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2020 – 2021 CALENDER 

Agency Holidays 

    
The Center will be CLOSED for the following holidays: 

 

Labor Day    September 7, 2020 

Thanksgiving    November 26 & 27, 2020 

Christmas    December 21-31, 2020 

New Year’s Day   January 1, 2021 

   Dr. Martin Luther King  January 20, 2021  

Lundi Gras    February 17, 2021 

Mardi Gras    February 18, 2021 

Good Friday    April 2, 2021 

Memorial Day    May 31, 2021  

 

***Dates are subject to change. If a change occurs, you will be notified.  Please sign for and read the parent 

newsletter. 

 

PROFESSIONAL DEVELOPMENT DAYS 

 

 
    September 18, 2020   February 19, 2021 

 

    October 16, 2020              March 19, 2021 

 

    November 20, 2020              April 16, 2021 

 

     December 18, 2020              May 21, 2021 

 

     January 15, 2021              June 18, 2021 
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Kingsley House is excited to welcome you all back for the 2020 - 2021 school year! With the introduction 

of COVID-19 back in March, 2020, we have been actively working to ensure a safe start of the school year 

for all children and staff. Below, you will find enhanced procedures as well as specific changes to the way 

we do things now. Due to today's current situation, all rules and regulations are subject to change with or 

without notice. Due to today's current situation, we have the right to move forward with full virtual services, 

if necessary. 

 
Enhanced Safety and Sanitation Procedures 

Kingsley House has been closely following the Center for Disease Control and Prevention guidance on 

preventing the spread of COVID-19. Because our top priority is ensuring the safety of all who enter the 

campus of Kingsley House, we have:  

 Ensured a thorough cleaning for all campuses to include certified disinfectant and sanitization 

products.  

 We have implemented a regular schedule of cleaning throughout the day in classrooms and any high 

touch surface areas around the campus.  

 Any toys within the classroom that cannot be washed or sanitized often, have been removed.  

 Installed hand sanitizing stations throughout each building.  

 Updated all agency policies to ensure that we are taking every safety precaution to ensure a safe 

return.  

 All staff will be screened on a daily basis prior to entering any Kingsley House facility.  

 Each staff member will be provided personal protective equipment (PPE) and masks on a daily 

basis.  

 Staff members will be required to wear the mask while on campus.  

 All students, ages three (3) and up will receive a mask to wear on a daily basis.  

 Head Start children will be placed in smaller group sizes to ensure the required six (6) feet physical 

distancing.  

 All children, including Head Start, will eat breakfast and lunch in their respective classrooms to 

minimize exposure.  

 Visitors will not be allowed on any Kingsley House campus without a prior appointment. 

 

Arrival and Pick Up Changes 

In an effort to ensure the safety of all, no one other than staff will be allowed to enter any Kingsley House 

facility.  

 To ensure that everyone maintains the required physical distancing, classrooms will be assigned 

drop off times starting at 8:00 am and pick up times beginning at 2:00 pm. We ask that you make 

every effort to arrive during your assigned time slot.  

 If you arrive to pick up your child outside of your assigned time, please call the front desk when 

you are within a five (5) mile radius of the school so that someone can retrieve your child from 

his/her classroom.  

 At each campus, there will be ‘X’ marks on the sidewalk to ensure that everyone maintains six (6) 

feet physical distancing.  

 We ask that you only bring children who are enrolled in a Kingsley House program during drop off 

and/or pick up unless it’s an infant who can be held.  

 

Taylor Campus Instructions:  If your child is located on the Taylor campus, we ask that you use  

    Richard Street to park your vehicle and walk up to a designated area on  

    the Taylor campus.  
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Main Campus Instructions: If your child’s classroom is located on Main campus, we ask that you use 

    Felicity/Constance as your route to school. Please park your vehicle on  

    Felicity or Constance Street and walk up to the designated area.  

Arrival:  

 Prior to morning arrival, each family will need to access the screener using the following link: 

https://form.jotform.com/201615087177153 or you can access it by going to 

www.kingsleyhouse.org/parent-portal, click on “Daily Questions” and then click on “Health 

Questionnaire”. Questions must be answered and submitted daily, no later than 7:15 am.  

 One parent will be allowed to accompany the child/ren to the screening area. All adults and 

children ages 3 and up will be required to approach the campus wearing a face mask.  

 When it’s your turn to approach the screening table, your child’s temperature will be taken to 

complete the screening process.  

 If approved, parent will be asked to provide their child’s ID #, sign in medication, if needed, 

then the child will be escorted to their classroom by a Kingsley House staff member.  

 If not approved, the child will not be admitted for the day and must immediately leave with the 

parent and/or van driver (see COVID-19 symptoms or illness section below) 

 

Main Campus Arrival Schedule:   Taylor Campus Arrival Schedule: 

103: 8:00 - 8:15        Classroom 1: 8:00 - 8:15 

104: 8:15 - 8:30     Classroom 2: 8:00 - 8:15 

105: 8:30 - 8:45     Classroom 3: 8:15 - 8:30 

106: 8:30 - 8:45     Classroom 4: 8:15- 8:30   

107: 8:00 - 8:15     Classroom 5: 8:30- 8:45 

108: 8:15 - 8:30     Classroom 6: 8:10- 8:45 

109: 8:30 - 8:45     Classroom 7: 8:45 - 9:00 

110: 8:30 - 8:45     Classroom 8: 8:45 - 9:00 

A104D: 8:15 - 8:30      

A111: 8:45 - 9:00   

A112: 8:00 - 8:15       

        

Departure: 

 This school year, we will be introducing a new application (app) call PikMyKid. You will 

receive information about this app soon. Parents and anyone you authorize to pick up your child 

will be able to alert the school when you are in route and when you are close.  

 If for some reason the application does not work, parents will be required to call when they are 

within a 5 mile radius of the school to provide notification that they are in route to pick up their 

child. Upon receiving the call, participants will be escorted to the lobby for departure. Parents 

are asked to adhere to their child’s classroom assigned departure time.  

 Even with the introduction of the new app, parents are still required to complete and maintain a 

MasterCard. By completing the MasterCard, you will be giving Kingsley House permission to 

release your child to. 

 

 

 

 

 

https://form.jotform.com/201615087177153
http://www.kingsleyhouse.org/parent-portal
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Clothing and Masks 

All children will be required to bring 3 sets of clothes for changing and all adults and children ages 3 and 

older should approach the Kingsley House campus wearing a mask on a daily basis. Clothing may need to 

be changed more often during the day and we will need to ensure that each child has available clean outfits. 

Any child arriving to the center without the 3 sets of clothes for changing and a cloth mask will not be 

admitted for the day.  
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Restructured School Day 

Due to the need to continue to ensure physical distancing of at least six (6) feet, we have adopted a hybrid 

model of education service delivery in our Head Start (Pk3 and Pk4) classrooms. The school week will be 

structured as follows: 

 

Each Head Start Class (Pk3 and Pk4) will be divided into two (2) groups: Group A and Group B. Group A 

will come to school on Monday and Tuesday and participate in virtual learning Wednesday - Friday. Group 

B will come to school on Wednesday and Thursday and participate in virtual learning on Monday, Tuesday 

and Friday. This will allow us to maintain smaller classroom sizes and ensure that the children will be able 

to physically distance the required six (6) feet while in the classroom. 

 

The only difference for our Early Head Start classes will be that classes will be held Monday - Thursday 

onsite with virtual learning on Friday’s.  

 
KINGSLEY HOUSE HOURS OF OPERATION 

 

The campus will physically be open: 

 

MONDAY – FRIDAY 

7:30 AM – 5:30 PM 

 

Kingsley House Early Learning Services will be provided as follows: 

 

8:00 A.M. TO 3:00 P.M.  School Day 

3:00 P.M. TO 5:00 P.M.                     Aftercare 

 
Kingsley House Early Learning Services is introducing aftercare hours for the upcoming school year. The 

school day will run from 8:00 am - 3:00 pm Monday through Thursday. If you need aftercare, it will be 

offered from 3:00 pm - 5:00 pm. You will need to apply for the Child Care Assistance Plan (CCAP) and 

select Kingsley House as your child care school. If you choose not to apply for CCAP but will need 

aftercare, you will be provided an Aftercare private pay contract to sign which outlines how fees will be 

assessed.  

 

Children will be allowed to enter the building and report to class at 8:00 am. Aftercare will begin at 3:00 pm. 

Children who remain after 3:00 pm will need to have one of the following on file:  

 

 1. Approved CCAP letter 

 2. Signed Aftercare private pay contract in which you agree to pay an extended care fee of  

  $2 per hour should your child remain in class after 3:00 pm.  

 

If you need assistance with applying for CCAP, please speak with your family advocate as soon as possible.  

 

Aftercare Private Pay Contract Details 
 

Payment Policy 

  

• Payments are required the week of care, by Friday at 4:00pm. Kingsley House payments are per 

hour (Daily fee: $2.00 per hour @ 5 days= $20 dollars/week). Payments can be made by cash, debit card, 

credit card, money order, or cashier’s check.  

• Payments are required on Fridays. 

• Contract will remain in effect for the entire school year. 
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Sibling Discount: 

• A sibling discount will be issued when siblings contract for Kingsley House. Discount is applied at 

the rate of $10 per additional child per week after one full price tuition.  

 

Refund Policy: 

• There will be NO credit or refund of weekly flat rate payments.  For example, refunds or credits are 

not issued for emergency closings, weather related closings, illness. 

 

Late Pickup Policy 

• Kingsley House closes at 5:00pm Monday thru Friday. Please make arrangements to have your 

children picked up on time. If you are late picking up your child, a late fee will be assessed at the rate of $1 

dollar for each minute the child remains in the school’s care, after 5:00pm. Payment is required upon arrival 

the next school day. Please be aware that OT for staff goes into play when children are left beyond 5:00pm.  

 

School Closing Policy: 

• There is no aftercare during hours that the school is closed.  

 

Termination Clause:  

• Failure to submit payment will result in termination of aftercare services. 

• Excessive late pickups will be grounds for termination of aftercare services.  

• Kingsley House reserves the right to cancel this contract at any time without notice. Meaning your 

child will be required to be picked up by 3:00pm. Initial: _____________ 

 

 

IMPORTANCE OF ATTENDANCE 

 
With the new hybrid service delivery model, it is very important that your child is in attendance on his/her 

schedule days.  It is equally as important that he/she arrives to the center on time to have breakfast with his/her 

class and take part in any educational activities that are presented in the morning. The teachers will be working 

extremely hard to ensure that your child has packets available to send home so that your child’s learning can 

continue, even when they are not physically on campus. It will be imperative that your child participates in 

the virtual learning activities. Participation will help us maintain attendance on a daily basis, whether that is 

physically onsite or present while learning offsite.  

 

ABSENTEEISM 

 

 If you know that your child is going to be absent from school, we ask that you notify your Family 

Advocate via a phone call or by using the REMIND app.  

 You will be allowed five (5) days that can be used during the school year as a vacation. The days 

must be taken consecutively (in a row). A vacation request form MUST be submitted in advance 

to your child’s Family Advocate in order for the days to be excused. If you are gone for more 

than five (5) days, you will be required to meet with the Director of Family Services to discuss ahead 

of time. Please make sure to keep the lines of communication open with your Family Advocate.  

 If at any time during the school year you no longer require the services of the Kingsley House Early 

Learning Services program, please notify us promptly in writing. 
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KINGSLEY HOUSE PARTICIPANTS’ RIGHTS POLICY 
 
We are pleased that you have selected Kingsley House, a United Way Agency and a member of the St. 

Thomas/Irish Channel Consortium, for the professional service that you require.  We are a licensed agency 

and we seek to provide you with the highest quality service possible.  As a Kingsley House program 

participant you are entitled to: 

 

* Ask about our grievance procedure which entitles you to the following:  if you have a complaint 

or are not satisfied with the service that you are receiving, you should first discuss this with your 

assigned staff person.  If this fails to satisfy you, please ask for an appointment with your assigned 

staff person’s supervisor.  If you are still not satisfied, you may ask for an appointment to see the 

Director of Early Learning Services. If this fails, you may ask for an appointment to speak with the 

Program Officer of Early Learning Services.  Kingsley House intends to maintain the highest 

quality services.  No program participant who utilizes the grievance procedure to make a complaint 

will be retaliated against in anyway. 

 

* Ask about our professional qualifications, our fee policy (where applicable), and our agency’s 

policies and procedures and suggest how they might be improved. 

 

* You have the right to have your privacy and confidentiality protected at all times by Kingsley 

House.  All services are confidential with the following exceptions.  As a professional social service 

agency, we are required to report possible child abuse, elder abuse, suicidal intentions or homicidal 

intentions to the appropriate authorities.  Additionally, if you are involved in some way with the 

judicial system, it is possible that any of the records that Kingsley House maintains about you could 

be subpoenaed by a judge, if these records are deemed relevant to the proceedings. 

 

* You have the right to self-determination, unless the exercise of this right occasions actual or 

potential harm to yourself or anyone else. 

 

* Kingsley House protects your privacy rights by prohibiting your participation in public 

performances against your wishes and/or the wishes of your caregiver/guardian.  The agency never 

requires or encourages public statements of gratitude to Kingsley House.  Your permission, or that of 

your caregiver/guardian, will always be obtained before identifiable photographs or videotapes are 

used for the agency’s public relations purposes. 

 

* You have the right to be an active participant in the development of your plan of participation with 

Kingsley House and to involve members of your immediate family, as well as any other appropriate 

supportive persons, in the development of your plan.   

 

* You have the right to be provided with a copy of your individual case plan (or plan developed for 

your child or adult ward) immediately upon completion of the plan.  You may request a copy of the 

plan at any time during or after your involvement with the agency. 

 

* You have the right to refuse any service or treatment offered to you by Kingsley House as 

participation in any of our services is entirely voluntary. 

 

* Kingsley House reserves the right to discharge or terminate services if you violate rules, behavioral 

expectations or other factors of your respective program.  Each Kingsley House program has its own 

rules and regulations addressing behavioral expectations and other requirements of participation, 

which will be explained to you. 
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Conditions for Participation in Kingsley House Programs 
 

Kingsley House will not offer services to minor children or adults incapable of making their own decisions 

without the consent of a parent or guardian. 

 

Any person age twelve (12) or over who is participating in any program of the agency, either directly or 

indirectly, is required to review and sign this Rights of Program Participants document (or, in the case of 

adults or children incapable of fully understanding this document, to have their parent or guardian review and 

sign) and must participate in the development of their individual or family plan of participation with the 

agency. 

 

Kingsley House expects you, on your own behalf, or on behalf of your child or dependent adult ward, to 

participate fully in planning the service which we provide.  If you cannot participate, or do not wish to do so, 

Kingsley House will not be able to offer you the service you request for yourself, your child and/or adult 

ward. 

 

In the event of a crisis or emergency during regular working hours (7:30 a.m. to 5:00 p.m., Monday-Friday), 

I understand that I may contact the agency at 504-523-6221 for immediate assistance.  

 

Kingsley House will try its best to provide you with services of the highest quality and to your satisfaction 

and welcomes your questions and suggestions. 
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GRIEVANCE/COMPLAINT PROCEDURES FOR PROGRAM PARTICIPANTS 

 
POLICY: Program participants will be informed of their right to file a grievance/complaint at the onset 

of program services.  If a complaint is made, a written copy of the procedure will be provided to the 

program participant immediately upon receipt of the complaint. 

 

PURPOSE: To provide applicants and persons receiving services the means to lodge complaints or 

appeals. 

 

PROCEDURE: 
1. Program participant access to information on how to file a complaint or appeal: 

a) All program participants receive a copy of the Grievance/Complaint Procedures for Program 

Participants during the mandatory annual parent orientation.  

b) The policy is reviewed with the program participants in order to provide information on how 

to express a grievance/complaint.   

c) At the time a complaint occurs, the program participant or parent or guardian, as appropriate, 

is provided with a copy of the agency's grievance procedure. 

 

2. Grievance/Complaint procedures for program participants: 

a) If you have a complaint or are not satisfied with the service being received, first discuss it 

with your assigned staff person and/or their immediate supervisor. 

b) If the problem is not resolved to your satisfaction, you should issue your grievance/complaint 

in writing. 

c) A member of Kingsley House leadership will arrange a meeting within five (5) working days 

to include: the program participant and his/her representative (if requested); the staff person; 

and any other agency personnel or program participants involved. 

d) The results of this meeting will be captured in meeting notes with appropriate action items 

listed, as a form of follow up. 

e) If the program participant is dissatisfied with the results, he/she may appeal by forwarding a 

written statement to the Program Officer. The Program Officer will review the 

grievance/complaint and if needed, a meeting will be scheduled with the program participant 

and any other member of Kingsley House, as deemed necessary by the Program Officer. 

f) If satisfaction still is not achieved, the participant may request an appointment in writing to 

meet with the Kingsley House Board of Directors. 

g)    If desired, the participant may include a representative of their choice at any time in the 

grievance process. 

h)    No program participant utilizing the grievance procedure will be retaliated against in any 

way. 

 

3. Other Considerations: 

a) The agency will act on complaints in a timely manner and in accordance with the above-

specified procedures. 

b) The agency will maintain documentation of its response via documented meeting notes and 

action items. 

c) Upon resolution, the program participant will be provided with a copy of meeting notes along 

with the indicated resolution. 

d) The Program Officer will be notified in writing of all complaints lodged against any agency 

program and/or personnel and all steps made to successfully resolve grievances of program 

participants. 

e) The Board of Directors will be notified in writing of grievances formally filed against any 

agency program and/or personnel and any resolution that occurs. 

4. The Board of Directors will review any pattern of grievances of persons served and any specific 

problematic or unresolved issues.  The review will be conducted in a manner which protects the confidentiality 

of persons served and is responsive to any need for change indicated by a pattern of grievances. 
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5. Government funded and licensed programs of the agency are required to notify program participants 

of their right to file a grievance with the funding source or licensing agency.  This notification is maintained 

in the participant’s file and a general notice is posted.  The address of the agency where grievances are 

reviewed is provided to participants at intake by each licensed program and those receiving government 

funding. 

6. The Louisiana Department of Education can be contacted with any grievances/complaints via 

email at LDELicensing@la.gov, by phone: 225.342.9905 or via mail: Louisiana Department of 

Education1201 North Third Street, Baton Rouge, LA 70802-5243  
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KINGSLEY HOUSE 

CONFIDENTIALITY POLICY 
 

All staff, volunteers and consultants of Kingsley House shall treat all information concerning children and 

families as highly confidential. Staff will not divulge any information directly or indirectly, to any other 

individual(s) or groups without parental consent. All health information and written documentation of 

discussions, telephone conversations, and meetings shall be kept in the Family Advocate’s locked file 

cabinet at all times. Access to this file will be granted only to those persons who service the children and 

need to know specific information in order to properly provide services to the child and his/her family.  

 

Information, services or photographs of children cannot be released without the parents’ knowledge and 

written parental consent. 

 

To further protect confidentiality, names will not be used in documents or conversations except when it is 

essential. At no time shall a Kingsley House staff member be able to engage in discussion about information 

concerning another participant.  

 
Policy: 

 

Confidentiality of health records must be maintained to protect Head Start/Early Head Start children and 

families.  All correspondence, discussions, staffings and records are to remain confidential. The Head 

Start/Early Head Start will follow Health Insurance Portability and Availability Act (HIPAA) standards and 

procedures for keeping child and family information private and secure. 

 

Procedure: 

 

1. Health records must be stored under lock and key and kept away from public access to prevent 

unauthorized review. 

 

2. Information may not be shared with unauthorized persons without the specific consent of the parent. 

 

3. Telephone requests for information are not acceptable unless the parent has previously authorized the 

release of this information, or witnessed telephone consent (by use of an extension line). 

 

4. Information collected by others and forwarded to the Head Start/Early Head Start staff with parental 

consent becomes part of the child’s record and thus becomes the burden of confidentiality for the 

Head Start/Early Head Start program. 

 

5. All Release of Information forms completed by Head Start should be properly logged in the computer 

under Head Start share. All Release of Information forms to health providers that are completed by 

Early Head Start (EHS) will be given to EHS staff. 

 

6. Parents have a right to see all information in their child’s file at any time. 

 

7. On the Release of Information form, parents will be made aware of the nature and type of all 

information collected and how it will be used. 

 

8. Parents may ask to speak to the staff in confidence. The staff must receive this information in a 

responsible, confidential manner. This is particularly true in relationship to child abuse. The staff’s 

primary responsibility is to protect the child. 
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9. Center-based Head Start health records will be stored in the classroom and health room in locked, 

mobile file cabinets to allow Head Start staff an opportunity to access the information.  Regional 

classrooms will store health records in the classroom and family advocate’s office. 

 

10. A File Access sheet is to be signed by any staff member who accesses the child's folder and who does 

not routinely work with the folders. 

 

11. Head Start/Early Head Start staff health information will be kept in a locked cabinet in the health 

services offices. 

 

12. Head Start/Early Head Start staff will receive training concerning confidentiality of records and 

information. 
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POLICY STATEMENT ON IDENTIFICATION AND REPORTING OF SUSPECTED CHILD ABUSE 

AND NEGLECT 

 
Kingsley House Head Start Program must report child abuse and neglect in accordance with provisions of applicable 

Louisiana and federal laws.  The law states that any person having cause to believe that a child’s physical or mental health 

or welfare has been or may be further adversely affected by abuse or neglect as licensed physicians, interns, or residents, 

nurses, hospital staff members, teachers, family advocates, and other persons or agencies having the responsibility for the 

care of the children, shall report same to appropriate agency. 

 

The law defines child, abuse, and neglect as follows: 

 

 “Child” is any individual under the age of eighteen. 

 

“Abuse” is the infliction of physical or mental injury or the causing of the deterioration of a child including but not 

limited to such means as sexual abuse and/or the exploitation or overwork of a child to such an extent that his health, 

moral, or emotional well-being is endangered.  

 

“Neglect” is the failure to provide by those legally responsible for the care and maintenance of the child, the proper 

or necessary support, education as required by law, or medical, surgical, or any other care necessary for his well-

being.  No child who is being provided treatment in accordance with a recognized religious method of healing in 

lieu of medical treatment shall for that reason above be considered to be neglected of abused. 

 

All cases of suspected child abuse and/or neglect MUST be reported to the New Orleans Police Department Child Abuse 

Section or DCFS by the staff person observing or having knowledge of the abuse or neglect.  After reporting to the N.O.P.D., 

a telephone call and written report should be made to the Coordinator of Social Services in addition to any suspected abuse 

or neglect of a child being reported to the Louisiana Child Protection Statewide Hotline (855) 4LA-KIDS (855) 452-5437. 
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NON-DISCRIMINATION POLICY 

 

 
In accordance with Federal law and U.S. Department of Agriculture policy, it is the policy of Kingsley House to provide 

services and/or benefits to all recipients without regard to race, creed, color, religion, age, sex, national origin, ancestry, or 

disability. The same eligibility requirements are applied to all applicants for services on a non-discriminatory basis.  

Discrimination by child care providers on the basis of the child being breastfed is prohibited.  There is no distinction in the 

treatment of recipients, and rules of courtesy are applied uniformly to all.  All persons or organizations having occasion to 

either refer applicants for services or recommend this agency must do so without regard to the applicant's race, creed, color, 

religion, age, sex, national origin, ancestry, or handicapping condition. 

 

Kingsley House is an Equal Opportunity Employer and manages its employment and employee relations without regard to 

race, creed, color, religion, age (40 and over), sex, national origin, ancestry, or disability. 

 

This policy applies to this agency and all units, sections and sub-offices under its administration. 

 

Any person(s) alleging discrimination has a right to file a complaint within 180 days of the alleged discriminatory action.  

All civil rights complaints, written or verbal, should be forwarded to: 

 

USDA      *OR*   EEOC 

Director, Office of Civil Rights     New Orleans District Office 

Room 326-W, Whitten Building     701 Loyola Avenue, Suite 600 

1400 Independence Avenue, SW    New Orleans, LA 70113-9936 

Washington DC 20250-9410     or 

or          Call 504-589-2329 

Call 202-760-5964 (voice and TDD)    TTY 504-589-2958 

(for complaints regarding discrimination    (for complaints regarding personnel 

in the Child and Adult Care Food Program)   matters) 

 

The complaint should contain the name, address and telephone number of the person filing the complaint, the specific 

location and name of the entity for whom the complaint is against, the nature of the incident or action that led the complainant 

to feel discrimination was a factor, the basis on which the complainant feels discrimination exists, and the date, names, 

titles, and business addresses of persons who may have knowledge of the discriminatory action. 
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POLICY ON PROHIBITED ITEMS AND SUBSTANCES 

 

Kingsley House prohibits the following items on or around their campuses: 

 Firearms, explosives or weapons (except when in the possession of designated personnel authorized by 

Kingsley House) **If you are an officer or security guard and carry a weapon, please remove it 

and store it properly in your vehicle prior to entering the Kingsley House campus. 

 

 Illicit drugs (as designated by the Drug Enforcement Administration and the respective state law), look-

alike drugs, and designer drugs (drugs not actually controlled by federal or state law, but which have 

similar pharmacological effects). 

 

 Drug paraphernalia 

 

 Intoxicating beverages 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

22 

 

 

 

 

 

 

 

 

 

 

Section 4 
 

Health and Disabilities 
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Health Assessments and Well-Baby Visits 

 

Head Start provides a comprehensive health program to assist with the child’s physical, emotional, cognitive and social 

development. This includes health screenings which are required by the program and help to provide insight into your 

child’s development and physical well-being.  

 

 At enrollment, your child will be required to submit a physical, dental exam, and immunization record.  

 Screenings provided by Head Start include: hearing, vision, speech, development and social behavior. This 

school year, because of COVID-19, we do ask that the hearing and vision screening be completed by your 

child’s pediatrician during the physical and submitted to the Family Advocate.  

 Any child that fails a screening will be referred to their doctor or the appropriate agency 

 Please submit any documentation obtained from your child’s well baby visits or please sign the HIPAA 

consent allowing your family advocate or health coordinator to obtain the information from your doctor.  

 

Health and Medical Staffings 

 

A staffing will be convened for any child that has a new medical diagnosis, change in health or behavioral status, and/or a 

new medical plan. During the staffing, staff will be made aware of participant’s health status, medication, triggers, 

symptoms, and the appropriate medication administration. Upon completion of the staffing, participant will be allowed to 

return to the program. For any ongoing medical treatment and diagnosis, family advocates will request an update on status 

every three (3) months per Louisiana state licensing requirements. 

 

Dietary Needs 

 

Family style meals are served to participants. Participants are encouraged to taste all food but are never forced to eat 

anything. The menus for the program are designed by a registered dietician. Copies of menus are available to parents upon 

request. Menus follow the guidelines of the Child and Adult Care Food Program (CACFP). Participants are not allowed to 

bring food or drinks from home. 

 

 Formula and PediaSure: 

 

 Kingsley House will provide generic formula for all infants. All infants are fed on demand. The two options 

include: soy (plant-based) and animal based. 

 If a child requires a special formula, please have your pediatrician submit a note indicating type of formula and 

reason for specific formula recommendation.  

 It is not agency or program policy to provide a formula of preference, however, in the event that the formula of 

preference is covered by the child’s WIC voucher, the parent must bring in pre-made bottles daily labeled to 

include the following:  

• Child’s name  

• Time that the bottles were made 

The bottles must be cold upon arrival to the center. Parents that choose to bring in pre-made bottles will be asked 

to sign the agency’s waiver stating that Kingsley House Early Learning Services program staff provided a formula 

option.  

 If a child has orders from the doctor requiring PediaSure and the parent is receiving the PediaSure from WIC, we 

will accept sealed bottles from the parent subject to the requirements stated above.  
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 Specific Dietary Needs  

 

 Food allergies and special diets will be referred to the Registered Dietician and health team. 

 Parents must obtain a physician’s statement documenting the food allergy or special diet.  

 Kingsley House Registered Dietician will create a modified menu based on the physician’s documentation and 

recommendations.  

 Cafeteria, classroom, and health staff will be notified of restrictions 

 All medications prescribed for allergies will be bought to school per policy 

 

Sudden Infant Death Syndrome: 

 

Kingsley House practices Safe Sleep for infants. This practice states that an infant will be placed on its back when sleep. 

There will be no toys or pillows placed in the crib. If a doctor orders any other sleep placement, a doctor’s note will be 

requested and kept on file and a sign placed on the crib. If the infant has begun to roll over, a sign will also be placed on 

the crib. 

 

Disabilities  

 

Kingsley House utilizes the inclusive classroom model.  We reserve a minimum of ten percent of funded enrollment slots 

for children with disabilities. Using the results of screenings and observations, Family Advocates will work with the 

family to complete necessary referrals for further assessment. All IFSPs/IEPs are incorporated into the daily lesson plans. 

Kingsley House has also added the Sensory Learning Center in an effort to provide additional support to children with 

disabilities.   

 

SECTION 504/ADA 

 

Guidelines for Parents 

 

Section 504/ADA Guidelines for Parents provides information and describes the requirements of Section 504 of the 

Rehabilitation Act of 1973 with respect to the placement of children with physical and mental disabilities.   

 

These guidelines are designed specifically to give parents an understanding by providing information to help them access 

services for eligible Section 504 children.   

 

What is Section 504? 

 

Section 504 is the part of the Rehabilitation Act of 1973 that applies to persons with disabilities.  Section 504 is a civil 

rights act that protects the civil and constitutional rights of persons with disabilities.   

Section 504 states that no person with a disability can be excluded from or denied the benefits of any program receiving 

federal financial assistance.   

   

Historical Background 

 

Section 504 of the Rehabilitation Act of 1973 was implemented by Congress in 1977.  For many years organizations 

perceived the main obligation as ensuring physical access to public buildings (i.e., ramps were installed, curbs were cut, 

elevators were added to multi-level buildings, rest room stalls were enlarged etc.).  With the passage of the Rehabilitation 

Act of 1973, Congress required that organizations receiving federal assistance make their programs and activities 

accessible and usable to all individuals with disabilities.  The definition of access means more than physical access; a 

child may require special accommodations such as modified assignments in order to benefit from their education.     

                       

How Does Section 504 Define “Disability”? 
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Section 504 of the Rehabilitation Act of 1973 protects children from discrimination based upon their disability status.  A 

child is disabled within the definition of Section 504, if he or she has a mental or physical impairment that substantially 

limits one or more of the person’s major life activities.   

“Major life activities” include functions such as caring for one’s self, performing manual tasks, walking, seeing, hearing, 

speaking, breathing, learning, and working.  When a condition does not substantially limit a major life activity, the 

individual does not qualify under Section 504.   

 

How Are Children with Disabilities Identified? 

 

Section 504 regulations cover a larger group of children with disabilities.  The definition of disability under Section 504 

includes children who have a physical or mental disability that substantially limits one or more of life’s major activities.   

 

For example, KH ELS staff should consider the potential existence of disabilities and possible Section 504 protection for 

children diagnosed as having HIV, Tourette’s syndrome, Attention Deficit Hyperactivity Disorder (ADHD), heart 

malfunctions, Chronic Fatigue Syndrome, KH ELS phobia, respiratory conditions, blood/sugar disorders, post-traumatic 

disorders, pregnancy (with health issues that affect ability to learn), epilepsy, cancer, Repetitive Motion syndrome, birth 

defects, Tuberculosis, etc.  

    

Does Section 504 Require Evaluations? 

 

Section 504 requires that KH ELS evaluate “any person who, because of a disability, needs or is believed to need special 

education or related services.” An evaluation is also required prior to any significant change in placement.  Most 

evaluations under Section 504 only involve gathering tests that have been conducted, such as medical records.  The 

evaluation data should be reviewed to determine if it is current or needs to be updated.   

 

Eligibility 

 

If KH ELS and/or the parent have reason to believe that, because of a disability as defined under Section 504, a child 

needs accommodations or services in order to participate in the KH ELS program, KH ELS must evaluate the child.  If it 

is determined that a child is disabled under Section 504, KH ELS must develop and implement the delivery of all needed 

services and/or accommodations.    

 

Services 

 

The determination of what services and/or accommodations are needed must be made by a group of persons 

knowledgeable about the child.  This usually involves the KH ELS principle, classroom teacher(s), and other educators 

working with your child.  The parent and child must be included in the process whenever possible.  The group must 

review the nature of the disability and how it affects the child’s education.  The decisions about Section 504 eligibility and 

services must be documented in the child’s file and reviewed periodically. 

 

An appropriate education for children eligible under Section 504 may consist of education in general classes with 

accommodations and programs designed to meet the unique needs of a particular child.    

Modifications in academic requirements and expectations may be necessary to accommodate the needs of an individual 

child with disabilities to enable him or her to participate in the general classroom instruction.    

 

It is important to keep in mind that some children who have physical or mental conditions that limit their ability to access 

and participate in the education program are entitled to rights under Section 504, even though they may not fall into a 

disabilities category covered under IDEA or special education.  
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What Does Making Accommodations Mean? 

 

Accommodations are made by the classroom teacher(s) and other KH ELS staff to help children benefit from their 

educational program.  In some cases, a plan should be developed outlining services and accommodations.  

 

Examples of Common Accommodations 

 

 Modify assignments and tests  

 Provide an extra set of textbooks for home.  

 Adjust child seating  

 Use study guides and organizing tools  

 Provide a peer tutor/helper  

 Counseling  

 Have the child use an organizer – train in organizational skills  

 Preferential seating  

 Modify recess / PE / transportation  

Accommodations will address the individuals functional limitations and alternative methods they will utilize to perform 

task.   

 Accommodations must be individualized. 

 The individual needs of the child with a disability should be met to the same extent as the needs of children 

without disabilities.  

 Accommodations should place the child with a disability at an equal starting level with the non-disabled child. 

Example 

 

The following is an example of a child who is eligible for Section 504 services and possible accommodations provided by 

KH ELS:   

A child has been diagnosed as having asthma.  The doctor has advised the child not to participate in physical activities 

outdoors.  The disability limits the major life function of breathing.  KH ELS is required to make reasonable 

accommodations in the education program.   

Possible accommodations include the following:   

 Modified activity level for motor skills and education, etc.  

 Use of air purifier or inhalants  

 Avoidance of allergens  

 Inhalant therapy assistance  

 Medication administration  

 Policy adjustment of personal administration of medication  

 Access to water, gym, etc.  

 Develop health care and emergency plan        

KH ELS makes decisions based upon evaluation information and a child’s needs.  The decision must be made by a group 

of persons knowledgeable about the child, the meaning of the evaluation data, and service options.    

 

 

What are KH ELS Responsibilities under Section 504? 

 

There has been much confusion over the years regarding the relationship between Section 504 and special education laws 

and regulations.  It must be emphasized that Section 504 falls under the management responsibility of the general 

education program.  KH ELS staff and parents need to work in collaboration to help guarantee the child is provided with 

the necessary accommodations.   

 

To be in compliance with Section 504, KH ELS must:   
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1. Provide written assurance of nondiscrimination.  

2. Designate a 504 Coordinator.  

3. Provide grievance procedures to resolve complaints.  

4. Provide notice of nondiscrimination in admission or access to its program or activities. Notice must be 

included in a child/parent handbook.  

5. Annually identify and locate all qualified children with disabilities who are not receiving public education.  

6. Annually notify person with disabilities and their parents or guardian of KH ELS responsibility under Section 

504.  

7. Provide parents or guardians with procedural safeguards.  

8. Conduct a self-evaluation of KH ELS policies, programs and practices to make sure discrimination is not 

occurring.    

 

What are the Responsibilities of Parents? 

 

1. Share your concerns with KH ELS early before problems become bigger.  

2. Be involved in Section 504 meetings concerning your child.  

3. Assist in developing appropriate accommodations and/or services for your child.  

4. Encourage your child to cooperate with KH ELS staff and do his or her best.  

5. When appropriate, collaborate with other agencies such as vocational rehabilitation.  

6. Use mediation as an option if a difference cannot be resolved with KH ELS.   

 

What is the Role of the Early Head Start and Head Start Disabilities Specialist? 

 

The Early Head Start and Head Start Disabilities Specialist is to assist KH ELS in meeting requirements under Section 

504 of the Rehabilitation Act of 1973. 

 

The Coordinator will provide resources and help educators and administrators regarding their responsibilities under 

Section 504. In addition, the Coordinator will assist in creating an on-going program that will support problem-solving 

teams in accommodating children’s needs.  If you have questions regarding Section 504, call the Disabilities Specialist.    

 

 

What are the Roles and Responsibilities of the Department of Health and Human Services and the Office for Civil 

Rights? 

 

The Department of Health and Human Services, Agency for Children and Families is the agency of the U.S. Government 

that administers federal funds for Early Head Start and Head Start and enforces federal statues prohibiting discrimination 

in any activities receiving federal funds, and ensures equal access to services and programs.   

All parents have the right to directly contact the Office of Civil Rights, if they believe their child is being discriminated 

against based upon his or her disability.  Most differences with KH ELS can be resolved before contacting the Office for 

Civil Rights.  It is suggested you follow the procedures outlined below:   

1. First, try to resolve your differences at the teacher or KH ELS center director level.  Set up a meeting to 

discuss your differences. 

2. If unsuccessful, set up a meeting with the Kingsley House’s Human Resources Director.  

3. If unsuccessful, ask for mediation.  This is a free service for parents.  A neutral individual will work with you 

and KH ELS to help resolve your differences.  

4. If unsuccessful, ask the center director or Early Head Start and Head Start Disabilities Specialist how to file a 

grievance. 

5. If unsuccessful, call the Office for Civil Rights 

Southwest - (Arkansas, Louisiana, New Mexico, Oklahoma, Texas) 
Marisa Smith, Regional Manager 

Office for Civil Rights 

U.S. Department of Health and Human Services 
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1301 Young Street, Suite 1169 

Dallas, TX 75202 

Customer Response Center: (800) 368-1019 

Fax: (202) 619-3818 

TDD: (800) 537-7697 

Email: ocrmail@hhs.gov 

 

 

Office for Civil Rights Complaint Process 

 

Sometimes, even when we do our best, we cannot come to an agreement.  Every effort must be made to resolve the 

differences at the local level, including requesting free mediation services.  If all else fails, you have the right to file a 

complaint with the Office for Civil Rights. 

 

Anyone wishing to file a formal complaint with OCR should submit in writing the following information in a letter or on 

the Discrimination Complaint Form available from OCR regional offices. 

 

 Your name and address (a telephone number where you may be reached during business hours is helpful, but not 

required).  

 A general description of the person(s) or class of person injured by the alleged discriminatory act(s); names of the 

injured person(s) are not required.  

 The name and location of the institute that committed the alleged discriminatory act(s).  

 A description of the alleged discriminating act/s in sufficient detail to enable OCR to understand what occurred, 

when it occurred, and the basis for the alleged discrimination (race, color, national origin, sex, disability or age).   

A recipient may not retaliate against any person who has made a complaint, testified, assisted, or participated in any 

manner in an investigation or proceeding under the four statutes listed above.         

   

Section 504 Parent/Children Rights in the Identification, Evaluation Eligibility and Services 

 

The following is a description of the rights granted under Section 504 to children with disabilities.  The intent of the law is 

to keep you fully informed concerning decisions about your child and to inform you of your rights if you disagree with 

any of these decisions. 

 

You have a right to:   

1.  Have your child take part in, and receive benefits from public education programs without discrimination because 

of his or her disability. 

2. Have KH ELS district advise you of your rights under federal law.  

3. Receive notice with respect to identification, evaluation, or services for your child. 

4. Have your child receive a free appropriate public education.  This includes the right to be educated with children 

without disabilities to the maximum extent appropriate.  It also includes the right to have KH ELS make 

accommodations to allow your child an equal opportunity to participate in KH ELS and KH ELS-related 

activities.  

5. Have your child educated in facilities and receive services comparable to those provided to children without 

disabilities.  

6. Have evaluation, education and placement decisions based upon a variety of information sources, and by a person 

who knows the child, the evaluation data, and service options.  

7. Have your child receive special education and related services if he or she is found to be eligible under Section 

504 of the Rehabilitation Act.  

8. Have your child be given an equal opportunity to participate in nonacademic and extracurricular activities offered 

by the district.  

mailto:ocrmail@hhs.gov
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9. Examine all relevant records relating to decision regarding your child’s identification, evaluation and educational 

and developmental services.  

10. Obtain copies of educational records at a reasonable cost unless the fee would effectively deny you access to the 

records.  

11. A response from KH ELS district to reasonable requests for explanations and interpretation of your child’s 

records.  

12. Request amendment of your child’s records if there is reasonable cause to believe that they are inaccurate, 

misleading, or otherwise in violation of the privacy rights of your child.   

13. File a 504 grievance if you have a disagreement with KH ELS.  

14. Request mediation or an impartial due process hearing related to decision or actions regarding your child’s 

identification, evaluation, education program or services.  You and the child may take part in the hearing and have 

an attorney represent you.  

15. File a complaint with the Office for Civil Rights 

 

 

Hand Washing Policy 

 

In an effort to prevent the spread of illness and disease by using effective hand washing methods, Head 

Start/Early Head Start staff, parents and volunteers working in the classroom will teach and model preventative 

hygiene practices. 

 

Procedure: 

 

1. Children, staff and volunteers will wash their hands with liquid soap, warm running water, and using 

friction for at least 20 seconds. 

2. Children, staff and volunteers will wash the palms, back of hands, between fingers, wrists, and under 

the fingernails. 

3. Hands will be rinsed off with a stream of running water and dried with disposable paper towels. 

4. Younger toddlers and infants in the Early Head Start Program will have their hands washed by staff or a 

volunteer using a washcloth or paper towel saturated with liquid soap and water. The staff will clean 

between the fingers, back of hands, palms, and wrists and rinsed off with a stream of running water. 

Disposable paper towels will be used to dry hands and then discarded. A new paper towel or wash cloth 

will be used for each child. 

5. Children, staff and volunteers must wash their hands with soap and running water, at a minimum, during the 

following times: 

a. After diapering, toilet use or assisting a child in changing soiled clothing; 

b. Upon entering the classroom 

c. After stations or group play in the classroom 

d. Before eating, handling foods, or any other food related activity; 

e. Whenever hands are contaminated with blood or other bodily fluids; 

f. After handling pets or other animals; 

g. After outdoor play; 

h. After wiping noses and mouths. 

 

6. Staff and volunteers must also wash their hands with soap and running water, at a minimum, 

          during the following times: 

     a.    Before and after giving medication or before and after medical procedures; 

     b.    Before and after giving first aid; 

     c.    After wiping noses, mouths, bottoms, or sores; 

     d.    After cleaning surfaces soiled with body fluids (blood, mucus, vomit); and 

7.  After taking off disposable gloves, if necessary, staff may use antibacterial gel, but it is not encouraged as a      
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routine procedure (if an antibacterial is used hands must be thoroughly washed after 3rd usage. 

8.  Participants will use antibacterial gel during the intake screening and before entering the facility.   

9.  If hands are not visibly dirty, alcohol-based hand sanitizers with at least 60% alcohol can be used if soap and water 

are not readily available. 

10.  Supervise children when they use hand sanitizer to prevent ingestion. 

11.  Assist children with handwashing, including infants who cannot wash hands alone. 

12.  After assisting children with handwashing, staff should also wash their hands. 

 

 

Health Room     

 
In an effort to prevent the spread of illness and disease, any child who displays signs and symptoms of an infectious 

disease will be escorted to the designated Health Room on the facility site and a Kingsley House staff member will remain 

in the facility with them.  

 
Procedure: 

1. Any child that displays the following symptoms can remain in the classroom but should be seated separately from 

all other children until they are picked up: 

a. irritability,  

b. excessive sleepiness, 

c. changes in behavior,  

d. excessive crying, 

e. headache or injury 

f. verbalizing illness,  

g. red or puffy eyes, 

h. sprain or fracture, 

i. nose bleed, 

j. or undiagnosed rash 

2. Any child that displays the following symptoms cannot remain in the classroom and should be escorted to the 

Health Room until they are picked up: 

a. fever greater than 100 degrees F 

b. vomiting or uncontained diarrhea 

c. Signs and Symptoms of COVID: consistent dry cough, respiratory distress, runny nose, chills, loss of taste 

or smell  

3. Staff should remain with the sick children at all times in the Health Room 

4. Staff should don a new disposable gown, mask, and gloves when in the room with the sick child.  

5. Staff should tear a new table cloth and place on the cot in the room 

6. The advocate will notify the parent of their child’s condition, all exclusion requirements and that the child should be 

picked up within 60 minutes of parent/guardian contact.  

7. Once the parent has arrived, the staff member will escort the child to the parent outside of the facility and sign-out 

procedures should be followed.  

8. The staff member should wipe down all items that were touched by the child and themselves with an appropriate 

cleaning solution. This includes: the cot, sink, doorknobs, light switch, laptop, and toys. All disposable items should 

be disposed of in the garbage container in the room.  

9. The staff member should remove all PPE and dispose of the PPE within the room.  
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Toothbrushing /Dental Care and Prevention  

 

 

Due to COVID-19 and per the Office of Head Start, tooth brushing will be suspended and parents will be encouraged to 

brush their child’s teeth at home.  

 

Medication Administration Policy 

 

Instructions for Parents:  

 

Kingsley House will safely store and administer medication to children as prescribed by a licensed health care provider 

(Physician, Nurse Practitioner, and Dentist). This policy is in place to ensure the well-being of your children during school 

hours. In order for medication to be administered to your child:  

 

1. All prescription medications shall be maintained with the child’s name and shall be dated.  

2. Prescription medications must be stored in the original bottle with unaltered label.  

3. Only medications prescribed by a licensed health care professional will be administered by staff.  

4. Prescriptions must be brought to and from school daily. Kingsley House will not keep medication overnight.  

5. Prescription medication shall be administered in accordance with the label directions.  

6. Written consent must be provided from the parent, permitting Kingsley House personnel to administer medications to 

the child. Instructions shall not conflict with the prescription label.  

7. A Medication Administration Form must be completed in full prior to administration.  

8. All children with a medical diagnosis must have a Medical Plan on file.  

9. Due to COVID-19, Kingsley House will no longer accept nebulizer treatments on Asthma plans. All asthma plans must 

be updated to include the use of a pump for administration. 

 

Kingsley House will NOT provide your child with medication if the following is noted:  

1. Incomplete Medication Administration Form  

2. Medication is expired.  

3. Medicine is not in its original container.  

4. Your child’s name is not on the container.  

 

NOTE: Kingsley House requires all children with a Medication Plan to have their prescribed medication on 

campus during the hours they are present. Should a child with a Medication Plan arrive to school without their 

medications, they will be asked to leave the facility. 

 

Medical Exclusion Policy 

 

Children who have a suspected/diagnosed communicable disease will be temporarily excluded from the classroom. The 

State of Louisiana Department of Health Communicable Disease chart will be the instrument used to determine exclusion 

from the program, readmission requirements and reportable status (see chart on following pages). Early Head Start centers 

will follow the childcare center policies regarding short-term exclusion. 

 

Procedure: 

 

1. Teachers will make the Head Start/Early Head Start health staff or childcare director aware of any suspected 

 communicable disease after performing their morning health checks. 

 

2. The Health Services Manager and/or the childcare center director will assess the child’s medical condition. 

 

• The family service staff will take the necessary action to notify the parents of illness or any contagious or 

 suspicious skin rashes. 
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• A child whose illness requires that the child be sent home will be given appropriate attention and 

 supervision until the child’s parent arrives to remove the child. 

• A child with uncontrolled diarrhea or vomiting will be provided care apart from the other children.  Extra 

 attention must be given to hygiene and sanitation, until the parent or other person authorized by the parent 

 arrives  to pick up the child. 

  Symptoms and signs of possible severe illness (such as lethargy, uncontrolled breathing, uncontrolled 

 diarrhea, vomiting illness, two or more episodes in 3 hours, a rash with fever, mouth sores with drooling, 

 wheezing, behavior change, or other unusual signs) or until the health staff evaluation indicates that the 

 child can be included in the facility’s activities. 

• The child who has been diagnosed with a communicable disease; a physician’s note determining that the 

 child is no longer communicable and is able to participate in the facility’s activities. 

 

Communicable diseases that exclude a child from care are defined by the Louisiana Department of Health (relating to 

Diseases Requiring Exclusion from Child-Care Facilities and Schools). 

 

3. Head Start/Early Head Start health staff or childcare director will notify the Department of Health of a reportable 

 communicable disease within 24 hours. 

 

4. Head Start/Early Head Start health staff or childcare directors will notify the State of Louisiana Day Care 

 Licensing officials when required. 

 

5. Head Start/Early Head Start health staff or childcare directors will notify other parents in the classroom or center 

 when advised to do so by the Department of Health. This notification to parents will include education on 

 prevention and treatment of the illness. 

 

6. When a child has head lice or other infestations parents will be given educational materials, which will include 

 treatment instruction.  

 

7.  If a child does not return to the center in a timely manner, a staff member will make a home visit to provide 

 support. 

 

8. If critical illness or injury requires immediate attention of a physician, Head Start staff will: 

a. Contact emergency medical services or take the child to the nearest emergency room. 

b. Give the child first-aid treatment or CPR when needed. 

c. Contact the parent 

d. Ensure supervision of the other children in the group. 

e. Complete the appropriate accident reporting form and document the action taken. 

 

9. If COVID-19 symptoms or illness is present, Head Start staff will: 

a. Isolate the child in the designated health room on site with a Kingsley House staff member (see health 

 room policy) 

b. The child’s parent/guardian will be contacted to pick-up the child within 1 hour.  

c. A child with COVID19 must be isolated for a minimum of 7 days from symptom appearance and can 

 return after their fever has been resolved for 72 hours without fever reducing medication. The decision to 

 discontinue isolation should be made with the child’s healthcare provider 

 

 

 

EXCLUSION POLICY 

 

The decision to temporarily exclude a child from program participation in center-based activities or group experience is 

made to protect the health and/or safety of the affected child, other children, families and staff. 

 



 

33 

 

Before a child is temporarily excluded from the program the family advocate or designated staff will contact the Health 

Services Manager.  When a child is temporarily excluded from the program, every effort will be made by the program to 

provide the family with support, through information, referrals, and follow-up services. 

 

If center staff is uncertain about whether the child’s illness poses an increased risk to others, the child will be excluded 

until a physician or nurse practitioner notifies the center, in writing, that the child may return. 

 

 

CRITERIA FOR EXCLUDING AN ILL OR INFECTED CHILD FROM A HEAD START CENTER 

 

AIDS (or HIV infection) Until child’s health neurologic development, behavior and immune status is deemed 

appropriate (on a case-by case basis) by qualified persons, including the child’s 

physician, chosen by the child’s parent or guardian and the Head Start Director 

 

Chicken Pox Excluded immediately at first sign of illness.  Isolation at home for 6 days, after the 

appearance of rash or until all lesions are scabbed over completely. 

 

Conjunctivitis (Pink Eye) May attend after signs and symptoms have disappeared and doctor’s note stating the child 

is no longer contagious is provided.  

 

Diarrhea Exclude until diarrhea has resolved or is controlled (contained in diaper or toilet). Should 

a child experience diarrhea at school, the parents will be called to pick up the child upon 

the second uncontained occurrence. This child is then excluded, at a minimum, for 24 

hours.  

 

Fever Oral t ectal temperature of ; Axilary 

; These symptoms, accompanied by behavior 

changes or other signs or symptoms of illness, until medical evaluation indicates return to 

the center. Should a child have a fever as indicated above, the parent will be called to 

pick them up immediately.  The child may return to school 24 hours AFTER the fever is 

gone. 

 

Hepatitis   Excluded for the first two (2) weeks of illness or as decided by child’s physician 

 

Impetigo   Excluded until sores are healed or released by the child’s physician. 

 

Meningitis   Until well and released by the child’s physician 

 

Mouth Sores   With drooling unless the child’s physician states the child is non-infectious 

 

Pediculosis (Head Lice) May return after initial treatment 

 

Ringworm   Readmitted after a note from a physician stating the child is non-infectious 

 

Undiagnosed Rash  Well or cleared by child’s physician 

 

RSV (Respiratory Virus) Until cleared by child’s physician 

 

Scabies (Itch)   Excluded until the day after treatment AND cleared by a physician 

 

Tuberculosis   Until the child’s physician states that the child is non-infectious 
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Vomiting Two or more episodes in the previous 24 hours. Should a child vomit at school, the parent 

will be called and expected to pick up their child immediately.  The child is then 

excluded for a minimum of 24 hours following pick up. 

 

Signs of Possible Illness Any child with a sudden onset of vomiting, irritability, or excessive sleepiness 

 

Other Reasons for  

Exclusion Include:         Open Sores • Stitches • Fractures • Fever • Bandages  

    **Signs of symptoms of COVID-19: Shortness of breath or cough, Sore throat, runny  

    nose, cough, muscle aches, chills, body aches, loss of taste. 

 

  

Children who are out of the Center due to illness for three (3) days must have a physician’s note to certify that he/she may 

return to the Center. 

 

• Children who are excluded due to COVID-19 must be isolated for a minimum of (seven) 7 days from 

 symptom appearance and can return after their fever has been resolved for 72 hours without fever 

 reducing medication. The decision to discontinue isolation should be made with healthcare provider. 

 

• Any child living in the same household with someone who has a confirmed case of COVID-19 will be 

 excluded for 7 (seven) days.  

  

• Children who are out of the Center due to illness for more than three (3) days must have a physician’s 

 note to certify that he/she may return to the Center.  

 

• Any child that is excluded from the Center due to illness and cannot provide a doctor’s note and can 

 return after symptoms have been resolved for 72 hours. 

 
Inclement Weather: 

 

Please listen to your local radio or television station for school closures. The safety of our children is the top priority for 

our agency. In the event of an emergency evacuation, on site staff will follow internal written instructions. Staff will take 

roster, first aid kits, evacuation packs, and all medications. Parents will be notified immediately. Kingsley House’s 

Emergency Evacuation Site is St. Michael’s Special School located at 1522 Chippewa St. New Orleans, LA 70130. 

 

Ready Responders: 

 

This New Orleans start-up company has medics on staff that can be sent straight to your door or Kingsley House to treat 

immediate medical needs and their physicians and nurse practitioners can help get you the proper treatment and follow-up 

care. They have made several connections with insurance companies and hospitals that allow them to offer this service at 

no charge to the patient. Ready Responders is also a great service for those who can't drive, or those who live alone and 

could use a checkup from a medical professional. The responders can also help with issues beyond the physical, such as 

arranging transportation for those who need it to and from the hospital, the pharmacy or a specialist. 

 

Kingsley House has partnered with Ready Responders to be able to provide on-site medical care/assessment to 

staff/children, when needed.  

 

Policy: In an effort, to provide participants with the best care, prevent absenteeism and promote self-sufficiency, Kingsley 

House will refer participant to a medical provider to asses and treat children displaying signs and symptoms of illness.  

 

Procedures: 

I. All parents will receive an “Authorization to Refer for Medical Treatment” form at intake.  
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II. Parents will be required to complete the Ready Responders intake and health document forms, if they choose to 

 participate.  

 

III. Teachers will reports any child displaying signs and symptoms of an illness (signs and symptoms listed below) to 

 their supervisor and the family advocate.  

 

 Signs and Symptoms of illness: 

 Weakness, fever, headaches, vomiting, cough, diarrhea, shortness of breath, nausea, abdominal pain, painful 

 urination, red-crusted eyes, pulling on ear, rash, skin conditions, headaches, non-stop crying, sleepiness, changes 

 in behavior 

 

IV.  The family advocate will check the participant’s file to see if they have accepted or declined medical services.  

 

V. The family advocate will contact the participant’s guardian and inform them of the symptoms. The family 

 advocate will provide the parent with three options: 

 

 a. The parent can come and pick up the child and bring them to their primary care provider for evaluation  

  and return with documentation  

 b. The parent can accept medical treatment and participate in the visit with medical provider   

  (Parent/Guardian should be able to arrive on site within 15 minutes) 

 c. Parent/Guardian will allow services to be rendered in their absence and a Kingsley House staff member  

  will be present with the child during the visit 

 

VI. The family advocate will document verbal consent or denial in Child Plus and any follow-up comments 

 

VII. If the parent declines for the medical agency to be contacted, the parent should come and pick up the child if the 

 child is displaying the following:  

• Possible ringworm 

• Possible chicken pox 

• Undiagnosed rash 

• 2 or more episodes of vomiting and/or diarrhea  

• Red, crusted eyes 

• Fever of 100 F or greater 

• Signs of symptoms of the Flu 

* Exclusion criteria will be followed for the above 

 

VIII. If the parent declines services and the child does not display the above mentioned symptoms (Bullet V) the child 

 can return to the classroom.  

 

IX. If a parent has verbally consented to treatment, child will remain in classroom if the following is not present: 

• Possible ringworm 

• Possible chicken pox 

• Undiagnosed rash 

• 2 or more episodes of vomiting or uncontrolled diarrhea  

• Red, crusted eyes 

• Fever of 100 F or greater 

• Signs of symptoms of the Flu 

 

X. If a parent has consented to treatment and the above is present, the child will be taken to the Health Room by a 

 staff member and monitored until the medical exam is completed 

 

XI. A Kingsley House staff member and/or parent will be present for the exam. If the parent is not present, the 

 Kingsley House staff member will have them join by phone. 
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XII. The Advocate will receive all prescriptions and documentation from the health provider. Documentation should 

 be uploaded into Child Plus by the advocate.  All documentation and prescriptions will be given to the 

 parent/guardian when the child is picked up from school.  

 

 

XIII. The child can return to class if they are treated and the illness is deemed as non-contagious.  If the illness is 

 contagious, the parent will be required to pick the child up and exclusion criteria will be followed. Kingsley 

 House will also follow the recommendation of the provider. 
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Behavior Management Policy 
 

Kingsley House understands that a child’s social and emotional development is just as important to learning as their 

academic development. Children are born with the need and desire to connect with those around them. When adults 

establish positive relationships with children from birth through the early years, children feel safe and secure, laying the 

foundation for healthy social and emotional development. This development affects how children experience the world, 

express themselves, manage their emotions, and establish positive relationships with others.  

 

Kingsley House’s selected social-emotional program will be Conscious Discipline. Conscious discipline is a research 

based method of discipline that eliminates the need for reward and punishment-style discipline. It is intended to create 

stronger communication within families/classrooms and gives children a voice and empowers them with the ability and 

help to achieve behavioral goals. 

 
Time outs will not be allowed under any circumstances. 

 

At Kingsley House, we believe that our program participants (children and adults) can thrive only in an atmosphere of 

mutual trust and respect.  Therefore, no form of severe punishment, such as corporal/physical punishment or verbal abuse 

is tolerated.  Derogatory remarks shall not be made to program participants by staff or program volunteers.  Any form of 

isolation, locked seclusion, manual or mechanical restraint is strictly forbidden.  Additionally, the use of aversive stimuli 

such as shock treatment, punitive work assignments, punishment by peer and group punishment for individual behavior is 

prohibited.   

 

Kingsley House is committed to maintaining a violence free environment for participants and staff.  Programs are 

designed to prevent the occurrence of any dangerous behaviors or incidents.  Early intervention to ward off any potential 

dangers to participants is exercised by all programs.  All program staff throughout the agency receives training in 

techniques for deescalating conflict and management of aggressive or out-of-control behaviors.  If, in rare instances, a 

child or adult participant is in danger of hurting themselves or others, the least restrictive de-escalation techniques 

possible will be implemented.  Staff will attempt to use verbal encouragement of the participant to defuse dangerous or 

potentially dangerous behaviors.  In these instances, parents or caregivers of the child or adult participant will be 

immediately called by staff.  If necessary, police assistance will be requested to intervene, should more restrictive actions 

be required.  Physical restraint of the participant is only to be used by staff as a last resort, in extenuating circumstances 

where the participant is in imminent danger to themselves or others.  The preferable approach, however, is for staff to 

constantly take note of participants displaying desired behaviors and reward the appropriate behaviors with praise.   

 

The behavior management policy shall prohibit children from being subjected to any of the following: 

 physical or corporal punishment which includes but is not limited to yelling, slapping, spanking, yanking, 

shaking, pinching, exposure to extreme temperatures or other measures producing physical pain, putting 

anything in the mouth of a child, requiring a child to exercise, or placing a child in an uncomfortable position.  

 verbal abuse, which includes but is not limited to using offensive or profane language, telling a child to ‘shut 

up”, or making derogatory remarks about children or family members of children in the presence of children;  

 the threat of a prohibited action even if there is no intent to follow through with the threat;  

 being disciplined by another child 

 being bullied by another child; 

 being deprived of food or beverages;  

 being restrained by devices such as high chairs or feeding tables for disciplinary purposes; and  

 having active play time withheld for disciplinary purposes, except timeout may be used during active play 

time for an infraction incurred during the playtime.  

Kingsley House staff shall adhere to the policies indicated above. Any such incidents should be reported to the Director or 

Family Advocate immediately and appropriate corrective action of the staff member or volunteer must occur, as per 

agency policy.  Also, no program participant is to be disciplined by another program participant nor can a program 

participant be disciplined by a parent of another child within the program. 
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Positive Socio-Emotional Intervention and Support Program (PSEISP) will also be implemented at Kingsley House. It is 

well known that early learning centers are successful when they help children grow academically, socially, and 

emotionally and we are committed to working with you to ensure this happens for your child. For this to happen, it is 

imperative that we cultivate a safe classroom and school environment that is supportive and conducive to growth.  

Focusing on Positive Behavioral Interventions and Supports, Kingsley House will use a combination of trained staff and 

contracted consultants to provide a social-emotional learning program teaching skills related to relaxation techniques, 

meditation, self-management, understanding and processing feelings, and social skills.  

 

With formal consent, your child may participate in group sessions, classroom sessions, direct classroom observations, 

and/or one-on-one sessions. 

 

If a child has repeated behavioral concerns and with parent consent, the contracted Mental Health Specialist will: 

 Observe the child in the classroom environment 

 Conduct a one-on–one session with the child 

 Consult with Kingsley House staff 

 Create a behavior plan with classroom and home interventions 

 Conduct a staffing with the parent and pertinent Kingsley House staff members  

 Refer to an outside mental health agency, if necessary 

 

Kingsley House is dedicated to ensuring the active participation of all children enrolled. It is our practice to provide 

intervention services and referrals to aid in deterring undesired behaviors, however, in the most extenuating situations, 

Kingsley House Head Start and Early Head Start program may have no recourse but to temporarily suspend or expel. 

Kingsley House will explore all possible steps to address any concerns and directly facilitate the transition of the child to a 

more appropriate placement, if deemed necessary. 

 
Head Start Program Biting Policy and Procedures 

 

Kingsley House, Inc. Head Start Program seeks to foster children’s respect for self and others by promoting positive social 

behaviors. Ongoing open communication between the home and the center working cooperatively helps us to achieve that 

goal. 

 

The staff of Kingsley House Head Start Program believes that biting is a part of a normal development stage for young 

children who are teething and have limited language ability. It cannot, however, be tolerated in a group childcare setting for 

health, sanitation, and welfare reasons. It also causes high anxiety for the parents of all the children involved. 

 

Procedures: 

 

If a child bites another child, the following techniques will be used to help the child learn that biting is inappropriate. 

1. Teacher will voice orally that “Biting hurts,” or “No biting.”  Staff is never to bite the child to show it hurts and 

never tell the child who was bitten to bite back. 

2. The teacher should redirect the child involved in the incident to an attractive toy or activity that is appropriate to 

the age of the child involved. 

3. After rendering the necessary first aid, write an accident report indicating what happened and notify, by telephone, 

the child’s parents to give them an opportunity to take the bitten child for medical attention, if needed. The staff 

will also ensure that the parent signs the incident report upon pick up. 

4. Write another incident report and notify, by telephone, the parent of the child who did the biting. If needed, schedule 

a conference to try to ascertain what may have caused the biting and brainstorm solutions for the center and home 

use. 

5. The center staff will maintain confidentiality. The name of the child who bites shall NEVER be provided to the 

parents of the child who was bitten. 
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NORMAL BUILDING RULES 
 

 A Parent/Guardian MUST accompany his/her child into the building.  The child cannot be admitted into 

class for the day unless a parent and/or guardian signs them in at the front desk and in the classroom on 

the arrival and departure sheet.  For safety reasons, children must be supervised at all times.  

 Please refrain from using your cell phones upon entering the education wing.  

 

 
 

 No pets will be allowed in the building at any time. 

 When dropping off children, no more than 2 adults should accompany the child to the classroom. If you 

have siblings with you during drop off/pickup, please ensure that the children remain with you at all times.  

 No child should enter the class with outside food of any type. If you bring your child with breakfast in the 

morning, he/she will need to finish it in the front lobby area before entering the education wing.  

 

MASTERCARD 

 

 At the beginning of the school year, you will be asked to complete a Mastercard. The entire form must be 

completed. We ask that you list anyone that you would like to be able to pick up your child from school, 

should you not be able to come. If someone other than the parent or guardian is picking up your child, 

they must follow the same procedures for signing in and out and MUST be listed on the child’s 

Mastercard. For security purposes, children CANNOT be released to any person not listed on the 

Mastercard. The Mastercard can be updated at any time by speaking with your Family Advocate. You 

may add or remove persons as often as needed. 

 Everyone who picks up a child must be 18 years or older and have a valid driver’s license or state issued 

ID.  

 For the safety of all children, we will not allow pick-up of children by anyone who appears to under the 

influence of drugs or alcohol.  

 

COMMUNICATION 
 

 Please utilize the parent portal, www.kinglseyhouse.org/parent-portal, to retrieve parent newsletters, 

updates from the program, access to the parent handbook, Triple P parenting tips, financial literacy 

information, etc.    

 We value your opinions/suggestions! Please keep the lines of communication open.  

 Please make sure you stay in contact with your Family Advocate or Teacher using the REMIND app. 

http://www.kinglseyhouse.org/parent-portal
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 We also ask that you keep your Family Advocate up to date on any changes to your address/phone 

number. A phone number is extremely important should we need to reach you in the event of an 

emergency.  

 

TARDY (AFTER 9 AM)/LATE PICK-UP (AFTER 5 PM)  
 

In addition to attendance being important, so is timeliness. Every class has a posted schedule and we 

encourage families to always know what is going on in the class. In order for your child to not miss out on 

any important activities, it’s imperative that the child arrives on time. It’s also important for your child to be 

picked up on time.  

 

The procedure for tardiness or late pick-up is as follows: 
 

1. First: Discussion with your Family Advocate. 
 

2. Second: An immediate conference with the Education Supervisor and Family Advocate. 
 

3. Third:  A meeting with the PFCE Manager. 
 

UNIFORMS (Optional): 
 

 Optional Uniform - khaki shorts, pants or skirts & burgundy shirts  

 Please send a complete change of clothes to school in case of an accident. 

 For safety reasons, students MUST wear closed toe shoes with rubber soles at all times. Also due to safety 

reasons, the following shoes will not be permitted: slippers, slip-ons, open toed shoes, jelly and shoes with 

heels. 

 

JEWELRY AND HAIR: 
 

Our first priority is the safety of the children. In order to avoid accidents,  

 

 Students cannot wear necklaces, medallions, bracelets, rings, watches, etc. 

 Students are not permitted to wear hanging/hoop earrings or large earrings of any type. 

 Because of the potential choking hazard, no child will be allowed to wear hair beads.  

 

TOYS: 

 

 Please do not send toys or games of any sort to Kingsley House unless requested by the teacher for a 

particular lesson.  Program staff will not be responsible for lost/misplaced items.   

 
 

DISRESPECT AND INAPPROPRIATE LANGUAGE: 
 

 We should all practice using respectful behavior. Disrespectful behavior toward any staff or volunteer at 

the center will not be tolerated and may possibly result in dismissal from the program.  

 Likewise, Kingsley House values you as our participant family. You will receive respect by all Kingsley 

House staff members.  

 The use of any language that is impolite, profane, lewd, and indecent or contrary to the professional and 

moral standards of the program is not tolerated from students or parents anywhere in the building. 
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OPEN DOOR POLICY 

 

 Parents are always welcome to visit the school and encouraged to do so as often as possible. 

 
SCHEDULING PROCEDURES FOR CONFERENCES 

 

 Any conferences with the teaching staff outside of the pre-scheduled parent/teacher conferences must be 

scheduled through appointments.  The teacher cannot leave the classroom during instructional time and 

we must maintain proper teacher-child ratios.   

 Please note that extended discussions with teachers should not occur during morning drop off as the 

teacher should be available to speak with all parents.  

 

SAFETY 

 

 Please cooperate with the parking requirements established by Kingsley House and enforced by our 

Security Officer.  To ensure that traffic runs smoothly and safety is maintained at all times, procedures 

are in place that require the cooperation from staff, caregivers and participants.  The cones are placed in 

designated areas to ensure a smooth flow of traffic.  Please do not remove the cones.  There is ample space 

for parking, out of the flow of traffic, on Richard Street.  We do not want to create an environment where 

accidents occur or where a child, family member, staff or senior is injured.  Please assist us by not moving 

the cones and parking in the designated areas.   

 Also, please note that the parking lot in front of the Taylor campus is one-way. Please do not enter or drive 

through this parking lot in the wrong direction.  

 Please utilize the trash cans around the school to keep our grounds clear of clutter.  

 

VOLUNTEER DRESS CODE 

 

 KH celebrates and is committed to cultural diversity, and strongly encourages volunteers and parents to 

demonstrate their commitment to diversity and inclusion by exercising consideration when wearing 

attire with slogans and messages. KH does reserve the right to ban attire that has any slogans that are 

libelous, obscene or somehow very disruptive. 

 

 Parents are expected to carry themselves in a professional manner at all times. 

 

 The following clothing items will not be permitted: 

o Excessively ripped clothing 

o Clothing with offensive language or displays of alcohol/tobacco/religious preference 

o Exposed midriff/tops, tank tops, or sleeveless shirts 

o Pajamas/Robes 

o Scarfs or bonnets 

o Slippers 

o Excessively short, tight or revealing clothing 
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POLICY ON TRANSPORTATION 

 
The Kingsley House Program DOES NOT provide transportation.     

 

 

 

 
 

 

 

If transportation is needed, please check with your fellow participants. There are van services in/around the 

New Orleans area that can provide transportation for your child.  
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HOME VISITS 

 

Teachers will conduct at least two home visits during the school year with each family.  The first home visit 

must be conducted prior a child entering our program. The purpose of the home visit is to discuss your child’s 

learning and development while enrolled in our program. These visits may occur in person or virtually.  

 

PARENT/TEACHER CONFERENCES 

 

Parent teacher conferences will be conducted three times (fall, winter, and spring) per school year. Each parent 

is required to attend the scheduled parent teacher conference with their child’s teacher.  These conferences may 

occur in person or virtually. During the conference, the parent and teacher will discuss how the child is 

developing and create goals for the next quarter. 

 

AGES AND STAGES QUESTIONNAIRES 
 

Used to identify concerns regarding child’s development, behavioral, motor, language, social, cognitive, and 

emotional skills. ASQ:SE2 (social emotional screening) and ASQ- 3 (developmental screening) will be 

completed on every child within the first 45 days of enrollment. The teacher and the parent(s) will discuss the 

results.   

 

MORNING AND AFTERNOON VISUAL CHECK 

 

 Upon entry into the classroom, each child is required to have a health inspection conducted by the staff 

member that receives them into the facility. The following items will be checked upon entry: physical 

appearance, health and hygiene and complaints from the child or person escorting the child into the 

center.  

 In the event that a problem is detected, the staff person will discuss this with the parent/guardian, 

indicate this on the required paperwork and have the parent/guardian sign to verify what was discussed.  

 During pick up, the required visual check will take place again and procedures followed.  

 

 

ELECTRONIC DEVICES/COMPUTER PRACTICES/MOVIES/VIDEO GAMES 

 

 Electronic device activities for children under age two are prohibited;  

 Time allowed for electronic device activities for children ages two and above shall not exceed thirty 

minutes per week per child; 

 Kingsley House will ensure that computers that allow internet access by children will be equipped with 

monitoring or filtering software that limits access by children to inappropriate websites, e-mail, and 

instant messaging 

 Programs, movies, and video games with violent or adult content, including but not limited to soap 

operas, television news, and sports programs aimed at audiences other than children, shall not be 

permitted in the presence of children; 

 All video, DVD, or other programming shall be suitable for the youngest child present; 

 “PG” programming or its television equivalent shall not be shown to children under age five; 
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 “PG” programming shall only be viewed by children age five and above and shall require written 

parental authorization; 

 Any programming with a rating more restrictive than “PG” is prohibited; 

 
PHYSICAL ACTIVITY & SLEEP/REST PROCEDURES 

 

 Physical activity: 

a. Children under age two shall be provided time and space for age appropriate physical activity for 

a minimum of 60 minutes per day; 

b. Children age two and older shall be provided a minimum of 60 minutes of physical activity per 

day that includes a combination of both teacher led and free play; 

 

 Sleep/rest: 

a. Infants shall be allowed to sleep according to their individual schedules; 

b. Children under age four shall have daily rest time of at least 75 minutes in programs operating 

more than 5 hours per day; 

c. Children ages four and older shall be offered the opportunity for quiet time; 

 

 

BIRTHDAY PARTY CELEBRATION PROCEDURE 

 

 Requests for birthday party celebrations need to be turned in to the teacher in writing at least 2 weeks 

prior to celebration.  

 Only the following food can be brought to the classroom: cake or cupcakes or cookie cake plus juice or 

ice cream.  

 Only 2 family members may come to the class for the celebration.  

 If party bags are being provided, they will be placed in each child’s cubby to be taken home with them 

at the end of the day.  

 No balloons may be brought into the classroom.  
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Kingsley House will be utilizing a Whole Family strategy in all areas of programming. With the Whole Family 

strategy, we will focus on simultaneously addressing the needs of parents and children to improve outcomes for 

the whole family.  

 

FAMILY SUCCESS PLANNING PROCESS 

 
The Family Success Planning process is an integral part of our Early Learning Services.  Your Family Advocate 

will work with you on your paths to success. We will work on preparing your child for kindergarten readiness 

but creating a safe and nurturing family environment is also important to your child’s success. We will help you 

achieve your parenting, education and career goals through a variety of programs we offer, or through available 

resources and partnerships.  

 

The process will go as follows:  

 

1. You will meet with your Family Advocate at the beginning of every school year. 

2. During the meeting, you, as the parent and/or guardian, will develop goals that you would like to 

accomplish.  Each family will be required to set one financial goal and at least one other goal.  

The purpose is to set goals that will be beneficial to your whole family. 

3. Your Family Advocate will assist and support you with developing action steps to 

 accomplish your goal as well as assist with finding resources.  

 

**The goals may be changed throughout the year as circumstances in your life may change. This is 

where communication with your Family Advocate will be key.  

 

** You will be required to meet with your Family Advocate on a regular and consistent basis throughout 

the year to work towards your goals. Your Family Advocate will coach you along the way and 

identify additional needs/resources.  Your participation is the most important piece to this process and to 

the success of accomplishing your goal.     

 

 

FINANCIAL LITERACY 

 

Kingsley House is committed to providing the tools needed to equip you with the knowledge and skills needed to 

manage money effectively. We will provide training/coaching on the importance of setting goals, tracking your 

spending, setting budgets, the importance of saving, understanding your credit, and homeownership. The more 

information you have, the better you’ll be able to make informed and effective decisions with all of your 

financial resources.  

 

Your Family Advocate will provide coaching through the use of the Change Machine tool. You will be able to 

see your progress in creating and maintaining a budget, how you are progressing in finding ways to save, how 

you are making improvements to your credit score and how you are progressing in lowering the amount of debt 

you may have. All families will be required to set at least one financial goal and to meet with your Family 

Advocate at least once a month to discuss/receive coaching in reaching that goal.  

 

 

KINGSLEY CONNECTIONS 

 

Kingsley Connections is a workforce development program that assists individuals in preparing for careers in 

today’s top industries. We have a team of professionals who will utilize an individualized approach to assist you 
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in navigating career pathways and overcoming barriers to employment. Kingsley Connections offers 

participants three entry points: Career Development, Career Ready, or Career Advancement. We will assist with 

career exploration, career placement, financial literacy, job readiness skills, high school equivalency preparation 

and referrals and resources.  To enroll, you may speak with your Family Advocate or go to 

https://www.kingsleyhouse.org/kingsley-connections/.  

 

Volunteering to Support Your Child’s Success 
 

Early Head Start and Head Start are premier child development services provided to parents through the 

issuance of a scholarship, which makes it no cost to the parent. However, to ensure that we are able to continue 

to provide the high quality child development services, we rely on the assistance of our families to help offset 

some of our cost. This assistance is volunteerism. 

 

All families are asked to contribute 100 volunteer hours (9.5 hours a month) to the center. 

 

Volunteer opportunities: 

 Volunteer in the classroom. 

 Volunteer for field trips  

 Beautification – assist with decorating and maintaining the bulletin boards throughout center or help 

decorate classrooms as learning themes change. 

 Become a lunch room volunteer and assist with food service, meal distribution, clean up, etc. 

 Partnership – read, read, read to your children at school or in the home, read signs as you are driving, 

point out places and things of interest to your child. Use every moment to teach your child something 

about you, your family, your community and the world. 

 Children 14 years of age and above will be permitted to complete a volunteer application and they will 

be contacted by the ELS Director should a volunteer opportunity become available and will be based on 

the need of the program. There will be no volunteer opportunities during school hours.  

 Due to COVID-19, we ask that you speak with your child’s teacher to see how you virtually volunteer. 

Also, working with your child at home using the school at home packets will also go towards your in-

kind donation and volunteer hours.  

 

PARENT COMMITTEE 
 

Parent Committees 

 

 The Parent Committee will be selected in August of every school year. Parents who are interested in 

running for President, Vice President, Secretary, Special Events Coordinator, and Parent Motivator will 

be allowed to speak at Parent Café’s, set up a table in the lobby areas to speak with parents about why 

they feel they are the best candidate for the position, put up poster boards introducing themselves to all 

parents, etc.  

 All parents who are selected will be required to attend a 1 day training at the beginning of September.  

 Parent Committee Meetings will be held once a month, in advance of the Parent Meeting, for the 

purposes of planning the parent meeting. 

 Parent Committee members agree to attend the Parent meetings as well as the Policy Council meetings 

once a month.  

 Parent Committee members agree to participate in the planning of all Parent meetings. 

 Parent Committee members agree to conduct a beginning of the year survey to gain feedback from the 

parents on what type of activities they’d like to see planned by the committee during the school year.  

https://www.kingsleyhouse.org/kingsley-connections/
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Officers are elected to serve for a one year period. No officer can serve in the same capacity for more than 3 

years. Officers can only be elected by the current parent body. 

 

 

Head Start Policy Council 

 
Purpose 

 

The Policy Council (PC) provides a formal means for parents to be involved in Head Start program governance, 

planning and decision making. It is designed for parent engagment and involvement in the program. PC 

membership consists of parent representatives and representatives from community agencies. PC members 

represent their program service area and receive information, training, and reports which they take back to share 

with other parents at the monthly school meetings. The PC representatives serve as the voice for their respective 

centers and enrolled families. However, the PC as a whole make decisions that impact all the program options 

of the Grantee, which is Kingsley House, Inc. 

 

The PC meets on the 4th Tuesday of every month, beginning in September, at 1:00 pm.  

 

The Parent’s Code of Ethics  

 
As a Head Start Parent, I adopt the following principles as my personal code of ethics. 

 

 I will strive to keep any and all lines of communication open between myself and the Head Start 

Program. 

 

 I pledge to care for my child both at home and in the Center utilizing the Head Start curriculum. 

 

 I pledge to follow the program’s recommendations in regard to my child’s physical, social, emotional 

and mental development. 

 

 I will encourage other parents to participate at every level of the Head Start Program on a regular basis. 

 

 I will continue to improve my personal growth and skills as a parent, person, and community member by 

taking advantage of any training offered to me. 

 

 I will encourage the development of parenting skills so as to enhance my capacity to serve myself, my 

family, my city and nation in a self-sufficient way. 

 

 I acknowledge as a parent that I am the prime educator of my child.  I fully dedicate myself to the Head 

Start Program. 
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Children Learn What They Live 

Dorothy L. Nolte 
 
 

If children live with criticism, they learn to condemn. 

If children live with hostility, they learn to fight. 

If children live with fear, they learn to be apprehensive. 

If children live with pity, they learn to feel sorry for themselves. 

If children live with ridicule, they learn to be shy. 

If children live with jealousy, they learn what envy is. 

If children live with shame, they learn to feel guilty. 

If children live with encouragement, they learn to be confident. 

If children live with praise, they learn to appreciate. 

If children live with approval, they learn to like themselves. 

If children live with recognition, they learn to have a goal. 

If children live with sharing, they learn to be generous. 

If children live with honesty and fairness, they learn what truth and justice are. 

If children live with friendliness, they learn that the world is a nice place in which to live. 

If children live with serenity, they learn to have peace of mind. 

With what are your children living? 
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WE BELIEVE IN PARENT INVOLVEMENT 
A PHILOSOPHICAL STATEMENT 

 

    We believe that the years before school are the formative years; the time when a child first develops a sense of  

    morals, a sense of individuality and a sense for the world and people around him. During these years the  

    foundations for future success are laid. Children learn during these years through a variety of ways; (a) they  

    model behavior from people around them; (b) they actively seek answers and most significantly; (c) through  

    play, they explore and experiment. 

 

We believe that respect for and acceptance of the individual, whether he be a parent, child or staff 

member, is the basis for a humanistic, meaningful and successful program. 

 
 

  We believe: 
1. That each child is a unique individual 
2. That children have a natural curiosity – a desire to learn 
3. That a child learns in sequential stages 
4. That the child’s learning experiences need to be individualized, since children develop  

at different rates and possess different potentials  
5. That a child learn through freedom of movement and choice of activities. 
6. That children need positive guidance 
7. That a child learns in a variety of ways: 

a. He learns through play 
b. He learns through encouragement and praise 
c. He learns by asking questions 
d. He learns through interacting with his peers 

8. That a child becomes responsible by being given responsibility. They are best guided 
when responsible for their own actions. 

 
 
 
 
 

 


