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Parent Handbook 

Welcome 
 

We are pleased and excited to have your family in our program!   

This Parent Handbook has been designed to provide program families information about our 
program’s services, policies, and procedures.  Please take the time to read and use this booklet 
as an easy reference throughout the year. 
 
CAA’s Children’s Programs is operated by the Community Action Agency through federal and 
state grants.  The program is designed to serve children age birth to five and pregnant mothers 
that qualify in Jackson and Hillsdale counties.   
 
The Head Start, Early Head Start, and Great Start Readiness Program help all children succeed 
by providing services for families to help them grow mentally, socially, emotionally, and 
physically. As parents, you are the first and most important teachers of your children. We 
encourage you to participate in our program and partner with us for school success. 

 
We understand that being involved in classroom activities, such as events, workshops, and our 
parent Policy Council (similar to a PTA or a PTO) can make a positive impact on your parenting 
journey. We genuinely hope that your experiences in the program will enhance your parenting 
skills and support you in making the best decisions for your family. 
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CLASSROOM LOCATIONS 

Administrative Office 
McHugh Center 

1214 Greenwood Ave. Jackson, MI 49203 
Phone: (517) 784-4800  

Fax: (517) 784-5206

Ashton Ridge 
2921 Ashton Ridge Drive 
Jackson, MI 49201 
Alligator:  (517) 784-8305 
  
Blackstone Apartments 
209 N. Blackstone St. 
Jackson, MI 49201 
Bear: (517) 240-0945 
 
Camden- Frontier Schools 
4971 W. Montgomery Road 
Camden, MI 49232 
Chameleon: 517-888-3731 
 
Cascades Elementary 
1200 South Wisner St. 
Jackson, MI 49203 
Caterpillar:(517) 257-8879 
Chipmunk: (517) 257-8640 
 
Dibble Elementary 
3450 Kibby Road 
Jackson, MI 49203 
Dinosaur: (517)- 257-0796 
Dog:  (517) 257-8883 
 
Greenfield School 
3471 Beck Road 
Hillsdale, MI 49242 
Giraffe: (517) 745-5030 
 
Greenwood Apartments 
702 Greenwood Ave. 
Jackson, MI 49203 
Goat: (517) 581-7493 
 
 
 
 
 
 

Hillsdale CAA 
55 Barnard Street 
Hillsdale, MI 49242 
(517) 437-3346 
Hamster: (517) 745-3963 
Hedgehog: (517) 745-4062 
 
Hunt Elementary 
1143 N. Brown Street 
Jackson, MI 49202 
Hummingbird: (517) 257-7818 
Horse: (517) 257-9922 
 
JCISD Central Campus 
1226 South Wisner St.  
Jackson, MI 49203 
Jaguar: (517) 257-9921 
Jellyfish: (517) 257-9866 
 
John R Lewis Elementary 
154 W. Clark St. 
Jackson, MI 49203 
Ladybug: (517) 262-4336 
Lobster: (517) 257-8882 
 
Lyle Torrant Center 
1175 West Parnall Road 
Jackson, MI 49201 
Turtle: (517) 788-5911 
Tiger: (517) 796-0253 
 
Northeast Elementary 
1024 Fleming Ave. 
Jackson, MI 49202 
Dolphin: (517) 257-8451 
Deer: (517) 257-8441 
 
 
 
 
 
 

Northwest Community Schools 
6900 Rives Junction Rd. 
Jackson, MI 49201 
Dragonfly: (517) 257-7458 
 
Pittsford Area Schools 
9304 Hamilton Street 
Pittsford, MI 49271 
Parrot: 517-745-4156 
Peacock: 517-745-4362 
 
Reading Community Schools 
221 Strong Avenue 
Reading, MI 49274 
Rabbit: 517-745-4529 
Raccoon: 517-745-4908 
 
Springport Public Schools 
300 W. Main Street 
PO Box 100 
Springport, MI 49284 
Squirrel:  (517) 257-0855 
 
Townsend Vandercook Lake 
1005 Floyd Ave  
Jackson, MI 49203 
Toucan: (517) 257-7532 
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PHILOSOPHY STATEMENT 

All children enrolled in the Community Action Agency’s Children’s Programs (Head Start/Early Head 
Start/Great Start Readiness Program) are entitled to early childhood experiences and settings that 
will prepare him/her for success by ensuring that each child is healthy, thriving, and 
developmentally on track thus developmentally ready to succeed in school at the time of school 
entry.   
 
CURRICULUM 

Head Start/Great Start Readiness Program (Ages 3-5) 

CAA Children’s Programs utilizes Creative Curriculum in order to provide the highest quality 
program. Creative Curriculum helps to create an environment and experiences to develop and 
reinforce each child’s individual skills. 

Creative Curriculum uses developmentally appropriate methods and creates opportunities for 
exploration, experimentation, problem-solving and using the imagination.  Each child and family is 
supported in recognizing talents, strengths, abilities and differences that contribute to making the 
classroom environment culturally affirming, challenging, fun and balanced.   

Early Head Start (Pregnant Mothers and Ages 0-3) 

Early Head Start uses the Parents as Teachers curriculum that helps each child prepare to enter 
preschool.  The program provides weekly home visits, play groups twice a month, and child 
developmental screening and assessment. Development-centered parenting and Family Well-Being 
are central to our birth to three programming.  A few important goals of the program include 
increasing parental knowledge and understanding of early child development, providing early 
detection of delays or health concerns, and most importantly helping each child be ready to succeed 
in school. 

School Readiness Areas 

CAA Children’s Programs operates on the foundation of School Readiness as outlined by the Office 
of Head Start. School Readiness is founded in the following principles which guide the work of 
Children’s Programs: 

● Each child is unique and can succeed 
● Learning occurs within the context of relationships 
● Families are children’s first and most important caregivers, teachers, and advocates 
● Children learn best when they are emotionally and physically safe and secure 
● Areas of development are integrated, and children learn many concepts and skills at the 

same time 
● Teaching must be intentional and focused on how the children learn and grow 
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● Every child has diverse strengths rooted in their family’s culture, background, language, and 
beliefs 

With these guiding principles in mind, CAA Children’s Programs provide high-quality education and 
learning environments throughout all our program operations. Children’s learning and development 
are focused on five domains: 

● Approaches to Learning 
● Social and Emotional Development 
● Language and Literacy 
● Cognition 
● Perceptual, Motor, and Physical Development 

QUALITY RATING 

Community Action Agency is a proud participant of the Great Start to Quality system in Michigan, 
which upholds the highest quality inspections and reviews providing the public detailed information 
on high quality childcare options. Additional information about this system can be found here:  

Great Start to Quality - Find High Quality Child Care in Michigan 

Community Action Agency is also a National Head Start Association Program of Excellence Award 
Winner. Additional information on this award can be found here: 

CAA Receives Program of Excellence Accreditation - Community Action Agency   

Please take the opportunity to ask your child’s teacher about our quality rating.  

PROGRAM EVALUATION 

In addition to reporting requirements to the Michigan Student Data System (MSDS), our program 
could be selected to participate in national, regional, and/or statewide GSRP data collection efforts. 
If our program were to be selected, we would work with the Michigan Department of Education or 
MiLEAP, its designated evaluation contractor(s), and any of MDE/MiLEAP  other research partners. 
Cooperation includes, but is not limited to:  

• Making classrooms available for observation 
• Providing non-classroom space on site for child assessment 
• Allowing administrators and staff to take time to complete surveys and questionnaires (via 

telephone, internet, paper, and/or in person; as necessary) 
• Returning completed surveys and questionnaires promptly and regularly 
• Providing program information to the contractor, including children’s unique identification 

numbers, as recorded in the MSDS 
• Participating in project informational webinars, conference calls, and in-person meetings 
• Distributing parent information letters 

 

https://greatstarttoquality.org/
https://www.caajlh.org/program-of-excellence/
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PROGRAM AND SCHEDULE OPTIONS 

School Day Program (Head Start) 

Sessions operate Monday through Thursday, and hours follow the school they are affiliated with.

Jackson County  
● Ashton Ridge 
● Blackstone Apartments 
● Cascades Elementary 
● Dibble Elementary 
● Greenwood Apartments 
● Hunt Elementary 
● JCISD Central Campus 
● John R Lewis Elementary 
● Lyle Torrant Center ISD 
● Northeast Elementary 
● Northwest Community Schools 
● Springport Public Schools 
● Townsend Elementary (VCL) 

 
Hillsdale County  

● Camden Frontier Schools 
● HACC (Greenfield) ISD 
● Hillsdale CAA 
● Pittsford Area Schools 
● Reading Community School 

 
 
 
 
 

 

Home Visiting (Early Head Start)  

Home visits are provided weekly for one and a half hours. Visits include age and developmentally 
appropriate activities that focus on supporting the child’s cognitive, social, emotional, language, 
literacy, and physical development. Home visitors and parents plan visits together that promote 
parents as their child’s first and most important teacher and that promote the home as a learning 
environment that is safe, nurturing, responsive, and language and communication rich. Socializations 
(playgroups) are offered twice a month in the community. Playgroups are structured to provide fun, 
age-appropriate activities for children and encourage parents to share experiences related to their 
child’s development with other parents.  

PARENT’S RIGHTS 

Parents/guardians who have children participating in programming are guaranteed the following: 
● To be welcomed in the center or classroom during all program hours and to be treated with 

respect and dignity. 
● To be informed regularly about your child’s progress in the program. 
● To choose whether to participate in program activities. 
● To participate in Smart Connections, Family Focus, Policy Council, and Health Advisory 

meetings. 
● To be informed about operation of the program through Policy Council reports and 

communication. 
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● To receive information regarding community resources, agency activities, and program 
planning. 

● For Head Start, to participate in home visits with teachers and family service staff and be 
treated with dignity and respect. 

● For Early Head Start, to participate in weekly home visits and to be treated with dignity and 
respect.  

 
Per Michigan Child Care Licensing, parents have the right to view the licensing notebook for their child’s 
classroom. This will include records of staff training attended, certifications, clearances, etc.  The website where 
parents can access rules regarding licensing is www.michigan.gov/michildcare . 

 

PARENT’S RESPONSIBILITIES 

Community Action Agency Children’s Programs asks that parents/guardians recognize the important 
role you directly play in your child’s learning and success in our program. CAA is committed to 
recognizing families as children’s first and most important caregivers, teachers, and advocates. We 
understand positive outcomes for children start at home and extend as we partner within the school 
setting. 

The following are general program rules that are the responsibility of parents: 

● Attendance- Send your child to school every day.   
○ If they are absent, it is your responsibility to contact your child’s teacher within 1 hour 

of class time. Failing to do so will result in the program contacting you to ensure child 
safety. 

● Be present for scheduled home visits and parent teacher conferences. 
● Read and follow all transportation policies, if the program partners with your local district for 

them to provide your child’s transportation.  
○ Your child must wear the name tag provided by the program.  
○ An individual 16 years and older must walk your child to and from the bus. 

● Notify the program of any change of information, such as a change in address, phone, 
emergency information, health issues, or family situations. 

● Ensure your child is up to date in health, dental exams, and immunizations. 
● Read and respond to all written notices, bulletins, and newsletters sent home. 

○ Check your child’s backpack daily. 
● Know and respond to the individual needs of your child. 
● Take an active interest and talk daily with your child about their school experience. 
● Take advantage of program activities and participate in At Home School Readiness. 
● Participate in family assessment and goal setting. 
● Follow all school policies if your child’s classroom is located in a school building. 
● Sign child in and out if dropping off or picking up. 
● Work in partnership with program staff to strengthen your family and prepare your child for 

school. 

http://www.michigan.gov/michildcare
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PROBLEM SOLVING/GRIEVANCE PROCEDURE 

When there is a problem or concern raised by a parent or someone within the community regarding 
the program, the following steps will be taken to ensure concerns are addressed in a timely manner. 
 

1. The party concerned should talk to the direct staff involved within two working days. 
2. If the problem cannot be resolved with direct service staff, the party concerned should contact 

the supervisor of the staff involved. Contact should be made within two working days after 
discussion with direct service staff. 

3. If the problem cannot be resolved with the supervisor, the party concerned will be contacted by 
the Children’s Program Director within five (5) business days to discuss the concern.   

4. If the problem cannot be resolved with the Children’s Program Director, the party concerned 
will meet with the Chief Executive Officer within 5 business days of meeting with the Children’s 
Programs Director either via phone or in person to discuss the concern.  If necessary, a written 
response will also be provided by the CEO within five (5) business days of meeting with the 
party concerned. 

5. In the event the problem still has not been resolved, the party concerned should provide, in 
writing, with a request to the Policy Council to be heard at the next scheduled Policy Council 
meeting. 

 
The goal of these steps is to ensure that problems are reported to the person or persons with the 

authority to solve them in a timely manner.    
 

SELECTION, PLACEMENT AND WITHDRAWAL 

Our programs are eligibility based: families apply and applications are waitlisted per our selection 
criteria that is annually approved by Policy Council and the CAA Board of Directors.  Selection criteria 
look at age, income, disability and other life experience factors including eligibility factors identified by 
the Great Start Readiness Program. Parents are never charged any fees for application or 
participation in our programs, nor is any child excluded or expelled due to the need for additional 
developmental, medical, or behavioral support.    

If your child is no longer able to participate in Head Start/Early Head Start, please notify your child’s 
teacher or home visitor as soon as possible. Please also note that for Head Start, a child’s slot will be 
considered vacant if he/she misses six consecutive class days without reply from the 
parent/guardian.   In Early Head Start, after three consecutive weeks of missed home visits, without 
contact from parents or guardian, the child’s slot may be considered vacant. If this happens, parents 
can contact the agency to reapply and request the child be put back on the waitlist for re-enrollment 
within the same program year.  
Please know after two days of no contact for all program types, the agency is required to do a stop 
by home visit to ensure child safety according to the Federal Regulations. 
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ENROLLMENT AND HEALTH REQUIREMENTS 

Enrollment Updates 

To continue enrollment after the first year, parents may be required to provide updated information 
upon the request of program staff.   

Examples of information that will have to be updated may include, but is not limited to, the following: 

● Family Income (upon transition from EHS to HS or upon 3rd year of enrollment) 
● Physical and dental examinations (see health requirements for additional information) 
● Emergency Contact/Release Forms (updates are required as changes occur) 
● Child and Adult Care Food Program (CACFP) Enrollment Forms  
● Family Assessment & Goal Setting  

 
Change In Information 

Whenever there is a change in address, phone number, emergency contacts, healthcare providers, 
health conditions, work/school schedule, family situation, or other important information, we ask that 
you notify your child’s teacher, family engagement specialist, or home visitor as soon as the change 
occurs.  It is also important for us to be aware of any household changes or transitions your child may 
be experiencing.  This will help us to support your child’s individual needs. 

Court Orders and Custody 

It is the Program’s intent to meet the needs of children, especially when parents may be experiencing 
life-changing situations such as a divorce, separation, or remarriage.  Sharing information about such 
situations may be helpful to staff in working with your family and will remain strictly confidential.   
 
The program cannot legally restrict the non-custodial parent from visiting their child, reviewing the 
child’s records, or picking the child up, unless the center has been given legally filed, executed and 
current documents.  Copies of all court documents must be submitted to Head Start staff.  If conflicting 
court orders are presented, staff will follow the most recent order.  We will follow any court order 
based on clear content and duration.  Head Start staff cannot allow a court order to be violated.  In 
case of extreme conflicts, the police may be contacted to ensure safety for all people involved.  
 
It is important to note CAA Staff will not mitigate or mediate custodial issues between parties as the 
role of the program is to follow legal orders and do not insert itself into relationship dynamics.  
 
Health  

The health service objectives for each child are to identify health concerns and ensure that each child 
receives any needed medical, dental, social emotional health, and nutritional services. Additionally, the 
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program works to promote parent/guardian understanding that the child’s school success is directly 
linked to his/her health.  

The following must be completed to participate in the Head Start program: 

● Immunizations (due prior to the first day of school)  
● Well Child Physical (must be received within 30 days of enrolling in the program) this includes 

blood pressure, height and weight; returning students must have an updated physical.   
● Dental Exam (must be received within 90 days of enrolling in the program); returning students 

must have an updated dental exam. Families are encouraged to complete 6 month recalls. 
● Hemoglobin or Hematocrit Blood Test (within 90 days of enrolling in the program) 
● Lead Blood Test (within 90 days of enrolling in the program) 

Head Start and Early Head Start will also conduct the following health screenings as part of your child’s 
enrollment: 

● Sensory (hearing and vision) - conducted within 45 days of entering the program 
● Developmental Screening - conducted within 45 days of entering the program 
● Social Emotional Observations – conducted ongoing throughout the year 

If the screenings indicate concerns or a need for further treatment, parents/guardians will be notified 
and asked to arrange for follow-up treatment. Family engagement specialists are available to assist 
parents/guardians in obtaining further treatment. 

Our Head Start program follows Michigan vaccine laws. These laws are the minimum standard for 
preventing disease outbreaks in group settings.  Vaccines should be given at certain ages and at certain 
times (following the CDC Immunization Schedule).   

The required vaccines include:  

● DTaP (Diphtheria, Tetanus, Pertussis) 
● PCV (Pneumococcal Conjugate) 
● Hib (H. influenzae type b) 
● Polio 
● MMR (Measles, Mumps, Rubella) 
● Hepatitis B 
● Varicella (Chickenpox)  

Medical Conditions 

If your child needs additional support, you must provide written documentation from a physician.  The 
health staff will pay individual attention to those families with special concerns and assure that 
children with additional support will have a health care plan in place and are monitored closely on a 
daily basis when at school. Your child’s general wellness will be noted daily. 
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Whenever the support or treatment is no longer needed, parents should again provide written 
documentation from the child’s physician, stating that the support/treatment has been lifted. 

Medication 

If possible, every effort should be made by parents to administer prescribed medication to their child 
before or after school hours.  Please notify us if your child is receiving any type of medication at home, 
so we are aware and can watch for adverse signs or allergic reactions. 

If medications need to be given at school, prescribed medications must be in their original container 
with the full pharmacy label attached.  If medication is over the counter, the correct dosage on the 
bottle must be followed.  Please note medications cannot be transported on the school bus. Parents 
must bring medication to the classroom.   

Staff use the “five rights” to avoid medication errors and harm: 

● The right patient 
● The right drug 
● The right dose 
● The right route 
● The right time. 

The center will maintain documentation of when and who administered the medication to your child. 
These forms will be reviewed with parents as needed and at each conference period. 

Hygiene  

It is our intent to support healthy hygiene practices to help children develop lifelong health habits. We 
practice appropriate hand-washing techniques routinely to develop a healthy habit that is the first line 
of defense against the spread of germs. Tooth brushing is practiced daily as the best defense against 
tooth decay.   

Illness 

DO NOT send your child to school, attend playgroup, or attend home visits if your child is ill.   
 
Remember to notify the classroom staff whenever your child is going to be absent from illness.  If we 
determine that we are unable to care for a child due to illness, parents will be notified and requested 
to pick up their child immediately. In some instances, we may request a statement from a physician 
indicating that the child may return and participate in activities, before the child can return to school. 
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Registered Sex Offenders 

As parents, you have entrusted your child to the Community Action Agency’s Children’s Programs staff 
to keep them safe from harm – physically and emotionally.  We take your trust very seriously and do 
everything possible to keep children safe.  All CAA staff and contracted community partners complete 
criminal background checks. No parents, volunteers, or community partners are left unsupervised with 
children.  A CAA staff member is always present with children. Parents who are registered offenders 
will be closely monitored by staff during program activities. No registered sex offender may volunteer 
in any program.  If you have any concerns, you may contact your family engagement specialist, 
teacher, or home visitor.  Thank you for helping to keep children safe. 

Drug Free Environment 

CAA Children’s Programs centers operate a healthy and safe environment that is free from alcohol, 
illicit drugs, and smoke.  State laws regarding these items are strictly enforced.  

No smoking or vaping is allowed in any building or on center grounds. 
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Child Abuse and Neglect Reporting 

All staff members are responsible for making sure that every child is safe. When managers or staff 
suspect a child may be abused or neglected, they are mandated by reporting guidelines and program 
procedures to report suspected child abuse and neglect.  Michigan state law requires school and medical 
staff who suspect or witness child abuse or neglect to call the Child Abuse Hotline at 1-855-444-3911. 
Program staff receive training, at the beginning of each school year, to recognize the signs of abuse and 
neglect.  Staff are trained in providing intervention, support and assistance to families who are in need 
of help.  
Helpful Resources 

Lifeways Local Community Mental Health    1-800-284-8288 
National Domestic Violence Hotline     1-800-799-7233 
Substance Abuse and Mental Health Services Administration 1-800-662-HELP (4357) 
Suicide Prevention Lifeline      1-800-273-8255 
National Parent Helpline      1-855-4APARENT(427-2736) 
 
Darkness to Light, www.d2l.org, Empowers parents to protect their child from sexual abuse. 
 

Pest Management Plan 

Please be advised that CAA Children’s Programs implement an Integrated Pest Management Plan.  The 
plan involves the use of pesticide applications with antimicrobial agents and baits. 

Antimicrobial agents such as disinfectants, sanitizers, deodorizers and insecticide baits and rodenticide 
baits are NOT SUBJECT to notification requirements.   

It is recognized that pests can best be controlled through an integrated pest management program 
that combines preventative techniques, nonchemical pest control methods and appropriate use of 
pesticides with preference for products that are the least harmful to human health and environment.  
If a different pesticide application approach is determined necessary, notification will be made to 
enrolled children’s parents and staff at least two business days before application occurs.  

CONFIDENTIALITY 

Community Action Agency mandates that personal information about children and families be kept 
confidential and protected.  Children’s health records, education records, and family service records 
are available to staff and special consultants on a “need to know” basis to the extent it is necessary to 
carry out job responsibilities and to provide services to families. No information is released to any 
persons outside the agency or other agencies without written consent from the family, this includes 
electronic data. Parents and other volunteers are prohibited from reviewing records other than those 
of their own children.  

 If parents want to request records, please contact your teacher/home visitor/family engagement 
specialist for a request form.  Please allow 24 hours to obtain requested information.  

http://www.d2l.org/
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TRANSPORTATION 

At some locations, we can partner with the local school district to provide transportation services to 
children.  For the program to comply with Federal Head Start regulations and licensing regulations, it 
may not be possible to offer transportation to all children.  Route boundaries must be set to limit each 
bus route to ninety minutes.  Buses are not to back up or do U-Turns while transporting children. 

CAA Children’s Programs takes the responsibility of transportation very seriously and requests full 
cooperation in following the procedures and policies.  Children’s safety is the main concern and 
responsibility of all staff.  Parents must treat the staff with respect and courtesy, allowing them to 
focus on the children’s safety. 

House Bills 4201 and HB 4203 will prohibit unauthorized persons from boarding a school bus without 
permission of the driver and create a $500 civil fine for unauthorized boarding. 

Families utilizing transportation must follow all the following: 

● Children should be waiting outside ready for the bus. 
○ Please Note: Times may vary +/- 10 minutes. 

● Parents, guardians, or designated people (at least 16 years of age) are responsible for walking 
their children to and from the bus.  

○ The program will assume responsibility for children after they have entered the bus. 
● Parents, guardians, or designated people (at least 16 years of age) are responsible for being at 

an assigned drop-off location at a specified time. If the approved adult is not at the drop-off 
location, your child will not be released from the bus. 

○ Attempts to contact the approved adult will be made.  When an approved adult is not at 
home or at the drop-off location, the program reserves the right to contact the local 
police department; however, procedures vary with each individual case. 

● Children will only be released to individuals listed on the child’s Emergency Release Form 
○ Photo ID will be required for verification.   

● If a change in the child’s pick-up or drop-off point becomes necessary, the parent/guardian 
must contact the teacher or family engagement specialist to determine if the change can be 
made.  Requests for changes must be made by end of the day on Wednesday prior to the 
change taking place.  No same day changes.   

● If a child is being transported to a location other than home, i.e. childcare facility, another 
school program, parents must designate where the child is to be dropped off and who is 
authorized to receive the child. 

● Parents will be notified as soon as possible if transportation will be unavailable or if there is a 
significant delay.   

● Follow your school's specific rules regarding parking, drop-off, and pick up.
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Contact Information for Transportation

Hillsdale CAA Direct Contact 517-257-9287 

 Camden- Frontier Schools 517-368-5891 

Reading Community Schools 517-283-3106 

Pittsford Area Schools 517-689-5722 

Hillsdale Community Schools 517-439-9506 

Jackson CAA Direct Contact for Jackson Public Schools 517-888-3768 

 Jackson Public Schools 517-841-2179 

Jackson CAA Direct Contact for Vandercook Lake 517-262-6503

Vandercook Lake Public Schools 517-812-0159

PEDESTRIAN & VEHICLE SAFETY 

Head Start is committed to ensuring the safety of our children and families.  Children are at a 
higher risk for injury because they are impulsive and it is hard for them to judge speed and 
distance. Parents often overestimate their young child’s abilities.  These skills develop gradually 
and do not fully mature until at least age 10. This is why the rules below are important to keep 
your child safe.  

Please teach your child too: 

● Cross the street at the corner or at a crosswalk if there is one. 
● Walk on the sidewalk and always walk with an adult. 
● Only cross in front of a school bus when the driver says it is safe.  
● When riding in a vehicle, (car/bus), stay seated, use inside voices, and keep your hands 

to yourself.  Stay quiet at railroad crossings. 
● Hold an adult's hand when you cross the street. Look left, right and left again before 

you cross and keep looking at both ways until you reach the other side. 
● If a toy or pet goes out into the street, ask an adult for help getting it back. 
● When outside playing, playing in a backyard or playground away from the street or 

parking lots. 
For parents with infants and toddlers, when pushing your child in a stroller, make sure they are 
buckled in correctly. 
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Car Seat Safety 
● Car seats must be appropriate for your child’s weight and age and correctly installed. 

Everyone else should wear his or her seatbelt. 
● Infant to two years: A child must be in a rear-facing car seat until they reach the 

maximum weight or height allowed by the car seat’s manufacturer or the child is 2 years 
old. 

● Two to five years: The child can then move into a forward-facing car seat until they reach 
the maximum weight or height allowed by the car seat’s manufacturer or the child is 5 
years old. 

● Five to eight years: The child can then move to a belt-positioning booster seat using a lap 
and shoulder belt until they are 4’ 9” or 8 years old. 

● All children under thirteen years: Children under the age of 13 must ride in the rear seat 
of a vehicle if the vehicle has one available 

If your family does not have a car seat or has a broken or improper car seat, ask a staff member 
about connecting with one of CAAs nationally certified Child Passenger Safety Technicians.  

 

CLASSROOM INFORMATION AND PROGRAM RULES 

The program is designed to meet each child’s individual needs and the educational priorities of the 
community. Every child is offered a variety of learning experiences designed to foster physical, social, 
emotional, and cognitive growth. The program is committed to providing classroom sizes consistent 
with a maximum of 15-20 children per classroom. 

Example Daily Schedule 

8-8:30- Arrival/Choice Activities/Group Meeting 
8:30-9:05- Wash Hands/Breakfast/Brush Teeth 
9:05-9:35- Outdoor Time 
9:35-9:50- Large group 
9:50-10:05- Small Group 
10:05-10:10- Planning 
10:10-11:10- Choice Time 
11:10-11:20- Clean-Up 
11:20-11:25- Recall 
11:25-11:40- Music/Movement 
11:40-12:15 –Wash Hands/Lunch 
12:15-12:45- Outdoor Time 
12:45-1:00- Books/Bathroom 
1:00-1:45- Rest Time 
1:45- 2:00- Table Choice Activities 
2:00-2:15-Read Aloud 
2:15-2:45- Wash Hands/Snack 
2:45-3:15- Dismissal/Small Activity 
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Rest Time 

Keeping in compliance with The State of Michigan Child Care Licensing and GSRP regulations, each 
child 3 years of age or older that is in care for 5 or more continuous hours will be provided a Nap time 
or quiet time for 1 hour.  For children who do not sleep, quiet activities, such as reading a book or 
putting together a puzzle will be provided. Children may assist when transitioning to and from rest 
time by gathering and putting away rest materials, turning on/off lights, and assisting in 
gathering/putting away personal items. 

A note from a child’s health care provider is required if a child has a health issue or special need that 
requires the child to sleep on something other than a cot. The documentation must include specific 
sleeping instructions and time frames for how long the child needs to sleep in this manner, including an 
end date.  

Classroom Arrival and Departure 

When parents are providing their own transportation to and from the center, we assume responsibility 
for children when the parent has signed the child in and has presented that child to the teacher.   
 
Your child must be signed in by a responsible adult – not dropped off at the door or walked in with 
older siblings. Please do not drop off your child early.  Teachers use this time to prepare for class and 
are not available to provide care for your child. Doors will not open until 5 minutes prior to class time. 
 
At the end of the day, all children must again be signed out of the classroom by an adult or person 
aged 16 or older.  Upon departure, please make sure that your child’s teacher is aware that your child 
is leaving with you.  If a child is not picked up at the scheduled departure time, individuals on the 
emergency release form will be contacted to pick up the child.  If no one can be contacted after one 
hour, the child will be released to Children's Protective Services and/or the Police. 
 
Release of Children 

To ensure your child’s safety, a child will only be released from the center or the bus to the child’s 
parent/guardian, or designated person indicated on the child’s Child Information Record. This form 
must be updated and accurate for a release to occur. Updates to this form must occur in person and in 
advance notice. 
 

Please be prepared to always show a picture ID if requested by staff. 
 
Parent/guardian or designated person is required to sign the child out of the center.  
 
Most sites are located within public school buildings; please make sure you are signing in and out with 
the building secretary.  All people, relatives, or others, must abide by these policies. 
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What to Bring and What Not to Bring 

Send Your Child With: 
● Play clothes! 

o Shoes should be protective of toes, heels and soles of feet. No flip flops. 
o Clothes should be easily washable. 
o Provide simple clothing without complicated fasteners. 

● At least one set of labeled, extra clothing – to be used in the event of a bathroom accident, 
paint spill, etc. 

o Remember to send replacement clothing when your child wears his/her home and/or 
when the weather changes. 

● Jacket/coat, hat, snow pants, and gloves when the weather is cold. 
o Children go outside if the temperature is above 20 degrees including wind chill. 

● A backpack or bag for belongings. 
 
Do Not Send Your Child With: 

● Any toys. 
● Snack or lunch foods, unless prior approved. 
● Inappropriate clothing, such as dress clothes or other clothing that cannot get messy. 
● Articles of clothing promoting gangs, alcohol, tobacco, drugs, obscenities and/or clothing that 

promotes sexually explicit material may not be worn. 
● No objects that could cause bodily harm (pocketknives, slingshots, toy weapons etc.) should be 

brought to school. 
 
CAA is not responsible for lost or damaged shoes, clothing, or accessories (including hair items, jewelry, 

eye glasses, etc.). 
 

Attendance Policy 

Head Start/GSRP: Attendance is one of the most important factors in school success. Developing good 
early attendance habits supports children’s learning and leads to future success. Children thrive when 
they have a consistent schedule and routine. Children need to be in school whenever possible to 
receive all the benefits offered by our program.  When your child is going to be absent, please contact 
your classroom staff within one hour of class time. If classroom staff do not hear from you, a staff 
person will contact you to ask about the absence and offer any needed support.  
 
In the event of six unexcused absences, the child will be placed back on the waitlist. 
 
When a child experiences chronic absences (85% or lower attendance percentage) your Family 
Engagement Specialist will partner with you as needed to complete an Attendance Success Plan. The 
Attendance Success Plan will be a conversation around barriers and solutions to support attendance.  
 
Early Head Start: It is also important in Early Head Start to be present and ready for each home visit as 
this helps your child/family prepare to go to preschool. In the event you cannot keep your home visit, 
please contact your Early Childhood Specialist as soon as possible so they can reschedule your visit. 
Early Head Start attendance must be monitored, any period of absence spanning the duration of three 
weeks will be addressed and could result in being dropped from the program 
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What Can You Do to Promote Good Attendance? 

● Set a regular bedtime and morning routine. 
● Visit the school and teacher prior to starting to help the child’s transition go smoother. 
● Do not allow the child to stay home from school unless it is necessary. 
● If your child has worries about coming to school, speak with the teacher, program supervisors, 

another parent, etc. to seek advice on how to help your child feel more comfortable.  
● Try to avoid pulling your child out of school for appointments and/or vacations that can be 

scheduled when school is not in session.

Daily Meals and Snacks 

Early Head Start Playgroups 
If you and your child attend playgroups, your family will be served a healthy meal or a snack.  
For Infants needing formula, please discuss with your home visitor before the group so we can 
have the right formula for your child.  

 
Head Start and Great Start Readiness Program 

During your child’s day in our program, he/she will receive USDA approved meals.  Depending 
on your child’s schedule; they will receive breakfast, lunch, and a snack. Your child’s teacher or 
family engagement specialist will discuss meal combinations with you. 
 

Adults are expected to eat with children; model good eating habits, table manners and 
encourage conversations during mealtimes.  Children are encouraged, but never forced, to try 
new foods. Food will never be used to punish or reward children.   
 

Special Diets 
If your child has an allergy, restriction or special diet please be sure to let us know.  Milk is a 
requirement for USDA. If your child has a milk allergy, we will require a note from your doctor 
to serve a substitute beverage. Food substitutions will be developed from recommendations 
from a registered dietician.  
 
Monthly menus will be posted in each classroom, and a copy is sent home with children. CAA 
reserves the right to make food/meal substitutions of the same nutritional value of the 
food/meal being replaced when necessary. 

 
Registered Dietitian 

We have a Registered Dietitian available to serve program children and families.  If you have 
any questions or concerns, please contact your child’s teacher. 
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CAA is a grantee recipient of the U.S. Department of Agriculture Child and Adult Care Food Program. 
USDA Nondiscrimination Statement | Food and Nutrition Service 

In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and 
policies, this institution is prohibited from discriminating on the basis of race, color, national origin, sex (including 
gender identity and sexual orientation), disability, age, or reprisal or retaliation for prior civil rights activity. 

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

To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program 
Discrimination Complaint Form which can be obtained online at: 
https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-
17Fax2Mail.pdf, from any USDA office, by calling (866) 632-9992, or by writing a letter addressed to USDA. The 
letter must contain the complainant’s name, address, telephone number, and a written description of the alleged 
discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature 
and date of an alleged civil rights violation. The completed AD-3027 form or letter must be submitted to USDA by: 

1.     Mail: 
U.S. Department of Agriculture 
Office of the Assistant Secretary for Civil Rights 
1400 Independence Avenue, SW 
Washington, D.C. 20250-9410; or 
 
2.     Fax: 
(202) 690-7442; or 

3.     Email: 
program.intake@usda.gov                                                                   This institution is an equal opportunity provider.                             

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.fns.usda.gov%2Fcivil-rights%2Fusda-nondiscrimination-statement-other-fns-programs&data=05%7C01%7CAbbruzzeseM2%40michigan.gov%7Cbc01d740af0b4e6d3d8108da3a5e54f4%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C637886474064346129%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=4swPoWEfigNWkzBtq540nlLrO7%2F7nMqeE6PK8YXuSgc%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.usda.gov%2Fsites%2Fdefault%2Ffiles%2Fdocuments%2FUSDA-OASCR%2520P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf&data=05%7C01%7CAbbruzzeseM2%40michigan.gov%7Cbc01d740af0b4e6d3d8108da3a5e54f4%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C637886474064346129%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=cF7Wo6tYyPl3UFiNYV88mK66uWAXBT5FiYIqaFO%2FyIE%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.usda.gov%2Fsites%2Fdefault%2Ffiles%2Fdocuments%2FUSDA-OASCR%2520P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf&data=05%7C01%7CAbbruzzeseM2%40michigan.gov%7Cbc01d740af0b4e6d3d8108da3a5e54f4%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C637886474064346129%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=cF7Wo6tYyPl3UFiNYV88mK66uWAXBT5FiYIqaFO%2FyIE%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fmailto%3Aprogram.intake%40usda.gov%2F&data=05%7C01%7CAbbruzzeseM2%40michigan.gov%7Cbc01d740af0b4e6d3d8108da3a5e54f4%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C637886474064346129%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=fyUvKjk9srzoMQsOueCpJrDmsu99JYbXT9VKlFs%2BzWA%3D&reserved=0
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Holidays and Celebrations 

CAA Children’s Programs include children and families from many backgrounds. We encourage families 
to teach their children about family heritage and to celebrate the holidays that are special to them in 
their homes.   

Out of respect for all families, we will not celebrate holidays in the classroom  
(this includes foods, cards, and presents)  

 
Instead, we will focus on early childhood studies. We look forward to suggestions from families about 
topics that may be of interest to their child. 
 
Children love to celebrate birthdays. We can celebrate in many non-food ways by creating a special hat 
to wear, singing songs, reading a favorite book, or working with friends to create a special picture/card.    
If you would like to do something special for your child’s birthday, please contact the teacher for 
suggestions.   

 
CAA Children’s Programs do not allow potlucks or outside food to be brought in or donated due to 

the cost to parents and the risk of food borne illness. 
 
Parental Notification of Emergencies 

Parents will be notified when a child experiences an accident, injury, incident, or when the center 
observes changes in the child’s health.  
 
An incident, though highly unlikely, might include, but is not limited to, the following: 

● A child is lost or left unsupervised 
● Alleged sexual contact between children or a child and a staff member or volunteer 
● Physical discipline of a child by a staff member or volunteer 

 
Depending on the severity of the incident, parents will be notified the same day of the incident in one 
or more ways by the classroom teacher or family engagement specialist: 

● Written Student Injury Report sent home 
● Phone call/Text Message 
● Email 

 
Accidents and Injuries 

A staff member trained in first aid will handle all injuries.  Minor injuries (bumps, scrapes, bruises) will 
be reported to parents by using our Student Injury Report form, which will be sent home with your 
child. 
 
If your child is involved in a medical or dental emergency, our staff are trained to follow the steps in 
our emergency plan of action.  A decision will be made if the accident/illness requires an ambulance to 
transport your child for emergency medical care, or if parents/staff are able to transport your child.  
You will be contacted immediately.  If you cannot be reached, we will call the next person designated 
on the Emergency Release form. 
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Camera Use Policy 

To help maintain a safe, secure, and supportive learning environment, Community Action Agency 
Children's Programs utilizes video surveillance in Head Start classrooms and designated common areas. 
Cameras record videos only (no audio) and are used to support the safety of children and staff, assist in 
reviewing safety concerns or formal complaints, and provide objective documentation when needed. 
Recordings are confidential, securely maintained, and may only be accessed by authorized personnel 
for legitimate safety, regulatory, or investigative purposes. Cameras are not used for routine staff 
evaluation or general monitoring. Parents and visitors do not have access to recorded footage. Clear 
signage is posted in all areas where video surveillance is in use. 
 
Adult Behavior- Respectful Conduct Expectations 

Community Action Agency is committed to providing a safe, welcoming, and respectful environment 
for all children, families, staff, volunteers, and visitors. We ask that all adults interact with one another 
in a calm, respectful, and professional manner while participating in program activities, on program 
property, during transportation, and through phone, email, text, social media, or other program 
communication. 
 
Threatening, aggressive, intimidating, or disruptive behavior, including abusive language, physical 
aggression, or threats toward others will not be tolerated. If such behavior occurs, the individual may 
be asked to leave the premises, and a meeting with program leadership will be required before 
returning to program activities. Depending on the circumstances, law enforcement or other authorities 
may be contacted. If a parent or guardian is involved, every effort will be made to ensure the child can 
continue participating in the program while an appropriate plan is developed to maintain a safe 
environment for everyone. 
 
Emergency Closings and Communications 

When slippery or icy road conditions exist, transportation and/or classes may be canceled.  Most times 
we will follow the local school districts in each area, but occasionally,  the Director may make the 
decision to close because of existing conditions. Cancellations will be sent out via text/email 
notification to enrolled families. 

If Head Start is closed due to inclement weather, Early Head Start home visits may be canceled.  If an 
Early Head Start playgroup is scheduled on a day that public schools are closed due to inclement 
weather, the playgroup may be canceled. 

Additionally, Community Action Agency utilizes an app available on the Google Play and Apple App 
Store to communicate emergency closings and other program announcements. We encourage families 
to download and share the app with those you wish to receive regular communications: 
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Crisis/Emergency Information 

In the event of a crisis, such as; tornado, fire, earthquake, or lockdown: 

● Each school and/or building will follow specific protocols for that building. 
● If protocols allow, children will be dismissed to parent/guardian or individual listed on 

Emergency Contact Release with proper identification.  Children must be signed out.  
● Staff are prepared to care for their children in times of critical situations.  Proper 

certifications/training, such as First Aid/CPR, and emergency response reviews are completed 
by staff.   

● On occasion schools will go into a lock down mode.  If you hear of lockdown, please do not 
contact the school or try to pick up your child.  Staff will follow all protocols and procedures 
during this time to keep their child safe.  
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In all cases of evacuation: 

● Staff will evacuate children as quickly and safely as possible. 
● Children will be escorted outside and will be taken to a designated area that is deemed safe and 

secure. 
● Staff will have evacuation bags with emergency forms, sign out sheets, emergency medications, 

and first aid supplies.  
● Staff will contact parents to inform them of the situation. 

Discipline 

When a child is having a hard time with self-regulation and is displaying inappropriate behaviors, 
program staff will use the seven steps of Conscious Discipline Conflict Resolution. 

Step 1: Are you willing to solve the problem? 
Step 2: Take 3 Breaths, S.T.A.R., drain, balloon or pretzel. 
Step 3: Wish each other well. 
Step 4: Coach the children to use helpful words. 
Step 5: I don’t like it when you__________. Please (or stop) ____________. 
Step 6: Can you ____________? (tell them what you want them to do). 
Step 7: Offer a connection to show there are no hard feelings. 
 

Program staff are trained in Conscious Discipline.  Conscious Discipline teaches to redirect the child and 
model positive and alternative behaviors. If a child’s behavior is unsafe, staff will shadow the child and 
provide as much one-on-one attention and monitoring as possible.  
 
For more information on Conscious Discipline, please check out their website at: 
https://consciousdiscipline.com/. 
   
The center will never inflict physical punishment on any child. 
 
Staff may use brief, minimal physical guidance when necessary to ensure a child’s immediate safety 
(for example, holding a child’s hand to prevent running into a dangerous area, not pulling, or grabbing). 
 
Any physical intervention beyond minimal guidance is strictly prohibited unless it meets the definition 
of an emergency safety situation involving an immediate and substantial risk of harm, as outlined in 
the agency’s Handle with Care Procedure. 
 
If emergency physical intervention is necessary, parents will be notified the same day, a written report 
will be provided within 24 hours, and a debrief meeting will be scheduled within 72 hours. 
 
If a child continues to struggle with being safe in the classroom, despite all the positive and preventive 
strategies and interventions tried, a conversation with staff and parents will explore other options and 
resources available. 

https://consciousdiscipline.com/
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Biting  

Biting is common among young children. If a child has been bitten, the staff will address the 
issue seriously and with a calm, caring approach. The following will take place: 

o The children will be comforted. 
o First aid is administered as needed. 
o The child’s parents will be informed of the biting. 
o The child who has done the biting will not be disclosed to the family of the bitten child 

due to confidentiality laws. 
o An accident report will be completed. 

 
Social and Emotional Health 

Promotion of social and emotional wellness and encouraging positive relationships for children is our 
goal. Through social/emotional screenings, curriculum activities and classroom observations, 
performed throughout the year, we ensure that our classroom environments are supportive, 
responsive and positive in meeting children’s needs. Parents will complete a social/emotional 
screening (Ages and Stages Questionnaire SE) to provide observations on their child to determine the 
need for any additional services.   
 
The program has social emotional support to assist families with such challenges as substance abuse, 
domestic violence, or stress. In addition, staff receive training in working with children and families 
struggling with child behavior, trauma, and family difficulties through our Trauma Smart ® Initiative.  
 
At times a teacher or home visitor may feel a child is experiencing difficulties or showing concerning 
behaviors in the classroom, during home visits, or playgroup and would benefit from social emotional 
services.    

 
Disabilities 

The program takes special care to identify and coordinate services for children and families with special 
needs. Assisting the family through referrals and providing services with outside agencies for children 
with special needs are an important part of the services we offer. The program staff work with parents 
to ensure that they are educated about their child’s disability, and are aware of their child’s rights to 
the best available education through an IEP/IFSP/504 b. 
 
Inclusion 

Inclusion in early childhood programs means including children with disabilities in early childhood 
programs together with their peers without disabilities.  This also means intentionally promoting 
participation in all learning and social activities, facilitated by individualized accommodation when 
needed. The program uses evidence-based services and support to foster children’s cognitive, 
communication, physical, behavioral, and social-emotional development; friendships with peers; and 
sense of belonging.   
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School Readiness Goals and Outcomes 

When your child enrolls in the program he/she completes a developmental screening called the Ages 
and Stages Questionnaire (ASQ).  This happens within the first 45 days of the program, typically at the 
first home visit.  Your input will be important to complete the screening and any recommendations for 
additional support for your child will be discussed with you for your input and approval.  Throughout 
the year, teachers will work with you and your child to complete checklists, rating scales and record 
observations utilizing a curriculum and assessment tool called Teaching Strategies®  Your child’s 
progress is shared with you three times during the year.  

In Early Head Start, your home visitor will complete ongoing assessment using the Parents as 
Teachers® Curriculum and Outcomes for School Readiness Milestones.  Results from these reviews will 
be shared with you at 3 checkpoints during the year.  Information from these reviews will be used to 
plan educational experiences based on your child’s strengths, needs and interests. 

Home Visits and Parent/Teacher Conferences 

Parents of children enrolled in Head Start and Great Start Readiness Program will receive a minimum of 
two home visits by teaching staff at the start and end of the school year.  Teacher home visits are an in-
depth opportunity for parents and teachers to: 

● Develop/share individualized learning goals for your child 
● Share observations about your child’s strengths, needs, and interests 
● Discuss the classrooms schedule and activities 
● Provide teachers with suggestions for possible curriculum ideas 
● Review progress toward family goals 

These visits are highly encouraged so teachers and parents can work as a team to enhance learning 
both at school and in home. 
 
Conferences are generally held at the school.  Parents are asked to share information about their 
child’s progress, ask questions, give input into the curriculum and learn more about their child’s 
educational progress from the teacher’s observations.  At each home visit or conference, teachers will 
share the child’s progress.  The parents and teacher will then set goals for the child to work toward.   
 
Parents, as well as teachers are encouraged to keep scheduled appointments to ensure that all home 
visits and conferences are completed in a timely manner. 
 
Field Trips 

To enrich our curriculum, spark your child’s interest, and provide an opportunity for children to 
practice and develop social skills in a variety of settings, field trips may occasionally be included as part 
of our teaching instructional programming. 
 
You will be notified if a field trip is scheduled. Parents are encouraged to attend with their child. 
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INVOLVING PARENTS 

You are your child’s first teacher!  The program encourages parents to become actively involved in 
their child’s education, including making decisions as a member of our Parent Policy Council (similar to 
a PTA/PTO).  The program strives to meet the needs and interests of families. 
 
The program works with the family as a whole and provides opportunities for parents to learn and 
grow, through assessment and goal setting.  Workshops and training sessions for parents are held on a 
regular basis throughout the year.  Staff will assist families in achieving more formal goals such as 
receiving a high school diploma/GED, learning English as a Second Language (ESL), obtaining 
employment, etc. 
 
Parent Participation 

Parents are highly encouraged to volunteer anytime the center is open.  However, volunteering by 
parents is not required for a child to attend.  Some ways parents can choose to participate are: 
 

● Working at home with your child. 
● Participating in home visits, parent teacher conferences, playgroups, or workshops. 
● Planning, developing and attending parent activities including Smart Connections. 
● In the governance of the classroom and program by: 

o Attending and supporting monthly Family Focus events. 
o Serving as an elected member of the Policy Council. 
o Attending the School Readiness Committee or the Great Start Parent Coalition. 

 
Trauma Smart: Smart Connections 

Smart Connections is our research-based parenting curriculum.  Staff will send parents information on 
upcoming Trauma Smart: Smart Connections workshops as they are scheduled throughout the year.  
Smart Connection may also be part of Family Focus events or individual home visits.  These events 
provide an opportunity for staff and families to have fun together and build new relationships. 

Policy Council 

The Policy Council is made up of parents and representatives of the community.  Parents from Family 
Focus are elected to serve as members of the Policy Council.  Elected representatives serve a one-year 
term, and no member may serve more than five terms. 
 
No CAA employees, or members of their immediate families, may serve on the Policy Council except 
parents who occasionally substitute for regular staff.   
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In the program, occasional is defined as a Policy Council parent who substitutes no more than once 
every three months. 

 
Policy Council meetings are held monthly, typically via Zoom.   
 
The direct functions of the Policy Council are to: 

1. Serve as a link to the Family Focus Meeting at the center level, grantee governing body, public 
and private organizations and the communities they serve.   

2. Assist in communicating with parents enrolled in the program options to ensure they 
understand their rights, responsibilities and opportunities in the program and encourage 
participation. 

3. Assist in planning, coordinating and organizing activities for parents with staff assistance and 
ensuring that funds set aside from program budgets are used to support parent activities. 

4. Assist in recruiting volunteer services from parents, community residents and community 
organizations and assist in the mobilization of community resources to meet identified needs. 

5. Establish and maintain procedures for working with the agency to resolve community 
complaints about the program. 
 

Importance of Male Role Models 

CAA Children’s Programming believes that every child benefits from a strong circle of caring adults – 
and that includes positive male role models. Whether it’s a father, grandfather, uncle, coach, mentor, 
or family friend, men play a vital role in a young child’s development. 

Children who have involved male figures in their lives show: 

● Higher self-confidence and emotional security 
●  Improved language development and early literacy skills 
●  Stronger social skills and fewer behavioral challenges 
● Higher school readiness and long-term academic success 

CAA Children’s Programs celebrates and enhances male involvement by: 

● Encouraging responsible fathering/male role modeling 
● Helping children and men relate and connect 
● Educating men about parenting 
● Providing resources specific to fathers and father figures 
● Creating opportunities for individual and group male involvement and leadership 

Male role models also help children see that nurturing, teaching, and caregiving are not limited by 
gender. When young children experience men reading to them, showing affection, or helping in the 
classroom, it broadens their understanding of what care and responsibility can look like. 
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We encourage and welcome male participation in all areas of our program – from classroom 
volunteering and parent meetings to special events and family focus events. We highly encourage 
fathers to join the Policy Council and provide a valuable male perspective. Whether you live with our 
child full-time, part-time, or serve as a supportive male figure in another way, your presence makes a 
difference.    

Volunteering In-Kind 

To operate, the program is required annually to generate 20% of its funding from volunteer hours and 
donations, which is called in-kind.  We rely on parents to help us meet this Federal grant requirement.  
Parents are asked to fill out kind sheets to document their time given to the program.  This can include 
time spent with your child during the week focusing on developmental learning activities, which are 
documented with your home visitor or teacher. 
 
Volunteer Requirements 

Volunteers are an important part of the program and parents are especially encouraged to volunteer.   
 
Parents can volunteer at the center in the following ways: 

o Help teachers with children in the classroom during group time, center time, outdoor 
time, mealtime, etc. to carry out daily activities. 

o Serve as additional adult supervising field trips. 
o Present cultural activities to children or share an interest or hobby. 
o Assist teachers with bulletin boards. 
o Assist teachers in preparation of classroom materials.  (i.e. clean toys, label items, 

organize classroom material, prepare classroom displays for teachers). 
o Read stories to children. 
o Assist with brushing teeth. 
o Clerical help. 

 
If you are interested in volunteering in one of these activities, please contact your teacher, family 
engagement specialist, or home visitor to complete a volunteer packet. 
 
Volunteer packets can be obtained from any program staff.  All clearances and paperwork must be 
completed and returned to the Volunteer Coordinator BEFORE anyone will be allowed to volunteer in a 
classroom on a regular basis. Volunteers are never left alone with children and are always under the 
supervision of a paid CAA staff member. 
 
To ensure a safe and healthy environment for children; staff, volunteers and parents who will regularly 
volunteer in the classroom must obtain TB clearance and provide a physical examination signed by a 
medical professional as required by childcare licensing.  
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Employment Opportunities 

Parents may, when qualified, be considered for employment in positions in the program.  Former and 
current parents are encouraged to apply for vacant positions.  Positions are listed on the agency 
website (www.caajlh.org) and posted at various centers. 
 

FAMILY SUPPORT SERVICES 

As part of the program, it is the responsibility of the program staff to support families in their growth 
and development.  The program serves as a link between families and the community.   

Program staff will: 

● Assist your family in obtaining health requirements for attendance and establishing a medical 
and dental home. 

● Support your family in setting and reaching goals, identifying strengths, and overcoming 
challenges. 

● Encourage you to volunteer in the program. 
● Support transportation to scheduled appointments when available to do so. 
● Help you in crisis or emergency situations – please call in times of crisis. 
● Help you obtain special services, such as helping families learn about nutrition, good health, 

appropriate childhood development, disabilities, and more. 
● Keep you informed of parent involvement, volunteer and employment opportunities at the 

agency. 
● Work with you to ensure good attendance. 

 
Community Resources 

● Jackson and Hillsdale counties are supported by 211. 211 is the free, easy to remember and 
confidential telephone number that links people with services they need.  Anytime of the day or 
night, trained professionals are ready to help. 

● Program staff will help you locate resources and provide confidential referrals to agencies 
providing services, such as food stamps, clothing, employment assistance, housing, mental 
health, domestic violence, substance abuse, counseling, etc. 

● CAA has numerous programs geared to assist families in becoming self-sufficient. 
 
Referrals 

Referrals requesting services for children and their families may come from program staff and/or other 
agency staff to other community agencies. CAA Children’s Programs must receive Release of 
Information authorization from parents/guardians before sharing any information with any outside 
community agencies.  All information is considered confidential.  Program staff will follow up with 
families concerning referrals. 

http://www.caajlh.org/
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