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ABOUT US

Vision
Healthy Educated Children in Supportive Families.

Mission
To educate children and support families with a broad and holistic range of supports to
ensure that children ages birth to 5 years old are prepared and ready for school.

PARTNERING WITH FAMILIES
Partnering with families and children to support their health. We focus on working with
the most vulnerable families including families who are living in poverty, families who are
providing foster care and families with children who have disabilities.

EDUCATING AND DEVELOPING YOUNG CHILDREN
Early Head Start and Head Start provides services in homes and in center-based sites
teaching children and families how to be healthy and how to support children in their
development and education.

DEVELOPING COMMUNITY PARTNERSHIPS
Engaging communities to support families.

Values
CHILD SAFETY
Child safety is paramount in our program.
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CONSTITUENCY ENGAGEMENT
We engage, support, and empower the voices of those that the program serves — to have
input, influence and to support our work.

CULTURAL RELEVANCE
We seek to understand and respect all cultures and to ensure that our program is
culturally relevant and meaningful to those we serve.

DIVERSITY
We view diversity as a strength that will bring richness and depth to our program, we
strive to be inclusive.

EDUCATION
We seek to understand and respect all cultures and to ensure that our program is
culturally relevant and meaningful to those we serve.

EMPLOYEE DEVELOPMENT & ADVANCEMENT
We actively encourage and support all staff towards continuous professional growth and
opportunities to maximize their contributions to the program.

FAMILY- CENTERED AND STRENGTHS-BASED
We focus planning and services on the family; believing that this is the most critical
support for children. We believe that every family has unique strengths to build upon.
Parents are the greatest influence and primary educators of their children.

HEALTH
Children who are fearful or in pain cannot concentrate on learning. A child needs to be
healthy to learn, but must also learn to be healthy. We help ensure that children have their
medical and dental care taken care of and work with children and families about healthy
diet and exercise. We work with families to strengthen relationships within the family and
within their community.

INCLUSION
Maricopa County Head Start offering services to children ages birth to five years old is an
inclusive early care and education program that celebrates the uniqueness of all children.
Through collaboration with the Arizona Early Intervention Program (AzEIP) and local
school districts, young children with developmental delays or disabilities are educated
5
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with their typically developing peers. Children receive the necessary supports, equipment,
and materials they need to meaningfully participate in their educational setting. An
Inclusion Coordinator ensures children have full access to, and participation in, the range
of activities provided. Individualized accommodations and educational support contribute
to meeting the child's developmental goals.

INNOVATION
We are a program that is constantly seeking improvement through innovation and we
view every person as being a potential ambassador of innovation.

INTEGRITY
We are truthful and honest in all our communication and work.

SOLUTIONS-FOCUSED
We support one another in working towards solutions to the challenges and issues that
we encounter. Children thrive in success-oriented environments.

STEWARDSHIP
We teach and model effective and wise use of resources.

TEAMWORK
We work together, building upon each other’s strengths, to be successful as a team.
None of us has all the tools for the program to be successful, but each of us has a unique
and significant contribution to make. Teamwork is about wanting to see each other be
successful. The sum of our contributions to the team will be greater than the parts.

TRUST
Trust is a choice. Trust assumes the best in others.

About Us
MARICOPA COUNTY HEAD START
Head Start (HS) and Early Head Start (EHS), as well as Pregnant Mother services are
funded by the United States Department of Health and Human Services, Administration
for Children and Families.
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SITE INFORMATION AND STAFF RESPONSIBLE
FOR O PERATIONS
School Site
Telephone
Address
Days/Hours of Operation
Site Supervisor
Teacher
Teacher Assistant/Program Aide
Early Head Start Family Educator
Family Support Specialist
Telephone
Education Supervisor
Telephone
Family Services Supervisor
Telephone
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Head Start Office
MA NAGEMENT STAFF
Assistant Director: Evangelina Del Real
Child Development Operations Manager: Jen Gaulke
Family Services and Community Partnership
Manager: Nancy Kessay
Education & Content Supervisor to Staff: Nickia
Newman

ADDRESS
1001 W. Southern Ave., Suite 106
Mesa, AZ 85210

PH ONE
602-372-3700

HOL IDAYS
Head Start centers and administrative offices
will be closed for the following holidays:
• Labor Day
• Veterans Day

• Martin Luther King,
Jr. Day

• Thanksgiving Holiday

• President's Day

• Day After Thanksgiving

• Memorial Day

• Christmas Day

• Independence Day

• New Year's Day

Licensing Information
Head Start is regulated by Federal Head Start Performance Standards and Arizona
Department of Health Services, Office of Child Care Licensure. Inspections by Child Care
Licensing are public record. A copy of each site’s License is posted in the classroom. A copy of
the most recent inspection report is available upon request for your viewing. Upon request,
you may review records for any licensed program at the Office of Child Care Licensing
located at 150 N. 18th Ave., Suite 400, Phoenix, Arizona 85007, 602-364-2539.
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Program Requirements
According to Arizona Revised Statue 15-872, all children will comply with immunization
requirements. Parents will receive a past due immunization letter and the child could be
excluded from attending class if documentation of current immunization is not received
within 15 days after the date on the letter. Head Start and Early Head Start require each
child to have:

CURRENT PHYSICAL

INDIVIDUAL HEALTH

EXAMINATION

PL AN

Current physical examination (well-child
exam) by a licensed health practitioner. For
Head Start, the child must have a physical
exam in the first 90 days and every 12
months thereafter. For Early Head Start,
well-child exams are required for infants
and toddlers according to their age in the
first 90 days.

An Individual Health Plan (IHP) for any
chronic health issues (asthma, diabetes,
seizures) is required prior to the first day
of class. All children that have a history of
asthma will need to have an Asthma IHP
completed by teaching staff and parents
prior to the first day of class.

SPECIAL MEAL REQUEST

EMERGENCY CARD

Special Meal Request for the child with
food allergies or religious food restrictions
is required prior to the first day of class.
Special Meal Request for food allergies
will take 3-5 days to process with the food
vendor.

A completed Emergency Card (updated
as needed) must be completed in English
only. Please speak to your child’s teacher
or Family Support Specialist for assistance.

HEARING AND VISION

DENTAL EXAMINATION

SCREENING

Dental examinations are required annually
by a dentist for all Head Start children
ages 3-5 years. The Pediatric Dental
Association encourages dental exams for
children beginning at one year of age for
Early Head Start children also.

All children will be required to have a
hearing and vision screening in the first 45
days after entry.

HEMOGLOBIN TEST
Newly enrolled children in Head Start and
Early Head Start will need a hemoglobin
(test for anemia) in the first 90 days.
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If you do not have medical/dental insurance and/or you need assistance selecting a doctor/
dentist, please contact the following staff: Head Start/Early Head Start - Family Support
Specialist, Early Head Start Home Base - Family Educator.
Transportation services are not provided to Head Start or Early Head Start classrooms. If
you need transportation assistance to the classroom, please talk with your Family Support
Specialist. While the program does not provide any transportation services, we can assist
you in accessing resources to help you with different options.

Staff Qualifications
Head Start Teachers must have earned an Associate’s or Bachelor’s Degree in Early
Childhood Education or related field. Early Head Start Teachers and Home Visitors must
have earned an Associate’s or Bachelor’s Degree in Early Childhood or related field or an
Infant/Toddler Child Development Accreditation (CDA). If the degree is in a field other
than Early Childhood or Child Development, they must have 18 college credits in ECE to
make their degree equivalent and meet program requirements. All staff must meet the
following requirements:

FINGERPRINT

FIRST AID/CPR

CLEARANCE

CERTIFICATION

Pass a fingerprint clearance by the Arizona
Department of Public Safety (DPS).

Complete and obtain First Aid/CPR
Certification. (At least one staff in
classroom during all operating hours).

CRIMINAL HISTORY

IMMUNIZATION

AFFIDAVIT

VERIFICATION

A Criminal History Affidavit is required for
all staff employed with Maricopa County
Head Start.

Sign an Immunization Verification form
stating to the best of their knowledge they
are fully immunized against childhood
diseases.

Staff members who will be assigned to
classrooms will provide a copy of the
signed affidavit for the classroom licensing
binder.

FOOD HANDLERS
CERTIFICATION

TUBERCULOSIS-FREE

Possess a current Food Handlers
Certification if they will be handling food
in the classroom.

Be free of tuberculosis.

10

EDUCATION

Confidentiality
All child and family records are stored on a secure database to assure confidentiality.
Information about your child is not shared with other staff in the program unless there is
a need for others to know. Program records are sent to another agency only at the written
request/permission of the parent.
All child and family records are stored on a secure database to assure confidentiality.
Information about your child is not shared with other staff in the program unless there is
a need for others to know. Program records are sent to another agency only at the written
request/permission of the parent.
For more information, please ask to see the program’s Confidentiality Policy.

Safety Guidelines
Any adult picking up your child must be on the emergency card. Proper picture
identification (a driver’s license is best) is required before we can release your child. For
the safety and protection of the children, no exceptions will be made.
• We must have a completed and signed
emergency authorization card on file to
comply with Child Care Licensing and
for the safety of your child.

• Notify the classroom teacher of
any changes in telephone numbers,
addresses, and/or emergency contacts
for your child as soon as possible.
Teachers will remind you on a continual
basis throughout the program year, as
we must be able to contact someone to
pick up the child within one hour.

• When signing out a child you must
include the exact time that you are
taking your child out of the classroom
for the day.

• Parents and visitors are required to
sign in when entering the classroom.
Parents/Guardian must sign with (at
minimum) their first initial and full last
name.

• A parent or authorized person (no less
than age 16 years) must sign the child
in and out of school.
• To add or remove someone from the
list of who can pick up your child,
please come to the center.

The Program carries liability insurance for registered Full Time Students and Part Time
Students and Teachers of the Policyholder. This policy covers each of these insured
persons during the Policy period while he or she is supervising or participating in Head
Start Program Activities sponsored by the Policyholder or traveling with a group in
connection with the activities under the direct supervision of the Policyholder.
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Safety Procedures
In the classroom:
• For center-based Head Start programs,
the ratio is 1 adult per 10 children
per Federal Head Start Performance
Standards.

• Parents will be contacted if urgent
attention is needed. If the injury is
minor (a scratch or bruise), you will be
informed through an “Ouch Report."

• For center-based Early Head Start
programs, the ratio is 1 adult per 4
children.

• Visitors will be admitted in classrooms
only after advising staff of reason(s)
for the visit. All visitors must sign-in
and sign-out on the Visitor Log to
document the visit.

• Monthly fire drills are conducted by
your child’s teachers for both single
session and double session sites.
If your child is enrolled in a double
session site, fire drills are conducted in
both the a.m. and p.m. session.

• Each classroom posts a Supervision of
Children Plan.
• Each classroom will have an evacuation
route posted near the exit.

• All accidents or injuries are
documented by staff.

• Each classroom will post an Emergency
Flipchart in the classroom.

Center-Based Home Visits & ParentTeacher Conferences
Head Start and Early Head Start teachers schedule parent/teacher conferences to share
their observations of the child’s progress and set educational goals for the child.
• Two classroom parent/teacher
conferences

• Two home visits

Family Services
The Family Support Specialist or the Family Educator is available to assist you and
members of your family with accessing any community services you may need, such as:
• Assistance with housing

• Counseling

• Food

• Health care assistance

• Clothing
12
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Please do not hesitate to ask for assistance.
The Family Support Specialist or the Family Educator will also engage each family in the
Family Partnership Agreement process. Part of this process includes a home visit with
your Family Support Specialist to complete a Family Assessment (Family Maps) to access
strengths and possible goals to work on. This partnership agreement can help to identify
goals and how you will be involved in the program, how you will support your child’s
growth and development, and/or any personal goals you have for your own personal
development such as continuing your education or acquiring job training.

Attendance
All children are encouraged to attend school on a daily basis. Each day builds on the next
and prepares you and your child for daily Kindergarten attendance. Our program goal is
that all children meet 87% daily attendance.
If your child is absent due to illness, vacation or other unforeseen circumstances, please
call your child's teacher as soon as possible. If there is a pattern of non-attendance, staff
will work with parents to resolve attendance problems.

Late Pick-Up
Picking up your child on time is very important to him or her. Your child has missed you and
is excited to share their daily experiences with you. Your child also sees his or her friends
being picked up and is eager to see their own special person ready to take them home.
Arriving/picking up your child on time is also preparation for success in Kindergarten. Call
your child's teacher if you are going to be late. If late pick-up becomes a pattern, Staff will
work with parents to resolve late pick-up problems.
Note: Staff will make every effort to contact parents and caregivers listed on the
emergency card, however, a child left longer than one hour with no contact will be
considered “abandoned” and for the safety of the child, the Department of Child Safety/
local police will be notified.
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Help Your Child Succeed in School:
Build the Habit of Good Attendance Early
DID YOU KNOW?
• Starting in preschool and kindergarten, too many absences can cause children to fall behind in school.
• Missing 10%, or about 2 days each month over the course of a school year, can make it harder to learn to read.
• Students can still fall behind if they miss just 1 or 2 days every few weeks.
• Being late to school may lead to poor attendance.
• Absences and tardiness can affect the whole classroom if the teacher has to slow down learning to help
children catch up.
Attending school regularly helps children feel better about school—and themselves. Start building this
habit in preschool so they learn right away that going to school on time, every day is important. Eventually
good attendance will be a skill that will help them succeed in high school and college.

WHAT YOU CAN DO
• Set a regular bedtime and morning routine.
• Lay out clothes and pack backpacks the night before.
• Keep your child healthy and make sure your child has the required
shots.
• Introduce your children to their teachers and classmates before
school starts.
• Develop backup plans for getting to school if something comes up.
Call on a family member, a neighbor or another parent.
• Try to schedule non-Covid-19 related medical appointments and
extended trips when school isn't in session.
• If your child seems anxious about going to school, talk to teachers,
school counselors and other parents for advice on how to make
your child feel comfortable and excited about learning.
• If you are concerned that your child may have Covid-19, call your
school for advice.
• If your child must stay home due to illness or quarantine, ask the
teacher for resources and ideas to continue learning at home.

When Do Absences
Become a Problem?
CHRONIC ABSENCE
18 or more days

WARNING SIGNS
10 to 17 days

SATISFACTORY
9 or fewer absences

Note: These numbers assume
a 180-day school year.

Revised October 2021

Visit Attendance Works at www.attendanceworks.org for free downloadable resources and tools!
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Illnesses
Arizona Child Care Regulations specify that children with signs of illness or infestation be
restricted from classroom attendance. Children must be kept home until there is no illness
or infestation.
Head Start/Early Head Start teachers are trained in health and safety and can identify
most signs or symptoms of an illness. The Head Start Nurse is also available to assist
teachers. Staff will assure children are protected from contagious disease, including
appropriate inclusion and exclusion policies for when a child is ill, infectious disease
outbreak, including appropriate notification of any reportable illness. Children may also
be excluded if the illness results in a care that is greater than what the staff can provide
without compromising the health and safety of other children.
Hand washing with soap and water is the best way to prevent illness and the spread of
germs. We practice this at Head Start and we encourage you to continue this practice at
home.

KEY CRITERIA FOR EXCLUSION OF CHILDREN WH O
ARE ILL :
When a child becomes ill but does not require immediate medical help, a determination
must be made regarding whether the child should be sent home (i.e., should be temporarily
“excluded” from child care). Most illness do not require exclusion. The caregiver/teacher
should determine if the illness:
1. Prevents the child from participating comfortably in activities;
2. Results in a need for care that is greater than the staff can provide without
compromising the health and safety of other children;
3. Poses a risk of spread of harmful disease to others.

TEMPORARY EXCLUSION IS RECOMMENDED
WHEN THE CHILD HAS ANY OF THE FOLLOWING
CONDITIONS:
1.

The illness prevents the child from participating comfortably in activities;

2.

The illness results in a need for care that is greater than the staff can provide without
compromising the health and safety of other children;
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3.

A severely ill appearance - this could include lethargy/lack of responsiveness,
irritability, persistent crying, difficult breathing, or having a quickly spreading rash;

4.

Fever (temperature above 101°F [38.3°C] by any method) with a behavior change in
infants older than 2 months of age. For infants younger than 2 months of age, a fever
(above 100.4°F [38°C] by any method) with or without a behavior change or other
signs and symptoms (e.g., sore throat, rash, vomiting, diarrhea) requires exclusion
and immediate medical attention;

5.

Diarrhea is defined by watery stools that are more frequent or less formed than
usual for that child and not associated with changes in diet. Exclusion is required for
all diapered children whose stool is not contained in the diaper and toilet-trained
children if the diarrhea is causing accidents. In addition, diapered children with
diarrhea should be excluded if the stool frequency exceeds two or more stools
above normal for that child during the time in the program day, because this may
cause too much work for the caregivers/teachers, or those whose stool contains
blood or mucus. Readmission after diarrhea can occur when diapered children have
their stool contained by the diaper (even if the stools remain loose) and when toilettrained children are not having “accidents” and when stool frequency is no more than
2 stools above normal for that child during the time in the program day;

6.

Vomiting more than two times in the previous twenty-four hours, unless the vomiting
is determined to be caused by a non-infectious condition and the child remains
adequately hydrated;

7.

Head lice, only if the child has not been treated after notifying the family at the end
of the prior program day (note: exclusion is not necessary before the end of the
program day). Child should be excluded if child has live lice crawling in hair and/or
more than ten nits.

8.

Scabies, only if the child has not been treated after notifying the family at the end
of the prior program day. (Note: exclusion is not necessary before the end of the
program day);

9.

Chickenpox (varicella), until all lesions have dried or crusted (usually six days after
onset of rash and no new lesions have appeared for at least 24 hours), child feels well
enough to attend class;

10. Rubella, until seven days after the rash appears;
11. Pertussis, until five days of appropriate antibiotic treatment;
12. Mumps, until five days after onset of parotid gland swelling;
13. Measles, until four days after onset of rash;
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14. Hepatitis A virus infection, until one week after onset of illness or jaundice if the
child’s symptoms are mild or as directed by the health department. (Note: Protection
of the others in the group should be checked to be sure everyone who was exposed
has received the vaccine or receives the vaccine immediately.);
15. Any child determined by the local health department to be contributing to the
transmission of illness during an outbreak.

CONDITIONS/SYMPTOMS THAT DO NOT REQUIRE
EXCLUSION:
1.

Common colds, runny noses (regardless of color or consistency of nasal discharge);

2.

A cough not associated with fever or infectious disease, rapid or difficult breathing,
wheezing or cyanosis (blueness of skin or mucous membranes);

3.

Watery, yellow or white discharge or crusting eye discharge without fever, eye pain,
or eyelid redness. Yellow or white eye drainage that is not associated with pink or red
conjunctiva (i.e., the whites of the eyes);

4.

Lice or nits, child must not have live lice crawling in hair and/or less than 10 nits. Lice
or nits treatment may be delayed until the end of the day. As long as treatment is
started before returning the next day, no exclusion is needed.

5.

Impetigo lesions should be covered, but treatment may be delayed until the end of
the day. As long as treatment is started before return the next day, no exclusion is
needed;

6.

Ringworm treatment may be delayed until the end of the day. As long as treatment is
started before returning the next day, no exclusion is needed;

7.

Rash without fever and behavioral changes;

8.

Molluscum contagiosum (do not require exclusion or covering of lesions);

9.

Thrush (i.e., white spots or patches in the mouth or on the cheeks or gums;

10. Fifth disease (slapped cheeks disease, parovirus B19) once the rash has appeared;
11. MRSA without and infection or illness that would otherwise require exclusion.
Known MRSA carriers or colonized individuals should not be excluded;
12. Cytomegalovirus infection;
13. Chronic Hepatitis B infection;
14. HIV, Human Immunodeficiency Virus.
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Sun Safety
Outdoor time will be limited between 10 a.m. and 3 p.m. due to the extreme heat and
damaging sun rays. Sunscreen should be applied prior to coming to school. Shade and
water will be available for all children on the playground at all times. Upon request, a sun
safety checklist for clothing, hats, sunglasses, sunscreen and more detailed information
on sun safety will be provided. Sun Safety training may be provided to parents by program
staff.

Medication
All children who require the administration of medication while in the classroom must
have a completed Medication Consent Form available online and a copy of the form is also
kept in the medication box. The Medication Consent Form is completed and signed by the
parent and staff members who will be administering the medication. All medication must
include specific written instructions from the child’s Primary Care Provider or specialist
on the medication container’s label. Over the counter medication will be provided if
medication is provided in the original container and written instruction by Primary Care
Provider is provided.
Children with chronic conditions who require long-term medication administration are
required to have an Individual Health Plan (IHP) completed by teacher, parent and Head
Start Nurse prior to entry in the classroom.

Clothing
Please send your child to school with clothes appropriate for messy and fun activities. For
your child’s safety, we encourage rubber-soled, enclosed shoes that are safe for running
and climbing. Head Start 3 to 5 year old children should be able to manage and fasten their
clothing by themselves. A complete set of extra clothes (underwear, shirt, pants, socks) for
all children should be left in the classroom in case of emergencies.

Personal Belongings
Especially at the beginning of the year, some children find that a favorite item from home
helps children remain calm when the parent leaves. If your child would like to bring
something special to school, please discuss it with your child’s teacher. Program does not
allow children to bring in toy guns and play weapons, for the physical and emotional safety
of all children.
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Oral Health*
The program must promote effective oral health hygiene by ensuring all children with
teeth are assisted by staff/volunteers in brushing their teeth with toothpaste containing
fluoride once daily. Oral Health Education may be provided to parents and children by
program staff and community partners.

Photographs/Video or Audio Tape*
Use of photographs, video or audio tape may be taken during the course of the school
year. These materials may be used for professional development of staff and development
of the program. These materials may also be used for publicity, promotional and/or
educational purposes including publications, presentations or broadcast via newspaper,
internet or other social media.

Request for Funds
Parents may not be solicited at any time for personal funds toward activity expenses,
field trips, celebrations, or end of year events. Parents may not solicit other parents to
purchase products that they may be selling, e.g., AVON, candles, candy, etc.

Child Guidance
Positive Behavior Expectations promote a positive climate and a positive culture.
Maricopa County Head Start incorporates Positive Behavior Expectations in all areas of
our program. Having common Positive Behavior Expectations ensures there is a common
language of clear expectations to foster safe and supportive environments for all children,
families, and staff.
The goal of each Positive Behavior Expectation is to teach self-regulation, promote
healthy relationships, and encourage responsible behavior. Children help teachers
establish individual classroom examples of what it means to meet each Positive Behavior
Expectation. When a child is s truggling to follow Positive Behavior Expectations, the
teacher, parent, or volunteer utilizes a combination of the following Positive Behavior
support approaches:
• Providing time for the child to resolve
the problem on his/her own (when
appropriate).

• Maintaining a classroom environment
that provides many interesting and
engaging activities.
*Topics covered on the Parent Consent Form
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• Modeling of appropriate behavior by
teachers and peers.

• Providing the child with consequences
for each choice.

• Providing the child with acceptable
choices.

• Helping the child use problem-solving
techniques to resolve difficulties.

• Discussing classroom rules with the
child and explaining why the behavior
was not safe.

• Providing a safe place in the classroom
to allow the child to calm down,
identify feelings, and determine when
he/she is ready to come back and join
the activity (the teacher stays with the
child or near the child).

• Redirecting the child to another
activity and helping them to engage in
play.

Changes in the family such as death, illness, divorce, separation, birth of a new child or
company in the home may affect the child’s behavior in the classroom. A new medication
or a change in medication can affect the child’s behavior. Please let the teacher know
of any changes, as this helps the teachers understand changes in the child’s behavior at
school.
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Suspension/Expulsion Policy
All children exhibit behaviors that may be challenging to adults at times. Teachers and
Family Support Specialists create positive classroom climates and partner with parents to
develop supportive relationships with a focus on healthy social emotional development
and prevention of challenging behavior. Additionally, staff utilize many internal support
systems to understand and address children’s individual social emotional needs.
In accordance with Head Start Performance Standards, Maricopa County Early Education
Division does not use suspension or expulsion as a typical behavioral intervention for
challenging behavior. Should a challenging behavior occur that becomes a serious safety
threat, teachers and Family Support Specialists will partner with parents and additional
support staff members to form a Multidisciplinary Team. The goal of the Multidisciplinary
Team is to determine modifications that will continue to allow the child to be successful
in the classroom environment. If all reasonable modifications have been explored,
implemented and documented and the Multidisciplinary Team determines that the
program is no longer meeting the child’s needs, then the team will work with the parent to
facilitate the transition of the child to an environment that better meets their individual
needs.

Protecting Children
DEPARTMENT OF CH ILD SAFETY POLICY
Child abuse is when a parent or caregiver, whether through action or failing to act, causes
injury, risk of serious injury, emotional harm or death to a child. This may include neglect,
physical abuse, sexual abuse, exploitation and emotional abuse. Arizona Law identifies
all Maricopa County Head Start Staff as Mandated Reporters and requires that all staff
report any suspected child abuse or neglect to the Department of Child Safety.
As a part of the daily routine, our staff completes a daily health check and will not be
alarmed by normal bruises, scrapes, and/or mood swings. However, they may ask for
clarification on how an injury occurred or why a child's behavior has changed. Please do
not feel threatened by this process. It is the Maricopa County Head Start Program's way
of assuring you that caring and supportive adults are meeting your child's needs.
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Physical Restraint
Physical restraint of a child is forbidden except in the case when the child, other children,
or others working in the classroom could be harmed or injured. When a child must
be restrained, parents will be notified immediately. A staff /parent conference will be
scheduled as soon as possible (within 48 hours). This conference will include the parent,
teacher, site supervisor (the teacher's supervisor), mental health specialist, and possibly
other staff. The goal of the parent/teacher conference is to develop school and home
strategies to best meet the child's needs and maintain the safety of the classroom.

Mental Health Consultation*
Head Start embraces a vision of child and family wellness. One component of wellness is
healthy social and emotional development which increases positive behavior, resilience,
self-confidence and academic performance.
Head Start Performance Standards require that Mental Health Consultation be
provided to all Maricopa County Head Start classrooms and Family Educators and be
offered and available to all enrolled families. Maricopa County Head Start classrooms
are regularly visited by our own Mental Health Associate who may observe classrooms
and talk with teachers to ensure that every child is being supported in their social and
emotional development. You may see the Associate in the classrooms or with the children
throughout the day.
Mental Health Consultation includes:
• Giving resources to families and
teachers so they can support children.

• Talking with and educating teachers
about behaviors and emotions of
children.

• Team meetings with families and
teachers to develop support plans for
individual children.

• Offering ideas for teachers to use in
classrooms or with individual children.
• Training for families related to healthy
social and emotional development.

• Meeting with families and teachers
about mental health needs of specific
children.

• Coordinating with community
Behavioral Health Service Providers.

Mental health consultation does not include diagnosis or treatment of mental health
disorders. The Mental Health Associate works closely with all staff and families to identify
community resources that will best meet the needs of the child and family.
*Topics covered on the Parent Consent Form
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Drug Free/Smoke Free
Head Start is a drug free/smoke free work place. No drugs, alcohol, or smoking is
permitted within 50 feet of the Head Start/Early Head Start sites, school grounds or
where children are in attendance at a Head Start sponsored function.

Car Seat Recommendations for
Children
Select the right car seat for your child’s age, weight, height and development. This means
no booster seat for babies. Buy and use the seat that fits your child now. Always refer to
your specific car seat manufacturer’s instructions; read the vehicle owner’s manual on
how to install the car seat using the seat belt or latch system; and check height and weight
limits.

CHOOSE THE RIGHT DIRECTION
• Use your car seat in the correct
direction. This is especially important
for kids under age 2 years, who are
safest when rear facing. Follow the
instructions on the car seat.
• Pick the safest location in the car,
which for kids under 13 years old is
always the back seat. Some states
have a law, others do not. Regardless,
studies show that kids under 13 years
old are five times safer when they are
secured properly in the back seat.

• Install the seat correctly in the car.
There are different rules based on
science for your car, your car seat and
your child, so pay attention to the
instructions. Use the top tether for
every forward-facing child in a seat
with a harness. Once your car seat is
installed, give it a good shake at the
base where the seat belt fits. Can you
move it more than an inch side to side
or front to back? A properly installed
seat will not move more than an inch.

• Use the harness correctly and exactly
as the instructions recommend. Make
sure the harness is tightly buckled and
coming from the correct slots (check
car seat manual). Now, with the chest
clip placed at armpit level, pinch the
strap at your child’s shoulder. If you are
unable to pinch any excess webbing,
you’re good to go.

• When your children outgrow a rearfacing seat around age 2 years, move
them to a forward-facing car seat.
Keep the seat in the back seat and
make sure to attach the top tether
after you tighten and lock the seat belt
or lower anchors. Use the top tether
until your child weighs 40 pounds.
For cars manufactured after February
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• Check the booster seat label to find the
exact specifications.

2015, your car's seat labels will tell you
exactly how much your child can weigh
and still use the lower anchors and
top tether. Until then, check both your
child restraint and vehicle manuals to
see if you can go beyond the weight
limit for the top tether. If they both
agree to a higher weight, it is fine to
follow their directions.

• You must read the manual to know
about the limits on the booster seat
for weight/size/age. When the child
exceeds the recommended weight/
size/age limits for a car seat, you can
transition to a booster seat. Check the
booster seat manual to understand
how to correctly install the booster
seat in a vehicle.

• Kids can remain in some forwardfacing car seats until they’re 65 to
80 pounds depending on the car seat
limits. Once your child outgrows the
forward-facing car seat with a harness,
it is time to travel in a booster seat, but
still in the back seat.

CHECK THE L ABEL
• Your car seat has an expiration date
– usually around six years. Find and
double check the label to make sure it’s
still safe.

• Look at the label on your car seat
and booster seat to make sure it’s
appropriate for your child’s age, weight
and height;

KNOW YOUR CAR SEAT ’ S HISTORY
Buy a used car seat only if you know its full crash history. That means you must buy it from
someone you know, not from a thrift store or over the internet.

45 Day Screening*
HEALTH SCREENINGS
Vision screening checks how well a child can see and how well the eyes move together.
Vision is important for development, physical activity, and social interaction. Early
identification and treatment of vision problems can help promote a child’s development.
Program must obtain (from medical provider) or perform evidence-based vision screening
in the first 45 days after entry.

*Topics covered on the Parent Consent Form
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Hearing screening checks how children hear different kinds of sounds. Hearing is
important for learning and communicating with others. Early identification and treatment
of hearing problems can help improve a child’s development and relationships. Program
must obtain (from medical provider) or perform evidence-based hearing screening in the
first 45 days after entry.

DEVELOPMENTAL SCREENING
Early detection and treatment of atypical development in early childhood greatly
increases a child’s chances of reaching their full potential. A developmental screening is
conducted in collaboration with parents to identify children who may be experiencing
developmental delays. Screening tools are used to help us decide if a child should be
referred to early intervention or special education services for a full developmental
evaluation.
In accordance with Arizona Child Find Requirements and Head Start Performance
Standards Maricopa County Head Start Program conducts a developmental screening
with children in collaboration with parents within 45 days of entry into the program.
Developmental screening can be repeated as needed if parents or teachers identify
concerns or results of ongoing assessment indicate a need. If there are concerns identified
children are referred to the Arizona Early Intervention Program (AzEIP) for children birth
to three years of age or the local school district for children three to five years of age.
Early detection and intervention greatly increases children's outcomes. Our program
collaborates with these agencies to best meet the needs of the children and families.
Maricopa County Head Start Program uses the Ages and Stages Questionnaire (ASQ3)
in collaboration with parents for developmental screening of children ages birth to five
years. Questionnaires are age specific according to the child’s chronological/adjusted age.
This developmental screening tool is designed to be a quick check of children’s current
development. Our ongoing assessment tool My Teaching Strategies Gold monitors children’s
development throughout the school year.

SOCIAL AND EMOTIONAL SCREENING
Making friends, showing anger in a healthy way, figuring out conflicts peacefully, taking
care of someone who has been hurt, waiting patiently, following rules, and enjoying the
company of others; all of these qualities, and more, describe the arc of healthy socialemotional development. Like any skill, young children develop these abilities in small steps
over time and early childhood research has repeatedly shown that emotional, social, and
behavioral competence of young children is a strong predictor of academic performance
in early elementary school.

25

EDUCATION

Head Start Performance Standards require that each child receive a social/emotional
screening to help identify children who may benefit from additional social/emotional
supports and interventions. In collaboration with the parent, Maricopa County Head Start
Program uses the Devereux Early Childhood Assessment (DECA) as the social/emotional
screening. The initial screening is completed by the parent at the initial home visit and
by the teachers within the first 45 days of enrollment. Supportive strategies designed to
improve social/emotional development will be implemented in the classroom and offered
to the parent if there are any concerns. Screenings will also be repeated if there are
concerns.
The Child Care Partnership Early Head Start uses the Ages and Stages Questionnaire
Social/ Emotional (ASQ-SE) as the social/emotional screening tool. This questionnaire is
completed by the parent. If there are concerns, the teacher will complete a rescreening.

Pedestrian Safety
Please practice these pedestrian safety tips with each of your children. This will help your
children remember to follow the rules to be safe when crossing the street with adults. We
will be practicing these pedestrian safety rules in the classroom and on walking field trips.

TEACHING KIDS HOW TO WALK SAFELY
speed and distance of oncoming cars
until age 10.

• Teach kids at an early age to look left,
right and left again before crossing the
street. Then remind them to continue
looking while crossing by keeping their
heads up and looking around until
safely across.

• It’s always best to walk on sidewalks or
paths and cross at street corners, using
traffic signals and crosswalks. If there
are no sidewalks, walk facing traffic as
far to the left as possible.

• Teach kids to make eye contact with
drivers before crossing the street.

• Teach kids not to run or dart out into
the street or cross between parked
cars.

• Children under 10 years of age need
to cross the street with an adult. Every
child is different, but d
 evelopmentally,
most kids are unable to judge the

• Encourage kids to be especially alert
for cars that are turning or backing up.

If kids are walking when it’s dark out, teach them to be especially alert and make sure they
are visible to drivers. Have them wear light- or brightly-colored clothing and reflective gear.
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Classroom Celebrations & End-of-theYear Activities
Any parent activity that includes food must follow Head Start’s nutrition guidelines.
Parents may not bring any food to the classroom. No specific holidays are celebrated in
Head Start. Classrooms may have seasonal celebrations – Fall, Winter and Spring.
We like to acknowledge the child’s participation in Head Start at the end of the year in a
simple manner. The following are possible activities for this special occasion:
• Water play day

• Festivities in the classroom

Meals & Nutrition
Children attending will have breakfast /lunch and/or a snack depending on the class
schedule. As Head Start provides all the required food for the day, no outside food is
allowed into the classroom. These meals provide at least one-half to two-thirds of the
child’s daily nutritional needs. Meals may be served family-style (children and adults sit at
tables together) and is a special time for children and teachers.
Children help with activities such as setting the table, passing food to others, and cleaning
up.
Food is never used as a punishment or reward. Children are encouraged but never forced
to taste any food. If your child has any food allergies, a Special Meal Request form will be
given to you for the doctor’s signature and documentation of the nature of your child’s
food allergies. If your child has a religious special diet, parents will also need to complete a
special meal request form and state what foods may be substituted.

Code of Conduct
Maricopa County Head Start Program believes all staff, parents and children are entitled
to a safe and protective environment in which to work. Each individual has the right to
expect physical and emotional safety.
In order to support a peaceful and safe environment, Maricopa County Head Start cannot
tolerate the following behaviors:
• Aggressive gestures or behaviors such
as hitting table tops, slamming doors,
throwing things.

• Physical aggression or threats of
physical aggression towards another
adult or child.
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• Verbal aggression such as threatening,
name calling, yelling or cursing.

• Abusive or threatening emails, texts,
voicemail or phone messages or any
other communication.

• Coercing, harassing, intimidating
behavior or language including sexual
comments or overtures.

Display of these behaviors and an unwillingness to change the behavior may result in
immediate suspension and or termination from Head Start. Unacceptable behavior may
also result in the police being informed.
If either you or any Head Start staff person identifies that your home is not a safe
environment for visits, you will be offered an alternative meeting place. This may include
meeting at a Maricopa County Head Start site, a local park, library or other safe location.

Disagreement/Conflict Resolution
If you have a disagreement or conflict with staff or another parent, please express your
concern to the person involved in a calm, quiet, and respectful manner. Abusive, loud,
physical, confrontational or threatening behavior is not allowed. Persons that engage in
this kind of behavior will be asked to leave or be removed from the premises and further
participation may be limited.
Adults are role models for children and Head Start expects children to feel safe in our
classrooms and at Head Start sponsored functions. Below are the procedures to follow
when a conflict has occurred or you have a concern about the program.

1.

Discuss the concern with the classroom Site Supervisor or teacher at least twice.

2.

If the issue has not been resolved in Step 1, contact the Education Supervisor
or Family Services Supervisor whose name and number are shown on Page 5 of
this handbook. Please allow them two attempts to resolve the situation.

3.

If the issue has not been resolved in Step 2, contact a Program Manager, at
602-372-3700.

4.

If the issue has not been resolved in Step 3, contact the Early Education
Division Assistant Director at 602-372-3700.

5.

If the issue has not been resolved in Step 4, contact the Human Services
Department Director, at 602-506-5911.
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6.

If the issue has not been resolved in Step 5, bring the issue to the Head Start
Policy Council.

7.

If you are not satisfied with the Policy Council action to resolve the complaint,
you can bring your issue to the Board of Supervisor Representative on the
Policy Council, who has the final authority to resolve your issue.

Pest Control
Per Arizona Childcare License Regulation
R9-5-310, Maricopa County Head Start
Program shall make written pesticide
information available to parents, upon
request, at least 48 hours before a pesticide
application occurs on facility premises.
The notification must include the following:
• The brand, concentration, rate of
application, and any use restrictions
required by the label of the herbicide
or specific pesticide;
• The date and time of the pesticide
application;
• The pesticide label and the material
data safety sheet; and
• The name and the telephone number of
the pesticide business licensee and the
name of the licensed applicator.
All application of pesticide will be logged
on the Application of Pesticide Log and
made available to parents as requested.
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Overview
This section of the handbook is designed to be used as a reference tool by parents and
staff. The purpose of this section is to explain the membership and responsibilities of
Maricopa County Head Start Parent Committee Meetings. The information provided is
based upon federal, state, and county rules and regulations, as well as established policies,
procedures and ethics.
Through local Parent Committee Meetings, parents are given the opportunity to actively
participate in the shared decision-making process that ensures the delivery of high
quality services to Head Start and Early Head Start children and their families. The
Parent Committee Meetings operate in accordance with federal Head Start legislation,
regulations and policies.

Purpose
Maricopa County Head Start has established Parent Committee Meetings to give parents
the opportunity to help plan and develop activities, education sessions, trainings, and
events that are interesting and useful to them, as well as the opportunity to meet new
people and make new friends. These are informal meetings and parents are encouraged
to attend as decisions are made about activities at the classroom sites. A quorum is not
required for decision making.
Parent Committee Meetings are planning sessions for:
1.

Advising staff in developing and implementing classroom/site policies, activities and
services.
• Parent Committee members are encouraged to offer suggestions to the
instructional staff about lesson plans and delivery.
• Parent Committee members are encouraged to plan program activities such as
family nights, seasonal classroom events, walking field trips related to lesson
plans and help staff plan activities and special events for the children that
support the children’s education and healthy development.

2.

Planning, conducting informal as well as formal programs for parent and staff;
• Parent Committees are encouraged to discover and discuss what parents would
like to do and what they would like to learn.

3. Identifying parent training interest and scheduling training dates and times.
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Parent Committee Meetings are by site – if a site has more than one classroom or option,
the classrooms/ options meet together for the Parent Committee Meeting. When
classrooms are geographically near to one another and the parents wish to combine, the
classrooms can meet together as a single group. Early Head Start Center Base and Early
Head Start Home Base are considered to be members of the classroom closest to them.
All parents who have a child enrolled in Head Start and Early Head Start are voting
members of the Parent Committee Meeting where their child attends class or
socialization activities. This membership includes regular Head Start and Early Head Start
employees who have a child enrolled in the Program.

Schedule
Parent Committee Meetings/Trainings/Events are scheduled throughout the year on a
day and time selected by the parents at each site.

Taking Action/Making a Motion
When the parents take action during a Parent Committee Meeting, it is necessary for
a motion to be made and seconded before a vote is taken. The Chairperson can ask if
someone would like to make a motion and a parent can respond by saying, for example,
“I, Henry Jones, move to approve the minutes from the September 4th meeting.” The
Chairperson then asks for second to the motion and a second parent responds by saying,
“I, Carolina Garcia, second the motion.” The Chairperson then says, “It has been moved
by Henry Jones and seconded by Carolina Garcia to approve the minutes from the
September 4th meeting. Is there any discussion or questions?”
This is the time for members to talk only about the motion that has been made (the motion
on the floor).
When a short discussion has taken place about the motion on the floor, the Chairperson
calls for the vote and says, “All in favor please say ‘aye’ (or ‘raise your hand’). All opposed
please say ‘no’ (or ‘raise your hand’). The motion to approve the minutes from the
September 4th meeting is approved (or disapproved).”
Motions require a majority vote of members present for actions to be approved.
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Family Engagement
Research has shown that one of the main factors contributing to children’s success in
school is the engagement of the parents in their child’s education. Head Start encourages
parents, grandparents, guardians, as well as extended family members to be engaged in
the program. Consider volunteering in some way for 15 hours each month.
Some of the ways you can participate are:
• Completing Parent Volunteer training.
You may then assist the teacher with
all classroom activities.

• Sharing information about your child,
family and culture (such as special
family celebrations, music, art, food
and stories).

• Assisting staff at the Head Start Office
in Mesa.

• Attending Parent Education trainings
and Family Engagement activities
which include Fatherhood and Male
Engagement activities.

• Obtaining a Food Handler’s permit so
that you can assist in setting up and
cleaning up after meals.

• Participating on Policy Council.

• Visiting the classroom and work
directly with your child.

• Attending quarterly Health Service
Advisory Committee meetings.

• Offering to provide translation for
parents and/or children.

• Providing a training to other parents
in an area where you have a special
interest or skill.

• Preparing classroom materials for the
teaching staff.

• Meeting with your child’s teacher
to discuss your child’s growth and
development.

• Assisting classroom teachers in
playground inspections.
• Leading activities at home with
your child that reinforce classroom
activities (reading with your child 15
minutes each day or doing executional
activities with your child that have
been suggested by your classroom
teacher or home base visitor).

• Assisting Head Start teachers and
Family Support Specialist in identifying
other families who are interested in
attending Head Start.
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Parent Education
Throughout the year, Parent Education trainings may be provided but not limited to the
following topic areas.

• Family Literacy

• Child Mental Health and Emotional
Well-being

• Family and Child Safety

• Conscious Discipline

• Health Literacy

• Our Journey Together

• Financial Literacy

• Triple P (Positive Parenting Program)
Parents are encouraged to attend community and program trainings.

Health Services Advisory Committee
The Health Services Advisory Committee (HSAC) is made up of Head Start parents, health
professionals, and other volunteers from the community. The HSAC serves as: an advisory
committee, an advocacy body, and a resource for health education and training and is a
critical component in meeting the health needs of Head Start children. HSAC addresses
program services issues such as community partnerships with health providers and helps
agencies plan to respond to community needs. Parents are encouraged to attend the
HSAC quarterly meeting.

Parent In-Kind
Twenty-five percent of the total Head Start grant funding money must be matched
through donations. This match is called an In-Kind Donation. In-Kind is the contribution
you and others make to the program when you volunteer in your child’s classroom or
participate in program activities.
Parent visitor hours, volunteer hours and donations (materials or services needed by
the program) count as a dollar amount toward this commitment. The dollar amount is
determined by what the services would have cost if the program had to pay for them. So,
by volunteering not only do you benefit, so does the program.
The program cannot survive without your participation because parent’s participation
provides the majority of the In-Kind match.
You are your child’s first and most important teacher! There are several ways that you can
give to Head Start through In-Kind donations.
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Volunteer
• Help assist with materials, and
activities with teachers.

• Call other parents to inform them of
Head Start events.

• Go on field trips with the class.

• Building equipment for the classroom
and outdoor area.

• Clean, sanitize and organize indoor/
outdoor activity areas.

• Share your talents by teaching
special classes to Head Start families,
students, or community members.

• Eat lunch with the children to
demonstrate good manners.
• Join Policy Council and attend parent
meetings and trainings.

Home Activities & Family Literacy
Time
Continue your child’s learning at home and in the community with activities that align
to classroom projects and themes. Your Head Start teachers will send home suggestions
each week, including:
• Letter and number practice.

• Educational games for the whole
family.

• Trips to the library to read and checkout special books.

• Color and shape recognition.

• Nature walks to make real-world
connections to science projects

• Do-it yourself experiments and art
projects.

And many, many more! You are always invited to be creative and make suggestions, as
long as they are connected to current classroom studies.

Head Start Performance Standards &
Arizona Child Care Licensing Rules &
Regulations
All Head Start staff, teachers and volunteers are required to follow the Head Start
Performance Standards, the Head Start Program Policies & Procedures and the Arizona
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Child Care Licensing Rules & Regulations. Failure to comply may result in immediate
dismissal from your volunteer duties.
• Do not bring, buy, or sell intoxicants or
illegal drugs onto a program location or
Maricopa County property.

• Respect and promote the unique
identity of each child and family and
refrain from stereotyping on the basis
of gender, race, ethnicity, culture,
religion, or disability.

• Do not use Head Start or Maricopa
County equipment, materials or
supplies to work or volunteer for
another company, employer, or agency.

• Use positive methods of guidance
and never use corporal punishment,
emotional or physical abuse or
humiliation.

• Theft or abuse of personal, Maricopa
County or program site property is not
tolerated.

• Do not arrive to your volunteer duties
under the influence or possession of
alcohol or illegal drugs.

• Verbal or physical assault of a Head
Start staff member, parent, student, or
member of the public is not tolerated.

• Do not bring any weapons (guns,
knives or chains) to a Head Start site or
activity.

• Be truthful and honest.

Parent Visitors
The Head Start Program defines a parent as a Head Start or Early Head Start child’s
mother or father, other family member who is a primary caregiver, foster parent, guardian
or the person with whom the child has been placed for purposes of adoption pending a
final adoption decree. (Head Start Performance Standards 1306.3(h)).
The Head Start Program strongly encourages parent involvement in several aspects of
the program, particularly participation in the classroom and through at-home activities.
(Head Start Performance Standards 1306.22(b)). Early Head Start and Head Start settings
are open to parents during all program hours, and parents are welcomed as visitors and
encouraged to observe their children as often as possible, and to participate with their
own child(ren) in class activities.
Parents are also encouraged to become volunteers in the classroom and assist the staff
with their daily schedule and participate in activities with the entire class. Per Arizona
Department of Health Services Office of Child Care Licensing, any individual volunteering
in this capacity and interacting with all children in the classroom, including parents, must
have a complete volunteer file.
Parent Visitors can help by:
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• Participating with their child during
classroom activities;

create bulletin boards, putting items in
children’s cubbies to take home);
• Helping with classroom clean-up (ex.,
sweeping after meal time, wiping
tables, taking out trash); and

• Sitting with their child during
mealtime;
• Helping with preparation of classroom
materials (ex., cutting out items for
lessons or bulletin boards, helping to

• Meal pick-up (only needed at certain
sites).

Please remember: Parents who do not have a complete volunteer file are limited to
participating with their own child and/or assisting with general classroom duties that do
not involve engaging with children. They are, however, encouraged and welcomed to be in
the classroom as much as possible. These activities in the classroom still count as in-kind
hours for the program.
Requirements for Parent Visitors (participating with their child(ren) only):
• Parents are also welcome to volunteer
in the classroom when children are not
present, to assist staff with classroom
set-up and preparation.

• Parents must abide by all program
rules, procedures and guidelines.
• Parents should record their classroom
participation time on their monthly inkind forms.

Parent Volunteers
Parents who wish to take their involvement in the classroom one step further can become
a volunteer and assist in a variety of ways. Volunteers can support the instructional staff
by participating in activities with the entire class. Additionally, volunteering in Head Start
Program provides volunteers with a wealth of experience and can open new doors to
employment opportunities and educational goals.
Parent Volunteers in our program help with a wide variety of activities and services such as:
• Helping in the classroom (with the
whole class);
• Translating for children and assisting in
promoting English language skills;
• Cleaning and organizing playground
equipment; and
• Providing clerical duties in our Mesa or
Phoenix offices.
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Parent Volunteers are:
• Parents of currently enrolled children
who wish to assist in the classroom;

children. They can be considered in
the adult to child ratio for child care
supervision, but cannot supervise
children alone.

• Supervised by classroom staff at all
times and must be within sight and
sound of staff whenever engaged with

Requirements for Parent Volunteers in the classroom:
education requirements.

• Must pass a criminal background
review prior to beginning volunteer
service.

• Must complete Parent Volunteer
Training and all required training
necessary for their volunteer
service position. Parent Volunteer
Trainings will be held monthly as
needed. Schedules and guidelines for
registration for the training will be
posted in advance in each classroom.

• Must be at least 16 years of age.
• Must have a valid Social Security
number.
• Must abide by all program rules,
procedures and guidelines.
• Two references who can be contacted
by telephone.

• A signed Volunteer Handbook
Acknowledgment form.

• Written documentation that they
meet the Arizona Department of
Health Services Child Care Licensing

• A current Arizona food handler’s card
if he/she will handle food.

Parent Volunteers must have a complete volunteer file that includes:
she is currently free from tuberculosis
or show written documentation from
their physician that they are free from
tuberculosis; and

• A completed and signed Head Start
Program Volunteer Application;
• A copy of a current and valid Arizona
Department of Public Safety
Fingerprint Clearance Card (volunteers
18 years of age and older);

• A signed Arizona Department of
Health Services Child Care Licensing
Criminal Affidavit Form.

• A current tuberculosis test (within
the last 12 months) as proof that he/

Volunteers who serve in the program offices or volunteer in the classroom when children
are not present:
• Must complete a Head Start Zero-Five
Program Volunteer Application.

• Must complete the Volunteer
Handbook Acknowledgment Form.
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• Must complete all required training
necessary for their volunteer service
position.

• Must abide by all program rules,
procedures and guidelines.

Contact program staff more information on volunteer requirements, or to obtain a
volunteer application.

Guidelines for All Parent Visitors
& Volunteers
The remainder of this section is information for all parents who participate in the
classroom, either as visitors or volunteers. It lists some general guidelines, what you can
expect of the daily activities in the classroom, how to best support the children in their
activities and how you can get the most out of your experience. For the purposes of the
remainder of this handbook, the words ‘visitor’ and ‘volunteer’ are interchangeable and
apply to any parent assisting in the classroom, with or without a volunteer file.

AT TENDANCE AND PUNCTUALITY
classroom or office.

• You are expected to be on time and to
be present on the days and times you
commit to serve, especially if you are
a volunteer. Teachers and program
staff plan on your assistance. If you
need to be absent, please contact the

• We ask that you not volunteer in the
classroom when you are ill or have any
infectious condition or disease.

CONFIDENTIALITY
• If you are volunteering and have a
concern about a child, talk to the
teacher. Do not talk to the child’s
parent yourself. It is the teacher’s job
to talk with parents about their child’s
behavior and performance in the
classroom.

• As a Head Start parent, you have
the responsibility to maintain the
confidentiality of all information about
children, family and staff members at
all times. This means that everything
you see or hear in the classroom
or center, about a child or family is
confidential. Don’t discuss private
matters outside the classroom.
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• Discuss any disagreements or concerns
you may have privately with your
supervisor, not in front of children or
family members.

• Failure to maintain confidentiality can
result in the immediate dismissal of a
volunteer’s services.

COMMUNICATION
• The use of abusive, profane or
vulgar language or racial slurs is not
permitted.

• Be courteous and respectful of
children, other parents, staff, and
community members at all times.

SIGNING-IN & OUT AT YOUR SITE OFFICE
• Wear your name badge at all times
when you are visiting or volunteering
so everyone can recognize who you
are.

• The safety of the program’s young
children is the responsibility of all staff,
teachers, parents and volunteers.
• Always sign-in and out on the Visitor
Log at your assigned classroom or at
the front desk in the office.

RECORDING YOUR CL ASSROOM HOURS
• Be certain to record your hours and
minutes after each time you help in
the classroom, either as a visitor or
a volunteer. We use a specific form
to track your hours. The teacher or
program staff will show you how to
record your hours.

• Recording the hours you spend in the
classroom is a vital component of the
Head Start program because continued
funding depends on your participation.
Truly one person does make a
difference. Any amount of volunteer
time counts toward our goal!

EMERGENCIES
• In case of an emergency, or when you
have concerns about student safety,
please report this immediately to a
teacher, staff member or other site
official.

require first aid. Your teacher and/
or supervisor will provide you clear
directions about first aid treatment.
• An emergency evacuation plan is
posted at each program site. As
a parent, you should get to know
these routes and other emergency
preparedness information.

• Each classroom has a plan for
emergency procedures and a plan
for emergency situations which
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• Know the procedures for fire drills and
safety rules.

• Be certain you are familiar with your
site’s building layout, emergency exits
and parking facilities.

DRESS CODE
Dress comfortably and appropriately for the conditions and performance of your
volunteer duties. You should be neat, clean, and wear modest clothing. Remember, you are
a role model for our young students.
Acceptable clothing for the classroom:
• Clean pants or jeans.

• Clean tee shirts, sweaters, sweatshirts
or blouses.

• Closed toe shoes are required for
classroom volunteers. Closed toed
tennis shoes are preferred but other
low-heeled, closed toe shoes are
acceptable.

• Modest, longer shorts that are a
maximum of three inches above the
knee.

Unacceptable clothing for the classroom:
• Beachwear (swimsuits).

• Spandex pants, shorts or leggings are
not to be worn.

• Tank tops, tube tops and halter-tops.

• Excessive and unsuitable jewelry for
the classroom (dangling earrings, long
necklaces)

• Low cut or sheer clothing.
• Tee shirts or sweatshirts that display
graphics or words that are deemed
inappropriate.

• Clothes that are torn or with holes.

• Flip flops, clogs, open toed sandals and
tennis shoes with holes.
If you have questions if an item of clothing is acceptable, please ask a classroom teacher or
supervisor.

HANDWASHING
Always wash your hands. Hand washing is required after using the restroom, before foodrelated activities, whenever hands are contaminated with bodily fluids, after handling
animals, and before and after treating or bandaging a wound.
Handwashing steps:
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1.

Wet hands with warm, running water.

2.

Apply a small amount of liquid soap.

3.

Wash fronts, backs, between fingers and under fingernails using gentle friction
while rubbing the hands together.

4.

Rinse all soap and soil from hands with warm running water.

5.

Dry the hands completely with a single disposable paper towel.

6.

Turn off the water with a new paper towel to prevent recontamination of the
hands from germs on the faucet handles.

7.

Discard the paper towel immediately into an appropriate trash container.

OTHER GUIDELINES
as such. Personal calls are to be kept
to a minimum. Please refrain from
using personal cell phones while in
the classroom. If you need to use
your cell phone, please step out of
the classroom so you do not disrupt
classroom activities.

• Smoking and vaping is not permitted
within 50 feet of any Head Start
program site.
• Ask your teacher what procedures to
follow when a substitute teacher is
present on your volunteer day.
• Telephones in Head Start sites are
business phones and should be treated

IF YOU NEED HELP
• Talk with the teacher about the best
way to communicate with him/her.

• If you need more help in order to
perform a specific task, just ask the
teacher or program staff.

• If you would like to explore other
opportunities to help throughout
the program, please speak to the
teacher or the Family and Community
Volunteer Assistant.

• If you need additional help, you
can also contact the Family and
Community Volunteer Assistant.
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Volunteer Rights & Responsibilities
Volunteers are a valuable resource to the Head Start program, its staff and families.

VOLUNTEER RIGHTS
• To receive supervision and guidance
throughout your volunteer experience.

• To do meaningful and satisfying work.
• To be assigned to projects which meet
your interests and needs.
• To be oriented to the agency – its
mission, vision and philosophy.

• To have your service hours
documented (with a certificate or
letter) upon request.

• To be trained appropriately for your
work.

• To receive feedback and evaluation on
the work that you perform.

• To be trusted with confidential
information necessary to carry out
your assignment.

• To be treated with respect and as an
equal partner within the organization.

VOLUNTEER RESPONSIBILITIES
• Participate with enthusiasm and
commitment.

• To follow Head Start Program policies
and procedures.

• Be open and honest with the program
about your expectations and abilities.

• To respect those confidences entrusted
to you.

• Not to take on more responsibility than
you can handle.

• To be open-minded and respectful
towards opinions shared with you.

• Fulfill time and task commitments.
• To be comfortable saying “no” if
necessary.

• To notify the program in advance of
absences or schedule changes that may
affect them.

• To perform the tasks assigned to you to
the best of your ability.

• To learn from your volunteer
experience.

Remember—you represent the Head Start Program to the community!
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THE ROLE OF VOLUNTEERS
The primary goal when you are volunteering in the classroom is to encourage children
to be active learners. Active learning allows children the time they need to explore their
environment and learn to solve problems.

CL ASS ROOM GUIDELINES FOR VOLUNTEERS
• As a Head Start volunteer, you are
under the supervision of the Head
Start classroom staff.

• Only Teachers may go with children to
the bathroom, diaper children, or assist
children with their clothing.

• The staff will provide you with tasks
and directions about what to do while
you are volunteering. Feel free to ask
teachers if they need help.

• You may assist your own child with
clothing and going to the bathroom (or
diapering).

TIPS FOR INTERACTING WITH CHILDREN
• Encourage independence—let children
do things by themselves.

• Observe children and discover how
each child thinks and reasons.

• Help children explore materials and
activities using their senses of sight,
hearing, touch and smell.

• Avoid the use of questions that give
only a “yes” or “no” answer.
• Open ended questions allow children
to think about their actions. Be
creative and increase their language
skills. For example ask: “Why do you
think that?” or “What will you do next?”

• Encourage children to interact with
other children and adults.
• Encourage children to speak and be
certain to give them enough time to
respond.

Guidelines for Classroom Discipline
Head Start staff and volunteers believe that when discipline is required, our young
students are shown respect, acceptance and are given firm limits.
CORPORAL PUNISHMENT (SPANKING, ETC) or “TIME OUT” is NEVER used in our
classrooms.
Children learn to develop self-control when they are given clear, consistent limits and
expectations. Misbehavior often occurs because children may be experiencing difficulties
adjusting to a new routine or other reasons.
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• Describe the behavior you want. For
example: Say, “Please keep the water
in the water table,” instead of “If you
continue to spill water on the floor, you
will not be able to play there anymore.”

• Speak to children in a positive way.
For example: “Ask Gabi if you can have
some of her play dough,” instead of
“Do not take the play dough away from
Gabi.”

PROBLEM SOLVING TIPS
• When a conflict arises, approach
children calmly, using problem solving
techniques. For example, ask “How can
both of you play with the wagon since
two of you want it?"

• Encourage expected behavior. For
example, say, “I noticed you were very
careful not to spill the water out of the
water table.” “No one got their feet wet
today. Thank you!”

• When a child displays self-harm or
harmful behaviors to others, inform
the teacher immediately.

• If the above problem solving approach
is unfamiliar or difficult for you, talk
to the teachers for assistance. They
will be glad to provide you with more
information about resolving conflicts,
until you are comfortable in doing so.

• Do not restrain the child. The teacher
needs to follow specific program
policies and procedures if a child needs
to be restrained.

Head Start Classroom Center Areas
The Head Start classroom is organized into center areas: dramatic play, blocks, art, library,
writing center, science and math, computers, sand and water, music and movement, and
outdoors. Here are some ways you can work with children in some of these areas.

DRAMATIC PL AY
Things Children Learn

Things You Can Say and Do

• About dressing up

• Listen to child

• Grouping (with silverware, etc.)

• Talk on telephone

• Safety (hot stoves, etc.)
• How to set a table

• “Show me the __________” (milk, cup,
fork, etc.)

• Names of food, equipment, etc.

• “Put the pan on the stove.”

• How to dial a phone and how to use it
properly

• “I really like that red __________.”
• “How many plates do you need for
three people?”

• Counting

44

FAMILY ENG AG EMEN T

• One-to-one matching
• How to interact with others in a
positive way
• Social skills

LIBRARY
Things Children Learn

Things You Can Say and Do

• To be creative and imaginative

• “You’re really being careful with that
__________” (book, etc.)

• How to take care of books, etc.

• “How would you feel if that happened
to you?” (re: a character in a story)

• Interacting positively with others
• Some letters, sounds, and words
recognition

• Read a story
• Listen to a child

• Listening skills

• Have them read to you

BLOCK AREA
Things Children Learn

Things You Can Say and Do

• Shapes

• “Show me a __________.”

• Fitting (square, rectangle, etc.)

• “Can you help me put the blocks on the
shelf?”

• Organization

• Listen to the child tell about what she/
he is doing

• Sorting
• Cooperation, sharing and team work

• Build something with a child

• Balance

• “What a well-balanced building.”

• Muscle coordination
• Pretending, role playing
• Where and how things fall
• Stacking
• What rolls?
• Size
• New words
• Boundaries
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A RT
Things Children Learn

Things You Can Say and Do

• Creativity

• Ask open-ended questions:
“Tell me about that.”
“What are you going to use now?”
“What color should I use?”
“Can I show you how to hold the
scissors?”
“Tell me about your picture.”
“Do you have a color the same as
mine?”

• Self esteem
• Problem solving
• Colors
• Small muscle control
• Large muscle control
• Sorting
• Alike and different

WRITING CENTER, SCIENCE & MATH, COMPUTERS ,
SAND & WATER
Things Children Learn

Things You Can Say and Do

• Colors and shapes

• “Show me something that is __________.”
(green, square, big, etc.)

• Big and little

• “Tell me how these things are
__________.” (the same, different)

• Alike and different
• Small muscle control

• Have them compare

• Counting
• First, second . . . last

• “Can you make one just like mine?”
(With interested children playing with
building toys)

• To be creative, use their imagination

• “Count how many __________.”

• Problem solving

• “Can you show me the __________ one?”

• Up, down, across (directions)

• “What do you think will happen when
__________?”
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Guidelines for Visiting Siblings
It is encouraged that parent volunteers leave siblings at home with another caregiver.
However, in the event a parent volunteer must bring siblings to the classroom while
volunteering, the siblings must follow classroom rules and be supervised by the parent
AT ALL TIMES to assure their safety. Teachers and parents will meet to review classroom
rules beforehand.
The following procedures must be observed:
• Parents must sign the child in and
out on the Visitor’s Log located in the
classroom each time they visit the
classroom.

children, or Head Start property.
• Parents need to follow the Head Start
discipline policy when guiding their
children.

• Before bringing siblings to visit,
proof of their immunizations must be
presented to the teacher and be up to
date.

• The sibling must be able to follow
classroom rules.
• The sibling must be watched and
supervised by the parent at all times.

• The parent and the teacher will be
jointly responsible for selecting toys
that keep the sibling engaged in ageappropriate play.

• The sibling must follow Head Start
policies.
• The sibling may attend field trips if
the parent and teacher agree that all
children can be safely supervised at all
times.

• When a sibling puts anything in his/
her mouth, the parent will clean and
sanitize the toys used prior to leaving
for the day.

• School age siblings or siblings in other
Head Start classrooms may not attend
field trips.

• Parents must make sure that siblings
cause no harm to themselves, other

Siblings must be appropriately guided by the parent volunteer while participating in Head
Start program activities to make sure there is minimal disruption in the daily learning
activities of all our young students. In the event this is not possible:
• If agreement is not reached, the
teacher will request a conference with
the parent and Area Supervisor to
resolve the issue.

• The teacher will request a conference
with the parent volunteer to decide
whether the sibling can continue
coming to the classroom with the
parent.

Non-parent volunteers cannot bring children with them to volunteer in the classroom or
program office.
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Guidelines for Field Trips
The teacher decides which parent(s) can volunteer on field trips. Priority for the selection
of field trip volunteers will be:
• A parent who brings a younger sibling
that has been able to join in the class
without concerns.

• A parent who does not have to bring
non-enrolled siblings on the field trip.
• A parent who wants to go on a field trip
and supervise only his/her child(ren).

School-age siblings may participate with their parent in a field trip only when:
• The parent has made prior
arrangements with the Head Start
teacher.

• There is enough room and funds to
accommodate the additional child.
• Their school is not in session.

• The school age child is under the
constant supervision of the parent.

It is the parent’s responsibility to ensure the health and safety of his/her child(ren) who are
not enrolled in the program. The parent must also make sure his/her child(ren) causes no
harm to themselves, other children or property. Parents will sign a field trip permission form
for each scheduled field trip.
Head Start provides the necessary food, beverages and other items for all children, including
non-enrolled children of parent volunteers, on field trips. Volunteers should not buy
additional food, beverages, toys etc. for their child(ren) unless they can buy the same for all
children.
If a parent volunteer is unable to follow the above guidelines, the teacher will request
a conference with the parent volunteer and Area Supervisor to discuss the situation.
This conference will determine whether the sibling can continue coming with the parent
volunteer on future field trips.
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Early Head Start/Head Start
Components & Services
The first time you visit an Early Head Start and/or a Head Start classroom, you may be
surprised to see that children learn through active exploration and hands-on play. Through
play children explore their world, learn how to get along with others, test their muscles,
try out new ideas, feel competent enough to try different activities, and increase their
skills.
Early Head Start and Head Start teachers show infants and toddlers/preschoolers that
they care about them; which helps them learn to trust and care about others. In addition,
we encourage children to do everything they can for themselves to help them develop
feelings of independence.
In a developmentally appropriate environment, children in the Early Head Start/Head
Start classrooms:
• Explore and discover

• Hear and learn to use many new words

• Have a healthy breakfast, lunch, and
snack

• Have a feeling of being successful
• Strengthen and develop small and large
muscles

• Develop trust and attachment

VOLUNTEER TIPS
• Always talk to infants and toddlers!
Language development is one of the
most important tasks in the Early Head
Start classrooms. Infants and toddlers
learn how to speak by listening to your
speech patterns, tone of voice, and
rhythms.

• When working with infants and
toddlers, be sure to always be on
their level. You may need to sit on the
ground with them, kneel to speak with
them, or hold them while reading a
book or talking to them.

The Home Base Program
The Home Base Program delivers the full range of services as the Center Base Program
through visits with you and your child - primarily in the home and through group
socialization opportunities. The Home Base philosophy is based on the idea that the
parent is the primary educator of the child. Children learn best when parents are a part of
their education.
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The Family Educator, works with you to:
• Provide a window into the future on
what to expect your child to learn next.

• Offer you support and tools for family
well-being and developmentally
appropriate parenting.

• Provide ways to expand your child’s
play, offering her/him new challenges
and motivations to try new things.

• Support school readiness by ensuring
your child has the developmental
foundation for successful learning.

• Support your child’s overall
development and philosophy to
YOU are your child’s first and most
important teacher.

• Provide ideas on the best use of toys
and materials in your home.
• Share activities with you that you can
do with your child during your normal
everyday routines and play time.

In an effort to ensure maximum benefit, Head Start Performance Standards require
one home visit per week that lasts an hour and a half. A minimum of 46 home visits are
scheduled per year. Attendance and participation in regularly scheduled home visits are
very important. If attendance at scheduled home visits presents a challenge, your Family
Educator will work with you to identify a program enrollment option that best meets you
and your child’s needs.

50

POLICY COUN CI L

Overview
The Policy Council helps provide direction of the Maricopa County Head Start Program.
Parents serve on the Policy Council, along with community partners, and a Maricopa
County Board of Supervisors liaison. The Policy Council works with management staff and
the Maricopa County Board of Supervisors in making program decisions. A schedule of
Policy Council meeting dates is posted in the Parent area of the classroom.
The purpose of the Policy Council includes:
• Initiating suggestions and ideas for
program improvement.

• Encouraging and promoting parent
involvement and engagement in the
program decision making process.

• Assisting enrolled children and their
families in obtaining the full benefits
of program services established to
aid and improve their educational,
economic, and health status.

• Communicating among organizations
and agencies and building partnerships,
both private and public, with
individuals and groups interested
in the aims, goals, and objectives of
the Maricopa County Head Start
Programs.

Responsibilities
The duties and functions of the Policy Council are to provide program governance as a
member of a Council that includes program parents and other community representatives
who are responsible for the direction of the Maricopa County Human Services Head Start
programs.
Policy Council approves decisions about the following activities:
• Budget planning for program
expenditures, including policies for
reimbursement and participation in
Policy Council activities.

• Activities to support the active
involvement of parents in supporting
program operation, including policies
to ensure that the Head Start program
is responsive to community and parent
needs.

• Standards of conduct for program staff,
contractors, and volunteer and criteria
for the employment and dismissal of
program staff.

• Recommendations on the selection of
delegate agencies and the service areas
for such agencies, if applicable.
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• Applications for funding and
amendments to applications for
funding prior to submission.

• Developing procedures for how
members of the Policy Council of the
Head Start program will be elected.

• Program personnel policies and
decisions regarding the employment
of program staff, including the
termination of the Executive Director,
Head Start Director, Director of
Human Resources, Chief Fiscal Officer,
and any other person in an equivalent
position within the Human Services
Department.

• Establish written procedures for
resolving internal disputes, including
impasse procedures, between the
governing board and policy council.
• Bylaws for the operations of the Policy
Council.
• Program recruitment, selection, and
enrollment priorities.

Parent Representatives are responsible for discussing upcoming Policy Council issues and
actions taken by the Council with other parents at their site. A Policy Council Summary
Report will be prepared and provided to each site after each Policy Council meeting. The
Parent Representatives (or Policy Council Liaisons) are responsible for providing the
summary report at their next Parent Committee Meeting.

Representatives
Parents of currently enrolled children make up 51% of the membership on the Policy
Council. Policy Council membership is based on representation of all Head Start/
Early Head Start program options including Child Care Partnerships and a selection
of Community Representatives that may include Former Head Start Parents, and a
representative designated by the Maricopa County Board of Supervisors.
Representatives to the Policy Council will be elected according to the Policy Council
Parent Representative Election Procedures included in the Maricopa County Head Start
Policy Council Bylaws.

Electing Parent Representatives
Parents of children currently enrolled in each program option must be proportionately
represented on the Council at a ratio of 1 parent for no less than 75 enrollment
opportunities in each option:

HEAD START CENTER-BASED:
• Mesa

• Scottsdale/Tempe/Guadalupe

• Chandler/Gilbert
52

POLICY COUN CI L

EARLY HEAD START CENTER-BASED:
• All Regions

EARLY HEAD START HOME-BASED:
• All Regions
Policy Council Parent Members are selected by a nomination and electronic ballot
process for enrolled parents that occur annually in September. Ballots are organized by
region, by program option, or by East/West Maricopa County based on the total number
of enrollments to ensure that all communities and all program options served by the
Maricopa County Head Start programs are proportionality represented.
Nominations for Parent Representatives to the Policy Council take place during
parent orientation for H
 ead Start and Early Head Start Center Base sites. Parents of
enrolled children are eligible to run for election as Policy Council Representatives, with
the exception of regular staff or members of their immediate families. Parents who
occasionally substitute for regular Head Start staff are eligible to serve on Policy Council.
Parents who are interested in becoming a Policy Council Representative will complete
the Policy Council Nomination Form, which is used to prepare the Policy Council Parent
Representative Election Ballot for each cluster. Nominations will be on paper forms, but
will be imaged for development of an election ballot.
Using the Policy Council Parent Election Ballot process, elections for Policy Council
Parent Representatives are conducted within each cluster by electronic ballot no later
than the first week in September, for both Head Start and Early Head Start. Elections
will be conducted during a period that includes the first Head Start Parent Committee
meeting of the year.
Parents will be provided with a validation code to vote. Parents vote for the number
of nominees on the ballot as outlined above. Parent Representatives selection will be
based by the highest number of votes in each cluster. Each site may only have one Parent
Representative serving on the Policy Council at a time, unless no other parents from other
sites within that region of program option have received votes.
A term of service for each Policy Council member is one (1) year, from September to
September. Each member’s term ends at the September meeting when the new members
are seated. Policy Council members may not serve more than five (5) one-year terms.
Any member who serves six (6) or more months on the Council will be considered to have
served one full year.
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Orientation & Training
Each year, a new Policy Council is seated at the September meeting. Orientation/Training
for new Policy Council members is held in early October before the October Policy
Council meeting. The purpose of the orientation/training is to help new members become
acquainted with the following:
• The purpose and structure of Head
Start program governance.

• The roles and responsibilities of the
Policy Council members.

• Serving as a link to the Head Start
classrooms and to the community in
order to assist parents in the program,
to recruit volunteer services, mobilize
community resources, and resolve
community complaints about the
program.

• How the Policy Council works with key
management staff and the Maricopa
County Board of Supervisors in
developing, reviewing, and approving
or disapproving Head Start policies and
procedures.

The Maricopa County Head Start Director is responsible for ensuring that all Policy
Council members receive appropriate training and technical assistance or orientation to
the Policy Council including training on performance standards, regulations, policies and
procedures related to eligibility, so that members can effectively oversee and participate
in the Head Start programs.

Alternates & Vacancies
Each Parent representative holding membership in the Policy Council shall have one
alternate. An alternate will be elected based on nomination and elections as a parent(s)
who received the next highest number of votes, according to the program option and
community that they represent.
• Alternates may be seated as voting
members upon recognition of their
voting status by the Policy Council
Chair at any meeting.

• Alternates may be seated as voting
members of the Policy Council
only in the absence of the voting
representative for whom they serve as
alternate.

• In the event an Alternate does not
cast a vote during the program year,
Alternate will have not served as a
Policy Council member and term is not
counted.

• Alternates are encouraged to attend
meeting of the Policy Council on the
same regular basis as members.
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• Alternates may not hold an office.

• Alternates are excluded from having
attendance at a conference or training
that is paid for by the Head Start
program.

IF A POLICY COUNCIL SEAT BECOMES VACANT:
• In the case that a Parent
Representative vacancy occurs and
there is not an alternate to fill the
vacancy, a nominee from the most
current election with the highest votes
received in the appropriate program
option and community will fill the
vacancy.

• A vacancy of a Parent Representative
is filled in accordance by their
Alternate and this individual serves the
balance of the unexpired term.
• When a community representative
vacancy occurs, the Policy Council
attempts to fill the vacancy for the
unexpired term provided the vacancy
is other than the Board of Supervisors
Designee. If the vacancy is with the
Board of Supervisors Designee, the
Board of Supervisors fills the vacancy
for the unexpired term.

• Seats on the Policy Council that
remain or become vacant after the
February Policy Council meeting are
not filled and are not considered in the
determination of quorum.

Recruitment & Screening of Potential
Employees
The Policy Council establishes guidance for parents to participate in the recruitment and
screening of Early Head Start and Head Start employees.
This guidance may include the following Parent activities:
• Reviewing and/or selecting interview
questions

• Reviewing applications and/or notes of
interviews

• Reviewing job descriptions

• Participating in interviews

• Disseminating employee recruitment
information and/or attending
employee recruitment events

• Reviewing recommendation of
interview panel

55

HOME BASE PROGRAM AGREEMENT

As a participant in the Maricopa County Home Base Program, your family is entering into a partnership to
provide education and support to your children and family.
Maricopa County Home Base Commitment:
•

family.

Offer a weekly visit that will be conducted in
your home for 90 minutes.

•

•

Offer socialization so that your child may
interact with other children and experience a
classroom environment.

Information and assistance to help resolve a
family need, for example: supplemental food,
mental health services, speech therapy, etc.

•

•

Referrals are available for services such as
health, dental, or adult education to assist your

Parents are encouraged to use materials,
books and equipment from the Home Base
Lending Library.

•

Attend Socialization. Children may not
attend Socialization or group activities
unaccompanied, and we encourage parents to
assist and actively participate in socializations
and activities.

•

Attend monthly parent meetings that are held
at the classroom site whenever possible.

•

Allow visitors (other than the Family Educator)
to come to your home occasionally.

Parent Commitment:
•

Home Base is a family/parent program. The
Family Educator will work primarily with the
parent who will be the teacher of the child.

•

Be home for weekly scheduled home visit and
actively participate during 90 minute visit.

•

Follow through during the week with Home
Tasks and activities that were discussed during
the home visit.

•

If the home visit must be canceled please
contact the Family Educator.

I have read the commitments and agree to participate in the Home Base Program.

Parent Signature

Date

Family Educator Signature

Date

Family Educator:
He/she can be reached at:
Family Educator Supervisor:
He/she can be reached at:
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I,

parent/guardian/caregiver

of

Parent/Guardian Responsibilities:
•

I understand that I have the responsibility to transport my child to Early/Head Start every day, which
includes on time drop off and pick up. Home Base participants, agree to be available for scheduled
weekly visits and attend two socializations per month.

•

I understand that I will notify staff when my child will be absent or if I need to cancel a Home Visit or
Parent –Teacher Conference.

•

I agree to meet with my child’s teacher twice a year in my home and once with the Family Support
Specialist.

•

I agree to participate in Orientation and other program-based workshops or activities.

•

I agree to read with my child(ren) every night to encourage a love of learning and build their vocabulary.

•

I agree to volunteer at least 15 hours per month to help my child learn and support the Maricopa County
Zero to Five Program.

•

I understand that I am responsible for providing Early/Head Start program with the necessary
documents to comply with health requirements these include; Current Immunizations, Well Child
Exam (EPSDT), Dental Exam, Hearing, Vision, Hemoglobin and Blood Lead Test, including any follow up
treatments identified from physical, dental exams or program health screens.

•

I agree that I will treat staff and other families participating in program with dignity and respect.

Program Responsibilities:
•

We will treat you and your family with dignity and respect.

•

We will partner with you to set goals that will support your child’s education at home.

•

We will partner to identify strengths and skills of the family to help attain your own goals.

•

We will provide your child with educational experiences to enhance School Readiness.

•

We will provide you with resources in the community to support your needs as a family.

Signature

Date
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PARENT CONSENT FORM

Child Name

DOB

Please initial to consent or decline to the following items:			
1.

Vision and Hearing Screenings

2.

Developmental Screenings

3.

Educational Assessments

4.

Social/Emotional Screenings

5.

Mental Health Consultation

6.

Brush teeth with fluoride toothpaste during class time.

7.

Photographs, videotapes, or recordings of my child
for staff training and development.

8.

Photos of my child published on social media or in
materials specifically related to the Head Start program.

Yes		

For school sites:
1.

Share demographic information (name, contact information,
primary/secondary adult) with an educational institute/site
if child is onsite during school hours.

Parent Signature

Date

Witness Signature

Date
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No

RECEIPT OF FAMILY ENGAGEMENT HANDBOOK

By my signature, I acknowledge that I have read, understand and agree to the policies and procedures
outlined in the Family Engagement Handbook.
By my signature, I acknowledge I have been given and or/completed and signed the following forms:
•

School Readiness Parent Handbook: Maricopa County Head Start School Readiness

•

Home Language Survey

•

Developmental Screening Questionnaire

•

Social/Emotional Screening Questionnaire

•

AZDHS Emergency, Information and Immunization Record Card

Parent Signature

Date

Witness Signature

Date
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POLICY COUNCIL : PARENT REPRESENTATIVE
NOMINATION FORM

Let's Get Involved!
The Maricopa County Head Start Policy Council provides program parents and community representatives
with the opportunity to participate in the shared decision-making process for the entire program.
The Policy Council works with management staff and the Maricopa County Board of Supervisors to make
program decisions.
What does the Policy Council do?
•

Provides direction and recommendations about the Head Start Program and how it operates.

•

Develops and approves policies/procedures and plans.

•

Approves all staff hires and terminations.

•

Approves the program budget.

If you become an elected member you will have the opportunity to learn new skills, meet new people, make
new friends and build a support network.

Parent's Name
City

Address
Phone Number

Email

Best Way to Contact You:

Please Select One:

Zip Code

Call

Head Start

Text

Email

Other

Early Head Start

Center Based

Home Based

Site

Child Care Partnership

Child's Name

Best Day of the Week to Attend Meetings
Please describe why you would like to serve on the Maricopa County Head Start Policy Council (feel free to
use a blank sheet of paper if needed):
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MARICOPA COUNTY
HUMAN SERVICES DEPARTMENT
EARLY EDUCATION DIVISION
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