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Dear Family, 
 

Congratulations on taking the step to prepare for school readiness by enrolling in a high quality 

early education program! We want to assure you that at First Start Partnerships for Children and 

Families, your child will be cared for in a safe and nurturing environment for learning that 

enables children to grow through fun, intentional, and developmentally-appropriate activities.  

 

Our program is designed with your family in mind. In valuing you as your child’s first educator, 

we seek to form a partnership with you to foster the learning and healthy development of your 

child. You are welcome in the classroom at any time during the day to join your child for lunch, 

to observe your child in the classroom, or to speak with the teachers, family advocate, 

management, or other families. Our aim is to make our center an active community that fosters 

friendships and creates a supportive network. 

 

We recognize that adjustment periods will vary depending on the age of your child and prior 

experiences in a classroom setting. We also understand the pace of modern life. Our staff are 

very experienced in welcoming new families and will work with you to make the process as 

seamless as possible.  

 

As we build our partnership together, please feel free to share new ideas and suggestions. 

Consider joining your parent committee or volunteering in your child’s classroom. Your 

involvement will help your child to see just how special school is and that you value their 

learning! 

 

We value the need for close communication between families and teachers. We look forward to 

getting to know you and to offering you and your child a safe, caring, and joyful educational 

environment. 

 

Yours, 

 

Annette 
 

Dr. Annette Searfoss 

Executive Director 
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Our Mission and Vision
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First Start Partnerships for Children and Families has been serving the families of Franklin County, PA 

since 1965 

 

Head Start History 
 

What is Head Start and how did it begin? 

Project Head Start, launched as an eight-week summer program by the Office of Economic Opportunity 

in 1965, was designed to help break the cycle of poverty by providing preschool children of low-income 

families with a comprehensive program to meet their emotional, social, health, nutritional, and 

psychological needs. Recruiting children age three to school entry age,  Head Start was enthusiastically 

received by education, child development specialists, community leaders and parent across the nation. 

In 1969, Head Start was transferred from the Office of Economic Opportunity to the Office of Child 

Development in the US Department of Health, Education and Welfare, and has now become a program 

within the Administration on Children, Youth and Families in the Department of Health and Human 

Services. A well established, though still an innovative program, Head Start has had a strong impact on 

communities and early childhood programs across the country. 

Head Start programs are operated by over 1500 community-based organizations. Grantees include school 

districts, universities, community health centers, tribal governments, Alaska Native Corporation, city and 

county governments, Community Action Agencies, and other profit and nonprofit organizations. 

 

 

 

 

 

 

 

 

 

Program Leadership  

Policy Council 

PRESIDENT 

Sandra Pardun 
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SECRETARY 

Heidi Calhoun 

 

TREASURER 
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Ann Spottswood 

Alice Elia 

Brandi Glenn-Akers

Program information 

 

Hours of Operation 

Our administration office locations: 

1438 Excel Avenue 

Chambersburg, PA 17201  
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Open Monday-Friday 8:00 AM-4:00 PM, Closed on all school holidays/staff training  

days. 

 

290 W. Washington St. 

Chambersburg, PA 17201 

Open Monday - Friday 8:00-4:00 PM, Closed on all school holidays/staff training days. 

 

Our classroom and teacher times vary. 

Please consult with your teacher or Family Advocate for classroom specific information. 

Daily Schedule 

While all classroom schedules vary, a typical 5 hour day could look like this: 

8:30-Arrival/Handwashing/Welcome Activities 

8:45-Breakfast 

9:15-Teeth brushing 

9:20-Circle Time 

9:35-Center Time 

10:30-Small Groups 

11:00-Movement/Outdoor Play 

11:45-Handwashing/Lunch 

12:30-Center Time 

1:30-Dismissal 

 

Important School Year Information 

 

Classroom/Family Services Information: 

My child’s classroom is _______________________________ 

Classroom address ___________________________________ 

Classroom times are: ________ am to _________ pm 

The teacher’s names are ___________________________ and _____________________ 
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If available, the bus driver’s name is ___________________________ 

The classroom phone number is ______________________________ 

The main office phone number is (717)263-8019 

The classroom supervisor is _________________________ 

My family advocate is _______________________________  

Her/his phone number is ____________________________ 

 

Snow Day Information: 

My classroom will be closed when ____________________ School District is closed. 2 hour 

delays follow the school district as well. You will be notified by FCHS in the case of an early 

dismissal. 

 

Emergency Information: 

In case of evacuation, the classroom will go to __________________________ at 

the address of ____________________________________________________________. 
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What Can I EXpect? 
 

Program Quality Standards 

The Office of Head Start developed the Head Start Program Performance Standards (HSPPS), a 

variety of criteria related to providing a developmentally appropriate program which must be 

met. These criteria include having a well-qualified and trained staff, specific staff-child ratios 

and group sizes, and a comprehensive curriculum, as well as meeting stringent health and safety 

standards. In addition, the program must provide meaningful opportunities for family 

involvement. At First Start Partnerships , our centers meet all HSPPS.  

We believe that quality is a goal to work toward every day. That is why we have made ongoing 

self-assessment an integral part of our programs. In addition, we participate in the Keystone 

STARS quality rating and improvement system. 
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Statement of Commitment 

All First Start Partnerships  staff commit to: 

● Never harming children. 

● Ensuring that programs for young children are based on current knowledge and research of child 

development and early childhood education. 

● Respecting  and supporting families in their task of nurturing children. 

● Respecting colleagues in early childhood care and education and supporting them in maintaining 

the NAEYC Code of Ethical Conduct. 

● Serving as an advocate for children, their families, and their teachers in community and society. 

● Staying informed of and maintaining high standards of professional conduct. 

● Engaging in an ongoing process of self-reflection, realizing that personal characteristics, biases, 

and beliefs have an impact on children and families. 

● Being open to new ideas and learning from the suggestions of others. 

● Continuing to learn, grow, and contribute as a professional. 

● Honoring the ideals and principles of the National Association for the Education of Young 

Children(NAEYC) Code of Ethical Conduct. 

 

 

 

 

USDA Nondiscrimination Statement 

In accordance with Federal Civil Rights law and the 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.  

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 a 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; 

http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
http://www.ascr.usda.gov/complaint_filing_cust.html
http://www.ascr.usda.gov/complaint_filing_cust.html
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(2)      fax: (202) 690-7442; or  

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

This institution is an equal opportunity provider. 

 

Confidentiality  

All files and information recorded in the ChildPlus Database regarding children and families in the 

program are kept strictly confidential.  Access to these files is provided exclusively to staff including 

Family Advocates, Home Visitors, Classroom Teachers, and other staff and consultants as needed (e.g. in 

the case of a specific health concern). 

Access to files is on a “Need to Know Basis”; only staff members that are involved with your child/family 

will have access to the records.  

 

Release of Confidential Information 

Our program will not release information from a child’s record or file without the consent of a 

parent/guardian. If the program receives a request for information on a child and/or our program would 

like to obtain information from an outside entity we will request that the parent/guardian sign a consent 

form that includes what kind of information we would like to release/receive and to/from whom. 

Parents/guardians have the right to not sign this release consent form. 

Upon request,  a parent/guardian may have access to a child’s records. Upon transitioning out of Head 

Start, files will be retained for one year. 

Parents/guardians have the right to add information, comments, data, or other relevant material to their 

child’s record. They also have the right to request, in writing, deletion or amendment of any information 

contained in the record.  

 

Eligibility and Enrollment 

Our program follows Federal Head Start and/or PA Pre-K Counts enrollment guidelines. To enroll in our 

program you must: 

● Be income eligible (foster children, receiving TANF or SSI, homeless, or have income below the 

Federal Income Guidelines/Pre-K Counts Income Guidelines) 

● Complete all health and enrollment forms in the application packet 

● Provide proof of eligibility/income (pay stubs, 1040 tax statement, W2 forms, unemployment 

forms, public assistance forms, child support, etc.) for the past 12 months or previous year. 

● Income must be verified every two years, and when a child transfers from Early Head Start to 

Head Start. 

● There are no tuition/fees for enrolling and attending the Head Start program. 

 

mailto:program.intake@usda.gov
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What do I need to know? 

 

Backpacks 

Backpacks are not necessary in our classrooms as  we do not always have the space to accommodate 

storing a backpack for each child and it can be a safety concern on the bus. Children’s artwork and 

classroom notes will be placed in a cubby or handed to the family through a bus monitor. 

Appropriate Clothing 

In our Head Start program, children are involved in active play every day, both inside and outside. It is 

important that children come to school dressed appropriately. This includes: 

● Comfortable clothing, which is easy to put on and take off (for easier toileting) 

● Comfortable shoes, preferably sneakers (Open-toed or backless shoes are not permitted)  

Please send your child to school with clothing appropriate for the weather/season: 

● Coat, mittens, hat in winter 

● Boots for rain or snow. 

Children must have at least one complete change of clothing (labeled with child’s name or initials)at all 

times in case of messy play or a bathroom accident. This includes: 

● Shirt & Pants 

● Underwear & Socks 

Outdoor Play 

Outdoor play is provided in suitable weather for every child. Outdoor play will not occur if temperature 

falls below 25°F (including wind chill) or above 90°F, poor air quality conditions exist (including ozone 

levels), or if there is a heat advisory in effect. Due to supervision requirements, First Start Partnerships  

will not be able to accommodate requests for children to stay inside during outdoor play time. 
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Toileting Policy 

If  a child is not potty-trained before entering our program, staff will work with you to meet your goals of 

toilet training. Staff and parents will work to ensure that children will reach milestones in toilet training 

through learning about:  muscle control, emotional readiness and willingness to cooperate, and  ability to 

communicate toileting needs.  Head Start will provide wipes and pull-ups/diapers for children during 

program hours. 

Arrival and Departure 

To ensure your child’s safety, Parent/guardian or adult must accompany their child to and from the 

classroom when dropping them off and picking them up.  Your child must be signed-in when dropping 

off and signed out when being picked up. Parent/guardian or adult must stay with child until the program 

starts and notify staff of arrival and departure. Children must be picked up promptly at the program’s 

closing time. If emergencies arise, parents must notify the center. If there is no notification and the  parent 

is more than 1 hour late, and no one is available who is listed on the Parental Consent or emergency 

contact form, the local police department and Children and Youth will be called. 

We thank you for your cooperation in this matter, and we know you understand that for the safety and 

well-being of your children, it is essential that all children are picked up on time by the appropriate people 

and that a responsible adult is available to receive the children from the center. At no time will staff hold 

the child responsible for the situation or discuss the issue with the child. 

Emergency Contact Information 

During the Enrollment Process, parents will provide Emergency Contact information. This form is 

updated at least annually for all families. The center/program must have at least one phone number by 

which we can reach the parent/guardian. We recommend there must be at least two emergency contacts 

(authorized persons that can pick up and transport the child home in the parent/guardian’s absence. 

If contact information changes at any time, the classroom must be contacted immediately. 

*Parents/guardians must ensure that the form is kept current at all times: Changes or additions to the 

Parental Consent Form or emergency contacts listed must be made in writing. 

Pick up authorization 

Our program is deeply committed to the safety of the children we serve. The following will be strictly 

enforced. Children will only be released to parents/guardians and authorized persons designated on the 

Parental Consent Form. 

Authorized persons should be adults of 18 years of age or older, however, if due to the family’s needs a 

person of a younger age is needed to pick the child up from the center this request will be considered on a 

case by case basis. 

All persons picking up the child from the center must have proper identification at all times, this includes 

parents/guardians. 
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A photo ID must be presented for verification (preferably a driver’s license). 

We must have parent/guardian signed and dated written permission form in order to release child to 

authorized person. 

If a non-custodial parent has been denied access, or granted limited access to the child by a court order, 

we must have documentation to this effect. We will keep a copy on file and comply with the terms of the 

documentation. 

If the parent picking up the child, or the person authorized by the parents to do so, is physically and/or 

emotionally impaired to the extent that, in the judgment of the staff on site, the child would be placed at 

risk of harm if released to such an individual, we will not release the child. In this event, staff will attempt 

to contact the child’s other parent/guardian or an alternative person(s) authorized by the parents/guardian. 

Smoke-Free Zones 

First Start Partnerships  classrooms, buses and offices are smoke-free zones. If your child’s classroom is 

in a school building, please do not  smoke on school district property. If your child’s classroom is located 

in a church, please refrain from smoking within 100 feet of  building or playgrounds. 

Transportation 

Due to limited transportation resources, bus service is only offered at some centers and is not available for 

every child.  

We do not have substitute drivers for regular routes. If a driver is unable to drive, transportation may be 

cancelled. Unfortunately, if a driver is out for an extended period of time, transportation service may be 

suspended until the driver is able to return. 

In some cases, it might be necessary to share a driver between centers and alternate when transportation is 

offered. Parents should have alternate arrangements for transportation in the event that it is cancelled. 

Notice will be provided through the One Call Now system as soon as possible of changes. 

At centers where transportation is provided, our Drivers meet all CDL licensing requirements. 

Pennsylvania State Police inspect the buses two times per year. Children are transported in school buses 

in the appropriate child safety restraint for the child’s age/weight according to Pennsylvania law. 

The center will not transport children in emergency situations. If a child requires emergency 

transportation, the parent/guardian or the emergency responders will provide transportation. 

Bus safety 

Safety is our primary concern when transporting our children. Everyone is expected to follow the Head 

Start safety rules and if the rules are not followed it could result in suspension or termination of 

transportation services.  

By using Head Start transportation services, parents/guardians agree to the following: 

● Children must keep safety restraint system buckled at all times. 

● The monitor will assist each child into their seat. 
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● Parents/guardians  should be ready with the child 10 minutes before and after scheduled pick-up 

and drop-off times.  Remember, we are transporting preschoolers and sometimes delays in the 

route may occur due to unforeseen circumstances. We appreciate your understanding. 

● Drivers will come to a complete stop at each designated bus stop. If no one is at the stop, the 

Driver will continue the route.  

● Never approach the bus until the bus has stopped and the Driver has opened the door. 

● Stay out of the DANGER ZONE-10 feet all around the bus is the danger zone. The Driver may 

not be able to see a person standing in the danger zone.  

● Children will only be picked up and dropped off at assigned bus stops. The Driver must have all 

of the necessary forms and route updated before a new pick-up/drop-off bus stop will be assigned. 

Please allow at least 1 week for this to occur. 

● Community pick-up and drop-off points will be used at most stops due to location of home, 

length of route and ability to offer transportation to as many children as possible. 

● Pick-up/drop off points are established at the discretion of the supervisor. 

● Each child must have at least one person from the parental consent form in the immediate area of 

the pick up/drop off spot on their parental consent form. 

● If no authorized person is there to receive your preschooler, we: 

○ Will not release your child. 

○ Will notify the front office to attempt to contact parent/guardian or authorized person’s 

listed as an Emergency Contact. 

○ Will return to the center with your child.  

○ If no authorized person is available after 1 hour past the expected drop-off time, the local 

police department and Children and Youth Services will be notified. 

 

 

Attendance Policy 

Good attendance ensures that your child will receive the greatest benefit from our program. We want your 

child to experience all of the learning activities planned on a daily basis. Children are expected to attend 

each day. If your child will be absent or tardy, you must contact the teachers immediately. If your child is 

unexpectedly absent and no contact has been made within one hour of class start time, Head Start staff 

must attempt to contact you to ensure your child’s safety and well-being. If your child has been absent for 

three (3) consecutive days with no explanation from you, the Family Advocate is required to contact you 

with a call or home visit to complete an Attendance Agreement. In addition, if your child’s attendance 

drops below 85% in a month, the Family Advocate will assist you in completing an Attendance 

Agreement.  

We want to work with you to remove barriers causing  your child to be absent or tardy, so that he/she can 

benefit from the program. 

Our goals for children 

Our teachers take great care in setting goals for each child and lesson planning to meet the interests of the 

children. We plan experiences to help children gain the skills that will help them to be ready for school. 
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Social Experiences to teach ‘‘play’ with other children, self-help skills, respect for classroom materials 

and being a positive member of the classroom community. 

Language Development to understand and follow directions, ask questions, talk with peers and adults, 

and build their vocabulary. 

Literacy Development to recognize letters, identify and write their  name, and understand and value 

books and printed materials. 

Cognitive Development to sort and match objects, count and identify numbers, recognize colors and 

shapes and to problem solve. 

Physical Development to develop large muscles to run, jump, climb and small muscles to hold a pencil 

and cut with scissors. 

 

Teacher Home Visits and Parent/Teacher Conferences 

The classroom teachers look forward to getting to know you and your family. Teachers will meet with 

each family for a home visit prior to your child starting the program. Please feel free to ask questions, 

share information, and get to know your child’s teachers. 

In late October, teachers will schedule times for parent-teacher conferences in the classroom. We will 

share what your child has been learning at school and ask you about their experiences at home. 

In late January, there will be another opportunity for parent teacher conferences. We will update you on 

your child’s progress towards their goals and talk about ways we can partner in the next months. 

In late April, the teachers will schedule a time to visit in your home to talk about the progress your child 

made during the school year and help you plan for summer learning. This is also a time to discuss 

transitions if your child will be moving onto Kindergarten.  

Screening & Assessment 

It is important for us to assess all children’s development as they enter our program. This helps teachers 

create the best possible plan to get your child ready for school. We will ask for your help in  filling out the 

Ages and Stages Questionnaire which we will use to learn about your child to provide us  the necessary 

guidance to support their learning. 

Curriculum  

Our teachers use the Creative Curriculum to plan lessons for your child. All of our lessons meet the Head 

Start Early Learning Outcomes Framework and the Pennsylvania Early Learning Standards. We also 

supplement our teaching with the 2nd Step Curriculum for social and emotional learning, the Child 

Protective Unit to build upon the child’s protective factors, and Color Me Healthy to educate about 

nutrition. To learn more about our lesson planning, you are welcome to talk with your child’s teachers. 
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Transitions 

First Start Partnerships  staff will help you receive a supportive transition process into the program, from 

Early Head Start to Head Start or Pre-K options, and from the program to Kindergarten or other high 

quality programs or services. Your child and family will receive the necessary services to best meet your 

needs and support you as your child’s first and primary teacher. 

Children and families who transition out of the FCHS program will: 

● Receive resources and information, as requested, to support the transition to other high-quality 

early childhood programs 

● Collaboration from FCHS in sharing information, as requested and with permission, in support of 

the transition to the new program 

Children and families who transition to Kindergarten will: 

● Be encouraged to attend the information sharing meeting within their home school district. 

● Be provided with a list of necessary materials needed for Kindergarten registration, as well as 

registration information for their child’s receiving elementary school or school district. 

● Be able to discuss with the Family Advocates any  follow-up as needed during ongoing home 

visits to support families in gathering the necessary information. 

● Participate in Kindergarten Registration events in the child’s home school or district. 

● Have classroom experiences that include discussions about the upcoming Kindergarten transition, 

reading books with children about starting Kindergarten 

● Have child outcomes, readiness checklists, and work samples shared with the child’s receiving 

Kindergarten teacher or school district. 

● Receive information about summer programs, including BOPIC, school district lunch programs, 

school district summer learning programs, etc. 

Pre-K classrooms located in a school district building provide opportunities for children and their families 

to become familiar with the environment, personnel, and routines of the district where they will be 

attending Kindergarten, this may include: 

● Shared activities (reading buddies, assemblies, engagement events) 

● Meal time routines 

● Interactions with Kindergarten teachers and school personnel 

● Library experiences, etc. 

 

 

 

Health and Safety 
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Food and Nutrition 

First Start Partnerships  will provide a snack and the meals of breakfast and lunch to your child each day. 

If your child is in a school building, the school cafeteria will provide your child with 

their meals. 

If your child is in a church building, First Start Partnerships  contracts with  Keystone 

Family Restaurant, to provide meals. 

First Start Partnerships  collaborates with the Child and Adult Care Food Program(CACFP) to ensure all 

meals and snacks are credible and meet all food requirement components. All children who are 

developmentally ready to eat solid foods will receive the following food items daily: one vegetable, one 

fruit, a whole grain item, and a meat item which can include: meat/poultry/seafood/egg/cheese/yogurt/tofu 

daily. Infants who are 23 months and under will receive unflavored whole milk. Children who are 2-5 

years of age will receive low-fat or fat-free milk. 

All menus are reviewed by the Women, Infant, and Children (WIC) Nutritionist to ensure all meals meet 

CACFP requirements. 

At enrollment, you will complete a nutrition assessment on your child before he/she enters the program.  

The Nutritionist will review each nutrition assessment and provide feedback and support to families. 

 

Daily Health Checks 

Because we know how important a child’s health is to learning, we  perform health checks on each child 

daily. Upon arrival each day, classroom staff will LOOK, LISTEN, and FEEL for signs and complaints of 

the following:  bruises/swelling, fever, rash, itchy scalp/body, cough, cuts/sores, headache, diarrhea, pink 

eye, mouth pain, runny nose, sore throat, stomach ache, unusual mood/behavior (excessively tired), 

unusual skin color (pale), and vomiting.   

●  If a child has a fever of 101 or greater, is vomiting, has diarrhea, and/or perceived pink eye, the 

classroom staff will contact the parent/guardian immediately to pick the child up from school. 

● If a child has bruising/swelling, itchy scalp/body, cough, cuts/sores, headache, runny nose, sore 

throat, stomach ache, unusual mood/behavior, and/or unusual skin color, the classroom staff will 

communicate concerns to parent/guardian either via phone call or in person the same day. 

○  If a child has ongoing health related concerns such as mouth pain or unusual 

mood/behavior, parent/guardians may be asked to seek medical attention from a Primary 

Care Physician and/or dental provider. 

○ If a child presents with unexplained bruises/swelling and/or cuts/sores the classroom staff 

will contact the parent/guardian.  If there is  concern, the classroom staff are mandated 

reporters and required to report any signs of potential child abuse. 

 

Illness Policy  

When a child doesn’t feel well, he/she cannot participate as well in the program, therefore the classroom 

staff will consider the following when deciding if a child can stay for the program day. 

● If an illness prevents the child from participating comfortably in activities 
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● If the care the child needs is greater than the classroom staff can provide without compromising 

the health and safety of other children 

● If the child poses a risk of spreading illness to others 

○ Temporary exclusions occur when the following are observed or documented: 

o   Fever above 101 

o   Diarrhea (watery stools or decreased form of stool that is not contained in 

diaper or if it causes soiled pants or clothing) 

o   Blood or mucus in the stools 

o   Vomiting 

o   Abdominal pain that continues for more than two hours 

o   Mouth sores 

o   Rash 

o   Any contagious illness/disease including the following: Tuberculosis, 

Impetigo, Strep throat, Scabies, Chicken-pox, Rubella, Pertussis, Mumps, 

Measles, Hepatitis A 

Classroom staff will perform the following if any of the above symptoms are observed: 

● Provide a place where the child will be comfortable and supervised 

● Contact the family to pick up the child as soon as possible 

● Discuss signs and symptoms of illness with the parent/guardian 

● Follow advice given by the Primary Care Physician 

● Contact the Health Department if there is a concern for infectious disease 

Children may return to school when the following occurs: 

● Fever free for 24 hours WITHOUT medication 

● Stools are formed and contained in diaper or pants 

● Doctors note indicating that blood and mucus in stools is not contagious 

● Vomiting and abdominal pain has subsided 

● Doctors note indicating that child may return to school following necessary treatment. 

Head Lice Policy  

Head lice can be a concern  for families of children in group settings.  We at First Start Partnerships  will 

not deny entry into the classroom if nits are found on your child.  We will take every precaution to 

eradicate head lice and prevent the spread of them throughout our program. 

Teachers will conduct head checks on each student every Monday and note any findings on the daily 

health checks.  

If nits are found, the child will remain in the classroom and the teacher will notify the family with a phone 

call.  The teachers will ask the family if they need the nit/lice treatment (shampoo, shower cap, nit comb) 

for their child.  If so, the teachers can give the family the necessary treatment. 
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If lice are found, a phone call is made to the family immediately.  A parent/guardian will be asked to 

retrieve the child from school and begin treatment. 

If lice are found, teachers will send home the “Head Lice Alert” to each family and will conduct daily 

head checks until the nits/lice are eradicated.  

We ask that parents/guardians use the nit/lice treatment on the child the same day they were notified of 

having nits/lice and advise to check all family members who reside in the house to be checked for lice as 

well. 

If lice are found, parents will provide transportation to and from the center until nits/lice are no longer 

present. 

Family Advocates will visit with the family within 24 hours after being notified by the teachers of a child 

presenting with nits/lice and will establish a goal with the family to assist them in eradicating them. 

Hand washing procedures for adults & children   

Proper handwashing is key to preventing illness from spreading.  All program staff will follow the 

handwashing procedure below and will teach the children to do the same: 

● Use soap and running water between 60 and 120 degrees Fahrenheit 

● Rub your hands vigorously for at least 20 seconds (a good rule of thumb would be to sing the 

ABC’s twice) 

● Wash hands thoroughly making sure to clean the back of hand, wrists, between fingers, and under 

fingernails 

● Rinse well 

● Dry hands with a paper towel 

● Turn off the water using paper towel, not your clean hands 

Children and Teaching Staff will wash their hands: 

●  Upon arrival for the day, after breaks, or when moving from one child care group to another 

Before and After: 

● Eating, handling food, or feeding a child 

● Giving medication or applying first aid 

● Playing in water that is used more than one person 

● Diapering 

● Toothbrushing 

After: 

● Using the toilet or helping a child use the toilet 

● Handling bodily fluid (mucus, blood, vomit) from sneezing, wiping and blowing noses, from 

mouths, or from sores) 

● Handling animals or cleaning up animal waste 

● Playing in the sand, on wooden playsets, and being outdoors 

● Cleaning or handling the garbage 
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First Aid/CPR     

All classroom teachers have ongoing training on program developed health, safety, and child care 

requirements to ensure the safety of children in their care; including appropriate training in First Aid and 

Cardiopulmonary Resuscitation (CPR) based on the ages of the children. 

At least one staff person who has successfully completed training in Pediatric First Aid and CPR will be 

in attendance at all times. 

Source of Health Care  

Within 30 days of program attendance, parents will be consulted to determine whether their child has 

accessible health care provided by a primary care physician (PCP) who maintains the child’s ongoing 

health record and is not primarily a source of emergency or urgent care. 

If a child does not have a primary care physician (PCP) and/or health insurance coverage, the classroom 

staff, family advocate, and/or home visitors will assist the family in accessing a source of care and health 

insurance that will meet the above criteria, as quickly as possible. 

First Start Partnerships  will also collaborate with Keystone Health to provide dental exams for any child 

in Head Start that does not have a dental home. 

Keystone Health also provides health care services to children and families who do not have insurance by 

using a sliding scale which is based on income. 

Keeping Children’s Healthcare Up-to-Date 

First Start Partnerships  will obtain child physicals and dentals from health care and oral health care 

professionals.  A child is up-to-date when he/she is on a schedule of age appropriate preventative primary 

medical and oral health care. 

● The above up-to-date information will be accessed using well-child visits and dental periodicity 

schedules. 

● If a child is not up-to-date on his/her well-child or dental exams, the classroom staff, family 

advocates, and home visitors will assist the family in facilitating those health care services to 

bring the child up-to-date. 

 

Ongoing  and Follow-Up Care 

First Start Partnerships  will assist you  in continuing with the recommended well-child and oral health 

care schedules.  First Start Partnerships  will track referrals and services provided and monitor 

implementation of a follow-up plan to meet any treatment needs associated with health or oral health. 

 

Immunizations  

Having your child immunized according to the Pennsylvania Academy of Pediatrics recommended 

schedule is an important part of his/her overall health.  First Start Partnerships  will need to obtain 

immunization records from you  within 90 calendar days of your child first attending the program. 
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If your child has not been immunized, classroom staff, family advocates, and home visitors will assist you 

with making arrangements to bring your child up-to-date on the immunizations as quickly as possible. 

Children who are exempt from immunizations require the following documentation: 

● Statement from child’s primary care physician (PCP) 

● Legal exemption with notarization, waiver, or other state-specific document signed by the 

parent/guardian 

● Religious or strong moral or ethical convictions opposing immunizations must be submitted in 

writing and signed by the parent/guardian 

                                                                                                                                                                                                                                 

Food Allergies   

If your child is diagnosed with a food allergy,  First Start Partnerships  must receive a Medical Plan of 

Care that contains special nutrition or feeding instructions before he/she enters the program . A signed 

care plan from your child’s primary care physician (PCP) indicating the food allergies your child 

experiences as well as the following: 

● Your child’s reaction to those foods 

● A list of food substitutions your child can have in place of the food items he/she cannot eat 

● A list of medications that must be administered should your child be exposed to that food 

The classroom staff will ensure all dietary modifications are posted in the classroom to include: 

● Child’s full name 

● Child’s special needs 

● Any dietary restrictions with instructions, to include food substitutions 

● What, if anything, needs to be done if your child is exposed to restricted foods 

● If there is a nut allergy, classroom staff will post a sign outside the classroom door indicating the 

classroom is a nut free classroom 

The cafeteria/caterer will be notified of food restriction and substitutions will be provided. 

 

Medication administration 

Generally, when a child is taking medication he/she may be too sick to attend our program.  Teachers will 

only administer approved, necessary medications in the classroom. While your child is in our program, 

the following procedures must be followed: 

● The first dose of a new medication should always be given at home to ensure there are no adverse 

side effects. 

● If medications are to be provided in the classroom, parent/guardian must sign the medication 

authorization form and hand the medication directly to the bus driver or classroom teacher with 

the authorization.  We cannot accept medications without the proper authorization.   

● A medication authorization form must be signed by the  prescribing health professional. 

● The parent/guardian will also need to complete a Care Plan. 

● When it is no longer necessary for the child to receive the medication, you will be asked to 

complete a Discontinue of Medication Use form with the teacher and any remaining medication 

will be sent home with you. 
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Weather and emergency closings  

Your child’s safety is our number one priority.  When inclement weather occurs and  it is not safe for our 

children and families to be out on the roads, we may close our  program for the day. 

You child’s classroom will be closed when your designated School District is closed.  Two hour delays 

follow the school district as well.  Please tune into your local news channel, district websites and 

Facebook. 

Information regarding First Start Partnerships  closings or delays will be available via the website and 

Facebook page.   www.fchsweb.org  

 

 

How can i be involved? 
                                                                 

Family Volunteers 

In the classroom or at home - There are many opportunities to be involved in your child’s education 

whether in the classroom or at home. According to the National Education Association, “regardless of 

family income or background, students with involved parents are more likely to earn higher grades and 

test scores, have better social skills, show improved behavior and adapt well to school.”1 For more 

information on how to volunteer in the classroom or at home, speak with your classroom teacher or 

Family Advocate!  

  

In the community - There are opportunities to hand out flyers or post them in the community.  You may 

also partner with Head Start by performing other recruitment-type activities such as reaching out to 

families through community events. For more information, speak with your Family Advocate. 

 

 

Parent Committees 

Parent Committees (PC) are an excellent way to get involved with the day-to-day planning of the Head 

Start Program.  PC participants are involved with advising staff in developing and implementing local 

program policies and activities/services to ensure that the needs of Head Start families are met.  We look 

forward to having your input. 

Policy Council 

Policy Council provides an effective way for parents and guardians to be involved in the operations and 

decisions of First Start Partnerships .. The Policy Council representative participates in planning program 

goals, advising and making decisions regarding Head Start’s policy and program changes, establishes 

criteria for selection of children, approves/disapproves all employee hiring  and reviews budget matters.  

The Policy Council representative is the liaison between Policy Council and the center she/he represents. 
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Parents, legal guardians and community volunteers are invited to join.  Once you’ve become a member, if 

interested, you can run for one of the elected positions.  The elected positions include Policy Council 

President, Vice President, Treasurer, Secretary or Board Liaison.  

Parents are empowered by actively participating in the shared decision-making process about all aspects 

of their child’s program.  In addition, each meeting attended counts towards volunteer hours which help 

our program meet its in-kind donations goal.  Also, this is an opportunity for job experience which looks 

great on a resume. 

Meetings are held once a month and will last approximately two hours.  Lunch and child care are 

provided.  

 

Parent/Guardian Rights and Responsibilities  

Parent and family participation and involvement are essential to the success of the Head Start program. 

We believe that parents and family members are their child’s first teachers and are valuable contributors 

to our program. 

Parent Rights 

My rights as a parent or guardian in the program include: 

1.  To be recognized as my child’s primary educator. 

2.  To be treated with respect by the Head Start program. 

3. To be welcomed in my child’s classroom. There is an open-door policy, and I may visit 

the center at any time during its hours of operation 

4. To receive information and guidance from the Head Start program about my child’s 

progress and development, including regular progress reports from my child’s teacher. 

5. To participate in discussions about my child’s progress and setting goals for my child’s 

learning and development. 

6. To be supported as an advocate for my child. In the event that my child has a diagnosed 

disability or has been referred for a concern; I will be involved by the local intermediate 

unit in creating an Individualized Education Plan, and will be kept informed on my 

child’s progress in meeting his/her goals. 

7. To take part in decisions regarding my child’s center and the Head Start program. My 

ideas and suggestions will be valued, and I will have opportunities to share them with 

staff and other parents. Opportunities include Surveys, Parent Committee Meetings and 

Policy Council meetings. 

8.  To be informed about resources within the community related to education, health, social 

services, employment, etc. 

9. To review and ask for clarification on policies and procedures. 

10. To submit any concerns regarding the program’s alleged violation of the local and federal 

standards. 

11. To report any concerns about child abuse or neglect occurring at the program to the state. 
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Parent Responsibilities 

My responsibilities as a parent/guardian in the Head Start program include: 

1. Ensure my child attends the program consistently and on time to support his/her 

development. 

2. Participate actively in the program and take advantage of the opportunities that the 

program offers. 

3. Work with teachers, staff, and other families in a cooperative manner. 

4. Be open to new ideas and experiences that can benefit my child(ren) and me. 

5. Help make the Head Start program better by offering my opinions, constructive criticism, 

and suggestions. 

6. Ask questions of my child’s teacher, our Family Advocate, the Program Coordinator, or 

other members of the staff. 

7. Reinforce what my child learns at the program by working with my child at home. 

8. Ensure that my child is up to date on all required medical and dental needs. 

9. Agree to access follow-up care when health concerns are suspected or identified. 

Center-Based Only 

10. Participate in orientation process to assist my child with transitioning into the school year 

at his/her center. This process occurs with all “new” children throughout the program 

year. 

11. Participate in two home visits and two parent-teacher conferences each year with my 

child’s Teachers. 

12. Participate in home visits with the Family Advocate assigned to my family. 

13. Volunteer with my child’s program.  

14. Ensure that my child has extra clothing at the center. 

Home-Based Only 

15. Participate in one home visit each week with my child’s Home Visitor. 

16. Participate in monthly group socialization activities with my child. 

Services to Families 

Our Family Advocates are here to help you work towards your dreams and goals. 

Family Advocates make home visits throughout the year to all Head Start families. 

These visits are meant to build upon the  relationship between your child’s classroom and the home. The 

visits are scheduled around your availability and are usually about an hour long. This is your opportunity 

to share your thoughts about your child’s progress in the classroom, talk about the things your family may 

need , and to let us know how we can help you. 

The Family Advocates support all areas of the program including health, nutrition and education. Their 

job is to be the bridge between you and your program and ensure we are meeting your family’s needs. 

Family Partnership Agreements 
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One of the benefits of the program is the opportunity for you to set goals and receive support achieving 

them. The Family Advocate or Home Visitor can help plan the steps to achieve your goal, refer you to 

programs or agencies that can help you, and provide encouragement. 

Having someone encourage you and help map out the path to achieve your dream can make all the 

difference! 

Family Advocates and Home Visitors try hard to schedule home visits for your convenience. However, 

please keep in mind that we will meet with you during the week but not late in the evening or on 

weekends. 

Methods of Communication  

Here are the many ways we will be reaching out to you: 

● Family Newsletter  

● Flyers and formal invitations 

● Facebook, Remind Appointment, Class Dojo, and FCHS website 

● Face to face  conversations 

● Email and text messages 

● Phone calls, including One Call Now 

 

Child abuse reporting 

Each of our staff is responsible for the health and welfare of all children participating in the program, and 

as such are mandatory reporters of any suspected child abuse or neglect. 

 

Complaint Procedure 

Step 1 – An external complaint form must be completed and signed.   

Step 2 – Submit the complaint form to the Deputy Director. 

Step 3 – Within 7 business days the Deputy Director and Program Director or Human Resource Director 

will complete an investigation to include an observation of the situation and interview any persons 

directly involved or those who have witnessed the situation. This will be completed using the External 

Complaint Investigation Form and the External Complaint Statement Form. 

 Step 4 – Within 5 business days of the completed investigation, a follow up will be completed with the 

complainant who initiated the complaint with results and recommendations. 
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FIRST START PARTNERSHIPS FOR CHILDREN AND FAMILIES  

EXTERNAL COMPLAINT FORM 

Complainant Name: 

  

  

Date/Time: 

Phone No: Email: 

  

Name of First Start Partnerships  Employee first notified: 

  

 

NATURE OF COMPLAINT 

Description of Complaint: 
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_________________________________    ________________ 

Complainant Signature             Date 

Forward this completed form to the Deputy Director via mail or email: 

First Start Partnerships for Children and Families 

Attn: Deputy Director 

1438 Excel Ave. Chambersburg, PA 17201                       email: nnicholson@firststartpartnerships.org 

 

Statement of Understanding  

I have received the First Start Partnerships Family Handbook and applicable information specific to 

program policies. I understand and agree that it is my responsibility to read and familiarize myself with 

the policies and procedures of the Family Handbook.  

By signing below, I acknowledge receipt of these materials, and agree to abide by them. 

I understand that it is my responsibility to address any questions I may have regarding the policies, 

procedures, and information contained in the FCHS Family Handbook directly with my Family Advocate, 

Child’s Teacher or classroom Education Coordinator. 

Information contained in this handbook may be subject to change. 

 

I have read, understand, and accept the conditions noted above. 

 

 

 

___________________________________________   __________________ 

 Parent/Guardian Signature     Date 

 

 

___________________________________________   __________________ 

 Parent/Guardian Signature     Date 

 


