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Welcome to Adams County Head Start! 
 

 
Dear Parents and Guardians, 

 

On behalf of the staff of Adams County Head Start, I would like to welcome each of 

you to our program.  We are very honored and excited that you have chosen to enroll your 

child here with us.  Quality early childhood education helps to set the foundation for 

lifelong learning and school success.  It is our belief that working together with you is key 

to the success of your child, your family, and our program.  You are your child’s first and 

most important teachers! 

 

  There are many opportunities available to you, as a parent, to become involved in your 

child’s education, and with the Adams County Head Start program.  You will have the 

opportunity to set goals for your child and your family, to learn to be the best teacher for 

your child, and to meet Head Start staff and other parents.  Families are always invited into 

the classrooms, to Parent Committee Meetings, and other program events.  Please consider 

joining our governing body, Policy Council, to help make decisions for our program.   

 

Before your child begins attending Head Start classes, please take a few minutes to 

look through this handbook. This handbook will help you to become familiar with the 

program and to answer questions you may have regarding policies and procedures. Head 

Start staff will be happy to answer any questions you may have. Welcome to Adams County 

Head Start!  We hope to see you often! 

 

 

Sincerely, 

 

 

Jen Showers 

Executive Director 

Adams County Head Start 
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A.C.C.E.S.S., Inc. 

Adams County Head Start 

 

 

Mission Statement 

 

 

The Adams County Head Start program will provide an 

environment where low income children and their families are safe, 

enriched, and empowered.  Opportunities will be provided to children 

and their families to build self esteem, enhance strengths, stimulate 

creativity, and promote self sufficiency.  Together we can shape the 

future. 
Adopted by A.C.C.E.S.S., Inc. Board of Directors and Adams County Head Start Policy Council August 26 and September 13, 1998. 

 

 
In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its 

Agencies, offices, and employees, and institutions participating in or administering USDA programs are prohibited from discriminating based 

on race, color, national origin, sex, religious creed, disability, age, political beliefs, or reprisal or retaliation for prior civil rights activity in any 

program or activity conducted or funded by USDA. Persons with disabilities who require alternative means of communication for program 

information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they applied 

for benefits. Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 

877-8339. Additionally, program information may be made available in languages other than English. To file a program complaint of 

discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online at: 

http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter addressed to USDA and provide in the letter all 

of the information requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to 

USDA by: 

 

(1)  mail: U.S. Department of Agriculture Office of the Assistant Secretary for Civil Rights 1400 Independence Avenue, SW 

Washington, D.C. 20250-9410;  

 

(2)  fax: (202) 690-7442; or 

  

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

 

This institution is an equal opportunity provider. 

mailto:program.intake@usda.gov
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Management Staff of Adams County Head Start 
 

Please feel free to contact any member of management, at any time, with questions or concerns. 
 

Position Contact Information 

Jen Showers 

Executive Director 

337-1337 ext. 222 

jshowers@achsaccess.org 

Johnnie Shindledecker 

Health & Nutrition Coordinator/ 

Assistant Director 

337-1337 ext. 238 

jshindledecker@achsaccess.org 

Shannon Rennhack 

Controller 

 

337-1337 ext. 223 

srennhack@achsaccess.org 

Heather Hockensmith 

Education Coordinator/Mental Health & 

Disabilities Coordinator 
 

337-1337 ext .229 

hhockensmith@achsaccess.org 

Stacey Eshleman 

Education Coordinator/CLASS Mentor 

337-1337 ext.230 

seshelman@achsaccess.org 

Kayla Fake 

Family & Community Engagement 

Coordinator 

337-1337 ext. 228 

kfake@achsaccess.org 

Joe Nonemaker 

Transportation Supervisor 

337-1337 ext. 245 

jnonemaker@achsaccess.org 
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Attendance at Head Start 

 

 

 
 

Consistent attendance in the classroom is important to your child’s development and 

helps with their successful transition to Kindergarten. Children learn best when they 

attend school daily, arrive on time, and stay the whole day! The Head Start Program 

Performance Standards require that the program maintains at least 85% attendance. 

 

When your child is absent, you are required to send in a note to the teacher explaining 

the reason for the absence. If your child is recovering from a contagious illness, you 

may be required to send a note from their physician stating that the child is well and 

may return to school. Any absence of 3 consecutive days or more will require a 

doctor’s note before your child will be allowed back into the program. 

 

If your child is not able to attend Head Start, on any given day, whether due to illness, 

family situation, or another reason, please call your child’s teacher or family 

engagement worker. If we have not heard from you, and your child is not in school, 

your family engagement worker will attempt to contact you. If your child has been 

absent from school for four or more consecutive, unexcused absences, the program 

will initiate family support procedures. This may include home visits or other direct 

contact with the family, as well as a written Family Support Plan. Contacts and plans 

will emphasize the benefit of regular attendance while remaining sensitive to family 

circumstances. 

 

If absences continue after family support procedures have been in place, your child’s 

spot may be considered an enrollment vacancy, and will be filled with another child on 

the waiting list. This will be a last resort after all attempts to successfully execute the 

Family Support Plan have been made. The program will work with you to assist you 

and your child to attend Head Start daily.  
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Emergency Closing and Weather Related Information 

 
In the event of an emergency closing and/or inclement weather, parents/guardians will 

be notified of the closing, delay, or early dismissal by School Messenger, and local TV 

and radio stations.  Radio: WGTY 107.7,1320 WGET, 98.5FM The Peak.  

TV: WGAL-TV, News 8 or CBS 21. 

 

You will also receive a call from our School Messenger automated system, as long as you 

have a current, working telephone number registered with the central office. 

On all of these stations and sites, be sure you are looking for ADAMS COUNTY HEAD 

START. 
 

Pick Up and Drop Off Procedures 

 

Please keep in mind the hours of your child’s classroom. Children should not arrive before 

arrival time. It is very difficult for our teachers to prepare their materials for classes, 

breakfast and lessons when children arrive early. It is also vital that your child be picked up 

promptly at departure time. If a child is not picked up or delivered within one hour of the 

classroom departure time, Children and Youth Services will be contacted.  Parents who are 

consistently late in picking up their child may lose their Head Start services. 

 

We take the safety of each and every child in our care very seriously.  Children will not be 

released to any individual not on the emergency contact form.  Staff will also ask for photo 

identification before releasing a child to someone they have not previously met.  Any 

changes to the emergency contact form must be made in writing. 

 

The staff of Adams County Head Start will contact local police and/or the other custodial 

parent should a parent appear to the staff of Adams County Head Start to be under the 

influence of drugs and/or alcohol.  The parent’s right to immediate access does not permit 

the agency from denying a custodial parent to access their child, even if a parent is or 

appears to be impaired.  However, Adams County Head Start staff will delay the impaired 

parent as long as possible, while contacting the other parent, the local police, and Child 

Protective Services. 

 

Any other authorized person who attempts to pick-up a child, and appears to the staff of 

Adams County Head Start to be under the influence of drugs and/or alcohol will be denied 

access to the child.  The staff of ACHS will contact the child’s parents, local police, and 

Child Protective Services to notify them of the situation. 
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Guidelines for Illness at School 

 

To ensure the health and wellness of the children and staff in the program, we ask you to 

abide by the following guidelines while caring for your ill child. 

 

Your child must be free of any and all of the following symptoms for at least 24 hours prior 

to arriving at school: 

· Fever of 100.5 degree or higher with behavior changes 

· Diarrhea (exceeds 2 or more stools than normal) 

· Vomiting (2 or more times/24 hours) 

· Rash with fever or behavioral changes 

· Blood in the stool 

 

With a diagnosis of any of the following, the parent/guardian must show proof of treatment 

24 hours prior to the child returning to Head Start: 

· Scabies (until after the first treatment has begun) 

· Impetigo (must be covered with waterproof dressing) 

· Strep Throat 

· Ringworm 

· Head Lice or Nits (until after first treatment) 

 

If your child is diagnosed with any of the following they may not return to Head Start until a 

doctor determines that they are no longer contagious: 

· Chicken Pox (until all lesions have dried or crusted) 

· Measles 

· Mumps 

· Rubella 

· Pertussis 

· Hepatitis A 

   

Temporary exclusion is recommended when your child is not feeling well for any 

reason and is not able to participate comfortably in activities as determined by staff 

members of Adams County Head Start, or if the illness results in a greater need for 

care than staff members determine they can provide without compromising their 

ability to care for other children. These guidelines have been developed in conjunction 

with the American Academy of Pediatrics Guidelines for Preschool and exist for the safety 

of all the Head Start children and staff. If you have any questions please call the Health & 

Nutrition Coordinator at 337-1337 or 1-877-777-1550, ext. 238. 
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Absence Notes 

Please feel free to copy.  It is very important to send a note to school with your child each 

and every time they are absent.

Date_____________________ 

 

My child______________________________ 

 

Was absent on ________________________because 

 

_________________________________________ 

 

________________________________________ 

 

 

Parent Signature 

 

____________________________ 

                                 

                                         

Date_____________________ 

 

My child______________________________ 

 

Was absent on ________________________because 

 

_________________________________________ 

 

________________________________________ 

 

 

Parent Signature 

 

____________________________ 

 

                                              

Date_____________________ 

 

My child______________________________ 

 

Was absent on ________________________because 

 

_________________________________________ 

 

________________________________________ 

 

 

Parent Signature 

 

____________________________ 

Date_____________________ 

 

My child______________________________ 

 

Was absent on ________________________because 

 

_________________________________________ 

 

________________________________________ 

 

 

Parent Signature 

 

____________________________ 
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Adams County Head Start Lice Policy 
 

When a staff member suspects a child is infested with head lice, the following procedures 

should be followed: 

 

1. The child should be restricted from activities involving close contact (i.e., 

hugging) or sharing personal items (i.e., hats, clothing) with other children. 

2. The parent must be verbally contacted. Immediate removal of the child is 

unnecessary.  If a child has lice, they probably have been infested for weeks 

and prompt removal of the child could lead to embarrassment.  The child can be 

sent home at the end of the day.  The child should be allowed to ride the bus 

home.  Transmission via school bus seats is not likely because of the biology of 

head lice. 

3. Determine if the parent needs the necessary treatment supplies (i.e., shampoo, 

shower cap, wooden dowel, and comb). Provide lice packet if needed. 

4. If supplies are not needed, provide information to the parent on “Freedom From 

Head Lice”. 

5. At the end of the day, the classroom team (nutrition aide, asst. teacher and head 

teacher, must clean the classroom as follows: 

 Vacuum all floors, rugs, pillows, carpet squares and upholstered 

furniture. There is no need to discard the vacuum bag after cleaning 

unless it is full. 

 Play clothing, linens, art smocks, stuffed animals, and cloth toys used by 

infested child within 2 days before lice should be washed in hot water, or 

machine dried at the highest setting for at least 30 minutes. 

 Spraying or fogging the classroom with insecticides is NOT AN 

OPTION. 

 Shared headphones, helmets or any other head gear should be cleaned 

and disinfected with Lysol or rubbing alcohol before being used by other 

people. 
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Confidentiality Requirements 

 
Within Adams County Head Start, confidential and sensitive information will only 

be shared with employees of Adams County Head Start who have a “need to know” 

in order to most appropriately and safely care for your child.  Confidential and 

sensitive information about staff, other parents and/or children will not be shared 

with parents, as Adams County Head Start strives to protect the privacy of all.  

Confidential information includes, but is not limited to: 

 Names 

 Addresses 

 Phone numbers 

 Disability information 

 Health status or health related information. 

Outside of Adams County Head Start, confidential and sensitive information about a 

child will only be shared when the parent/guardian of the child has given express 

written consent, except where otherwise provided for by law.  Parents will be 

provided with a Release of Information form detailing the information to be shared 

outside of Adams County Head Start, persons with whom the information will be 

shared, and the reason for sharing the information. 

 

You may observe children in our program who are disabled or who exhibit behavior 

that may appear inappropriate (i.e. biting, hitting, and spitting).  You may be 

curious or concerned about the other child.  Our Confidentiality Policy protects 

every child’s privacy.  Employees of Adams County Head Start are strictly 

prohibited from discussing anything about another child with you. 
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Parent’s Right to Immediate Access 
 

 

Parents/Guardians of a child in our care are entitled to immediate access, without 

prior notice, to their child whenever they are in our care at Adams County Head 

Start, as provided by law. 

 

 
 

Court Orders 

 

In cases where the child is the subject of a court order (custody order, restraining 

order, protection from abuse order), Adams County Head Start must be provided 

with a copy of the most recent order and all amendments.  The orders of the court 

will be strictly followed. 

 

In the absence of a court order on file with Adams County Head Start, both parents 

will be given equal access to their child, as stipulated by law.  Adams County Head 

Start can not, without a court order, limit the access of one parent by request of the 

other parent, regardless of the reason.  If a situation arises where one parent does 

not want the other parent to have access to their child, Adams County Head Start 

suggests that the parent keep the child with them until a court order is issued. 

 

If conflicting court orders are presented, the most recently dated court order will be 

followed. 

 

Once presented with a court order, Adams County Head Start is obligated to follow 

the order for the entire period it is in effect.  Employees of Adams County Head 

Start can not, at the request of anyone, except the issuing judge, allow an order to be 

violated.   
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Mandated Reporting of Suspected Child Abuse and/or Neglect 
 

Under the Child Protective Services Act, mandated reporters are required to report 

any suspicion of abuse or neglect to the appropriate authorities.  The employees 

of Adams County Head Start are considered mandated reporters under this law.  

The employees of Adams County Head Start are not required to discuss their 

suspicions with parents prior to reporting the matter to the appropriate authorities, 

nor are they required to investigate the cause of any suspicious marks, behavior, or 

condition prior to making a report.  Under the Act, mandated reporters can be 

held criminally responsible if they fail to report suspected abuse or neglect.  We 

at Adams County Head Start take this responsibility very seriously and will report 

all suspicions of abuse or neglect. Your child’s health and safety is our main 

concern. 

 

Causes for reporting suspected child abuse or neglect include, but are not limited 

to: 

 Unusual bruising, marks, or cuts on the child’s body 

 Severe verbal reprimands 

 Improper clothing relating to size, cleanliness, season 

 Transporting a child without appropriate child restraints (car seats, seat belts, 

etc) 

 Dropping off or picking up a child while under the influence of illegal drugs 

or alcohol 

 Leaving a child unattended for any amount of time 

 Failure to attend to the health and medical needs of a child 

 Failure to attend to the special needs of a disabled child 

Sometimes parents face temporary or long-term situations in life that make it 

difficult to meet the physical or emotional needs of a child.  If you face such a 

situation, we encourage you to ask for help.  Our staff can assist you in finding 

community resources that can provide the help you need.  Some of these 

resources are available 24 hours a day, such as: 

 

 Adams County Children and Youth Services- 337-0110 or 334-8101 

 Crisis Intervention- Gettysburg- 334-9111 or Hanover- 632-4900 

 Childline (Child Abuse Hotline) – 1-800-932-0313 
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Parent Code of Conduct 

 

Adams County Head Start requires parents/guardians of enrolled children, at all 

times, to behave in a manner consistent with the program Standards of Conduct.  

Parents/guardians represent Adams County Head Start in several ways, including 

volunteering in the classroom, attendance at Policy Council, Parent Committee 

Meetings, conferences and trainings, and Head Start activities.  

Parents/guardians who violate the Parent Code of Conduct may not be 

permitted on agency property thereafter.  

 

1. Confidentiality must be maintained at all times, for all persons associated 

with the program. 

2. No parent or adult is permitted to curse or use other inappropriate language 

on agency property at any time. 

3. Smoking is prohibited on all agency property, including in the building, on 

the grounds, or in the parking lots.  

4. Threatening of employees, children, other parents or adults is not permitted. 

All threats will be reported to the appropriate authorities. 

Please follow the Community Complaint procedures for any issues. 

5. Physical or verbal punishment of your child or other children is not 

permitted. Parents are always welcome to discuss a behavior issue with the 

teacher and to seek advice and guidance regarding appropriate and effective 

disciplinary procedures. All discipline is the responsibility of the classroom 

teachers while children are in the care of Adams County Head Start. 

6. All fire, evacuation, and safety procedures of Adams County Head Start 

must be followed at all times while in program facilities. 

7. Parents/guardians and employees of Adams County Head Start must 

maintain a professional relationship in and out of the classroom.  

Employees are not permitted to babysit for children enrolled in Adams 

County Head Start, whether paid or unpaid. 

8. Appropriate dress is required for a child-centered environment.  The 

following items are not permitted: offensive articles of clothing, such as 

slogans promoting the use of drugs or alcohol, profanity, violence, or sexual 

innuendo; tube, halter, or crop tops; short skirts/shorts shorter than 
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mid-thigh; clothing or accessories that compromise the health and safety of 

employees or children. 

9. Cell phones and cameras are not permitted inside the classroom.  Many 

parents/guardians do not give permission for their child to be photographed.  

We feel strongly that we must protect the privacy of all children/families 

enrolled in the Adams County Head Start program.   

Parents/guardians who violate the Parent Code of Conduct may not be 

permitted on agency property thereafter. 

 

 

 

Weapons/Firearms 

At no time is any person permitted to carry any type of firearm, ammunitions, 

and/or weapons on agency property, for any reason. Violation of this policy will 

result in immediate dismissal from the program. 

 

 

Toys From Home 

Due to the risk of damage, sharing issues, and loss, children are not permitted to 

bring in toys from home, unless specifically requested by the classroom teachers 

for use as part of the curriculum. 

 

 

Outside Food/Drinks 

Due to allergies, proper food handling, and an emphasis on healthy eating, NO 

OUTSIDE FOOD, is permitted to be brought into the classroom. Our nutrition 

staff prepare ample and healthy options for breakfast and lunch. If you are looking 

to celebrate your child’s birthday and would like to send something in, stickers or 

small toys are appropriate. No candy or treats will be accepted for any reason! 
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Adams County Head Start Community Complaint Procedure 

 
The following is a set of procedures for addressing and resolving complaints about 

the Head Start program from parents/guardians and members of the community. 

These procedures are based on Head Start guidelines described in the Head Start 

Performance Standards. 

 

Operating Procedures- Community members with a complaint about the Adams 

County Head Start Program may express their concerns in two ways. 

1.  Contacting the teacher or staff directly concerned. This person needs 

to immediately contact management. 

2.  Contact Family Engagement Staff or the Head Start Director. 

 

Every effort should be made to resolve the complaint with the teacher or staff 

directly involved. If the problem cannot be resolved at that level, the community 

member may contact the Head Start Director. If the complaint cannot be resolved by 

the Director or Coordinators, a Grievance Committee will be formed of two 

members and an alternate each from Policy Council, Board of Directors, Head Start 

Director and Service Area Coordinator. This committee will be the final arbiter. 

All complaints will be addressed in a timely manner and will receive a written 

response in regard to their resolution. 

 

General Responsibility- Policy Council has general responsibility for establishing 

these procedures. 

 

Operating Responsibility- The Head Start Executive Director is directly 

responsible for carrying out these procedures consistent with the established 

procedure. 

 

Board Role- As defined by Head Start Performance Standards, the Board of 

Directors must be informed and consulted before any final decision is made during 

the operation for these procedures. 
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Parent Involvement 

 
Adams County Head Start recognizes that parents are the most important people in a 

child’s life. Children benefit more from the Head Start experience when parents are 

involved within the program and share their talents and ideas.  Many studies have 

shown that children do better in school when their parents are involved in their 

education.  Teachers and other staff always welcome your ideas and suggestions 

for improving the program. By becoming involved at Head Start, you show your 

child that learning and sharing are important.  

 

Parent involvement is important to Head Start in another way. Head Start must 

supply $.25 local share for every $1.00 of federal money we receive. This local 

share is called the “in-kind” contribution. The time you spend volunteering in 

any way for Head Start has a dollar value, and counts toward the in-kind 

contribution. That’s why it’s important that you sign the yellow volunteer sign-in 

sheet every time you help in the classroom or attend a meeting, a workshop, or a 

training event.   

 

Head Start is a program that works. Parent involvement is one reason for its 

success. Your involvement in Head Start is very valuable, both to your child and to 

the program as a whole. This handbook highlights some of the ways parents can 

become involved in Head Start. 
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Parent Committee 

 
All parents who have a child enrolled in a Head Start center are members of that 

classroom’s Parent Committee. 

 

The Parent Committee will meet every 6 weeks at a time convenient to the 

majority of parents. Meetings are usually held at the center. Parents will be notified 

of the Parent Committee activities through the newsletter and meeting notices that 

come home in your child’s backpack. Minutes of the previous meeting are usually 

included with the meeting notice. 

 

Here are just a few of the ways parents can help accomplish this by participating in 

the Parent Committee: 

 

* Elect a representative and at least one alternate to serve on Policy Council 

* Discuss parenting issues and other topics of interest 

  * Help to plan and carry out special classroom activities and activities for  

    parents 

* Make suggestions about how the program could be improved 

 

The Parent Committee needs the support of ALL center parents in order to 

function well. 
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Policy Council 
                                                    

Every Head Start Parent Committee elects one parent to represent their center on the 

Policy Council. These representatives serve along with several Community 

Representatives to help to develop, review, and recommend the actions and activities of 

the Adams County Head Start program. 

 
Policy Council members receive training in order to do their job well. The Policy 

Council year runs from October through the following September. The Council must 

meet eight times during the program year. Meetings are held as determined by the 

council, and child care is provided, when needed. 

 
A member of the Policy Council represents not only him/herself, but all the parents from 

their center. To represent them well, the Policy Council representative must be active in 

the Parent Committee, so that he or she will know and understand the views of the other 

parents, and be able to bring them before the Council. The representative must also be 

able to give an accurate report of Policy Council issues to the Center Committee for 

feedback. Information must travel both ways. 

 

Community Representatives bring special knowledge that can benefit the Head Start 

program. Community Representatives may include parents of former Head Start 

children, professionals from a variety of fields, business owners, community service 

agency employees, School District personnel, and others from the community who have 

an interest in the needs of children and families. 
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Volunteers and Substitutes 

 
Parents are always welcome in the Head Start classroom. Staff values your support and 

assistance. 

 

As a Volunteer in the classroom, you will be supervised by both of the teachers. Any person 

volunteering 5 hours or more will need to obtain their PA Child Abuse Clearance and the PA 

Criminal Record Check.  The volunteer may be an extra adult in the classroom. As a 

Substitute in the classroom, you are there to fill in for one of the teachers. A parent may 

become a paid substitute after volunteering in the classroom for 20 hours and attending the 

volunteer training conducted by the Education Coordinators.  The volunteer and the substitute 

will be asked to assist with the children in whatever they are doing.  

  

Volunteers and Substitutes will: 

Eat at a table with a group of children if they are in the classroom during mealtime. 

Go outside with the children and direct, supervise and interact with the children. 

Sit with the children during circle time and support the teacher leading the group. 

During center time, the teacher or assistant will direct the volunteer/substitute to a 

specific area to interact with and supervise the children in that area or she may direct 

the volunteer to roam around the room interacting with and supervising the children in 

several areas. 

Assist with directing the children and assure the children’s safety. 

Assist the children in cleaning up after an activity and following mealtime. 

 

Things to remember when volunteering or substituting in the classroom: 

Come dressed for anything.  You may be asked to assist the children with a messy 

activity. 

Foul language and yelling will not be permitted in the Head Start classroom. 

Hitting, grabbing and slapping will not be permitted in the Head Start classroom. 

You are a role model for the children. 

Follow the teacher/assistant’s instructions and let them know if you don’t understand 

what they are asking you to do, or if you need assistance or additional guidance. 

Allow the child to do things for themselves. 

Enjoy being in the Head Start classroom and recognize that you are making a 

difference in the lives of the children. 

 

It is very helpful for the classroom staff to know when a parent plans to come in to volunteer.  

Staff may plan special activities on days they know they will have extra adult help.  Please 

contact the staff to arrange convenient times to come in and volunteer so that several parents 

do not come in on the same day as this can be overwhelming for the children, especially in the 
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smaller classrooms.  If you have scheduled a time to come into the classroom and find that 

you need to cancel, please call the classroom staff to notify them.  

 

 

Education Services 

 

Here at Adams County Head Start, we use the Creative Curriculum for Preschool as our 

preschool curriculum. The Creative Curriculum for Preschool uses exploration and 

discovery as a way of learning. It enables children to develop confidence, creativity, and 

lifelong critical thinking skills. When you come in to one of our classrooms you will see 

children playing. Our classrooms are set up in many interest areas; blocks, dramatic 

play, art, science, math, computer, sand and water play, and library. Not only are they 

playing and having fun, they are learning many valuable skills including: 

 

 Physical Development- using large muscles while running, jumping, balancing, 

etc., as well as small muscles for drawing, cutting, and writing… 

 Social and Emotional Development- playing with others, solving problems, 

recognizing and managing feelings and emotions, taking on responsibilities, 

learning self-help skills, taking turns, following rules… 

 Cognitive Development- sorting and matching objects, counting, shapes, colors, 

problem solving, pretending… 

 Language and Literacy Development- understanding and following directions, 

asking and answering questions, listening to stories, learning letters and sounds… 

 
 

Parents/guardians are welcome and encouraged to join us in the classroom as often 

as you are able. Please come to share in meal times, read stories, paint at the easel, build 

with blocks, pretend in the dramatic play area, and/or share information about your 

culture, job, or interests with the children!   
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Sample Classroom Daily Schedule 

 

In your child’s classroom you will see a daily schedule posted specifically each 

classroom.   

 

    9:00-9:15      Arrival (greeting, attendance, calendar) 

 

9:15-9:45        Breakfast & Toothbrushing 

 

9:45-10:00       Concept Circle  

 

10:00-11:00         Work Stations & Free Choice 

 

11:00-11:15         Clean up/Transition Activity 

 

11:15-12:00         Large Motor (indoor or outdoor) 

 

12:00 -12:15        Story time  

 

12:15 -12:45        Lunch & Toothbrushing 

 

12:45 -1:00        Transition/Rest  

  

1:00-1:40            Free Choice  

 

1:40-1:50           Clean up/Transition 

 

1:50-2:00          Wrap up & prepare for departure 
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Home Visits and Parent Conferences 

 

The classroom teachers look forward to getting to know you and your family.  In order to 

provide the best education for your child a partnership between you, the parent and the 

classroom teachers is very important. Our staff values you, the parent, as your child’s first 

and most important teacher.   

 

The Education Staff will conduct two parent conferences and 2 home visits, with each 

family, throughout the year.  Conferences and home visits are a great opportunity for 

parents and teachers to talk about your child’s progress, accomplishments, and areas of 

need.  Together you will set goals for your child and learn strategies for helping them to 

meet these goals.   

 

 

Field Trips 

 

Field Trips may be planned by the classroom teachers in conjunction with the theme or 

topic for the week. Some of the local field trip destinations may be the post office, 

hospital, police station, grocery store, bakery, fire department, or a doctor’s office. 

 

Parents will be informed about these field trips in advance. 

 

Field Trips are for Head Start children, staff and scheduled volunteers. Due to space 

considerations, siblings are not permitted on Head Start buses. Parents may provide their 

own transportation and bring siblings on field trips. Parents are fully responsible for the 

safety and behavior of these children. Souvenirs and food may not be purchased for Head 

Start children while on field trips by parents, volunteers, staff or anyone else. 
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Safety Activities in the Classroom 

 

Each week a Safety Activity will be presented in the classroom. Within each month one 

activity related to the following areas will be covered. 

 

Fire Safety -Including the procedure for a fire drill, what to do if there is a fire in 

the home, hazards of fire (such as matches, campfires, and the stove), and 

the stop, drop, and roll procedure. The classroom teacher may plan a trip 

to the fire department and/or a visit with a fire fighter. 

 

Bus Safety- Including buckling up your seatbelt every time you ride in a 

vehicle, emergency evacuation from the school bus, sitting quietly while 

riding in a vehicle and safe ways to enter and exit the school bus. 

 

Pedestrian Safety- Including how and when to cross the street, walking in a 

parking lot, traffic signals, and walking with a group. 

 

Personal Safety- Including appropriate or “good” touches such as hugging, 

holding hands, kissing mom & dad goodbye verses inappropriate or “bad” 

touches related specifically to private parts of the body. The classroom 

teacher will discuss strangers and staying with an adult when going to the 

store. Additionally, the teacher will talk about keeping secrets and when 

to tell an adult. 
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Fire Drills and Emergency Evacuation Plans 

 
If an emergency situation occurs at the classroom and we are forced to evacuate the 

children, you will be notified as promptly as possible about what happened and where the 

children are taken. The children’s safety is first and foremost in all situations. 

 

 

 

 

Dress Code for your Child 

 
Because the children are actively involved in taking walks, running, climbing, jumping 

and active play indoors, we ask that your child wear the following: 

 
Sneakers or tennis shoes (Please NO sandals, flip flops, or slippery soled shoes)      

                   
Comfortable, seasonally appropriate clothing (Please note, children will be painting 

and playing in water and sand) 
 

Socks 
 

Jackets, coats, hats and mittens when necessary (The children will go outdoors most 

days, even in the winter) Temperatures above 25 and below 90 degrees is our general rule 

to follow for going outdoors.  

 

If jewelry is worn, we ask that it not be dangling, such as hoop earrings or long 

necklaces. 

 

Please send an extra set of clothing (marked with child’s name) to be kept in the 

classroom in case of accidents or spills). If clothing gets sent home, please replace it with 

another set. 
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Thank you for your cooperation!  Your child’s safety comes first! 

 

 

 

 

 

 

 

 

Disruptive Child Plan 

 

Adams County Head Start provides a safe and caring learning environment for all children 

in our program.  When a child’s behavior becomes continually disruptive to the group of 

children, a corrective behavior plan will be implemented.  Behaviors that will constitute 

such a plan include: 

 Biting, kicking, hitting, throwing objects, tossing furniture, destruction of 

classroom /child property, eloping (refusal to stay with the group), continual 

swearing, spitting, etc. 

When these behaviors occur, the teachers will notify the parent by completing an Incident 

Report, describing the inappropriate behavior.  The teacher will keep a copy of this report 

for their records.  If the behavior is hurtful to another child, an accident report will be sent 

to that child’s parents and a phone call will be made to the parent of the child inflicting the 

injury, i.e., bite.   

 

If the inappropriate behaviors persist, the teachers, classroom supervisor and parents will 

meet to discuss options for a behavior plan to be implemented. At that time, a referral for 

further evaluation may be recommended.   

 

If, after an agreed upon time, the plan is not successful in reducing the behavior or the 

family refuses not to follow the recommendations for further intervention, the following 

alternatives will be considered and may be implemented. 
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 The child may be permitted to attend class on a reduced number of hours. 

 The child may be moved to another classroom in the program. 

 Home-based Head Start services may be implemented 

 The child may be removed from the classroom until the parent agrees to seek 

services for intervention.   

 

When all of these options have been exhausted, the child may be removed from the Head 

Start classroom permanently.   

 

 

 

 

 

 

 

 

 

Accident/Incident Reports  

 

 

The purpose of an Accident Report is to inform parents when their child has been 

hurt/injured while participating in the Head Start Program.  A child’s health and safety 

are of the utmost importance to the parent, especially when the child is in the care of 

someone else.  Staff is encouraged to call parents when an accident has occurred in 

order to give you the opportunity to have your questions answered. 

 

You will receive an Accident Report form on your child: 

 

1.  Whenever a child bumps their head (this includes the face) regardless of how 

minor it may seem at the time. 

          2.  Whenever the child has a bump, bruise, cut, scrape or any other 

  mark from the accident. 

3.  Whenever any type of first aide including; an ice pack, band-aid, etc. are given. 

 

The purpose of an Incident Report is to inform parents, the Family & Community 

Engagement Coordinator and her staff, the Education Coordinators and if necessary, the 

Health and Nutrition Coordinator, of behavior problems/concerns a child has exhibited 

while in the Head Start Program.  If more than one child is involved, a separate 

Incident Report form must be completed for each child. 
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You will receive an Incident Report form on your child: 

 

1.  Whenever your child bites, kicks, hits or harms himself, another child or an 

adult. 

2.  Whenever your child willfully destroys classroom property. 

3.  Whenever your child continually swears. 

4.  Whenever your child refuses to stay in the classroom, or with the group outside, 

putting their safety in jeopardy. 

 

Please do not hesitate to call your child’s teacher if you receive an Accident/Incident 

Report and have any questions or concerns. Your child’s safety and well-being is of 

utmost important to the Head Start staff. 

 

 

 

 

 

Mental Health Services 

 

Adams County Head Start firmly believes that the social-emotional well-being and mental 

health of each child and family, is critical to lifelong success in education and in life.  

Staff will work with families to address concerns in the areas of social-emotional 

development, behavioral concerns, and mental health.  Head Start staff will ask for 

information from the family regarding observations, concerns, and information about your 

child’s mental health.  We will share classroom observations, appropriate responses to 

behaviors, and ways to strengthen nurturing, supportive environments and relationships in 

the home and at school.   

 

Each classroom is visited at least once per program year by a Mental Health Consultant.  

This consultant observes the classroom environment, classroom management, and 

interactions between teachers, between children, and between children and teachers.  

Additionally the Mental Health Consultant will talk with the classroom teachers about 

concerns regarding children’s behavior, interactions, and mental health.  With 

parent/guardian permission, the consultant can observe and work with individual children 

and parents, in the classroom and/or in the home.  Occasionally, children and/or families 

require the services of outside mental health providers.  Staff can facilitate a referral to 

these agencies for evaluation and treatment if necessary. 

 

If you have any questions regarding the mental health of your child or a family member, 
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you may talk to your child’s teacher or family engagement worker, or the Mental Health 

Coordinator. The Mental Health Coordinator can be reached at 337-1337 ext 229. There is 

also a resource guide included in this handbook with a listing of community resources. 

 
 

 

 
 

 

 

 

 

Disability Services 

 

Adams County Head Start enrolls and actively recruits children with disabilities.  In 

accordance with the Americans with Disabilities Act (ADA) and the Individual 

Disabilities Education Act (IDEA), accommodations are made to facilitate the 

participation of children with disabilities and their families.  To learn more about the 

ADA and IDEA, you may visit www.nichcy.org.   

 

Adams County Head Start has a Letter of Agreement with Lincoln Intermediate Unit #12 

in New Oxford to provide for the needs of children between 3 and 5 years of age with 

identified or suspected disabilities.  In collaboration with the LIU #12 and a child’s 

parent/guardian, Head Start staff work to screen children for possible delays, create and 

implement provisions on a child’s Individualized Education Plan (IEP), offer support and 

training, and help with the child’s transition from one program to another.  Services may 

include:  inclusion services, speech/language therapy, physical therapy, occupational 

therapy, hearing services, and/or vision services.  When deemed appropriate, many of 

these services are provided in the Head Start classroom during regular classroom time.   

 

If you have concerns regarding your child, and would like to have them evaluated, you can 

contact the Disabilities Coordinator, classroom teacher, family engagement worker, or the 

LIU #12 for more information. 

 

http://www.nichcy.org/
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 Lincoln Intermediate Unit #12       717-624-4616 or 1-888-669-7735 

 Disabilities Coordinator      717-337-1337 ext. 229 

 Family Services      717-337-1337 
 

 

 
 

 

 

 

 

 

 

Family Services 

 

Adams County Head Start recognizes that the family is a child’s first and most important 

teacher for life. Adams County Head Start also recognizes that all families are unique and 

have good and bad times.  Sometimes overwhelming problems arise that make it very 

difficult for parents to meet the needs of their family.  Head Start offers Family Services 

to assist families in meeting their needs.  

 

Family Engagement staff is available for support, transportation to appointments for 

children, and information about community resources that can help families deal with 

difficult situations.  When appropriate, Family Engagement staff will make referrals to 

community agencies, emergency assistance, and crisis intervention resources.  Contact 

your Family Engagement Worker if you have any questions, needs, or concerns. 

 

 

Family Partnership Agreement 

 

Early in the program year, a Head Start Family Engagement Worker will contact you to 

arrange a Family Service Home Visit. These Family Service home visits are in addition to 

the home visits you will have with your child’s teachers. Family Engagement Workers are 

Head Start staff members who work with families to help them identify their goals and 

strengths, and to help families connect with any needed services or supports.  



ACHS Parent Handbook 2016 Page 30 
 

 

Working with your Family Engagement Worker, you will have the opportunity to develop 

a Family Partnership Agreement.  This is a written plan between your family and Head 

Start.  It describes your family’s hopes and goals, and suggests a plan for achieving them.  

The Family Engagement Worker will work with your family to follow up on this plan 

through additional home visits and possible referrals to other agencies.   

 

In addition, throughout the year Head Start will offer a variety of educational activities 

and training workshops for parents.  These events will address the expressed interests and 

goals of our Head Start families. 

 

 

 

 
 
 
 

 

Health Services 
 

Health services are an important part of the Head Start program.  Your family deserves 

the best health care services available.  If they do not feel well, children cannot grow to 

their full potential physically, mentally, or emotionally. 

 

Head Start requires a physical exam, hemoglobin and lead level report, and 

immunizations for all children enrolling in the program.  Early in the program year, 

Head Start conducts dental, vision, and hearing screens.  You will be notified if further 

treatment is needed for your child’s teeth, sight or hearing.  Discovering and treating 

problems early is important in preventing even greater problems later on.    

 

Our Health and Nutrition Coordinator will provide information to help you find a health 

care provider if you do not have one.  She will also help to ensure that your child’s 

immunizations are up-to-date.  During the year, the Health and Nutrition Coordinator 

will weigh and measure each child several times to be sure that growth is progressing 

normally.  Your child’s nutrition assessment will also be reviewed to determine if there 

are any health-related nutritional needs. 

 

Throughout the program year, Head Start will offer opportunities for parents to learn 

about health and safety topics such as First Aid and CPR, Nutrition, Dental Health, 
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Common Childhood Illnesses, Safe Food Handling, etc.  Watch your newsletter for 

details.  If you would like information on a particular health topic, please let the Health 

and Nutrition Coordinator know. She can be reached at 337-1337 ext 238. 
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Ways to Prepare your Child for Health Screenings 

 

Many children experience some anxiety before and after having any sort of health related 

screening.  Some procedures such as measuring height and weight are painless.  Others 

may cause slight pain. 

 

 Use a doll or teddy bear to show your young child how the nurse will measure 

height and weight. 

 Be honest; tell your child what is going to happen without a lot of details. If 

they ask if it will hurt, let them know they will feel a little pinch. 

 Lead screening and hemoglobin, or iron level screenings require blood be taken 

from your child. Some children worry that we might take all of their blood.  

You can assure your child that only an amount the size of a pea will be taken 

for testing. Explain that their finger will be pinched and it will be over before 

they know it. 

 Never associate punishment with health screenings. Reassure your child that all 

of these things help you to keep them healthy.  If you have questions about 

preparing your child, please call the Health & Nutrition Coordinator @ 

337-1337, ext. 238. 

 
Ways to Prepare your Child for the Dental Center 

 

Talk to your child about taking care of their teeth and explain that the dentist is someone 

who helps us do that. 

 Read books to your child about going to the dentist. There are many available at 

your local library. 

 Talk to your children about the visit. Ask them how they are feeling about it. 

 Many adults have not had positive experiences at the dentist; do not share these 

experiences with your child. Telling them about the drill, needles and pulling 

teeth won’t be helpful. 

 Do use positive words such as counting teeth, tickle your teeth or take pictures 

of your teeth. As always, we welcome and encourage you to participate in any 

or all of your child’s health or dental screenings at Adams County Head Start. 
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Medication Administration Procedure 

 

Head Start staff may administer medication when all of the following conditions have been 

met. Substitutes and volunteers may NOT administer any medication to the children. Adams 

County Head Start strongly recommends that medications be given to children at home, when 

possible. 

 

1. NO prescription or non-prescription medication will be administered by Head Start 

staff, without written instructions from a physician. These instructions must include:  

child’s name, medication name, dosage, when to administer, and any other specific 

instructions related to the medication. 

2. Parents must also give signed permission for Head Start staff to administer any and all 

medications.   

3. Parents must inform Head Start staff if their child has any allergies to bees, nuts, foods, 

etc. Medication for such allergies must have a written note from the doctor and parent, 

in order for staff to administer medication. The parent/guardian must bring the 

medication and the written instructions from the physician, to the classroom and give 

directly to the teaching staff. If extenuating circumstances prevent the parent/guardian 

from coming to the classroom, this information may be given to the bus driver who 

will lock up medication. The bus driver will give medication and instructions directly 

to classroom teachers. 

4. A Medication Log for each child will be maintained by the classroom staff. This log 

will be reviewed during home visits and parent conferences and will be signed by the 

parent/guardian. 
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Nutrition Services  

 

A healthy, well- balanced meal is an essential part of your child’s demanding health 

needs. Adams County Head Start’s Nutrition Department is proud to prepare and serve 

your child a menu with a wide variety of low-fat, no added sodium, low-sugar foods. Our 

menu has been approved by the ACHS Health Services Advisory Committee.  Members 

of this committee include but not limited to, a local pediatrician, WIC and a Wellspan 

Registered Dietician. 

 

Each child will be served breakfast and lunch in their classroom.  

Teachers, children and volunteers will enjoy each meal together family 

dining style. During meals the children can practice setting the table and 

self-help skills such as pouring and serving. They will also have 

conversations with their friends and teachers during the meal on a variety 

of topics. All foods served are required to be on your child’s plate. Your 

child will be encouraged to try all of the foods but they will never be forced to do so. Food 

will never be used as a punishment or a reward. 

 

If your child has a food allergy or requires a special diet we are required to have a 

written statement from your child’s physician. 

 

Adams County Head Start appreciates and encourages family participation! Here are 

some ways that you can participate in the Nutrition Department: 

 

 Join our team as either a Nutrition Aide or a Substitute Nutrition Aide! 

 Be a member of our Health Services Advisory Committee! We meet in the Winter. 

 Meet your child’s friends by dining with them for breakfast or lunch. 

 Share a family recipe that your child’s teacher may prepare as part of a nutrition 

activity. 

 

You will find our monthly menu on the back of your child’s classroom newsletter. You 

will also find recipes and helpful nutritional guidance in our monthly newsletter article.  

In an effort to keep our children with food allergies safe, there is to be no food of any 

kind brought in from outside the Adams County Head Start Central Kitchen. 

 

If you are interested in participation or have questions for the Health and Nutrition 

Coordinator, please call 337-1337, ext. 238. 
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Transportation Services 
 

Adams County Head Start provides transportation to children who can be picked up and dropped 

off at a location that allows us to maintain a one-hour limit on our bus runs. Parents will be 

asked to transport their own children to a center, if the family lives or receives child care outside 

the bus routes. Our drivers all have the required Commercial Driver’s License (CDL) for school 

buses and proper endorsements to operate school buses in PA. Drivers receive random drug tests 

as required by law and ongoing training in safety and procedures that will ensure that their skills 

are up-to-date.   

 

If you are interested in receiving training to become a substitute bus driver, call our 

Transportation Supervisor at the Head Start office. 337-1337, ext 245. 

 

 

School Bus Safety Tips 

 
1.   Make sure all drawstrings, ties, straps and scarves are removed or shortened so that 

they do not catch in the bus doors or on railings. 

2.   Follow pedestrian safety rules.  Use sidewalks when available and cross at corners 

and crosswalks. 

3.   When boarding or exiting the bus, stay single file and hold onto the handrail.  Stay 

out of the DANGER ZONE. 

4. First, walk 10 feet out beyond the front of the bus and make sure the driver can see 

you. 

5.   Remember to always look left, right, and left again before crossing and continue to 

scan the road for traffic. 

6.   Never run back to the bus, even if you have dropped or forgotten something. 

7.   Know where emergency exits are located. 

8.   Parents must ensure that their children know and practice school bus safety. 

9.  Children need to talk quietly while on the bus.  
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Transportation Procedures 

 

1. Head Start provides transportation to some classrooms as a courtesy. Transportation is 

not a Head Start requirement. For classes that receive bus transportation, there may be 

times when parents/guardians will be required to provide transportation. 

2. You must provide the Transportation Office with the correct pick-up and drop-off 

addresses. You must also keep all contact information current 

with the office, including: addresses, telephone numbers, first 

and last names of any adult who is permitted to put your child 

on and off the school bus. If a person who is not on the contact 

form is at the bus stop, the bus driver will not release your child.   

3. Children who are unable to be delivered to an authorized adult will be taken back to 

the classroom, or to the central office in Gettysburg. If the child is not picked up at 

either location within an hour of class ending, Children and Youth Services will be 

contacted. 

4. It is the responsibility of the parent/guardian to provide Adams County Head Start with 

any changes to pick-up or drop-off location, at least 3 days in advance. There are not 

guarantees that requested changes will be able to be accommodated.   

5. Please have your child ready and waiting for the bus at least 10 minutes before the 

scheduled arrival time in the morning. If your child is not ready on time, the bus will 

move on without them. 

6. If your child does not need bus service on any given day, you are required to inform 

the Transportation Office. If your child has not been on the bus for 3 consecutive days, 

and you have not contacted us, the bus will not stop for your child until you call the 

Transportation Office (337-1337, ext 245). 

7. No food, drinks, candy, gum, or toys are permitted on the bus. 

8. If your child needs to be given medication throughout the day while attending Head 

Start, notify the bus driver. The bus driver will allow you to put and retrieve the 

medication in the locked box on the bus. 

9. If you would like to ride the bus to or from your child’s Head Start classroom, please 

call the Transportation Office ahead of time. Allowing extra riders on the bus is based 

on available space. 

10. The bus drivers are in charge of the bus. The bus drivers have the right to adjust 

seating arrangements as necessary. Any infraction of safe bus riding will be 

documented in writing to the parent. 
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Activities at Home 

 

Many times parents ask what they can do at home to help their child succeed in school.  

The best thing you can do is to take time to play with your child, read books together and 

talk as you go about your normal, everyday household chores. 

 

You are your child’s first and most important teacher.  The way you talk with your child 

makes a big difference in how your child thinks, feels and the kind of person your child 

will become.  If we can work together and do some of the same things at school and at 

home, your child will benefit in many ways. 

 

Ways to prepare your child to read and write: 

 Read books together 

 Talk about the books you read 

 Sing songs together 

 Encourage your child to draw or color on blank paper 

 Allow your child to use child safe scissors to cut paper  

 Notice letters, words and numbers on labels, street signs 

 Make sure your child sees you reading and writing; this affirms that 

reading and writing are important 

 

Ways to reinforce math concepts and learning: 

 Allow your child to set the table                                                             

 Encourage your child to help you put groceries away 

 Encourage him to sort and fold clothes 

 Prepare meals together 

           

 Ways to enhance social skills (what people do) and science (the natural world):             

 Observe things carefully 

 Predict what will happen next 

 Take a walk together and collect leaves, talk about what you see 

 Pretend to be a mail carrier, a cashier at the grocery store, a waitress or the 

doctor 

 Talk about and act out what those community workers do and how they help us 

 Most importantly, encourage your child to ask questions (Who, what, where, 

why?) 
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Ways to promote safety and health: 

 Teach your child to say their first and last name 

 Wash your hands before you eat and after using the toilet, encourage your 

child to do the same 

 Cover your mouth and nose when you cough and sneeze, teach your children 

to do the same 

 Make sure your child goes to the Doctor for routine physicals and 

immunizations 

 

Children really love to read as long as they are interested in what is being read. Here are 

some author suggestions that Adams County Head Start have found are classroom hits:  

 Eric Carle 

 Tomie DePaola 

 Bill Martin, Jr.                                           

 Robert Munch 

 Laura Numeroff 

 Maurice Sendak 

 Dr. Seuss 

 Mo Willems 

 Jan Brett   

 

There are so many more to mention. Please ask your child’s classroom teacher if you 

want more suggestions. 
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Importance of Having Copies of Legal Documents 

 

It is very important to know where your important documents are at all times. We suggest 

keeping the original documents in a security deposit box at the bank or a fireproof safe. It is 

also a good idea to keep copies of these documents in the back of this binder for 

kindergarten. 

 

Examples of important documents are: 

· Birth Certificate 

· Physical/Doctor Record 

· Immunization Record        

· Social Security Card  

· Protection from abuse orders (PFA) 

· Custody Court Orders 

· Child Support Court Orders 

 

If you are affected by a Court Order, it is very important that you share this information with 

us. It is also important that Adams County Head Start has a copy of the Order. We must 

have a copy of these Court Orders or we cannot enforce them.  It is also important to 

let us know when these documents are updated and/or no longer valid. 

 

 

 
You are Responsible to Notify Us of Changes 

 

It is VERY important for you to notify us of any changes in your emergency contact 

information.  If your child becomes sick or injured in school we must be able to notify you.  

We need changes in your work information, new addresses, new phone numbers and 

disconnected phone numbers.  Also, if you need someone to pick up your child, we need their 

name, address and phone number ahead of time.  Any changes must be in writing with the date 

and your signature.  It is your responsibility to let us know. 

 

 

 

 

 

 



 

 


