NUECES COUNTY :
COMMUNITY ACTION AGENCY

rot South Padre Island Drive, Corpus Christi, TX 78405-4102 (361) 883-7201 Fax: (361) 883-0173

Linda Carrillo
Chief Executive Officer

DATE: May 14, 2024

TO: All 2023-2024 POLICY COUNCIL MEMBERS UU()) \\ UJ
FROM: Ann Johnson, 2023-2024 CHAIRPERSON

SUBJECT: AGENDA, May 14, 2024 REGULAR MEETING

The Nueces County Head Start Policy Council has scheduled its Regular Meeting via ZOOM at 10:30
a.m.,Tuesday, May 14, 2024. The link to the zoom meeting is below.

Please join the meeting via Zoom from your smartphone or laptop; please silence as much background
noise as possible (put your phone on mute when you are not speaking). Policy Council members must be
visible on camera in order to count toward the quorum and in order to vote. The presenters will need to be
visible while presenting information. Please remember to eliminate all background noise, as it will interfere

with the call and with the ability for other Policy Council members to hear as the meeting is being
conducted.

Topic: Birth to Five Head Start Policy Council Meeting

Time: May 14, 2024 10:30 AM Central Time (US and Canada)

Join Zoom Meeting

Meeting ID: 870 5889 3752
Passcode: 768777

Neighboriorks:

CHARTERED MEMBER

%communﬂy
PARTNERSHIP
Helping People. Changing Lives.



BIRTH-TO-FIVE HEAD START POLICY COUNCIL
REGULAR MEETING AGENDA
May 14, 2024

L. Call to Order- Meeting Started at:
A. Roll Call
B. Establish Quorum

I1. Moment of Silence, Recitation of NCCAA Mission Statement
NCCAA Works with partners to apply comprehensive strategies to eliminate the causes of
poverty for people of Nueces County.

ITI. Approval of Minutes
A. April 16, 2024, Regular Policy Council
IMEBLIDE. ... cririrrrirriinicittiristtstetieninesassnsessssnronssnsnnarassesrsssssanerans Pages 5-9
IV, Calendars. .. .coveeriiiiiurniiiiinniniiiorsasiesiuieesseossessnsssoistesssmmmossessasensessssssassnsssssasssomene Pages 10-11
V. Action Items:
A. Treasurer’s Report ............ Rachel Gargia,......... Action Item........ccccccevinnrnnne Page 12

1. Approval of Bank Statement
a) Bank Reconciliation, Period Ending March 31, 2023
b) Bank Statement, Period Ending March 31, 2023

B. Committee Reports

1. Bylaws Committee.....ccuovenienieniinrensininsienriicnscersiossennnns No Meeting/No Action

2. Personnel Committee.......uovuniinienieniiniivcinomeceesnonn Action Item...... Pages 13-14
Approval of Personnel Committee Meeting Minutes for 4/5/2024

3. Scholarship Committee........ocvieiiiiiiiineeeeicernrersrveserenrscesnces No Meeting/No Action

4. Fundraiser Committee. ... vcveiiuiiiearinsreininrneenciernrnsssessenson No Meeting/No Action

5. Budget Committee.......ccccorivrriiiiireraciniiniicirinsereareaensnnrnne No Meeting/No Action

VI. Program Governance
A. Administration

1. Budget: Program Expenditures and Credit Card
Reports....... Martha Benavides, Chief Financial Officer.........cccv.uvuen.. Pages 15-17
.............................................................................................. Action Item
Encumbrance Reports for April 1,2023 through April 30, 2024
Credit Card Reports for Reporting periods ending April 30, 2024
(.pdf file of the credit card reports included in agenda e-mail)



VII. New Business
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1.} Nueces County Community Action Agency Birth to Five Head Start Program 2024-2025 Ongoing

Monitoring Plan and Summary......cccevvevieianinanes

Director

--------------------------------------------------------------------------------------------------

Alicia Mancha, Birth to Five Head Start

Pages 18-101

............................................................................................................. Action Item

2.) Nueces County Birth To Five Head Start Policy Council By Laws

Head Start Director

----------------------------------------------------------------------------------

Alicia Mancha, Birth to Five
Pages 102-110

.............................................................................................................. Action Item
3.) Nueces County Community Action Agency Birth to Five Head Start Program Parents and Staff
Handbook 2024-2025 and summary.......Claudia Escobedo, Family and Community Partnership

Coordinator

------------------------------------------------------------------------------------------

Pages 111-215

.............................................................................................................. Action Item

4.) FY25 CACFP/Nutrition Budget 2024-2025
Director

------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

Alicia Mancha, Birth to Five Head Start
Pages 216-217

Action Item

5.) Nueces County Community Action Agency Birth to Five Head Start Program Preventing,
..................... Esmeralda

Recognizing and Reporting Child Maltreatment Policy and Procedures
Hernandez, Disability and Mental Health Coordinator

--------------------

--------------------

Pages 218-224

................................................................................................................ Action Item
6.) NCCAA Birth-To-Five School Corrective Action Plan ...........Alicia Mancha, Birth to Five Head

Start Director

........................................................................................... Pages 225-249

................................................................................................................ Action Item

7.) NCCAA 405 Termination of Employment Policy changes

Resources Director

------------------------------------------------------------------------------------

--------------------------

Jennifer Ruiz, Human
Pages 250-252

................................................................................................................ Action Item

8.) NCCAA 404 Employee Corrective Action Policy changes

ooooooooooooooooooooooooo

Jennifer Ruiz, Human

ReSOUrces DIreCtor ...vovuvuiuiiiniiiiiiiiiiiitiiiiiiinereerercanererercrsurasnsrsreressssarssssssnnnes Pages 253-256
.............................................................................................................. Action Item
9.) NCCAA 137 Employee ID, Security Cards, and Facility Keys policy changes.......... Jennifer Ruiz,
Human Resources DIrector.......c.covviuviiceiririsieiniiiecseerseierieseacrassarasasssssssnsssssssse Pages 257
.............................................................................................................. Action Item
VIIL Informational Items:
1. HR Staffing Report ..........Jennifer RUiz, HR Director......cveeueererocerecarsssssnssases Information
# Employees New Hires Terminations Resignations | Discharges
5/14/24 EHS - EHS - EHS - EHS -
HS - HS - HS - HS -
2. Board Update........oouiieuiiiiuiieniiiniiniemiorieimmmieaiesttitisiiemeeicesnreensssseanssnsssnsson Information

3. Birth-to-Five Head Start Director’s Report, Program Information Report (PIR), and Licensing

Report for April 2024......cccoviiiiiiiiiiiiiiinciirirneiissearnnens Alicia Mancha, Birth to Five Head
ECT £ 1 4 SO O PSP pages 258 -259......c..cocuuvs Information
4. Office Of Head Start Monitoring Review Report.............. Alicia Mancha, Birth to Five Head
1Tl L ) RSP Page 260
.............................................................................................................. Information
3. Office Of Head Start Program Performances Summary Report....... Alicia Mancha, Birth to Five
Head Start Director.....cccvviiiiciiiiiicinirirseiinisersrisasrereres Pages 261-264 .............cv00 Information
4. Program Plans for Approval: None
Current Approval Dates for Program Plans Approval Date
| Integrated Programs Plans for 2023-2024 April 2024

Training and Technical Assistance {T/TA) Plan for 2024-2025

April 2024




5. Revision and Update to Program Narrative - None

Current Approval Dates for Program Adjustments

Program Approval Date

Grievance Policy for Parents and General Public April 2024

Prioritization and Selection Criteria for 2024-2025

April 2024

IX. Public Comments (PC may refer any issues to committee for further review)

X. Adjournment:

The Policy Council may elect to go into closed session at any time for:
» Consultation between the Policy Council and its attorney
» Discussion with respect to real property
> Personnel issues

» Any matter specifically made confidential by law or regulation



Birth-to-Five Head Start Policy Council Meeting
April 16, 2024

REGULAR MEETING MINUTES

Policy Council Members via Face to Face and Zoom:

Cierra Felix Ann Johnson (Chairperson) | Claudia Infante | Chancene Leal (Vice Chair)

Juliana Ramos Christal Colton

Staff and Guests Present (Face to Face):

Stephanie Castro Colette Buff Heather Zavala Alicia Mancha
Linda Carrillo Sandra De Leon Jessica Casiano
1. Call to Order- Meeting Started at:___ 10:42am Called to order by_Ann Johnson

A. Roll Call- Heather Zavala
B. Establish Quorum- Quorum was established.

. Moment of Silence, The Council recited the NCCAA Mission Statement, “NCCAA works with partners to
apply comprehensive strategies to eliminate the causes of poverty for people of Nueces County.”

1L Approval of Minutes: March 19, 2024 Regular Policy Council Meeting Minutes approved. Motioned by
Chancene Leal . Second motion by Cierra Felix.

IV. Calendar — April 1, 2024- Agency Holiday, April 3, 2024 - FALL Family Engagement Mini Conference,
April 4, 2024 - Partners In Education (P.I.LE) Meeting, April 8-12, 2024 - Week of The Young Child Activities @
all centers, April 9, 2024 - Policy Council, April 10, 2024 - Early Release, April 22-26 2024 - Marcha De Las
Escobas/Earth Week, April 25th 2024 - Partners In Education (P.LE) Meeting/Board Meeting. May 8, 2024-
Education Data Outcomes Meeting, May 9, 2024 - Partners in Education (P.I.E) Meeting, May 10, 2024- Kinder
Conference, May 14, 2024- Policy Council Meeting, May 15, 2024 - Familias Day Picnic @ centers, Early release
for HS/EHS and CDA for staff. May 16, 2024- S.E.A.T Meeting, May 17, 2024- School Readiness and Family
Engagement Advisory, May 23, 2024 - Partners in Education (P.I.E) Meeting, May 30, 2024 - Board Meeting,
May 31, 2024 Volunteer Recognition Event/Agency Coronation.

V. Action Items:
A.
1. Treasurer’s Report: The Treasurer’s report for March 2024 Bank Statements were presented

by Heather Zavala whom notified the meeting participants that no bank statement was received
for March as of the date the Agenda was created and sent out. Therefore, the bank statement for
March will be provided and discussed in the scheduled May meeting. No votes took place for this
action item.

B. Committee Reports:
Issued 06/15/2023
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VI

VIL

1. By-laws Committee: No Meeting; No Action.

2. Personnel Committee: Approval of personnel Committee Minutes for March 13, 2024, March
18, 2024 and March 27, 2024 took place. Chancene Leal motioned to accept the Personnel
Committee Minutes, Seconded by Christal Colton, Motion Carried.

3. Scholarship Committee: No Meeting; No Action.
4. Fundraiser Committee: No Meeting; No Action

5. Budget Committee: No Meeting, No Action.

Program Governance

A. Administration:

1. Program Expenditures and Credit Card Reports for March 1, 2024 to March 31, 2024 were
presented by Supervising Accountant, Stephanie Castro. Encumbrance Budget for March 1, 2024
to March 31, 2024 including Travel, Early Head Start budget, Head Start Budget and TTA budget
CDA were reviewed. Stephanie Castro asked if anyone had any questions in regards to the Fiscal
reported information presented. Questions were spoken on the floor. Christal Colton asked what
kind of questions would typically arise from agency bank statements and fiscal reporting. Alicia
Mancha responded by stating the agency presents the bank statements to show what spending
takes place using agency accounts and if numbers seem high it can be addressed to ensure all
spending is understood and explained if questions or concerns arise. No other questions were
asked. Chancene Leal motioned to accept the Financial reports presented, second by Christal
Colton.

New Business

Approval of 2023-2024 Self Assessment presented by Linda Carrillo,Chief Executive Officer. Linda
Carrillo explained the purpose of the Self Assessment and how it is used for the agency. Chancene Leal
motioned to approve the Self Assessment. Second motion was made by Cierra Felix. Motion carried.

Nueces County Community Action Agency Community Assessment 2024 presented by Chief Executive
Officer Linda Carrillo. Linda reported to the representatives that the Community Assessment shows
NCCAA what the current needs of the community are to appropriately evaluate the services the agency
can offer. Questions were asked on the floor. Ann Johnson asked why transportation for children are not
offered for pick up and drop off of children that have working parents. Alicia Mancha answered by
stating transportation was once offered but not utilized enough to keep that service as not many families
needed transportation. No other questions were asked. Chancene Leal motioned to approve the
Community Assessment. Second motion was made by Claudia Infante,

. Nueces County Community Action Agency Birth to Five Head Start Budget Revision narrative was

presented by Birth to Five Head Start Director Alicia Mancha. Alicia Mancha informed representatives
that she is requesting new vehicles for the IT department as well as a maintenance truck that will be
appropriate in size for materials. Comments were made on the floor. Ann Johnson stated the narrative was
very descriptive and organized. Chancene Leal agreed and thanked Alicia Mancha for the information on
funds and where it is planned to go. No other questions or comments were voiced. Chancene Leal
motioned to approve the NCCAA B-5 Head Start Budget Revision. Second motion was made by Ann
Johnson. Motion carried.

. Approval of Budget For Amendment presented by Head Start Director Alicia Mancha. Alicia Mancha

reviewed how the amendment showed all calculations for the budget as well as grand totals for the
vehicles planned to purchase. Claudia Infante motioned to approve the Budget for Amendment. Second
motion was made by Christal Colton. Motion carried.

Issued 06/15/2023
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E. Approval of NCCAA Birth-To-Five School Readiness Goals for Head Start was presented by Education
Specialist Sandra Deleon. Sandra DeLeon reported that changes were made to reflect Head Start children
ages 3-5 and voiced how the School Readiness goals were previously one document combined with EHS
and it has recently been revised to reflect only Head Start goals for the upcoming school year. Christal
Colton motioned to approve. Second motion was made by Chancene Leal. Motion carried.

F. Approval of NCCAA Birth-To-Five School Readiness Goals for Early Head Start was presented by
Education Specialist Sandra DeLeon. Sandra DeLeon reported that changes were made to reflect Early
Head Start children ages 0-3 and the document had some format changes and wording to reflect the
appreciate age group of infants and toddlers. Ann Johnson motioned to approve. NCCAA Birth-To-Five
School Readiness Goals for Early Head Start and Summary of changes. Second motion was made by
Christal Colton. Motion carried.

G. Approval of NCCAA ERSEA Enrollment Changes for school year 2024-2025 was presented by ERSEA
Specialist Jessica Casiano. Jessica Casiano stated the changes being made are reflecting the enrollment
process for accepting applications as well as format changes to make the enrollment process easier. These
changes also include tab placement with the child-plus database and procedure updates. Chancene Leal
motioned to approve. Second motion was made by Christal Colton. motion carried.

H. Approval of NCCAA ERSEA Eligibility Changes and Summary for 2024-2025 School year presented by
ERSEA Specialist Jessica Casiano. Jessica presented the changes to the Eligibility application process as
well as application questions that will be asked to determine eligibility. These forms will also include
format changes to reflect the agency header and added information on the applications. Chancene Leal
motioned to approve the ERSEA Eligibility Changes and Summary for 2024-2025. Second motion was
made by Ann Johnson. motion carried.

I. Approval of NCCAA Summary of Changes to NCCAA Recruitment presented by ERSEA Specialist
Jessica Casiano. Jessica presented to upcoming changes to the recruitment forms including format
changes, added information on the application and corrected typos currently present. Chancene Leal
motioned to approve the NCCAA Summary of Changes to the NCCAA Recruitment. Second motion was
made by Cierra Felix. motion carried.

J.  Approval for NCCAA Training and Technical Assistance Plan 2024-2025/revisions summary was
presented by TTA Coordinator Heather Zavala. Heather Zavala reviewed the changes to the TTA plan
which includes changing pre service trainings for staff to now be summer institutes where staff will be
given the opportunity to have smaller yet more thorough trainings to give staff more of an opportunity to
ask questions and get the most out of training. Heather Zavala also stated that new staff orientation will
include training’s on referrals, medication procedures and blood borne pathogens. Lastly, Policy Council
representatives were informed that the current Maltreatment procedure form for staff will thoroughly train
on signs of child maltreatment, at risk factors a child may be at risk of abuse and community
organizations that have training programs available for staff as a resource. Chancene Leal motioned to
approve the NCCAA Training and Technical Assistance Plan for 2024-2025. Second motion was made
by Cierra Felix. motion carried.

Approval of NCCAA Birth To Five Head Start Program Standards of Conduct and Discipline and
Guidance Policy presented by Head Start Director Alicia Mancha. Alicia Mancha reported that the agency
Discipline and Guidance form has been updated to reflect revisions presented by minimum standards

including page number revisions and revised dates. Chancene Leal motioned to approve. Second motion
was made by Ann Johnson. motion carried.

VIII. Informational Items

Issued 06/15/2023
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1. HR Staffing Report.......ccceu.n.e. Colette Buff.......... HR Generalist......c.oovuvieenne Information

Date # Employees New Terminations | Resignation | Discharges
Hires s
4/16/2024 EHS/HS - 237 EHS-5 EHS-3 EHS-3 EHS-0
HS-3 HS-4 HS-2 HS-2

Meeting required to go into Closed Session.

Ann Johnson motioned to go into closed session at 11:34 a.m., second by Juliana Ramos. Motion
carried. Chancene Leal moved to approve staff recommendations/terminations for NCCAA, second by
Ann Johnson. Motion carried. The closed session began at 11:34 am. and ended at 11:41 a.m.

Board Update- Presented by Chief Executive Officer Linda Carrillo. Linda Carrillo reported that the
board is in the process of planning the 60 year celebration for the agency and things are moving along.
Linda Carrillo invited representatives to participate in planning as all help is appreciated and voiced how
excited she was for the celebration to honor all the work the agency has done for the community. Ann
Johnson voiced how she would love to assist with planning as well as Claudia Infante. Alicia Mancha
informed representatives that there is a planning committee that gets together to plan for the event and
discussed food options, decorating and inkind opportunities.

2. Director’s Report- Directors report was presented by Head Start Director Alicia Mancha. Alicia Mancha
reported the NCCAA Birth to Five Head Start program has had full enrollment all year and she is in the
process of submitting an application for a budget revision . Alicia Mancha reported that a new inclosure
has been installed for Soledad in the play area and the program is currently seeking bids for ramp repairs
and window replacements for Spirit of Hope EHS/HS center.

3.

4. Revision an date to Program Narrative. none

IX. Public Comments: Questions were asked in regards to safety and volunteering. Chancene Leal stated she
notices her center is short on supplies in the classroom and wanted to know who to talk too in regards to
donations. Alicia Mancha answered by stating donations are always welcome as long as the toys and materials are
in good condition and age appropriate for the children. The discussion then went on about volunteering in the
classroom and background checks needing to be done if someone is volunteering in the classroom on a daily
basis. Cierra Felix stated she is happy to hear she can volunteer and assist in the classroom as she sees the
classrooms have limited help and would like to assist in any way she can. Alicia Mancha explained the need for
qualified individuals in the classrooms and stated a CDA is needed and if parents were ever interested in applying
to be a classroom staff the agency would assist them with getting their credentials to work in the classroom.,

X.  Good and Welfare: Heather Zavala thanked all participants for their continued support for Policy Council
and for their time and dedication to the program. Linda Carrilio and Alicia Mancha thanked everyone for their
participation and showed appreciation for another successful meeting.

XI. Adjournment: Meeting was adjourned at 12:03 pm byAnn Johnson. First motion was made by Claudia
Infante to end the meeting. Second motion was made by Christal Colton.

Chairperson Printed Name Chairperson Signature Date
Issued 06/15/2023
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Ann Johnson 04/18/2024

The Policy Council may elect to go into closed session at any time for:

(0 Consultation between the Policy Council and its attorney
Discussion with respect to real property
Personnel issues

Any matter specifically made confidential by law or regulation

o R o |

Issued 06/15/2023
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Nueces County Community Action Agency

QA Birth-to-Five Head Start
-~ Policy Council
Sun Mon Tue Wed Thu Fri Sat
‘ ‘1 ‘2 3 4
] 6 7 8 9 10 11
Education | Partners in Kinder
Data Education | Conference
Outcomes (P.L.E)
Meeting Meeting
12 13 14 15 Familias | 16 17 18
Poli Day Picnic@ | S.E.A.T RSc:llool
0 lcy Centers . eadiness
Council | Early Release/ Meeting | Family
CDA class Engagement
Advisory
19 20 21 22 23 24 25
: Partners in
Education
(PLE)
Meeting
26 27 28 29 30 31 Volunteer
| Board Recognition
Meeting f;:::;
Coronation
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Nueces County Community Action Agency
Birth-to-Five Head Start

-\
N Policy Council
Sun Mon Tue Wed Thu Fri Sat
1
Health Fair on last day of schgol)
2 3 4 5 6 7 8
Last Day | gys4cC
Of School
Health
Fair
9 10 11 12 13 14 15
Policy CDA
Council
16 17 18 19 20 21 22
Employee
Mental
CDA Wzﬁnaess CDA
Event
(Tentative)
23 24 25 26 27 28 29
Board |CDA
meeting
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Policy Council

PERSONNEL COMMITTEE — 2023-2024

Call & Sign-in Sheet
Date of Meeting: 4/5/2024 Time of Meeting: 2:15 p.m.
Location: Google Meet Needed for Quorum: | 3 (1 present + 2 telecon)
Called by: Human Resources Total Attending: 3
Will Attend?

Committee Members Yes No Other Signature

Ann Johnson - PC Chair
713-501-0073 X O

Aljohnson1898717@gmail.com
Dallas Bath — Los Pequenos EHS/HS

361-252-1233 X O

Dbath696@yahoo.com

Cierra Felix — Northwest Campus
361-402-0311 X O
Felixcierra18@yahoo.com
Vanessa Hernandez — Salazar EHS/HS

361-461-2804 | O

Vcastro.vh@gmail.com |

O O
|

An alternate may serve on any committee; however, if the center rep and alternate are both present, 0;113;; the center rep

may vote.

Alternates, Visitors and Staff

Representation Print Name

Signature

Human Resources Colette Buff
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PERSONNEL COMMITTEE MEETING
DATE: 4/5/2024
NCCAA Main Office, Corpus Christi, Texas

Committee Members Present: Staff Present:
Dallas Bath Colette Buff
Ann Johnson

Cierra Felix

e The meeting was called to order at 2:16 p.m. by Ann Johnson. The purpose of this meeting was

review staff recommendations for terminations and/or new hires for needed staff.
¢ Motion to go into closed session by Dallas Bath, second by Ann Johnson.
o Call for Vote. (All in favor, opposed same sign) MMotion Carried [ Motion Failed
o Closed session began at 2:17 p.m. Closed session ended at 2:29 p.m.
¢ Motion to approve staff recommendations for new hires by Dallas Bath, second by Ann Johnson.
o Call for Vote. (All in favor, opposed same sign) BMotion carried COMotion Failed
¢ Motion to approve staff recommendations for termination by Ann Johnson, second by Dallas
Bath.
o Call for Vote. (All in favor, opposed same sign) MMotion carried [JMotion Failed

Staff Recommendations:
New Hires: (Attach list from HR)
Name EHS/HS PT/FT Position/Location
Shelby Grimes EHS FT Apprentice CDS (@ Cliff Maus
Hallie Barrientos | EHS PT Apprentice ITC @ Navigation
Gina Behrens EHS PT Apprentice ITC @ Cliff Maus
Gloria Gonzalez EHS FT Apprentice CDS @ Kids of the Neighborhood
Margaret Barboza | EHS FT Apprentice CDS @ Stepping Stones
Hilario Gonzales HS FT Teacher @ Soledad
Transfers/Promotions (Information Only—no vote required)
Name Transfer/Promotion | From Position/Location | To: Position/Location

Terminations: Emp # Only, No. Names

Employee ID # Reason for Term Approved | Not Approved
280668 Violation of absenteeism policy X
220277 Violation of absenteeism policy X

Other Business?

¢ Next meeting scheduled: TBD, in 2 weeks (date/time)

® There being no further business, Dallas Bath moved to adjourn, second by Cierra Felix. The

meeting was adjourned at 2:34 p.m.
14
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SUMMARY OF CHANGES TO THE NCCAA BIRTH-TO-FIVE HEAD START ONGOING
MONITORING PLAN FOR PROGRAM YEAR 2024-2025.

All changes throughout the document can be identified through highlighting and strikethrough.
Pages references are set to document page numbers and not agenda page numbers.

Updates made
e Update of program year and document revision date
e Update or additions to Regulatory References 1302.12 Subsection,,
1302.30,1302.70, 1302.60, 1302.50
e Addition of agency staff
e Update to form titles
¢ Addition of action steps
¢ Removal of action steps as they are consolidated
e Edits to clarify action steps

Update of the following columns
e Action steps column,
e necessary data colum,
e data aggregated and analysis column,
e responsible party making course correction column
e what is monitored column

¢ who collects/enters data column.
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Nueces County
Birth-to-Five Head Start
Policy Council

ARTICLE1 NAME OF ORGANIZATION
The name of this organization is the Nueces County Birth-to-Five Head Start Policy Council.
ARTICLE Il PURPOSE OF THE ORGANIZATION

The purpose of this organization is to effect policy (in accordance with Head Start Program Performance Standards and Other

Regulations) pertaining to the aims and objectives of the Nueces County Community Action Agency’s Birth-to-Five Head Start
Program.

ARTICLE Il THE FUNCTIONS OF THIS ORGANIZATION

A. To assist in the development of and to give approval to the Birth-to-Five Head Start Program application by making
observations and recommendations for changes in the daily operation of the program, if needed.

B. To assist in determining delegate agencies and areas in the community in which the Birth-to-Five Head Start Programs will
operate.

C. To establish a method of hearing and resolving community complaints about the Birth-to-Five Head Start Programs.

D. To assist in the development of the Agency Personnel Policies (including establishing hiring and firing criteria for Head Start
and Early Head Start staff, career development plans, and employee grievance procedures).

E. To assist in establishing criteria for hiring of Head Start and Early Head Start staff at Grantee agency level.

F. To conduct self-assessment of the entire Head Start and Early Head Start Programs through utilization of parents, volunteers,
and others in the evaluation process.

G. To initiate suggestions and ideas for program improvement and to receive a report on an action taken by the administering
agency with regard to its recommendations.

H. To assist in the recruitment of volunteer services of the parents, community residents and community organizations, and in the
mobilization of community resources to meet identified needs.

1. To serve as a link between public and private organizations, the Delegate Agency Policy Committees, the Neighborhood
Councils, Grantee Board of Directors, and the community it serves.

J.  To insure that each child in the Birth-to-Five Head Start Programs receives the most effective method of delivery of such
services.

K. To raise funds, o include but not limited to, for parent education and training, scholarships, and classroom equipment.

Final Approval by PC May 2023 Page 1HSPC BYLAWS — Program Year 2022-2023
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L. To help interpret and carry out Head Start Performance Standards and other ACF-HHS regulations with the assistance of the
Head Start and Early Head Start Director and his/her statt.

ARTICLE IV COMPOSITION, MEMBERSHIP, RIGHTS, TERMINATION AND ALTERNATES OF POLICY
COUNCIL

Section 1 Composition of Policy Council

A. Parent Representatives — Each Birth-to-Five Head Start site will elect one (1) parent and one (1) alternate who represent theit
center and program and will maintain constant communication (Head Start or Early Head Start). All parent representatives and
alternates will be elected during the regular monthly meeting conducted in September. A parent is defined as the natural parent
or legal guardian/primary caregiver or foster parent of the child. These parents will be seated in the September menthly
meeting with all voting rights and privileges.

B. Altemates

C. Community Representatives and Board Representative — There will be seven (7) Community Representatives and one (1)
Board Representative on the Policy Council to be selected as follows:

I. Board Representative - The NCCAA Board of Directors will be asked to designate a board member to serve on the
Policy Council. This representative to the board cannot be the Policy Council represeniative to the board. This
representative will serve a one-year term and may be reappointed but may not serve more than five (5) years.

2. Former Parent Representatives — The outgoing Policy Council will select four (4) former parents to serve on the
Council. A former parent is defined as a parent whose child has exited the program and is no longer enrolled, or has a
sibling in the program. These representatives will serve a one-year term. They may be re-elected, but may not serve
more than five (5) years. Former parents will be elected during New Business at the August monthly meeting prior to
the new fiscal year in September.

3. Community Representatives — A Community Representative is defined as a representative of major agencies (public
and private) and major community, civic, or professional organizations which have a concem for children of low
income families and can contribute to the program. The Agency identifies participating organizations from those
eligible and showing interest in Birth-to-Five Head Start Programs. These organizations and agencies are then voted
on by the Policy Council. Three (3) representatives will be chosen to serve a one-year term. Community
representatives, upon the request of the Council, can be re-clected yearly, but may not serve more than a total of five
(5) years. When a vacancy occurs, it must be filled within thirty (30) days. Community Representatives will be
presented and voted on in the August monthly meeting prior to the new fiscal year in September.

Section 2 Membership of Policy Council
A. Current membership of the existing Policy Council will cease to exist at the September monthly meeting, when the
transitioning new members are seated. All new Parent Policy Council members are elected parents from their respective
centers, elections are held in August and September during Parent Center committee meetings.
1. Inthe event a center cannot secure a Policy Council parent representative by the next two (2) regular Policy Council
meetings, a current member from the Policy Council may be assigned to cover that Center until a representative is

elected.

B. The Birth-to-Five Head Start Policy Council will adhere to the NCCAA Personnel Policies Nepotism Policy as governed by
the funding sources.

C. All Policy Council Members must sign the Birth-to-Five Head Start Policy Council Agreement (see Attachment A).
D. All members will participate in at least one subcommittee.
Section 3 Voting Rights

A. All members will have the right to vote in all matters of the program that may require such action. The Council chairperson is
allowed to make and break a “tie.”
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B. When someone’s rights are taken away (ex. Call for a Vote), there must be a two-thirds vote to pass or fail a motion.

Section 4 Termination of Memberships
A. Members are subject to termination upon the decision of the Council if such members fail to comply with program and/or the

Council’s prescribed policy and instructions, such as disruptions, self-serving, not putting the program first (ref. Article VII,

Section 3).

1. Any member who misses three (3) consecutive meetings or any four (4) meetings in a year will automatically lose his/her
seat on the Council. If the center is represented by an elected alternate, the member’s absence will not be included in the
four absences allowed. Warning or Termination letters will be sent to members with copies forwarded to Head Start
Director and Family Advocate and Site Base Manager of that site. Members who have received a warning letter are not
eligible for travel. In the case of a community partner, a notice will be forwarded to the sponsoring agency.

2. A member is allowed one (1) excused absence for the year. The Excused Absence will not count as an absence if the center
is represented by an elected alternate.

B. Members will exercise optional rights to request voluntary termination by submitting their resignation within reasonable
advance notice.

C. -In the case when a center or campus dissolves, the representative ceases to be a member of the Policy Council.
D. Failure to participate in at least one (1} subcommittee will result in one (1} warning letter then a termination.
Section 5 Alternate

A. The parents of the Birth-to-Five Head Start Program participants, including delegate agencies, should elect an alternate to take
the place of the duly elected member representative upon his absence or resignation.

B. Alternates are to be officially recognized by the Council at the time of their appointment or ¢lection so that they may take their
place on the Council when necessary.

C. An aliernate must be a current parent of the center to which his/her child is attending.

D. Upon the absence or vacancy of the center representative, the alternate representative will automatically be seated as the center
representative position with all rights and privileges.

E. All Alternates must attend Policy Council Orientation and will be provided a copy of the meeting notice for each Policy
Council meeting. Policy Council Representatives are responsible for communicating with their alternate and providing the full
agenda package if unable to attend the regular monthly Policy Council Meeting.

Section 6 Vacancies

A. Parent Committees will make every attempt to fill vacancies at every monthly meeting.

1. In the case Policy Council monthly meeting attendance falls below 85% of membership, a Recruiting Committee
subcommittee will be formed (ref. Article VII, Section 2.C.)

B. Vacancies occurring within the last quarter of the program year will not be filled.
ARTICLEV ELECTION AND DUTIES OF OFFICERS
Section 1 Officers

A. Election of Officers will be held in Seteber. September

B. Officers of the Council will be a chairperson, vice-chairperson, secretary/treasurer, and a parliamentarian.
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C. In the event that the Policy Council Chairperson wishes to be considered for an office position and is eligible for another year
of service, he will appoint an individual to oversee the clection.

Section 2 The officers will be elected by the council using democratic procedures.
Section 3 Chairperson’s Duties:
A. The chairperson shall conduct the meeting and be responsible for informing the members as to all meetings to be held.
B. Draft an agenda for each meeting with the help of his officers.
Section 4 Vice-Chairperson’s Duties:
A. The vice-chairperson will assist the chairperson with all of the Council’s functions and activities.
B. The vice-chairperson will assume the duties of the chairperson’s office upon his/her absence.
C. Any other duties as assigned by the chairperson.
Section 5 Secretary/Treasurer Duties:

A. The secretary/treasurer will present the minutes of all meetings and seek the Council’s approval at the succeeding regular
meeting.

B. The secretary/treasurer will be the custodian and will present any activity for approval to the Birth-to-Five Head Start Policy
Council.

C. The secretary/treasurer will review all transactions involving the Birth-to-Five Head Start Policy Council funds.
Section 6 Parliamentarian shall maintain order in accordance with Robert’s “Rules of Order.”
ARTICLE VI POLICY COUNCIL REPRESENTATIVE TO THE NCCAA BOARD OF DIRECTORS
Section 1 Representative to the Board will be elected by the Policy Council in the month of September.
Section 2 Duties:

A. The Policy Council Representative will be responsible for informing the Nueces County Community Action Agency Board of
Directors of all Policy Council activities.

B. Responds to requested information and inquiries concerning the Policy Council business and procedures.

ARTICLE VI COMMITTEES

Section ! Standing Committees:
All Standing Committces will be appointed by the Chairperson and appointment will be ratified by the Policy Council at the next
regularly scheduled meeting. The chairperson of every Standing Committee shall consist of Birth-to-Five Head Start and Early
Head Start parent or Former Parent not serving as an officer of the Policy Council. All Policy Council members may attend any
committee meeting; however, only designated committee members shall have voting privileges. If a Policy Council member and

alternate choose to serve on the same committee, only one member will have voting privileges.

A. Executive Committee Duties:

1. To carry out business in the absence of a quorum at the Policy Council Meeting, or emergency actions needing Council’s
approval.

2. All Executive Committee action shall be ratified by the Council at the next regular monthly meeting.
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3. Composition shall consist of all officers, the chairpersons of all standing committees, the Policy Council Representative to
the Board of Directors of Nueces County Community Action Agency, and the Nueces County Community Action Agency
Representative to the Policy Council.

4. Any four (4) members of the Executive Committee will constitute a quorum. Any three (3) members must be present end
one{H-membermeay-vete-by-cenferenceceall: in person or may participate virtually/hybrid to vote.

B. By-Laws Committee and Duties:
1. Composition shall consist of not less than five (5) members.
2. To revise, develop and recommend for adoption all appropriate policies, rules, and activities of the Policy Council.

3. To monitor and insure compliance of By-laws, Articles of Incorporation, and all applicable policies adopted by the Policy
Council.

b

Any three (3) members of the By-laws Committee will constitute a quorum. Any two (2) members must be present and
ene-HH-member-may-vote-by-conferenee-eall-be present in person or may participate virtually/hybrid to vote.

5. Review attendance and recommend Notice of Warning and Termination.
6. Review and recommend revision of the By-laws as needed.
C. Personnel Committee and Duties:
1. Composition shall consist of not less than five (5} members.
2. Review and approve grievance procedures as defined in Nueces County Community Action Agency Personnel Policies.
3, To review final applicants and make final recommendation te Policy Council.

4. Any three (3) members of the Personnel Committee shall constitute a quorum. Any one (1) member must be present-and

twe {2y members-may-vote-by-cenference-eat- in person or may participate virtually/hybrid to vote.

5. Every effort will be made to invite the representative and alternate 1o meeting where personne! action will affect their
campus.

D. Budget Committee Duties:
1. Membership shall consist of not less than five (5) members.
2. To review program budget amendments, supplemental grants, refunding application and Policy Council Budget.
3. To sponsor budget hearings.

4. Any three (3) members of the Budget Committee will constitute a quorum.

Aysra-(B-member-rrustbe-presentand-ene
H-member-may-vete-by-cenferenee-eal-Members can be present in person or may participate virtually/hybrid to vote.

Section2  Special Committees will be appointed as needed by the chairperson and shall consist of not less than five (5}
members. This committee(s) will be dissolved upon completion of task(s).

A. Fund Raising Committee and Duties: (Ad-Hoc)
1. Membership shall consist of not less than five (5) members.

2. To plan and coordinate fund raising activities that will be used exclusively for Birth-to-Five Head Start Program functions.
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3. Any three (3) members of the Fund Raising Committee will constitute a quorum. Any-twe(2members-must-be-present
and-one{Hrmembermay-vote-by-conferenec-cat-Members can be present in person or may participate virtually/hybrid to
vote.

4, The committee will present proposed fund-raising activities to the Policy Council for approval.

B. Scholarship Committee and Duties: (Ad-Hoc)

1. Membership shall consist of not less than five (5) members.

2. Plan and determine the number of scholarships to be awarded.

3. Review and revise the application process.

4. Develop the process for assessing and evaluating application(s) once collected.

5. Recommend award recipients to Policy Council.

5. Any three (3) members of the Scholarship Committee will constitute a quorum. Any two (2) members must be present and
one (1) member may vote by conference call.

ARTICLE VIl MEETING OF THE POLICY COUNCIL
Section 1 Quorum:

For the Policy Council meeting, one (1) officer and four (4} Policy Council members present will form a quorum. An alternate may
be counted if the regular representative is absent. Attendance to meet quorum can consist of in person or virtually/ hybrid.

Section 2 Regular Meeting/Attendance/Notices

The Nueces County Community Action Agency Birth-to-Five Head Start Policy Council will hold its regular meeting every second
{(2nd) Tuesday of the month unless otherwise discussed at the previous meeting.

Policy Council Agendas will be mailed five (5) days prior to meeting. All elected Policy Council Representatives are required to

attend monthly meetings; when the representative cannol attend, it is the Representative’s responsibility to notify their elected
Alternate.

Section 3 Special Meetings

Special Called meetings of the full Policy Council may be called by any three (3) members with 72 hours notice via mail
correspondence or by telephone.

A. Special meeting of the Policy Council Executive Committee requires 72 hours notice via mail correspondence or by telephone.

B. Special meeting of the Policy Council Standing Committees will require 72 hours notice via mail correspondence or by
telephone,

ARTICLE IX SELECTION OF POLICY COUNCIL ATTENDEES TO HEAD START CONFERENCES

Section 1 Selection of Conference attendees will take place during the Policy Council meeting as part of the published agenda.
Section 2 Only PC representatives present can be considered for trips to conferences.

Section 3 Any members who have unexcused absences will not be eligible to attend Head Start Conferences.

Section 4 Names will be placed on the list in the order drawn, including alternates. Individuals who have attended a conference

within the last year will be placed on the alternate list in the order drawn.
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Section 5 The number of delegates wilt be determined by the travel budget and be announced by the Head Start Director and
Early Head Start Director or his/her designee prior to drawing the names.

Section 6 Travel expenses are paid by the agency according to travel policies.

Section 7 Delegates to Head Start Conferences are expected to fully participate in the conference and to share information with
the Policy Council upon their return.

Section 8 Failure to travel on any ftrip at any time will forfeit the right for any future State and National trips.
Section 9 Members will be divided into four (4) categories. Those categories will consist of:
A. Officers (Chairperson, Vice-Chairperson, Secretary/Treasurer, Parliamentarian, Board Representative, Representative to the
Board, By-Laws Chairperson, Personnel Chairperson, Budget Chairperson). The Policy Council Chairperson will be allotted

the first slot,

B. Members (Natural parents or legal guardians of the child who represents their center and who do not hold a PC officers
position).

C. Community (Representatives of a major agency (public and private), major community, civic or professional organization and
who do not hold a PC officers position).

D. Former (Former parents whose child has exited the program and is no longer enrolled or has a sibling in the program and who
do not hold a PC officers position)

Based on the availability of funds, staff will recommend a certain number of slots for each category to create an equal
opportunity for Council members to attend State and National conferences. If the slots allotted in each category are not filled,
then those unfilled slots will be allotted to the Members category. To allow all members the opportunity to travel, staff
encourages that PC Members travel to only one National Conference for each program year unless allotted slots are not filled.
ARTICLE X AMENDMENTS
A. Amendments to the By-Laws will require two-thirds (2/3) of the votes of the members present of the Policy Council.

1. When someone’s rights are taken away (i.c., ““Call for a Vote™) a two-thirds vote will be required to pass or fail a motion.

B. Proposed Amendments must be submitted in writing to all members fifieen (15) days in advance before action (voting) is to
take place.

C. The Amendment will be effective upon the Birth-to-Five Policy Council’s approval.
ARTICLE XI POLICY COUNCIL, POLICY COMMITTEE AND PARENT COMMITTEE REIMBURSEMENT
Section 1 Travel Expenses:

A. Travel expenses to include transportation by air or land, lodging and meal per diem are provided prior to travel.

B. An After-Travel Report will include a summary of activities and receipts are required to satisfy outstanding debt.

C. Any request for reimbursement will require Policy Council approval and must be accompanied by receipts related to the travel.
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ARTICLE XIl PARLIAMENTARY AUTHORITY

Robert’s “Rules of Order” shall govern in all cases not conflicting with the By-Laws of the Nueces County Birth-to-Five Head Start
Policy Council or State and Federal Laws.

DATE: Approved by Policy Council October 17, 2017.

NCCAA BIRTH-TO-FIVE HEAD START POLICY COUNCIL.:

| CHAIRPERSON | PARLIAMENTARIAN ]
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ATTACHMENT A
NUECES COLUNTY COMMUNITY ACTION AGENCY

BIRTH-TO-FIVE HEAD START POLICY COUNCIL AGREEMENT

AS A MEMBER OF THE NUECES COUNTY COMMUNITY AGENCY'S BIRTH-TO-FIVE HEAD START
POLICY COUNCIL (PC), | UNDERSTAND THAT MY DUTIES AND REPONSIBILITIES INCLUDE THE
FOLLOWING:

1.

10.

As a PC Member | may be legally responsible, along with other Nueces County Community Action Agency PC
Members for this organization. | am responsible to know and approve or disapprove all policies and programs.

It is my duty and responsibility to review the budget, and to take an active part in planning budgets and future
expenditures that the program may incur.

| am morally responsible for the health and well being of this organization. As a member of the PC, | will carry out the
mission of the Birth-to-Five Head Start Programs. | understand and agree to this mission statement.

| will be actively engaged in fund-raising for this organization in whatever ways are best suited for me. These may
include individual solicitation, doing special events, writing mail appeals and the like. There is no set amount that | must
raise because | am making in good faith an agreement to do my best.

| will attend Birth-io-Five Head Start Policy Council special events and will be available for phone consultation. |
understand that commitment to this PC will involve a good deal of time and may require at least four (4) hours per
month. | will visit the program or my child’s classroom regularly and make every effort to attend the monthly center
meetings and share the information. | will keep the Head Start Central office informed of how | can be reached.

| understand that | may not be eligible to serve as a PC member if | have had criminal and/or drug conviction {crime
against others). 1 give the Nueces County Community Action Agency permission to conduct a criminal background
check on me if the PC deems it necessary and prudent.

| understand | will be appointed and expected to serve as a member of at least one (1) PC Sub-committee.

As a PC member, | will follow appropriate business practices while conducting meetings and follow the PC By-Laws and
“Robert’s Rules of Order.”

All information shall be regarded as confidential and available only to authorized users. | will not discuss any
information about personnel, contractors, or parent(s)/child(ren) that is disclosed during closed session.

| understand that no quotas have been set, that no rigid standards of measurement and achievement have been
formed. Every PC member must have confidence in every other PC member. We are trusting each other to carry out
the above agreements to the best of our ability, each in our own way, with the support of all. | know that if | fail to act in
the best interest of the Council or Agency, | must resign or the PC may ask me to resign.

IN TURN, THE NCCAA AND BIRTH-TO-FIVE HEAD START POLICY COUNCIL IS RESPONSIBLE TO ME IN A
NUMBER OF WAYS:

1.
2

3. PC members and staff will respond in a straightforward and thorough fashion to any questions, concerns or suggestions

I will be provided, without request, meeting announcements, monthly financial reports, and minutes of activities.
| can call on the paid administrator (staff} to discuss program and policy goals and objectives.

| have which | feel are necessary to carry out my fiscal, legal, and moral responsibilities to this organization.

| PC Member _ Print Date |

| PC Chairperson Date

PC Member Signature Date

Please sign and return this copy of the

Birth-to-Five Head Start Policy Council Agreement

110



NUECES COUNTY COMMUNITY ACTION AGENCY

Birth-to-Five
Head Start Program

Parents and Staff
Handbook

2023—2924 2024-2025

Nueces County
Cmmuni
cmm Agency

Melping Peoplo, Changing Lives,

j\s




NCCAA MISSION STATEMENT

NCCAA works with partners to apply comprehensive strategies to eliminate
the causes of poverty for the people of Nueces County.

The Promise

Community Action changes people’s lives, embodies the spirit of hope, improves communities,
and makes America a better place to live. We care about the entire community, and we are
dedicated to helping people help themselves and each other.

The Pledge

We promise to provide you with
Courtesy,

Dignity,
Respect, and

Confidentiality in the delivery of service.

BIRTH-TO-FIVE HEAD START
VISION STATEMENT

NCCAA Birth-to-Five Head Start Program will unite, empower, educate and involve the
community to establish a foundation of school readiness and parent engagement that creates
successes in life and well-rounded citizens.

BIRTH-TO-FIVE HEAD START
PHILOSOPHY STATEMENT

Our Values
Nueces County Community Action Agency Birth-to-Five Head Start Program is a
comprehensive program based on providing quality services for children and families in our
community. Our key values are:

Integrity & Respect

The program, with integrity and respect, supports and assists all those who affect a child’s
development.

Diversity

The program creates a multicultural environment, which respects diversity and encourages
dignity for all.

Teamwork

The program collaborates with staff, families and community partners to provide quality of
services.
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NUECES COUNTY
COMMUNITY ACTION AGENCY

101 South Padre Island Drive, Corpus Christi, TX 78405-4102 361- 883-7201 Fax: 361- 883-9173

Linda Carrillo
Chief Executive Officer

Dear Parents and Caregivers:

Thank you for choosing the Nueces County Community Action Agency
Birth-to-Five Head Start program to provide quality childhood education and
development services for you and your family.

For many years, the dedicated staff has worked successfully with thousands of
children and families with many different backgrounds and a wide range of needs.
NCCAA's Birth-to-Five Head Start program continues to provide comprehensive
and effective educational activities and services to prepare young children to begin
their journey to life-long learning successfully.

This handbook has been developed to provide all families enrolled in Head Start
and Early Head Start with detailed information about the programs. I encourage
you to carefully read this handbook, participate as much as possible in the many
activities available throughout the year, and take advantage of our services.

Your involvement is significant to every child’s success in the Head Start and Early
Head Start programs.

The valuable opportunities they provide will help you and your family learn,
achieve, and thrive.

Alicia Mancha

Director
Birth-to-Five Head Start
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IMPORTANT PHONE NUMBERS
DIRECTOR

Head Start Director 361-654-7927
Head Start Associate Director 361-654-7958

CONTENT AREA COORDINATORS

Curriculum & Instruction Coordinator For=-654=-7931+361-251-0796
Disability /Mental Health Coordinator 361-654-7914
ERSEA Coordinator 361-880-4141
Family & Community Partnership/Transition Coordinator 361-429-6712
Health Coordinator 361-654-7949
Nutrition Coordinator 361-654-4918
Site Base Manager Quality Support Coach 361- 885-1380

Training & Technical Assistance Coordinator (361)429-5871 361+-654—15+5
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HOURS, DAYS, AND MONTHS OF OPERATION

HOURS OF OPERATION 7:30 a.m. - 2:45 p.m.
<> Salazar EHS/HS Center, at Robstown ISD, will follow
NCCAA schedule
DAYS OF OPERATION Monday thru Friday
MONTHS OF OPERATION EHS & HS August 3rd, 2023 thru June 6th, 2024
SCHEDULED HOLIDAYS
September October November
Labor Day Indigenous Day Veteran’s Day
Thanksgiving Week
December January February
Children’s Winter Break New Year’s Day President’s Day
Martin Luther King Day
March March or April May
Spring Break Good Friday Memorial Day
Easter Monday
June - Juneteenth July Independence Day

noon.

<> We will hold In-service training days and Teachers Work Days throughout the year; the
centers will be closed on those days.

% We will also have Early Dismissal Days. On those days, children will be dismissed at

All those dates will be scheduled in the NCCAA Official Calendar.
The calendar can be found at https://www.nccaab org/bifive. html

*** Salazar EHS/HS Center, at Robstown ISD, will follow NCCAA schedule ***
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CHILD CARE LICENSING AND FAMILY PROTECTIVE SERVICES
INFORMATION

Communication with Child Care Licensing

Nueces County Community Action Agency Birth-to-Five Head Start centers are regulated and licensed
by the Texas Department of Family and Protective Services (TDFPS). Parents are welcomed and
encouraged to contact TDFPS anytime that they have questions or concerns regarding child care
licensing or regarding compliance. The agency’s website is http://dfps.state.tx.us. The number to the
central office in Austin is 512-438-4800. The local office is located at 5155 Flynn Parkway, Suite 623,
Corpus Christi, TX. 78411. They can be reached by phone at 361- 878-3451.

TDFPS Child Care licensing maintains a website that has information regarding reports, inspections, and
corrective actions taken by childcare licensing and the centers that they inspect. They also have
information about choosing a childcare center, as well as the Child Care Licensing Minimum Standards
that childcare centers must follow posted on the website. They have information about current initiatives
the state is taking regarding children’s health and safety.

Note:

o All parents receive Parent Orientation, which includes Minimum Standards and Head Start
Operational Policies.

0 A copy of the Child Care Licensing Minimum Standards is available at every Birth-to-Five Head
Start center.

**% Our most recent Licensing Inspection
is posted at each center and available for
review ***
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BIRTH-TO-FIVE HEAD START SERVICES
CENTER BASED POLICIES

Firearms and Other Type of Weapons Policy
OHS PS 1302.47 (b)(1)(vii)
§746.3707

To ensure the Safety of our children, NCCAA Birth to Five Head Start Program has a
GUNS/WEAPONS ZERO TOLERANCE Policy at all its facilities and any premises where the Agency
conducts an event. All facilities must be free from firearms or other weapons. Firearms, any type of
knives, brass knuckles, and any other weapons are prohibited on the premises.

ONLY Small Clear / See-through Backpack Policy
§746.3701

Supervision alone cannot prevent all accidents and injuries. The environment must be free of health and
safety hazards to reduce risks to children. Therefore, to prevent children from the possible exposure to
additional items that could be brought into the facilities unnoticed, NCCAA Birth to Five Head Start
Program has an ONLY Small Clear/See-through Backpack Policy. Backpacks that do not meet this
criteria WILL NOT BE ALLOWED in the classrooms.

Sexual Harassment Policy

Definition: an unwelcome sexual advance, request for sexual favors and other verbal or physical
conduct of a sexual nature if:

& Submission to the conduct is an explicit or implicit term or condition of employment,
volunteering or enrollment

% Submission to or rejection of this conduct is a basis for an offer of opportunities to an employee,
parent or Volunteer

Regular and repeated conduct around the Head Start Site which “unreasonably interferes” with an
employee’s work performance or creates an “intimidating, hostile, or offensive” environment.

NCCAA shall not tolerate sexual harassment. Any person who feels being harassed should report the
incident to their Site Base Manager or the Birth to Five Head Start Director.

Violence Policy

Violence against Birth-to-Five Head Start Program personnel or any other person on Birth-to-Five Head
Start premises is strictly prohibited. All employees, parents, volunteers, and other visitors to the Head
Start premises are expected to conduct themselves in a courteous manner at all times.

< Any person {employees, parents, volunteers, and other visitors) who exhibits violent behavior,

verbally or physically, or who threatens the well-being of any other person, or any person
accused of such acts will be immediately suspended until a thorough investigation is completed.
Upon completion of the investigation, the offender may be subject to actions up to and including
permanent exclusion from all Birth-to-Five Head Start premises (parents, volunteers, and other
visitors) and/or up to and including termination (staff).

< Law enforcement (police) will be called if; at any time, the staff perceives a violent event is
occurring.
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% Any person who is deemed to have assaulted any other person on Birth-to-Five Head Start
premises will be prosecuted to the fullest extent of the law.

< In the event law enforcement officials are calied to Birth-to-Five Head Start premises due to a

violent occurrence, parents will be notified via Parent Advisory notice.
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Gang Free Zone Policy

Definition: A gang-free zone is the area around all of the Birth-to-Five Head Start child care centers,
where illegal gang related activity is against the law.

%  The gang-free zone is within 1000 feet of all Birth-to-Five Head Start child care centers.

<%  The purpose of gang-free zones is to discourage criminal activity in areas where children gather
by enforcing tougher penalties.

Breastfeeding Policy (EHS)

Human milk is the best source of milk for infants. Additionally, breastfeeding supports optimal health
and development.

NCCAA Birth to Five Head Start supports this practice. Therefore, mothers, who are nursing, will have
a place to sit and breastfeed their children. Some things center staff may do/offer to provide additional
support include, but are not limited to:

<> An adult-size chair in the classroom or in another area of the Center
<> A pillow to support her infant on her lap

& A step stool to prop her feet and prevent back strain

<> Water or other liquid to help her stay hydrated.
Photos/Pictures/Videos Policy

Due to confidentiality and protection of our children’s safety, we ask parents not to take photos or videos
of children, other than their own, during any center or agency event. Agency staff are allowed to use
ONLY an agency- issued camera/device to take pictures or videos of the children whose parents have
signed a consent form, and ONLY for the purpose of agency use. All staff are held to a higher standard
and sign a confidentiality statement every year.

Water Play Policy

Water play activities will only consist of the use of sprinklers away from hard, slippery surfaces.
Equipment will be stored away from children when not in use. For the safety of the children and staff,
additional volunteers are encouraged to assist during water play activities. Children must wear

appropriate clothing and shoes at all times when engaging in water play activities and children will be
supervised at all times.

Parents are responsible for:

< Applying sunscreen to their own child at home or at center during drop off time. If applying
the sunscreen at the Center/classroom, parents MUST take the sunscreen home with them.

>,

< Ensuring that their child has an extra set of clothes to change on the days children are engaged in
water play activities.
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Outdoor Activity Policy

Children are spending increasingly less time playing outdoors. Encouraging children to get outside, get
moving, and connect with the natural world are all ways to reverse childhood obesity rates. However,
the benefits do not stop there, research has shown that children who play outdoors regularly are happier,
healthier, and stronger! The following is a list of resources that can give you ideas to encourage your

child.

@

Outdoor Play Benefits (hhs.gov)
Benefits of Qutdoor Play and Exploration | ECL hhs.gov

https://d3knp61p33sjvn.cloudfront.net/media-resources/ECELC/C4/L.S1/Project%20Coordinat
ors_Trainers/NutritionandMovementActivityBook.pdf

htips://ch kids.com/pages/dit-printables

https://www.cde.gov/physicalactivity/basics/children/index.htm

Child Care Licensing requires, for children 18 months to five years old to have two daily scheduled

outdoor play times. Infants younger than 18 months are only required to have a daily opportunity for
outdoor play. Weather permitting.

&

&

During inclement weather (Rainy Days, Mosquitos, Heat Index, cutting of grass) children will
participate in Rainy Day activities indoors; these activities will be gross motor activities and will
be for the same amount of time as their outdoor activities.

Children have a total of 60 minutes of structured and 60 minutes of unstructured physical activity

throughout the day.

Parents are responsible for applying insect repellent/sunscreen to their own child at home or
at center during drop off time. If applying the insect repellent/sunscreen at the Center/classroom,
and to prevent children from accessing it accidentally, parents MUST take the insect
repellent/sunscreen home with them.

When children play outdoors between 11:00 a.m. and 3:00 p.m., they are encouraged to play in
shaded/covered areas.

Teaching staff must carry emergency medications, First Aid Kit/Fanny pack, classroom cell
phone, and Classroom Binder which contains the Safety Transition Checklist, Counting

Children, Perfect Number, and Emergency Contact List. Sefety-Fransitten-Gheeldit-and-
bpostrey € artict b,

*** TEACHING STAFF SUPERVISES CHILDREN AT ALL TIMES ***

Transportation Policy

NCCAA Birth-to-Five Head Start is unable to provide transportation for enrolled children; therefore,
families are responsible for transportation to the childcare center.

Animal Policy
Fish are the only animals that may live at the Birth to Five Head Start Centers,
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Dress Code

To allow our children to participate freely and safely in all activities, the following Dress Code Policy is
enforced:

% Appropriate clothing must be worn in accordance with outdoor weather. Parents are asked to bring a
change of clothes for their child that is appropriate for the weather.

% For the safety of your children, and due to the evidence of the importance of appropriate footwear
for school activities, NCCAA will not allow the following shoes to be worn at school: Ferexample;

reeommended—Flip-flops, slippers, sandals, Crocs ™ and/or croc style.
While sources indicate that type of shoes, especially Crocs ™, are great for the beach, the water,

and summer time, they also indicate that tennis shoes are a better and safer choice for school
because of safety concerns.

o https://www.webmd.com/parenting/features/kids-and-crocs-shoes-trendy-or-risky
o https://www.anklefootmd.com/kids-crocs-keeping-childs-feet-safe/
o : Py= VEkVir9

% Girls should wear shorts under a dress. If a need for clothes is identified, Family Advocate will
provide parents with resources
< For Staff Dress Code Policy, refer to NCCAA Employee Handbook.
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FAMILY ENGAGEMENT AND SCHOOL READINESS
CENTER VISIT POLICY

Open Door Policy

Head Start encourages parents and families to become involved in their children’s education, both in and
out of the classroom. All NCCAA Birth-to-Five Head Start centers/classrooms have an Open-Door
Policy. This means parents are welcome to drop by and spend time with their child at any time.

This is an opportunity for parents to learn how to create a learning environment at home in an effort to
support classroom learning.

When you come to visit the center, be sure to wash your
hands as you enter the building.

NOTE:

Even though NCCAA Birth to Five Head Start Program has an Open-Door Policy; compliance to our
Violence Policy must be observed at all times.
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1302 PROGRAM OPERATIONS
Subpart C-Education and Child Development Program Services

1302.31 Teaching and the learning environment

(a) Teaching and the learning environment. A center-based and family child care program must ensure
teachers and other relevant staff provide responsive care, effective teaching, and an organized learning
environment that promotes healthy development and children’s skill growth aligned with the Head Start
Early Learning Outcomes Framework: Ages Birth to Five, including for children with disabilities. A
program must also support implementation of such an environment with integration of regular and
ongoing supervision and a system of individualized and ongoing professional development, as
appropriate.

(2) For dual language learners, a program must recognize bilingualism and illiteracy as strengths and
implement research-based teaching practices that support their development. These practices must:

(i) For an infant or toddler dual language learner, include teaching practices that focus on the
development of the home language, when there is a teacher with appropriate language competency, and
experiences that expose the child to English;

(ii) For a preschool age dual language learner, include teaching practices that focus on both English
language acquisition and the continued development of the home language; or,

(iii) If staff do not speak the home language of all children in the learning environment, include steps to
support the development of the home language for dual language learners such as having culturally and
linguistically appropriate materials available and other evidence-based strategies. Programs must work
to identify volunteers who speak children’s home language/s who could be trained to work in the
classroom to support children’s continued development of the home language.

L Classroom Schedules ensure teachers implement well-organized learing environments that

provide adequate opportunities for choice, play, exploration, and experimentation among a variety of
learning, sensory, and motor experiences. Following a daily schedule establishes routine, structure, and
security for children,

< Quiet Time/Activities Supervised rest time must be provided for children in care for five or

more consecutive hours. Rest Time must not exceed three hours. A program must provide alternative
quiet learning activities for children who are awake after resting for fifteen minutes to participate in an
alternative, quiet activity until rest time is over for all children.

& Lesson Plans must be submitted to Site Base Manager in a timely manner for review and
approval.

o Lesson plans provide a framework for efficient teaching,

o Lesson plans help teachers be more confident in delivering a lesson

o Lesson plans allow teachers to individualize for all children in a small group.

< Home Language Questionnaire NCCAA supports the native language and culture of every

child and family. Head Start actively promotes English Language Acquisition for those children whose
English is not their first language, or a child who has grown up hearing equal amounts of two or more
languages every day since birth. Whenever possible, children will be placed in a classroom where at
least one teacher speaks the child’s native language.
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1302.32 Curricula
(a) Curricula

(1) Center-based and family child care programs must implement developmentally appropriate
rescarch based early childhood curricula, including additional curricular enhancements, as appropriate that:

(i) Are based on scientifically valid research and have standardized training procedures and curriculum
materials to support implementation;

(ii) Are aligned with the Head Start Early Learning Outcomes Framework: Ages Birth to Five and,
as appropriate, state early learning and development standards; and are sufficiently content-rich to promote
measurable progress toward development and learning outlined in the Framework; and,

(iii) Have an organized developmental scope and sequence that include plans and materials for learning
experiences based on developmental progressions and how children leamn.

&> Head Start Early Learning Outcomes Framework: Ages Birth to Five: Five essential domains are

broad areas of early learning and development from birth to 5 years that are essential for school and
long-term success

< Scope and Sequence purpose is to ensure planning individual opportunities, and to assist staff to
determine each child’s progress

CENTRAL DOMAINS

PERCEPTUAL,
APPROACHES TO igﬂ#&)ﬂ? LLANGUAGE AND COGNITION MOTOR, AND
LEARNING DEVELOPMENT LITERACY PHYSICAL
DEVELOPMENT
A INFANT/ . ; Perceptual,
TODDLER Ap;la-{oac!les 0 Socglan:i Emo::)nal é.a nguage at;\ ! Cognition Motor, and Physical
DOMAINS eammg. velopme ommunication Development
ianguage and Mathematics
© PRESCHOOLER |  Approaches lo Social and Emotional Sanunicition Qv opmeik st ;
: : Motor, and Physical
DOMAINS Learning Development Yo Ahepret
Literacy Scientific Reasoning P
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1302.33 Child screenings and assessments
{a) Screening.

(1) In collaboration with each child’s parent and with parental consent, a program must complete or obtain a
current developmental screening to identify concerns regarding a child’s developmental, behavioral, motor,
language, social, cognitive, and emotional skills within 45 calendar days of when the child first attends
the program.

(b) Assessment for individualization.

(1) A program must conduct standardized and structured assessments, which may be observation-based or
direct, for each child that provide ongoing information to evaluate the child’s developmental level and
progress in outcomes aligned to the goals described in the Head Start Early Learning Child Outcomes
Framework: Ages Birth to Five. Such assessments must result in usable information for teachers, home
visitors, and parents and be conducted with sufficient frequency to allow for individualization within the
program year.

< Developmental and Behavioral Screenings (ASQ-3 and ASQSE-2)- Identify children who
may be at risk for a developmental delay (determine if further evaluation is needed)

\ 4 DRDP (Desired Results Developmental Profile)-The Birth to Five Head Start Program

assessment is a strength based assessment, allowing children to demonstrate their knowledge and skills
in their natural settings. The DRDP is valid, reliable, and Head Start Early Learning Outcomes
Framework aligned.

1302.34 Parent and Family engagement

(a) Purpose. Center-based and family childcare programs must structure education and child development
services to recognize parents’ roles as children’s lifelong educators, and to encourage parents to engage in
their child’s education.

(2) Teachers regularly communicate with parents to ensure they are well informed about their child’s
routines, activities, and behavior;

(3) Teachers hold parent conferences, as needed, but no less than two times per program year, to enhance the
knowledge and understanding of both staff and parents of the child’s education and developmental progress
and activities in the program,;

(4) Parents have the opportunity to learn about and to provide feedback on selected curricula and
instructional materials used in the program;

(5) Teachers inform parents, about the purposes of and the results from screenings and assessments and
discuss their child’s progress;

(6) Teachers, except those described in paragraph (b)(8) of this section, conduct at least two home visits per
program year for each family, including one before the program year begins, if feasible, to engage the parents
in the child’s learning and development. Except that such visits may take place at a program site or another
safe location that affords privacy at the parent’s request, or if a visit to the home presents significant safety
hazards for staff.

< Parent/Teacher Sign-up- Home Visits and Parent Conferences must be scheduled at times that
are mutually convenient for parents, primary caregivers and staff.

<> Home Visits- As per Performance Standards there must be two Home Visits completed per
school year for each child.
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<> Parent Conferences- As per Performance Standards there must be two Parent Conferences
completed per school year for each child.

L Daily Activity Reports (for Infants) are used to effectively communicate with parents on a

daily basis, create healthy relationships with parents and enhance the protection and well-being of
infants.

% Home Connections Calendars are designed to foster parent-child interaction and development.

Monthly homework calendars have been developed to help parents reinforce concepts and skills being
taught in the classroom.

g Lending Libraries are available in all birth to Five Head Start facilities to help parents
encourage reading at home.

Parent Involvement
T Frindatiom
Fudent Susects

SUCCESSFUL KIDS

‘ 4‘“‘*‘”‘2 e vt

1302.47 Safety Practices

(a) A program must establish, train staff on, implement, and enforce a system of health and safety practices
that ensure children are kept safe at all times. Head Start Child Supervision Requirements “No child shall be
left alone or unsupervised while under their care”

< Active Supervision is the most effective strategy for creating a safe environment and preventing

injuries in young children. In our Active Supervision plan we use the Perfect Number, Counting
Children, Stop and Count Sign, Playground Tips

P> Classroom Binder is used to keep uniformity within the Head Start Program. All-important
daily paperwork is kept in this binder. Each Site Base Manager must develop a system in which each
classroom will submit reports on a daily/weekly or monthly basis.

@ Magic Number- Safety Procedures are practiced regularly to maintain supervision of all

children while keeping a tally of children in the classroom at different times of the day. This is another
opportunity to confirm the count without disrupting instruction. Magic Number Form is placed on the
exit door above/beside the Active Supervision Poster.

% Prohibited use of electronics- Ensures Staff and Consultants (Counted in Child/Staff Ratio and
directly supervising children) to follow appropriate practices to keep children safe at all times.
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<> Release of children NCCAA staff is authorized to release children ONLY to the custodial parent

or those individuals listed on the Emergency Contact Form. If the staff is unfamiliar with the individual
attempting to pick up a child, they will ask that person for identification.

@ Intoxicated/Impaired Person Child Pick up Form-Parents will sign a form about policy and

procedures of any adult that comes to theeemes+he center to pick a child that may appear intoxicated or
chemically impaired.
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STANDARDS OF CONDUCT AND DISCIPLINE AND GUIDANCE
Why does Head Start have a Standards of Conduct and Discipline and Guidance Policy?

The Nueces County Community Action Agency (NCCAA) Birth-to-Five Head Start Program believes
that children should be encouraged to develop to their fullest potential. In the NCCAA Birth-to-Five
Head Start Program, children are offered the opportunity to develop socially, emotionally, physically,
and intellectually. An important aspect of Head Start’s effectiveness is parental engagement in planning
and administering the program.

An important part of growth is the development of a strong self-esteem. Birth-to-Five Head Start staff
strive to help children feel good about themselves and, subsequently, demonstrate positive social and
personal skills. In order to assist parents and staff in guiding the children, a Standards of Conduct and
Discipline and Guidance Policy was developed. The Standards of Conduct and Discipline and Guidance
Policy complies with the guidelines set forth by the Head Start Performance Standards and State
Licensing Minimum Standards.
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Nueces County Community Action Agency Birth to Five Head Start Program

Standards of Conduct and Discipline and Guidance Policy

Performance 1302.90(c)(1)(i-v){2), §1302.102(d}(1 }ii)

Standards

Minimum §746.2803, §746.2805,§746.501(a)(7)

Standards

Purpose To ensure that Nueces County Community Action Agency Birth to Five Head Start Program
(NCCAA) staff, consultants, contractors, and volunteers abide by established positive strategies to
support children’s well-being and prevent and address challenging behavior, do not maltreat or
endanger the health and safety of children and ensure no child is left alone or unsupervised by staff,
consultants, contractors, or volunteers under their care.

Communication Further clarification/ communicaticn can be directed to the Disability/Mental Health
Coordinator/Specialist. Staff can locate forms in the DMHAS Manual and Google shared drives in
digital format.

Training NCCAA staff, consultants, contractors, and volunteers are trained on this policy during New Staff
Orientation and annually thereafter.

Monitoring This policy is monitored to ensure NCCAA staff, consultants, contractors, and volunteers adhere to

of Procedures established procedures during on-site visits conducted by the Site Base Managers, Education
Coaches/Mentors, Content Supervisor/Specialists and Administration. [t is also monitored through
surveillance video review by the Site Base Managers, specific Content Supervisors/Specialist, HR
Department and Administration. The Site Base Managers, Content Supervisors, T/TA
Coordinator/Specialist and Compliance Officers monitor the Staff Compliance Binder for
completion and documentation of the Standards of Conduci and Discipline and Guidance Policy
form and training agenda.

Revision/Form March 2024 Policy & Board Approved: April 2024

Dates

Procedures:

i NCCAA staff, consultants, contractors, and volunteers will adhere to established procedures,

b, NCCAA staff, consultants, contractors, and volunteers must not:

a. Use inappropriate discipline, which is any type of conduct used to instill fear or humiliate rather than to educate a
child, such as poking or pinching a child; making fun of or laughing about a child

b. Use any type of corporal punishment meaning any of the following actions inflicted directly on the body including

but not limited to: hitting, shaking, slapping, twisting, biting, grabbing, shoving, swatting/spanking,dragging/pulling a child

c. Use isolation to discipline a child

d. Bind or tie a child to restrict movement or tape a child’s mouth

c. Use or withheld food as a punishment or reward

L. Use toilet learning/training methods that punish, demean, or humiliate a child

g Use any form of emotional abuse, including public or private humiliation, rejecting, terrorizing, extended ignoring, or
corrupting a child; threatening to discipline or threatening to call parents to report child’s behavior

h. Physically or sexually abuse a child

L Use any form of verbal abuse, including profane, sarcastic language, threats, or derogatory remarks about the child
or child’s family

1 Use physical activity or outdoor time as a punishment or reward; demand excessive physical exercise

k. Allow or encourage discipline (e.g., hit, bite, kick) of a child by another child

L Send child to the Site Base Manager or Family Advocate office or to another classtoom as a form of discipline
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m, Use brief supervised separation or time out from the group or have the child stand still for any period of time

2 NCCAA staff, consultants, contractors, and volunteers must supervise children at all times. Never leave a child
alone or unsupervised anywhere on or outside the grounds of a Head Start facility (e.g., in a classroom, bathroom, on the
playground or parking lot}. Never release a child to an unauthorized person or person whose identity has not been verified by
photo identification.

34 NCCAA staff, consultants, contractors, and volunteers must respect and promote the unique identity of each child
and family by creating a welcoming and supportive environment, Refrain from stereotyping any child or family on any basis,
including gender, race, ethnicity, culture, religion, disability, sexual orientation, or family composition.

4, At the time of enrollment the Family Advocate will review the Standards of Conduct and Discipline and Guidance
Policy with the parent. The signed form will be filed under the enroliment tab of the child record. A copy will be issued
accordingly. A copy of this policy is also provided in the Birth-to-Five Head Start Program Parent and Staff Handbook.

5. NCCAA staff, consultants, contractors, and volunteers will be trained, understand and sign the Standards of Conduct
and Discipline and Guidance Policy during New Staff Orientation and annually thereafter. For NCCAA staff: the signed
policy will be filed in the staff compliance binder.For consultants and contractors: the signed policy will be filed with the
contract. For volunteers the signed policy will be filed in the volunteer compliance binder.

6. NCCAA staff, consultants, contractors, and volunteers are required to comply with the NCCAA Confidentiality
Policy concerning personally identifiable information about children, families, and other staff members in accordance with
subpart C of part 1303 and applicable federal, state, local, and tribal laws.

Refer to the Child Maltreatment Reporting Policy and Procedures for reporting of any violation of the Standards of
Conduct and Discipline Guidance Policy. As per, policy 402, 403 and 404 found in the NCCAA Employee Handbook
penalties for violation of the Standards of Conduct and Discipline Guidance Policy are noted.

Per Minimum Standards Rule §746.2803 Subpart L. Discipline and Guidance: “What methods of discipline and
guidance may a caregiver use?

Discipline must be:

1) Individualized and consistent for each child;

2) Appropriate to the child's level of understanding;

3 Directed toward teaching the child acceptable behavior and self-control;

4) A positive method of discipline and guidance that encourages self-esteem, self-control, and self-direction.

A) Using praise and encouragement of good behavior instead of focusing only upon unacceptable behavior;
B) Reminding a child of behavior expectations daily by using clear, positive statements;

C) Redirecting behavior using positive statements;” (THHS, Minimum Standards for Child Care Centers, Revised January
2024, p. 159 )

any chlld The followmg types of dlsclphne and gu:dance are prohibited:

1) Corporal punishment or threats of corporal punishment;

2) Punishment associated with food, naps, or toilet training;

3) Grabbing or pulling a child;

4) Putting anything in or on a child's mouth;

5) Humiliating, ridiculing, rejecting, or yelling at a child;

6) Subjecting a child to harsh, abusive, or profane language;

7) Placing a child in a locked or dark room, bathroom, or closet;

8) Placing a child in a restrictive device for time out

9} Withholding active play or keeping a child inside as a consequence for behavior,
10) Requiring a child to remain silent or inactive for inappropriately long periods of time for the child's age.”

(THHS, Minimum Standards for Child Care Centers, Revised January 2024 p. 160)

Per Minimum Standard §746.2805 “Technical Assistance

= Child development research supports that physical punishment such as pinching, shaking, or hitting children teaches
them that hitting or hurting others is an acceptable way to control unwanted behavior or get what they want.

+ Children will also mimic adults who demonstrate loud or violent behavior.

+ Rapping, thumping, popping, yanking, and flicking a child are all examples of corporal punishment.

= Regarding paragraph (9), you must never withhold active play from a child who misbehaves (i.¢., keeping a child
indoors with another caregiver while the rest of the children go outside or making a child sit out of active play in the
afterncon for a behavior that occurred in the moming).” (THHS, Minimum Standards for Child Care Centers, Revised
January 2024, p.160 - 161)
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My signature verifies I have read and received a copy of this Standards of Conduct and Discipline and Guidance Policy. 1
understand, as per, policy 402, 403, and 404 found in the NCCAA Employee Handbook all staff, consultants and volunteers
must abide by workplace standards and any vielation of this policy may result in disciplinary action up to and including
termination.

Signature: Date:

Please check one: Parent/Guardian ___ Employee Other

Resource List
1302, 90 persannel pohcres ECLKC {2019, March 21} Retrieved Apnl 18, 2023 from

memum Srandards for Chtld-Care Centers. Chapter 746 Subchapter I Dlsmplme and Guldancc (2024, January). Retrieved
March 19, 2024 from

-74
Reporting child health and safety incidents, ECLKC, (2022, September 28). Retrieved April 18, 2023, from

i =im-hs-

&ch=T46&sch=1&rl=Y

=144 & sch=G&r=Y
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L. Parent(s)’/Primary Caregiver(s)’ Roles and Responsibilities

Parents/primary caregivers are their child’s first teacher and role model. A child’s feelings of self-love,
self-respect, and self-esteem are greatly impacted by their parent/primary caregiver’s beliefs and actions.

The NCCAA Birth-to-Five Head Start Program is committed to helping families develop and strengthen
their role as effective parents/primary caregivers. Head Start provides opportunities for training in
education, health, nutrition, disabilities, mental health, transition, and family services to all Birth-to-Five
Head Start families. The following guidelines are designed to help families in their role as
parent/primary caregiver, not only in the Birth-to-Five Head Start Program but also at home.

A, Parent(s)’/Primary Caregiver(s)’ General Responsibilities

1. Set positive examples for your child

2. Speak to your child in a respectful manner and tell your child what you expect

3. Establish a daily routine for your child by setting a time for going to bed, waking up, eating, and
bathing

4. Encourage developmentally appropriate activities (contact your child’s teacher for ideas)

5. Provide a loving and nurturing home environment

6. Accept your child as an individual, without making comparisons to others

7. Meet your child’s basic needs—food, shelter, clothing, exercise, and health care

8. Teach your child manners and respect for all by being a role model (Please, Thank You)

9. Apply consistent and positive discipline guidance strategies immediately following inappropriate
behaviors that teach children self-control and positive self-worth.

10.  Use disciplinary techniques that teach children to have self-control and positive self-worth.
11.  Avoid spanking, hitting, or screaming at children, which may lead to negative feelings.

12, Teach your child, using biological terms (i.e., penis, vagina), about his’/her body and respect for
the human body

B. Parent(s)’/Primary Caregiver(s)’ Responsibilities at the Head Start Center
1. Make sure your child attends Head Start every day (unless ill).

2. Bring and pick up your child on time.

3. Make sure your child comes wearing clean clothes and combed hair. A change of clothes
should be provided for each child.

4, Participate regularly by volunteering in the Head Start Program, attending parent meetings and
training sessions.

5. Follow classroom rules and demonstrate respect to other adults and children when
participating in Head Start activities.

6. Talk to your child each day about classroom experiences.

7. Dress appropriately when participating in Head Start activities.

8. Provide an update of responsible emergency contacts in case you cannot be reached

(i.e., phone numbers, addresses).

9. Do not send money, toys, or expensive jewelry with your child. The Head Start Program will

not be responsible for loss or damage to any of these items.
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II. Teaching Staff’s Role and Responsibilities

In the NCCAA Birth-to-Five Head Start Program, the Teaching staff and classroom volunteers enhance
children’s growth and development by establishing a nurturing and stimulating learning environment.
The teaching staff guide children’s behavior and promote positive self-esteem for all children. The
teaching staff attends regular training opportunities throughout the year to reinforce their positive
guidance and classroom management techniques. The following guidelines apply to all Birth-to-Five
Head Start personnel and volunteers when they are responsible for the supervision of Birth-to-Five Head
Start children:

A. Teaching Staff Guidelines

Demonstrate a cheerful and positive attitude with children

Act as a positive role model for children

Communicate with children in a respectful manner (Excuse Me, Pardon me)

Establish a nurturing and trusting relationship with each child and their family

Provide a safe environment, free of harm and danger to children

Maintain an environment that fosters children’s creative self-expression

. Adhere to NCCAA Birth-to-Five Head Start Program’s Standard of Conduct and Discipline and
Guidance Policy

NS kW

B. Positive Guidance Technigues

Teaching staff must be prepared to guide children through the day’s activities. This can be accomplished
by preparing the classroom environment, using effective classroom management and utilizing a variety
of resources. The Teaching staff’s goal for each day is for each child to be successful.

C. Classroom Environment
The classroom staff engages in positive redirection and praise children throughout the day.

The environment is child friendly to encourage children to explore and manipulate materials in his/her
environment with limited adult assistance. A few examples are as follows:

& All classrooms are organized with material and equipment to promote independence and
self-sufficiency.

<> Lesson plans and classroom schedules are followed daily, but flexible to meet children’s needs.
% Activities are developmentally age appropriate for optimal learning and development.

& Room Labeling—cubbies and personal items will be labeled with the child’s name.

o Learning centers and other items in the room will be labeled with words and pictures using dual

language so that children can easily locate and return items to the appropriate locations.
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1302.50-53 FAMILY & COMMUNITY PARTNERSHIPS

Parent and family engagement in Head Start/Early Head Start (HS/EHS) is about building
relationships with families that support family well-being, strong relationships between parents and
their children, and ongoing learning and development for both parents and children.

Strong partnerships with families are essential to children’s school readiness and healthy development.
The Family Advocates are here to work with parents and act as a support system for the entire family.
By working with their Family Advocate, parents will have the opportunity to participate in a Family
Partnership Process that includes, but it is not limited to:

< Family Partnership Agreement
<@ Identification of family strengths and needs

& Individualized family partnership services to set goals that address both the family and the
child’s strengths and needs.

Lo

< Family Advocate Home Visit

& Goal Setting Meeting (s)

< Support on any existing plans and community resources.
< Follow-up progress of goals and referrals
% Ongoing communication to ensure family well-being

Family Advocates will aid with referrals on resources in the community regarding:

. Crisis assistance (food, clothing, shelter, etc.)
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. Health and Nutrition

. Parenting Skills

. Domestic Violence

. GED Classes, Higher Education, ESL
. Employment

- Etc.

They will also refer families and staff to our Community Services Division.
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COMMUNITY SERVICES

Nueces County
Community
ction Agency

Community Services Program

Community Services is a division of Nueces County Community Action Agency (NCCAA) which provides a variety of
programs intended lo empower people and build thriving communities by providing services that directly impact
households transitioning out of poverty.

Services we provide: You can pick up an application at the
following locations:

e Case Management o ' . _

¢ Tuition Assistance mmunity Action Eemce Center
¢ Affordable Housing 100§ 2? .St

¢  Uility Assistance Corpus Christi, TX. 78405

¢  Weatherization 361-882-4193

¢ Heating and Cooling _

e Home Preservation Rural Seg(ﬁeEcﬁat?r: (8705510“’“)
e Information and Referral Robstown' ™ 75380

s Public Notary i G 7_-1527
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FAMILY ENGAGEMENT OPPORTUNITIES

Family And Community
Engagement
(F.A.C.E.) Mectings

Let's FA.C.E the future of our children together!
Monthly center parent meetings. Parents/ Primary Caregivers learn
about a wide variety of topics, including, but not limited to:

@ Healthy Cooking & Community Resources
L Healthy <2 Literacy
R < Emergencies/Hazards

& Parent-Child Activities
<% Adult Education/Job

Training
L4 Child & Family Well &
Being

< Behavior Issues
School Readiness

o Financial Literacy

Fathers Actively Involved
Through Head Start

(F.A.LT.H.) Activities

The goal of our male involvement activities is to provide a supportive,
educational and father friendly environment to all father figures
involved in the lives of our children.

Wellness/IMIL (I'm Moving,
I'm Leaming) for Families
Meetings

Wellness/IMIL Meetings provide families with activities and
information on the importance of physical activity, preventive care,
mental care and healthy lifestyle.

Family Engagement
Mini-Conferences

Quarterly Conferences focused on providing parents with resourceful
information and education on topics such as: parenting skills, self-care,
stress management, School Readiness, school transitions, etc.

Policy Council

Elected Policy Council members represent their center at monthly
Policy Council meetings and participate in making decisions for the
program.

Home Connections Calendars

Calendars with activities for parents to work with their child at home.
Reading is so important!

School Readiness & Family

The SR&FE Advisory meets twice a year to reccommend strategies to
improve children’s school readiness skills and strengthen partnerships

Engagement Advisory with families, community and staff,
. . The HSAC meets Quarterly to recommend strategies to support
Health gzr:;i?:t;dwsory Health, Safety, Nutrition and Mental Health initiatives in the program

and community.
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Grandparents and Other
Relatives Raising Children
Conference

Yearly conference focused on providing resourceful information on
several issues such as: legal, medical, educational, etc. for
grandparents and other relatives raising children.

Engagement opportunities in
the classroom or Center:

Parents have a variety of opportunities to participate in the Program
and engage in their children's education.

They are welcome to: assist staff with the activities in the classroom or
in the playground, help teachers prepare materials for
activities/classroom at the center or from home, share their craft skills
with other parents or children in the classroom, assist in event planning
committees, attend agency/center/classroom events, etc.

B.LE. (Partners In Education)
Empowerment Groups

Our P.LE. meetings offer parents the opportunity to connect with other
parents and the community, and provide supportive and resourceful

information on childhood development, parenting skills, and self-care
skills.

STEP (Systematic Teaching for
Effective Parenting) Meetings

A research-based curriculum, the STEP Program focuses on
improving parent/child communication and helping children learn
from the consequences of their own choices. The program helps
parents to understand young children’s behaviors and provide them
with strategies to handle challenging behaviors.

Ready4K Parenting Curriculum

Ready 4K is a free text message service that helps busy parents and
caregivers. Each week, Ready4K texts three tips, facts, and messages
that help build language and literacy skills.
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1303.4 NON-FEDERAL MATCH
IN- KIND
45 CFR 92.3

What is in-kind?

In-kind means any charitable giving in which, instead of giving money to buy needed goods and
services, the goods and services themselves are given to by volunteering time and/or providing approved
needed items.

Why do we need it?

In order to continue receiving Federal Funding, each Head Start Program MUST receive donations from
the community (NON-FEDERAL MATCH). The donations must equal, at least, 25% of the total dollar
amount that comes from the Federal Government.

What Happens If Qur Program does not meet the 25% Requirement?

If we do not meet the 25% In-Kind requirement, we have two choices:

> Pay the government back 25% dollar amount the program received, or

> Close Our Program Down

IMPORTANT NOTE: In-kind forms are legal documents utilized to record our federal non-share goals
and it is a federal offense to knowingly submit falsified documents for the purpose meeting
in-kind requirements.

> By volunteering their time, parents, family members and community partners help the program
meet the non-federal share requirement.

> NCCAA staff meets with parents and staff at Parent Meetings, Cluster Meetings, Coordinators
Meetings, and on a regular basis, to:
o Share In-kind Goals Status
Discuss strategies to meet Center, Classroom, and Component Goals
Identify barriers
Plan activities
Etc.

o 0 O 0O
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Examples of Donations

Volunteer Time Goaods donations
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< Helping at Center/Classroom % Nutritional store-bought food/snacks for

center events

<] Attending Center Committee Meetings & OB O O e T

®,

& Attend Center events & School, art supplies or materials for

thematic units/support curriculum
& Representing Center at the Policy Council . .
<> Equipment bought by the Parent Committee

with funds from a fundraiser
@ Attending Agency events with the children | &

meetings

Soliciting donations from the Community,

< Planning or helping with activities for the * ete.
Center/classroom,
% etc.

** Refer to the Family Engagement Opportunities
section enrthe-previous-page-for-morc-informatton:
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1302.34 (b) (4) VOLUNTEERS

Regular and Frequent Volunteers
Regularly or frequently present at an operation--The definition means:
(A) A person is regularly or frequently present at an operation if the person:
(i) Is present at an operation on a scheduled basis;

(ii) Visits the operation three or more times in a 30-day period, with each visit being a period
of time of less than 24 hours, and with multiple or periodic visits to an operation within the same
day counting as one visit;

(C) For a child day-care operation, parents are not regularly or frequently present at an
operation solely because they are visiting their child, which may include dropping off or
picking up their child, eating lunch with their child, visiting or observing their child, or
consoling their child. However, a parent may be regularly or frequently present at an
operation if he or she volunteers at an operation or is otherwise present at an operation for a
reason other than visiting his or her child.

CENTER/ CLASSROOM REQUIREMENTS

1) For the safety of the children, NCCAA Birth-To-Head Start requires frequent and regular
volunteers, who ARE COUNTED in the staff/child ratio, to meet, obtain and review the following:

& Clear background check

% Fingerprinting

< TB screening

& Affidavit

<> Food Handler’s training

< Overview of Minimum Standards
< NCCAA’s Operational Policies

< NCCAA Birth to Five Head Start Program Child Maltreatment Reporting Policy and

< Procedures and Reporting Procedures for Suspected Child Maltreatment Involving NCCAA

Employees, Sudden Infant Death Syndrome (SIDS), Shaken Baby Syndrome (SBS) and Early Brain
Development (EBD)

< The procedures to follow in handling emergencies;
< The use and location of fire extinguishers and first aid equipment
% High School Diploma

@ Civil Rights training
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L English:

https://theicn.docebosaas.com/learn/course/external/view/elearning/122/civil-rights-in-child-nutrition-pr
ograms

L Spanish:

https://theicn.docebosaas.com/learn/course/external/view/elearning/199/derechos-civiles-en-los-

as-de-nutricion-infantil

< 8 hours of pre-service

< 18 years old or older

**% Volunteer Training will be provided during
New Staff Orientation or as needed.
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2) NCCAA Birth-To-Head Start requires frequent and regular volunteers, who are NOT
COUNTED in the staff/child ratio; to obtain and review the following:

< Clear background check

< TB screening

<> Affidavit

<> Overview of Minimum Standards
& NCCAA’s Operational Policies

< NCCAA Birth to Five Head Start Program Child Maltreatment Reporting Policy and Procedures

and Reporting Procedures for Suspected Child Maltreatment Involving NCCAA Employees, Sudden
Infant Death Syndrome (SIDS), Shaken Baby Syndrome (SBS) and Early Brain Development (EBD)

<& The procedures to follow in handling emergencies
& The use and location of fire extinguishers and first aid equipment

¢ Civil Rights training

@ English:
/ftheicn

< 18 years or older

*%% Volunteer Training will be provided by Site
Based Managers as needed.

1
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WE RECOGNIZE OUR
VOLUNTEERS

Parents who contribute 50 or more hours of
“Volunteer in Classroom” qualify to attend the
Volunteer Recognition Event
at the end of the school year.

At this event, we present awards to
the EHS Volunteer of the Year and
the HS Volunteer of the Year.

IN-KIND CORONATION

In addition, we have our In-kind Coronation
where the boy and girl with the highest family
participation in each division (EHS and HS) will
be crowned In-kind
King and Queen of the Program.
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SOLICITATION OF DONATIONS

Parents and/or staff are welcome to solicit donations on behalf of NCCAA
Birth-to-Five Head Start Program.

»  When soliciting donations, the Solicitation of Donation Letter/ In-kind

Contribution Statement MUST be used. The letter can be requested to the Site
Based Manager or Family Advocate.

NOTE: Absolutely no cash donations

accepted!

NULCLS COUNTY COMMUNITY ACTION AGENCY
Birth-1o-Five Head S{acd Program
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1302.70-72 TRANSITION SERVICES

Transition practices refer to the events, activities, and processes associated with key changes between
environments during the early childhood years. Parent participation in transition activities prior to the
new school year or educational setting is strongly associated with children’s self-confidence, liking of
school, and overall happiness in kindergarten (Hubbell, Plantz, Condelli, & Barrett, 1987).

Parent Orientation and other opportunities are available for parents and children to ensure a smooth
transition into the Program. A tour to a Birth-to-Five Head Start Center and Meet the Center Staff are
Jjust some examples of transition activities.

NCCAA Birth-To-Five Head Start staff conducts transition meetings to help parents advocate for and
promote successful transitions to the next educational setting. The topics of discussion are child’s and
family’s progress, development, health status, parent’s roles and responsibilities, etc.

NCCAA Birth to Five Head Start Program Transitions

P From home/childcare to Early Head Start or Head Start

< From Expectant Women’s Program to Early Head Start

L
0‘0

From Early Head Start to Head Start

* NCCAA Birth-To-Five Head Start staff conducts transition meetings with families, at least six
months prior to the child’s 3", birthday.

» Times designated for children to transition from Early Head Start to Head Start are based on
the child’s birthday and are as follows:
e Children whose birthdays fall between September — December will transition after winter

break.

e Children whose birthdays fall between January — Spring break will transition after Spring
break

e Children whose birthdays fall after Spring break — August will transition at the end of the
year.

o Age and income eligible children may transition three times during the year into the
Preschool Program upon their third birthday if an enrollment slot is available

< From Head Start to Kindergarten

* NCCAA Birth-To-Five Head Start staff conducts Transition Meetings starting in April.
* A Kindergarten Conference is conducted in May

»  Staff encourages parents to visit a local elementary school with their children. This is an

opportunity for parents to advocate for their child’s next setting by asking questions
regarding curriculum, discipline, dress code, how a parent can become active as a volunteer
in the school/classroom, or any available opportunities for parent involvement.

»  Starting in April thru the remainder of the school year, NCCAA Staff practices Cafeteria

Style Service to help children familiarize with the transition to kindergarten and foster
confidence about such transition.
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PROCEDURES FOR RELEASE OF CHILDREN
Performance Standards: 1302.47 5(v)

Minimum Standards: §746.4103, §746.4101

< Children must be signed in and out upon atrival and departure on the IPAD using the ChildPlus

Attendance App. Parent/ Primary Caregiver must ensure that all emergency contacts (phone numbers)
including himself/herself are up to date (in case of an emergency).

< The center staff ensures that children are released only to you or an aduit designated by you.
o An adult is a person 18 years old or older
& Anytime an unfamiliar adult picks up a child, the Center staff will ask for a Driver's License or

Department of Public Safety (DPS) Identification Card and make certain the name indicated is on the
Emergency Contact List for the release of the child.

@ No child will be released to anyone whose name does not appear on the Emergency Contacts,
unless the Parent/Primary Caregiver calls to authorize the release to that person.

@ Staff will take a picture of the Driver’s License or Department of Public Safety (DPS)

Identification Card number using the agency IPAD. The DL/ID pictures will be deleted at the end of the
school year.

<& If an emergency arises, the Parent/ Primary Caregiver can call to authorize the release of a child
to an unauthorized adult (must provide valid Identification when picking up the child). The center staff
must verify the caller is actually the Parent/ Primary Caregiver. Verification of caller will be made by
asking for any of the following items:

(1) Parent/ Primary Caregiver’s address

(2) Parent/ Primary Caregiver’s Birthday,

(3) Child's Identifying Marks,

{4) Child's Birth date

< If a child is not picked up 30 minutes after their scheduled pick up time and all Emergency
Contacts have been attempted then the proper authorities will be contacted (i.e. Police, Department of
Family & Child Protective Services).

IMPORTANT NOTICE

Nueces County Community Action Agency Birth-to-Five Head Start ensures your child's safety by
implementing the following procedures.

If an emergency contact arrives and appears intoxicated/chemically impaired, the following steps will be
taken.

L. The manager/lead teacher will inform the “pick-up person” that he/she feels it is unsafe for the
child to ride with him/her, and the local police will be notified.

2. The parent/other persons on the emergency contact list will be called to pick up the adult and
child.

The Texas Child Care Licensing states (746.4101) that we may not legally prevent the child from
being picked up by a parent or person designated by the parent.

The agency staff will take the following action if the adult leaves with the child.

1. The parent/pick-up person and their license plate number will be reported to the police.
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The center will contact the Department of Children and Family Services.
A meeting will be held with the family within 24 hours.

Revised 07/2022

PEDESTRIAN SAFETY

Birth-to-Five Head Start Staff provides pedestrian and car safety training to children in the classroom, as
part of the Lesson Plan, and for parents at F.A.C.E. Parent Meetings. The issues covered include (but are
not limited to):

&

&

*,
o

LI

Street Crossing Safety Rules

Safety Walking Rules

Bike Safety Rules

Car Ride Safety

Summer Car Safety (Heat prevention)

Etc.

“Walk This Way”
https://www.youtube.com/watch?v=-120X6zQEyU

“Educacion Vial”

https://www.youtube.com/watch?v=uLy8OpxS5SOU

** Parents are encouraged to review these rules with their child regularly**
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EMERGENCY PROTOCOL

@ The Site Base Manager or designee will always contact the Program Director after immediate
emergency condition is met (example: calling 911 for appropriate situations)

< Every center has its own Hurricane Preparedness Plan. Severe weather drills are conducted every
three months

> All NCCAA Birth to Five Head Start Centers have annual fire inspections and monthly fire
drills.

2 All employees receive fire extinguisher training annually.

FIRE, EXPLOSION, TOXIC FUMES, CHEMICAL SPILLS/RELEASE
OR BOMB THREAT

Evacuate and Relocate

1) Children and others will be evacuated and relocated to a designated area. (Refer to the
Relocation and Evacuation Plans and Maps for each individual Center in the Handbook’s
Appendix)

2) Teacher will:

@ Call 911 for emergency personnel (police, fire or rescue team) from a phone outside
the centers.

*,
Lo

Be prepared to provide the following:
& Name and address of facility
< Name and address of relocation site

@ Call back phone number

% Number of person(s) missing, if any

3) Site Base Manager or designee notifies Program Director or CEO
4) Assistant Teacher will:

L Take attendance and report using the red/green card system

L Reassure children and supervise thern at all times

Authorities will determine when building is safe to re-enter

Shelter in Place
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1) Children and others present should move/remain indoors

2) Children and others present should stay in a room with the fewest windows and doors
3) All doors and windows must remain shut

4) All cooling and heating systems must be turned off

5) All windows and doors must be taped and sealed, if possible

6) Wet, clean towels must be placed under door to absorb toxic fumes

7) Parents are encouraged to keep the children at the center to avoid exposing them

8) Authorities will determine when it is safe to exit the building

IMPORTANT NOTICE: In case of Center Lockdown due to Chemical or Bichazard Alert,
doors will not be opened until an All-Clear has been issued by proper authorities.

** Centers can also be on Lockdown in the event of violence or criminal activity near
the facilities**

High Winds or Tornado Warning/Threat

1) Children/Staff present will remain indoors

2) Children/Staff present will move to rooms with the most central structure in the
building to support falling debris or cave-ins

3) Rooms with wide roof expansions and external walls will be shelter-of last resort.

4) Children and others present will take the duck and cover position and remain in place
until the danger of flying objects has passed

5) Dial 911 if necessary; then contact the Program Director or the CEO

High Water or Flood
Staff will:
1) Remain calm and reassure children
2) Check for signs of rising water during heavy downpours
3) Prepare to evacuate at the first sign of rising water

4) Arrange for high vehicles to evacuate children
* 6-8 inches of water can cause a stream and possible flash flood
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HEALTH AND SAFETY

ILLNESS AND EXCLUSION CRITERIA
Daily Child Health Check

L The Birth-to-Five Head Start classroom staff conducts a Daily Health Check every morning.

A

< Whoever brings the child to school should wait until the health check is completed before
leaving.

L

< Staff will be checking for cuts, bumps, bruises, scars, stitches, casts, sores, head lice, drainage
from eyes, ears, nose, cough, wheezing, fever, rash, cleanliness or limping, and temperature elevation.

L4 Children may not be able to atiend class when they are ill.

§746.3601. We must not allow an ill child to attend the child-care center if one or more of the
following exists:

o Diarrhea [Uncontrolled diarrhea: stool is not contained in the diaper and/or exceeds two or more
stools above the normal for that child; and a toilet-trained child’s diarrhea is causing soiled pants and

clothing.] (THHS, Minimum Standards for Child Care Centers, March 2023, p—196) 197). Technical
Assistance. Revised 1/2024.
o

o Vomiting [Two or more vomiting episodes in 24 hours (THHS, Minimum Standards for Child
Care Centers, March 2023, p. 195).

§746.3606. When may a child who was ill return to my child-care center?

% Subchapter R, Health Practices Division 3, Iliness and Injury April 2017

<> A child who was ill may return to your child-care center when:
1) The child is free of symptoms of illness for 24 hours [Medium]; or
2) You have obtained a health care professional's statement that the child no longer has an

excludable disease or condition. [Medium] (THHS, Minimum Standards for Child Care Centers, March
2023, p—15H p. 196). Revised 1/2024.

> Temperature as noted below:

o) According to the Texas Health and Human Services (THHS), the types of illness that would
prohibit a child from attending the child-care center inctudes:- if one or more of the following exists:

1. “The illness prevents the child from participating comfortably in child-care center activities
including outdoor play [Medium];

2, The illness results in a greater need for care than caregivers can provide without compromising
the health, safety, and supervision of the other children in care [Medium-High];

3. The child has one of the following (unless a medical evaluation by a health-care professional
indicates that you can include in the child-care centers’ activities);

. {A) An oral temperature above 101 degrees that is accompanied by behavior changes or other
signs or symptoms of illness [Medium];
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. (B) A tympanic (ear) temperature above 100 degrees that is accompanied by behavior changes or
other signs or symptoms of illness. Tympanic thermometers are not recommended for children under six
months old [Medium];

. {C) An axillary (armpit) temperature above 100 degrees that is accompanied by behavior
changes or other signs or symptoms of illness [Medium];

. (D) An infrared temporal (forehead) temperature above 100 degrees that is accompanied by
behavior changes or other signs or symptoms of iliness [Medium];

. (E) Symptoms and signs of possible severe illness such as lethargy, abnormal breathing,

uncontrolled diarrhea, two or more vomiting episodes in 24 hours, rash with fever, mouth sores with
drooling, behavior changes, or other signs that the child may be severely ill [Medium]; or

(4)A health-care professional has diagnosed the child with a communicable disease, and the child does
not have medical documentation to indicate that the child is no longer contagious. [Medium].” (THHS,
Minimum Standards for Child Care Centers, March 2023, p—195y~ p. 196). Revised: 1/2024

< A child who appears ill will not be admitted to the center unless approved by a Site Base

Manager or Health staff.

<> If a child becomes ill during school hours, parent(s) will be contacted and expected to pick up the
child within 30 minutes unless other arrangements have been made.

Head Lice
% In accordance with our Health and Safety Policy & Procedures Manual, the Short Term

Exclusion and Admittance Policy states, “Children will be excluded if ... The child has head lice and/or

nits. Children may be readmitted after all lice and nits have been removed. The Birth-to-Five Head Start
Program will provide medicated shampoo for families and as needed for other children in their family.”

Teacher/CDS or Health staff will assist if families need the treatment shampoo.

< The NCCAA Birth-to-Five Head Start Program requires that the hair be free of nits/bugs to

prevent the spread of head lice to the entire class.

<> Teachers/CDS will check the children’s hair to determine the presence of head lice. If head lice

are present, the child will be sent home immediately with a note asking parent/primary caregiver to
clean the child's head before he/she returns to school. The eggs must be removed with a fine tooth comb
or handpicked. The eggs hatch in two (2) weeks; therefore, a repeated treatment may be necessary.

< Head Start children enrolled in public schools will follow the collaborative partner guidelines.
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Return to School Policy

@ Parents/Primary Caregivers must notify staff (i.e., Teacher, Family Advocate, and/or
Site-Base Manager} when a child is ready to return to school.

< Staff may require additional information before allowing the child to return to the classroom.
< When a child has been out because of a communicable illness or an injury, staff may require the
parent/primary caregiver to bring a doctor’s release.

L4 For children who have been absent due to illness for 3 or more consecutive days, documentation
from a health-care professional stating that the child may return to class is required.

PROCEDURES FOR HANDLING MEDICAL EMERGENCIES

o Parents/Primary Caregivers will be notified immediately following an accident or incident

involving their child. If Parent/Primary Caregiver cannot be reached staff will contact the individuals on
the Emergency Contact.

< If the child needs additional medical care, parents/primary Caregiver will be required to pick up
the child.

& If the child has suffered a severe injury or illness, the staff will call 911
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PROCEDURES FOR PARENTAL NOTIFICATIONS

Parent Advisory

@ A Parent Advisory will be issued within 24 hours of an outbreak of a communicable disease or
of a serious incident that could be unsafe to the children.

L The form provides information about the type of disease or incident, the time and date it was

noted and any special instructions. Parents/Primary Caregivers may receive applicable  informational
handouts.

Incident/Illness Report

< After a child has been involved in an incident/or illness, the parent/primary caregiver will review
and sign the Incident/Illness Report.

PROCEDURES FOR DISPENSING MEDICATIONS,
OR A STATEMENT THAT MEDICATION WAS NOT GIVEN

Medication Administration Policy

Medication will be administered to children following Head Start Procedures approved by the Health
Services Advisory Committee.

< NCCAA will only administer medication that must be given during programs hours of operation.
For example, if a medication is to be given 3 times a day, NCCAA will only administer medications one
per day.

<® The first and last dose of medication should be given at home as prescribed.

<> Parents/Primary Caregivers should also give the first dose of any newly prescribed medication at

home to monitor the child for reactions to medication. Parent/Primary Caregivers have the choice to give
medication to their child during the class day. They should communicate with the child’s teacher about
possible side effects that may occur.

@ There are times when medication may need to be given more frequently or for chronic conditions
such as asthma. All medications/treatments will require an Individualized Health Care Plan or an
Asthma Action Plan/Seizure Action Plan from the child’s doctor.

& Classroom staff will administer medication only after Parent/Primary Caregivers have signed and
completely filled out the Authorization for Medication Administration Form.

L Medication must be in the original container that is labeled by a pharmacist/physician. Labels

should include the child’s name, the name of the medication, dosage, and route of administration. Date
of prescription, name of the prescribing physician, expiration date as well as the instructions for the
frequency, usage, and duration of administration must be included on the prescription label. If the label
has been tampered with, altered or cannot be read, medication may not be administered. IHCP and the
medication bottle label must match.

< A physician may prescribe medication for a recurring problem or chronic condition. The
instructions should include conditions for usage (i.e. wheezing, rash appears).
<> The Birth-To-Five Head Start Program does not allow for any medication that has been issued to
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any of our Head Start Centers/Classrooms to be returned to parent/primary caregiver in order for the
medication to be administered away from the Center/Classroom. Parent/Primary Caregiver must ensure
that they receive doctor’s orders to get duplicate medications from the pharmacy if the medication needs
to be administered both at school and at home. Medications will be returned only to the parent/primary
caregiver if the medication has expired, or the doctor’s orders have expired, or if the Center/Classroom
receives a doctor's order to discontinue the administration of medication.

<> Medication will not be used beyond the date of expiration on the container or past the

instructions provided by the physician on the medication label. Each dose of medication administered to
the child will be documented in ink and signed (full name) by the staff member administering the
medication and by the witness to medication administration. Any changes in behavior or refusals will be
documented and reported to the Parent/Primary Caregiver and the Site-Based Manager.

< If a medication error leads to a serious reaction, 911 may be contacted to activate the Emergency

Medical System (EMS). Any medication errors (wrong dosage, wrong time, wrong child, wrong
medication, and/or wrong route) will be immediately reported to the Health Staff, Site-Base Manager
and Parent/Primary Caregiver. The Site-Base Manager will notify the Parent/Primary Caregiver of the
incident. An incident report is completed and Child Care Licensing is notified of medication error.

HYGIENE AND HAND WASHING

Scrub hands with liquid soap and warm running water for 20 seconds
Rinse hands well with running water
Dry hands with paper towels

Use a paper towel to turn off the faucet.

A

Dispose of used paper towels in designated waste basket
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WHY DO WE HAVE TO CONTINUALLY BRING IN THE UPDATED MEDICAL
INFORMATION?

The medical documentation that the Health Component requests from our families is to ensure that the
agency is in compliance with OHS Performance Standards.

Performance Standard 1302.42 (b)(1)(i) states:

“Obtain determinations from health care and oral health care professionals as to whether or not the child
is up-to-date on a schedule of age appropriate preventive and primary medical and oral health care,
based on: the well-child visits and dental periodicity schedules as prescribed by the Early and Periodic
Screening, Diagnosis, and Treatment (EPSDT) program of the Medicaid agency of the state in which
they operate, immunization recommendations issued by the Centers for Disease Control and Prevention,
and any additional recommendations from the local Health Services Advisory Committee that are based
on prevalent community health problems;”

The Standards further state:

(ii) Assist parents with making arrangements to bring the child up-to-date as quickly as possible; and, if
necessary, directly facilitate provision of health services to bring the child up-to-date with parent consent
as described in §1302.41(b)(1).

(c) Ongoing care. (1) A program must help parents continue to follow recommended schedules of
well-child and oral health care.

{d) (2) A program must develop a system to track referrals and services provided and monitor the
implementation of a follow-up plan to meet any treatment needs associated with a health, oral health,
social and emotional, or developmental problem.

MEDICAL REQUIREMENT PRACTICES

§746.1105(2)

Each child-care center employee must:

(2) Have a current record of a tuberculosis examination, showing the employees free of contagious TB,
if required by the Texas De[art,emt pf State Health Services or local health authority [Low]; (THHS,
Minimum Standards for Child Care Centers, March 2023, p—9%) p. 72). Revised: 1/2024
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Immunization Policy

Qur program requires all children to be up-to-date with immunizations at enrollment and throughout the
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NCCAA requires that all immunizations due between four and six years of age must be administered at age four. This
is a recommendation supported by the Health Services Advisory Committee.
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What diseases do these vaccines protect against?

VACCINE - PREVEMTABLE OISEASE
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TEXAS IMMUNIZATION SCHEDULE

2024 - 2025 Texas Minimum State Vaccine Requirements for Childcare and Pre-k Facilities

This chart summarizes the vaccine requirements incorporated in the Texas Administrative Code (TAC), Titie 25 Health Services, §§97.61-9272. This chart 1s
not intended as a substitute for consulting the TAC, which has olher provisions and details. The Department of State Health Services (DSHS) 15 granted
authority to set immunization requirements for childcare facilities by the Human Resources Code, Chapter 42,

& chitd shall show acceptable evidence of vaccination prior 10 entry, atlendance, or transfer to a childcare facility in Texas,

Age at which Minimum Number of Doses Required of Exch Vactine

g::n':’“:;m D'phthm'-.n. lip Hepamis.a ) Haemogphilus Pneumococtal | Measles, Mumps. varicellat+* Hepatilis A

1) Totq_-'-u.--l {HepB influenzae Eype conjugate and Rub{:l‘ld (Hepa}

compiance Pertussis [BlaP) b {Hit) vaccine {PCY) MMR)

Zeto through

wo months

By lhree months | One dose e dose Qe dose One dose One dose

By frve months Two dose wo doses iwo doses Two doses Two doses

By seven months [ Three dose: Two doses wo doses Two doses Three doses

By 16 manths Three dose: Two doses Two doses Thiee doses Four doses One dose One dose

By 19 months Four doses hree doses Three doses Three doses Four doses One dose One dose

By 25 morths Four duses ihree doses Thies doses Three doses Four doses One dose One dose One dose

By 43 manths Four doses re@ doses Thiee doses Three dases Four doses One dose One dose Two doses

Serologic evidence of infection or serologic confirmaton of immunity to measles, mumps, rubella, hepautis B, hepatitis A, or varicella is acceptable in place of vaccine.

A complele Hib series is two doses plus a booster dose on or alter 12 months of age (three doses total). If a child receives the first dose of Hib vaccine
at 12 - 14 months of age, only one additional dose is required (two 0oses wW1al). Any child who has received a single dose of Hib vaccine on or after 15 - 59
months of age is in compliance with these specified vaccine requirements. Children 60 months of age and older are not required Lo receive Hib vacone.

If the PLV series is started when a child is seven months of age or older or the child is delinquent in Lhe series, then atl four doses may not be required
Please reference the information below to assist with compliance:

for children seven through 11 months of age, two doses are required.

For children 12 - 23 months of age: if three doses have been received prior to 12 months of age, then an additional dose is required (total of four doses}
on or after 12 months of age. Il one or two doses were received prior Lo 12 months of age, then a total of three doses are required with at least one
dose on or after 12 months of age. If zero doses have been received, then two doses are required with both doses on or after 12 months of age

Children 24 months thfough 59 months meet the requirement if they have at least three doses with one dose on or after 12 months of age, or two
doses with both doses on or after 12 months of age, or one dose on or after 24 months of age. Othervise, an additional dose is required. Children 60
months of age and older are not required to receive POV vaccine.
For MMR, Varicella, and Hepatitis A vactines, the first dose must be given on or after the first birthday. Vactine doses adninistered within four days before
the first birthday will satisfy this requirement.
Previous illness may be documented with a written statement from a physician, school nurse, or the child’s parent or guardian containing warding such

as: "This is to verify that {name of child) had varicella disease {chickenpox) on of about {date) and does not need varicella vaccine” The written statement
will be acceptable in place of any, and all varicelia vaccing doses required,

INFORMATION ON EXCLUSIONS FROM IMMUNIZATION REQUIREMENTS, PROVISIONAL ENROLLMENT, AND
ACCEPTABLE DOCUMENTATION OF IMMUNIZATIONS MAY BE FOUND IN §97.62, §97.66, aND §97.68 oF THE
TEXAS ADMINISTRATIVE CODE, RESPECTIVELY AND ONLINE AT
HTTPS://WWW . DSHS.TEXAS.GOV/IMMUNIZATIONS/SCHOOL.

EXEMPTIONS
TEXAS LAW ALLOWS (A) PHYSICIANS TO WRITE MEDICAL EXEMPTION STATEMENTS WHICH CLEARLY STATE A
MEDICAL REASON EXISTS THAT THE PERSON CANNOT RECEIVE SPECIFIC VACCINES, AND (B) PARENTS/GUARDIANS
TO CHOOSE AN EXEMPTION FROM IMMUNIZATION REQUIREMENTS FOR REASONS OF CONSCIENCE, INCLUDING A
RELIGIOUS BELIEF. THE LAW DOES NOT ALLOW PARENTS/GUARDIANS TO ELECT AN EXEMPTION SIMPLY BECAUSE
OF INCONVENIENCE {FOR EXAMPLE, A RECORD IS LOST OR INCOMPLETE AND IT IS TOO MUCH TROUBLE TO GO
TO A PHYSICIAN OR CLINIC TO CORRECT THE PROBLEM). SCHOOLS SHOULD MAINTAIN AN UP-TO-DATE LIST OF
STUDENTS WITH EXEMPTIONS, SO THEY MAY BE EXCLUDED IN TIMES OF EMERGENCY OR EPIDEMIC DECLARED BY
THE COMMISSIONER OF PUBLIC HEALTH. INSTRUCTIONS FOR REQUESTING THE OFFICIAL EXEMPTION AFFIDAVIT
THAT MUST BE SIGNED BY PARENTS/GUARDIANS CHOOSING THE EXEMPTION FOR REASONS OF CONSCIENCE,
INCLUDING A RELIGIOUS BELIEF, CAN BE FOUND AT
WWW.DSHS.TEXAS.GOV/IMMUNIZATIONS/SCHOOL/EXEMPTIONS. THE ORIGINAL EXEMPTION AFFIDAVIT MUST BE
COMPLETED AND SUBMITTED TO THE SCHOOL. FOR CHILDREN CLAIMING MEDICAL EXEMPTIONS, A WRITTEN
STATEMENT BY THE PHYSICIAN MUST BE SUBMITTED TO THE SCHOOL, UUNLESS IT IS WRITTEN IN THE STATEMENT
THAT A LIFELONG CONDITION EXISTS, THE EXEMPTION STATEMENT IS VALID FOR ONLY ONE YEAR FROM THE
DATE SIGNED BY THE PHYSICIAN.
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DOCUMENTATION
SINCE MANY TYPES OF PERSONAL IMMUNIZATION RECORDS ARE IN USE, ANY DOCUMENT WILL BE ACCEPTABLE
PROVIDED A PHYSICIAN OR PUBLIC HEALTH PERSONNEL HAS VALIDATED IT. VALIDATION INCLUDES A
SIGNATURE, INITIALS, OR STAMP, AN IMMUNIZATION RECORD GENERATED FROM AN ELECTRONIC HEALTH
RECORD MUST INCLUDE CLINIC CONTACT INFORMATION AND THE PROVIDER’S SIGNATURE/STAMP, ALONG WITH
THE VACCINE NAME AND VACCINATION DATE (MONTH, DAY, AND YEAR). AN OFFICIAL RECORD GENERATED FROM
A HEALTH AUTHORITY IS ACCEPTABLE. AN OFFICIAL RECORD RECEIVED FROM SCHOOL OFFICIALS, INCLUDING A
RECORD FROM ANOTHER STATE IS ACCEPTABLE.

HTTPS://WWW.DSHS.TEXAS.GOV/SITES/DEFAULT/FILES/LIDS-IMMUNIZATIONS/PDF/PDF_ST
0OCK/6-15.PDF
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SCREENING REQUIREMENT'S
Screenings and Assessments

Screenings are part of a physical exam/well child care and should be performed by the child’s doctor. If
a child’s doctor is unable to complete the screenings, Head Start Health staff will perform the screenings
or provide referrals to outside services. Health Staff, Disability Services, and the Teacher/CDS ensure
that all the screenings listed below have been completed before a child’s 45 and/or the 90 day of entry
into the program.

@ TB questionnaire is required to be completed for all children at enrollment in accordance to the
EPSDT schedule

o Follow up testing may be required for TB screening

< Lead Risk Questionnaire is required to be completed for all children at enrollment and it is

used to identify children who may need to be tested for lead exposure

@ Vision Screening - Screen for possible vision concerns
& Hearing Screening - Screen for possible hearing concerns
< Speech Screening - Screen to determine any speech/language concerns

< Anemia Screening- Screen to determine the level of healthy red blood cells
@ Lead Screening- Screen to determine the level of lead in the blood

NOTE: All health screenings, daily health checks, recording/completing health
forms and all action, interventions, documentation, etc., will be conducted and
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completed according to the established Birth-to-Five Head Start Procedures.
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Lexas Fisatth Steps Medical Checkup Veriodiniy Schedule for Indants, Chilgren, and Adolzscenis
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NOTICE: Effective the school year 2022-2023, a current physical/well-child
check will be required at ENROLLMENT. A child will not be able to start
school until a current physical/well-child check is provided. A current dental
exam will also be requested at the time of enrollment. If a child’s physical
exam/well-child check expires after the start of school, the parent will have 5
days to submit a current physical exam. The child will not be allowed to
return to the classroom until the Center receives a current physical.

§746.611. (b).

You must have a health statement on file at the center, within one week after
the date of admission, for each child who does not attend pre-kindergarten or
school away from the child-care center.

Technical Assistance: Health status information is critical to ensuring that the
individual needs of children are met, while protecting the health and safety of

all children in care. (THHS, Minimum Standards for Child Care Centers, March 2023, p—395)p.
42). Revised: 1/2024

A current dental exam will also be requested at the time of enrollment. If a
child’s physical exam/well-child check expires after the start of school, the
parent will have 5 days to submit a current physical exam. The child will not
be allowed to return to the classroom until the Center receives a current
physical.

1302.42(b)(1)(i)-

(1)Within 90 calendar days after the child first attends the
program....(i)Obtain determinations from health care and oral health care
professionals as to whether or not the child is up-to-date on a schedule...based
on: the well-child visits and dental periodicity schedules...
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COMMUNITY RESOURCE LIST

The NCCAA Health Department has compiled a list of local/community
resources to assist parents with their health care needs. The list includes
names and locations of area Medical Care Clinics, Pediatric Offices, Family
Practice Offices, Dental Care Offices, Medical and Dental Insurance Offices,
Mental Health Providers, COVID-19 Testing sites, how to obtain free
COVID-19 testing kits, and many more resources.

The Community Resources List can be found on the Parent Bulletin Board at

Centers and online at https://www.nccaatx.org/news.html
(RESOURCE LINKS FOR FAMILIES)

**x* Parent may request a copy from the Family Advocate***

COVID-19 PROTOCOL

The Birth-to-Five Program will continue to follow the COVID-19 Guidelines
as directed by the Office of Head Start.
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INFANT SLEEP EXCEPTION

§746.2426
Subchapter H, Basic Care Requirements for Infants April 2017

NCCAA Birth to Five Head Start Program does not allow infants to sleep in a restrictive device. If an
infant falls asleep in a restrictive device, the infant must be removed from the device and placed in a crib
as soon as possible. Infants may sleep in a restrictive device if parents have a completed Sleep
Exception Form that includes a signed statement from a health-care professional stating that the child
sleeping in a restrictive device is medically necessary.
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MEALS AND FOOD SERVICE PRACTICES

L We are regulated by the Child and Adult Care Food
Program (CACFP) to serve only nutritious foods

<> Our program offers hot, nutritious meals to our children

@ We are a strong supporter of healthy eating habits

<& Infants receive formula and baby food according to the

CACFP meal patterns

o Infants are fed upon demand, and toddlers/preschool Choose

children receive breakfast, lunch and snacks

@ Toddlers are not served foods that are considered a choking hazard

<> Effective as of 10/01/2017, menus comply with new meal patterns as required by USDA
L4 Menus provide 2/3's of your child's daily recommended allowance

L4 Children are offered whole grain-rich products served once/twice daily

<& Children are offered a Vitamin C source daily and a Vitamin A source three times a week
<> Head Start also offers a variety of foods, including cultural and ethnic menus

%> Foods served to our children provide high nutritional value

<> The Meal requirements are food-based and specify kinds and amounts of food for the five food

components required for lunch. Meal Patterns meet the requirements for both daily and weekly servings
for the different ages.

o The meal pattern is food-based and consists of five components:
g Fruit

. Vegetables (with Five vegetables subgroups})

. Grains

. Meat/Meat alternates

. Milk

What if a child has a food allergy or needs special foods because of medical reasons?

Head Start provides food substitutions if a child has a food allergy or for medical reasons at no cost to
Parents/Primary Caregivers. We do require an Allergy and Anaphylaxis Emergency Plan before
substitutions can be sent. Nutrition Services has 24 hours to make accommodations for a child’s dietary
need. Ifa child outgrows an allergy, an Individualized Health Care Plan for Special Dietary Needs is
needed to discontinue the food substitutions. The Individualized Health Care Plan for Dietary Needs
must be updated each program year. If the child can not have a food due to religious reasons, a note
from Parent/Primary Caregiver is required with sionatire,
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In accordance'with federal civil right;s law and U.S. Department of Agriculture (USDA) civil
rights regulations and policies, this institution is prohibited from discriminating on the basis of

race, color, national origin, sex (including gender identity and sexual orientation), disability, age,
or reprisal or retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with
disabilities who require alternative means of communication to obtain program information
(e.g., Braille, large print, audiotape, American Sign Language), should contact the responsible
state or local agency that administers the program or USDA’s TARGET Center at (202)
720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at (800)
877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027,
USDA Program Discrimination Complaint Form which can be obtained online at:
https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-
0508-0002-508-11-28-17Fax2Mail.pdf, from any USDA office, by calling (866) 632-9992, or
by writing a letter addressed to USDA. The letter must contain the complainant’s name, address,
telephone number, and a written description of the alleged discriminatory action in sufficient
detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an
alleged civil nights violation. The completed AD-3027 form or letter must be submitted to
USDA by:
1. mail:
U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410; or
2. fax:
(833) 256-1665 or (202) 690-7442; or
3. email:
program.intake@usda.gov
This institution is an equal opportunity provider.
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WIC: The Special Supplemental Nutrition Program for
Women, Infants, and Children

1. What is WIC?

WIC provides nutritious foods, nutrition education (including breastfeeding promotion and support), and
referrals to heaith and other social services to participants at no charge. WIC serves low-income

pregnant, postpartum and breastfeeding women, and infants and children up to age 5 who are at nutrition
risk.

The Texas Department of State Health Services (DSHS) administers this Federal program in Texas, to
pay for WIC foods, nutrition education, breastfeeding promotion and support, and administrative costs.

2. Who is eligible?

Pregnant women, women who are breastfeeding a baby under 1 year of age, women who have had a
baby in the past six months, and parents, step-parents, guardians, and foster parents of infants and
children under the age 5 can apply for their children. To be eligible on the basis of income, applicants’
income must fall at or below 185% of the U.S. Poverty Income Guidelines (see below).

A person who participates or has family members who participate in certain other benefit programs,
such as the Supplemental Nutrition Assistance Program, Medicaid, or Temporary Assistance for Needy
Families, automatically meets the income eligibility requirement.

WIC INCOME GUIDELINES

Join Texas WIC Ven a WIC de Texas

We're hare for you Estamos aqui para servirte

A3 8 WIE Chiwek. you il got lmnLa
iy b

Start now Cafl 1-800-942-3678 or visit TaxasWiC. or; Crapinga oy mieme_ Liams ol V8009433870 @ vislin Tacas Wil ey

© = i @ LWIC 2

3. What is “nutrition risk?”

Two major types of nutrition risk are recognized for WIC eligibility:

@ Medically-based risks such as a history of poor pregnancy outcome, underweight status, or
iron-deficiency anemia, and
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Diet based risks, such as poor eating habits that can lead to poor nutritional and health status,

Nutrition risk is determined through an initial health and diet screening at the WIC clinic.
4, What are the Health Benefits of WIC?

Studies show that WIC plays an important role in improving birth outcomes and containing health-care
costs. WIC has a positive impact on children’s diets. WIC improves infant-feeding practices by actively
promoting breastfeeding as the best method of feeding infants. WIC clients have improved rates of

childhood immunizations and a regular source of health care.

v

4N SN S SN S

v

Improved infant-feeding practices
Premature births reduced

Fetal death rate reduced

Low birth weight reduced
Long-term medical expenses reduced
Improved dietary intake

Improved cognitive development

Fewer premature births

5. How do I contact WIC?

Call 1-800-942-3678 or visit https://texaswic.org/
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BIRTHDAYS AND HOLIDAY CELEBRATIONS IN THE CLASSROOMS

Performance Standard: 1302.44 (a)(1)(2)(iii)(iv)- Child Nutrition- Nutritional Services
Reference: CACFP-

Purpose:

The Birth-to-Five Head Start Program promotes child wellness by providing nutrition services that
supplement and complement those of the home and the community. Preventive dental services and
treatment are designed to ensure that a child’s teeth and gums are healthy and that dental health
problems do not affect a child’s overall health. It allows the primary caregivers to celebrate the child’s
birthday to promote mental health and their individual self-esteem.

Procedure:

Infants

1. For infants turning one-year old, primary care givers may bring store bought plain small cockies
to celebrate the infant’s birthday. There must be enough cookies provided to all infant’s age 8 months
and older. Infants under the age of 8 months may not have cookies; however, they may participate in the
celebration.

Toddlers/Preschoolers:

1. This may consist of 100 % juice, fruit muffin, and animal cookies. A Fresh fruit cup will be
allowed to include any of the following: apples, bananas, melon, watermelon, and pineapple. If there is a
child in the classroom with a food allergy to an ingredient in the muffin (dairy, egg, wheat, soy, peanut
oil, etc.), then a substitution must be provided. Nutrition Services can provide food substitutions when
given a one-week notice.

2. All foods must be approved by the Food Production Specialist, and/or Nutrition Coordinator.
Goody bags may include but are not limited to fresh fruit, individually wrapped crackers & cheese,
animal crackers, and party favors (age appropriate) upon approval from the Nutrition Department.

3. Goody bags are only allowed for Valentine’s, Halloween, Christmas Day, Easter and the END of
the Year Celebration.

4. NO CANDY IS ALLOWED, however, toys and individually packaged allowable snack foods
may be used. Be careful of choking hazards.

2. Pizza or chicken nuggets (not both) will be allowed for Christmas, Easter and end of the year
celebration after snack.
3 Only during end of the year celebration is Cake allowed

Infants/Toddlers/Preschooler:
The birthday celebrations will be on the last Thursday of every month for all children celebrating that
given month. Requests must be submitted 2 weeks before the event.

All approved celebrations will be served after snack and will be served the last twenty (20)
minutes of class time.
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MENTAL HEALTH

Mental Health is a state of well-being. The objective of the Birth-to-Five Head Start Mental Health
services is to focus on building healthy relationships among children, families, and staff. The areas of
mental wellness consist of social-emotional, intellectual, and physical well-being. Social-emotional
wellness is the ability to make friends, to cooperate with others, and acceptance of feelings and
self-image. Intellectual wellness is having the ability to gather knowledge through stimulating learing
experiences. Physical wellness refers to the health of your body which is achieved through exercise and
proper nutrition.

v Initial Mental Health Screening — Staff and parents conduct an initial mental health screening on

all children utilizing the ASQ-SE2 Tool. The results of the screening will determine the child’s social
emotional needs and will be shared with the parents.

v On-Going Developmental Assessment — Staff will conduct on-going mental health assessments
on all children to further determine each child's social emotional progress and ensure individualization.

When a child’s behavior is of concern in the classroom or at home, a child staffing may be called
to meet with the parents/guardians and staff to discuss such concerns.

The following steps will be applied to foster the child’s social emotional skills.

1. Teaching staff documents and implements Conscious Discipline strategies and/or mental health
strategies issued by Disability/Mental Health Services or the Education Department on the lesson plan
for at least 4 weeks. Teaching staff will document the child’s behavior and strategies implemented and
results of the strategies into the agency database.

2. Teaching staff initiates the Disability/Mental Health Services ABC Data Log for at least 2 weeks.
3. SBM conducts a classroom observation, evaluates the classroom set up, and makes changes
accordingly. *The observation is on the teaching staff, not the child(ren) who are being referred.

4. SBM, Family Service Advocate and Teaching Staff conduct a child staffing with the
parent/guardian to discuss child concerns. Child Staffing form must be completed in ChildPlus. At this
child staffing, recommendation for a mental health referral can be discussed with the parent/guardian.

5. Submit a referral for Mental Health Services. SBM will submit the completed ABC Data Log(s)
along with the observation forms to the DMHS Department after referral has been submitted.

6. The Mental Health Services Department conducts a child observation. The DMHS Coordinator
and/or DMHS Specialist will indicate the recommendation(s} accordingly, such as implementation of the
ABC Behavior Support Plan or changed classroom assignment if possible.

7. A Child Staffing is conducted with content coordinators, parent/guardian and mental health
consultant. The FCP Coordinator will provide information on parenting curriculum offered by the
agency and other parenting resources in the community. Parents will be encouraged to participate in the
parenting classes/empowerment groups offered by the agency and the community.

8. Submit a child referral to Disability Services, if necessary or requested by parent/guardian.

9. The Site Base Manager must obtain authorization from the Disability/Mental Health Coordinator
or Head Start Director prior to contacting the parent/primary caregiver at home or work to pick up the
child, if the incident is severe enough to place the safety and welfare of the child and/or others at risk.
10.  Afier all efforts have been exhausted, the Center Variance Policy will be initiated for 30 business
days. The child will be escorted by the parent/primary caregiver daily in order for the child to attend
school during the Center Variance Plan hours. Parent/guardian or designated adult must not use
electronic devices, such as cellphones, earbuds, tablets, video games or use FaceTime, Snapchat or
social media while participating in the classroom. Center Variance Plan is contingent upon clearance of
the background check of the parent/primary caregiver or designated adult.

11.  The parent/primary caregiver will be encouraged to participate in the parenting
classes/empowerment groups offered by the agency and the community.
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12.  Ifthe child’s behavior improves, his/her progress will be reviewed and changes will be made
accordingly. If the behavior continues, the modified schedule will be extended and gradually increased
accordingly.

13.  The Center Variance Plan will be monitored by a child staffing committee and re-evaluated. If
the child’s behavior continues to be a concern, further action will be considered.

Center Variance Policy

The Center Variance Policy is a modified schedule developed by a child staffing committee to continue
to provide Head Start services, to minimize scheduled time in the classroom, and to provide an
individualized plan of action. In unusual circumstances, when, despite the provision of a well-managed
classroom, supplemented by well-implemented behavioral and mental health interventions, a child’s
behavior presents a significant threat to his/her safety or the safety of others, the program may have to
consider alternative means of serving the child and family. The purpose of Center Variance is to ensure
the parent/primary caregiver is continuously engaged and works together with the Nueces County
Community Action Agency Birth to Five Head Start Program staff. The FCP Coordinator will provide
information on parenting curriculum offered by the agency and other parenting resources in the
community. Parents will be encouraged to participate in the parenting classes/empowerment groups
offered by the agency and the community. The child staffing committee and parent/primary caregiver
will work together to create a Center Variance Plan. Center variance will be monitored by the child
staffing committee and re-evaluated as needed. Center Variance is approved only by the HS Director and
Disability/Mental Health Coordinator.

In exceptional cases, when a child exhibits persistent and seriously challenging behaviors, in
consultation with the parents, the child’s teacher and a mental health consultant, transitioning to a more

intensive program than Head Start may be necessary. The program will work closely with the family to
support this transition.

NOTE: All action, interventions, documentation will be completed according to the established
Birth-to-Five Head Start Procedures.
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Suspension and Expulsion Policy
Performance Standards: 1302.17 (a&b)

Limitations on suspension

Policy: Nueces County Community Action Agency Birth to Five Head Start Program must prohibit or
severely limit the use of suspension due to a child’s behavior. Such suspensions may only be temporary
in nature. A temporary suspension must be used only as a last resort in extraordinary circumstances
where there is a serious threat that cannot be reduced or eliminated by the provision of reasonable
modifications.

Procedure:

(1) Before NCCAA determines whether a temporary suspension is necessary, NCCAA will engage
with a mental health consultant, collaborate with the parents, and utilize appropriate community
resources

(2)  If a temporary suspension is deemed necessary, NCCAA must help the child return to full
participation in all program activities as quickly as possible while ensuring child safety by:

1) Continuing to engage with the parents and mental health consultant, and continue to utilize
appropriate community resources;

2) Developing a written plan to document the action and supports

3) Providing services that include home visits

4) Determining whether a referral to LEA is appropriate

5) The Site Based Manger must obtain authorization from the Disability/Mental Health Coordinator
or Head Start Director prior to contacting the parent/primary caregiver at home or work to pick the child,
if the incident is severe enough to place the safety and welfare of the child and/or others at risk.

Prohibition on Expulsion

Policy: Nueces County Community Action Agency Birth to Five Head Start Program cannot expel or
unenroll a child from Head Start because of a child’s behavior.

Procedure: If, after Nueces County Community Action Agency Birth to Five Head Start Program has
explored all possible steps and documented all steps taken and in consultation with the parents, mental
health consultant and committee determines that the child’s continue enrollment presents a continued
serious safety threat to the child or other enrolled children and determines the program is not the most
appropriate placement for the child Nueces County Community Action Agency Birth to Five Head Start
Program will facilitate the transition of the child to a more appropriate placement and supports under
Section 504 of the Rehabilitation Act to ensure that the child who satisfies the definition of disability in
29 U.S.C. 705(9)(B) of the Rehabilitation Act is not excluded from the program on the basis of
disability.
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Nueces County Community Action Agency Birth to Five Head Start Program
Preventing, Recognizing and Reporting Child Maltreatment Policy and Procedures

Performance 1302.92(b)(2), 1303.20, 1302.90{c)(1)(i-v), 1302.90(c}2),

Standards 1302.47(a)(b)(4)FYK)(S)(T)(v), 1302.102(d)(1)(ii)

Minimum 746.1311(c)(1-4), 746.1309 (c)(1-4), 746.501 (a)(7)(23)(26)(A-E), 746.1303
Standards GXA-D)

Purpose To establish a method of preventing, recognizing and reporting suspected or

known child maltreatment in compliance with applicable Federal,State —Texas
Family Code Section 261.101, or Tribal laws.

Communication The NCCAA Birth -to- Five Head Start staff, volunteers and consultants will
be fully trained, understand and receive a copy of the Preventing, Recognizing
and Reporting Child Maltreatment Policy and Procedures including factors
indicating a child is at risk of abuse or neglect; warning signs indicating a child
may be a victim of abuse or neglect; procedures for reporting child abuse or
neglect; and community organizations that have training programs available to
staff, children and parents.

Further clarification/ communication c¢an be directed to the Disability/Mental
Health Coordinator/Specialist. Staff can locate form in the DMHS Manual and
Google shared drives in digital format. This policy is also in the Parent
Handbook.

Training During New Staff Orientation and annually thereafter, staff, volunteers and
consultants will receive one hour training focusing on prevention, recognition,
and reporting of child maltreatment.

Monitoring of Procedures This policy is monitored to ensure NCCAA staff, consultants, contractors, and
volunteers adhere to established procedures during on-site visits conducted by
the Site Base Managers, Education Coaches/Mentors, Content
Supervisor/Specialists and Administration. It is also monitored through
surveillance video review by the Site Base Managers, specific Content
Supervisors/Specialist, HR Department and Administration. The Site Base
Managers, Content Supervisors, T/TA Coordinator/Specialist and Compliance
Officers monitor the Staff Compliance Binder for completion and
documentation of the Standards of Conduct and Discipline and Guidance
Policy form and training agenda.

Revision/Form Dates May 2024 Policy & Board Approved: May 2024

Policy: Any individual having cause to believe that a child’s physical, mental health or welfare has been or may be adversely
affected by abuse or neglect by any person is obligated to report it no later than the 48th hour the person suspects the child
has been or may be abused or neglected, in accordance with Section 261.101 of the Texas Family Code. All NCCAA
Birth-to-Five Head Start staff are mandated reporters and are legally obligated to report any suspected or known child
abuse/neglect as required by law to the Texas Department of Family and

Protective Services. By law, professionals may not delegate the duty to report to another person or entity or rely on another
person or entity to make the report, You are protected by law from liability when you make a report or provide information in
good faith during a CPS investigation. (Texas Family Code, Section 261.106). However, you are not protected from civil or
criminal liability if you report your own abuse or neglect of a child or intentionally file a false report against someone else.
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(Texas Family Code, Section 261.106). Failure to report suspected child maltreatment (abuse and neglect) is a criminal offense
(Texas Famity Code, Section 261.109). Punishable by either a fine or imprisonment or both.

NCCAA Birth-to-Five Head Start Head Start Director will immediately notify the assigned Cffice of Head Start
program specialist or regional program manager when a staff, consultant or volunteer causes an incident or suspected
incident of child abuse and neglect, an incident that affects the health and safety of children or violates the Standards of
Conduct and Discipline and Guidance Policy.

Procedures:

1. During the health check and throughout events of the day, if you observe any indicators of abuse or neglect, you are
required to document such observations on the Daily Health Check.

2. Ifthe child states or shows signs of maltreatment or if the child has visible bruises or physical trauma to his‘her
body do not show others. Having the child repeat or displaying the bruises/physical trauma can further stress and
humiliate the child. Be mindful and sensitive to the child’s wellbeing. NCCAA staff must adhere to protecting the
privacy of the child.

3. Call the Texas Abuse Hotline at 1-800-252-5400 for situations including but not limited to:

Serious injuries

Any injury to a child 5 years or younger

Immediate need for medical treatment {including suicidal thoughts})

Sexual abuse where the abuser has or will have access to the victim within the next 24 hours

Children age five and under are alone or are likely to be left alone within the next 24 hours

Anytime you believe your situation requires action in less than 24 hours

Report Abuse By Phone: 1-800-252-5400
Online: Texas Abuse Hotline www.txabusehotline.org
Call our Abuse Hotline toll-free 24 hours a day, 7 days a week, nationwide, or report with our secure website
and get a response within 24 hours.
We cannot accept email reports of suspected abuse or neglect.
pov/Contact_Us/'r buse,

Call 911 or the local law enforcement agency
if you have an emergency or life-threatening situation that must be dealt with immediately.

Anonymous Reports of Child Abuse and Neglect

“Effective September 1, 2023, DFPS cannot accept anonymous reports of abuse and neglect involving children and their
families. Professional and non-professional reporters must provide a personal first and last name and home or business
phone number to meet new reporting requirements. The law requires

both a full name and phone number for the report to be accepted by DFPS. Reporting requirements are not met by
providing a business, agency, or organizational name. Anonymous reports of child abuse and neglect may be made to local
and state law enforcement agencies. Reporters' names are confidential by law.” Texas Department of Family and
Protective Services (DFPS). www.dips.texas.gov/Contact Us/report abuse.asp.

4. Do not try to conduct an investigation, do not take photos or video of the child and do not confront the suspected
abuser.

5. The following information should be provided to the DFPS (Depariment of Family and Protective Services) Intake
Specialist: child’s name, date of birth, name of center, date and time when suspected abuse or neglect was observed,
name of parent/guardian, parent/guardian date of birth, family address, family phone number, names of siblings, your
name /title and description of specific details of the incident or observation of suspected abuse or neglect and include
any information of the alleged perpetrator(s).

6. In the event, a CPS worker visits your center, please verify the worker’s identity with the CPS name badge, have the
CPS caseworker sign in and out on the Visitors Sign in Log and make yourself available to answer any questions.
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Make a copy of the CPS name badge if possible and notify your immediate supervisor that a CPS caseworker is on
the premises.

7. If a person retaliates due to a reported suspected child abuse case inform your immediate supervisor immediately.

8. NCCAA Birth-to-Five Head Start will offer support and mental health services to EHS and HS families where child
maltreatment is or may be a concern. NCCAA staff will submit a mental health referral through ChildPlus. The
Disability/Mental Health Services Coordinator will schedule a child staffing meeting with the parent. Content
Coordinators, Site Base Manager, Family Advocate, Mental Health Consultant and the child’s teacher will be in
attendance. During the child staffing the FCP Coordinator will provide information on parenting curriculum offered
by the agency, other parenting resources in the community. The Disability/Mental Health Services Coordinator will
provide information on prevention of child abuse and neglect. The Mental Health Consultant will provide services
with parental consent. NCCAA staff can request mental health services for themselves by contacting the
Disability/Mental Health Services Coordinator via email or phone call.

Reporting Procedures for Suspected Child Maltreatment Invelving NCCAA Staff. Consultants and

Yolunteers:

Maltreatment is considered to be corporal punishment, emotional or physical abuse or humiliation of children at any
time, Violation of this Child Maltreatment policy will result in disciplinary action up to termination and possible
legal ramifications. Staff who have knowledge of abuse and fail to follow reporting procedures, will also be
considered liable.

1. Staff, consultants or volunteers suspecting a staff member, consultant or volunteer of child maltreatment of a
child in his’her care must report it immediately to the Texas Abuse Hotline at 1-800-252-5400.

2. Staff, consultants or volunteers are required to notify the center supervisor of the allegation. The center
supervisor will immediately notify the HS Director and the Director of HR of the allegation.

3. The Head Start Director will immediately notify the assigned Office of Head Start program specialist or regional
program manager when a staff, consultant or volunteer causes an incident or suspected incident of child abuse
and neglect, an incident that affects the health and safety of children or violates the Standards of Conduct and
Discipline and Guidance Policy. OHS (Office of Head Start) interprets “immediately or as soon as practicable” to
mean without delay, but no later than seven calendar days following an incident. NCCAA should not wait for
adjudication through local or state officials. Incidents must be reported to QHS (Office of Head Start) staff
within seven days of the incident, regardless of investigations by relevant local, state, tribal, or federal law
enforcement.

4. As per, policy 402 and 403 found in the NCCAA Employee Handbook all staff, consultants and volunteers must
abide by workplace standards, therefore precautions will be taken to ensure that children are safe, which may
include removing the alleged perpetrator from his/her designated position pending the investigation by Child
Care Licensing. Suspension pending investigation, as per policy 404 found in the NCCAA Employee Handbook,
if an investigation by the Texas Department of Protective and Regulatory Services or any other State Agency or
any State or Federal licensing Agency, the employee may be suspended with or without pay pending the final
report of the investigating authority. Page 134 Non-exempt and Exempt employees may be suspended pending
investigation with or without pay depending on severity and situation. Depending on the findings of the
investigation, further disciplinary action up to and including termination may result. Disciplinary action up to
termination will be taken against an employee if he/she intentionally files a false report against another
employee, consultant or volunteer.

**If OHS (Office of Head Start) discovers NCCAA failed to report a significant incident within seven calendar
days from the time of the incident, the program will receive a monitoring finding, which may include a deficiency
determination.

Minimum Standard §746.130%9(c){(1)(2) requires training to include factors indicating a child is at risk for abuse or
neglect; warning signs indicating a child may be a victim of abuse or neglect.The following charts lists factors a
child is at risk for abuse or neglect and warning signs a child may be a victim of abuse or neglect. *Please note that
the physical indicators, child’s behavior signs may or may not indicate abuse or neglect. Call the Texas Abuse
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Hotline 1-800-252-5400 for guidance.

Physical abuse is a physical injury resulting in substantial harm to the child. Genuine threat of substantial harm from physical
injury to the child.

Physical Abuse

Physical Indicators Child’s Behavior ICaregi_ver Characteristics
Bruises, cuts, black eyes Lack of reaction to pain [Makes excuses for inconsistent attendance
[Burns or bruises in unusual patterns that |Aggressive, disruptive, and Inflicting injuries with objects (belt,
may indicate the use of an instrument or [destructive behavior. chancla, wooden spoon)
human bite, cigarette burns on any part of Poor parenting skills, domestic abuse
the body IAbuses alcohol or drugs
Injuries that appear afier a child has not [Passive, withdrawn, and Parental attitudes/beliefs in necessity for
been seen for several days emotionless behavior harsh physical discipline
Unreasonable clothing that may hide ear of going home or seeing Severe emotional pressure or mental illness
injuries to arms or legs arents bnrcasonable expectations for the child(ren)

Neglect is failure to provide for a child’s basic needs necessary to sustain the life or health of the child, such as, food, clothing,
shelter, protection from harm, hygiene, and medical care, excludes financial inability unless services offered and aid refused.

Neglect
Physical Indicators Child’s Behavior ]Caregiver Characteristics
Lack of personal cleanliness such as lice, [Constant hunger, stealing or IMakes excuses for inconsistent attendance
[scabies, severe diaper rash, bedsores, body [begging for food or tardiness to school.
odor
Torn or dirty clothing or inappropriate Passive, withdrawn, and Abandonment and refusal 10 accept parental
clothing for climate emotionless behavior responsibility
Abuses alcohol or drugs
Obvious malnourishment Lack of personal cleanliness Lack of appropriate supervision
Child unattended for long periods of time [Fearful, rocking or regressive [nattentive physical problems or medical
behavior needs of the child
Need for eyeglasses, dental care, or other [Frequent sleepiness [Unreasonable expectations for the child(ren),
medical attention Speech or languape delays oor parenting skills

Sexual abuse is any inappropriate sexual ¢xposure or touch by an adult to a child or an older child to a younger child. Sexual abuse
includes: sexual indecency, sexual assault, or aggravated sexual assault. Failing to make a reasonable effort to prevent sexual
conduct to a child. Using the child for the creation of obscene or pornographic material.

Sexual Abuse

Physical Indicators Child’s Behavior Caregiver Characteristics
Physical signs of sexually transmitted Extreme fear of being alone with [Possessive or jealous of victim
diseases adults of a certain sex/gender
[Evidence of injury to the genital area Passive, withdrawn, and Inappropriate interactions with child

emotionless behavior, abrupt
change in behavior or play

[Pregnancy in a young girl [Knowledge of sexual relations Severe emotional pressure or mental illness
beyond what is expected for a
child’s age

Difficulty in sitting or walking ggressive or disruptive behavior |Abuses alcohol or drugs

Emotional abuse is mental or emotional injury that results in an observable and material impairment in a child’s growth,
development, or psychological functioning. It includes extreme forms of punishment such as confining a child in a dark
closet, habitual scapegoating, belittling, and rejecting treatment for a child.

Emotional Abuse ]
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| Physical Indicators Child’s Behavior (Caregiver Characteristics
ILagging in physical, emotional, and Over compliance or low [Unreasonable expectations for the child(ren)
intellectual development elf-esteem Abuses alcohol or drugs

Difficulty making friends or doing
things with other children

Flat or bald spots on head (infants)

Anxiety, depression or aggression

Scapegoating or verbal abuse by caregivers

Failure to thrive

Talks about self in a negative way

Severe emotional pressure or mental illness

Significant changes to weight, such as
[substantial weight gain or weight loss.
[Nervous disorders (rash, hives, facial tics)

ngry

egressive behavior such as bed
etting or soiling; changes in
ehavior such as withdrawal or

Caregiver who belittles the child, withholds
love, and seems unconcerned about the
child’s problems.

Nueces County Community Organizations that provide training programs to staff, children and parents.
As per DFPS, “Prevention and Early Intervention (PEI) Programs contracts with community-based programs and
agencies to provide a variety of services that heip prevent abuse, neglect, delinquency, and truancy of Texas
children, Services are free of charge and participation is voluntary. PEI does not provide housing, transportation,
or any services outside of the scope contracted by local providers.The following chart of PEI Program contracts
are available in Nueces County.

County

DFPS Program

Service Provider

Phone

Services Offered

INueces

Statewide Youth
Services Network

Big Brothers, Big
Sisters Lone Star

(888)887-2447

Through the Statewide Youth Services Network, BBBS
provides one on one Community-Based, School/site
based, and E-mentoring youth mentor services using
the Big Brother Big sister Evidence-Based One-to-one
Mentoring Program Model.

Mueces

Service Members,
Veterans, and
Families

Council on Alcohol
fand Drug Abuse -
Coastal Bend
website

(361) 854-9199
(361) 854-9199
(361) 854-9199

Through the Texas Service Members, Veterans, and
Families program, The Council provides parenting
support, parenting support groups, youth activities,
case management, and emergency economic assistance
xclusively to service members, veterans, and theit
families. Services are offered in person or virtually
with evening and weekend appointments available.
The program utilizes Systematic Training for Effective
Parenting (STEP) and Family Support and Surveys
FS8), which includes youth activities, basic needs
Bupport, case management, and family group activities.

INueces

Healthy Outcomes
Through
Prevention And
Early Support

Education Service
Center Region 2

(361) 561-8400

Through the HOPES program, ESC2 provides in-home
parenting education and support using the Home
Instruction for Parents of Preschool Youngsters model,
case management, family activities, and Parent Cafés.

[Mueces

{Family and Youth
Success

Circles of Care

(361) 852-3812

Through the FAYS program, Circles of Care provides
individual, family sessions, and Youth Skills using
trengthening Families and individual and family
counseling using Cognitive Therapy, FamilyTalk, and
otivational Interviewing. Circle of Care also

rovides parenting skills using the Triple P and
trengthening Families curriculums, In addition, Circle

hrough the FAYS program, Circles of Care provides
individual, family sessions, Parenting and Youth Skills
sing Strengthening Families and triple. Circle of Care
Iso provides emergency respite parenting skills and
“AY S express emergency respite. In addition, Circle of’
are also provides basic needs and service
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coordination.

ueces

Community Youth
IDevelopment

City of Corpus

(361) 826-7529
(361)826-7273

Through the CYD program, City of Corpus Christi
pffers Community Youth Development programs for
vouth ages 6-17 years old. These programs include
[Mentoring, Youth Leadership Development, Youth
Advisory Committee, Post High-School Readiness,
Academic Support, Sports and Movement classes, Arts
fand Culture, and Family Engagement events/activities.
The City of Corpus also provides individual and group
youth case management and service coordination
lservices.

[Nueces

Statewide Youth
Services Network

Texas Alliance of
Boys & Girls Clubs

(512) 301-7771

Through the Statewide Youth Services Network,
TXABGC offers Post-High School Readiness, Youth
Skills Training, and Academic Support services to
youth ages 10-17 utilizing Boys & Girls Clubs of
America's Project Learn, SMART Leaders, and
SMART Moves curriculums

MNueces

Texas Home
Visiting

nited Way of the
Coastal Bend, Inc.

(361) 882-2529

Through the Texas Home Visiting program, UWCB
provides in-home parenting education using the Home
Instruction for Parents of Preschool Youngsters,
Nurse-Family Partnership, and Parents as Teachers
models. UWCB also provides parenting support
through family activities, Parent Cafés,

parent-to-parent meetings, and service coordination.
" {DFPS, n.d.)

Reference List:

Centers for Disease Control and Prevention. (2022, April 6). Risk and protective factors|child abuse and neglect|violence
preventtonhrywy Center|CDC Centers for Dlsease Control and Preventlon Retrieved April 13, 2023, from

Texas Department of F am:ly and Protectwe Serwces (DFPS) DFPS (n d.). Retrleved April 13, 2023, from DEPS -
Recognize the Signs of Child Abuse
Texas Department of F amlly and Protecuve Serwces (DFPS) DFPS (n d. ) Retrieved May L, 2024 from

h

/

Welcome Texas Abuse Hotlme (u d.). Retrieved April 13, 2023, from
hitps.//'www.txabuschotline.org/Login/Default.aspx

Report Abuse, Neglect, or Exploitation Texas Department of Family and Protective Services (DFPS), (n.d.).
Retrieved May 1, 2024, from www.dfps. texas.gov/Contact Us/report_abuse.asp.
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Family Support

Staff are available to support you and your family. If you are in need of guidance and support the
Disability/Mental Health Coordinator will provide referrals to families requesting information on
prevention of child abuse and neglect and/or counseling services. All personal information is kept
strictly confidential and will not be shared inappropriately.

If you are working with Child Protective Services (CPS) and you want to share your family plan with
someone at your center, we can help you reach any goals you have set for your family.

Prevention
Prevention involves education and raising public awareness of child abuse and neglect.

The Prevention and Early Intervention (PEI) division of the TDFPS has several local agencies under
contract that offer services to parents and children to strengthen families and prevent child abuse and
neglect.

Helpful fips to prevent child maltreatment

. Never discipline your child when your anger is out of control.

. Never leave your child unattended, especially in the car.

. When your child tells you he or she doesn’t want to be with someone, this could be a red flag.
. Listen to them and believe what they say.

. Be aware of changes in your child’s behavior or attitude

& Raise public awareness of child abuse and neglect

. Connect families with community-based resources

. Child abuse is everyone’s business. If you see something, say something.

Recognition of Child Maltreatment
What is Child Abuse?

To help prevent child abuse, you need to understand what it is. It's any mistreatment of a child that
results in harm or injury. There are four basic types of child abuse, though children often experience
more than one kind of abuse.

Physical abuse

Physical abuse is physical injury resulting in substantial harm to the child. Genuine threat of substantial
harm from physical injury to a child.

Emotional abuse

Emotional abuse is mental or emotional injury that results in an observable and material impairment in a
child’s growth, development, or psychological functioning. It includes extreme forms of punishment

such as confining a child in a dark closet, habitual scapegoating, belittling, and rejecting treatment for a
child.

Sexual abuse

Sexual abuse is any inappropriate sexual exposure or touch by an adult to a child or an older child to a
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younger child. Sexual abuse includes: sexual indecency, sexual assault, or aggravated sexual assault.
Failing to make a reasonable effort to prevent sexual conduct to a child. Using the child for the creation
of obscene or pornographic material.

Neglect

Neglect is failure to provide for a child’s basic needs necessary to sustain the life or health of the child,
such as, food, clothing, shelter, protection from harm, hygiene, and medical care, excludes financial
inability unless services offered and aid refused.

Know the signs of abuse

Children who are abused may show physical and behavioral signs, or they may show sudden changes in
their behavior or school performance. These signs don't prove that children are being abused, but they
could be a signal that the children or their families need help.

When children talk about being abused, take them seriously. Take steps to get help!

April is National Child Abuse Prevention Month
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Our agency will be joining forces and promoting the well-being of all children by wearing a Superhero
shirt every Friday in the month of April. At the end of the month each center will have a Superhero
Parade to show off their child created superhero gear and spread child abuse awareness to all.

DISABILITY SERVICES

What is the goal of Disability Services?

The basic goal of Disability Services is to provide a full range of services and activities to all Head Start
children with disabilities. Any modifications, if necessary, will be made to meet the individual needs of
children with disabilities in the Least Restrictive Environment (LRE).

What are the criteria to enroll a child with a disability?

For a child to qualify as having a disability in the Birth to Five Head Start Program, the child must be
evaluated and qualified through one of the following;

v Early Childhood Intervention (ECI), if the child is in Early Head Start or

v Local Education Agency (ISD’s), if the child is in Head Start.

What is IDEA (Individuals with Disabilities Education Act)?

Individuals with Disabilities Education Act (2004) clearly define and protect the rights of parents of
children with disabilities to participate in the decisions made about their children’s education. These
rights include informed consent, which means that parents must clearly understand and agree to the
evaluation of their children and program decisions made for them.

Special Education IDEA Parent Rights:

Prior notice of meetings and proposed decisions

Reviewing student records

The functions of the Individualized Education Program (IEP) team

Assessment and Independent evaluations

Parent participation in Admission, Review and Dismissal (ARD) meetings and parent consent

Filing formal complaint, mediations, due process hearings, and appeals

SN NS NS S

Interim alternative educational settings

195 PC/Board Approval Apri-2623-May 2024
Reviscd-August5,2623



Discipline

Parent placement of their children in private schools

Civil court actions

Development of Individualized Education Programs (IEP’s)

Placement decisions and least restrictive environment (LRE)

L S N

Specially designed instructions and related services

Individualization for children with disabilities will be planned and implemented on lesson plans
according to their Individualized Family Service Plan (IFSP) or Individual Education Plan (IEP). Goals
and activities will be documented in the Specialized Individualization (agency database). This form will
be printed and attached to the lesson plan in 4-week intervals.

Progress will be shared with parents/guardians Feaching-Strategies-Gold via Desired Results
Developmental Profile (DRDP) during the First Parent Conference, Second Parent Conference, and
Second Home Visit (Fall, Winter, Spring) via email or a hard copy at parent’s request.
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Lesson Plans:
EHS

< Teaching staff will document one goal outcome and one activity as per the IFSP. Specialized
Individualization will be printed and attached to the lesson plan.

HS

13 Teaching staff will document one goal and one activity per service area on the Specialized

Individualization (agency database) as per the IEP. Specialized Individualization will be printed and
attached to the lesson plan.

NOTE: All action, interventions, documentation will be completed according to the established
Birth-to-Five Head Start Procedures.
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ENROLLMENT PRACTICES AND
PARENTS NOTIFICATIONS ABOUT POLICY CHANGES

Eligibility

1. Age

a, To be eligible for Early Head Start services, a child must be at least 6 weeks old but
younger than 3 years of age or a pregnant woman.

b. To be eligible for Head Start services, a child must be at least 3 years old by September
1st, the date used to determine eligibility for public school in Nueces County.

c. Preschool division may fill a Mid-Year vacancy with children who are three after

September 1* but before January 1*

d. Exceptions: Children of migrant families, children with qualifying disabilities, and
children enrolled in Early Head Start will be age eligible on the child’s 3™ birthday.

2. Income

a. At least 90% of the children who are enrolled in Head Start must meet the Federal
Poverty Income Guidelines, which are revised annually by the federal government.

.Children from families that are receiving TANF, SNAP, SSI, and are homeless or in foster care

are eligible even if the family income exceeds Federal Poverty Income Guidelines.

b. Families who are over-income may still apply, but must meet the Selection &
Prioritization Criteria established for selecting children that will benefit the most from Head
Start services. The following policies apply to serving over-income families:

.Must not exceed 10% of total enrollment.
.Early Head Start/Head Start Director’s review applications for approval.

All applications are placed on the Birth-to-Five Head Start Active Waitlist
and processed for Eligibility Criteria

Recruitment

1. News releases, social media, advertising, flyers, annual recruitment rally, referrals from
community resources, community events and word-of-mouth referrals to informn families of the
availability of services and encourage them to apply for admission to the program.

2. Looks for applications from as many eligible families within the recruitment area to
select those with the greatest need for services.

3. All NCCAA Center Locations will have a recruitment target goal based upon the data.

Selection

1. Children are selected by the Selection & Prioritization Criteria that involves the
following:

a. Income of eligible families, Foster Care, and Homelessness

b. Age of the child

c. 10% of total enrollment is available to children with qualifying disabilities.
d. Other factors based on the Community Needs Assessment
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Enrollment

1. When a child has been enrolled, they remain eligible that year and the following
enrollment year. After two enrollment years in the Preschool Division, the child’s family
income must be verified again.

2. Early Head Start children remain eligible until they reach their 3" birthday.

3. When a child transitions from the Early Head Start to the Head Start, the family must
apply and re-qualify for services.

4. Head Start Program may choose not to re-enroll a child when there has been a change
in the child’s family income and there is a child with a greater need for Head Start services.

5. If a child drops during a school year and wants to return the following school year then
the family must reapply and meet eligibility requirements.

Attendance

1. Every child is strongly encouraged to maintain a-95% 85%monthly average daily
attendance, which is no more than three (3) absences per month. Children enrolled in
collaborative classrooms are expected to follow the attendance standards at that location

2. If a child is unexpectedly absent and a parent has not contacted the program within one
(1) hour of program start time, the program must attempt to contact the parent to ensure the
child’s well-being.

3. Appropriate family support procedures are started for all children with three or more
consecutive unexcused absences (i.e., telephone contact, home visit, emergency contact, text,
email etc.).

4. Staff will emphasize regular attendance but remain sensitive to any special family
circumstances that may be affecting attendance patterns.

5. In circumstances where chronic absenteeism persists, the child may be dropped from
the program after 5 unexcused days (exceptions must be approved on a case by case basis).

Policy
Changes

1. When Policy Changes are made, the following will occur:

a. You will be issued an immediate update version of the Policy Change(s).

b. You will also sign & date the bottom of the Policy Change and return it to the Family
Advocate who will place it in your child’s record.
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PII PARENT POLICY
NOTIFICATION AND CONSENT
Performance Standard 1303:20-1303.22

This notice describes how Personally Identifiable Information about your child may be used and
disclosed, and how you can access this information.

By law, Nueces County Community Action Agency (NCCAA) must protect the privacy of your
child’s/parent’s Personally Identifiable Information. Information that could be used to identify your child
{known as “Personally Identifiable Information™ or “PII”") includes your child’s name, name of a child’s
family member, street address of the child, social security number, or other information that is linked or
linkable to the child. NCCAA retains PII because your child receives Head Start/Early Head Start
services, and it is a part of each child’s record.. We take our obligation to protect the privacy of your

child’s PII data very seriously. This notice explains your rights and our legal duties and privacy
practices.

Annually, we are required to provide a copy of PII Parent Policy Notification and Consent, including
definitions (which cover descriptions of the types of PII that may be disclosed), to whom we can
disclose, and list when we do not need to receive your consent to disclose PII from your child’s record.

NCCAA will abide by the terms of this notice. Should our data and child record practices change,
NCCAA reserves the right to change the terms of this notice. Any new provisions added will affect all
PII maintained from the time the new provisions go into effect, as well as any PII that we may receive in
the future. If we revise our practices substantially, we will provide a revised notice mailed to the current
address that you have supplied.

The NCCAA PII policies are aligned with the Family Educational Rights and Privacy Act (FERPA).
Head Start Campuses that are in collaboration with any school district is subject to FERPA. If a child
record is subject to the Individuals with Disabilities Education Improvement Act of 2004 (IDEA)
NCCAA follows the requirements for that child record and not those of NCCAA.

Performance Standard 1365-1305.2

Definitions

Child Records means: Records that: (1) are directly related to the child; (2) are maintained by the
program, or by a party acting for the program; and (3) Include information recorded in anyway, such as
print, electronic, or digital means, including media, video, image, or audio format.

Confidential means: To be kept private with certain Specific protections.

Consent means: Written approval or authorization that is Signed and dated. It may include a record and
signature in electronic form that: (1) identifies and authenticates a particular person as The Source of the
electronic consent; and, (2) indicates the same person's approval of the information. Consent can be
revoked going forward.

Disclosure means: To permit access to or the release, transfer, or other communication of Personally
Identifiable Information contained in child records by any means, including oral, written, or electronic
means, to any party except the party identified as the party that provided or created the record.

Party means: An entity or individual.

Parent means: A head start child's mother or father, other family member who is a primary caregiver,
foster parent or authorized caregiver, guardian or the person with whom the child has been placed for
purposes of adoption pending a final adoption decree.
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PII PARENT POLICY
NOTIFICATION AND CONSENT
Performance Standard 1303:26-1303.22

This notice describes how Personally Identifiable Information about your child may be used and
disclosed, and how you can access this information.

By law, Nueces County Community Action Agency (NCCAA) must protect the privacy of your
child’s/parent’s Personally Identifiable Information. Information that could be used to identify your child
(known as “Personally Identifiable Information” or “PII”) includes your child’s name, name of a child’s
family member, street address of the child, social security number, or other information that is linked or
linkable to the child. NCCAA retains PIlI because your child receives Head Start/Early Head Start
services, and it is a part of each child’s record.. We take our obligation to protect the privacy of your

child’s PII data very seriously. This notice explains your rights and our legal duties and privacy
practices.

Annually, we are required to provide a copy of PII Parent Policy Notification and Consent, including
definitions (which cover descriptions of the types of PII that may be disclosed), to whom we can
disclose, and list when we do not need to receive your consent to disclose PII from your child’s record.

NCCAA will abide by the terms of this notice. Should our data and child record practices change,
NCCAA reserves the right to change the terms of this notice. Any new provisions added will affect all
PII maintained from the time the new provisions go into effect, as well as any PII that we may receive in
the future. If we revise our practices substantially, we will provide a revised notice mailed to the current
address that you have supplied.

The NCCAA PII policies are aligned with the Family Educational Rights and Privacy Act (FERPA).
Head Start Campuses that are in collaboration with any school district is subject to FERPA. If a child
record is subject to the Individuals with Disabilities Education Improvement Act of 2004 (IDEA)
NCCAA follows the requirements for that child record and not those of NCCAA.

Performance Standard 1305-1305.2

Definitions

Child Records means: Records that: (1) are directly related to the child; (2) are maintained by the
program, ot by a party acting for the program; and (3) Include information recorded in anyway, such as
print, electronic, or digital means, including media, video, image, or audio format.

Confidential means: To be kept private with certain Specific protections.

Consent means: Written approval or authorization that is Signed and dated. It may include a record and
signature in electronic form that: (1) identifies and authenticates a particular person as The Source of the

electronic consent; and, (2) indicates the same person's approval of the information. Consent can be
revoked going forward.

Disclosure means: To permit access to or the release, transfer, or other communication of Personally
Identifiable Information contained in child records by any means, including oral, written, or electronic
means, to any party except the party identified as the party that provided or created the record.

Party means: An entity or individual.

Parent means: A head start child's mother or father, other family member who is a primary caregiver,
foster parent or authorized caregiver, guardian or the person with whom the child has been placed for
purposes of adoption pending a final adoption decree.
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Personally identifiable information (PII) means any information that could identify a specific
Individual, including but not limited to a child’s name, name of a child’s family member, street address
of the child, social security number, or other information that is linked or linkable to the child.

Performance Standard 1303.22
ired uses and disclosures of PII

We must use and disclose information contained in child records considered to be PII in a number of
ways to carry out our responsibilities. The following list describes the types of uses and disclosures of
PII that federal law requires NCCAA to make and allows us to do so without your consent:

° Within this organization for Head Start purposes;

. To other organizations for Head Start purposes (including but not limited to contractors or
delegates/sub-recipients that help us provide services to your child);

° In connection with an audit or evaluation of education or child development programs or for

enforcement or compliance with federal legal requirements (such as to the U.S. Department of Health
and Human Services that funds our work);

° For studies to improve child or family outcomes or quality of services;

) During disasters or health/safety emergencies to appropriate parties (including but Not limited to
local health departments, police, fire, ems, etc.);

° Pursuant to court orders or subpoenas {so long as we try to notify you in advance unless(1) a

court has ordered that neither the subpoena, its contents, nor the information provided in response be
disclosed; (2) the disclosure is in compliance with an ex parte court order obtained by the United States
Attorney General or his’her delegate concemning investigations or prosecutions of an offense listed in 18
U.S.C. 2332b(g)}(5)(b) or an act of domestic or international terrorism as defined in 18 U.S.C. 2331; (3)
a parent is a party to a court proceeding directly involving child abuse and neglect or dependency
matters, and the order is issued in the context of that proceeding; or (4} if there is legal action between
NCCAA and a parent);

® For Child and Adult Care Food Program (CACFP) monitoring if the results will be reported in an
aggregate form that does not identify any individual,

° To foster care caseworkers who have the right to access a case plan for a child who is in foster
care placement; and,
) To appropriate parties in cases of suspected or known child maltreatment (such as Child

Protective Services).

QOther permitted uses and disclosures

NCCAA will not use or disclose your PII without your written consent, except as described above. You
may give us written consent to use or disclose your PII to anyone for any purpose that you choose. You
may revoke your authorized consent so long as you do so in writing; however, NCCAA will not be able
to retract any PII we have already used or shared based on your prior permission. Written consent from
the parent/primary caregiver will be provided to NCCAA by completion of the agency form, Release
and Exchange of Information. This form can be completed with any agency staff.
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Performance Standard 1303.23

Parental rights
You have the right to:

. Ask to inspect your child’s record on-site containing PII that NCCAA maintains, NCCAA will
create an opportunity for you to inspect your child’s record on-site within 5 business days. You do not
have the right to remove the original record from on-site nor to take any parts of the original record with
you.

° Ask for a copy of child records disclosed to third parties with parental consent, free of charge.

. Ask NCCAA to amend your child’s record if you believe that it is inaccurate, misleading, or
violates your child’s privacy. You must ask for this by notifying in writing, along with a reason for your
request. NCCAA will review your request and decide on it within 10 business days. If NCCAA denies
your request to amend your PII, we will issue you a written statement explaining why and explain your
right to a hearing.

° Ask for a hearing if your request to amend the child record is denied. If the issue is not decided
in your favor at the hearing, you have the right to place a statement in the child record that either
comments on the contested information or that states why the parent disagrees with the program’s
decision, or both.

* Ask to inspect written agreements involving disclosure of PII. If a parent requests, you can come
on-site and review a redacted written agreement with a third party that involves disclosure of their
child’s PII. This right does not allow you to take any photos of it or make, nor have copies made of the
agreement.

Performance Standard 1303.24

Maintaining Records

Location of PII: NCCAA maintains PII from child records in the following places: Secured online
databases (Child Plus, Desired Results Developmental Profile (DRDP) Feaching Strategies-Geld, and
Ages and Stages ASQ online), and in locked filing cabinets at each center,

Need to Know Basis: All disclosures of PII from child records are on a need to know basis or otherwise
“deemed necessary” for the purpose of disclosure. We do not disclose PII without there being a specific
reason as it relates to provision of child/family services.

Record Retention: NCCAA Birth to Five Head Start retains records for three years after the last year of
services provided.

In the case of the following the record will be maintained until the child’s age of 21:

° child has received specialized services (disability and/or mental health)
. child had experienced an injury requiring medical attention.
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Family Advocate Signature

Pll Parent Receipt

Print Cancel Add

Nueces County Community Action Agency
Birth-to-Five Head Start
PH Parent Receipt

Perjormancae Standard- 1303.22

Crte Child's Mame
315/23 O

¥ have received and vnderstand the Nueces County Community Acion Agency Birth-to-Five Head Start Personally identifiable Information Policy.

1 understand that any Persanalfy Identifiable Information that | provide will be protected and shared based on the agency policies.

Parent/Primary Caregrver Name Parent/Primary Caregiver Signature
No signature on file Capture Signature  Clear
Family Advocate Name Family Advocate Signature Farm Date 20721
N signature on file Capture Signature  Clear
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SAFE SLEEP

At time of enrollment, parents are informed of NCCAA Safe Sleep Policy and have the opportunity to
revise and sign the Safe Sleep Policy Form.

Safe Sleep Policy

All staff, substitute staff, and volunteers at will follow these safe sleep recommendations of the
American Academy of Pediatrics (AAP) and the Consumer Product Safety Commission (CPSC) for
infants to reduce the risk of Sudden Infant Death Syndrome/Sudden Unexpected Infant Death Syndrome

(SIDS/SUIDS):

g Always put infants to sleep on their backs unless you provide Form 3019, Infant Sleep
Exception/Health Care Professional Recommendation, signed by the infant's health care professional
[§746.2427 and §747.2327].

& Place infants on a firm mattress, with a tight-fitting sheet, in a crib that meets the CPSC federal
requirements for full-size cribs and for non-full-size cribs [§746.2409 and §747.2309].

@ For infants who are younger than 12 months of age, cribs should be bare except for a tight fitting
sheet and a mafttress cover or protector.

<& Items that should not be placed in a crib include: soft or loose bedding, such as blankets, quilts,
or comforters; pillows; stuffed toys/animals; soft objects; bumper pads; liners; or sleep positioning
devices [§746.2415(b) and §747.2315(b)]. Also, infants must not have their heads, faces, or cribs
covered at any time by items such as blankets, linens, or clothing [§746.2429 and §747.2329].

4 Do not use sleep positioning devices, such as wedges or infant positioners. The AAP has found
no evidence that these devices are safe. Their use may increase the risk of suffocation [§746.2415(b) and
§747.2315(b)).

> Ensure that sleeping areas are ventilated and at a temperature that is comfortable for a lightly
clothed adult [§746.3407(10) and §747.3203(10)].

< If an infant needs extra warmth, use sleep clothing, as an alternative to blankets [§746.2415(b)
and §747.2315(b)], that MUST be specified on the form.

@ Place only one infant in a crib to sleep [§746.2405 and §747.2305].

& Infants may use a pacifier during sleep. But the pacifier must not be attached to a stuffed animal
[§746.2415(b) and §747.2315(b)] or the infant’s clothing by a string, cord, or other attaching mechanism
that might be a suffocation or strangulation risk [§746.2401(6) and §747.2315(b)].

& If the infant falls asleep in a restrictive device other than a crib (such as a bouncy chair or swing,

or arrives to care asleep in a car seat), move the infant to a crib immediately, unless you provide Form
3019, Infant Sleep Exception/Health Care Professional Recommendation, signed by the infant's
health-care professional [§746.2426 and §747.2326}.

@ Our child care program is smoke-free. Smoking is not allowed in Texas child care operations

(this includes e-cigarettes and any type of vaporizers) [§746.3703(d) and §747.3503(d)].

o

L4 Actively observe sleeping infants by sight and sound {§746.2403 and §747.2303].

o If an infant is able to roll back and forth from front to back, place the infant on the infant's back
for sleep and allow the infant to assume a preferred sleep position [§746.2427 and §747.2327).
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P Awake infants will have supervised “tummy time” several times daily. This will help them
strengthen their muscles and develop normally [§746.2427 and §747.2327].

o Do not swaddle an infant for sleep or rest unless you provide Form 3019, Infant Sleep

Exception/Health Care Professional Recommendation, signed by the infant’s health care professional
[§746.2428 and §747.2328].
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ATTENDANCE PRACTICES

Attendance & Tardy Policy
The Birth-to-Five Head Start Program adheres to the following Attendance and Tardiness Policy:

1. Children must be dropped off and picked up based on the hours of service the family is
approved for.

2. You must notify your child’s teacher if your child will be absent.

3. You must notify your child’s teacher if your child will arrive after 8:30 in the morming or after

their pick up time in the afternoon.

4, Any child being dropped off after 8:30 a.m is considered tardy and you will be given a
Tardiness Notice.

a. There is a 15-minute grace period for those families that are working and for those families that
have a situation that happens periodically. The 15-minute grace period is not to be used every day
unless there is an arrangement between the Site Base Manager and Family.

5. If you are unable to meet your hours of services, please plan to meet with the Family
Advocate at your center to discuss your situation.
a. When three (3) tardy notices within a one-month period occur, a Fardiness—TardyLetter will be

given to you.

b. When five (5) Fardiness-Tardy Notices have been issued within a two (2) month period, a
staffing will be scheduled with you, the Site Base Manager, and Family Advocate to determine if an
Attendance/Tardy Contract needs to be put into place.

c. The Attendance/Tardy Contract will be valid for 60 days.

6. If you are unable to bring your child to school, please plan to meet with your Family
Advocate at your center to discuss your situation. (This is to include planned vacation and unexpected
health emergencies, etc).

a. When attendance drops below 85% within a one (1) month period, an Attendance Letter will be
given to you.

b. When attendance drops below 85% for more than one month, a staffing will be scheduled with
you, the Site Base Manager, and Family Advocate to determine if an Attendance/Tardy Contract needs
to be put into place.

c. The Attendance/Tardy Contract will be valid for 60 days.

7. The program reserves the right to terminate services for excessive tardiness and/or absenteeism if
it continues within the 60-day period.

If you choose not to meet with center staff concerning any issues (example:
attendance, tardiness, medication issues, etc.) the program reserves the right
to not accept your child into the classroom until a meeting is held.
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PROCEDUREFORATTFENDANCE-PROCESS1302-16

Attendance Policy

=Procedures:

1. Staff will document attendance on the Daily Meal Count & Attendance Record and in Database
(See ChildPlus Procedures)

2. All NCCAA Staff must document in the database attendance journal all absences and tardiness
and every effort they made to contact the family.(Staff responsible for communication with family must
document case note in the Child Plus database.)

3. NCCAA Birth to Five Head Start Program will encourage regular attendance. When a child is
absent without contact, the following steps are initiated within I Aour of the start of services:

a. 1* & 2™ day — the classroom staff will notify the Family Advocate/Site Base Manager to contact
the family only if no contact has been made by the teaching staff.

b. 3" day — the Family Advocate/Site Base Manager MUST make a home visit to assess the
family’s situation and provide any necessary referrals (leave door hanger if family is not home).

c. 5™ day — Child is in jeopardy of losing services; however, the program must make appropriate
efforts to re-engage the family to resume attendance before dropping
4. If chronic tardiness the following steps are initiated:
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a. 1 step — Tardy letter will be issued on the 3™ tardy within one month

b. 2" step — If the tardies have not improved in the consecutive month a staffing is held and the
Attendance/Tardy Contract will be implemented after 2 additional tardies for a total of 5 tardies

5. [f child’s attendance fall below 85% the following steps are initiated:

a. Attendance Letter is given

b. Second Month of low attendance — Attendance/Tardy Contract given

6. If a family breaks the Attendance/Tardy Contract, staff will review and analyze the documents

and make a recommendation to the ERSEA Coordinator/FCP Coordinator before further action is taken.
7. If a child is out 3 days or more “under doctor’s care” then the child must be accompanied with
a doctor’s excuse upon return; however, if a child did not go to the doctor they are to return without an
excuse.

8. If a child is required to obtain an “THCP” while enrolled in the program, which will affect their
attendance. The family will have 5 days to gather the documentation needed in order to return. The
family will be required to sign an Information Request form that they have been notified of the 5 day
requirement. This will be completed with the assigned FamilyAdvocate or Site Base Manager. If further
assistance is needed regarding the IHCP please contact the Department.

For special circumstances such as extended vacation days or family emergencies that may lead to a prolonged
absence will require approval from the Head Start Director in writing. Please provide any type of
documentation that may be available due to the circumstance if applicable. The Head Start Director has the
authority to deny any requests based upon attendance history.
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BUILD THE HABIT OF GOOD ATTENDANCE NOW!

DID YOU KNOW???
Over 8 million U.S. students miss nearly a month of school each year.

Children living in poverty are two to three times more likely to be chronically absent—and face

the most harm because their community lacks the resources to make up for the lost tearning in
school.

Absenteeism in the first month of school can predict poor attendance throughout the school

year.

Poor attendance can influence whether children read proficiently by the end of third grade or
be held back. Missing 10 percent of the school, or about 18 days in most school districts,
negatively affects a student’s academic performance.

"hitps://www.

ATTEND TODAY, ACHIEVE TOMORROW
GOOD SCHOOL ATTENDANCE MEANS...

PRESCHOOGLERS ELEMENTARY HIGH SCHOOLERS COLLEGE WORKERS
buikd skills ard develop STUDENTS stay on track for STUDENTS succeed in

good habits for shawing read well by the graduatlon earn their degrees their jobs
up on lime end of third grade

Too many absences—excused or unexcused—can keep students from succeeding Attendance
in school and in life. How many are too many? 10% of the schoo! year—that's 18 works
missed days or 2 days a month—can knock students off track. St S e e vt
wewrptandarcrworia.onp
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FIRST DAY OF SCHOOL

§746.2901

NCCAA Birth to Five Head Start Program provides supervised sleep or rest period
after the noon meal for all children 18 months of age or older who are in care five
or more consecutive hours, or according to the child’s individual physical needs.

v Toddlers and HS children are suggested to bring a small blanket or beach
towel for nap/rest time.
v Pillows are not allowed due to Health and Safety regulations.

§746.2409, §746.2415, §746.2423

Each infant must have a supervised nap period that allows the infant to maintain his
or her own pattern of sleeping and waking periods. To ensure infants safety:

v’ Absolutely no blankets and/or pillows for infants sleeping in cribs.
Other things to remember

v NCCAA Birth to Five does not require parents to bring school supplies.

v Parents are recommended to provide a change of clothes labeled with the
child’s name in a plastic zipper seal bag.

The Birth-To-Five Head Start Program ensures that no child is denied
placement based on a disability or its severity

%  All applications are placed on the Birth-to-Five Head Start Active Waitlist
and processed for Eligibility Criteria

r’“_ﬁ

Nueces County Community
Action Agency

PC/Board Approval Aprit2623-May 2024
Reviscd-Aupgust-5,2623
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PROTOCOL FOR QUESTIONS AND CONCERNS
Questions or Concerns
Any questions or concerns about a child’s classroom or center should be directed to the Site-Base

Manager of that center. The Grievance Policy below should be followed when there is a concern in the
center/ classroom:

Grievance Policy for Parents, Staff and General Public

1. Birth-To-Five Head Start Program does not discriminate against individuals because of race,
color, national origin, sex, age, disability, religion, and/or political belief.

2. As parents, staff and members of the community, you have the right to know about the
Birth-To-Five Head Start Program policies and procedures. Only parents/primary caregivers may
request information on their child. Written parent permission is required prior to releasing information
to a third party.

3. Parents, staff and members of the community have the right to appeal any decision made

by the Birth-To-Five Head Start staff.

4. You are encouraged to observe the following NCCAA Birth-To-Five Head Start procedures.

Appeals will not go to the Policy Council until it has been established that it cannot be resolved by the
NCCAA Birth-To-Five Head Start staff.

a) Concems will first be discussed with the staff in question,
b) If an agreement is not reached, concerns are directed to that staff's immediate supervisor.
c) If a solution has not been reached, the concern should be brought before the appropriate Content

Area Coordinator (C&I, Education Coach, Health, Mental Health and Disabilities, Family Services,
Nutrition, Site Based Management and Facilities, On-going Monitoring, T/TA).

d) If the concern is not resolved, it is brought before the Birth-to-Five Head Start Director and
finally to the NCCAA Chief Executive Officer (CEO).

e) If the concern is not resolved by Program staff, it will be referred to the Policy Council for
Teview.
f) When you appeal a concern to the Policy Council, you must provide written notice to the

Birth-To-Five Head Start Program Director, with a courtesy copy to the NCCAA CEO ten (10) working
days before the next scheduled Policy Council meeting to allow placement on the meeting's Agenda.

g) You will be notified when your appeal is placed on the Policy Council’s agenda.

h) If you are not satisfied with the Policy Council's decision, you may write an appeal to the
NCCAA Board of Directors. The NCCAA Board's decision will be final,

1. Parents, staff or community members who do not follow these Grievance Policies will be
referred back to the appropriate level, which may further delay the appeal process.

2. It is in violation of the NCCAA policies for any parent, staff, Policy Council member or Board

of Director to interfere with, threaten, coerce, retaliate or otherwise discriminate against anyone because
they filed a complaint, gave testimony or appeared before the Policy Council or committee(s) in

connection with a grievance or appeal. Appropriate disciplinary action will be taken against such
individuals.

“In accordance with Federal Law and U.S. Department of Agriculture policy, this institution is prohibited
from discriminating on the basis of race, color, national origin, sex, age or disability. To file a complaint of
discrimination, write USDA Director, Office of Adjudication, 1400 Independence Avenue, SW, Washington
D.C. 20250-9410 or call toll free (866) 632-9992 (Voice). Individuals who are hearing impaired or have
speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339; or (800)
845-6136 (Spanish). USDA is an equal opportunity provider and employer.”
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Nueces County Community Action Agency
2024-2025 Parent & Staff Handbook
SUMMARY OF CHANGES

DISABILITY/MH

Standards of Conduct and Discipline and Guidance Policy: The changes made on this form were
as follows: format and font size, revision date and pages of Minimum Standards

Resource website link no longer valid.

Preventing, Recognizing and Reporting Child Maltreatment Policy and Procedure has a new title,
format, a few word changes, the PEI Program list was updated due to changes on the state
services offered list, and resource section website updated due to invalid link or retrieval date.
Progress will be shared with parents/guardians via Desired Results Developmental Profile
(DRDP)

Teaching staff will document one outcome instead of one goal.

Teaching staff will document one goal and one activity per service area

EDUCATION

For outdoor play we updated what needs to be with staff when leaving the classroom. Teaching
staff must carry emergency medications, First Aid Kit/Fanny pack, classroom cell phone, and
Classroom Binder which contains the Safety Transition Checklist, Counting Children, Perfect
Number, and Emergency Contact List.

ERSEA
1. Changed Performance Standards numbers in the PII Parent Policy Notification and
Consent.
Updated PII form previously paper form and screenshot from database form added
15 minute grace period reworded to meet the needs of the families
Updated Attendance Policy to current policy
Updated the Recruitment sections and added: All NCCAA Center Locations will have a
recruitment target goal based upon the data.

N

e Updated date on footer

® Added comment to reinforce Backpack Policy: “Backpacks that do not meet this criteria
WILL NOT BE ALLOWED in the classrooms”

e Added comment to reinforced Photo Consent Policy: “and ONLY for the purpose of
agency use”

¢ Added comment to reinforced Sunscreen/Insect Repellent Policy: “and to prevent
children from accessing it accidentally”
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® Footwear Policy for children was revised to ensure the safety of children, The following
statement was added:
"For the safety of the children, and due to the evidence of the importance of using
appropriate footwear for school activities in order to prevent injuries, NCCAA will not
allow the following shoes to be worn at school: flip-flops, slippers, sandals, Crocs ™
and/or croc style shoes.
While sources indicate that type of shoes, especially Crocs ™, are great for the beach,
the water, and summer time, they also indicate that tennis shoes are a better and safer
choice for school because of safety concerns."” Links to sources were added.

¢ Added Family Advocate Home Visit to the Family Partnership Process

® The Following statement was added in regards to In-kind:
“NCCAA staff meets with parents and staff at Parent Meetings, Cluster Meetings,
Coordinators Meetings, and on a regular basis, to:

o Share In-kind Goals Status

Discuss strategies to meet Center, Classroom, and Component Goals

Identify barriers

Plan activities

Etc.”

o 0 O ©

HEALTH
1. Parents can submit EITHER an Asthma IHCP or an Asthma Action Plan. Page 42
2. Statement rewarding regarding employee’s TB examination results. Page 44
3. 2024 CDC Immunization Schedule and the Texas 2024-2025 Immunization Schedule.

Immunization Exemptions (A) Medical for up to one vear (B} Conscience for up to two
vears. Pages 45-48.

4. Dental examinations due by the 90th day of enrollment
5. COVID-19 Protocol: Updated statement, “The Birth-to-Five Program will continue to
follow the COVID-19 Guidelines as directed by the Office of Head Start.” Page 53.

NUTRITION

1. And Justice for All Poster changed some wording (USDA) civil rights regulations and
policies

2. Added (including gender identity and sexual orientation)

3. The WIC Poster will be updated around June or July 2024 for new program year

T/TA
Phone updated

Approved May 2024
pproved May ik



Salaries

3100 Salaries and Wages(7 employees)
Total Salaries

Fringe Benefits

Supplies

OCther

3500 Payroll Taxes-FICA
3501 Unemployment Taxes
3600 Health Insurance
3601 Retirement- @ 5% of Total Salaries
3602 Workers Compensation
3603 Life Insurance
Total Fringe Benefits

7100 Office Supplies
7200 Program Supplies
Total Supplies

Rent

6100 Rental of Space

Utilities/Telephone

6300 Utilities-Electricity

6301 Utilities-Gas and Water

9600 Telephone

Building & Child Liability Insurance

9100 Insurance and Bonding/Theft Bond

9100 Insurance and Bonding / Windstorm & Hail
9100 Insurance and Bonding / General Liability
Bullding Maintenance/Repair & Other Occupancy
6401 Fumigation

9300 Maintenance and Repair

6800 Licensing Fees / Permits

6403 Refuse Pick-up

6900 Security Services and Other

Local Travel

9100 Insurance and Bonding / Vehicle Insurance
5300 Gasoline (vehicles)

6800 Licensing Fees / Permits

6800 Vehicle State Inspections

Nutrition Services

7400 Beneficiary Supplies - Food Purchases
7401 Beneficiary Supplies - Non-Food Purchases
Accounting & Legal Services

4300 Professional Services

Subscriptions & Publications

9201 Subscriptions (internet services)

Printing & Advertising

9200 Printing

9202 Advertising

Other

9700 Postage and Freight (supplies) 216

282,474.40
282,474.40

1.65% 21,609.29
0.11% 310.72
15.00% 42,371.16
5.00% 14,123.72
1.55% 4,378.35
0.09% 254.23
83,047.47

2,000.00
4,000.00
6,000.00

0.00

15,000.00
5,000.00
8,600.00

16.00
8,200.00
155.00

1,000.00
10,000.00
100.00
4,000.00
1,000.00

1,700.00
10,000.00
$00.00
87.00

338,747.00
56,650.00

1,600.00

500.00

1,000.00
1,000.00

100.00



7100 Office Expense {copier supplies)
5400 Registration Fees (training)
9100 Insurance and Bonding / Professional Liability
9100 Insurance and Bonding / Equipment Protection insurance
9101 Employee Certification
B300 Rental (copier leasing)
Total Other Costs

Total HS Nutrition Budget

217

1,000.00
500.00
18.00
28.00
1,000.00
1,500.00

$469,401.00

$840,922.87



Nueces County Community Action Agency Birth to Five Head Start Program
Preventing, Recognizing and Reporting Child Maltreatment Policy and Procedures

Performance 1302.92(b)(2), 1303.20, 1302.90{c)(1Xi-v), 1302.90(c)(2),

Standards 1302.47(a)(b)(4)FXK)(S)TXv), 1302.102(d)(1)(ii)

Minimum 746.1311(c)(1-4), 746.1309 (c)(1-4), 746.501 (a)(7)(23)(26)(A-E), 746.1303
Standards (3¥A-D)

Purpose To establish a method of preventing, recognizing and reporting suspected or known

child maltreatment in compliance with applicable Federal,State —Texas Family
Code Section 261.101, or Tribal laws.

Communication The NCCAA Birth -to- Five Head Start staff, volunteers and consultants will be
fully trained, understand and receive a copy of the Preventing, Recognizing and
Reporting Child Maltreatment Policy and Procedures including factors indicating a
child is at risk of abuse or neglect; warning signs indicating a child may be a victim
of abuse or neglect; procedures for reporting child abuse or neglect; and community
organizations that have training programs available to staff, children and parents.
Further clarification/ communication can be directed to the Disability/Mental
Health Coordinator/Specialist. Staff can locate form in the DMHS Manual and
Google shared drives in digital format. This policy is also in the Parent Handbook.

Training During New Staff Orientation and annually thereafter, staff, volunteers and
consultants will receive one hour training focusing on prevention, recognition, and
reporting of child maltreatment.

Monitoring of Procedures This policy is monitored to ensure NCCAA staff, consultants, contractors, and
volunteers adhere to established procedures during on-site visits conducted by the
Site Base Managers, Education Coaches/Mentors, Content Supervisor/Specialists
and Administration. It is also monitored through surveillance video review by the
Site Base Managers, specific Content Supervisors/Specialist, HR Department and
Administration. The Site Base Managers, Content Supervisors, T/TA
Coordinator/Specialist and Compliance Officers monitor the Staff Compliance
Binder for completion and documentation of the Standards of Conduct and
Discipline and Guidance Policy form and training agenda.

Revision/Form Dates May 2024 Policy & Board Approved: Pending

Policy: Any individual having cause to believe that a child’s physical, mental health or welfare has been or may be
adversely affected by abuse or neglect by any person is obligated to report it no later than the 48th hour the person
suspects the child has been or may be abused or neglected, in accordance with Section 261.101 of the Texas Family Code.
All NCCAA Birth-to-Five Head Start staff are mandated reporters and are legally obligated to report any suspected or
known child abuse/neglect as required by law to the Texas Department of Family and

Protective Services. By law, professionals may not delegate the duty to report to another person or entity or rely on
another person or entity to make the report. You are protected by law from liability when you make a report or provide
information in good faith during a CPS investigation. (Texas Family Code, Section 261.106). However, you are not
protected from civil or criminal liability if you report your own abuse or neglect of a child or intentionally file a false
report against someone else. (Texas Family Code, Section 261.106). Failure to report suspected child maltreatment (abuse
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Nueces County Community Action Agency Birth to Five Head Start Program
Preventing, Recognizing and Reporting Child Maltreatment Policy and Procedures

and neglect) is a criminal offense (Texas Family Code, Section 261.109). Punishable by either a fine or imprisonment or
both.

NCCAA Birth-to-Five Head Start Head Start Director will immediately notify the assigned Office of Head Start
program specialist or regional program manager when a staff, consultant or volunteer causes an incident or
suspected incident of child abuse and neglect, an incident that affects the health and safety of children or
violates the Standards of Conduct and Discipline and Guidance Policy.

Procedures:

1. During the health check and throughout events of the day, if you observe any indicators of abuse or neglect,
you are required to document such observations on the Daily Health Check.

2. Ifthe child states or shows signs of maltreatment or if the child has visible bruises or physical trauma to
his/her body do not show others. Having the child repeat or displaying the bruises/physical trauma can
further stress and humiliate the child. Be mindful and sensitive to the child’s wellbeing. NCCAA staff must
adhere to protecting the privacy of the child.

3. Call the Texas Abuse Hotline at 1-800-252-5400 for situations including but not limited to:

Serious injuries

Any injury to a child 5 years or younger

Immediate need for medical treatment (including suicidal thoughts)

Sexual abuse where the abuser has or will have access to the victim within the next 24

hours

Children age five and under are alone or are likely to be left alone within the next 24

hours

e Anytime you believe your situation requires action in less than 24 hours

Report Abuse By Phone: 1-800-252-5400
Online: Texas Abuse Hotline www.txabuschotline.org
Call our Abuse Hotline toll-free 24 hours a day, 7 days a week, nationwide, or report with our secure website
and get a response within 24 hours.
We cannot accept email reports of suspected abuse or neglect.
hitps://www.dfps.texas.gov/Contact Us/report abuse.asp

Call 911 or the local law enforcement agency
if you have an emergency or life-threatening situation that must be dealt with immediately.

Anonymous Reports of Child Abuse and Neglect

“Effective September 1, 2023, DFPS cannot accept anonymous reports of abuse and neglect involving children
and their families. Professional and non-professional reporters must provide a personal first and last name and
home or business phone number to meet new reporting requirements. The law requires

both a full name and phone number for the report to be accepted by DFPS. Reporting requirements are not met by
providing a business, agency, or organizational name. Anonymous reports of child abuse and neglect may be
made to local and state law enforcement agencies. Reporters' names are confidential by law.” Texas Department of

Family and Protective Services (DFPS). www.dlps.texas gov/Contact_Us/report_abuse qsp.

4. Do not try to conduct an investigation, do not take photos or video of the child and do not confront the
suspected abuser.



Nueces County Community Action Agency Birth to Five Head Start Program
Preventing, Recognizing and Reporting Child Maltreatment Policy and Procedures

5. The following information should be provided to the DFPS (Department of Family and Protective Services)
Intake Specialist: child’s name, date of birth, name of center, date and time when suspected abuse or neglect
was observed, name of parent/guardian, parent/guardian date of birth, family address, family phone number,
names of siblings, your name /title and description of specific details of the incident or observation of
suspected abuse or neglect and include any information of the alleged perpetrator(s).

6. In the event, a CPS worker visits your center, please verify the worker’s identity with the CPS name badge,
have the CPS caseworker sign in and out on the Visitors Sign in Log and make yourself available to answer
any questions. Make a copy of the CPS name badge if possible and notify your immediate supervisor that a
CPS caseworker is on the premises.

. If a person retaliates due to a reported suspected child abuse case inform your immediate supervisor
immediately.

. NCCAA Birth-to-Five Head Start will offer support and mental health services to EHS and HS families
where child maltreatment is or may be a concern. NCCAA staff will submit a mental health referral through
ChildPlus. The Disability/Mental Health Services Coordinator will schedule a child staffing meeting with the
parent. Content Coordinators, Site Base Manager, Family Advocate, Mental Health Consultant and the
child’s teacher will be in attendance. During the child staffing the FCP Coordinator will provide information
on parenting curriculum offered by the agency, other parenting resources in the community. The
Disability/Mental Health Services Coordinator will provide information on prevention of child abuse and
neglect. The Mental Health Consultant will provide services with parental consent. NCCAA staff can request
mental health services for themselves by contacting the Disability/Mental Health Services Coordinator via
email or phone call.

Reporting Procedures for Suspected Child Maltreatment Involving NCCAA Staff, Consultants and
Volunteers:

Maltreatment is considered to be corporal punishment, emotional or physical abuse or humiliation of
children at any time. Violation of this Child Maltreatment policy will result in disciplinary action up to
termination and possible legal ramifications. Staff who have knowledge of abuse and fail to follow reporting
procedures, will also be considered liable.

1. Staff, consultants or volunteers suspecting a staff member, consultant or volunteer of child maltreatment
of a child in his/her care must report it immediately to the Texas Abuse Hotline at 1-800-252-5400.

2. Staff, consultants or volunteers are required to notify the center supervisor of the allegation. The center
supervisor will immediately notify the HS Director and the Director of HR of the allegation.

3. The Head Start Director will immediately notify the assigned Office of Head Start program specialist or
regional program manager when a staff, consultant or volunteer causes an incident or suspected incident
of child abuse and neglect, an incident that affects the health and safety of children or violates the
Standards of Conduct and Discipline and Guidance Policy. OHS (Office of Head Start) interprets
“immediately or as soon as practicable™ to mean without delay, but no later than seven calendar days
following an incident. NCCAA should not wait for adjudication through local or state officials. Incidents
must be reported to OHS (Office of Head Start) staff within seven days of the incident, regardless of
investigations by relevant local, state, tribal, or federal law enforcement.

4. As per, policy 402 and 403 found in the NCCAA Employee Handbook all staff, consultants and
volunteers must abide by workplace standards, therefore precautions will be taken to ensure that children
are safe, which may include removing the alleged perpetrator from his/her designated position pending
the investigation by Child Care Licensing. Suspension pending investigation, as per policy 404 found in
the NCCAA Employee Handbook, if an investigation by the Texas Department of Protective and
Regulatory Services or any other State Agency or any State or Federal licensing Agency, the employee
may be suspended with or without pay pending the final report of the investigating authority. Page 134
Non-exempt and Exempt employees may be suspended pending investigation with or without pay
depending on severity and situation. Depending on the findings of the investigation, further disciplinary
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Nueces County Community Action Agency Birth to Five Head Start Program
Preventing, Recognizing and Reporting Child Maltreatment Policy and Procedures

action up to and including termination may result. Disciplinary action up to termination will be taken
against an employee if he/she intentionally files a false report against another employee, consultant or

volunteer,

**If OHS (Office of Head Start) discovers NCCAA failed to report a significant incident within seven
calendar days from the time of the incident, the program will receive a monitoring finding, which may

include a deficiency determination.

Hotline 1-800-252-5400 for guidance.

Minimum Standard §746.1309(c)(1)(2) requires training to include factors indicating a child is at risk for abuse or
neglect; warning signs indicating a child may be a victim of abuse or neglect.The following charts lists factors a
child is at risk for abuse or neglect and warning signs a child may be a victim of abuse or neglect. *Please note that
the physical indicators, child’s behavior signs may or may not indicate abuse or neglect. Call the Texas Abuse

Physical abuse is a physical injury resulting in substantial harm to the child. Genuine threat of substantial harm from

physical injury to the child.

Physical Abuse

Physical Indicators

i Child’s Behavior

ICaregiver Characteristics

ruises, cuts, black eyes

ack of reaction to pain

akes excuses for inconsistent attendance

urns or bruises in unusual patterns that

ay indicate the use of an instrument or
uman bite, cigarette bums on any part of
he body

Aggressive, disruptive, and
destructive behavior.

Inflicting injuries with objects (belt,
chancla, wooden spoon)

Poor parenting skills, domestic abuse
Abuses alcohol or drugs

juries that appear after a child has not
been seen for several days

assive, withdrawn, and
emotionless behavior

Earental attitudes/beliefs in necessity for
arsh physical discipline

[Unreasonable clothing that may hide
injuries to arms or legs

Fear of going home or seeing
parents

Severe emotional pressure or mental illness
nreasonable expectations for the child(ren)

Neglect is failure to provide for a child’s basic needs necessary to sustain the life or health of the child, such as, food,
clothing, shelter, protection from harm, hygiene, and medical care, excludes financial inability unless services offered and

aid refused.

Neglect

Physical Indicators

Child’s Behavior

lCaregiver Characteristics

ack of personal cleanliness such as lice,

odor

Constant hunger, stealing or

cabies, severe diaper rash, bedsores, body begging for food

[Makes excuses for inconsistent attendance
or tardiness to school.

Torn or dirty clothing or inappropriate
clothing for climate

Passive, withdrawn, and
ermotionless behavior

IAbandonment and refusal to accept parental
responsibility
Abuses alcohol or drugs

Obvious malnourishment

ack of personal cleanliness

[Lack of appropriate supervision

IChild unattended for long periods of time

Fearful, rocking or regressive
behavior

[nattentive physical problems or medical
needs of the child

Need for eyeglasses, dental care, or other
medical attention

requent sleepiness
Speech or language delays

[Unreasonable expectations for the child(ren),
poor parenting skills
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Sexual abuse is any inappropriate sexual exposure or touch by an adult to a child or an older child to a younger child.

Sexual abuse includes: sexual indecency, sexual assault, or aggravated sexual assault. Failing to make a reasonable effort to
prevent sexual conduct to a child. Using the child for the creation of obscene or pornographic material.

Sexual Abuse

Physical Indicators Child’s Behavior ICaregiver Characteristics
hysical signs of sexually transmitted Extreme fear of being alone with [Possessive or jealous of victim
iseases jadults of a certain sex/gender
]Evidence of injury to the genital area FPassive, withdrawn, and Inappropriate interactions with child
emotionless behavior, abrupt
change in behavior or play
Pregnancy in a young girl Knowledge of sexual relations Severe emotional pressure or mental illness
beyond what is expected for a
child’s age
Difficulty in sitting or walking Aporessive or disruptive behavior |Abuses alcohol or drugs

Emotional abuse is mental or emotional injury that results in an observable and material impairment in a child’s growth,
development, or psychological functioning. It includes extreme forms of punishment such as confining a child in a dark
closet, habitual scapegoating, belittling, and rejecting treatment for a child.

Emotional Abuse
Physical Indicators Child’s Behavior |Caregiver Characteristics

Lagging in physical, emotional, and Over compliance or low [Unreasonable expectations for the child(ren)
intellectual development [self-esteem Abuses alcohol or drugs

Difficulty making friends or doing

things with other children
[Flat or bald spots on head (infants) Anxiety, depression or aggression |Scapegoating or verbal abuse by caregivers
Failure to thrive Talks about self in a negative way [Severe emotional pressure or mental illness
Significant changes to weight, such as Regressive behavior such as bed  |Caregiver who belittles the child, withholds
jsubstantial weight gain or weight loss. wetting or soiling; changes in love, and seems unconcemed about the
Nervous disorders (rash, hives, facial tics) [behavior such as withdrawal or  [child’s problems.

jangry

Nueces County Community Organizations that provide training programs to staff, children and parents.
As per DFPS, “Prevention and Early Intervention (PEI) Programs contracts with community-based programs and
agencies to provide a variety of services that help prevent abuse, neglect, delinquency, and truancy of Texas
children. Services are free of charge and participation is voluntary. PEI does not provide housing, transportation,

or any services outside of the scope contracted by local providers.The following chart of PEI Program contracts
are available in Nueces County.

County | DFPS Program | Service Provider | Phone Services Offered

IMueces [Statewide Youth fBig Brothers, Big [(888)887-2447 [Through the Statewide Youth Services Network, BBBS
Services Network [Sisters Lone Star provides one on one Community-Based, School/site
hased, and E-mentoring youth mentor services using
the Big Brother Big sister Evidence-Based One-to-one
fMentoring Program Model.

Nueces [Service Members, [Council on Alcohol [(361) 854-9199 [[hrough the Texas Service Members, Veterans, and

[Veterans, and and Drug Abuse -  [(361) 854-9199 [Families program, The Council provides parenting
amilies Coastal Bend (361) 854-9199 |upport, parenting support groups, youth activities,

5
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website

ase management, and emergency economic assistance
xclusively to service members, veterans, and their
farnilies. Services are offered in person or virtually
ith evening and weekend appointments available.
e program utilizes Systematic Training for Effective
Parenting (STEP) and Family Support and Surveys
FS8S), which includes youth activities, basic needs
upport, case management, and family group activities.

Nueces

ealthy Outcomes [Education Service

hrough
revention And
arly Support

Center Region 2

(361) 561-8400

hrough the HOPES program, ESC2 provides in-home
arenting education and support using the Home
nstruction for Parents of Preschool Youngsters modei,
case management, family activities, and Parent Cafés.

MNueces

[Family and Youth
Success

Circles of Care

(361) 852-3812

Through the FAYS program, Circles of Care provides
individual, family sessions, and Youth Skills using
trengthening Families and individual and family
ounseling using Cognitive Therapy, FamilyTalk, and
otivational Interviewing. Circle of Care also
rovides parenting skills using the Triple P and
Strengthening Families curriculums. In addition, Circle
hrough the FAYS program, Circles of Care provides
individual, family sessions, Parenting and Youth Skills
sing Strengthening Families and triple. Circle of Care
Iso provides emergency respite parenting skills and
AY S express emergency respite. In addition, Circle of
are also provides basic needs and service
oordination,

|'Nueces

[Development

Community Youth [City of Corpus

{361) 826-7529
361)826-7273

hrough the CYD program, City of Corpus Christi

tffers Community Youth Development programs for

outh ages 6-17 years old. These programs include
Mentoring, Youth Leadership Development, Youth
Advisory Committee, Post High-School Readiness,
Academic Support, Sports and Movement classes, Arts
jand Culture, and Family Engagement events/activities.
The City of Corpus also provides individual and group
youth case management and service coordination
ervices.

[Nueces

Statewide Youth
Services Network

Texas Alliance of
Boys & Girls Clubs

(512) 301-7771

Through the Statewide Youth Services Network,
TXABGC offers Post-High School Readiness, Youth
Skills Training, and Academic Support services to
youth ages 10-17 utilizing Boys & Girls Clubs of
America's Project Learn, SMART Leaders, and
SMART Moves curriculums

ueces

Texas Home
[Visiting

{United Way of the
Coastal Bend, Inc.

(361) 882-2529

Through the Texas Home Visiting program, UWCB
provides in-home parenting education using the Home
nstruction for Parents of Preschool Youngsters,
MNurse-Family Partnership, and Parents as Teachers
odels. UWCB also provides parenting support
hrough family activities, Parent Cafés,
arent-to-parent meetings, and service coordination.
’ (DFPS, n.d.)
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405 Termination of Employment

Termination of employment with the Agency will fall within one of the following categories
with indicated policies applicable to each: Voluntary Resignation, Abandonment,
Unsatisfactory Performance, Misconduct, or Reduction-in-Force. Just as employees have the

right to terminate their employment “At Will,” the Agency reserves the right to sever the
relationship “At Will.”

All terminations are approved by the employee’s Supervisor, Director, and Chief Executive
Oﬂ‘[cer. """": = i H—a-eraHd e+ ':.‘"".'!"""" 24 e e

Voluntary Resignation

Employees who freely and voluntarily resign are expected to give at least a two-week notice.
Failure to comply may affect future consideration of re-employment with the Agency.

Termination by Employer

The termination and discharge procedures set forth in this section are only guidelines. The
Agency reserves the right to implement its policies and procedures as it sees fit and to
terminate employment of any employee for any reason. The grounds for termination
specified are not all- inclusive and should not be construed to be the only basis for
termination by the Agency.

Abandonment

An employee who is absent for more than three consecutive workdays without approval
and notification to the Agency is considered to have abandoned his/her employment.
This applies to an employee during the normal course of employment, as well as the
scheduled return from Annual, Sick, or other types of Leaves of Absence. On the fourth
consecutive day of absence from scheduled work, the Agency will notify the employee by
certified mail that employment has been terminated as of the first day of the unauthorized
absence.

Employees who are absent without approval, but who make reasonable attempts to notify the
Agency of their interest in retaining employment will not be terminated under the
employment abandonment provisions. Rather, if the additional time off is not approved, the
employee’s absences will be considered as unexcused absences, leave without pay, and may
be the basis for disciplinary action, up to and including termination.

Once an employee gives their notice of Intent to Terminate, the employment termination
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notice will not be retracted unless approved by the Chief Executive Officer.

Unsatisfactory Performance

Unsatisfactory Performance, such as failure of an employee to meet performance standards,
complete tasks in a timely manner, or maintain an adequate attendance record, can result in
termination. An employee terminated for Unsatisfactory Performance will be paid earned
wages and will not be paid for earned unused accrued Annual Leave.

Misconduct

Misconduct is defined as mismanagement of a position of employment by action or inaction,
neglect that jeopardizes the life or property of another, intentional wrongdoing or
malfeasance, intentional violation of a law, or violation of a policy or rule adopted to ensure
the orderly work and the safety of employees, but does not include an act in response to an
unconscionable act of an employer or superior.

Misconduct involving misbehavior, refusal to work a reasonably expected amount, wrongful
use or taking of Agency property, failure to pass an Agency requested drug test, or conviction
of a felony, to name a few, are examples of grounds for termination. An employee
terminated for misconduct will be paid earned wages and will not be paid for
unused accrued Annual Leave.

Reduction-in-Force

Reduction-in-Force resulting from funding cuts, financial considerations and/or
reorganization will be paid wages and unused accrued Annual Leave up to a maximum of 144
hours. If the need to lay-off or reduce the staff is caused by an emergency or by factors that
could not be reasonably anticipated and planned for, the Agency will not be bound to give
notice or provide additional pay in lieu of notice.

A retiring employee will be paid wages and unused accrued Annual Leave up to a maximum
of 144 hours. The Agency will assist, as needed, with the employee's 403b Retirement Plan
process.

Death
In the event of an employee’s death, NCCAA will pay to the estate of the deceased, wages
and unused accrued Annual Leave up to a maximum of 144 hours. The Agency will assist the

family of the deceased, executor, or designated beneficiary to expedite the processing of
Agency-provided Life Insurance Benefits and/or 403b Retirement Plan process, if any.

Exit Interviews

Whenever possible, an Exit Interview will be completed by Human Resources to determine
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termination date, review of benefits, if any, the return of keys, ID Badge, Security Badge if
applicable, Employee Handbook, and other Agency property and to verify address and final
administration and transmittal arrangements of the employee’s final paycheck.

Employees who are voluntarily resigning should schedule an appointment with Human
Resources for an Exit Interview as early as possible.

Employees who are terminated involuntarily by the Agency will have an Exit Interview with
Human Resources.

Terminated Employees (Voluntary and Involuntary)
Payment of Wages

All voluntary terminated employees will receive their final wages through direct deposit on
the next regularly scheduled payday.

All involuntary terminated employees are entitled to receive their final wages within six (6)
calendar days after the date of termination. Employees will receive their final wages through
direct deposit.

Balance of Annual and Sick Leave Hours

When an employee leaves NCCAA, all accrued annual leave is paid, up to 144 hours or
eighteen (18) days of pay provided the employee has given a two (2) week notice and works
the 2 weeks they have given in their notice; an exit conference has been conducted; all items

(keys, badges, etc.) have been returned; and the employee has not been terminated
involuntarily.

Once resignation notice is given, the employee will not be allowed to use Annual Leave
and/or Sick Leave, but will be allowed time off (Leave Without Pay).

Remaining accrued unused Sick Leave hours will not be paid out to any employee and
are forfeited.

*Mitigating circumstances will be taken into consideration on a case- by-case basis.
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404 Employee Corrective Action

NCCAA reserves the right to terminate an employee at any time for any lawful reason with or

without prior disciplinary guidance or notice. Nothing in this Employee Handbook or any
other NCCAA document is intended to:

¢ modify this “At-Will” employment,
® promise progressive discipline or disciplinary guidance

® promise of notice in circumstances where NCCAA considers immediate termination or
discipline to be appropriate.

Progressive discipline is for improvement of an employee’s performance and not to be
punltlve in nature. Disciplinary actions may entail verbal or written guidance, Intreduetory;

suspension, pr-e—-teﬂmnaaen-s&spe;ma- or termination. All of these actions may not be
followed in some instances or in the same order. NCCAA reserves the right to exercise

discretion in discipline. Prior warning is not a requirement for termination. All disciplinary
actions will be placed in the employee's personnel file.

NCCAA reserves the right to take any disciplinary action it considers appropriate,
including termination, at any time.

Progressive Disciplinary Action
1. Verbal Guidance and Coaching

Empleyee’s A documented verbal guidance may be issued to an employee as a result of a
violation of an Agency policy, rule or regulation or failure to meet behavior or

performance standards. may+esult-in-decumented verbal guidance being-issued:

2. Written Guidance and Coaching
Employee’s A Written guidance may be issued to an employee as a result of a violation
of an Agency policy, rule or regulation or failure to meet behavior or performance

standards and depending on severity, number of occurrences will result in, A written
guidance may include up to termination.

3. Suspension

Employees who are suspended will be on a Regular Suspension, suspension pending an

investigation er-a-Pre-termination-Suspensien-depending on the situation.

Regular Suspension will be known as only Suspension

®  Suspension is violating consequence for anyone who violates Agency
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operational or personnel policies but does not necessitate termination.

®  Non-exempt and Exempt employees may be suspended with or without pay
depending on severity and situation.

®  All suspensions are approved by the employee’s Supervisor and or
Director, and, if applicable, Chief Executive Officer.

The Employec-CorrectivedetionPlan—Employee Action Notification Form is the form used to
record suspensions. The original notice is placed in the employee's personnel file, kept in
Human Resources, and a copy is given to the employee.

An employee’s suspension period will not exceed fifteen (15) workdays per each occurrence.

Suspension Evaluation

At the end of the suspension period, the employee’s Supervisor will inform the employee, in
writing, of;

® Expected performance that needs immediate improvement and that the
employee will be monitored; and

® [fthe expected performance does not improve, consequences may
include further disciplinary action up to and including termination.

Suspension Pending Investigation

If an investigation by the Texas Department of Protective and Regulatory Services or any
other State Agency or any State or Federal licensing Agency, the employee may be
suspended with or without pay pending the final report of the investigating authority.

Non-exempt and Exempt employees may be suspended pending investigation with or
without pay depending on severity and situation.

Employees are not allowed to contact any NCCAA employee, Board Member, and Birth-to-
Five Head Start Policy Council Member during their suspension. In addition, computer access
will be suspended, the employee will turn in agency keys (if applicable) and badge until the
investigation has been completed. Failure to comply will result in disciplinary action, up to
and including termination.

All suspensions pending investigation are approved by the employee’s Supervisor, Director,
Human Resources and Chief Executive Officer.

® The Emplovee-Corrective-derion-Plan—Employee Action Notification
Form is the form used to record suspension pending investigation. The
original notice is placed in the employees file kept in Human Resources
and a copy is given to the employee.
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® Depending on the findings of the investigation, further disciplinary action up to and
including termination may result.

Employees suspended without pay and cleared of all allegations will be reinstated to his or
her former position or a comparable position with full benefits, including, but not limited to
back pay less any amount received, by the employee, from unemployment insurance.

An employee’s suspension period will not exceed fifteen (15) work days.

Upon approval of an employee's termination, the employee will be notified in accordance
with the Agency’s termination policy.

Growth Plan

May be used as a result of poor work performance. The Growth Plan will help to identify and clarify the

action needed to improve the employee’s performance.

¢ Employees placed on lntreductory-Pereds- a Growth Plan shall be for a period
of, no less than, thirty (30) calendar days or up to forty-five (45) calendar days
or more depending on the situation.

¢ All employees placed on intreduetory-Rerieds a Growth Plan are still eligible
for all Agency benefits in accordance with the Personnel Policies.

® During this disciplinary action period, all employees are given every
opportunity, including training, guidance and supervision, to correct his/her
performance deficiency.

All IntreduscteryPeriods Growth Plans are approved by the employee’s Supervisor,
and/or Director, and, if applicable, Chief Executive Officer.

The Employee-CorrectivedctionPlantorm Employee Action Notification Form is used to
record Intredustory-Perieds Growth Plans. The original notice is placed in the employee’s
file kept in Human Resources and a copy is given to the employee.

The Employee-CorrectivedetionPlanfeorm Growth Plan form shall identify the specific
conduct or performance that led to the improvement plan Intreductory-pesed. The Supervisor
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will also inform the employee of consequences that may result if the performance does not
improve.

At the end of the assigned Growth Plan Intreductery period, the employee’s Supervisor will
inform the employee, in writing that he or she has done one of the following:
® Has completed the Growth Plan iatredusctory-Period-satisfactorily/unsatisfactorly,
® s being given a reassignment of duties; or
® s being recommended for termination, or
®

Will continue to be monitored regarding the expected performance standards.

tntreduetory Growth Plans may be appealed in accordance with the Problem Resolution
procedures described in this Employee Handbook.
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137 Employee ID, Security Cards, and Facility Keys

Employer ID/Security Card

All Agency employees are responsible for the upkeep of all issued employees’ IDs, security cards and
keys. All employees must wear their Employee 1D, AT ALL TIMES, while working.

Employees who lose or abuse their employee [D card must pay a $5.00 replacement card fee.

The Security card replacement fee is $10.00 each.

Employees who change job titles or whose card(s) are worn out by normal wear and tear
may obtain a replacement card at no charge provided they turn in their old card or obtain
Human Resources verification of a change in job title.

Replacement employees ID cards or security cards can be ordered through Human
Resources.

Facility Keys

Facility Keys may be issued to employees and must be signed out by their supervisor.
Lost or stolen keys must be reported immediately to the facility supervisor or Human
Resources. Replacement of lost key(s) must be requested in writing and require a $10.00
fee for each key.

All employees shall exercise diligence in the care and safekeeping of their assigned
Employee ID, Security card, and/or facility keys to prevent loss or theft. Failure to
promptly report lost cards or keys or neglect their handling of such, may result in
additional disciplinary actions.
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Birth to Flve Head Start Director's Report Program Information Report (PIR) and On-Going Monltoring

A. Enroliment and Program Information as of April 30, 2024 STAFFING
Enrollment Current Number of Children with Health Insurance Pre-8chool Division
{Funded 563) HS PA22 402 Medicaid/CHIP |
(Funded 352) EHS PA28 651 HS 333 Total FosHions 20,
(Funded 10) Pregnant Women 24 EHS 550 Vacancies 7
Private Insurance MS 0
Wait List For 2023-2024 HS 5 ]
*HS 162 EHS 12 AA 3
On-line incomplete applications Military Coverage CDA 1
*EHS 63 HS 0 |Ngp CDA 1
On-ling incomplete applications EHS 0
Children with Disabllities No Insurance
returning chlldren HS requires 30 27 HS 65 Totsl Positions 20
returning chlldren EHS requlires 42 48 EHS 91 i [
Total Enrolled 10% 11.00% Health Screening (Physical & Dentals |IBATECE 1]
Homeless Children & Families Medical HS 326 AAECE 1
HS 7 {PIR C-5) EHS 539 CDA 8
EHS 18 Dental (Pir C-17) HS 27 o COA )
EHS 513
Number of Operational Days. |Lead Screening Intant Toddler Division
April HS 21 For the month|HS 5
April EHS 21 For the month|[EHS 29 Total Poaltions 108
Voluntears Imrmunization up to date (PIR C.11) Vacancies | 31
AprilHS Cumulative for Year|HS M5 PHD 0
April EHS |EHS 586 Masters 1
Overincome {P/Ra) Opted Out (PIR C13) HS/EHS 2/5 IBA 3
(wiqualifying disability} HS 7 ADA (Average Daily Attendance) [BA Othar 3
wigualifylng disability) EHS 8 HS 87.37% AA 13
|[EHS 86.42% |AA Other 1
CDA 30
ChildranTotal Meals [No CDA 24
April Total .
(202524 eimbursament ratn $2.28) Breakdas 7885 @ 2.28]  $17.077.80 :’;‘;’33:;‘; e ]
(202324 iate $4.25) Luneh 8068 @ 4.25 $34,289.00 Total Pasitions M
(202324 relmburssment rata $1.47)_Snack 6908| & 117 $8,082.36 i Fi
60,349.18 BAJECE A
CIL 2,380.06 BA Other 1
30272022 ANECE 2
AA Other 2
YTD Actual CACFP Revenue Received for contract year, October - September CDA ]
“Al applicants on Wait List have been offered snrollment at sites with opsnings, but have refused dus to avaliable locations. (Need CDA ]

PROGRAM ACTIVITIES
Operations:

Financiak

The Budget Revision Requast was submitted to OHS on May 1, 2024,

Maintenance:

Sheduled repairs for the doors at CDN and La Armada
Maintenance and the Associate Director are schaduling repairs to Lhe centers to begin in the summer
A on-line inventary has been created on Google Drive to allow for real time tracking

tssues and Planning:

The B-5 Program has completed the draft for the Comective Action Plan for the child Incident of unsupervision for multiple minutes
There will be a interview with Director, Human Resources Director, SBM, PC, and Board on May 23,
Another incldent of unsupervision has occured and been reported to OHS

Every Content Coordinator and Speclalist has been assigne to be at the centers and monitoring
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W
In-kind Goal for EHS 2023/2024 Month Monthly  |Columnl
$2,806,749.00 |September | $69,766.71
| October $126,479.55
November |[$115,238.37
December | $80,871.11
Sanuary $279,246.65
February  |$167,377.71
March $109,528.10
April $180,577.53
May
June
July
August
September
YD $1,129,085.7 $1,677,663.27
|in-kind Goal for HS 20232024 Imenth [monthly  [Columnt |
= $701,092.00 |September | $32,516.78 ]
October $26,409.88
LL. _ __|November | $67467.73
|December | $52,094.92
= lanuary 583,485.02
February  [§1474528%)
L March £44,009.57
April___[128.844.33 |
M
June |1
| e July
August .
- September !
YTD £582,280.74 $118,811.25_
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ADMINISTRATION FOR

@ CHILDREN &2 FAMILIES

Office of Head Start | 330 C St., SW, 4th Floor, Washington DC 20201 | eclkc.ohs.acf.hhs.gov

of H FALTH‘
4,

April 18, 2024
Nueces County Community Action Agency

Re: Grant No. 06CH010656

Dear Grant Recipient:

The Administration for Children and Families (ACF), Office of Head Start {OHS) recently conducted a monitoring
review of your program. The attached report contains information about your agency's performance and compliance
with the requirements of the Head Start Program Performance Standards, Public Law 110-134, Improving Head
Start for School Readiness Act of 2007, and other applicable regulations.

Please contact your Regional Office for guidance should you have any questions or concerns. Your Regional Office
will follow up on the content of this report and can work with you to identify resources to support your program's
continuous improvement.

If the report has findings the corrective action period will begin 72 hours from the time this email was sent.
Sincerely,

OHS Monitoring Team
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ADMINISTRATION FOR

;« CHILDREN &% FAMILIES

Offico of Head Start  Aih Floor - Svatzer Memonal Bulding, 330 C Svect SW, Washington DC 20024 ecike.ohs.acl. hhs.gov

Program Performance Summary Report

To: Authorizing Official/Board Chairperson From: Responsible HHS Official
Mr. Vic Medina

Nueces County Community Action Agency /&{
101 South Padre Island Drive %— . L

Corpus Chnisti, TX 78405 - 4102 Date: 04/17/2024

Mr, Khari M. Garvin
Director, Office of Head Start

On March 5, 2024, the Administration for Children and Families (ACF) conducted a monitoring review of Nueces County
Community Action Agency. We wish to thank the governing body, policy council, staff, and parents of your program for their
cooperation and assistance during the review. This monitoring report has been issued to Mr. Vic Medina, as legal notice to your
agency of the results of the program review,

Based on the information gathered during our review, a determination has been made that Nueces County Community Action
Agency is a recipient with at least one area of deficiency in its Head Start program.

If you anticipate that you will not be able to correct all deficiencies within the correction time specified in this report, you must
submit a letter to your ACF Regional Office requesting an extension, with an explanation as to why an extension is necessary. The
letter requesting an extension must be submitted prior to the expiration of the oniginal corrective action time period. In order to allow
for sufficient time to consider extension requests, we ask that you submit your request wathin 10 days following receipt of this report.
Extension requests shall not be considered approved unless you receive such approval in wnting before the deadline for correction.

The report provides you with detailed information in each area where program performance did not meet applicable Head Start
Program Performance Standards, laws, regulations, and policy requirements. Please contact your ACF Regional Office with any
questions or concerns you may have about this repor,

DISTRIBUTION OF THE REPORT

Copies of this report will be distributed to the following:

Mr. Kenneth Gilbert, Regional Program Manager

Ms. Linda Carrillo, Chief Executive Officer/Executive Director
Ms. Alicia Mancha, Head Start Director
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Grant(s) included as part of this review

Grant Recipicnt Name Grant Number(s)
Nueces County Community Action Agency 06CHO10656
Glossary of Terms

Definition

Area of Concern (AOC) An area in which the agency needs to improve performance. These issues should be discussed
with the grant recipient’s Regional Office for possible technical assistance.

Area of Noncompliance An area in which the agency is out of compliance with Federal requirements (including but not
(ANC) limited to the Head Start Act or one or more of the regulations) in one or more areas of
performance. This status requires a written timeline for correction and possible technical
agsistance or guidance from the grant recipient's program specialist. If not corrected within the
specified timeline, this status becomes a deficiency.

Deficiency As defined in the Head Start Act, the term "deficiency” means:
(A) a systemic or substantial material failure of an agency in an area of performance that the

Secretary determines involves:
(i) a threat to the health, safety, or civil rights of children or staff:
(ii) a denial to parents of the exercise of their full roles and responsibilities related to
program operations;
(iti) a failure to comply with standards related to early childhood development and health
services, family and community partnerships, or program design and management;
(iv) the misuse of funds received under this subchapter;
{v) loss of legal status (as determined by the Secretary) or financial viability, loss of
permits, debarment from receiving Federal grants or contracts, or the improper use of
Federal funds; or
(vi) failure to meet any other Federal or State requirement that the agency has shown an
unwillingness or inability to cotrect, after notice from the Secretary, within the period
specified;
{B) systemic or material failure of the governing body of an agency to fully exercise its legal and
fiduciary responsibilities; or

(C) an unresolved area of noncompliance.

Tl
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Performance Summary

This section contains an overview of compliance information identified in each Performance Area for all Content Areas, Detailed
information can be found in the Review Details section.

Failure to correct a deficiency within the approved timeline may result in termination of the grant.

Compliance Information

Content Area Performance Area Grant Number(s) Compliance Level Applicable Timeframe
Standards for
Correction
Significant Health Safety Practices 06CHO010656 Deficiency 1302.90(c)(1)(v) 30 days
and Safety Incidents
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Review Details

This section of the report provides details on findings in applicable Content Areas reviewed during this monitoring event.

Significant Health and Safety Incidents

Performance Area; Safety Practices
Deficiency - 1302.90(c)(1)(v)
Summary
Grant Number(s) Cited: 06CHQ10656
Timeframe for Correction: 30 days

Performance Standard Details

Regulation Text: 1302.90 Personnel policies. (¢} Standards of conduct. (1) A program must ensure all staff, consultants,
coniractors, and volunteers abide by the program’s standards of conduct that: (v) Ensure no child is left alone or
unsupervised by staff, consuitants, contractors, or volunteers while under their care.

Finding Details

+ Muitiple incidents of inadequate supervision have occurred in the last 12 months.
* The grant recipient did not ensure no child was left alone or unsupervised while under the care of its staff.

Additional details from this review event:

+ The grant recipient had an incident of a child being left unsupervised on the playground for 23 minutes.

* The grant recipient reviewed video footage and found that on February 6, 2024, the staff members did not use
appropriate transition strategies to ensure all children were present before returning to the classroom, resulting in 1
child being left unsupervised on the playground for 23 minutes.

* During an interview, the grant recipient stated it had an established monitoring policy prior to the incident that
included managers conducting monthly observations. The grant recipient confirmed that it did not follow the
meonitoring policy consistently and that the classroom where the incident occurred had not been monitored for 4
months prior to the incident to ensure appropriate child safety practices were being implemented.

+ This is the grant recipient's second child supervision incident within the previous 12 months.

---------- End of Report ---=-------
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