CACS Head Start &
Early Childhood Programs
2022-2023

Program
Guide for
Parents

Serving Ingham, Eaton, Clinton and Shiawassee Counties in Michigan

Administrative Office, 101 E. Willow, Lansing
(517) 482-1504 or (800) 585-9997

MISSION STATEMENT
We support families and prepare children for success in school and in life.

The Program Guide for Parents gives you important information about Head Start and Great Start
Readiness Preschool Programs operated by CACS.
Welcome! We are here to partner with you. This is an important year for you and your child. Our
program offers support and activities for parents and a comprehensive preschool program for
children.
You are your child’s first teacher. This is a very important role. We look forward to seeing you at
Parent Meetings, Family Fun Nights, special class days and workshops. These events will give you a
chance to learn about child development, meet other parents and provide feedback and
suggestions for the program. You will also have an opportunity to receive information about
available community resources. Our goal is to work together with you so your child will be ready
to succeed in kindergarten and beyond!
Head Start was founded on the principles of equality, inclusivity, and opportunity for all children.
Now more than ever we are committed to these principles each and every day in everything we
do. CACS Head Start classrooms welcome young children and their families to a place where they
are valued, celebrated and cared for. It is our unwavering belief that ALL children deserve a future
filled with hope and opportunity.

Welcome to a successful year for you and your child!
Nolana Nobles, PhD, Director of Head Start and Early Childhood Programs
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PROGRAM OPTIONS
Head Start is a free preschool program for eligible families.

SCHOOL DAY (7.5 HOURS):
Available Monday - Thursday. Approximate hours 8:00am-3:30pm or 8:30am-4:00pm.
PARTNERS (HOURS VARY DEPENDING ON LOCATION):
Head Start slots are also available in local child care centers and with school district programs. Hours may
vary depending on location.

RECRUITMENT



Head Start participates in joint recruitment efforts with Intermediate School Districts to reach the
greatest number of children that qualify for available options.
Family Advocates recruit in local businesses/agencies and community events throughout the school
year.

ENROLLMENT







All applications for Head Start in Eaton, Clinton and Ingham counties go through the local Intermediate
School Districts at michiganpreschool.org Shiawassee county applications can be submitted on our
website at www.cacs-inc.org/head-start/
Pregnant women and children from birth to age five who are from families with incomes below the
poverty guidelines are eligible for Head Start and Early Head Start services. Families who experience
homelessness and families receiving public assistance such as TANF, SNAP or SSI are also eligible. Foster
children are eligible for enrollment, as well.
Head Start uses a Selection Criteria to identify children that best meet the guidelines of our program.
Children will be placed in classrooms closest to their home, unless otherwise requested.

TRANSFER
Options if you move out of your child’s current classroom area:
 Transfer to the classroom that serves children in your new location. If the new classroom is full, your
child can be placed on a waiting list for the next available opening.
 Self-transport to your child’s current classroom.

WITHDRAWAL
We know that sometimes it is necessary for a family to leave Head Start before the school year is over. If
this happens, please contact your Family Advocate or classroom staff and let them know your child will no
longer be attending school. Head Start does not intentionally withdraw or drop a child.
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PARENT COMMUNICATION




Communication with parents is very important in our
Head Start program.
Feel free to communicate your comments, suggestions or questions to staff.
We value your input to help make our program the
best that it can be!

FAMILY FUN NIGHTS
Family Fun Nights are held during the school
year.
 Fun activities with your child!
 Meet other parents in your child’s
classroom!
 Free book!

PARENT CONNECTION ENVELOPE




Parent Connections is a large white envelope that you
will receive every other week from your classroom.
It will contain your child’s work, program information
and comments from your teacher.
Please remove the materials, review them, write
comments or suggestions on the Parent Connections
Form, and return the envelope and form to the
classroom.
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EDUCATIONAL PHILOSOPHY
CACS, with input from parents and the community, selected Creative Curriculum to facilitate our philosophy of learning
because the preschool years, 0-6, are foundational years for all human growth and development. This is a critical period in life for developing patterns that will help a child succeed in school and life. It is a time when children develop fundamental abilities and understandings. It is also a time when children can and do learn a great deal through indirect as
well as direct teaching; therefore, it is important to create an environment which allows for both types of learning.
With Creative Curriculum, children learn through exploration, play and active involvement with their environment.
Skilled teaching staff using Creative Curriculum also facilitate optimal learning through building close relationships with
each child and respecting the uniqueness of each family.
All areas of development (language, literacy, mathematics, science, approaches to learning, physical health and development, social emotional and creative arts) are important and interrelated. Therefore, it is important that activities
include all areas of development and allow for individual differences in children including those with special needs or
who are dual language learners. Planning for individualization is important because it is through planning that our philosophy is translated into goals, objectives and activities.
CACS recognizes children are most strongly influenced by their home environment and caregivers. We will provide ongoing support and education to families to facilitate their role as their child’s first and primary teacher.
We will keep parents informed of their child’s development and promote their active participation in
the program. We will encourage each child’s natural curiosity in learning and the exploration of their environment.
We will promote and sustain the development of each child’s self-esteem and confidence, and view social problems as
opportunities for growth.

SAMPLE SCHEDULE
8:30-9:15

Arrival/Breakfast: Families are greeted, children store belongings and sit down to breakfast. Parent/
guardians are encouraged to stay until children are ready for them to leave. Tooth brushing takes place
as a healthy routine.

9:15-9:30

Large Group Time / Music and Movement: All adults and children participate in activities around
children’s interests.

9:30-9:40

Planning Time: Children indicate their choice to adults. Adults use a range of strategies to support
children’s planning.
Choice Time: Children are involved in interest areas. Adults participate as partners in child-initiated play.

9:40-10:40

10:40-10:50 Cleanup Time: Children and adults clean up together.
10:50-11:00 Recall Time: Children share choice time experiences to reflect on and talk about.
11:00-11:15 Small Group Time: An adult-initiated learning experience based on children’s interests and
development.
11:15-11:45 Outside Time: Adults supervise children for safety and also join in their active outdoor play.
11:45-12:00 Bathroom/ Wash Hands/Prepare for Lunch: Children assist in preparation and set up.
12:00-12:30 Lunch: Children participate in conversations during family style meals with child choice of what to eat.
12:30-1:30

Quiet/Resting Time: Sleep, rest or quiet solitary play.

1:30-1:45

Wake/Snack: Adults and children work together to put away cots/mats and set up for snack.

1:45-3:00

Plan/Work/Cleanup/Recall: (refer to AM description)

3:00-4:00

Outside Time / Dismissal: (refer to AM description)
**Schedules will vary depending on the classroom and option**
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PRESCHOOL CURRICULUM STATEMENT
CACS prepares children for success in school and life. In order to achieve this goal, Creative Curriculum is the
curriculum model chosen by CACS because it is research-based and offers children opportunities to make choices, be
creative, explore their environment, be independent and promote problem solving skills. It also allows for
individualization that aligns with Teaching Strategies Gold Objectives for Development and Learning, our ongoing
assessment.
CACS believes curriculum is based on the needs and developmental levels of program children. Teachers provide
activities through interest areas, large group and small group experiences, to build on children’s prior knowledge and
current abilities. Children explore and investigate through hands-on experiences with real objects to expand school
readiness skills.

SCHOOL READINESS SKILLS
School readiness skills are skills that your child needs to have in order to be prepared for success in school.
Here is a list of essential school readiness skills:
Social & Emotional Development
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Manages feelings
Follows limits and expectations (rules, routines)
Takes care of own needs appropriately
Forms relationships with adults
Interacts with peers




Physical Development and Health
Demonstrates traveling and balancing skills (run, jump, hop, balance)
Uses fingers and hands (small finger/hand movements)








Language and Literacy
Listens to and understands increasingly complex language
Uses an expanding expressive vocabulary
Demonstrates phonological awareness
Identifies and names letters (at least 18 uppercase and 15 lowercase)
Uses letter-sound knowledge (produces letter sounds)
Interacts during read alouds and book conversations






Approaches to Learning
Attends and engages (maintains attention)
Persists in tasks
Shows curiosity and motivation
Shows flexibility and inventiveness in thinking (uses creativity and imagination)





Cognition & General Knowledge
Remembers and connects experiences
Uses classification skills (similarities and differences)
Connects numerals with their quantities—recognizes numbers

SCREENINGS, ASSESSMENTS AND ACTIVITIES
TEACHING STRATEGIES GOLD

AGES AND STAGES (ASQ)








The ASQ is a developmental screening tool
that helps to identify children who may need
further assessment.
The ASQ-SE is a social-emotional screening
tool modeled after the ASQ that helps identify
children who may need extra support.
These screeners will be completed with the
parent a the first home visit. The results and
individualized strategies to support the child
will be discussed.
Follow up steps may be developed and recommended for formal evaluations. This will require parent consent.

CREATIVE CURRICULUM
The Creative Curriculum for Preschool is a comprehensive, research-based curriculum that features
exploration and discovery as a way of learning, enabling children to develop confidence, creativity,
and lifelong critical thinking skills. Staff will help
build these skills by providing hand-on, child-led
investigations. In addition, staff will reinforce this
play-based approach by including family friendly
learning activities designed for home and shared
through the Creative Curriculum Family App.





Teaching Strategies Gold is an ongoing
assessment tool used to measure growth in
children using observations, photographs and
anecdotal notes.
It is completed 3-4 times during the school
year and will be discussed at Parent/Teacher
Conferences.

TRANSITION SUMMARY


A Transition Summary will be discussed at the
first Parent/Teacher Conference and at the end of
the school year highlighting your child’s development.
 With your permission, the Transition Summary
will be sent to the school your child will be
attending if your child is moving on to Kindergarten.
 Assessment information for children in a GSRP
blended room will be tracked through 2nd grade.

PARENT/TEACHER CONFERENCES
Parent/Teacher Conferences are scheduled two
times during the school year to share information
about your child and discuss his/her progress.
Conferences will last 1 hour.

RESEARCH
We are fortunate to have two Big Ten Universities
close to our program. You may be invited to participate in a research project during the school year.
This is strictly voluntary.

HOME VISITS
Two home visits are planned during the year to
discuss your child’s development, interests, and
educational goals. Home visits will last 1 hour.
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LICENSING INFORMATION
All classrooms have been inspected and licensed by the State of Michigan Child Care Licensing
Department. Licensing rules and regulations will be followed at all times.

Licensing Notebook


Each site is required to keep a mandatory licensing notebook containing all licensing inspection reports,
special investigation reports and all related corrective action plans (effective May 27, 2010).



This notebook is available to parents to review during regular classroom hours.



Licensing inspections and special investigation reports for the past two years are available on the State of
Michigan Child Care Licensing website:
www.michigan.gov/michildcare

CLASSROOM INFORMATION









Parents are encouraged to be a part of their child’s
classroom experience.
Parents are asked to give input on the goals, objectives and curriculum for their child.
Classroom visitors (other than parents) must receive
prior approval from classroom staff or a Head Start
Supervisor.
Food, toys and pets from home are not allowed.
CACS Head Start is not responsible for personal
items that become lost, stolen or damaged.
Lesson plans and a daily schedule are posted in the
classroom.

FIELD TRIPS







QUIET/REST TIME
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Every child in a full day (7.5 hours) will be provided
with an opportunity to rest.
Classrooms will have a cot, mat or pad for each child
who spends more than 4 hours a day at the center.
Each cot, mat or pad will be sanitized daily.
Cots, mats, or pads will be placed at least 18 inches
apart.
Bedding materials will provide a barrier between all
parts of the reclining child’s body and the floor.
Quiet/rest time will be supervised and quiet activities will be provided for children who wake up early
or do not sleep.
Bedding materials will be stored in such a way that
there is no contact between student belongings.
Bedding will be cleaned weekly or before use by
another child.

You are welcome and encouraged to join
your child on field trips.
Parents will not be asked to pay for field
trips.
A flier will be sent home to inform parents
of any field trip at least three (3) days
before the event.
All Head Start children will be taken to and
from the field trip on Head Start buses.
Parents must provide their own transportation.

OUTDOOR PLAY





Fresh air and outdoor play are important
for children.
We will provide daily outdoor play unless
prevented by inclement weather or weather conditions that could result in becoming
overheated or excessively chilled.
Please remember to send your child
dressed for the weather conditions.

HOLIDAYS







CACS has children and families in our program from
many cultures, ethnic groups and religions.
We encourage families to teach their children about
family heritage and to celebrate the holidays that are
special in their homes.
Out of respect for our families, we will not celebrate
holidays in the classroom (this includes foods, cards
and presents).
Instead, we will focus on child appropriate studies. Parents are welcome to give suggestions about topics that
may interest their child.

BIRTHDAYS AND
POT LUCKS


Birthdays are recognized in many nonfood ways in our classrooms.



If you would like to do something
special for your child’s birthday, please
contact the teacher for suggestions.



CACS Head Start does not allow
potlucks due to the cost to parents and
the risk of foodborne illness.

SCHOOL CLOSINGS


If the local school district closes due to weather conditions, CACS Head Start classrooms will also be
closed.



If your local school district is delayed due to weather conditions;
Full day classrooms without transportation—operate regular hours
Full day classrooms with bus services—will follow the school district delay
If a school district closes for temperature and wind chill, classrooms will be closed.




Listen to your local television and/or radio station for school closings. If you are unsure about the closing, call the Transportation Office at (517) 393-1409 or (888) 343-0336.



During severe weather or a tornado warning, CACS Head Start will not close classrooms early. Children
will be kept at the classroom until the regular class time ends or until it is safe to travel. In the event of a
non-weather related closing, every effort will be made to contact parents/guardians. If parents/
guardians are not home to receive the child, someone listed on the emergency card will be contacted.

PEST MANAGEMENT
Pesticides are periodically applied to classroom property as part of the agency’s pest management program. Prior notification of regularly scheduled applications will be provided in your
classroom newsletter.
Application of pesticides will be performed only by certified or registered companies. For nonperiodic applications, notification will be posted 48 hours prior near the building’s point of entry. If a pesticide is applied in a building, students will not occupy the room for a minimum of four hours. When a pesticide is applied to the grounds, the application will not be made within 100 feet of occupied classrooms and
flags will be inserted in the ground to mark the application area.
This notice was given in compliance with Public Act 451 of 1994 (amended).
You may contact the Education Manager at the Willow Office (517) 482-1504 if you have any questions
regarding this matter.
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CONFLICT RESOLUTION – A B C D E
Our classrooms use the following A B C D E method to guide children in solving problems on
their own.
ASSESS THE SITUATION
Approach Calmly and Stop Hurtful Actions
Acknowledge Feelings
Stop, Take a Breath, Relax
BRAINSTORM SOLUTIONS
Gather Information
Stop, Think, What’s the Problem
Involve Children in Identifying the Problem
Restate Problem
Brainstorm Solutions
CHOOSE OPTION
Involve Children in Process of Finding Solution
Choose One Together
DO IT
Help Children Carry Out the Solution
Use Calming Techniques If Necessary
EVALUATE
Be Prepared to Give Follow Up Support

CONSCIOUS DISCIPLINE
Every classroom has three basic rules: Be Safe, Be Kind, Be Healthy
Conscious Discipline is a program that offers strategies for social-emotional learning, discipline, and selfregulation. Discipline is not something we "do" to children, it is something we develop within them and ourselves! We use Conscious Discipline to help provide adults and children the skills and tools to manage "big
feelings" and learn to problem-solve.
We will talk about the rules Be Safe, Be Kind, Be Healthy every day. At Head Start, staff are
called Safekeepers. You may hear the phrase, "My job is to keep you safe, and your job is to help keep it
safe." We also believe we are a school family and being kind is key.
Healthy relationships = strong connections = cooperation. That's the Conscious Discipline way!
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ACTIVE SUPERVISION FOR FAMILIES
CACS appreciates the opportunity to serve you and your child and understand the responsibility we have to
create an environment where children are nurtured, challenged, supported, and valued. In order for children
to focus on learning, they must be and feel safe. Our program has developed an Active Supervision Plan
detailing steps staff must take to keep children safe at all times while they are in our care—whether that is in
the classroom, on the bus, during a field trip, or on the playground. Parents are also expected to engage in
active supervision when participating within the program. We are striving for a culture of safety and there
are many ways families can help!

First, before a child may start, families are asked to fill out a Child
Information Record. These records are important for many reasons, one
is letting staff know who is authorized to pick up your child from school.
Parents/Guardians can add as many authorized individuals
as they wish as long as they are 18 years of age and can provide picture
identification. We will not accept phone calls, emails, or notes giving
permission for anyone not on the card to pick up your child(ren).
Second, the Child Information Record can be updated at any time
throughout the year by the individual who initially filled out the document.
In addition, CACS staff will ask families to review this document
during parent/teacher conferences.
Lastly, while inside or outside our buildings, always be proactive and
observant. If you recognize a possible safety concern, please notify a staff
member as soon as possible.

Child Information Record
(CIR)
 Requirement of the State of
Michigan Licensing and
Regulatory Affairs
(LARA).
 Includes vital child information and must include the
most recent contact phone
number(s).
 Ask to review the CIR
throughout the school year
and please let anyone authorized person know they
have been designated to
pick up and bring ID.

CHILD DROP-OFF







Sign in your child upon arrival.
Announce your child’s arrival to the staff (example: “Good morning, Sarah is here”).
Discuss with the staff if there are any changes or events that have happened at home that
may impact your child’s day (example: Rough night’s sleep; grandma is out of town; a
death in the family. This information helps notify staff of potential concerns while also
supporting the home-to-connection.
Say “Good Bye” when leaving the classroom.
Ensure that the classroom door/fence gate is closed at all times.

CHILD PICK-UP
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Announce your arrival (example: “Hi, I am here to pick up Sarah”)
Touch base with the staff about your child’s day.
Sign your child out.
Say “Good Bye” when leaving.
Ensure that the classroom door/fence gate is closed at all times.

CLASSROOM DISCIPLINE POLICY
CACS approaches classroom struggles as learning opportunities. Children will be taught classroom rules and
conflict resolution techniques (SEE PAGE 11). We want children to develop a sense of self-control, cooperate, and follow classroom rules (Be safe, Be kind, Be healthy). Children will not be excluded or expelled because of the need for additional medical or behavioral support, assistance with toileting, or staff apprehensions.

Staff WILL:








provide a safe learning environment
establish simple and consistent rules early in
the year (Be safe, Be kind, Be healthy)
explain why certain behavior is unacceptable
give positive suggestions and feedback
redirect unacceptable behavior
safe spaces designated in the classroom for
children to calm down
will use Conscious Discipline strategies and
de-escalation techniques to prevent a child
from harming themselves, others, or

Staff and Volunteers WILL
NOT:









hit, slap, shake, jerk, bite, pinch, push, pull or
inflict any form of physical punishment
restrict a child’s movement by binding or
tying
humiliate, shame, yell at, swear at, name
call, or threaten a child
deprive a child of meals, snack, or toilet use
confine a child in an enclosed area such as a
closet, locked room, box or similar cubicle
set unreasonable limits
use ‘time out’

UNSAFE BEHAVIOR


CACS defines challenging/unsafe behavior as
behavior that presents actual or significant
threat to the safety of the child or others, including adults.



After evaluating an unsafe situation, additional
strategies will be implemented including parent
participation.

The following steps will be implemented for
children who do not respond to typical interventions:




SECLUSION AND PHYSICAL
RESTRAINT POLICY
Head Start will not seclude a child from his/her
peers and physical restraint will only be used as a
last resort in emergency situations. Trained personnel will utilize proper techniques as to not
harm a child. All incidents will be reported to the
parent and prevention strategies will be developed together.

If the child hurts himself or others, parents will
be notified and required to meet with classroom staff and Early Intervention Specialists to
develop a positive behavioral support plan. We
will meet to brainstorm ideas on how to support your child and come up with individualized
strategies, which may include a parent observation of the child in the classroom.

STAFF SCREENINGS

Continued incidents may result in reduced or
modified schedule and/or referrals for further
evaluation.

All employees of CACS Head Start have completed
a Federal Criminal History search with fingerprinting.
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Emergency
Preparedness Plan
Every Head Start site has an Emergency Preparedness Plan. The plan is used to assist the staff in responding
to emergency situations. The staff in each classroom will work with local safety officials, school staff and
families to keep children as safe as possible. As part of our commitment to the safety and security of all students, staff, and visitors in our sites and classrooms, all visitors are required to enter through a designated
door and sign in and out. Each CACS building will have security measures in place. Staff will notify you of the
safe emergency relocation for your classroom.

FIRE AND TORNADO DRILLS

BUS EVACUATION DRILL

Classrooms have one unannounced monthly fire drill and two
tornado drills between the months of April and October.
Evacuation routes are posted in each classroom.

Bus evacuation drills will be practiced at
your bus visit before school starts and
each month on your child’s bus.

TRANSPORTATION INFORMATION
SMOKING IS PROHIBITED NEAR SCHOOL BUSES
1. An adult must walk the child to and from the bus. Each parent will decide to whom (age 18 or older)
their child can be released. Picture identification must be provided before staff will release the child.
2. If you are not at home to receive your child, every attempt will be made to contact an adult listed on the
child information record. If no one can be reached to pick up the child, a “The Bus Was Here” slip will be
left at the home (see below) and the child will be brought back to the classroom.
3. There may be times when it is necessary to self-transport your child to and from the classroom. The
Transportation Department or classroom staff will try to notify parents in advance when possible. When
a self-transport day occurs, it will be parent’s responsibility to get the child to and from the classroom
that day.
4. If your child is not coming to school, refer to page 20 for instructions.
5. Have your child ready for pick-up 5 minutes before the bus is scheduled to arrive.
6. No eating or drinking is allowed on the bus.
7. Your child’s pick up and drop off address is set at enrollment. All changes must go through your Family
Advocate and must be a reasonable distance from the classroom. The Transportation Department needs
a 24 hour notice before a new pick-up and/or drop-off location can be established.
The Bus Was Here!
This slip is left at the
home of any child that
does not have a
adult at home to
receive them.
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SUPPORT SERVICES
Are you looking for housing,
food, or childcare?
Thinking about going back
to school?

Every family has a
Family Advocate who can
help connect you to
community resources!

Do you want to learn more
about healthy eating and
being active, helping your
“picky eater”, the health
risks of sugary drinks, or
making nutritious low cost
meals?

We have a Nutritionist
on staff who are
registered dietitians!

Do you need help with
parenting concerns, your
child’s behavior, or stress
management?

Do you have concerns
about your child’s
development?

The Family Service
Center has many
resources to help you
find answers!

We have both Early
Interventionists and
Mental Health Specialists
who can provide extra
support to children,
families and classrooms
and make referrals for
further services.

Reading 20 minutes a day
gives your child a strong
start in school and in life.

Books are
given out every
month!

Do you have a health or
dental concern?

We have Nurses and
an Oral Health
Specialist to help!

Do you want to meet
and talk to other dads
and men?

Our Fatherhood
Specialist offers
workshops and
activities geared for
men!

Is English your
second language?

We have a Dual
Language Resource
Coordinator who can
help support families
to connect with the
school and other
resources in the
community.

EARLY INTERVENTION SERVICES
The Early Intervention Services Department supports staff, children, and parents by providing services, early
identification, and referrals to school districts and other community agencies. In partnership with other
program staff, we help build knowledge and skills through trainings and workshops.






We observe children in classrooms to identify who may need additional support.
We communicate with staff and parents so everyone can work together in the child’s best interest.
We partner with school districts and community agencies for further evaluations and services.
We educate on child development, family development, and mental health topics.
We promote wellness for all through program-wide goals of “Be safe, Be kind, Be healthy”.

Children will not be excluded based on a disability or need for toileting assistance.
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HERE ARE SOME WAYS YOU CAN SUPPORT YOUR
CHILD WITH SCHOOL READINESS SKILLS


ATTEND SCHOOL REGULARLY: Help your child develop the habit of regular school attendance. Even
missing a day a month of school can cause a child to fall behind and stay behind their peers.



PROVIDE A HEALTHY HOME ENVIRONMENT: Provide your child (and you!) with a safe home, consistent
people in their lives and daily routines.



GET ENOUGH SLEEP: Make sure your child is getting enough sleep every night. The American Academy
of Pediatrics recommends that children 3-5 years of age should sleep 10-13 hours each day (including
naps).



EAT TOGETHER: Children eat better when they can see adults eat a variety of foods. Family meals also
help children learn to like new foods and promote family conversations.



READ WITH YOUR CHILD: Reading with your child for 20 minutes a day will help your child be ready for
school and will be a special time for you and your child.



PROVIDE OPPORTUNITIES FOR PHYSICAL ACTIVITY: The Center for Disease Control states that children
under 6 years old should be active 60 minutes a day in ways appropriate for their age and development.



LIMIT SCREEN TIME: The American Academy of Pediatrics recommends children 2-5 years old have no
more than 1 hour of high quality screen time per day.



KEEP PHYSICAL AND DENTAL EXAMS UP TO DATE: Keeping up to date on your child’s physical and
dental appointments and treatment helps to make sure your child is healthy and ready to learn.

WAYS HEAD START CAN SUPPORT YOUR CHILD
WITH SCHOOL READINESS SKILLS
Head Start has designed several activities to help parents support and reinforce school readiness skills a
child is learning in their Head Start classroom. Here are some activities you and your child can do at home:

LINKS
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LINKS pages have many simple, fun
activities for you to do with your
child.
These activities are an extension of
the curriculum used in your child’s
classroom.
We know that every child is different, and your child may or may not be able to do every activity.
Feel free to change the activities or ask your teacher for
suggestions to meet the needs of your child. We would love to
hear how you adapted the activities for your child!
Complete as many activities as you can with your child and then
sign and return the form to your classroom.
LINKS sheets can be turned in anytime throughout the school
year.

STEPS TO SUCCESS







Your teacher will be providing
Steps to Success activity pages.
These pages share individualized
activities that you can do at home
to work on specific skills with
your child.
Complete the activities, sign and
return the form
to your
classroom.
Feel free to ask
for more ideas
from your
teacher.

RAISING A READER
Reading begins at birth! Reading out loud to children is one of the most important activities for building
understanding and skills needed for later reading success.
Michigan passed a third grade reading law in October 2016. Children will be evaluated beginning in
Kindergarten to assess their reading readiness and reading skills. Assessments will be completed at each
grade level. Children who are behind will be given extra supports and “read at home” plans to bring up
their skills. If children are not on target as readers at the end of third grade they may be held back at third
grade. Reading with your child, pointing out letters, sounds and words all help build skills for reading.

Read together every day
Give everything a name

ACTIVITY: Read a favorite story together
and take turns making up
different endings to the story.

ACTIVITY: Go on a letter walk
outdoors. Point out all the letters and
words that you can find.

Let your child choose the book
Read with fun in your voice

ACTIVITY: Go on a trip to visit the
library. Let your child pick out a book on his/
her own.

ACTIVITY: Read a story together and
use different voices for the characters.
Have fun when reading!

Be engaging
ACTIVITY: Let your child tell you a story
by looking at the pictures in the book.

Make the story come alive
Read everywhere you go
ACTIVITY: Play “I Spy ” while you’re in the
car, at a restaurant or at the doctor’s office.
You can spy anything—letters, words,
numbers, colors or shapes.

ACTIVITY: Read a story together then
act it out. Take turns being the different
characters.

Read it again and again
ACTIVITY: Children love to hear the
same story over and over. This helps
them learn and grow!
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MEALS AND NUTRITION
Every child in a full-day classroom receives meals (breakfast, lunch and afternoon snack), providing 1/2 to
2/3 of their daily nutritional needs. A variety of food is served, which broadens each child’s food
experiences.
Meals/snacks are served “family style” with children and adults
eating together and children serving themselves. Children are also
encouraged to try all foods, but are not forced to eat, taste, or
finish their food.

Adequate time is planned for children to eat. Food is not used as a
reward or punishment.

Lesson plans include activities that help children develop
knowledge and skills that promote healthy food choices and eating
habits.
Meals/snacks served at Head Start follow the USDA Child and Adult Care Food Program meal pattern
requirements. These are posted in each classroom and are described on the “Parent Information Sheet”
posted on our website www.cacs-inc.org/head-start





All food served to children is provided by Head Start.
Parents may not send in food for their own child or food treats to share with the classroom.
If your child has food allergies or other special dietary needs documented by the child’s doctor, food
substitutions will be made. Please discuss this with the teacher or ask to talk to the nutritionist.
Dietary instructions from the doctor will be shared with the classroom lunch vendor to ensure the safety
of your child.

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, disability, age, 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.
To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found
online at: http://www.ascr.usda.gov/complaint_filing_cust.html, 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: (1) 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.
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HEALTH SERVICES
Health Plan
The following practices and policies are part of CACS Head Start’s “Health Plan”. The “Health Plan” is made up of
ways to prevent and reduce the spread of illness in our classrooms.

PHYSICAL EXAM

DENTAL EXAM

Physical exams help to assure that your child is healthy and
growing normally. Preschoolers need a physical exam
every year. Child care licensing requires that your child gets
a physical within 30 days from the day they start school. If
CACS does not have a physical exam on file, your child may
be placed on a wait list.

Dental exams are required for all children. Children must have a dental exam within 90 days
from when they start school. If follow up treatment is needed, it must be completed as soon as
possible.

SCREENINGS

REDUCING ILLNESS

If any of the following screenings were not completed at
your child’s well child exam or through the local health
department, our Head Start nurses will complete them
with your permission:

Illness is spread through:





discharge, open skin sores or cuts, vomit and
blood
 Direct skin to skin contact
 Touching a contaminated object
 The air (through breathing in the fine mist that
happens when someone coughs or sneezes)

vision

hearing

hemoglobin

blood lead level
blood pressure

The nutritionists complete height/weight screenings.

 Human waste (such as urine & feces)
 Body fluids, such as saliva, nose and eye

HAND WASHING
All staff and volunteers must wash their hands at all of the
following times:
 Prior to starting the workday at the center
 Prior to care of children
 Before preparing and serving food and feeding children
 Before giving medication
 After each diapering
 After using the toilet or helping a child use the toilet
 After handling bodily fluids, including, but not limited to:
-Urine, feces, blood, saliva, nasal discharge and vomit
 After handling animals and pets or cleaning cages
 After handling garbage
 When soiled
Staff and volunteers shall assure that children wash their hands at all of the
following times:
 Before meals, snacks or food preparation experiences
 After toileting or diapering
 After handling animals and pets
 When soiled

(10-15 seconds)

TOTAL HAND WASHING TIME = 20 seconds
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TOOTH BRUSHING
Children brush their teeth once a day in the classroom usually after a snack or meal. Each child is given his/
her own child-sized toothbrush. Regular brushing reduces the chance for cavities to develop.

MEDICATION AT SCHOOL





If medication needs to be given at school, it must be prescribed by a doctor and have written parent
consent.
A written plan will be developed and signed by staff and parents.
Staff dispensing medicine have been trained to do so.
Medicine is kept in a secure place within the center.

ACCIDENT, INJURY, INCIDENT, ILLNESS






Staff will give basic first aid.
Staff will call 911 if the accident is serious.
Staff will try to contact you at home, school or work.
Staff will also contact you in the case of loss or unsupervised child, allegation of inappropriate contact, fire on
the premises or evacuation.
An accident report will be written and sent home.

BLOODBORNE PATHOGEN PLAN
To reduce the risk of occupational exposure
to bloodborne pathogens and/or other
potentially infectious materials. CACS Head
Start has a Bloodborne Pathogen Plan which
complies with federal and state regulations.

UNIVERSAL PRECAUTIONS


Universal precautions means an approach to infection control in which all human blood and certain
human body fluids are treated as if known to be infectious with HIV, hepatitis B, and other bloodborne
pathogens.
 If it is difficult or impossible to differentiate between body fluid types in a particular situation, then all
body fluids shall be considered as potentially infectious.
 Universal precautions do not apply to feces, nasal secretions, sputum, sweat, tears, urine, or vomitus unless they contain visible blood.
 However, CACS Head Start encourages universal precautions in all cases.

CLEANING AND DISINFECTING
Classroom staff regularly clean mats, cots, toys, cribs, and bedding to get rid of germs.
These are the steps used in cleaning:





Scrub the area with warm water and soap.
Rinse with clean water.
Dip, wipe or spray the area or item with bleach and water solution.
Let the area or item air dry.

HEALTH RESOURCES
If you have health or safety questions, contact the Head Start nurses at (517) 482-1504, your local Health
Department, or primary care provider.
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Contagious or Well Enough?
Signs and Symptoms Your Child Should Stay Home
Use these guidelines to help you decide when to keep your child home. If you are unsure,
check with your child’s doctor or nurse. Staff will also follow these guidelines.

Stay Home

Send to School

If your child has a temperature of 101°F
or higher or, for infants younger than 2
months, a temperature above 100.4°F

When your child is fever-free for 24 hours
(without fever-reducing medicine)

Vomiting

If your child has vomited two or more
times in 24 hours

When your child has not vomited in the
last 24 hours

Diarrhea

If your child has diarrhea more than 3
times in 24 hours, or watery, unformed
stools (not caused by a change in diet or
medication, especially if it runs out of the
diaper or underwear

Typically, when the child has not had an
incident of diarrhea in the last 24 hours

Coughing/
Sore Throat

If your child has an achy throat, swollen
glands, a headache or stomachache

When symptoms improve or no longer
exist

Other

If your child is too tired, cranky, irritable,
or doesn’t seem to be themselves

When they are able to take part in all
classroom activities

Fever

If your child is hospitalized or not in school for a long time because of a serious illness, they must have a
written statement from their doctor stating restrictions and when they can return.
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When your child attends preschool every day, he/she:
 Strengthens social and emotional development
 Gets to explore, gain a sense of self, play with peers and build self confidence
 Learns pre-reading and pre-writing skills which lay the groundwork for the
future
 Builds math, science, literacy and cognitive skills
 Learns to care for himself and others
 Learns to be curious

HOW YOU CAN BUILD THE HABIT OF GOOD ATTENDANCE
WHAT CAN YOU DO?
 Set a regular bedtime and morning routine.


Lay out clothes, shoes, boots and pack backpacks the night
before.



Develop back-up plans for getting to school if something
comes up (such as the bus not running). Call on a family
member, a neighbor, or another parent to take your child to
school.
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ATTENDANCE POLICY



Children who attend preschool at least 90% of the time are better prepared for school success.
Chronic absences (missing 10% or more) are related to lower outcomes for children.

CACS Head Start will make every attempt to work with you to help your child attend school every day. In
order to achieve this goal, Head Start has implemented the following Attendance Policy:
Parents will:
 Make sure your child attends daily, arrives on time and stays for the entire program day. Late arrivals and early departures take away from the program’s effectiveness for children. It is also disruptive to the rest of the class.
 Call your child’s classroom if your child will miss a scheduled class day due to illness or family situation.


Tell the staff the reason for the absence and let them know when your child will return to school.



If your child rides the bus, call the Transportation office at (517)393-1409 or toll free at (888)3430336 if your child will not need to be picked up by the bus. Please call by 7:00 am.

Head Start will:
 Call daily to find out the reasons why your child is absent.


Make a home visit if your child is absent two or more days or if there is no response from you.



Complete an Attendance Success Plan if your child continues to have chronic absenteeism.



Work with the transportation staff to assist with transportation whenever possible.



Transfer your child to another classroom if there are openings and if it is the best solution.

The Attendance Policy is discussed with parents at enrollment, on the first home visit, and shared in the
Program Guide for Parents.

23

CHILD PROTECTION POLICIES
RELEASE OF A CHILD
A parent, guardian or foster parent may pick up his/
her child from the classroom or bus unless one of the
following exists:




A court order or a divorce decree denies the
parent or legal guardian access to the child, and a
copy of the document is in the main office and
classroom file.





There is a valid reason to suspect the child may be
placed in an unsafe situation
The



The



staff member will ask the parent/guardian if
they would like us to call someone on the
Emergency Card to care for the child.
staff member will offer to keep the child until
another caregiver can be located. If the parent/
guardian insists on taking the child, staff will
release the child and call 911 immediately.



CHILD ABUSE/NEGLECT REPORTING

Act No. 238, public Acts of 1975, as amended, being
Sections 722.621-722.636, Michigan Compiled Laws

Staff will follow appropriate practices to keep
children safe during all activities including only
releasing children to an authorized adult (at least
18 years old). (Performance Standard 1302.47(b)
(5)(iv)).

CHILD RECORDS

Michigan law requires that school
administrators, counselors, teachers, early
education staff and volunteers report all
incidents of suspected child abuse or neglect
to the proper legal authorities.
For the safety and welfare of the children in
our care, any school employee or volunteer
having reasonable cause to believe that a
child is being abused or neglected, will notify
Child Protective Services (CPS).
CPS workers may interview students on
school property without the adult present or
parental consent.
Staff is usually prohibited from contacting
parents/guardians.

CUSTODY ORDER PROCEDURES
We want to make sure that all parental rights are
respected. The following is our procedure for
handling custody issues:

CACS keeps records on children enrolled in and
attending CACS Preschool Programs confidential and
in a secure location.



Either parent has the right to access their
child, unless we have court certified
document (s) that restrict access.

Every parent has the right to look at or ask for a copy
of any part of his/her child’s school records (unless a
court order denies such access). Anyone else
requesting information must get written consent from
the parent.



It is the parent’s responsibility to provide the
program with the most recent set of custody
orders that will be followed. We will not
honor parent requests that violate the
custody order.

Requests for records should be made in writing to:
CACS Head Start, ERSEA Manager,
101 E. Willow, Lansing, MI 48906



CACS Head Start cannot be used for supervised visitation.



Parents must always conduct themselves in
an appropriate manner.

CONFIDENTIALITY
Every child and family in the program deserves privacy
and respect. Therefore, parents are asked not to
discuss any classroom children or parents with each
other, on social media or in the community. A strict
code of confidentiality is followed by all staff.
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PARENT ENGAGEMENT
You are your child’s first teacher. Home is an essential school for
teaching your child lessons that will last a lifetime.
Everyday moments can be learning moments for you and your child.
Take advantage of these teachable moments to help build school
readiness skills.
Families play a critical role in helping their children be ready
for school and for a lifetime of academic success.
When schools work together with families to
support learning, children tend to succeed not
just in school, but throughout life.

Parent engagement activities such as
reading to children, having books
available, taking trips, guiding TV
watching, and providing stimulating
experiences contribute to school
achievement.

Student achievement improves when parents
become engaged in their children’s education
at school and in the community.

“Children need to be healthy, thriving, and
developmentally on track from birth to third grade.”
Michigan Department of Education - Office of Great Start

“It will take parents, teachers, schools, and community, working
together to ensure all children succeed.”

We will be assessing your child’s growth through observations, photographs and anecdotal notes in school
readiness skills three times per year using Teaching Strategies Gold. We will be asking for your input to
make sure your child is ready for Kindergarten and beyond! We will provide you with weekly activities to
work on at home and summaries of development at Parent Teacher conferences.
If you have questions about this two-generational approach and/or your child’s development feel free to
discuss them with your teacher, or a Family Service Center representative, at any time.
If further evaluation or concerns arise, parents will be notified and asked to give permission for additional
screening or evaluation.
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Our program will support your family in the following ways:








Provide quality learning experiences that prepare your child for kindergarten and beyond.
Build a trusting relationship between families and staff.
Encourage safe and healthy lifestyles.
Respect the diversity of each child and family.
Encourage communication between families and staff.
Provide opportunities to support and develop goals which will help you to improve the quality of life for
your family.
Offer parent education resources & trainings to you and your family.

FAMILY SERVICE CENTER
CACS Head Start is a two generation program; not only are there educational opportunities for children,
but there are many opportunities for parents as well. The staff of the Family Service Center offer many
opportunities for parents to receive helpful information in a variety of ways and on a variety of topics
such as successful parenting, positive discipline, money management, etc.
Information on workshops and special events will be announced throughout the year in the Family Service Center Resource Guide, Remind.com, program newsletter, classroom newsletters, fliers sent home,
and on the website www.cacs-inc.org/family-services/

PARENTING CURRICULUM AND TRAININGS

EMPLOYMENT OPPORTUNITIES

CACS uses Love & Logic, READY! for Kindergarten and Sweet
Dreamzzz research based parenting curriculums. They are
offered to all parents in our program in all four counties and
are offered online and in Spanish and Arabic.

It is the policy of all Head Start programs
to provide a chance for employment to
parents of enrolled children. All job openings will be posted on our website and in
CACS offices and classrooms. When there
are job openings, qualified parents are
encouraged to apply.

There are other resources available for parents throughout the
school year. Some of these are:
 Budgeting
 Fatherhood
 Parenting
 Leadership
 Employability
 Literacy
 Workshops in Spanish
 Child Development

https://cacsinc.applicantpro.com/jobs/

www.cacs-inc.org/head-start/
Visit our website to keep up with what is
happening at Head Start. There are nutrition
tips, monthly menus and recipes, nutrition
resources, substance use disorder resources
and so much more!
Stop by and have a look!

www.cacs-inc.org/head-start/
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PARENT CODE OF CONDUCT

DRESS CODE

While on CACS property:
 Parents will show respect for children, parents, family members and
staff.
 Parents will follow common safety practices.
 Parents will not use physical or verbal discipline with their child or any
other child (See Classroom Discipline Policy).
 Parents will not swear, curse or threaten staff or other parents.
 CACS Head Start is a smoke, drug, weapon and alcohol free workplace.

We ask that all volunteers,
parents and guardians follow
the agency’s Dress Code
Policy when participating in
classroom and program
activities. For a copy of the
policy, please contact your
teacher.

VOLUNTEER CAREGIVER SCREENING


According to program requirements, all classroom volunteers must report any proven charges of child
abuse and neglect and/or other felony convictions.





VOLUNTEER JOB DESCRIPTION
Volunteers assist the classroom teacher and staff in providing a supportive environment.
Responsibilities:
Carries out the direction of the teacher which may include:
 supervision of small groups of children
 working with individual children
 assisting the staff with snack, lunch, and/or clean up
 assisting the children with hygiene needs (i.e., hand washing, tooth brushing)
 giving input to staff during volunteer time, parent committee meetings, field trips or parent activities.
Act as a role model for children by:
 dressing appropriately
 using a calm and quiet voice
 being sensitive to the needs of the children
 eating and drinking only what the children do, when the children do, and when extra classroom food is
available.
Requirements:
 Must be in good health, free of all communicable disease.
 Must be willing to take direction, guidance, and feedback from the teacher.
Please Note: A staff member will always be present to support parents in care-giving. No parent will be in
a situation alone with a child other than their own.
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PARENT OPPORTUNITIES FOR PROGRAM INPUT
PARENT COMMITTEE MEETINGS


Parent Committee members will discuss program activities, review program data and make suggestions
for improvement.



Two parents will be elected in September to represent their classroom at an area Parent Committee
Meeting.

POLICY COUNCIL


Policy Council and the CACS Board of Directors are the governing bodies of Head Start and Early Head
Start.



Policy Council is made up of current parents, past parents and community representatives.



Members provide oversight to the budget and program operations of Head Start and Early Head Start.
Parents sit in on interviews, make recommendations for hiring, approve the dismissal of staff, and help
develop program plans.



Policy Council meets monthly throughout the year.

DATA ANALYSIS TEAM




Three times a year Program Staff, Parents and the Early Childhood Specialist review a variety of program
data including Child Outcomes, Program Quality Assessment (PQA), and CLASS observation results.
An Action Plan will be developed for areas needing improvement.
Subsequent meetings will review previous Actions Plan and develop new goals and strategies.

SCHOOL READINESS ADVISORY COMMITTEE




Each county collaborative has a school readiness advisory committee.
Parents, school officials and early childhood staff meet to review the outcomes of the GSRP program and
provide input into the curriculum.
Each year school readiness goals are revised and aligned with kindergarten expectations.

GREAT START COLLABORATIVE PARENT COALITION
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Each county collaborative has a parent coalition .
Parents are invited to provide input into the early childhood services offered in the county.
Any parent with a child under the age of 8 is invited to become a member of the parent coalition.
Meetings are posted on each county collaborative website.

IN-KIND
In-kind is a donation of volunteer time and/or materials to our Head Start program. A set amount of in-kind
is required by our federal funding source to continue our grant. It is critical that we raise enough in-kind each
year to meet our goal.

We ask parents to sign the in-kind sheet every time they volunteer in the classroom, when they complete
LINKS and Steps to Success activities and when they return the Parent Connections envelope. When you
volunteer for the benefit of the classroom, your time will be counted toward your classroom’s in-kind
amount. Your contribution is critical to meeting our goal.

PARENT GRIEVANCE POLICY
If a person has a complaint about the program, the

person hearing the complaint must inform the
complainant that we will do everything in our power to
resolve the problem at the local level. If a resolution is
not reached at the classroom level, we will follow the
chain of command listed below:
Supervisor
Manager
Associate Director
Executive Director of CACS
Policy Council
CACS Board
Intermediate School District (ISD)
(for blended classrooms only)
The decision of the CACS Board or ISD will be the final
resolution to the complaint.

PARENT NOTICE OF PROGRAM MEASUREMENT
CACS is required to work with the Michigan Department of Education (MDE) to measure the effect of the
state-wide Great Start Readiness Program. Information is sometimes collected about GSRP staff, enrolled
children, and their families. Program staff or a representative from MDE might:
 Ask parents questions about their child and family
 Observe children in the classroom
 Measure what children know about letters, words, numbers, etc.
 Ask teachers how children are learning and growing.
Information from you and about your child will not be shared with others in any way that you or your child
could be identified. This information is protected by law.

Questions? Please contact:
 CACS Head Start, 517-482-1504
 The MDE Office of Great Start, Early Childhood Education and Family Services; mde-gsrp@michigan.gov,
517-373-8483 or 608 W. Allegan, PO Box 30008, Lansing, MI 48909
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Lansing Service Center: 1301 Rensen St., Lansing, MI 48910
Rural Ingham County: 218 E. Maple St., Mason, MI 48854
Eaton County: 1370 N. Clinton Trail, Charlotte, MI 48813
Shiawassee County: 1845 Corunna Ave., Owosso, MI 48867
Clinton County: 1001 S. Oakland St., St. Johns, MI 48879
These materials were developed, in part, from a grant
awarded by the Michigan Department of Education.

(517) 393-7077
(517) 676-1065
(517) 543-5465
(989) 723-3115
(989) 224-6702

