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Bishop Indian Head Start
Attendance
1302.16 Attendance

Policy All families are encouraged to maintain regular attendance in Head Start activitieswileaghSoairfamtaities in
identifying barriers to regular attendance and will initiate supports as appropriate. If families are paticpkar willing to
another child will be given the opportunity to attend the program.

Areas of Responsibility

1 The Director is responsible for investigating and documenting the causes of absenteeism if the average daily at
centebased classroom fadioty 85%.

1 The Teacher is responsible for ensuring that the Daily Sign In/Out forms is completed accurately and completel
is responsible for tracking classroom attendance and ADA on a monthly attendance sheet.

1 The BIHS Secretary is resperisibéntering information from the Daily Sign In/Out forms in the daily ADA log. In as
to following up on absent chiiexi:00 am with phone calls to patemisr after program starte nsur e ¢ hi
wellbeingl'he reasons for the absgnace documented in the center daily absent log.

1 The Family Advocate, Health/Disabilities Manager, Teacher is responsible for follow up and family support on a
issues and for documenting these activities.

1 The Health/Disabilities Director asiisie for tracking illnesses and following up.

Procedures

AbsencedParents are encouraged to call or send a note to account for each day that their child cannot attend class anc
reasons for the absence. Attendance will be recoirdétedadgsroom attendance lognderdd he chi | dés mor
form.

Excused Absence®bsences will be excused for the following reasons allowed in regulations without limitation:

lliness or guarantine of the child or parent (please e specific
Court ordered visitation with absent parent or relative (We must have a copy of the court order on file)

Excused Absence Due to Family Emergehdys ence due to fAfamily emergencyo
excused for the followdragons without limitation:

1. Family emergency, such as death, funeral, car accident, court appearance, emergency hospitalization, 1
receive medical or dental services out of town due to lack of service providers in our gedegephic region,
jury duty in Fresno, CA.

2. Family emergency created by crisis, need for medical, dental, or therapy services related to crisis, visit t
or shelter, the need to be out of sight of absent parent, threat of kidnap, secret wibted® prisgtas oel
other family crisis or extenuating circumstances at the discretion of administration.

3. Family emergency due to dangerous conditions such as down power lines, flash floods, snow, avalanch
natural disasters.

4. Any absence whichlearly in the health aaféty interest the child or other children in the center of home du
to a family emergency, crisis, or dangerous condition.
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Excused Absence Due to BestiInterds s ence al | owabl e as i Bel866(d) wiltbe exeusetd o
for the following reasons wiithiteof 10 dayper fiscal year, except for those children who are recipients of protective servic
risk of abuse or neglect as allowed in CCR Section § 18066(f):

Vacation with parent tatiree (please be specific)

Out of town with parent or relative (please be spdtifissmamnot medically related)
Stayed home with parent or relative

Chil dbés Birthday

Other reasons which are clearly in the best interests of the childe(bgaspgepliéas

arwde

UNEXCUSED ABSENCE®ited tfive (5consecutive days as allowed in CCR Section § 18066. Absence for any other re
than those listed above will be considered unexcused. Days a child is scheduled for education, does notsinotv, and the
notified.

ABSENCE FOR UNKNOWN REAB®Bhild has five (5) consecutive unexcused absences in the Bishop Indian Head St
program, services will be terminated unless a reasonable explanation is given to the administration throsghfthe appeal:
excused absence must be verifiedphithercall or a note. Parents should notify the provider each day with a phone call. I
has been absent for five (5) consecutive days, and the parent has not contacted our agency, and reasonahiesaltempts
to contact the parent, aneilf will be eBsirolled due to lack of response. Thank you for your cooperation.

Analysis of the causes of absenteelfsthe monthly average daily attendance rate irbasshfmogram falls below 85
percent, the Director must analyze the cabsestd#eism. The analysis must include a study of the pattern of absences for
child, including the reasons for absences as well as the number of absences that occur on consecutive dag's. This anal
included in the hMréepotect or 6s Manager 6s mont h

Attendance plans and alternative servitaschild has four or more consemogeces, the Classroom Teacher or person
entering attendance will notify the Director who will coordinate an attendance plan with Family AdvocdtBiaadilitiedHealt
Manager which will involve the family as well.

The attendance plan will be designed to help the family to establish regular attendance or, if necesséivg tepledor alte
The attendance plan will be developed byytlanththé Family Advocate, Teacher, or Health/Disabilities Manager, typically
a home visit or faocdace meeting. It must:

1. Identify the reasons for the absences, and;
2. Include a specific plan and date for establishing regular attendative senliees such as teacher home visits or
Ahomework bagso containing appropriate books and

Alternative services will be designed to ensure that all children enrolled in Head Start receive services anogressinue to
on their edational goals. Alternative services will be provided by the Lead Teacher, and will typically occur durnng a hor
accordance with the policies on Individualizing and Home Visits. Teachers will use classroom supplies andbather learni
provide home basethéiies that address all cud@ngins of learning with a focus on the skills that the child is ready to lear
teacher will collaborate with the Early Childhood CARES service coordinator to ensure thatimembittbreteigpetial
education services.

Staff must document and attach all contacts uppert g. , t
activities which are provi destoom fiasinpahe familpdontactisheetat t end a
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Withdrawal from the program

If reqular attendance cannot be established either by classroom participation or by participation in aténeatihddervices,
the waiting list must be given the opportunity to enroll in the program. Families should be given egéais|sbpaturtdy
attendance astould be withdrawn from the program only when they are unwilling or unable to participate.

If the child is not attending and the family cannot be reach by phone, letter, or visit tawtesveelperadtb thaslot will be
considered an enroliment opportunity for another child.

Vacations

One scheduled vacation, family visit, or other planned absence of up to two calendar weeks will be permitted each pro
Families will be expected to participammtiat services during and after the absence. Families who do not reestablish re:
attendance within two calendar weeks will be withdrawn from the program.

Attendance Forms:
1 Classroom Attendance Log
Center Attendance Log (ADA Form)
Attendance Plan
Individual Monthly Absent Form
Sample letter to family regarding unexcused absences
New: Child Plus Attendance Count

=A =4 =4 =4 =4
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Bishop Indian Head Start
Adultto -Child Ratio

1302.21 Cenieased option

1302.47 Safety practices

Performance ObjectivEhe BIHS Program will not leave children unattended or unsupervised and will maintain
adult to child ratio to protect the health and safety of the children enrolled in thadeiHSrQnater.

Operational Procedure:

1.
2.
3.

10.

Head Start Classes must be staffed by a teacher and an aide or two teachers and, whenever possible
BIHS deterines thelass size based on predomagatef the children who will participate in the class.

For classes serving predomiriantlgfiveyearoldchildren, the average class size of the group must be
between 17 and 20 children with no more than 20 children enrolled in any one clasia8ld&nhsis two
designated for predominately fiwey@arold children

For classeserving predominattiheeyearoldchildren, the average class size of the group must be betweel
and 17 children with no more than 17 children enrolled in any one classcBB$&®basitsignated for
predominately thiid children

BIHS ha4 classrooms ofBIbISstudentand an additional Tribal Child Care siuget a partnership
agreement between BIHS and Inyo County Superintendent of Schools, BIHS must stay within Californ
Preschool guidelines p&i@l qualified staff to 8 preschool age children.

A class is considered to serve predominatefivéy@atoldchildren if more than half the children in the clas
will be four or five by whatever date is used by the State or local yuhistithierndead Start program is
located to determine eligibility for public Badtagd. City Schoddtb)t currently usesptember 1 of the

current yeao determine eligibility.

A class is considered to serve predontimagglyaroldchildren if more than half the children in the class wi
be three by whatever date is used by the State or local jurisdiction in which the Head Start program is
determine eligibifiy public scho@ishop City School District currentigesember 1 of the currenttgear
detemineeligibility.

August 20, 2010 BIHS entered into a Sub Contract for State Preschool Services from Inyo County Suy
of Schools. BIHS agreesperate a State Preschool Blended program in compliance with the State of Ca
Department of Education Title V California Code of regulations, Section 18273, State Preschool Fundi
Conditions Guidelines, and Title 22 of Califorrsaraiicode.

Title 5 child development programs serving preschool age childrenartaathaxéoo everycBddren and

one staff person for every eight children. Title 22 requires programs serving preschool children must t
teacher for exy fifteen children and one staff for every twelve. The law permits a teacher and an additic
person to supervise eighteen children if the additional staff person is an aide who is enrolled in at leas
per semester until six units lbeee completed. Title 22 exempts programs funded by the CDE and opera
under Title 5 from the teachi&t ratios of Title 22 and requires them to follow the Title 5 staffing ratios. C
offering multiple programs can only exempt the Trdemdkrem the Title 22 regulations.

Ifan assigned Teacher or Teacher Aseeert® leave their classraorake their schedulegnlfute
breakthey mustnsure paidstaff membean substituterthemo maintain Adulthild Ratidsr effective

child supervision.
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Bishop Indian Head Start
Arrival and Departure of Children
Release Policy, Daily Rigk and Drojoff, Escorting children to/from bus
1302.47 Safety practices.

PERFORMANCE OBJECTIMEE Bishop Indian Head Start of California will ensure that the children in our care are acce
released tynto people authorized by the custodial parent or guardian, and only into a situation where the healtldand saf
is not in jeopardy.

OPERATIONAL PROCEDUREarder to ensure that access to children is limited only to authorthedqkraams action
will be taken:

1. BIHS staff may release Head Start children only to parents, guardians, BIHS bus drivers, or those listed on the
or emergency release form. Parents are responsible for notifying theamdiassydmmily advocate, and bus driver of
any changes.

2. In case of an emergency, a parent or guardian may notify classroom teacher, family advocate, or bus driver anc
temporary permission for someone not identified on the transportationreleaisefgamgyick ughild from BIHS
provided the staff knows the person and or presents picture identification. Otherwise, parents must present writ
permission prior to child being pickup by a person not desighated on trangpgeatipmeteasea form and if all
possible parents should introduce the person to c

3. Anagencyepr esentative wil|l not remove a child from a
exept during a child abuse or neglect investigation. In such a case, BIHS staff will request picture identification
authorized child protection service worker and or law enforcement officer. Tribal Police and ICWA wilhbe naotifie
thewel-beingof the child.

4, For <chil dren placed in foster care, Head St ®lease st
the child only to the foster parent gkeroThe DCR®wokesy s i ¢
must verify any additions or changes in writing (letter or fax). This letter should be to the attention@mf B BIHS C
Family Advocate.

5. If the BIHS Family Advocate is given a court ordered identifying a custodial parent or guardian and theoscustodia
guardian request the gfoltb be released to the-aatodial parent; BIHS staffegillest Custodial parent to provide a
written action plan of how they request BIHS staff to proceed in this matter as a preventive measure to protect c
families, and staff.

6. In the event the rarstodial parersgempto pickup child; BIHS staffexifilainhat they need to getrpission from
custodial parent by person, phone, and or in writing to pick up child. If in the eventlocgstodiadipe permission
and the necustodial parent insist on taking th&th8dstaff willevent the nanstodialgyenfrom removing the child
and motifycustodial parent aribal Police to assist.

7. Law Enforcement cannot intervene in custody matternsesiithiminng ordéfrthe court has issued a restraining order,
the custodial parent has responsibilityfpa giopy of that order to the BIHS Family Advocate.

8. If the BIHS Family Advocate is in possession of a restraining order against any persargtottidl g eesutch
BIHS stafibserves the said person near BIHS campus or near a fieltitnp BedSnstaff will call 911 or local law
enforcement immediately to report their presence. If possible, record license number and make of vehicle. Call
parent and or guardian as soon as possible.

9. Should any unauthorized person attempive aechild from the BIHS center or during a field trip the BIHS staff will:

a) If there is no immediate danger, explain to the person it is the BIHS policy not to release a child to any p
designated by the chidaosppraegretnd samd aqruag wd radis

b) If the person becomes agitated, remain calm, BIHS staff will explain that they are unable to assist them:
children are present and ask them to leave. If they do not leave immediately;
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c) UsePAorwhistetal ert staff of an AAmber Alert. o Call
d) Remove children from immediate danger and follow lockdownfp@oeduees. Si | ver ¢ Cal |
e) BIHS staff will try and keep person calm and away from other children until law enforcement arrives.
10. Follow same peature listed above if you perceive a threat of force and or person makes a threat
and or you see a weapon in evidence or believe that children or staff members are in danger.
a) Do not confront the person
b) If possibleall911, Code &r on PA or use whistle to alert staff
c) If the person removes the child and BIHS staff has not already called law enforcement,itlis k& soon as
Call parent and or guardian as soon as possible. If this happens during a fieldtripindatihcenésn of the
situation after 911 and notifying parents and or guardians. Take note of the description of the person, th
license, and make of vehicle.
d) With any major trauma in school, be aware that children will need assuraecatbatrifeynavental
Health of the incident and request services for parents and children.
11. BIHS staff will notify all parents the day of the occurrence that an incident took place. Respecting the
confidentiality of all BIHS families is critical. The Director is to be notified if parents have any
guestions and or conserhe BIHS Director and Tribal Administration will assist staff in notifying
parents including providing resources to staff such as the Employee Assistance Program. It is
essential that Tribal Administration support BIHS ataffsidt
12. BIHS staff will fill out and sign a completergpiteand the Director will file document in a
Secure location.
13. The Director is responsible for reviewing the Release Policy with parents and staff on an annual
basis. The Director will also review the Emergency Preparedness Plan with law enforcement, staff,
and parents on an annuasbB#HHS staff will practice safety drills; including Active Shooter and
Stranger Danger throughout the school year.

DAILY PICKIPAND DROP OFF PROCEDURES
The following are procedures for parents to follow to ensure the safetyg afeaakiichild in the Head Start program.
1. An adulia(person 18 yaarolder)nust accomparg n d -ifirsd gtnhe chi l d when droppi

Failure to follow this procedure will not be tdleeatather will not be legally authorized to accept child. The staff w
make an immediate phone call to custodial parent or guasidiahitd gidginto pickup child immediately.

2. The Dailyickup/DropOff Sheewill be in eactassroom dmust be completed with:
(@) full signatures
(b) appropriate arritiate
(© source of transportation for departure (INCLUDING AUTHORIZED PERSPRHIIICK
(d) departure times

3. At the time of the Initial Family contact:
(@) AnEmergency Casdcompleted by the paggving names of dlughorized individuals may pick
up/drop off their child.
(b) Home Visitor will inform parent®icthg/Drojffpolicies and procedures.
(© Home Visitor will inform parentAiffrih@l and Departure of Chipdiéies and procedures.
(d) Home Visitor will inform parentRélbasgolicy and procedures
(e) Parents will be asked to introduce these individuals to the teaching staff
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()] Parents, guardians or authorized persons are to establish contact wit timeesthéyepak or drop
off child.
(9) Authorized individuals rf@@GiVIPLETEhe DailyickUp/DrogOff Sheet.

4., ALL PARENTS/GUARDIANS MUST ACCOMPANY THE CHILD INTO THE BUILDING AND MUST SIGN THE
IN/OUTChildren cannot be dropped off more than 15 minutes before class begins; children need to be picked uj
session is over. In the event of an emergency or parent will not bepatileitahilckat the required time, they must
contact the He&tart center to let the staff know of the lateness and immediately make arrantenmieets with
individuat® pickup their child.

5. If child is unable to attend school that day, parents must call the teacher no later than 15 ntindtsshvohd#ye star
AUTHORIZED INDIVIDUALS

A. The Teaching Staff will ensure that children are not released to any person not authorized by the custodi@ihparent ¢
Teaching Staff will take the following actions:

(1) Maintain a list of the namgdresses, and telephone numbers of persomedtdhakie the child fromldssmom
and or school grounds

(2) Allow telephone authorization to take a child from the classitbamittenlypermission of the custodial parent.
(3) All persons requesting to take children from classroom will be asked to show identification to confirm authc

B. Any child that is dropped off at theandrdeduring a fieldtilpbe signed by parent/guardian using
theDaily Sign In/ Siguit Sheet.

C. A child will not be released to any person in obvious state of imtivanagitrihat parent,
guardian, or other authorized person apigksga child in a staténtdxication, the teacher will
call the front office and request assistance or use the PA system and request immediate assistance using
i C o d e: (FeontlOffiee should be the first point oftifotaectlassroom access and every effort
should be madepi@vent an intoxicated person into the building.)

(1) Front Office Person and or Director will inform suspected intoxicated person that they will be cathimg the ne
the chil 6 s -updist. dt ks the BIHS policy that suspected intoxicated person (s) will ngpickuglthitderto
from school.

(2) If the person becoragitated or violent, BIHSwtthifnplement the Emergency ProcedbesErimergency
Preparedss PlarfCall Tribal Police and or 911).

(a) If the teacher BIHS stafannotocate authorized persons on the Emergency Contact card for the child, th
Social 8rvices will be called to talk¢ody of the child.

(b) The teacher will talk thighcustodial parentfgisn about any evienblving an intoxicated person arriving to
take their child.

Arrival and Departure of ChildrEscorting children to/from bus
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PERFORMANCE OBJECTIME busonitowill assist the bus driver in providing safe and punctual transportation to and f
classrooms and center; observe and monitor behavior of children; and interanthvgithfpiaranteurteous and professional
manner to promotew@dibeingof childrerhllstaff and monitors will comigiybus safety drills and rules on bus to ensure safet

OPERATIONAL PROCEDUREarder to maintain safety of children during arrival and departure of children to and from c
and center the BIw# follow these procedures

BIHS STAFF
U Will greet all arrival (children, parents, staff, and the community)
U Teaching staff will assist bus driver and bus monitor in the completion of the daily sign in and out sheats; accou
allchildren getting on and off the bus.
U Attime of departure; teachers will have students ready (bathroom checks); and grouped according to assigned
U0 Management will assist in the escorting of children to the buses by being on the busheriassgokidbers;
monitor will then relieve management when all children are secure for departure.
BUSDRIVERAONITOR
U Assist childrentireboarding and existing the bus.
Assist children in using the safety seat belt system and ensure all ckidme.remain
Conduct continues Head Counts and document chil dr
Follow all child safety cllesficeorocedures.
Assist teachers in the completion of bus and classroom sign on and sign off sheets; accounting for allethildren ¢
off the bus.

[ T T

Forms:Daily pre/post trip bus inspections, bus and classroom sign in/out sheets, seaingrgesaty, fands
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Bishop Indian HE&tart
CRISIS AND VIOLENCE PREVENTION
1302.47 Safety practices.

PERFORMANCE OBJECTIME Bishop Indian H8#art will maintainrsis plan to deal with potentially sitations. All
Crigs and Violent policies and procedures are locafedhietheBl HS Emer gency Preparednes

OPERATIONAL PROCEL®IRE

U BIHS center will have a sign posted stating weapons are not allowed on the premises.
U BIHS will have an Emergency Preparedness Plan that will be discussed annually with local enforcement.
U BIHS will review and discuss the Emergency Preparedness Plan with BIHS staff and volunteers
0 Communication between BIHS staff and local law enfdirseriueiet wi
V Immediate notification to BIHS Director and BIHS staff of documented susyittiouhaconitynunity
V Updated Documented persons listed to legally stay away from children
V Threats and persons with violent history
V Complete an annual Threat Assessment Checklist and reviewtad#eddmittistration, and local law
enforcement.
V  PA system procedaikstaff and Community volunteers will be trained on how to use system and codes
V Emergency Evacuation Maps wikbed in all center rooms and staff and volunteers will be informed of the
information located on the map (ex. Fire extinguishers, and gas shutoff valve)
i All entrancemd gates will be locked while children are present at school.
U  All staff will wear ndmaeges and keys to exit doors and gates.
Ui Documented practice of all emergency drills amg didlowesion of performance with staff, children, and volunteers
U BIHS will have established a designated place where families will reunite follbeviegikitedsiscation will be

reviewed with parents during initial Home Visit with teacher, located in parent handbook, and reviewed at Orien
U Staff will receive training or information adxmatlakéng violent individuals and identificadsseasighent of potentially
violent individuals or encounters.
U Following a crisis or potentially violent encounter BIHS staff will be debriefed with the support of consiudgnts wh
dealing with trauma.
U BIHS staff will not attempt to physstiiyn individuals and when potential physical threats or intervention is neede
to be called.
U Drills include but not limited to: Bus Evacuations, Fire Drills, Stop, Drop, and Roll, Earthquake Drillsti&ranger C
Shooter, Lockdoweis,...)
Forms:
All forms related to crisis and violence praventthe BIHS Emergency Preparedness Plan
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Bishop Indian &teStart
Child Abuseind Mandated Reporter

1302.47 Safety practices.
1302.92 Training and professional development.

PERFORMANCE OBJECTIMtE Bishop Indian Head Start will through training and supentisibraleaseref children is
identified, whether inside or outside of BIHS, and dealt with in an appropriate manner as required by Cafffoendd Law an
Head Start Program Performance Standard.

V Head Start Programs are required to comply ®tdtelend or Tribal Law with regards to reporting child abuse, evel
the State or Tribal Law is less stringent then the Head Start Performance Standards.

OPERATIONAL PROCEDURIBrder to ensure that children are protected from abuse amel foigleictg tactions will be
taken:

V Bishop Indian Head Start Staff will receive annual training on Child abuse and Neglect reporting priowto the sta
school year (pservice) and all new employees will sign a statdaraddtetl Reporteis document will be kept at the
Bishop Indian Head Start center and a copy will be given to the Bishop Paiute Human Resource Department ar
be given to the employee with the understanding of his or her responsibilities as a Mandated Reporter

V Annual Mandated Reporter Training will include:

9 Four types of child abpbgsiologicaieglect, physical, and sexual

Signs and symptoms a child may show that indicate possible abuse

Signs and symptoms of sexually transmitted diseases

Reporting Reaenments

Methods for BIHS staff to reduce stress associated with child care

= =4 -4 =4

V  Bishop Indian Head Start staff will comply with state law Penal Code SEL1inh$811165
https://leginfo.lglgiture.ca.gov/faces/codes displayText.xhtml?lawCode=PEN&division=&title=1.&part=4.&chapte
=2.5requiring BIHS staffeport any cases of suspected or identified child abuse. These reports are made to the ¢
welfare department (Child AbyseCountghnd to the Indian Child Welfare Act

V Bishop Indian Head Start will cooperate fully with Child Abuse Inyo County otherwise known as CPS and will nc
on its own, to intervene in cases of suspected abuse.

V Bishop Indian Head Start Staff, Directors, Supervisors or Adminitiai@aevidlrinhibit a report or subject the
reporting person to any sort of sanctions or threats of their position at the center, Penal Code 11166 (g).
http://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=11166.05.&lawCode=PEN

V Bishop Indian Head Start staff will preserve confidentiality of all records pertaining to child abusé&tataccordance
Federal andibal Law.

V Provisions of support and resources to the family to address potential abuse/neglect are encouraged. All efforts
to provide information on effective positive behavior support and opportunities to discuss future pessadion will |
by the Health Manager and/or Family Advocate.

Definitions and Reporting Clarifications:

0 Abuse includes: physical injury caused by other than accidental means; neglect which leads to physical harm; e
maltreatment which has an observabld bfsof on a child; sexual molestation and threat of harm that puts the chi
substantial risk of physical or sexual abuse, neglect or mental injury. (Witnessing or other involvementsn domes
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also considered emotional abuse. PenallCoa®5.
http://leginfo.leqislature.ca.gov/faces/codes displaySection.xhtml?sectionNum=11166.05.&lawCode=PEN

U Children are of unmarriesgpsrunder the age of eighteen; mandated reporting is required for all children.

U Mandated reporter in public positions include: Head Start staff, any employee of any public school, any employ:
school or youth center, youth recreation organigation, any organization that duties involve direct contact or
supervision of children, childcare agencies and social workers; employees of county and mental health progran
workers, police, sheriff, probation and county welfaeatdepartm

U Each Bishop Indian Head Start staff person is responsible for reporting and documenting cases of suspkcted ol
abuse to CPS immediately by phone and a written report submitted within 36 hours (Form SS 8572).
http://ag.ca.gov/childabuse/pdf/ss _8572.pdf

U Parent and community volunteers and practicum students are not required but encouraged to report their conce
Bishop Indian Head Start staff member and CPS.

U Any person tring employment with Bishop Indian Head Start, which makes him/her a mandated reporter, must
statement, provided and retained by the employer, to the effect that he or she has knowledge of the reporting le
comply with its provisionsalRéode 11166.5(a).
http://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=PEN&sectionNum=11166.5.

U Child Abuse Inyo County (CPS) is designated by state law as an investigating agency. The Child Abuse Inyo C
is 766B721727and Fax# is 7@8021749IndiarChild Welfare Act phone#87683799.

U Online California Child Abuse Traitin@mandatedreporterca.com/

Procedures:

U The staff person who is a legally mandated reporter who has knowledge of or observes a child in his or her prof
capacity, or within the scope of his or her employment whom he or she knows or reasonably suspects has beer
child abse oneglecPenal Code 11166 (a).
http://leqginfo.leqgislature.ca.gov/faces/codes displaySection.xhtml?sectionNum=11166&lawCode=PEN

i The Bishop Indiblead Start staff person must make a report immediately by phone to CPS and then a written re
follow within3-hourtimeline.

i The Bishop Indian Head Start staff person will then report suspected child abuseitm tHe &isBizpt |Rgmil
Advocate, and/ or Director.

U The reporting staff member needing assistance accessing information to make the report will request the assist
another Bishop Indian Head Start staff member as needed (Family Advocate/Health Manager)Supervisor/Direct

U The assisting staff person will take responsibility for sharing any information with the staff assiatest #mely have
inform the Family Advocate as soon as possible.

U  When and where appropriate, the Bishop Indian Head Start Familywaikadaselyilvith CPS and family members
to provide advocacy and support for the family.

U Follow up contacts with CPS regarding what is happening to the child and a family after the investigation will be
noted in the master file.

U Confidentialitf records concerning child abuse reports will be maintained. Information regarding suspected abus
considered part of the childdés educational record

0 I't i s our agency o6oplndanldechdeStad Famiy Advaratehpeesest durirg ¢he GRS interview w
child, but this is subject to the CPS caseworker discretion.

0 If children are removed due to suspected abuse, efforts will be made to coordinate with CPS to déeegitehildren a

location.
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i

It is the Bishop Indian Head Start Family Advocat
and CPS should sign child out on sign in/out sheet after showing proper identification to the Family Advocate.
It is Bishop Indian Head Start policy that we DO NOT inform parents of CPS reports PRIOR to their investigatio
up. CPS will notify families when it is appropriate for them to do so.

Referrals for parenting groups and parenting resde@eswidiéd by the Bishop Indian Head Start Family Advocate
following CPS intervention.

Information to Report:

LA IS

Document in the report:

the exact size, shape and color of injuries sustained

the names and addresses of the child and parent

thechl dbs age

the type and extent of the abuse, as well as any previous evidence of abuse

the explanation given for the abuse, and any other information that will help establish the cause
of abuse or identify the abuser

DO NOT photograph injuries, even at the request of CPS. Forward concerns about such requests
to the Bishopdian Head Start Family Advocate and Indian Child Welfare Act Specialist.
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Bishop Indian Head Start
Individualization

1302.33 Child screenings and assessments

PolicyThe BI HS education services wil!/l be individuali zec
development, and learning as determined in consultation with the family.

Guidelines
1. Individualizatibnked to curriculum gueadllsbébased on the resultsitfakcreeningparent and teacher suraags
ongoinghild assessment
2. Individualization witlude input from family.
3. Il ndividualization will refl ect cutiral backgroundtardiearsirtg stylea
4. Individualization will include any special accommodations for a child with any kind of disability.
5. Individualization will include any adaptations of activities and the learning environment so that akchildren

participate and be included.

Operational Procedure

1.

2.

The selected/developed curriculum:

0 Supports each childbds individual pattern of

U Provides for the development of cognitive skills by encouraging each child to organize his or her
expeiences, to understand concepts, and to develop age appropriate literacy, numeracy, reasoni
problem solving and decisiaking skills, which form a foundation for school readiness and later scl
success.

U Integrates all educational aspects ofltherdadtion, and mental health services into program activit

U Ensures that the program environment helps children develop emotional security and facility in s
relationships;

U Enhances each chil doés unde emberoffadgroup,g of sel f

U Provides each child with opportunities for success to help develop feelings of dasigpetence, self
and positive attitudes toward learning; and

U Provides individual and small group experiences both indoors and outdoors.

BIHS staffiwl | use a variety of strategies to promote
the observations and ongoing ass¢sdraankhild.

BIHS will provide documentation and tracking methods for individualized goals (see page 18 of the OHS Per
Standards ASetting Goal so.

Tohelpchildrengain the skills and confidence necessary to be prepared to succeed in their presend ittironme
later responsibilities in school and life, BIHS approach to child development and education is as follows:

U Is developmentally and linguistically appropriate, recognizing that children have individual rates ¢
development as well as individerakitst temperaments, languages, cultural backgrounds and learni
styles.

U Isinclusive of children with disabilities, consistent with their individualized Family Service Plan (I
IndividualizelEP) (see 45 CFR 1308.19);
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Provides an environmeatoéptance that supports and respects gender, culture, language, ethnici
family composition;

Provides a balanced daily program-ofitaik and additected activities, including individual and
small group activities, and

Allows and enablehildren to independently use toilet facilities when developmentally appropriate
when efforts to encourage toilet training are supported by the parents.

5. Parents are:

i

i

i

I nvited to become integrally iumandéappreadhtdchildt
development and education;

Provided opportunities to increase their child observation skills and to share assessments with si
help plan the learning experiences; and

Encouraged to participate irpstiaht conferezscand home visits to discuss theirch6 s de v e |
and education

6. BIHS supports social and emiodenelopment; encouragingedch | dds strengths by:

7. BI HS

8. BI HS

9. Chi

[l e et i i ]

Building trust;

Fostering independence;

Encouraging setintrol by setting clear, consistésitding having realistic expectations;

Encouraging respect for feelings and rights of others; and

Supporting and respecting the home language, culture, and family composition of each child in w
support the cheingtladdds heal th and well

Plannig for routines and transitions so that they occur in a timely, predictable and unrushed mani
according to each childds needs.

provides for the devel opment of each chil db

Supporting e ac harioub stratadiéssincluding experinmegtationpirguirg, gbservatic
play, and exploration;

Ensuring opportunities for creatrexgedEsion through activities such as art, music, movement, and
dialogue;

Promoting interaction and language use afdmgard between children and adults; and
Supporting emerging literacy and numeric development through materials and activities accordir
developmental level of each child.

promotes each childbés physical devel opment

Providingnoughime, indoor and outdoor space, equipateriglsn and adult guidance for active play
and movement that support the development of gross motor skills;

Providing an appropriate time, space, equipment, materials and adult guidance for the developm
smalmotor skills according to each devéldpmental level.

débs home:

ccc

BIHS encourages parents, guardians, and families, to appreciate the importance of physical dev
To provide opportunities for childrenb6és out
Guide children in the safe use pfregptiand materials.
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Individualized Goal Setting

1. Using information gathered from faniilesscreenings, parent and teacher survepgoamglassessneeand
observationthe teaching team pdh activities to embedntiwidualized goals.

2. Document the individualized goals on the individu
initials in lesson plan next to the activity planned to support their individual goals. Have thdicigdueliz steek’
plan available in the classroom when working with the children. (See lessqnmptardatripfatarea of clasjroom

3.1 n chil doés ecohlafilgteachemvithregularty dotuonént each child's progress on meeting their goals.
+ It is best practice to update progress weekly.

4. BIHS teachers in collaboration with parents and guardians will complete a Progress and Planning Report basec
following school readiness domains:

Cognitive and General Knowledge

Language and Literacy Development (irhgdisigLanguage Dgwmlent)
Approaches to Learning

Physical Wddking and Health

Social and Emotional Development

<K<K

Include:

V  Family Comments and Observations
V Next Steps for child (home and school)

5. Data gathered for the completion of the Planning and Progress Repsrt is as follo

Parent and Teacher observations

Dial 4: Developmental Indicator for the Assessment of Learning (Child Development Screening)
DECA: Devereux Early Childhood Assessmeiir(®toiadl Screening)

DRDP: Desired Results Developmentahiidfitegression Summary

ASQ and ASQ Social Emotigyed and Stages Questionnaire and Summary

cCocc

+ This information will be reviewed three times a year and as needed during Parent/Teacher col
Learning Environment:

1. Information from pare@tsld Survey (Transition from Home to Batedl as Partners Child SuameyChild/Family
Culturalill be used to plan curriculum themes and activities, and to set up the learning environment.

V This information willbesdame nt ed i n each chil dds classroom f
V A copy of the Parent as PartiédssSurveyorm will be placed in the Education section of the site/hard fil
V A copy of the Child/Family Cultural Survey will be placed in the Educatiersgeftemal dife.
Monitoring the Environment:
V ECERSR:The Early Childhood Environment RatiAgeisdel (StaRBreschool requirement)

V CLASS: (Godlhe Classroom Assessment Scoring System (We need a class certified person to observe classro
V  POBMS:Preschool Outdoor Environment Measurement Scale (First 5 Assessment)
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Early Childhood/Special Education

1. Teachers wil!/ meet regularly with each chil dbés |
from the IEP will be individualized in the classroom. It is expected that teachers will embed at a minimum 1 g
IEP 1 xgr week. It can be the same goal for a period of time.

Vv

Vv

Individualization Plans will focus on IEP goals as much as possible while still tryawpipléaek at the
ongoing assessment tool.

The teacher will contact the IEP service coordinator as soon as the child has started class to schedul
consultation day and time to discuss goals, strategies and progress.

2. Once the teacher and service providagheee on the goal, the teacher will find a corresponding School Readin
goal that comes closest to the IEP goal.
V  Try to cluster children together with similar goals to help make planning and collecting data easier.
3. Once a School Readiness goaeemsdetermined, an Individualization Plan will be made for the IEP goals.
V Include on the plan, the length of time it covers, what activity(ies) it will be embedded in and what day
week.
V If you cluster all children with articulation goals togeth@ c ument i n chil ddés I n
name and what sounds theydre working on.
V Document any modifications or adaptations necessary for the child to accomplish the task/ activity in
individualization plan.
4. When meeting witR Kervice coordinator regularly:
V review IEP goals progress
V strategies for embedding goals
V update progress in childdés classroom file
V Keep track of the amount of time spent on each individual child so as to ensure each child receives th
documented caitsition time.
V Document the amount of time in the Childds |E
5. Keep these Individualization Plans with the other class individualization plans.
6. Report progress made in chil doé6s oulalbasig(xomanthf. i | e ;
Monitoring:

7. BIHS Director Coachvill monitor the implementation of the Individualization Cycle by:

<K<K LKL LKL

Providing staff training and fofiow

Observing posted lesson plans for documentation of individualization

Providéeedback on the written lesson plan

Schedule monthly case management meetings

Review documentation of individualization in
Review Progress and Planning Reports

Conduct monthly classroom observations

Feedback and folopvwill bewgn and discussed with classroom teaching team in a timely manner.
Documentation of these meetings wintleforbe kept
AfTeacher/ Director Monitor Bindero stored in
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Bishop Indian HeBudrt
Child Supervision

1302.21 Centbased option

1302.47 Safety practices

POLICYBIHS staff and volunteglismaintain a safe environment for children and staff. Managers will ensure safety proce
clearly explained and implemented consistently by all those employed by Bishop Indian Head Start.

PROCEDURE:

10.

11.
12.

13.

All Direct Service staff working witbrchiillihave a current First Aid and Pediatrice@ifcRtion

First Aid Kits, a copy of the mediaatadl Emergeresocedures, and Disaster Kits will be maintained in one

designated place at each site, and be readily accessible to staff, but kept out of the reach of the children.
There must be a sign in the classroom indicatiatipthefidice First Aid kit and nearest telephone.

The first aid kit and a copy of eacharthiddigenaogonsent form (signed by the parent) will be taken on alffield trips
any trip away from the classroom site.,ltoondémtain confidentiality, the emergency consent forms must be kep
| ocked cabinet at all other times or |l ocked in t
The emergency components of the First Aid Kits are cbimaseatéd/iplastic bags. (American Red Cross Supplie:
If the plastic bag is opened for any reason, the First Aid Kit should be replaced with a new, sealed bag. Band
considered a component of the Emergemay stibuld be replaced by tepstaff as needed.

A diagrammed evacuation plan will be posted near the exits in each classroom and office.

A Fire and Earthquake drill/building evacuation shall be practiced once each month (total of two evacuationsi
Earthquake DrlhdFire Drilpolicy).

The drillgill be documented on the maeafely checklist

Facility exits are clearly mlankth visible, approved EXIT signs. Aisle, hallways and other exits are kept free of
obstacles.
There must pat least one updated ABC All Purpose fire extinguisher per each classroom and kitelasss at the si
readily available for staff to Us#fiéés that are not located within a classroom with fire extinguishers will have a
updated ABC fire extinguisher strategically located in each area of the building.
All electrical outlets accessible to children will have protective caps cquikdasarehast in use.
All stairways, hallways, and comdstsalways have 3 feet of free walk througltssmeeses of supplies or
equipment is not permitted in these areas.
Items of potential danger to children or any other cleghiefagerdble liquids, toxic materials, aerosols,
detergentgtc.)must,

1. Be kept in the original containers with original label intact, indicating contents

2. Be stored in an area not used by children

3. Be stored separately from food and foodesginpicent

4. Be secured by a cipifdof lock
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5. Be accompanieddafety data sheet that tells about potential hazapdscfdh@nd be located ii5tDeS.

binder in the classroom, kitchen or office in which product is located.

6. Not be purchased unless our agency has approved it as an acceptable/safe cleaning agent.

14. Children will not be allowed in the kitchen area unless in smal) gnopsd{Boervised. At no time will children be

allowed in or around the stove, oven or drawers that may contain sharp objects.

15. Only panel electrical strips (with surge protection) are used as extension cords and they must not be attache

extension cagdrather, they are to be plugged into the existing wall outlet.

16. Wall heating units are prohfiitedtric Candle Plugs).

17. An emergency light source (flashlight and fresh rotatewitledtessss) be available

18. Areas and equipment that staffréeeehsafe must be immediately reported to the Director or the Health Manager

kept "off bounds" until repaired or corrected to a safe standard.

Additional BIHS procedures related to indoor play:

X X X X X X X

X

Indoor time for the children should be a relaxedleandrsafment.

Teaching staff should position themselves strategically to where all children may be accounted for easil
Furniture is child size in all areas of the environment.

Furniture and materials are arranged into clearly defined openrareasrNecot o hi de fr om
The Maintenance employee will complete a classroom safety checklist on a weekly basis.

Children will be encouraged to walk indoors.

Materials, toys, etc. will be used safely and creatively. Children are not@afi@vedtarjd on, climb on
furniture or throw toys.

The teaching staff is responsible for making sure parents and volunteers are aware and follow the class
Teaching staff is responsible for developing safety rules for additionahégregmém/frlassroom area as
necessary. Children should be included in the process. Post in the Classroom.

Teaching staff will supervise the bathroom activities/routines closely, Children will not be unsupervised ¢
during the daily routine activities.

Children will not leave the classroom/bus without being signed out by the appropriate person.

Teachg staff should plan for periods of indoor movement activities, removing furnitute gretvefithe way
injuries.

BIHS Staff musipervie children f i ndoor / out door play areas 1in s
monitored and englre

FormsMonthly Safety Checklist (located in classroom)
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Bishop Indian Head Start

Playground Safety
1302.47 Safety practices

POLICYRoutine safety inspections, appropriate supervision and rules will be established and maintained to a
safety durirmutdoor plaIHS will follow the ConsBmeeluct SafeGommission and National guidediagsd to
play ground safdio child will be left alone or unsupervised while in the care of BIHS Staff.
PROCEDURE:
1. Daily inspections of the playground will include but not be limited to a search for the following hazar

U Needles, glass and other sharp objeBtass and néachazardous sharp materials can be

disposed of in hard plasticatal containgrsthe dumpster. However, if syringes are discovered, t

Health Consultant should be notified so that the Local Police Department can dispatch the Ne
Disposal service to the ilmcal his is important so that other paraphernalia can be confiscated a
that illicit drug use on Head Start property is reported appropriately.

U Suspicious persongho do not have any legitimate reason for being in or around the playgrour

U Area underneath plastructureswhereghe depth of ground cover @adar wood chipsn't
adequate (less tHaimches)

U Other dangers may include: poisonous or hazardous foliage, including sharp branches, thorn
poisonous mushrooms, bee or wasp nests and wood structures that have sharp splinters, bol
etc.

2. BIHS Support Service Manager and Health Managespsiobtihe iplayground with staff several times
throughout the program year, focusing on these areas:

U0 Movable play structures must only be located on a cushioned surface (with 6 feet of space c
in an area that is at lee&f@&et away from jumgp(from structures) and running zones.

Some equipment located on public school playgrounds is inappropriate for the ages of Head Start childrer
bars, chain and net climbers, free standing arch climbers, sliding poles). Headdstarnohidretiahed to
play on these structures and should be instructed to only play on the structures that are age appropriate.

3. Staff should be familiar with the CPSC Playground Safetittlsg/dkiigly.cpsc.gov/saddication/safety
guides/playgrounds/ptgtéiggrounsafetychecklist

4. Sandboxes should be covered and or raked aédyctmtamination from arienat

If vandalism is a problem with playgraeidnisms to prevent vandalism should be explored.
Staff will routinely go over playground safety rules with children and consistently reinforce the rules. Tt
should be written and include approtiatespor visual cues and should encompass:

oo
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7. Training for teachers regarding playground safety will be developeddRSé&dRrurbtivePlayground Safety
Handbookttps://www.cpsc.gov/p8itslic/325.pd$ a reference and Indian Health Service playground safet
training. Each BIHS Manager and classroom Teacher willsengoeestpming from IndianiHgeaivice on
Playground Safety.

8. Establishment of areas that are safe for running (i.e., not under play structures where a child might be

9. Establishment of playground boundaries if fences are not present. In this case some typaugt\isual ma
used and introduced to children as the playground boundary.

10. Appropriate places to jump off play structure. Safety rules related to elevated areas where children of 1
age should not be jumping: Anything at or above four fdefas tbaldrign of this age to safely jump from.
11. Appropriate play for slide safety: Sitting down facing frontward on slide is considered safe. Unsafe slid

be: laying down head first, sitting down backwards, climbing up slide, jursiuieg etf.top of

12. Safety precautions will be reviewed with children, volunteers, and staff regarding foulassbjects, (e.g.
syringes, trash, insects). Children are not to touch found items and to find an adult to dispose of the okt

13.Tricycle pja

U Talk about traffic safety (driver and pedestrian) rules when going over tricycle safety. Establish
direction of travel and safe location for children to ride without running into pedestrians.

Add crosswalks if necessary.

Children are notbated to stand on a bike or push other children who are riding.

Do not allow children to run into other bikes, fences or other children.

c: c: c: c:

Helmets need to be sanitized with Clorox wipes or soap and water. Helmets should be stored o
ground when not in use.

U Side walk safeBroom are available and all staff are encouraged to assist in keeping sand off sic

To avoid children frgipping.
14. SandboxSafety rules will be reviewed with childresgdediyp&and play: throwing, eating, putting down
clothing, etc.

1 Monitor the sandbox.

1 Throwing sand is not allowed.

9 Children should not run inside a sandbox.

15.Side Walk Safety: bre@me available and all staff are encouraged to assist in keeping sand off the side \
avoid children from slipping
16. Swing safety: Children must be séatatestih. Staff member must be present to ensure children are runn
orwalkinginfromtf t he swings in fAiDanger zoneo
U No jumping off, must come to complete stop.

U Wood chip maintenamweeed control and measured at 9 inches in depth.
17. Gates:
1 Never leave gatgnattendealways keep gates lockrd,latches secure.

Supervision o€hildren on the Playground:
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A. There will always be a minimum of two staff on the playground during outdoor play. The ratio must ne\

1 Head Start staff per 8 (or less) children. (Note: This ratio specifically clarifies that onlyilHead Start ste

considered the supervising adults when children are on the pdaggreand, volunteers can increase the

ratio of adults to children but they will at no time replace the Head Start staff to child ratie8¥hich is1

B. Staff must be stratedydalcated on the playground so that they are on opposite sides of the play structur

situated so that all the chilmh@always within view

C. First Aid kits must always be taken and carried by a staff person when the children are eplgstged in out

First aid kits carry items that pose potential risks to children and are not to be placed on a bench or ott

where they are in reach of children or can be picked up by others. If the playground is directly adjacen

building and theraseasily accessible place within view that it can be hung (on the building) out of reac

children, this is an acceptable location to place it.

Additional BIHS procedures related to Outdoor Play:

X

The teaching staff is responsible for making ssranzhxetnteers are aware and follow the
playground rules.

Teaching staff is responsible for developing safety rules for additional equipment in the playgro
necessary. Children should be included in the process. Post in the Classroom.

BIHS Tezhing staff will make every effort to take children outside for at least 60 minutes every d
weather conditions cause a potential health risk to children then teachers may use the commun
set up fitness activities.

Staff and volunteershwiltrained yearly on BIHS Safety Preparedness Action Plan and participate
emergency drills with children.

Incident log located on post near drinking fountain, incidents are to be logged in to monitor patt
avoiduture incidentdealtmanager will monitor log.

Any tools with sharp edges or that require gasoline wilitrefmaach of childaéall times.

All outdoor materiadkes wheel barrels, power tools are to be locked up daily to avoid items bein

Forms: Playgnod Safety Checklist
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Bishop Indian Head Start
Field Trip Safety

1302.21 Centbased option

1302.47 Safety practices

Policy BIHS staff will ensure that safety is the first priority on all fielatitngss andy from the Blik¢S

Procedure

1. A minimum of two adults will accompany childrentingsittyabare not on BbHSBnises.

2. Children will wedentification tags or buttons on all outings including trips to nearby parks. The child's name will |
on tag/button. Identiftcashall consist of "BIE& the office telephone number. For safety reason, tags/buttons are
be worn arouttie neck.

3. Emergency consent forms and properly Bistk&id Kitaust be taken on all field trips and other outings.

4. There must be a raticell phorafat least one adult per eight children on field trips and whenever possible the adL
ratio should be as high as one adult per two children. It is particularly important to have a high adgbtogchild rati
to places that have eitherge laumber of people present or near water (river, lakes, ponds), areas that are remote
have few emergency facilities/phones nearby.

5. Teachers must ensure that medication or equipment needed to ensure the safety of a child with special medica
(asthmadiabetesr other potentidifgthreateningonditions) is taken on the field trip.

6. If there are children who need one on one monitoring or attention and thegcaieingrsentices ISELPA
(Special Education Local Plan Ardaes3 a Behavior Pk@achers should cafiléoto havényo Coun§uperintendent
of SchoolSEPLA specialistr chi | d6s parent (s)/ guardian(s) accomp

7. Toileting: A BI&ff person will always accompany childresitateestfooms during fieldtrips. If gender restrictions o

the public restroom facilities might interfere with this, the teaching staff plante @sisedetthat teaching staf
accompany either male or female children into the public restroom.

Field Trip Planning

BIHSield trips whe preplanned and developmentatipradprfor children and enhance the educational experience of
children, parents, volunteerstaffd

Transportation

1.
2.

3.

No more than one (1) nooneway travel time.

Any field trip requiring bus transportation muappeopesl by the BIHS Director on the Activity Request form. Reque
for bus servié®mm BIH8&wust be approved one week jp the scheduled field trip.

No siblings are permitted to ride the bus on field trips. Siblings attending field trips (via personal vehicles) are th
responsibility of the parent/guardian for supervision. Private vehicles can onlgriicousedhoyipad people to
transport theiwa children. No other BIkiBiren may ride in that private car.

Parents escorting siblings cannot be counted in the ratio of one adult per every four children (4:1) since they ar
responsible for takicare of the siblings.

BHx hildren riding in their parentos vehicle durin
prior to leaving on the field trip.

Parent(s) or guardian(s) who request their child to beltgnispioridual using own vehicle mwspsignission slip
forBIH&E hi | d to ride in a private car. Such child wil
pickup list. Such child will be signed out of the BIrfS®iassroom sheet and will be responsibility of the person
indicated by the parent on the permission slip.

Bishop Indian Head Stahildren who are not signed in or out by the parent(s)/guardian(s) are the responsibility of the Bl

staff.
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Teacher Regmsibilities

5.

The field trip will be relevant to the curriculum (reflective of needs, interests and cultures of childreng @ocument
Activity Request form.

Staff will check that parents have signed permission for field trips. Ifdheé i@ sigreetepermissowm written
permission will be obtained.

Classroom discussion will happen both before and after the field trip to prepare children and assess outcomes.
Parents and volunteers will accompany field trips to ensure adequate supervision with appropriate adult/child re
be a ratio of keast one adult per eight children on field trips. Whenever possible the adult/child ratio should be a:
one adult per four children. It is particularly important to have a high adult to child ratio when goinpgilaces that
large numb®f people present or near water (river, lakes, ponds), areas that are remote and have few emergenc
facilities/phones neatbpossible, an adult/child ratio should be as high as one adult per two children

Children will be courgad names recorded on an attendance sheet prior to leaving, at arrival and before returning

Parent Responsibilities

1.
2.
3

4.

Parents will be notified of any details about each field trip.

Alternate arrangements will be made for children unable to participate.

BIHS staffill discuss field trips at panentingssharing how the field trips integrate into the curriculum, and how par
can be involved.

Parents are encouraged to attendpieldbwever, they may need to provide their own transportation due to limited
on the bus.

Steps to request field trip permission

N

Teachers will submit an Activity Request Form to the Director for approval at least 5 days p&te.to the field trip d
A Field Trip Planning Checklist must be completed as the planning process by each Lead Teacher to assure ar
planning and a smooth day.

TheHealth and Disabilities Maraagkor Directaill approve all menu regdesfield trips.
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Bishop Indian Head Start
Confidentiality of Records
Confidentiality, Storage and Access to Children, Families, and Staff Files

Part 1308 Financial and Administrative Requirements

Policy Bishop Indian Head Start will maintain the confidentialiti?amritdRachiliesChildrerand Staff files

OperationaProcedureConfidentialityinformatioon BIHS parents, families, children, aisdass&ifious issue and if not

handled properly, may lead to serious legal and ethical implications. This procedure is to be adhered twikhnestailime to d
disciplinary action.

\Y,

\Y,

\Y,

Vv

BI HS staff and manage me dfamilyfiles ih a skoare file cabmét &nd or bekdéd Dffick wr
files are not in use. Including electronic filing information related to parents, families, children and staff.

BIHS Management will keep staff and volunteer files in a securaniilecidtket office when files are not in use.
Including electronic filing information related to staff and volunteers.

Any person (s) assigned to file informBaoenits, Families, Children, and Staff files vgb Higieatiality statement

and sign the reason for accessingtigeBIHS Director will be responsible for determining the specific individuals w
have access to files.

As professionals wendbdiscuss information or situations with anyone who does not have a need to know.

Child, Parent, and FaFils

1. Family files are established, maintained, and kept confidential at all service levels. Staff is responsibéstim keep ¢
alocked cabinet or locked classtbem not in use and electronic files are kept on a secure computayginghostaff
when not in use.

Family files include completed forms and reports along withtatl dompu@srized information.

3. Informatonegar di ng child abuse concerns is not consi de
separate location and retained for five years.

Parents are informed of policiesnemhertaining to th
The parent or guardian enrolling a child wilbsficane s s i bi | i t vy giving pethissidn fobBIHS Btaffl e

administration, Office of Head Start Monitoring, State Preschool Monitoring, and fiscal auditing teanh@iermissior
childdés file.

6. Parents are informed of the type of data coll ecte
use of information.

7. Parents have the right to review their child's file. In order to do so, pareeviereguesstaff will make an
appointment within one week to review the file.

8. A staff member will be present during this review time and can make one copy of any needed documentation re
parent(s)A knowledgeable staff person can irdexpexplain file content as necessary.

All Files

1. Parents, Families, Children, and Staff files will not be stored in automobiles or taken home. All work on a file(s)
completed at BIHS. The file(s) will be returned to a secure location when work is completed. When allrpossible :
a loked cabinet and always secure files in a locked office and secure building at the close of work.

2. BIHS staff will document each time they review or

reason for accessing theflilthe access form located in front of the file.
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Transition of BlESstaff dilt adso ke askdd at tinserofnearsllinemtria revieWCandesigtodExchanged
Confidential Info Sectioraécumulated information to public schbet agency the child may be receiving services from whil
at BIHS or after completion of services from BIHS.
V Request for file information on a BIHS child must be accompanied by information release form obtained from th
agency signed by theeptior guardian.
V  When an enrolled child leavé&gnsitions fr&tHS The teacher will inform Family Advocate within three days of leav

the program. The Family Advocate/ ERSEA Manager wi
Staff Files:

V Refer to Human Resource Policies and Procedures

V BIHS Director willrbsponsible for monitoring HR files.

V  BIHS Director will maintain staff files related to: professional growth and development, evaluations, Food Handl
trainings and certifications, transcripts, and CPR and First Aide. Files will be éapiniet.a locked
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Bishop Indian Head Start
Curriculum Planning Process
1302.32 Curricula
1302.33 Child screenings and assessments

Policy The BIHS Education staff will make decisions in the curriculum planning process to help children gain skills and
The curriculum decisions will encourage children to be actively involved in the learning process, to@xperience a variety
developmentally appropriate activities and materials, and to pursue their own interests in the contextyffieiliheir comm
culture and world. The curriculum plan integrates the various Head Start components. Curriculum lyilhbeé developmente
l inguistically appropriate while recognizing achBamilty chi
information and input is a required component of curriculum planning and implementation. Paremtsimitiesdaiven opp
contribute to curriculum plans. Weekly curriculum plans are developed in advance to document the sequealte, times, a
required program curricula.

Procedure
The following materials and information will be organized in & agsjsthaitiivthe curriculum planning process.

Parent, family and child information from:

Enrolimermformatiospecificallyhe child's home language and other pertinent details
Results of the developmental and behavior screening tools

Child/Family CultSwrveyorm

Child Strengths dnterest form (Parents as Partners Child Survey

Parent/Teher conferences and home visits

Child Portfolio

Creative Curriculum Child Progress and Planning Report

Parent observations

Dial 4 parent questiaine

ASQand ASQ l&ges and staggaestionnaie

coocooooccc

Assessment information:

BIHS assessment system:

Health History
Health Screenings
Staff observation of health and behavior (Daily Health Check /Behavior Observation form)
Dial 4: Developmental Indicator for the Assessment of Learning (Child Development Screening)
DECA: Devereuarly Childhood Assessment (Eauoi@ional Screening)
DRDP: Desired Results Developmental Profile
ECERSR:The Early Childhood Environment RatiAgevisdel (StaRreschool requirement)
POEMSPreschool Outdoor Environment Measurement Scales@ssshé&nd)

i CLASS: (Godlhe Classroom Assessment Scoring System (We need a class certified person to observe classro
BIHS curriculum resources:
BIHS will utilize the Creative Curriéuightidnfor Preschoa,comprehensigejentifically valesearchased early childhood
curriculum. [The Creative Curriculum® addresses goals in th€lhebldeseldpmantd Early Learning Framework and
serves aa guide for staff in the provision of matetiatgivitide support childrergoaldn addition, BIHSdrporates PATHS
Curriculum (Promoting Alterative Thinking Strategies) to support goals in the areas of social and emotional developmel

coocoooccc

BIHS has partnered with the Inyo County State Preschool Division which utilizes the Desired Redaémile<CtbiRRR)and
The Head Start Act (as amended in 2007) promotes alignment with the Head Start Early Learning Framework, Curricul
Assessment, and State Standards. In California, these standards are the Preschool LeatniagdtbomdedtadsStart has
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just recently introduced the Head Start Child Development and Early Learning Framework which was formdrly the Hea
Outcomes Framework. The revised Framework will guide programs as they serve childvenbygrdtiitessng key

elements of school readiness and program function.

http://www.wested.org/desiredresults/training/aboutus.htm

The Creative Curriculum provides supipofollowing areas:

<<K<K<K<K<L<<

How children develop and learn

Appropriate set up of the learning envifoenestt areas

What children learn, styles, temperaments

The teacherds role in the classroom

The familyés role in the education of their child

Begin the grriculum planning procesy using the above information to develop a yearly and monthly curriculum outline v

broad based thematic ideas. Broad based themes allows for flexibility to incorporate child emergent ideas and activities

T

T

In the Communityil€iCare model, the partner sites develop their monthly themes for the classroom and their pla
enhanced by the Community Child Care Specialist using the above criteria.

Planning needs to reflect knowledge of child development and developpnatéafiyaagipes. In addition, planning will
promote social competence and address challenging Gbhdarisldnce and Behavior Management)

Bishop Indian Head Start: Curriculum Goals

+ The selected/developed curriculum:

U Support the child's full development while providing an environment that will promote school readiness.

U Supports each childbds individual pattern of deve

U Support safe and healthy habits with an emphasis on proper hygienensexactimgtritnental and physical health
care.

U Foster positive sedteem by providing an environment of acceptance that supports and respects gender, cultu
language, ethnicity and family composition.

U Provides each child with opportunities fes soi¢edp develop feelings of competence and positive attitudes tows
learning.

U Provide opportunities for creative expression.

U Support the development of social skills such as sharing, cooperation, generosity and empathy.

U Stimulate cognitive profelving and decisionaking skills with an emphasis on the concepts of cause and effec
classification, space, time, numbers, shape and colors.

U Strengthen communication skills necessary for listening, reading, vakiimg andrepéaling an environment rich in
the practical uses of words.

u  Enhance fine motor and gross motor skills.

The Weekly Curriculum Planning Hgmovided templétem Creative Curriculéidition)

i

The weekly plan will provide a balanced program of child initiatpddewctidiiles through individual and large
group activities, routines and transitions. These plans will serve as a focus for all activities and oth&acturricula ir
into the weekly curriculum plan.

Teacherwill use the appropriate, approved weekly curriculum form template. This plan will be developed on the
BIHS Teacherslwgmonstrat@urriculum and Individualimrigeir weekly curriculum plan. Write initials of child or
children to document individualization in the leqpoavitkea template from Creative CurricElition)

Weekly schedule when each cHilor gmoup will be worked with to support their individual school readiness goals &
interests.

At a minimum each classroom will dem@hstiatéum and Individualizirteir classroom and activities planned
weekly. Teaching teams will ptamegurules and expectations for their classrooms.

Use th&€reative Curriculbook as a guide for setting up the classroom and selecting materials to stock the center
In addition, the curriculum plan will include at a minimum, activitiesibdoboldnegsareas:
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Cooking/nutrition project (1x month)
Math (daily)

Fine motor (daily)

Gross motor (daily)

Health: safety, nutrition, general health (each needs to be planned 1x month)
Language (daily)

Literacy (daily)

SciencerDiscoverylx week)

Social emotional development (daily)
Technology

Culture and History

Father Engagement

Community Engagement

CLASS focus

LKL LK LK LK LK LK LK LKLKKLK KL

The curriculum plan includes:

V Strategies
1. concept development
2. quality of feedback
3. language modeling
4. social/lemotional strategies
V  Curriculum/resources
1. Each section will note the activity being used from the particular curriculum resource, &
appropriate.
V Child Initiated/Emergent Activities
1. Spontaneous classroom activities suggestethé children, parents/volunteers and /or
staff. Make note if input is from parent (P), child (C), or staff (S).
V Parent Participation
1. When a parent comes in to help do an activity such as read a story, eat lunch, assist w
playtimegtc
2. The activits/ideas that families contribute to the cuptanuhimg process through survey
andquestionnaireamily/parent contacts, etc.

Monitoring

i

It is advised that the weekly lessommfdrim completed the Friday before week begins and submitted weekly to
di r ebndeplocé@teddni r eoffiteor 6 s
V The Director/ Educati on Manager should use the
curriculum amadividualization plans at least twice during the program year, once in the fajleand once
The plans will be reviewed more frequently if there are concerns.

Teacher observation will be record and updated by Domain and or by DRDP noelaslivestuatitsitton Plans will
be used weekly to:
V Promote specific opportunities for children to practice goals and objectives in routine -iplidiated! and ch
activities.

Each section/box of the Curriculum Plan will have an activity dioitwnikckeally indicate that an activity will occur
over several days to a week.
V Document the child's and/or classes progress on the weekly individualization plan (or other data colle
systems) . 't i s best plassroom file At a minimwnpuddatesenill folow thd
BIHS Benchmark update schedule.

1.21.19SCWREVIEWERND EDITED 6/18 BD&AD



BIHS Benchmark Schefiulaggregating and analyzing program assessments during the program year.

FallAssessment 1 WinterAssessment 2 SpringAssessment 3
Aggregate September January April
Analyze October February May

Systems or methods used to aggregate data.

FaltAssessment 1 WinterAssessment 2  SpringAssessment 3
Systems to Aggregatt Dial 4Parent & Teacher WinteAssessment Kindergarten Readine
Data Questiamaires Assessments
DECA Screening
DRDP DRDP DRDP

ASQ and ASQIE Parent Head Start Survey
Questionnaires
Parent Surveys/Questionna DRDP Parent Survey
Community and Self
Assessmevit

U Current curriculum plans must be posted in an accessible and visible place in the classroom for reference an
changes. Current individualization plans will be in the classroom when children are present along with a syst¢
recording anecdaatl other forms of observational assessment information.

i The weekly curriculum plan will be placed in a binder/folder with all other past plans. The curriculum and indi

plans will be kept for one year. At the beginning of the ngeapribgryamay be disposed of as seen fit by the
teacher.
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Bishop Indian Head Start
BIHS Daily Schedule

1302.31 Teaching and the learning environment

Policy The daily schedule should provide consistency in a balancedptdgnératetl and aduitdedctivities, including

individual and small group activities, routines and transitions.

Procedure

\Y,
\Y,

<

Provides for alternating periods of quiet and active play.
Schedule outdoor play daily, 45 minutes to an hour, weather permitting.
0 Ata minimum it will be 45 minutes.
U Children will go outside daily unless the weather is extreme (below 25 degrees F, pouring down rain, ab
degrees with no covered areaytinjpla
Provide a balance of large muscle and small muscle activity.
Make available more than one option for group activity (individual, small/large group).
60 minutes each day will be scheduled for child initiated activities (e.g., choigetitinge, difd\vieleyeoludes
some of outdoor/large motor time.
Change planned or routine activities according to the needs or interests of children, and/or to cope witbrchange
other situations that affect routines without alarmaimg child
Schedule field trips to provide hands on learning experiences that will extend classroom learning.
Set asid& houeach day for each meal.
U Time between breakfast and lunch is at least 2.5 hours; between lunch and snack is at least 1.5 hours.
Be sire to allow adequate time for smooth transitions between activities. Children should not always be requirec
one activity to another as a group. Use transitions as a vehicle for learning.
Incorporate routine tasks into the program asaf foghesing children's learningeflfand social skills. Routines
such as toileting, eating, dressing, hand wasthitgushirstpould be relaxed, reassuring, and indaddoased on
developmental needs.
U Brushing teeth will be on the daily sdhéckile day
U Washing hands will be on the schedule at least one time, but prefendldytésefosabr after messy play
Post daily schedule in the classrooswvikidié to adults and near the entrance to the classroom.
Apictureschedule for children's use will be posted in the classroom at child's eye level.
U When needed, post daily schedule in the families' home languages.

Include planning and evaluation time in your schedule.

Note: Daily Schedule template and Craaim@@n™Edition
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Bishop Indian Head Start
Number of School Days

1302.21 Centbkased option

Policy BIHS operates 175 days per school year, 6.5 hours a day.
Procedure

1. In case of school day cancellation; classroonespaiffissble to reschedule a-oyaki@ within the school
year.

2. Class cancellation due to disaster incidents beyond staffs control only; will not be required tougschedt
day (Ex.,earthquake, broken heater in the winter, roof leaking etc.)

3. Duing extreme snow weather or highsgimaldtyansportation may be cancelled and parents, families, and
guardians will havgtovide own transportattas possible that school will be cancelled.

4. Cancellation of school becausestafifiihembers, or lack of staff will have to be.made up

5. When canceling school, staff must:

Follow the chain of command
Inform administration

Complete a cancellation report and submit tdditesstkingumber of school days.

< < < <

Contact all families phone, cell phone, in person or home visit, radio announcement, Trib
emalil

V If building is uns&®ow evacuation procedures and follow procedures outlined in the BIH:
Safety Preparedness Plan

V If building is safe; remain at work unless ationnisttaw enforcement informs you otherwise

6. When staff relocates to another area for the day, the staff member must leave a note, or communicate
number where they may be contacted.

7. The Director is responsible for maintaining and updating monthly the School days tracking sheet whict

Week date

The days of school scheduled
Staff Development days
Open days

Closed days

< < < <K< < <

Makeup days
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Bishop Indian Head Start
Facilities, Materials, and Equipment
1302.31 Teaching and the learning environment
1302.47 Safety practices
1303 Subpart E Facilities

Policy BIHS classoms (indoors and outdoors) will have sufficienteardisgfareas, equipment, toys, materials, and furnitur
to implement curriculum and meet the needs of all doilingrthioge with disabilities that is developmentally appropriate to.
Procedure

1. Atthe end of the year BIHS staff anldrtieers will complete an inventorjodbthiag:

Classroom Furniture (cubbies, couches, playhouse, etc.)
Classroom Materi@lo¢ks, books, table tops, etc.)
Classroom Equipm@aimputers, dehydrators, blenders, etc.)
Outdoor Classroequipmentifniturétables, bikes, playhouses, water tubs, etc.)
Outdoor Classroom Matdhalts, bean bags, Frisbees, etc.)
Office Furnitufehairs, desks, shelves, etc.)

Office Equipmé@omputers, lap tops, projed®ad, camerastc.)
OfficeSuppliegpaper, tape, staplers, etc.)

Gardening Equipmi@hiovels, rakes, rotor téke),

Consumable Mater{alayons, chalks, papts)

Kitchen suppligm(s, pans, utensi)

[t e B e e S S e B e S e B S et B S o

Kitchen equipméstioverefrigerator, toasesc)

2. Invernary list should state the condition of each item in order to justify items needed to be replaced. Replenished
discarded.

3. A copy of the completed inventory forms should be submitted to the BIHS Director at the end of each school ye
purpses.

4. BIHS Director will provide each classroom with a monthly budget reflecting the up to date amount in each expe
item.

5. Teachers will order furniture and materials based on the current inventory, curriculum expedieinoEsitcultural
activitieschildren with disabilit@¥reative Curriculum Suggestions, POEMSSECERS, or DRDP Chiltc@mes

6. At the beginning of each school year, the BIHS Director will schedule meetings with BIHS staff to review invent
to idenyfcenter priorities for the following fiscal year. List will be finalized by October.

7. When ordering furniture or materials, teachers will assure that what is ordered meets criteria mandated by OHS
Standards
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10.

11.

12.

13.

Purchases are within their budget

Support the specific educational objectives of the children in the program
Support cultural and ethnic backgrounds of children

Age appropriate

Safe and durable

<K <K K< K <K KL<

Supportive of the abilities and developmental level of each chilcagaptationghif necessary, for
children with disabilities

V Flexible, designed to provide a variety of learning experiences.

V Encourage each child to experiment and explore.

To maintain classroom inventory in good condition, the materials must $efestaneldorderly fashion when not in use
Staff will store properly with class number. on label

BIHS staff and BIHS Director will keep a copy of the prioritized list in order to correlate the inventogy, the budge
ordering of new furniturppkes, materials, and equipment.

Classroom lead teachers will provide BIHS Director with a prioritized supplies list for each classroommixbe inclt
grant budget. If needed, the BIHS Director and staff will seek outside graassto@upjpwsidd and outside) needs.
Ordering of materials must be planned ahead of time. This will avoid the running out of supplies or last minute s
lesson planning time to develop list of materials you might need to implement curriculum.

BHS Director will conduct monthly observations of the proper utilization, maintenance, and storage of existing f
equipment, toys, art supplies and etc.

BIHS Director will utilize observations to initiate discussions witto Gesdist diifie utilizatipardering and

disposition, of materials in stock.
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Bishop Indian Head Start
Developmental and Behavior Screening

9 1302.33 Child screenings and assessments.

1 1302.45 Child mental health and social and emotioHativwell

Policy A timely and systematic approach toward screening indicates which children require a formal assessm
developmental needs. In collaboration with each child's parent and 45 calendar days (30 calendar days for st
child's entry into tmegram, staff will administer the Dial 4 Developmental Screeremgollowl. ¢Réddren will be re
screened when staff and/or parents have concerns about a child's developmental progress.

Procedure

1. Prior to screening, parents must sign Perm&siean@nd ConstarExchang€onfidentialf Information
withEarly Childho@RRES and school districts listed. If parent refuses, written documeetasahi®f the
required. The refusal must then be noted on Consent Form.

2. Children will be screened witkib 88lendar days of their first day of class.

1.

2.
3.

All children coming into the program on an Individual Family Service Plan (IFSP) do not need
developmental screening.
Use the IFSP eligibility date as the screening date.
It will be documented in the Family Contact Form in the HeatdcBedtiorhet Enroliment File
that the child is currently on an IFSP.
At the beginning of the program year the progoampleiths many developmental secrgeais
possible during the first two weeks. Education Teams will consult with the BIHS Director to de
screening plan for the beginning of the year. They can choose between one of two options be
1. Screening AppointmentSroup screening days wter@arent and child come in at an
appointed time during the first weeks of school and complete a whole menu of screeni
include but not limited to the following:
1. Developmeniddial 4ncluding parentéachequestionnaire
2. ASQ and ASQ IE
3. Vision
4. Height and weight
2. Embed Screening into Classroom Schedbleteaching teams will incorporate the
mandated screenings into their classrooms schedule during the first several weeks of -
program year.

Developmental Screenid®ial 4 Developmaeadtindicator for the Assessment of Learning
(Child Development Screening)

1. The

NGO~ WNE

| ead teacher will c o-#Abprroimemays. he Di al 4 wi
Dial 4 is available in English or Spanish version.
Dial 4 will be documented on the score sheet.
Dial 4 will summarized by (classroom and by school wide results) in excel format by BIHS Dir
Put date and document results.
Indicate if follayp is necessary and include a note.
Dial 4 Information will be used to guide setting the badein®shodReadiness Goals.
Teacher will place Dial 4 and Dial 4 PaenitQuennai re i n the chil do
Outcomes will be shared with parents at the Fall Conference.
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Behavior Screenir@DECA:Devereux Early Childhood Asseg@oeisEmotional Screening)

The lead teacher will complete the DECA Teachera@eemtidnnt h i n t h-45 eordlimantddys. f
DECA will be documented on the score sheet.

DECA is available in English or Spanish version.

DECA will be donented on the score sheet.

DECA will summarized by (classroom and by school wide results) in excel format by BIHS Dire:
Put date and document results.

Indicate if follayp is necessary and include a note.

DECA Information will be used to gtiilnig the baselines in BIHS School Readiness Goals.
Teacher wil| pl ace Di al 4 and Di al 4 Paren
Screening section.

NoghswNE

Outcome Followp: Outcome will be assessed, and referrals will be made to outside agencies & specialist to p
needed resources (Speech Therapy, Occupational Therapy, Behavior Therapy, and or any services needed |
positive child developmental outcomes.
Training
V At the beginning of each program year, the BIHS Director and Health and Disabilities Manager will s
training on how to use the Dial 4 and DECA programs. All Teachers and Teacher Aides are requirec
to administer this developmental sgreestinment.

https://eclkc.ohs.acf.hhs.gov/niesa#th/article/promothddrensociakmotionaliebeing
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BISHOP INDIAN HEANIART
Child Guidance and Behavior Management

1 1302.31 Teaching and the learning environment.
1 1302.45 Child mental health and social and emotioHAativwell

Policy Young children can present challenging behaviors in the educational setting. Bishop Indian Head Start
to using Positive Behavior Intervention Support (PBIS) to promote social competence and address challengir
Child guidance andsstaont bus management decisions will promote: (a) positive social skills; (b) emotional lite

positive sedfsteem, and (d) provide a nurturing, safe environment.

I.  Promoting social competence and preventing/addressing challenging behaviarsetoenh i | dr e n
success in educational settings involve the components below.
A. Building Positive Relationships: Supportive, responsive relationships among adults and childrer
essential component to promoting healthy social emotionahtlevelopm

Adults will:
1. Develop and support meaningful relationships with children and families
2. Examine their personal, family,
3. Examine their own attitudes toward challenging behavior

and

Il. Creating SupportiveriEsnments: High quality environments promote positive outcomes for all children.
A. Adults will:

Design the physical environment to support social and emotional security
Develop schedules and routines
Ensure smooth transitions

iv. Design activities to promote engagement

v. Give directions that are clear to each child

vi. Establish and enforce clear expectéitiotss and consequences for behavior
vii.  Engage in ongoing monitoring and positive attention
viii. Use positive feedback and encoueage

lll.  Social Emotional Teaching Strategies: Systematic approaches to teaching social skills can have a pre’
remedial effect.
A. Adults will:

Interact with children to depalsitiveselfimage
Show sensitivity to i
Enourage autonomy

ndi vi dual chil dren

iv. Capitalize on the presence of typically developing peers

v. Ultilize effective environmental arrangements to encourage social interactions

vi. Use prompting and reinforcement of interactions effectively

vii.  Provide instruction to aid in the deesibpf social skills
viii.  Promote identification and labeling of emotions in self and others

ix. Explore the nature feelings and the appropriate ways they can be expressed

X.  Model appropriate expressions and labeling of their own emotregsilatidrséfirghout

the course of the day
xi. Create a planned approach for problem solving processing within the classroom
Xi. Promote childrenés individualized emot.i

within the classroom

IV. Individualized, Inteadinterventions: Assessratsaged interventions that results in individualized behavior
support plans
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A. Adults will:

i

ii.
iii.
iv.
V.

Vi.

Team with family to develop support plans

Use *DECA as a guide to support the child in the classroom

Implement the behavior support plan

Teach replacement skills

Communicate regularly with the Collaboration Team as well as the Early Childhood CAR
Behavior Team regularly

Monitor how well fan is working and make adjustments as guided by Early Childhood
CCARES

*The Devereux Early Childhood Assessment (DECA) is a nationally normed assedsidenbtdatitbifactors in
preschool children aged two to five.

The DECA is an efsyse assessment system eothpleted by classroom teacher

T Evaluates the effectiveness of individual child andvigfegndanventions.

T Provides developmentally appropriate strategies to foster resilience. Effectively screens for emotional
behavioraoncerns.

T Emphasizes a team approach among professional and family members. Meets programs' varying nee
allowing for flexible implementation.

1 DECA meets Head Start and IDEA requirements fdrasteehagsessment as well as APA and NAEYC
assessmenguidelines.

Procedure

A. Bus Drivers/Monitors:

Vi.

Vii.

The Bus Monitor will initially meet with classroom staff/Director to develop a plan for the |
more intensive support is needed, bus staff will follow the same procedure as needed for
requesting behavioppgort in the classroom.

The Bus Monitor will be responsible for behavior management on the bus. The Bus Drive
need to assist when children are loading or there is a substitute Monitor. The Bus Monitc
inform DST of behavior problems on #relbwsrk with classroom staff to ensure that
strategies used for behavior management are consistent in the classroom/on the bus.
The Bus Driver, monitor, and parent will be included in the development of the bus beha
possible. If that is naégible, the Bus Driver and Monitor will be informed of the plan by the
Director. A copy of the bus behavior plan will be kept on the bus. If there is a substitute b
monitor, the bus driver will share the plan with him/her.

The Transportation Manadjeznsure that there is structure (pictures, rules posted, clear
expectations, assigned seating) inside the bus environment to communicate to the childr
do and how to behaaéely

There will be systems, schedules, and routines established by the Transportation
Manager/Teacher/Bus Monitor to pebmotere and saftsy children.

Bus Drivers/Monitors will be expected to interact with children in a positive, frigndly, and
supportive manner using positive behavior support strategies and ersociedging pro
interactions among the children.

Monitors will provide developmentally appropriate, individualized, and safe activities for c
engage in while riding oiotise

B. Hierarchy on the bus (least intrusive to most intrusive strategies with increasing intensity):
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Restate the rules and give positive support to those who are following the rules (sometin
tangible rewards such as stickers).

Use natural conseqces including removing objects, activities, and giving verbal redirectic
Physical touch (such as hand on shoulder), direct eye contact, sitting beside the child, or
the child to another seat.

Move the child to the front seat of the busothir child next to him/her.

Supplementing positive behavior interusinigostrategies with intensity. Occasionally, young children pres
unsafdehaviors in the educational setting, with the potential to injure themselves or others. In such cir
children may need strategies with intensity to help them learn appropriate behavior. After consultation
Director, Program Consult&airsily Services, Mental Health Consultants and Early Childhood CARES as
needed) the direct service team and family may supplement the above strategies with one or more of 1
interventions. These examples of such consequences migharechaddirbiied to:

First Response Strategies

Responding to unanticipated dangerous behavior. Occasionally, staff may be unaware of a chil
for dangerous behavior, which may occur very quickly and with little warning. Allfd&Towill have
unsafdBehaviors:

A.
B.

iii.
iv.

Vi.

Vii.

viii.

A safe, quiet place in the classroom for a child to be alone.

A procedure for quickly exiting the children from the classroom so the child with behavior
isolated with an adult.

A place outside the classroom to talcethathileeds time alone.

Ways of quickly communicating to the rest of the team (including regular parent and com
volunteers) with a signal word so that the plan can be quickly implemented without a lot ¢
discussion.

DST will submit their platiseio Director for Policy Council review at the beginning of the
program year and update it as needed.

The plan will enable staff to take immediate action to ensure the safety of the child and o
the area.

For the safety of the child and stadfjdis intervention for the child will not exceed gentle bu
firm physical guidance/direction, holding a child only long enough to get them to a safe s
calm down.

When dangerous behaviors occur on the bus, the Bus Monitor will motie fhentisidghto t

of the bus if possible. The Bus Driver will proceed to the child's drop off as soon as possi
When dangerous behaviors occur, staff will contact the child's parent to debrief the incid
Collaboration Team will look at the Sociald&mmetmtory of Practices to work and support
DST teams to develop skills, if needed, while ECCARES and or Family Services support
interventions.

Use of physical restraint. Rarely, a child may need use of physical restraint if titenegeritorsgléor
others. The team will be required to consult with a member of the Collaboration (CD/D Consultant, MH
Early Childhood CARES, and Direction Service) Team. Physical restraint is not to be used as a routing
nor withown approved behavior plan specifying its use. (signed by parent)

Teacher will filitca First Incident of UnBateavior Checkilist.

The use of corporal punishmgtmicidy forbiddenUse of such methods will result in disciplinary actic
Withholding of food, access to the bathroom, or name calling or any other form of demeaning tr
strictly forbidden. Use of such methods will result in disciplinary action.

Continual communication with parents and guardians must be mamaigeteechdd's behavior
and ongoing documentation and progress reports are required. Staff will be sensitive to differen
beliefs and values.

A.

B.
C.
D
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E.

F.

Behawr that is chronically unsafg be an indicator that further suppsetesmdngare

neeed The child will be referred to the Collaboration team as soon as possible.

If a child's behavior requires special support during the time of referral and assessment, the Dir
CD/D Consultant, and the Collaboration Team will be includegdive slapport.

Sending a child home/loss of bus privileges due to a behavior related incident: Rarely, a child may eng
behavior that poses a significant physical and/or mental risk to self or others. Only then, should a tearn
sending a ddihome and/or removing bus privileges due to a behavior related incident.

A.

No child will be sent home or lose bus privileges without prior approval from the Director in con:s
with the Mental Health and/or Child Development & Disabiliti€s)Clonthdtaase of loss of bus
privileges, the Transportation Manager will be consulted.
Each incident will be considered on its own merit and not be generalized with other incidents by
other children.
Any incident resulting in apprasedoa child home/lose bus privileges will be followed up immediz
with:
I.  Ateanmeeting including any outside agency consultants working wigattechild
Health/Director Mana@arector, family and program consultants if needed.
ii. Development a temporary behavior plan or modification of existing plan so the child can
the next day.
iii.  The incident, behavior plan, and the team meeting will be documented as soon as possil
filed i n fitelireludmdnotesdedHealte@&iohn
iv. A referral (or call when there is open case management) will beQobalectatioa Team to
conduct a functional Behavior Assessment and develop a formal behavior plan to manac
behavior.
v. Documentati on wi | Iprboeg rneasisn taani dn eadt toanc htehde

+ See Behavior Plan for additional policies and procedures and forms related to behavior management.
+ Below is a list of Positive Guidance Techniques that are posted in each classroom arehakibzed by the
and BIHS staff and Parents and Volunteers are encouragetetthprgoésavhen working with children.

c: cC-C:C:

c:

c:

Guidancd&echniques

Emphasize the positive, state suggestions, directions, and comments in a positive manner.

Beo
Use "I" Messages. An

A 1 @hlldeen willoinditaté wehat you do more often than what you say.
"I" Message includes 1) your nonjudgmental description of the

problen) its effects on you, and 3) your feelings about it.

Instruct appropriate Behavior, Childrenisftenave inappropriately because they do not know or reme;
what i€xpected of them.

Limit options. Sometimes children are over stimulated by the environment. They may have too mu
much space, too many activities, or too many materials.

Redirect the child. When a child displays inappropriate behavior in an activity, direct the child int
that i-levelopmentally more a "match" to the child's needs at this time.

Ignore Behavior. Sometimes the best thing you can do is ignore inappropriate behavior. However,
behavior must dealt with directly by other methods.

Reinforce appropriate behavior. Positive attention to appropriate behavior, reinfioaces aidrea

to continunose behaviors.

Reinforce adjacent behavior. When positive attention is given to children behaving appropriately, c
will imitatdhe appropriate behavior.

Cue behavior. Consistently used environmental gued wilksi transitions need to occur, e.g. turn the mu
on, switchleght, ring a bell.

Give a breather. Occasionally it is necessary to remove a child from an activity. The removal or |
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temporary event that is ended when the child lsaethrdleontrol needed to return.

Do not allow a child to strike you or anyone else. Aggression needs to be redirected to inanimate obj

U Use a tone of voice that helps the child feel confident and reassured. Be physically closealxiolgildren
to them. Squat down to see theto-eye.

U Use the most strategic positions for supervising. Sit down in a chair when possible; be alert of the tot
Do not turn you back to a large number of children just to be with a few.

U Learn téoresee angrevent problem situations.

When limits are necessary, they should be clearly defined and consistently maintained by all staff.

U Give a child a choice only when you are prepared to accept the child's answer. Rather than asking,

to ut on an apron?" or "Put on an apron. OK?" thus giving the child an opportunity to refuse, say "

put an apron on to paint”

Separate the act from the person. "l IMankdt | don't like what you did to ..."

Use specific Rather than Gestataments. Keep your words to a minimum.

U Warn the children at least 5 minutes before a change of activity so they have time to finish what tr
doing.

U When setting limits or when you are uncertain as to the appropriate behavior controhiiqEiidance
use, think diiese three questions: a) is this limit necessary for the child's safety?; b) Is it necess
safety or wddeing obthers?; Is it necessary for the protection of the equipment?; Is this a limit th
necessary or has it been outgrown?; All of these questions need to be discussed by all classroom
at staff meetings.

:C:

r C

I CrC

Afinal wo@ WHEN ALL
ELSEAILS............
It is so easy to take ourselves too seriously, to get lost in theobleltes,db lose our sense of humor and our sen
of perspectidespecially on those days when everything goes wrong, our mood is a bit rocky, and we know the
pressure @affecting both ourselves and the children. Why not laughmd bidgsmdvith the input of the children, t
salvage the day?
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Bishop Indian Head Start
Multicultural Curriculum Content
9 1302.31 Teaching and the learning environment.
1 1302.36 Tribal language preservation and revitalization.

Policy BIHS Curriculum will include diverse cultural experiences that will enhance the ethnic backgrounds of

enrolled in the program with an emphasis in Native American Culture.
Procedure
The following are suggested guidelines for BIHS staff th implemen

V As part of the daily routine.

Content areas of the curriculum.

<

V Teachers shall seek input from parents, families and the community related to the cultural traditions, b

values in order to plan experiences related to the childrerirenBIHSl pmogram.

1. Teachers shall utilize the Cultural Surveyetbhypiee parents at initial home visit
2. The first parent meeting will include a summary reporea® thareatsensus of the survey notes
documented on contract sheet
2. BIHS will ensure that the children are exposed to a variety of materials, which the children can ethnica
Examples include but are not limited to the following.
1. Regular and meaningful daily use of the Native American Language réi&ramt to the ¢
2. Visual materials such as actual photographs of various Native American. Present day, past and
dressed individuals shall be available.
3. Native American Language labels, etc.
4. Materials such as books, food, games, clothes, musis, basleet ¢c. t hat act ual
culture shall be made available for children to touch and discuss regularly.
5. Visitors, resource people such as parents, families, storytellers, dancers, elders, and language
shall be made availableetichers for lesson planning.
3. Experiences deriving from individual family traditions, customs, ethnic backgrounds, family gatherings.

etc. must be planned when appropriate for children.

1.21.19SCWREVIEWERND EDITED 6/18 BD&AD


https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-31-teaching-learning-environment
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-36-tribal-language-preservation-revitalization

Bishop Indian Head Start
Ongoing Childssessment System and Cl@lbdservation
Subpart @ Education and Child Development Program Services
1302.33 Child screenings and assessments

Every child is unique. The best way to get to know what is special about each child is toinsakeatiorpagefubryday
practice and documenting what you see.

Policy BIHS will use the Desired Results Developmental Profile to observe children on a regular basis and document o
part of the ayping assessment and planning probsssviions of children are essential for the(BIRIBRNd online)
developmental assmenibol Observations are utilized adj ust curriculum and plan |
individual needs. Observations also help teachers anddpastarid the differéavelopmentalvels of the DRDP

New2018

Reviewhttps://www.desiredresults.ussdithe

The California Department of Education (CDE), in collaboration with th&8E&RBEdtaksr and the WestEd Center for Child ¢
Family Studies, announces DRDP Online designed to allow teachers, program administrators, and other designated st
DRDP instruments and conduct DRDP assessments online via the InternestDikRDEh&dkta entered by teachers in a

secure database and automatically produces a variety of assessment reports, both for individual childretdeerd for group

The DR system implemented by the C8ldparianent of EducafioE) is a comprehensive approach that facilitates the
achievement of the Desired Results identifittdarasid families. California is one of the very few states in the nation that |
developed its own system designed specifically for measuring child progress toward desired outcomes. Théesygstem is
Start Positive Child outcome Domaistt#is learning and development foundations for early care and education prograrr
the content standards for kindergarten.

DRDP measures are group in the following domains:

Approaches to Learning (7 measures)

Social and Emotional Development (5ddgpasu
Language and Literacy Development (10 Measures)
English Language Development (4)
Cognitative/Math/ Science (11)

Physical/ Health Development (10)

History/Social Science (10)

Visual Performing Arts (4)

The data source is the method of observationtuge assess a child. It helps to st
child. fABest Practicedo would include multiple data st
arenas, sources, viewpoints, learning oppoetmitiave contributed to the child assessment. Examples of data source incl

Parent observatioparént input)

Health History

Health Screenings

Mental Heal8creenings (ASASQE and DEGA

Staff observation of health and bedaeicbliservationsyee Daily Health Check /Behavior Observation form
Developmentatsessments (Digl 4

Chil dr e nwosksamplest f ol i os (

=A =4 =4 =4 -4 -8 -4
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1 speecHIEP and or IFSP)
1 home visits evaluations

V Teachers shall maintain a systematic approach toward assassinglehtltire
Home Language

Special Interest

Health Screenings (based on life expecighoad)

Strengths

Needs

Likes and dislikes

Preferred learning styles

Procedure

The Head Start Director/Education Manager/Health and Disadeliti@®Wide training and technical assistance on the ongoi
assessment system.

Too oo Too Too Too Too Too

The BIHS teachers follow three basic steps:
A. Collecting facts
M Dailyobservations and documentation of ¢
T Maintain individual portfolios with ¢
B. Analyzing and evaluating facts
1 Analyzing faetiecide what steps are next for each child
f Evaluati ng ddcument obsenvdismrefiectprggresss s
9 Evaluate own performance asteacheest can t hey do to increase chi
C. Planning for each child in the group.
1 Using information to make decisions
9 Planning for each child using their individual goals as a guide
1 Planningpr groups of children

o O
(7]

BIHS Director/Education Manager/and each classroom teaching team will complete a report on group progress. The re
summarize the progress of the individual children and groups of children. In addition, efedtiatsessgrachEan
accordingly.

Teachers will meet to analyzshtlteoutcontiata collected the three checkpoints to assess:
T Childrenbs pr ogrceremssentialddonsain areampl| i shment s
9 Guide curriculum planning, implementatioivisluglizdtion
9 Inventory of materials and supplies
1 Measure outcomes for prograiassefsment
9 Plans for future staff training

At the end of the year the BIHS Director/Education Manager will compile all data from classrooms and armbyfze the tren
children demonstrate in order to continue with pregpsessaént documentation and program planning.

The three checkomts will be scheduled:

x  Fall Geptember/October
x  Winter (January/February)
x  Spring (April/May)

Know what to look for

A teacher should have a good sense of the progression of capabilities for each area of development to b&rabserved. W\
what comes before and what comes next in development, the observer knows what to look for. For indivicgigheildren,
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baseline will help the observer know where the child is in the developmental continuum for each developpehial area. I
observer knows what to look for when observing.

Involve Families

Children often display capabilities intorgethat may not be readily observed in another. A child may be highly verbal at hc
talk very little at school. Insights provided by parents can assist in adjusting curriculum to more closehdividetthe needs
children. Families may geowative language development input for Dual Languagf hesrc@mnsage systematic parent
observations of their child and to support s haffregielv par
chil dr e nubsss gcohaillsdr edniéssc behavi or s, and note childrenos

During Parent Teacher Conferences, but not limited to conferences, teachers will collaborate with parents:

U Encourage parental input from observations at home and or in pragmale. Fameex/staff observations, surveys,
developmental screenings, parent questionnaires, and the creative curriculum/ state preschool progress and p
reports.

0 Communicate regularly with par en tientatiars,@ardnt medtings, Home n
visits, paretgacher conferences, phone, email, text. Best Practice is to document collaboration meetings to ma
more productive and meaningful to support parent partnerships.

U Encourage parentstokeeppascrbook of t heir c¢hil dé&muldsegygestiths projeetn t
during initial home visit and at parent orientation).

U Teaching staff will document a minimum of, but not limitechito2sodas@ach child each day. Teadharslude
observational time during daily routine and document on lesson plan.

U Observations should be based on the developmental stages of children, DRDP developmental measures, and
during paretgacher conferences. Observations shoddfalseerct chi | drendés i nterest

i Observations will be used to develop objectives for daily activities and weekly lesson planning.

O Written observations are compl eted by s tbsefviationand t
They may document their own childbds observations.

Take Advantage of Moments to Observe
Children can be observed throughout the day as a natural part of what a teacmeadnabkvafsildarning through play
Simply keep your eyes peeled and your ears perked. A:

Have a Focus

Having a focus means knowing what capabilities one wants to observe, which children will be observethranilwhere ob:
occur. The observer should plan AWhat do | wanhat to ol
strategy or method wild/ I use to remember what | o0bs:eé

Have a Purpose

Having purpose means observatimt®nducted with a goal in mind. Purposes may be to develop a weekly activity plan,
determine how to individualizeyisema ny acti vity. Thi hgpet obocbeardefr amemy
I use the information | have | earned??o0

Use Narratives

Narratives or anecdotal notes help describe what children do and how they do it. These methods are alstingery useful f
concerns, goals, plaasd successes. When using nareateasteshe observer needs to always remembebjertiee
accurate, and brief.

Use Time and Event Sampling
There are occasions when knowledge of the frequency of a behavior is important, i.e. how often the sarsleachilyl is laugl
This information can be useful for planning interventions to increase or decrease particular behaviors.

TIME SAMPLINGeUSme Sampling to record behavior over a short period of time.
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+ First decide which behaviors you wish to observe.
%+ Decide how often you wish to record the behavior. Typically, you will want to record during 5mi20te intervals

minutéime period.
+ Observe and record the behaviors using tally marks.

EVENT SAMPLING: Use Event Sampling to record social interactions.

% Decide which interaction(s) you will observe.
* When the event occurs, describe what is occurring, what happened before, and what happened after. Also re

the event lasted and anything that was said.

MYTHS AND REALITIES:

The age of a child is a good indicator of what a child cad or caanotd |, therefore, what shou
progress on a development path is the best indicator of what she/he has learned and can look forward aritelaesing. Chil
when valuable curriculum experiences are gauged totheadhn 6 s ages and devel opment al
best when teachers know where children are on a path and when learning opportunities consistent with tHeir developm

interests, and pace of learning are provided.
ANECDQAL CHILD NOTES:

U Teachers will add additional information about the skills being observed.
U Itis best practice to document anecdotal notes regularly.
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Bishop Indian Head Start
Ongoing Monitoring and Reporting
1302.92 Training and professional development
1302.101 Management system
1302.102 Achieving program goals

POLICYBIHS will monitor required tasks and responsibilitiesep@misgseompleted within timelines and according to
guidelines provided in Head Start Performance @rahdeatisregulations. Monitoring systems will include the use of Dial 4
DECA screeningsSQ and ASRE,DRDP, ECERS CLASSiarent antd e a cshregsasiddquestionnaieasd other

necessary school readiness assessments decided by the Direct Service Team. BIHS Director and the Dipeoti8ervice T
periodic reporting of this information to appropriate supervisors, managers, pdiagenshipsamdnnual asfessment

of the program; and collaborative review of this information for planning and future development decisions.

Monitoring procedures will be implemented in administration, education and early childHusaltdesex\apésesitiding

child health and safety), food program and family and community partnerships that are specific to eachartiae Pecedur
person(s) responsible for completing the monitoring, which person(s) and/or systems are to be monitoredsibifiiehe task
to be monitored.

Results of monitoring will be used to demonstrate compliance with Performance Staliediemds and stiéte regulations, to
assist in the review process by providing condensed program information in specific areas, and to deteshurietomg rang
program goals. Nmympliance and/or areas for improvement will be followedamitgmirpfans, including strategies for
timelines and people responsible.

PROCEDURE

1. BIHS Director, managers, and consultants will develop checklists for staff to use in setting up their environme
processes. These may include:
U Checklist for Child Development and Disabilities.
Monthly Program Progress Reporting
Teacher Weekly Checklist
Weekly Lesson Plan
Checklist for Parent Involvement, Family Sentmgalridealth
Checklist in Health and Safety.
Monthly Sanitation Checklist.
Playground/Facilities Checklist
Child/Adult Care Food Program.
Nutrition/Mealtimes Checklist.
U Bus Inspection.
2. BIHS Director and Managermpidiment procedures and timelines for using said checklists, and will include the

cocoocoococc

annual training and work plans.

Staff will use checklists in setting up and maintaining their environments.

BIHS Director and Managers will use checklists i rmlasiorimms on a regular basis and will track their visits an
feedback.

I nformation about children and families wil!/ be
Regular reports will be utilized by all staff both on and off line to ensurg tifresdgis/eo children and families.

BIHS Manageaiad Teachevsll submit monthly repoytdhe Band meet with Head Start Director monthly to review
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Supervision Monitoring Attendance Enrollment
Outcomes Tracking information Any other information aboy plans for improvement
children and families Plan of Actions
Budgets Goals and accombiments | Challenges Training
8. Managers will analyze data from reports and sidumittedts apdovide feedback to direct service staff as to the stat

10.

11.

12.

13.

14.
15.

16.

17.

and/or quality of required activities to ensure timely completion of services faniisikdristaaagedis will forward
summarize data in the form of tracking to the Director for review.

The Director will review data from managers and will provide feedback to managers, utilize data to guide planni
inform the Tribal Council, yPBbancil, and funding sources of program progress.

Program consultants will meet on a regular basis with Head SPascDgsiotts.may include:

Results of program consultants monitoring of classrooms, using appropriate checklists.

Documentation and analysis of the information
Outcomes reports

Progress on established benchmarks

= =4 =4 =4 =4

Plans for improvements as needed, with emphasis on compliance issues.

1 Information from monitoring will be shared with staff.
The Director will monitadahie n6s f il es through audits, reports an
Consultants/ mangers may contact a staff person fo
consultant will contact the Director only. The BIHS IDi@oimiunicate to consultants/managers what the corrective
action is.
The BIHS Director, Tribal Administrator, Tribal Fiscal and Human Resource Director will communicate regularly
information gathered.
Periodic reports to Policy Council aog Bifhal Council will be made by the BIHS Director or designee.
An annual sedfssessment will be conducted each February that will result in a written improvement plan to imprc
deficiencies.
The program will be reviewed every three yeagsdmytatipes of the Inyo County Superintendent of Schools State
Preschool Program and Region XI Head Start. BIHS will submit an improvement plan 90 days after receiving th
federal report. BIHS staff, Tribal administration will receiveienebpgnamaer.

Results of all monitoring efforts will be included in future planning and decision making.
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Bishop Indian Head Start
Education Home VisiParent / Teacher Conference

1302.34 Parent and family engagement in education and child development services

1302.50 Family engagement

1302.71 Transitions from Head Start to kindergarten

Policy Home Visits and Teagiaent conferences are valuable in pokithgelationships with parents and in developing a
broad understanding of every child in the gfrdgram.vi si t s and conferences enhance
developmental progress of theiHddld.Start teachers are required tawoakisits to the home of each child, as well as two
parenteacher conferences each year. Home visits atebphssrtonferences will be conducted in the family's home langua
and when necessary, using the services of an interpreter.

Procedure

u

Typcally, a combination of two home visits and two parent/teacher conferences provides sufficient opportuniti
identifying appropriate educational goals and discussion of each child's individual development and progress
visits/conferences rhayadded on an individual basis.

Home Vvisits must occur in the enrolled childébés h
Parent eac her conferences should occur at the site |

Time options and days should be available to best meet the needs of individual parents. BIHS staff will schec
conferences with sufficient time form parents to share their information, ask questions, discuss their experien
express concerns atbair child.

Home visits and Patteacher conferences will be well planned. Tips for a successful visit include:
Keep good eye contact, sit near the parent, look at and relate to them, talk to child(ren).

Get to know the family. Ask open ended questions guided byShe/Sfdtoral

Be a good model when you interact with them by being willing to share about yourself in an appropria
Use family friendly language. Do not assume all parents can read and write.

Show enthusiasm and acceptance.

Be on timand keep visit to a reasonable amount of time. (No more thatek)5 hours

Find out if there are immediate concerns that might be a barrier to continuing the conference or visit. |
time to get back to parents.

Share classroom rules and &jmts to encourage consistency between home and school.

When conducting a parent/teacher contact with an interpreter the teacher will go over material to be o
beforéghe contact takes place.

<K<K KL

< <

Provide resource and referral informationaiorlgmpémber suspected of having a disability and notify Early
Childhoe@€ARES of any younger siblings possibly needing screening and/or services.

Home Visit/Parérdacher conferences will be documented in section 5 under the Educationeeaigpmill be fol
included in the documentation:

Date, Time, & Location of the contact

Family and Staff present at the visit.

What child development and/or disabilities services are planned and any comments/results

Any materials that were used andfotgytie parent to use with their child

Followup needed if any and who will do thesfollow

Date and plans for the next visit

<K<K

Education Home Visit and ParBeacher Conferences
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i

Home Visits and Pateather conferences need to occur at regukdsiduring the program year. Children who
enrolat the beginning of the program year should have their appointments scheduled approximately every 8\
year the Program Calendar will state the exact date that each appointment needs to®kilcoemietedenyoll

after the start of fregram year must have two home visits and tweaphesrdonferences as well. Every effort
must be made to schedule all 4 appoiniinertgpointments should be evenly space through the remaining time
the program calendar.

The following sequence isubgested routinm the regular program for sharing information with families during t
school year:

x Home Visit #lUse this first contact to do the following:
Plan to visit families new to Bishop Indian Head Start first.
Get to know the family, share briefly who you are, what your classroom is like, how the year will
Share screening results.
Discuss IEP and or referrals to specialist.
Discuss with parent the DRDP process and ask what they would like tone/ork on at ho
Complett he foll owing forms with the families.
V  Child/Cultural Survey form (place in the educatiari gecsa file)
V Dial 4 Questionnaires: Social Emotional
V Collect the completed Ghildeyplace in the child's portfolio or the education section of the
file)
V Initial Home Visit Parent Orientation Form
7. Begin transition discussion. Share vitias ape available, such as going to a different neighborhoo
school and how to begin the process. Encourage parents to visit schools.
8. Inform and/or schedule next appointment which will be Parent/Teacher Conference in October.
9. Document family needsnoents and concerns.

o0k~ wWNE

x  Parent/Teacher Conference #1

Introduce the Parent/Child Portfolio and show child work samples

Reviewvith parent the DRDP progessess and summary of progress

Discuss classroom individual goal progression.

Review and discussiiiied 4, ASQ and ASR outcomes

Continue transition discussidrdocument on designated Transitioskarewhat options

are available, such as going to a different schaotamedio the process. Encourage parents
to visit schools.

Parent ideas for curri.culum: childbés int
Developmentalppropriatparenthild activity

Volunteer opportunities

Plan next home visit

Health, social services, &tahdealth follays and referrals

Document parent contact in site file

Schedule next appointment which will be in the home

<K<K

<K<K

x Home Visit #2

Update the Parent/Child Portfolio

Parent issues and/or concerns

Parent ideas f or,emegingskisul um: chil dds int
Developmentappropriatparenthild activity

Update Transition Form

Discuss ye&nd conference

Volunteer opportunities

Health, social services, & mental healtbgollow

Document parent contact in site file

<LK KKK LKLKLKKL
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X

X

V Inform family oéthext appointment which will be Parent/Teacher conferences in May

PareniTeacher Conference #2

Discuss & Give Parents the contents of the Parent/child portfolio

Discuss child's progress using the Child Progress and Planning Report and the DRDP Rec
and give copies to the parent.

Transition confirm public school that child will be attending

Summer learning opportunities (i.e. Public Library)

Parent quésns and/or concerns

Update Transition Form

Developmentayppropriatparenthild activity

DAP pareshild activity

Health, social services, & mental healtbgollow

<< <K<K <K<K <K<

MonitoringTeachers will use the Home Visit/Confieaarsigon Informatiemgto document the dates of all
home visits and confererioeaddition to the Transition Form documenting the transition froeasbld three
thefouryearoldprogram and the four year old to the KindergarternTeo@assroom Teacheswitimarize
information obtained from the Contact Form used for each home VisitaridrBacerdand turn in a report to
BIHS Director/Education Manager. This information will be used for program planning, classroom currict
measurement of schoatlimess progress, Parent, Family, and Community Engagement activities, and refe

and to meet the immediate needs of the children and families.
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Bishop Indian Head Start
Education Prograifransition Services
1302.70 Transitions from Early Head. Start
1302.71 Transitions from Head Start to kindergarten

A change in setting is a transition in the child's life and needs to be treated accordingly.

Policy Transition is an ongoing process to ensure that children and famédgs oplifi@mformation and support whenever
there is a change in their childds placement . tsimthinns i t
Head Start, and go to another preschool placement or on to kindesgarten. oan i s a process t hat
Teaching Team and communicated to all collaborating parties, including the family, the receiving placement team and
community agency i nvol ved almeetingsgraimnig,iadtidtiessanddisite may beancorpbrate
into a yearlong plan and implemented, encouraging all appiesptiaparaipalrocedures will be followed to ensure a
smooth transition of information between current aladdaterégp Parent involvement will be encouraged throughout the
process, as they are the primary advocates for their children. Head Start staff will work together to cofopitatidinmtecessal
assist in a smooth transition of records to@heeehidacement.

Procedure

Transition to Kindergarten

i The BIHSeaching Team, will develop a Transition Plan for their classrooms, and post in @aphrelatssbyaimef
end of Januargend a copy to the Child Development/Disabilities Bipisqiddistwill focus on Transition to

Kindergarten and could include, but not be limited to, the following type of activities:

1 BIHS fieldtrips to local elemesthopldour the school library, cafeteria, playgroimbenthssrooms.

1 Family activity events to disklass to research information regarding school choices for Kindergarten an
Transition Kindergartéstridt time lines for school transiiesstegschool visitatigmasent role in the
transition press and dcuments needecetwolh child into kindergarkémw to be an advocate for their
childThe ABC of the IEP and transitioning children with an IEP.

1 Provideopies of the school newsletter arelisformation with parents about school events that include tf
public (carnivals, book fairs, etc.)

i BIHS can providach tansitioning famélyopy of their child's immunization record by request only.
i The Teaching Tewiill meet throughout the withrthe school district staff (teachers, Native American and Hispan
liaisons, principal, disabilities spelo@tiestjoral speciadist enroliment officéFspics may include:

Transition plans for KEdren.

Transition plans tigpically developing children.
Transition plans for children with challenging behaviors.
How to exchaniggormation concerrghid records

Review and upddte transition process each Spring
Provide outcoriméormation to the Director.

=A =4 =4 441

Transition Summaries

0 Transition Summaries are t he prrowthandyevdlopnoeht. Thedead s h

teacher, with assistance from the team and outside considtaptsfenitnsition summary for all children going or
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to kindergarten or another preschool placement. These will be completed prior to the spring Parent/Teacher
before the child leaves the program.
These docuntsrwill be completed in a professional and objective manner, using information from the DRDP A
Tool and resour ces t intal growdheTimay wil e typetikncludd thel falloivieg d e v e
information:
1. Summar i z etrength®in eadh ioflthe &ssessment domains and what they are ready to learn nex
2. Indicate if the child has: a behavior plan, an IEP, participation in a behavior program, or ELL.
3. Describe instructional and behavior management strategies thiae wioitll.with t
4. State family strengths, how best to communicate with them, etc.
Transition Summaries are sent to the BIHS Director for approval before they are shared with parents or sent
agencies or school districts.
If parentsask they will have @pportunity to read and edit the summary before it is sent to the kindergarten prog

1. Site FileSection 5 (Educatiorghild's Transition Summary, DRDP Record Summary and Kindergarten
Assessment (if applicable)
Kindergarten Programransition Suramy and Kindergarten Assesgihapplicable)
Parent or guardian will receifeogress and Planning Report, Kindergarten Assessment and DRDP Rec

Summary.

BIHS will provide each elementary school with a list of children that will be transitionimed_tieair Beaclokrs

of the fourearold program will be provided Kindergarten Transition packets for childndergaireaiadK
Transitionikdergartehe packets are provided by the Local Elementary School. If need, BIHS will request as
from the Elementary Liaisons to assist parents and guardians with completing their kindergarten enroliment i

Transition within Headd$t - Transfer

Wherthe Director Bamily Advocate becomes aware of a family's need to transfer to a different Head Start classroom, tt

will occur:

HwnhpE

A case management meeting will be scheduled prior to the decision to transfee a cmiddtheressition.
Transferring of children to a different c¢classroom
Child will visit the classroom several times before officially transferring child to eassitom smooth tr

The current Teaching Team will:

il
il

Complete all appropriate updates in file, CACFP rosters, TransportationtspeetsaAttendance sh€éis
Plus and DRDP online sites.
I f possi bl édyeardragmge nantfhgo@dirrent cl assroo

TransitionfromChild Care/Home to Head Start

A. The Family Advocate will contact the family as needed to assist in the competition of all required enrollment «

and introduce the family partnership process.
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B. BIHS Lead Teacheil contact families to schedule the first home visit. Families new to Head Start will be encc
tour the centeiigorto the first day of school.
C. Refer to the BIHS Home Visit policy.

TransitionfromEarly Head Start to Head Start

1. Early Head &t children are not automatically enrolled into Head Start. Early Head Start families must submit :
enrollment packet and required documentation.

2. Early Head Start and Head Start program must work together to maximize enrollment traraonStadrtoEarl

Head Start by consistent communications during the year. BIHS Family Advocate will contact the OVCDC Fe

for a list of names and contacts of dnéddsgtoning to BIHS.

Children must be turning three by September 1.

4. EarlyHead Start Director or Family Advocate will contact the BIHS Director or Family Advocate to schedule u
transition activities.

5, A teacher transition meeting wil/| be schedul ed t
inbrmation that will support a successful tramsstimelude$cansition plans for children with an Individual Family
Service Plan transitioning to BIHS.

w
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Bishop Indian Head Start
Required Documents for Postingach Classroom
1302.47 Safety practices.
1302.31 Teaching and the learning environment

Policy BIHS Staff wdkmonstrate evidence of compliance with Office of Head Star: Btmfdantindian Health Service
Environmental Cod€slifornia State requirements, BIHS and BITC Health and Séfepostihigieslected documents in each
classrom to ensure all classrooms are uniform.

Operational ProcedureBefore classes begin each year, the teaching staff obtains and assures the proper postings of ec
following documents:

U Evacuation Plppnsted at each dé&oit signs must be visdpldClassroom Capacity signs must be posted above
classroom door.

Emergency PreparednessdridBmergency Safety Guide

Emergency Guidelines for; illness, dental treatment, Accident First Aide Procedures

First Aid Kit Sign and kit (All kits will be cleaned, and inventory maintained.)

Emergency phone numbers fdafirenforcement, paramedics, hospital, poison control center, etc.
Emergency Contact numbers of all phone numbers (Childrarairt&@tadijfice

Instructionsrfthe PA system will be pdstedl phondl applicable).

Fire Extinguisheth location sign visible from across the room.

Health Aleidcated on parent wall.

No Smoking Sibyp Emergency Exit.

Justice for albBteiis placed above main sink.

Classroomonthly Newshstslocated on Parent Wall

Teaching staffirrent Food Handler CandsCPR and First Aid Cards located above sink.

Updated Organizational Chart/Chain of Command

Updated Menlgeated on Parent Wall.

Classroom Schedule (post iogitRarent Walhd outside classroom)

Updated Schddhlendar (Yearly/Montbbgted on Parent Wall.

Transportation Aldosated by sign in sheet.

Transportation Route: located on Parent Wall.

Updated and complete weekly lesséocptad on Parent Wall.

BIHS Monthly Themes

BIHS Individual Goal Char

Positive Guidance Strategies

CACFP Food Program required documents including individual Health Alerts related to food.
Parent confirmation and input of reviewing weekly lesson plan; documenting individual activities for children
strategies, Raly and Community Engagement activities

School Readiness Goals and Alignment with Parent, Family, and Community Strategies

(i Documentation of Daily Sanitation and EmergdocatBdltsn Parent Wall.

cocooooooOCoOOCOCCCCCCCCCCCC

A -t

Additional posting related to education ard trainin

U Upcoming Parent trainings related to Helad@t&dton monthly calendar. Suggestion to teaching team: May wa
write a reminder on sign in sheet. Support team to write an announcement of dry erase board up front.

U BIHS also posts in the frony lalbbrainings related to our community partners.

O Community Partneroés newsletters and calendars ar

Classroom teachers will post at a minimum; required documents above in a neat and highly visible ar€alesit& classro

and Newslettargaybe posted outside the classieschers may designate an area to hang policies and procedures for pa
staff and reviewers. Teachers may designate an area
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Bishop Indian HeBizrt
Pedestrian and Safe Riding Education
1302.47 Safety practices
1303.74 Safety procedures
Subpart R Transportation

1303.7®urpose

Policy: BIHS wiprovide training for parents and children in pedestrian safeiyg Pinevided to childrebewill

developmentally appropriate and an integral part of program &keenieaddsr an adult to accompany a preschool child wh
crossing the street must be emphasized in the training provided to parenfEhencghitdcbtransportatiopadéstrian

safety educatiohchildren and parents, including bus evacuatiohegiswided within the first thirty days of the program ye:
Training must include:

(1) safe riding practices;

(2) safety procedures for boarding and leawehgidte v

(3) safety procedures in crossing the street to and from the vehicle at stops;
(4) recognition of the danger zones around the vehicle; and

(5) emergency evacuation procedures, including participating in an emergency evacuation eriietocidiibied i thill
be ridingBIHS in compliance with OHS Performance Standards will conduct:

0 BIHS will ensure that at least two bus evacuation drills in addition to the one required within the first 30
program year will be executedanunented in the school calendar and drill log posted outside the mainter
closet.

U0 BIHS will must develop activities to remind children of the safety procedures. These activities will be dey
appropriate, individualized andibtegral part of the Head Start or Early Head Start program activities.

U Ongoing review of Pedestrian, Transportation, and Safety Skills and Procedures will be dobuenensed on
lesson plans each month and documented on the monthly checklist.

(6) Bl will provide additional training for parents that include:

U Emphasis dhe importance of escorting their children to the vehicle stop and the imgoftaciog ofie
training provided to children regarding vehicle safety; and

i Complements thaihing provided to their children so that safety practices can be reinforced both in Head
at home by the parent.

U Review of the Transportation Handbook.

U BIHS will conduct car seat observations monthly and provide inforngaieresutchms usage of Child
Safety Car seats

U When available, BIHS will provide free car seats to families in need or provide a referral to partnership a
providing free car seats.

U Parents will be invited to participate in planned bus evacuation drills.

BIHS Community Resourckescal Law Enforcement will be contacted by BIHS before school starts to plan a parent, chilc
community safety education activity (s) regarding:

U safety procedures in crossing the street to and from the vehicle at stops;

i emphasizes the importance of escorting their children to the vehicle stop and the importance of reinforcing the 1
provided to children regarding vehicle safety; and

U car seasafety; and

bike riding safety; and

U when possible, BIHS will invite local law enforcement to participate in all bus evacuation drills.

: C
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Bishop Indian Head Start
Staff Evaluation and Professional Training Plans
1302 SubpartfiJProgram Management and Quality Improvement
1302.100 Purpose.
1302.92 Training and professional development

PurposeThe overall purpaxehis policy is to provide aymoaitd supportive work environment that facilitates quality service
Head Start children and families. The process is designed to communicate and assess the performance expectations ¢
within BIHS, performance expectations that adhakeRederél and State Performance Standards. The process also provid
support for the professional development of staff through goal setting, mentoring, training and education.

PolicyBl HS f ol | ows al | B i s hpolipies Bral procedemesiliding PERO reguldtibinamed Re s 0L
employees and temporary employees receive a copy of the BITC EmplogtafiHandbaokformed of job expectations and
performance levels throughout the year via routine feedbackiaitdtiodob performanobgecklistassessmentdata

review, observations, feedback, certification/license renewals, and education astifrsvgporgray documentation will
form the basis &f pegformance evaluations ratings.

TheBIHS Directata nminimum will provide all regular stafffavitteAnnuaPerformance EvaluatRmobadbnary, reclassified,
andpromoted staff will receive a forrday@bationary evaluattatus of both probationary arldssfiedtaff will be
determined during thel@@ probation evaluafidre Bishop Paiute Tribal Human Resource Department will provide the requ
evaluation forms to be completed by the Director.

The Director will advise the Bishop Paiute Tribal Council, Human Resources and the Policy Council of aegdamrective a
ensure Head Start remains in compliance with the Head Sta Pe@otmeamcd ar ds and with the T
and proceduresdditiondbllowupevaluations may be performed at any time there is a need to review work performance
determine additional training, support and suitability for.the position

Process and Timelines

i During the month of July, the Director will schedule all evaluations for the program year.

U The BIHS Directall meet witl BIH®1iew hires or newly reclassified staff to revieyobutesotiptiopsior to
assuming their duties and participating in training

U During prsavice the Directeitlensure thBirect SengcStaff (DST) staff has an updated Profdssioiva Plan in
placewith updated college transcripts.

U All NonDST Prdfraining plans wilbased upon job performance and required certifications.

0O A working supervisorodés f i | éatwduldinclude the imitiabnsvi-béeddsdob s h e d
description revidvanscripts, certificatiaopjes of all trainigng, performance evaluations, feedback forms and othe
documentthat have been reviewdt the emplaye

U The Director or designated supervigptoail employee performance evali@itifisation forms and documents into
Child Plug.hese files are to be kepsatardocked file

U During the program yeach staff member shall receive a formal Annual Performance Evaluation. At the time of th
evaluation staff may submitweiitementssing the sedvaluation fottmat may be included with their evaluation.

U After the evaluation is reviewed witthstBifector forwards@ihple® documentsthe Human Resource Department
forplacement into personnel files.

U BIHS Directwillmake one copy fofsfa and one c¢ opy.Infaddition biuploading & aofy sto Grald K
Plus.
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Ongoing Processes

U Director and staff monitor performance and proeieydaygoingpommunication and feedback. Staff are encouraged
bring concerns, obstacles and questions to BIHS Director that relate to performance and expectation issues an
Director will be responsible to provide clear expectations, suppdnirtgrandttt@ching and timely answers to
guestions.

U Progress andldevements should be documentupkes are educational & training achievements, leadership and
problensolvingbilitiesactive participation in committelegragram activities.

U BIHS Director should document recurrent performance problems and when needed clarification of various polic
or job expectations. The primary format for this documentation is the "Feedback Form". Inaticasss@htedrigin
copies of these documents are to be forwarded to Human Resources for inclusion in personnel files. Copies me
the supervisors working file and should be used to support the evaluation process.

U Staff and supervisors shouldalawvare of training and educational opportunities for staff. Professional Training P
well as program educational/training requirements and incentives should provide the framework for continued s
development.

U Staff who attenehiouse trainirgge required to sign an attendance roster or complete training. Staff who attend out
house training or attain educational credits must forward copies that document attendance (i.e. trangbigpts, cert
Human Resources.

i Ongoing data regdiag training and certification expirations for each staff member is located with the Bishop Paiut
Resource Department or the BIHS Director. Staff is responsible to periodically review and update certifications
track anynandated traigi.

U 10 hours of professional bus driver training.

U 15 hours of Head Start professional development training for all staff.

U 21 hours of professional development training for Head Start Teaching Team.
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Bishop Indian Head Start
Staff PreService and {8ervice Days
1302 SubpartfiJProgram Management and Quality Improvement

1302.100 Purpose.

1302.92 Training and professional development

Policy BIHS Administration will schedufeRiiee and-8ervice Training Days for New and Returning Staff prior to the Start
the School Year in order to provide staff with the necessary information, knowledge, materials and timeta fggpare and

assigned job descriptions and duties.

Operational Procedure:

V ProgranPlannin@alendar for staff will be completed prior to the start of school. Whersgosdibkeshould be

completed prior to the end of the prior school year. Best practice would be to involve staff, community partners

leaders in thErocess.

V Training Calendar data should come from: Staff Needs Survey, CommuriyrRarsm&eshipmunity Assessment,

Sel{Assessment, DRDP Plan of Action, ECERS Plan of Action, and Parent Needs Data, etc.

V Mandatory Trainings are planned in the first two weeks before saimbohdéegasy over into the next two weeks

OO0 0000000000000 O0OO0O0O0O0O0OO0OO0OO0OO0O

CPRAEDand First Aide Trair(iadult and Pediatric)
Blood borne Pathogens

Food Handler

Sexual Harassment

Emergency Preparedness Plan

Playground and Classroom Safety

SDS Sheets

Emergency Preparedness

Gas and Electrical Shut Offs

Transportation Saf@tygiBus Monitoring

Child Abuse aMhndated Reporting

Fire Extinguisher Training

Administration of Medication

Screening, Assessment, and Individualization
Diversity

Schedules, Routines, and Transitions

CLASS, School Readiness, and Lesson Planning
Parenti-amily, and Community Engagement
Pedestrian Safety and Car Seat Requirements
Tobacco Free Environment

Required Posted Documents

Head Start Regulations

BIHS Work Plans and Policies and Procedures

A General Schedule could be:

0 TwoWeekin Augustt week designate®&taff Mandatory Fervice Trainingsd the second week designated for
Classroom Preparation and Home Visits.

U Up to 15 Hservice Days throughout the year to cohesksmt: planiginend of the mongiports, filing, data entry
trainings and workshops,asdessment, parggdicher conferences, home visits, staff meetings, etc.

U All PreService Trainings anBénvice training will be documented using: AgeAdaSh&ggand Training Tracking

Sheets.
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Bishop Indian Head Start

Head Start Staffing Qualificatiamsl Standards of Conduct
1302 Subparii Human Resources Management
1302.90 Personnel policies
1302.91 Staff glification and competency requirements
1302.92 Training and professional development
1302.93 Staff health and wellness
1302.94 Volunteers

Policy Bishop Indian Head Start will follow the Bishop Paiute Tribal personnel written policies and procedures that are
approved by the Tribal Council and Policy council and ensure that these policies aBeHSstafftBIHS allill ensure Tribal

Council and The BIHS Policy Councifatayed with up to date Head Start regulations and that the BIHS policies and proc
are updated accordingly.

Procedures:
BIHS wiltcommunicate the following with the Bishop Tribal Human Resource Department (See OHS Regulation):

U Background checks arlection procedut@s Before a person is hired, directly or through contract, including
transportation staff and contractors, a program must conduct aerifjtefei@nces, conduct a sex offender registry
check and obtain one of the following:

State or tribal criminal history records, including fingerprint checks; or,

Federal Bureau of Investigation criminal history records, including fingerprint checks.

Note: BAS currently partners with Inyo County Superintendent of Schools to run fingerprint reviews through the
Department. BIHS sends the hired employee to the Police Department with a check to pay for finger prints. Bist
Department seie tresults to the Inyo County Superintendent of Schools for further processing. BIHS reimburse:s
County Superintendent of Schools for any additional costs. The results are strickly0&fiddhtallyinform BIHS

if they could employ théigpate according to the fingerprint results.

<< <

U The Bishop Paiute Tribal Human Resource Dapasimeniew the information found in each employment applicatio
and complete background check to assess the relevancy of any issue uncoveresipckyraomiptéeck including
any arrest, pending criminal charge, or conviction and must use Child Care and Development Fund (CCDF) dis
factors described in 42 U.S.C. 9858f(c)(1)(D) and 42 U.S.C. 9858f(h)(1) or tribal disqu&difitztBomin@etbether
the prospective employee can be hired or the current employee must be terminated.

U BIHS has 90 days after an employee isdmmdedche BITC HR Departronemiletethe background check process
and &Child abuse and neglece s&gistry check, if avail@ilgS will ensure a newly hired employee, consultant, or
contractor does not have unsupervised access to children until the complete background check.

U BIHS wittonduct the complete background check for each employee, consultant, or contractor at least once eve
which must include each of the four checkBltt8emsd the Bishop Paiute daibdemonstrate torsgponsible HHS
officiathat it has a more stringent system in place that will ensure child safety.

0 BIHSmust consider current and former ppaaeantsor employment vacancies for which such parents apply and are
qualified.

U Bishop Indian Head Start will be prohibited from hiring or maintaining an employee if the participant
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refuses to consent to the criminal background check;

knowinglgnakes a matelyafalse statement in connection with such criminal background check;

is registered, or is required to be register8thtesea offender registry or repository or the National Sex
Offender Registry established under the Adam Walsh Child Protection and Sa#2y A8t@f 2006 (
1690%t seq.);or

V )has been convicted of a felony conséting of

murder, as describegdation 1111 of title 18

childabuse omeglect

a crime against children, incladilogornography;

spousatbuse

a crime involving rape or sexual assault;

kidnapping;

arson;

physical assault or battery; or

subject to subsection (e)@grelatedffense committed during the preceding 5 years; or

has been convicted of a violent misdemeanor committiedieagsarst a child, inclgdime

following crimes: child abuse, child endangerment, sexual assault, or of a misdemeanor invo
pornography.

<< <

=2 =4 =4 =4 =8 4 - -8 - 9

U StandardsofconductBl HS ensures al l staff, consultant s, col
conductdti mpl ement positi ve s-beingdnepmeventsandtaddress ohpllengingtbehavioi |
BIHSstaff, consultants, contractors, and volunteers do not maltreat or endanger the health or safety of children,
minimum, thstiaff must not:

(A) Use corporal punishment;

(B) Use isolation to discipline a child,;

(C) Bind or tie a child to restrict movement or tape
(D) Use or withhold food as a punishment or reward,;

(E) Use toilet learning/training methodmislat gemean, or humiliate a child;

(F) Use any form of emotional abuse, including public or private humiliation, rejecting, terrorizing, extreageaggnoring, or
child;

(G) Physically abuse a child;

(H) Use any form of verbal abuse, incdludifigpane, sarcastic | anguage, threats,
family; or,

(I) Use physical activity or outdoor time as a punishment or reward;

U BIHSstaff, consultants, contractors, and volunteers respect and promote ttity ohigaehiddid and family and do
not stereotype on any basis, including gender, race, ethnicity, culture, religion, disability, sexual orientation, or f
composition;

U BIHSequire staff, consultants, contractors, and volunteers to compiywithffifegtiality policies
concerningersonally identifiable informediimut children, families, and other staff members in accordance with subg
of part 1303 0HS Reguiansand applicable federal, state, local, and tribal laws; and,
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U BIHS willresure no child is left alone or unsupervised by staff, consultants, contractors, or volunteers while undel
Personnel policies and procedures include appropregdqrestaff, consultants, and volunteers who violate the
standards of cond&#e BITC Progressive Employee Discipline Policy and Procedure in the Employee Handbool

U Communication with dual language learners and their families. Bll&ff/direhptwgram consultants or contractors
are familiar with the ethnic backgrounds and heritages of families in the program and are able to serve and effe
communicate, either directly or through interpretation and translation, withecdildidangiage learners and to the
extent feasible, with families with limited English proficiency. If a majority of children in a class spegkathe same
least one BIHS class staff member will speak such language.

1302.91 Stadfualifications and competency requirements.

Policy:Bishop Indian Head Stakensure aditaff consultants, and contractors engaged in the delivery of program services t
sufficienknowledge, training and experience, and competencies to fulfill the roles and responsibilities of thesugositions
highquality service delivery in accordance with the program performanBé+$anifgicdéde ongoing training and

prdessional development to support staff in fulfilling their roles and responsibilities.

Procedures:
BIHSHead Staibirector

U The BIHS8lead Start directoustat a minimuhavea baccalaureate degree and experience in supervision of staff, fis
management, and administration.

Fiscal officer

U The Bishop Paiute Tribal Human Resource Department, Administration and the Tribal Council hires qualified fis
The Bishop Indian Head Start fiscal operations are monitored by the Bishbpigaui@epartmdihie BITC and
the BITC Administration team ensures the Chief Finarisial €ffiifiexd public accountant or has, at a minimum, a
baccalaureate degree in accounting, business, fiscal management, or BheRisltbiieRite Tribe ensures a
Single Fiscal Audit is conducted each year.

Child and family services management staff qualification requirefhgasily, health, and disabilities management

U BIHS musnsure staff responsible for managemewtiaight of family services, health services, and services to chil
with disabilities hired dtwrember 7, 2016, have, at a minimum, a baccalaureate degree, preferably related to on
of the disciplines they ovefde=BIHS Director is oesjible for management and oversight of family services, health
services, and services to children with disabilities. However, the Director may delegate these duties and respon
staff with an AA degree or higher, preferably related toeooktbe misciplines they oversee. The assigned staff mus
continue to work towards their baccalaureate degree, preferably related to one or more of the disciplines they o

Education Management

U As prescribed in section 648A(a)(2)(B)(i) ofBieSActust ensure staff and consultants that serve as education mar
or coordinators, including those that serve as curriculum specialists, have a baccalaureate or advanced degree
childhood education or a baccalaureate or advanced eéegtigalentcoursework in early childhood education with
early education teaching experieme®IHS Directocusrently responsible for the management and oversight of the
Education Management.
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Head Start centbiased teachequalification requirements

i

The Secretary must ensure no less than fifty percent of all Head Start teachers, nationwide, have a baccalaure:
child development, early childhood education, or equivalent coursework. As prescribed(B)@ctibtin6484(a)
program must ensure all cbasad teachers have at least an associate's or bachelor's degree in child developmel
early childhood education, equivalent coursework, or otherwise meet the requirements of sectioa 848A(a)(3)(B)
BIHS Lead Teachers must earn their AA degree in Child Development and or an equivalent field. Lead Teachel
not earned their AA degree but are serving as an intern must stay enrolled in college until degidesis obtained.
earning tieAA degree must turn in their college transcripts each year demonstrating progress towards their AA
progress is hot made within the grant year, the lead teacher may be subject to disciplinary action pending an in
t h e Dioachingteftortsd BIHSCAA degree Lead Teachers must research possible Child Development Bach:
Degree programs and formulate a Professional Development Plan to obtain their BA.

Head Start assistant teacher qualification requirements

i

As prescrila in section 648A(a)(2)(B)(ii) of the Act, a program must ensure Head Start assistant teachers, at a n
have a CDA credential or aatededed certificate that meets or exceeds the requirements for a CDA credential, at
enrolled in a program withiead to an associate or baccalaureate degree or, are enrolled in a CDA credential prot
completed within two years of the timeBiH&ré\ssistant Teachers must be enrolled in College and earn their Assi
Teacher Permit within thieyfier of hire. BIHS must work towards their Associate Teacher permit within the secon
hire. Assistant Teachers must stay enrolled in college and demonstrate progress each year towards their Child
AA degrees in order to be eligiblé.éaid Teacher position.

Family services staff qualification requirements

i

BIHS wi#nsure staff who work directly with families on the family partnership have within eighteen months of hir
minimum, a credential or certification in social work, human services, family services, counseling or a related fie

Health professional dlifecation requirements

U BIHS witnsure health procedures are performed only by a licensed or certified health professional.

U BIHS wiinsure all mental health consultants are licensed or certified mental healtlB pi&festionaental
healttrconsultants with knowledge of and experience in serving young children and their famiing®, €eumailable in

U BIHS wilise staff or consultants to support nutrition services who are registered dieticians or nutritionists with ar
gualitations.

Coaches

U BIHS witnsure coaches providing the services described in ha02.82(himum of a baccalaureate degree in early
childhood education or a relatecCiietdntly the BIHS Director may serve in this position until arestiear sgaff m
hired with a baccalaureate degree. Second option is to partner with the State Preschool program or IMACA He:
provide Coaching Services. In addition to hiring a qualified contract Coach to support the teaching team.

1302.93 Staff healt#nd wellness
U BIHS staff must haveinitial health examination and a pes@inimation as recommended by their health care

provider in accordance with state, tribal, or local requirements, that include screeners or testdik@asmnasunicable
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appropriate. Blirfist ensure staff do not, because of communicable diseases, pose a significant risk to the heal
of others in the program that cannot be eliminated or reduced by reasonable accommodation, in accordance wi
Ameicans with Disabilities Act and section 504 of the Rehabilitation Act.

U BIHS Tribal Human Resource department prenidekealth and wellness inforauadidavailable to staff regarding
health issues that may atfiedt job performance mwids regularly scheduled opportunities to learn about mental
health, wellness, and health education.

1302.94 Volunteers

U BIHS will ensure regular volunteers have been screened for appropriate communicable diseases in accordanc
tribal or localWa. In the absence of state, tribal or local law, the Health Services Advisory Committee must be cc
regarding the need for such screenings.

U BIHS will ensure children are never left alone with volunteers.

U Regular volunteers defimeBIHSas a volunteer with regular scheduledffi@itsours or more. Example of volunteers
with a regular schedule in€adiéornia Indian Manpower Cons@tM@ workegrd ANRVEXworkergWork
ExperienceAmerican Association of Retired PEA#dRs Summer ancearRound ribal Youth Workers.

1302.92 Training and professional development

U BIHSprovideall new staff, consultants, and volunteers an orientation that focuses on, at a minimum, the goals al
underlying philosophy of the program drevaysthey are implemented.

U BIHSmplement systematic approach to staff training and professional development designed to assist staff in
increasing the knowledge and skills needed to propidityigbmprehensive serviden thié scope of their job
responsibilities, and attached to academic credit as app@pniaimum, the systeuds:

(1) Staff completing a minimum of 15 clock hours of professional development per year. For teaching staff, such profes
deelopment must meet the requirements described in section 648A(a)(5) of the Act.

(2) Training on methods to handle suspected or known child abuse and neglect cases, that comply with aplaazple fede
and tribal laws;

(3) Training for chitdl damily services staff on best practices for implementing family engagement strategies in a system
described throughout this part;

(4) Training for child and family services staff, including staff that work on family servicedljitresglthaahdildisabeir
knowledge, experience, and competencies to improve child and family outcomes; and,

(5) Researdimsed approaches to professional development for education staff, that are focused on effective curricula
implementation, knowleddeeocontentlitead Start Early Learning Outcomes Framework: Ages Rirdithe fiigewith

families, supporting children with disabilities and their families, providing effective actilliritenagtazhdt supporting dual
language lezers as appropriate, addressing challenging behaviors, preparing children and families for transitions (as de
subpart G of this part), and use of data to individualize learning experiences to improve outcomes for all children.
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U BIHSmplement esearcibased, coordinated coaching strategy for education staff that:

(1) Assesses all education staff to identify strengths, areas of needed support, and which staff would h&wmefit most from
coaching;

(2) At a minimum, provides opportunitie=nfive coaching to those education staff identified through the process in parag
(c)(1) of this section, including opportunities to be observed and receive feedback and modeling of eféectiredtdgcher pr:
related to program performgoals;

(3) At a minimum, provides opportunities for education staff not identified for intensive coaching throaginaplke (mgdess in
of this section to receive other forms of rbasacthrofessional development aligned with prograangeegoals;

(4) Ensures intensive coaching opportunities for the staff identified through the process in paragraphii@)(l) of this secti
(i) Al i gn schoblheadinése gpgisriculg, aral otides approaches to professional development;

(i) Utilize a coach with adequate training and experience in adult learning and ientisiatadssdrsgencoaching strategies
aligned with program performance goals;

(i) Provide ongoing communication between the coach, program director, education director, and any dther relevant st

(iv) Include clearly articulated goals infotmeccby pr ogr amés goal s, as descri bed i
goals; and,

(5) Establishes policies that ensure assessment results are not used to solely determine punitive adti@ssrfeeditadf identi
support, without pringdime and resources for staff to improve.

i If BIHSeeds to develop or significantly adapt their approach tmaseskprofessional development to better meet the
trainng needs of education staff, BIHS will utilize Inyo County Statafyedchitbalod education professional
devéopment experts. BIHSagdléss whether the adaptation adequately supports staff professionacdesatgrhent,
with Head Start Performance Standards.

U The BIHS Director will schedule monthly obsefvadicim classroom and ensure each observation time is consistent
each classroom. The Director will request a time from the teacher that demonstrates her/his strongest Teaching
another time where he/her needs additional support. ThélRilsecimartner teaching team members who demonstra
a specific teaching skill with another team member who cadditiseathsoaching
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Bishop Indian Head Start
Classroom Fire Drill Policy

1302.47 Safety practices

PERFORMANCE OBJECTRIghop Indian Head Start staff will ensure that classroom fire drills are conducted each mon
Teaching Team will integrate and document a safety activity into the weekly lesson plan; and post eadhMiititbly a Safet
Checklist accedsilfor public viewing.

The BIHS Fire Drill policy and procedures will be reviewed, discussed, and prastcede andgimeughout the year. Each
employee will read and sign the Fire Drill Policy and will be responsible for coafplyipgogghwaiés outlined in this
document . The signed copy wil/ be kept in the empl o)

OPERATING PROCEDURE:
1. Safe evacuations routes will be established illustrated and posted on each exhin the classro
2. Fire Drills will be documented on the Safety First Monthly Checklist and integrated into the weekly lesguio. plan as ¢
3. Information on fire safety, classroom evacuation routes and regularly scheduled drills will be madepaeaitalilesto par
date of the childbés first drildl
4. Volunteers will be informed about all aspects of fire drills prior to assisting in the implementation.
Children will first learn about fire safety and practice how to follow Teachers instructibitls during a Fire
6. Children will learn:
a. How to stop what they are doing, follow the teacher, and walk quickly and quietly to the evacuation exit.
b. Meet at the safe area outside the classroom.
c. Stay together until released to go back into the classroom.
d. How t&TOP, DR®and Radind cover their eyes if clothing, hair or skin catches on fire.
e
f.
g
h
i

o

How to crawl on their bellies when smoke enters the room and makes it hard for them to breathe when standin
How fire can start and what not to touch. Matches, candlebtesmwets, lig

What a smoke detector sounds like.

How not to hidfea fire starts. GET OUT!!

How to never be afraid of a Fireman, Policeman or Paramedic.

7. Practice in the classroom will begithslmarcom relays messageDr el | 6 Taadheheshauts #F
wi || instruct the children to come over to the dhac
Teacher in the rear of the line will do a head count of thedcodillieut 0 make sure no persons are left in the room.

8. Emergency contact numbers, First Aid Kits and Sign In sheets must be taken during the practice drills.

9. Once outside the Teacher will talk with the children about the drill.

10. After the childrenaredught back i nto the classroom. Discussion
First Apractices. Children should be encouraged to
Examples; why do we havetb prace Saf ety Drill s? Do we know what A9

11. Children must be taught about the importance of staying quiet, staying in line and always listening to ¢hs.Teachers
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Bishop Indian Head Start
Earthquake Drill
1302.47 Safety practices

Policy All Bishop Indian Head Start classrooms will perform an earthquake drill on 8@ Trepdadeam will integrate
and document a safety activity into the weekly lesson plan; and post each-#iitstoMan8afeGhecklist accessible for public
viewing.

Procedure

U BIHS staffill meet to discuss California earthquake threa¢arttierritten school disaster ptatscheduléor
implementing drilgring preservigeeEmergency Preparedritias).

U Earthquake Drills will be documentedSaretyeirstMonthly Chdedt and integrated into the weekly lesson plan as :
safety topic.

U Evacuation routes, safe meeting places, safety spots in the classroom and head count procedures will be ide
written in the Emergency Plan and posted in the classroom.

i Earthquakand fire evacuation routes and safe meeting areas should be the same. The safe meeting areas w
spaces, away from buildings, overhead power lines, undergrosevdegdis eartl large trees.

U Teachers and designated suppowtitsfirvey the classroom environment and confirm it is safe to exit the class
the safe meeting area.

U Teachers will plan learning activities, discussions and demonstraitiensabatmderstanding and prepare the
children to respond safely to an earthquake.

U Volunteers will be informed about all aspects of earthquake drills prior to assisting in the implementation.

U Prior to the first drill at least two practice driflseusbaon should be planned. Children should be encouraged to
about their feelings and given support if they are frightened.

U Parents should be invited to participate in the classroom discussions and drills and sent home information ale
that monthly earthquake drills will be performed.

Earthquake Drill:

1. A designated staff member utilizing thénpér@moeand announcds,E a r t DrifjDueklarat o v er 0 .

2. ClassroomTeackeh out A EARTCHKQWMAKIE Cover 0

3. Children will be instrutbealickdown onto their knees and cr&@ele(table, desk and chair are most
appropriate and safe covershlatubnto to the back of their neck (the leg of the desk, chair or table) unt
shaking stops and they receive further instructicesditen a

4. The teacher walassurehildren are safe.

i The teacher(s) will instruct the children to come over to the safe gathering location and safely evacuate the b
outside fAsafe meetingo pl adeadcounthobthetcheldren hnd yell dutrto makee
sure no persons are left in the room.a@tbadince sheet

U Once outside, teachers will talk with the children about #ilodrilharahildren to share any feelings they have.

i A transition period to calm the children should be incorporated at the end of any drill. Singing a song, reading
storygetc.
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Bishop Indian Head Start
Plants in the Classrocamd Outdoor Learning Areas

1302.47 Safety practices

Policy

Poisonous plants are not allowed in Head Start settings that are accessiSee@atifoldnaiPoison Control Lists
of Toxic Planend Thélational Health and Safety in Childcare Resource Poisonoud Baist$dciated in each

classroom and located in the front office.

Procedure

Since mosiouse plantge poisonous, they must be approved and labeled before they are placed in our Head S

settings. To get a plant approved for the classroom the teacher should first know what the plant is. Then they
the toxic plant list. If they are notlsettgewthe plant is on the toxic list thgst caippoftom the Master Gardeners
or local Nursery.

V All plants in the classroom or in other areas of the Head Start eavmonaasgdsible to children must have
the name of the plant clearly labeled on the pot.

V If office space is used for childcare or during times when children are ill and waiting for parent pick up,
name must be clearly listed on the pot dddehbe found on the list.

V BIHS Staé#fre required to choose plants for gardkelamdscaping from the app@alddrnia Poison Control
ANDoDbXxic Plant Listo.

V Director and Health Managerst update plant and tree book anrt
use and potential toxicity.

Remember:

Never eat any unknown plant and teach children the same.

Keep poisonous houseplants out of reach of children and pets.

Learn the names and potential toxicity of all houseplants.

Any plant may cause a reaction in certain people. If a plant is eaten, remove the rest from the mouth a
mouth with wat@all your doctor or the emergency room immediately if you suspect a problem.

1.21.19SCWREVIEWERND EDITED 6/18 BD&AD


https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-47-safety-practices
http://www.ohsu.edu/poison/youAndYourfamily/plantSafety.htm
http://www.ohsu.edu/poison/youAndYourfamily/plantSafety.htm
http://nrckids.org/
http://www.hsolc.org/policies/childcare/plants-classroom
http://www.hsolc.org/policies/childcare/plants-classroom

Bishop Indian Head Start
Animals in the Classroom

1302.47 Safety practices

Policy

Bishop Indian Head Start staff will ensure that only "allowahid! baibraught intoitideor or outdadassroosand
appropriate safety and sanitation procedures will be followed at all times.

Procedure

1.

7.

Bishop Indian Head Start follows the National Association for the Education of Young Children (NAEYC) bes
guidelines which statestttegfbllowing pets be considered "allowable": fish, guinea pigs, gerbils, domestic
rabbits, hamsters, or midecause baby chicks, turtles, snakes, frogs and other reptiles can carry the salmone
bacteria in their feces they are not allowed in the classroom

Allpet cagewill be cleaned/disinfected once a week by staff (latex gloves should be worn to protect staff). All 1
water dishes should be removed before spraying cage with disinfectant. Make sure that the animal is not put
cage until it has awbato completely air dry.

Children will only hold the animal(s) outside the cage. If an animal "potty accident" occurs the children must v
and clothing immediately. Only staff's hands are to be inside the animal cage.

Animals cannot roam thgstbom freely without supervision. When they are out, they must be closely monitore
ensure that any accidents are cleaned up with disinfectant immediately.

Animals must have appropriate sized cages. Rabbits, guinea pigs and other gerlaiplwedcrabuséotheir

large muscles and it is also important for children to see adults model humane treatment of animals.
Animals can visit the classroom under certain circumstances.

1. Atraveling pet show can visit a classroom if they are rdgidt&&iAviHHowever, special sanitation
arrangements must be made if snakes and reptiles which can carry Salmonella bacteria are to be allc
classroom. The Health and Disabilities Manager and Health Consultant will be utilized irckharplanning
event.

2. Dogs and Cats from children's homes can only be brought in if they have no history of biting/scratchir
updated rabies vaccination and children in the classroom who might be afraid are taken into consider
allowing the=p

3. Other animals with the exception of Snakes, Turtles and other Reptiles can be brought in for sharing
limited time if they do not bite and hands are washed before and immediately after handling

If an animal bites a child, follow appropriegedid andaccident reportingrocedures and remove the animal
from the classroom immediatéfyorder to avoid a bite, be sure to follow these guidelines:

1. Talk about how to Harahimals (or not to handle) prior to introducing the classroom pet

2. Teachanimal safetyChildren need to be well supervised when handling animals. Sometimes children w
testlimits withnimalspr they are unaware of how big and strong they are in comparison with a small an
either case, an overzealous squeeze or shake may lead to a painful bite.

3. Staff and children's hands must be washed prior to handlingtas smitiadf food may invite an animal to
bite.
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Bishop Indian Head Start
Computers in the Classroom
1302.31 Teaching and the learning environment.
1302.32 Curnida.

Policy
Computer playomotes development and offers many opportunities to integrate leamiagtamess suchTashnologn
Creative Curriculu@tassroom computers will be planned and integrated into the learning environment and used as one
options to support childrends | earning.
Procedure
1. Connect computer play with curriculum objectives that match with software used.
2. When needed, widualize the use of computer for the children and document on the Individualization Plan.
3. Createa plarfor equitable access to the computer.
4. Carefully select software to ltk use
U Eliminate representation of stereotyping.
U Eliminate exposure to violence.
Promote problem solving.
Encourage independence andedplf
Allow child to control the path and pace.
Provide exploration of a variety of concepts on severalilgyels of ab
Give children quick feedback.
Appeal to child's rdtisory learning style.
Be fun and enjoyable.
Promote creativity and imagination.
Ensure that all children can experience success and feel empowered.
5. Arrange the computer area in the classroom
U Place computer against a wall near an outlet with cords taped or banded securely to floor, table legs,
traffic areas to avoid deais.
U Place computer away from direct sunlight and other elements that can cause extremes in temperature
U Store software disks in disk envelopes and closeable containers away from any kind of magnetic field
motors, monitor) and away fromstindight.
U Place computer equipment in such a way to allow free air circulation around and into the vents on cor
U Place computer on table that is low enough for children to sit comfortably. Adjust height of monitor to
children. Ceider adjustments for children with special need&atlgrehitdho@RARES Consultants or
Program Consultant when needed to make accommodations for special needs or acquisition of adapt
equipment.
U Have a system in place to keep track of what goals are being targeted in the computer center and ind
desktopsor children when it is clear what level they should be working on.
U Set up a place close to the computer to enable children to monitor whose turn it is and who will be ne:
U Displaghildren's computer work in an area close to the computer center.

i <l il = < < < = N = N

As of 2018 each classroom tmgB screen gpeogrammed HATCH computers andragnammed HATCH Ipads.
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Bishop Indian Head Start
Child/Adult Interaction and ttlassroom environment (physical and emotional)

1302 SubpartfiEducation and Child Development Program Services

1302.3®urpose
1302.31 Teaching and the learning environment

1302.32 Curricula

1302.33 Child screenings and assessments

1302.34 Parent and family engagement in education and child development services

1302.35 Education in hebesed programs

1302.36 Tribal language preservation and revitaliza

Policy Bishop Indian Head Stékensure aihteractions between children andwidiptsvide opportunities for
children to build trust, to develop an understanding of self and others, and to encourage respect for the feelin
of otherBish@ Indian Head Start will maintain an environment of acceptanceainuerstresbetween

children and adults will be respectful and supportive of each child's gender, culture, language, ethnicity and f:
compositioBishop Indian Head Stiadsroomsill have a safe physical and social environment that is conducive |
learnig and reflective of the different stages of development of each child. The class environment will help chi
emotional security and facilitate social relationships.

A.

X X X X X X

Child/Adult InteractidArocedurs:

Adults will greet each child to acknowledge that they belong in the classroom.

Adults will actively listen to children and obseevbal@ommunication.

Adults will physically place themselves at the child's eye level while interacting.

Adults wiéincourage children to talk about their feelings.

Adults will use language and materials free from ethnic and gender bias.

Adults will stimulatéical thinkirsgills and cognitive concepts by usirgnoj@ehquestioning, modeling
and other appropriate communication strategies.

Adults will demonstrate respect amgl fearchildren in all interaction, giving reinforcement for children's
efforts.

Staff will make every effort to include persons in the classroom who speak the primary language of ¢
and are knowledgeable about their culture.

So that touch is useappropriately with children, staff and volunteers are asked the following:

X

Physical contact is valuable to children. Let the child lead in showing you what kind of touch is acce|
or her.

In general, avoid using touch with childrereitiyewaly supervising adult. If possible, have another adu
present.

Ask permission before touching children. If the child says no, then refrain from hugging him/her. Be
child may be uncomfortable saying no to an adult. Read duy ¢thiidisage gauge the child's comfort
level.

Try to touamonvulnerableody parts only, such as the shoulders, back, arms, and hands. Likewise, av
vulnerable body pastssh as the chest, and genitals. Be aware of the cultural considerations when tot
children. What is acceptable in some cultures is prohibited in others. Again, let the child lead.

Be aware of the child's activity level and do not interrupethgagettiplay with touch.

Understand that a child's need for physical contact varies individually. Get to know each child and dk
what kind of touch is appropriate.
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x If you must touch a child's vulnerablsachass during diapeteigthe ald which parts you are touching
and why. Use the proper names for body parts.
x It is not appropriate for teachers/staff to kiss children.

Appropriate Touch with Childr@asitive touch is an important part of healthy brain development in young child
Touch reduces stress, aids in healthy emotional development, and demonstrates love for the children in our «
Appropriate touch is defined amtnosive and causimmfeelings of discomfort or confusion for children. Such cont,
should also not cause feelings of discomfort or confusion for caregivers. Each child should be allowed to dete
kinds of touches he or she finds acceptable.

B. Classroom Environmefmihysical and Soci8levelopmenpProcedures:

X

Bishop Indian Head Start Teachensplgthent a wethanized learning environments with
developmentally appropriate schedules, lesson plans, and indoor and outdoor learning experier
provide adeqeabpportunities for choice, play, exploration, and experimentation among a variety
learning, sensory, and motor experiences and will inclediecteadhand chitdtiated activities,

active and quiet learning activities, and opportunitwsu@l; srdall group, and large group learning
activities.

The BIHS Director, Policy Council and Tribaiillcemstiithe Teaching Teaasneprovidedge
appropriate equipment, materials, supplies and physical space for indoor and outdoor learning
environments, including functional space. The equipnedatanthsupplies must will irexhyde
necessarycaommodations and the spadeewaiticesdid to children with disabilities. Programs must
change materials intentionally and periodi
BIHSprovides 6.5 hours of preschool direct serwedisrgridment an intentional, age apjpeopri
approachto accomm at e c hi test.rBéHS 6taff pith\ede degutarctime every day at which
ourpreschool age children are encouraged butdhti festeor nap. BIHSpnoNide alternative quiet
learning activities for childrerdeimot need or want to rest or nap.

BIHS will implement snack and meal times in ways that support development and learning.

BIHS is partnered with USDA/CACFP program and follows all regulations. BIHS ensures staff c
the BIHS Nutritiong@ofnd procedures. Snack and meal times will be structured and used as leat
opportunities that support teachinghdthffiteractions and foster communication and conversations
contribute to a chil dos IHSfallitates famgily styteedeatsd o p m
shack and meal times. BitdéSide sufficient tin{& hour) for children to eat. BIHSi\dbese food as
reward gounishment addesnot force children to finish their food.

(3) A program must approachesusiich as hand washing and diapering, and transitions between
activities, as opportunities for strengthening development, learning, and skill growth.

(4) A program must recognize physical activity as important to learning and integrate artentiona
and physical activity into curricular activities and daily routines in ways that support health and |
program must not use physical activity as reward or punishment.

References for BIHS Teaching Guidelines:

https://eclkc.ohs.acf.hhs.gov/teguhicitcces

https://eclkc.ohs.acf.hhs.gov/teamhictices/article/engadmberactiorsnvironments

https://eclkc.ohs.acf.hhs.gov/selambhess/article/hedaltearlyearningputomedramework
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Bishop Indian Head Start
Developing Cognitive and Language Skills

1302 SubpartiEducation and Child Development Program Services

1302.3®urpose
1302.31 Teaching and the learning environment

1302.32 Curricula

Policy Teachers will provide for the development of cognitive and language skills for all children by designinga physice
and schedule of activities that include experimentation, inquiry, observation, play, and exploration. Qgseitunities for cre
expression, interactions and language use with peers and adults, and emergent literacy and numeracy development w
documented in lesson plans. Plans will be inclusive of children with disabilities. Plans will support thesobidtthaing develc
child's home language and support the child's acquisition of the English Language at home and in the clafssroom. Oppc
learning in the child's home language will be provided, to the extent feasible.

Procedure

A.
B.
C.

nm

rxX&S T IQ@

Review children's cognitivilanguage development in Creative @urriculu

Plan activities for labeling, classifying, sorting objects by shape, color, size.

Engage in active literacy activitiefRReaithbooks and poems daily, tell children stories about experiences, talk al
pictures, write down experience stories childreardjefg¢dn Active Literacy Activities daily

Provide a print rich environment and encourage children's emerging interest in writing (scribbling, drawing, c(
inventing their own spelling).

Use flannel board, puppets, songs, finger plays.

Extend child's' thinking and learning during activities by adding new materisgdsdeskuespens, offering ideas
or suggestions, joining in their play, facilitating problem solving.

. Observe maral events such as seeds growing, life cycle of pets and other animals, shells, rocks, weather, etc

Create opportunities and use routine activities to use numbers, count objects.
Plan trips to provide new learning expeseaEedd Tripolicy).

Encourage water play and other sensory activities using sensory table.
Document cognitive, numeracy and literacy goals on curricake@tdaaslum Plannipglicy)
The following curriculum resources are available to assist your planning:
Creative Curriculum

Outdoor Classrooms Books

Paths

Sparks

Lana the Iguana

Big Boks/Shared Reading/Read Aloud/Active Literacy

The Peaceful Classroom

8. Transportation Safety

NoakowdrE

M. Classrooms will have library/literacy area planned with the following criteria:

1. Placed in an area that is partitioned off from the rest of the room & teafficeandidistractions.

2. Comfortable seating for four to five children.

3. Bookshelves for storing books:fapeh shelves as well as shelves with spines facing outward.

4. Children'sooks and magazimel be located throughout the roombiEimg &rea should have aroud@ 32
books availablantasyk-actuanformatioNature/Science, Race/Culture, and differentatilitige
appropriate maga&an

5. New books should be circulated into the classroom every two weeks; from the site library and public |
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6.

7.

Based on monthly themes and chil dr en6 $eadsets,er e
CD playerfRad, and Compute

Other story related manipulative; puppets, flannel board characters to familiar stories, magnet boards
and story pictures, etc.

N. Classrooms will be equipped with a writifg\ceceeter
1. Atable suitable for up to four children to sit around.

2.

Storage near or on the table for writing supplies:

a. Pens, pencils, colored pencils, crayons, markers of various sizes and colors.
b. Many varieties of papers: sizes, lined, unlined, blank bepklets, pad

c. A word file with pictures for children to use and add to

d. Folders/notebooks for children to journal in and keep their work in.

O. Classrooms will be rich with literacy:

1.

w N

o g &

7.

Meaningful environmental print: dilggesion®xpectationfunctional messagepdrethartgnd computer
use charts

Chi | dr e shoukd benpasted 50 times throughout classroom.

Appropriate books and other print matediademters: books, magazines, newspapers, charts, posters, wi
utensils, papeand maps

Classrooms will display and build a type "word wall" either in the room or outside in the hall.

Make efforts to use print models that are represeneatiifiedrit primary languages used by families.

At least one example of lettering used in the classroom.

Label all learning centers and learning material (toys)

P. Classroom will be rich with numeracy:

1.

akrwn

Puzzles, games, books have appropriate number concepts: counting, sorting, addition, subtraction, si
fractions, geometric shapes, time in dalily life.

Models of numbers are displayed in various places around the room.

Charts and graphs are used rteseag numbers.

A variety and appropriate supply of manipulative available for children to practice counting, sorting, et
Counting is used in a meaningful way throughout the day.
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Bishop Indian Head Start
Classroom Cookirgrojects

1302.31 Teaching and the learning environment.

1302.32 Curricula.

Policy BIHS staff wiltilize thautrition education pldnen planning classraofamily evecwoking projecteachers, support

staff and program partners will ensure children are toteodadety of nutritious fasotgplanned nutrition lessons and the

BIHS Menu approved by a Registered Dietician

Procedure

10.
11.

12.
13.

Staff will receive appropriate cookimg roijges frooana Iguar@urriculunGolor Me Healthy, diadh Moving | am
Learning nutrition activities.

Instructions for implementation of cooking projects are developed by the teaching staff and approved by the |
Disabilities Manager (Qttagon will occur with Health and Nutrition Team).

Before teachers and staff conduct cooking projectsotingietdlKitchen Activity Form and submit the form to the
BIHS Director or Health and Disabilities Manager for approval. The Director will send the form to thedood ser
weeksn advance of the cooking project.

Food needed for cooking projextieied by the BIHS Cooks.

Nutrition concepts, health, language, math, wellness, science, categorization of foods, and other concepts st
included in the learning experience. Questions should be encouraged and answered.

Large picture recipes shogildsed in each cooking project.

Classrooms should develop lesson plans whereby cooking projects occur in every classroom a minimum of ¢
month and are documented in the lesson plan.

The cooking experience should meet the requiremehitld@#n€@dd Prograamd be reimbursable.

Cooking projects will reflect the H.S. and U.S.D.A. nutrition guidelines to ensure that didditey fvedaught
habits.

Separate clean tasting spoons shouldlidgleta prevent the spread of germs.

In any nutrition activity where food is going to be eaten raw (vegetable people, salsa, &) shitdten

must handle or touch only the food they will be eating. Food handled by the children mustiaceeiirie p
community bowl for consumption unless the ingredients are going to be fully cooked.

All hands are washed before starting the project and children should assist withetiaaingashintmlicy)

We encourage staff to bring children to the kitchen to observe how foods are prepared and to see how the ec
works. This activity must be handled as an organized field trip with four or five childrerirg teckitatielh visit
Advance coordination with the BIHS Cooks is Regpoiveces available:

http://lananutrition.com/

https://www.choosemyplate.gov/

https://whatscooking.fns.usda.gov/

1.21.19SCWREVIEWERND EDITED 6/18 BD&AD


https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-31-teaching-learning-environment
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-32-curricula
http://www.hsolc.org/policies/childcare/classroom-cooking-projects
http://www.hsolc.org/policies/childcare/classroom-cooking-projects
http://www.hsolc.org/policies/childcare/classroom-cooking-projects
http://www.hsolc.org/policies/childcare/handwashing
http://lananutrition.com/
https://www.choosemyplate.gov/
https://whatscooking.fns.usda.gov/

Bishop Indian Head Start
Indoor andutdoorClassroonBanitation

1302.47 Safety practices

Policy TheDirectoitlealth and Disabilities MareagkTeaching Tewail monitalaily and weekly séiotaof the classroom
and &cility

Procedures

Vv

Vv

TheBishop Paiuf@ibaMaintenance serviogetners with BIHS and is assigtiezigeneral cleaning of classrooms and
bathrooms at the end of eachAdalye start of each day the outdoor sinks and tables are wiped down and sanitizec
Teaching Team and Staff must sanitize outdoor toys each month.

I n the event t hebatkréodas sat eenrtheroughty dleacsmibizied] theekdbgsTeamill be
responsible for ensuring that sanitation of the classroom and bathrooms occur prior to children entering the clas
day.

Concerns about inadequate cleanindBishiye Paiute Tribintenance senét®uld be reported to the BIHS

Director.

Staff members are expected to refer tSDShindew ingoeethatf a
they haw full understanding of proper use of any cleaning supplies used in Head Start facilities. They should alst
BIHS Director if they feel that they need further training or have any questions about projubeamoRehae.
purchased, and or brought for temporary starstdoehere childdennot have access angst have an Spfnted
andapproved by BliB8ector.

Bleach Sanitation BotfRrocedurs:

1. Sanitation checklists posted in the classroom shoutd basisatiataundering, cleaning, sanitizing and disinfectio
is occurring according to schedule.

2. All cleaning materials must be stored out of reach of children.

3. Al bottles must be | abeled with the manufacture

4. No concentrates of any cleanintsagé#irbe stored in classroom areas.

5. Precision Chlorine Test Paper must be used to test proper p.p.m. Bleach solution must read no more or no le
p.p.m. Time of Test=1 sec

6. In case of a failed test. Bvitation must be prepared and testpprigpriate sanitation levels.

7. Always wear appropriate safety gear: glasses, apras aviteglonixing bleach solyiRiPE=Personal Protective
Equipment).
8. Bottles are turned in to Maintenance sink Wednesday and Friday at the close of shift.

FOOOCONTACT SURFACES:

V Approved foedfe sanitizer should be utilized in kitchen areas, on lunch tables, artdeshtayy amol
appropriate SDS sheets must beSD8Bnder

V Each class will have a clearly labeled bucket to put toys and otheratdmsétbeen mouthed or soiled during
class time.

V All items in the bucket will be cleaned at the end of the day in approved disinfectant solution. If that is not pc
should be first cleaned with soap and water and then sprayed withcodsaiereeadizer at the end of each
day.
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V  Toothbrush holder will be cleaned in the sanitizer or sanitized with an-sgfersesdtiteydnce a month, or
whenever toothpaste is visible on the holder.

Steps for Table Washing

+ Each table must have its own bucket of soapy water and a washcloth.
+ Never clean tables with soapy water or spray bleach water when children are present at the table.
+ Do not leave soiled cloths on tables or counters.

Wash tables with soapy water.

Dry wit a paper towel.

Using Sanitation Solution (Bleach and Water) on table when children are not in direct area.
Sanitation Solution (Bleach and Water) must sit for 2 minutes

Wipe off with a paper towel and continue to let it air dry.

Place dirty washclotfood cart and empty soap buckets.

Clean soapy water must be put in each bucket with a clean waststiotleLesfter

U Never store bleach next to Windex!

U  Windex is not allowed in classrooms while children are present.

U Cleaning prodsdhat are not recorded ilsih@Binders not allowed in the BIHS building!

Noakowdnr

ClassroonRoutineSanitation

V The Teaching Team must usgattety Firdionthly Chetikt posted in every classroom to document daily sanitation o
classroom hands on learning material.

Classram table tops will be sanitizéide end of the day.

Wood toys, blocks, furniture will be wiped not soaked and let air dry overnight and if possible over the weekend
Cloth items are required to be washed weekly.

Chairs should be wiped down and sanitized daily

Window sills should be wiped down andddaitiy.

Wallls behind the trashcan should be wiped down and sanitized daily.

<K<K LKKL

Classroom Daily and WeeRbnitation Solution

U 4 teaspoons of bleach to 4 gallons of water mixed in sink.

U Suggestion: Prmeasure and make sink to ensure proper concentrati

U Always use a Precision Chlorine Test Paper to test proper p.p.m. Bleach solution must read no more or
less than 50 p.p.m. Time of Test=1 sec
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Bishop Indian Head Start
Sanitation versus Disinfectant and Blood spills

1302.47 Safety practices

Policy:The Director, Health and Disabilities Manager and Teaching Teaufailjlicisorfeof the classroom and facility.

Procedures:

V TheBishop Paiute Tribal Maintenance gpanres with BIHS and is assigned to the general cleaning of classroom:

bathrooms at the end of eachAdalye endfeach day the classroom and bathroom sirskglodogams and knobs
handicap rails, soap dispenser, trashcans, and paper towelrdisgieesedown and disinfetaaithing Team

completes this task after each bathroom check (after children use restroom).

V Intheeventtoeh i | dr e n 6 sot been thbroughbanked hna disinfectie Teaching Team will be responsible

for ensuring tr@déaning and disinfecting of bathooeorsprior to children entering the classroom each day.
V Cmcerns about inadequate cleaning and disbyfe¢btBighop Paiute Trib&intenance senst®uld be reported to
the BIHS Director.

V Staff members are expected to refer tSbShinteetoswa that f a

they have full understanding of proper use of any cleaning supplies used in Head Start facilities. Theyshould al

BIHS Director if they feel that they need further training or have any questions about proper prodesage. Any cle:

purchased, and or brought for temporary must be stored where children do not have access and must have an

and approved by BIHS Director.

Bleach Disinfectaitottle Procedures:

1. BIHS Staff and Bishop Tribal Maintenance must rifdiaio Health Service guidelines for Disinfectant Versus
Sanitation. Reference Staefsosted in the classrapranitor Wash Roomshmiild be uséadl ensure proper
concentration of bleach is be used for sanitizing and disinfecting

All cleaning negials must be stored out of reach of children.

No concentrates of any cleaning agents will be stored in classroom areas.

High Levé&hlorin@est Stripsmust be used to test prpgem. Bleh solution must reedless than @800p.p.m.
Time of Test=2lsemnds. Within 15 seconds, compare the test pad with color scale.

In case of a failed test. Nisimfectant solutionst be prepared agatdd for appropriatacentratidevels.
Always wear appropriate safety gear: glasses, apron and gloves when mixing bleach solutions.
Bottles are turned in to Maintenance sink Wednesday and Friday at the close of shift.

abrown

© N

U Never store bleach next to Windex!
U Windex is notadled in classrooms while children are present.
U Cleaning products that are not recorded in the SDS Binder is not allowed in the BIHS building!

Blood or Other Body Fluid Bypi

PurposeTo appropriately contain and disinfect spills of blood or other body fluids.
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Policy All members of the Bi4aS withanage spills of blood or other bodgditidsling to facility procedure

Procedure

Spill Response Safety Material:

1. Utility gloves and medical examinatio(Ri&a#R8ersonal Protective Equipment).

2. Face protection (eye wear and maskace BlileldPPE=Personal Protective Equipment).
3. Plastic apron or other simitde@rapplicabléPPE=Personal Protective Equipment).

4. Shoe covdli§ applicablé@PE=Personal Protective Equipment).

5. Concentrated disinfectant (chlorine bleach)

6. A container for constituting and applying 10% bleach solution

7. A dugtan/brush, forceps, tongs or other mechanical device to pick up sharps or broken glass.
8. Package of paper towels or other suitable absorbent material

9. Biohazard bags for the collection of contaminatedugpiteoihapplicable)

Blood Spill @aning Procedure

BIHS uses Household bleasha standard disinfectamn alternative disinfectant may be used provided this disinfectant is
recognized as effective and used at the appropriate dilution and contact time. The disinfestargdotiidHee regi
Environmental Protection Agency as tuberculocidal for compliance with the Occupational Health and SafehoAdministra
Pathogens Standard.

1. For any spill that results in an exposure incident, personnel will folbeahfeeildy gxposure incidents.

n

Minimize traffic in the spill area.

w

. Put opersonal protective equipment, including suitable gloves, plastic apron, face shield or goggles and fluid repelle

shoe covers.

N

. Collect any sharp objects with forceps or other mechanical device and place in a sharps container.
Do not use your hands for this purpose.

5. Contain and absorb the spill with paper towels or disaiedt@aper towels and place in adntbbag.

(]

. Using disinfectant, clean the spill site of all visible blood.

\l

. Spray the spill site with 10% household bleach and-@tjofertd aiminutes.

8. After the dBinute contact time, wipe the area down with distrdkethpapemtols. Discard all disposable materials used
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to decontaminate the spill into a biohazardéalgd plastic trash IRsgrontaminate any reusable items with disinfectant.
9. Send contaminated cleaning articles for repribedsshrayard bag usedif the spill is minimal then use a sealed plastic
trash bag and remove from the building to the outdoor trash cans away from school.
10. Remove and dispogeisfonal protective equiparahtemove from the building to the oastooatrs away from school.
11. Wash your hands using the Hand Washing Procedures.

References

To ac ces BRecdammendafiodD<Idr Bisinfection and SterilizatiorCiar & Ealthlitiesee the CDC website at:
http://www.cdc.gov/hicpac/Disinfection Sterilization/17 00Recommendations.html

To access OSHA6s Bloodborne Pathogen Standard, see t

http://www.osha.gov/pls/oshaweb/owadisp.show_document?p table=STANDARDS&p_id=10051

Reference Charts for Sanitizing versus Disinfecting

Sanitizing vs. Disinfecting with Bleach Solutions

Disinfecting Solutions-For use on diaper change tables, hand washing sinks, footh brushing sinks,
bathrooms {including toilet bowils, toilet seats, training rings, soap dispensers, potty chairs) door
and cabinet handles etc.

Water Bleach Solution Bleach Strength Bleach Strength
Amount 2.75% 5.26%-6.25% 8.25%
1 gallon 1/3 cup + 1 3 tablespoons 2 tablespoons
tablespoon
1 quart 1 % tablespoons 2 V4 teaspoons 1 2 teaspoons

Sanitizing Solutions-For use on eating utensils, food use, contact surfaces, mixed use tables, high

chairs, trays, crib frames and mattresses, toys, pacifiers, floors, sleep mats etc.

Water Bleach Solution Bleach Strength Bleach Strength
Amount 2.75% 5.26%-6.25% 8.25%

1 gallon 1 tablespoon 2 teaspoons 1 teaspoon

1 quart 1 teaspoon Y teaspoon 4 teaspoon

*Refer to SDS Binder-Safety Data Sheets for Bleach Strength and type.

Resource provided by I.H.S pre-service 2017
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