402
419-353-7407

Fax: 419-353-1100

Serves all of Wood County for
the Home Base Option

Office/Center:

Stricker Family Development
Center

765 S. Buchanan Street
Fremont, Ohio 43420
419-334-8511

Fax: 419-332-7966

Serves all of Sandusky County
for the Home Base Option and
offers preschool full day child
care and/or infant/toddler full
day child care on site

Office/Center:

Port Clinton Center/Office
1846 E. Perry St.

Port Clinton, OH 43452
419-734-1452

Fax: 419-734-0562

Serves all of Ottawa County for
the Home Base Option

Office/Center:

Fostoria Center/Office

801 Kirk Street

Fostoria, Ohio 44830
419-435-4883

Fax: 419-435-6596

Serves all of Seneca County
for the Home Base Option

Perrysburg and Rossford
School Districts and
surrounding area

Lutheran Church of the Master
28744 Simmons Road
Perrysburg, OH 43551
419-874-4644

Fax: 419-872-5046

Clyde/Green Springs School
District and surrounding area
615 Vine Street

Clyde, Ohio 43410
419-547-3282

FAX: 419-547-8093

Genoa School District and
surrounding area

Brunner Campus

1224 West Street

Genoa, OH 43430
419-855-3931

Fax: 419-855-2061

Tiffin GLCAP Early Childhood
Center

182 St. Francis Ave

Tiffin, Ohio 44883
567-220-7003

Fax: 567-268-9241

Serves all of Seneca County
for the Home Base Option

Lucas County

Lucas County Early Head Start
and Head Start at GLCAP
1946 N 13th St., Suite 348
Toledo OH 43604

Phone: 419-729-8035

Fax: 419-729-8038

GLCAP Bancroft Center
6701 West Bancroft
Toledo, Ohio 43615
Phone: 419-841-4116
Fax: 419-841-4169

GLCAP Sylvania Center
7240 Erie Street.
Sylvania, Ohio 43560
Phone: 419-824-8751
Fax: 419-824-8750

For further
information, contact
the center in your
community or the
GLCAP
Headquarters in
Fremont, Ohio.

GLCAP
Early Childhood
Program
127 S. Front St.
P.O. Box 590
Fremont, Ohio 43420
419-334-8911 or
1-800-775-9767
Fax: 419-334-8919

Visit us at
www.glcap.org!
or
Facebook: GLCAP
Community Action
Partnership
or
Twitter: @GLCAPCAC



http://www.glcap.org/
tel://4198414116/
tel://4198414169/
tel://4198248751/
tel://4198248750/

Ohio WIC (Women, Infant and Children) Program
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Child and Adult Care Food Program, Building for the Future

Good nutrition today means a stronger tomorrow!

Building for the Future
with CACFP

This Child Care Program receives support from
the Child and Adult Care Food Program to serve healthy meals to
your children.

Meals served here must meet USDA’s nutrition standards.

Questions? Concems?

Sponsoring Agency: GLCAP, PO Box 590, Fremont, Ohio 43420

Phone: 419-334-8911

State Agency: CACFP Program Specialist, 25 S. Front Street, MS 303, Columbus,
OH 43215-4183, Phone: 614-466-2945

Learn more about CACFP at USDA’s website:

https://www.fns.usda.gov/

USDA is an equal opportunity provider, employer, and lender.

United States Department of Agriculture

Food and Nutrition Service FNS-317 November 2019
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Good Hygiene is in Your Hands
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