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Child Care Associates (CCA) recognizes that children 
are unique individuals.  All aspects of their growth 
follow a pattern but most importantly we recognize 
that development is at the child’s own rate.  CCA 
believes children learn best through play and 
experiences.  Therefore, our task is to provide an 
environment and curriculum, which are age-
appropriate for young children, flexible enough to 
meet their individual needs and interesting and fun 
enough to spark their imagination.  This type of 
setting provides opportunities for children to 
develop their full potential physically, socially, 
emotionally and intellectually.  CCA also believes 
that families are a child’s first teacher and that 
together we can create an environment where your 
child feels safe to try new activities, encouraged on 
their attempts and praised for their successes.   

CCA welcomes all children regardless of language, 
class, culture, race or family structure.  The company 
prohibits any form of discrimination based on race, 
color, national origin, sex, age, disability, religion or 
political belief. This applies to all children and 
parents served, to employees and to the general 
public.  Additionally, we will gladly incorporate any 
Individual Family Service Plans (IFSPs) or Individual 
Education Plans (IEPs) with our curriculum to best 
meet your child’s needs.  

All programs and facilities operated by CCA fall 
under the policy of non-discrimination. Parents who 
feel they are discriminated against may advise the 
Campus Director and request relief from areas of 
concern.  Parents may convey concerns about 
discrimination to the following address: 

Child Care Associates  
President/CEO  
3000 E. Belknap Street 
Fort Worth, TX 76111 
 

Child Care Associates (CCA) welcomes comments, 
suggestions and concerns from parents. Any person 
who has a suggestion or concern should discuss the 
issue with their Campus Director. If the concern is 

not resolved, further discussion may be held by 
contacting the CCA Head Start offices to bring about 
a reasonable resolution to the matter.  CCA’s 
President/CEO and/or the HS & EHS Director are 
available to discuss concerns, if the issue cannot be 
resolved at the campus level.   

The why behind our work is simple at Child Care 
Associates we are:   

Making a lifetime of difference…one child at a 
time!   

We welcome your child and family to our CCA early 
learning campus!   

Parents are encouraged to tell their friends and 
neighbors about CCA and the services we provide 
for young children. Anyone who is interested in our 
programs should contact Direct Care Services at 
817-838-8422 for more information or visit 
www.childcareassociates.org/contact-us/ 
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About Child Care Associates 

 

In 1968, Child Care Associates (CCA) established a basic 
necessity for many Texas families — quality child care. 
Today, CCA has grown into one of the largest private, 
nonprofit companies providing early care and education 
throughout Fort Worth, Tarrant County and West Central 
Texas. All of the programs described offer quality care 
and promote optimum growth and development by 
providing children with a) a safe, healthy environment; b) 
nutritious meals and snacks; c) qualified, responsible 
teachers and staff; and d) developmentally appropriate 
curriculum (State Adopted) and activities. The programs 
CCA operates include: 

 Head Start (HS) — Full day comprehensive, 

federally funded program is available to 1,324 

preschool children of low-income families (age 

three through five years).   

 Early Head Start (EHS) — Full day 

comprehensive, federally funded program is 

available to 492 pregnant women, infants and 

toddlers of low-income families (age pre-birth to 

three years).  

 Collaboration Pre-kindergarten (Pre-K) 

programs — Full day HS and Pre-K services to 

eligible children on elementary school campuses 

and/or CCA Campuses. ISD partners are: 

Arlington ISD, Crowley ISD, Everman ISD, Fort 

Worth ISD, Lake Worth ISD, and Uplift Charter 

School.    

 Before and After School Care — CCA offers 

quality childcare at affordable rates.  Before and 

After School Care is offered Monday through 

Friday. Before Care (6:30 a.m. to 7:30 am) – 

After care (3:00pm - 6:00 p.m.) (at select 

Campuses); 12 months of the year. Registration 

fee is $25.00. Weekly fee is $50.00. 

 Child Care Management Services (CCMS) —  

CCA’s largest program offers subsidized 

childcare funded by the State. CCA acts as a 

connection among parents, providers and the 

State. Through CCMS, eligible parents may 

choose from a full range of well-qualified 

child care providers (for children ages birth through 

twelve years). 

 

Introduction 
 

 

The U.S. Department of Health and Human Services funds 
CCA’s HS & EHS Program. The program operates 20 
Campuses in Tarrant County and provides dual 
enrollment in five (5) ISDs and a Charter School. TUITION 
FREE services are available to children birth to five years 
old of families who are income-eligible and pregnant 
mothers. The Head Start Program has a long tradition of 
delivering comprehensive and high-quality services 
designed to foster healthy development of children and 
families. Head Start services are responsive and 
appropriate to each child and families’ developmental, 
ethnic, cultural and linguistic background. The program 
follows the following regulations:   

Head Start Program Performance Standards (HSPPS) 
and Other Regulations – The HSPPS define the         
regulations, objectives, and features of a quality Head 
Start Program. Head Start has established Program Plans, 
Policies, and Procedures that specifically outline how the 
program complies with the required standards. Review 
HSPPS at www.eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-
xiii     

DFPS Minimum Standard Rules for Licensed Child Care 
Campuses – All CCA HS & EHS Campuses are licensed 
childcare operations by the state of Texas, Department of 
Family and Protective Services (DFPS). The licensing 
standards and the Campus’s Licensing Inspection Reports 
are available in or near the Campus Director’s office. If 
you have questions, concerns, you can contact the local 
State Licensing office (817-321-8600) or visit the website: 
www.dfps.state.tx.us/child_care  

Copies of the Minimum Standards for Child Care 
Campuses and Head Start Program Performance 
Standards and Other Regulations are available for 
parents to review during Campus hours of operation.  
Each CCA Campus maintains a bulletin board with 
postings of recent inspections, and other required 
postings for your review. 

 

http://www.eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii
http://www.eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii
http://www.dfps.state.tx.us/child_care
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2021 Summer Camp for Head Start: June 22 thru July 8, 
2021 

HOLIDAYS 

Sept 7, 2020: Labor Day 

Nov 23-27, 2020: Thanksgiving 

Dec 21, 2020 – Jan 1, 2021: Winter Break 

March 15-19, 2021: Spring Break 

May 31, 2021: Memorial Day 

July 5, 2021: (For July 4th) Independence Day 

 

 

 

 

 

 

 

 

 

 

 

 

HEAD START HOURS OF OPERATION  

(Refer to Family Calendar for Holiday Schedule and Other 
Events) 

* Head Start Hours of Operation – Failure to pick up a 
child at designated time from Head Start and Early Head 
Start may result in Campus Director or designee notifying 
Child Protective Services. 

* Before/After School Care is available. Fees for 
Before/After School Care are on page 3.  

6:30 am – 7:30 am (Before School) and 3:00 pm – 6:00 
pm (After School)  

* Satellite Collaboration Classrooms (ISD Teachers as 
assigned to CCA Head Start Classrooms) from Fort Worth 
ISD and Arlington ISD will follow the CCA Head Start 
Schedule.  

 

 

 

 

 

 

Name of Program/Collaboration Hours of Operation Days of Operation Start Date and End Date 

CCA Head Start  7:30 am – 3:00 pm Monday thru Friday September 8, 2020 thru June 18, 
2021 

CCA Early Head Start 7:30 am – 3:00 pm Monday thru Friday September 8, 2020 thru July 8, 2021 

CCA at Arlington ISD  8:10 am – 3:35 pm  Monday thru Friday  August 17, 2020 thru May 26, 2021 

HS at Crowley ISD 7:35 am – 3:20 pm Monday thru Friday September 8, 2020 thru June 11, 2021 

HS at Everman ISD 7:50 am – 3:20 pm Monday thru Friday August 13, 2020 thru May 25, 2021 

HS at Fort Worth ISD 7:50 am – 2:15 pm Monday thru Friday September 8, 2020 thru June 18,  
2021 

HS at Lake Worth ISD 8:05 am – 3:35 pm Monday thru Friday August 19, 2020 thru May 27, 2021 

HS at Uplift Meridian Charter 7:45 am – 3:00 pm Monday thru Friday August  10,  2020 thru May 27, 2021 
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Operational Policies & Procedures 
and Program Activities 
 

ANIMALS 

Animals are not allowed in CCA owned or operated 
Campuses, without prior approval by the Head Start 
Director, and without parent and Child Care Licensing 
(CCL) notification.  All CCL regulations will be followed if 
animals are present at the Campuses (See: Minimum 
Standards for Child Care Campuses; Division 3; Sections 
746.3901 – 746.3905). 

Service Animals - A parent who uses a service animal 
because of his/her disability must submit a request in 
writing to the Campus Director at least ten business days 
before bringing the service animal on CCA property. 

ATTENDANCE 

Regular attendance is essential to your child’s success in 
preschool because learning builds day by day. We want 
all children to start their day with a GREAT head start. 
When children come in late, they are missing out on the 
beginning of their HS and EHS day, which can be difficult 
if they have not participated in the morning routine. 
Please note the CCA HS/EHS Attendance Policy:  

Children must be present daily during the school year. 
Authorized absences include child illness or 
hospitalization, severe family emergency, court related 
hearings and/or death in the immediate family.  HS & EHS 
begins at 8:00 a.m. (no transportation is provided by 
CCA). Parents must report absences NO LATER than 8:30 
a.m.  Children having chronic or consecutive 
absences/tardiness will warrant a parent conference and 
the staff will implement appropriate family support 
procedures.  

CCA is required to implement a process to ensure 
children are safe when they do not arrive at school. If a 
child is unexpectedly absent and a parent has not 
contacted the campus within one hour of start time, the 
campus must attempt to contact the parent to ensure the 
child’s well-being. Campuses will initiate contact by voice, 
text message, or email. 

The campus will conduct a home visit or make other 
direct contact with a child’s parents if a child has multiple 
unexplained absences (such as two consecutive 
unexplained absences). If a child ceases to attend, the 
program will make appropriate efforts to re-engage the 
family to resume attendance. CCA will consider the slot 
vacant if the child does not resume attendance.  

Campus staff will maintain attendance records for 
children enrolled in CCA Campuses.  Excessive 
absenteeism throughout the program year may result in 
disenrollment of the child. (See ISD policies for children 
enrolled in Arlington ISD, Crowley ISD, Everman ISD, Fort 
Worth ISD, Lake Worth ISD, and Uplift Charter School) 

If the parents want an early dismissal, they must fill out 
an early dismissal slip (provided by CCA, ISD or Charter) 
Parents are required to go to office and provide excuse 
for early dismissal before 2:30 pm. Child will be escorted 
to the office and released to parents.  Early dismissals 
should just be for doctor appointments and other critical 
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needs.  The districts are required to send a letter to the 
parents for consistent absences.  TEA states the child is 
considered truant if the parents do not comply.  

BEFORE/AFTER SCHOOL CARE 

Campuses offering services are Arlington II, Circle Park, 
Gragg and Crowley EHS. Hours of service include:  Before 
Care (6:30 am – 7:30 am), After Care (3:00 pm – 6:00 pm). 
The Weekly Fee is $50.00 and Registration Fee is $25.00. 

Weekly payment is required for BEFORE/AFTER SCHOOL 
CARE. If parents request to be un-enrolled from 
BEFORE/AFTER SCHOOL CARE, a six (6) month waiting 
period will be observed before allowing re-enrollment.   

 

Parents are encouraged to apply for subsidized care 
through CCMS when assistance is needed with the cost of 
care. CCA has CCMS attendance card swipe machines 
available at each Campus where Before/After School Care 
options exist. Parent payment of the fee must be in 
advance of the week of service, due by the close of 
business on Friday. Any fees paid after that time are late. 
Additionally, there is no offset in parent fee for the times 
CCA is closed due to inclement weather or holidays.    

 

BREASTFEEDING PROVISIONS FOR PARENTS 

Parents have the right to breastfeed or provide breast 
milk for their children while in the care of CCA.  

Mothers who are breastfeeding their infants are provided 
a comfortable, private designated place in all CCA owned 
or operated Campuses.  In addition, mothers are 
encouraged to send breast milk for nursing infants while 
in care. 

CHILD ABUSE AND NEGLECT POLICY 

CCA maintains a Child Abuse and Neglect Policy and 
adheres to requirements of the Family Code Chapter 261. 
All staff and volunteers undergo a one-hour certified 
training annually. CCA adheres to all state laws and 
Licensing requirements regarding the reporting of 
suspected child abuse and neglect. Employees are 
recognized as mandatory reporters and adhere to state 
laws consistent with licensing requirements and validate 
by signing an agreement to abide by these requirements.  

Annual training is required for all Campus staff related to 
preventing and responding to abuse and neglect of 
children. The training method covers increasing 
employee and parent awareness of issues regarding the 
warning signs that a child may be a victim of abuse and 
neglect.  In addition, employees and parents increase 
awareness of prevention techniques for child abuse and 
neglect.  If child abuse or neglect is suspected, staff (or 
parents) are to report this by calling the hotline at 1-800-
252-5400 or at 1501 Circle Drive, Fort Worth, Texas 
76119 or online at https://www.txabusehotline.org . 
Child abuse and neglect information is also posted in the 
LICENSING INFORMATION BULLETIN BOARD found at 
each Campus. 

 

 

CHILD ASSESSMENTS AND SCREENINGS 

With parental consent, children will complete research-
based developmental standardized screenings to identify 
concerns regarding a child’s developmental, behavioral, 
motor, language, social, cognitive and emotional skills 
within 45 days of program attendance. The following 
assessments and screenings are currently used but are 
not limited to: 

 Head Start: CLI Engage, ASQ and ASQ-SE; 

 Early Head Start: ASQ and ASQ-SE, Teaching 
Strategies Gold; 

 Health staff will facilitate hearing and vision 
screenings within the first 45 days of program 
attendance;  

 Health Services will extract height and weight 
information from annual physical and Nutrition 
Services will monitor to ensure child remains on 
growth curve.  CCA’s Dietitian is available to 
address any concerns.   

 Parents will be notified if their child needs 
referrals to their Primary Care Physician for 
growth, vision or hearing follow up.   
 
 

CHILDREN’S PERSONAL ITEMS 

Children cannot bring money, jewelry, toys, backpacks or 
other valuables to school. The program is not responsible 
for any lost or stolen items. Your child may bring a blanket 

https://www.txabusehotline.org/
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from home.  Parents are asked to take them home weekly 
for laundering. 

CIVIL RIGHTS POLICY & CIVIL RIGHTS GRIEVANCE 
PROCEDURES 

CCA ensures that everyone has equal access to our facility 
and associated programs, in accordance with the Head 
Start Act of 1964, section 504 of the Rehabilitation Act of 
1973, and the American’s with Disability Act. You may file 
a complaint (written or verbal) to the Head Start Program 
Director, at 3000 E. Belknap, Fort Worth, Texas 76111, or 
call (817) 838-8422.  

In accordance with Federal Law and U.S. Department of 
Agriculture (USDA) policy, this institution is prohibited 
from discriminating on the basis of race, color, national 
origin, sex, age or disability. To file a complaint of 
discrimination, write USDA Director, Office of 
Adjudication, 1400 Independence Avenue, SW, 
Washington, DC 20250-9410 or call toll free (866) 632-
9992 (Voice).  Individuals who are hearing impaired or 
have speech disabilities may contact USDA through the 
Federal Relay Service at (800) 877-8339; or (800) 845-
6136 (Spanish).  USDA is an equal opportunity provider 
and employer.  

CLASS – Classroom Assessment Scoring System 

CLASS Pre-K is an observational instrument that assesses 
classroom quality in HS and assesses three domains; 
emotional support, classroom organization and 
instructional support. 

CLASS Infant/Toddler is an observational instrument that 
assesses classroom quality in EHS and assesses three 
domains; The Infants’ domain is responsive caregiving 
and the Toddler domains are emotional and behavior 
support, and engaged support for learning.  

COMMUNICATION AND NOTIFICATION TO 
PARENTS  

CCA will provide written notices, parent conferences, 
home-visits, daily contacts, school messenger system, 
and the CCA App, etc. regarding school activities, 
program events, progress and/or incidents regarding 
your child. Parents will receive a written notification of 
any changes to procedures or policies through Campus 
postings, letters, or electronically.  

CONFIDENTIALITY   

Families and children enrolled in HS/EHS have the right to 
the protection of personal information. Parents should be 
the primary source of information about themselves and 
information sought from them should be limited to that 
which is essential for service. To be in compliance with 
Federal Regulations, and to respect the privacy of each 
HS/EHS family, confidentiality of information is of 
primary importance. No volunteer or staff member of 
Child Care Associates may use information obtained at 
Head Start for his or her own use. Videotaping of any 
Head Start functions by individual families is not allowed 
at any Head Start event unless you have written 
permission of all families involved. Exceptions to the 
above confidentiality statement are child abuse, threats 
to harm self or others, or abuse of disabled individuals. 
 

CCA holds staff, consultants and volunteers to the highest 
level of expectation regarding CONFIDENTIALITY. 
Information about children, families, and other staff is 
expected to be shared on an as needed basis. Staff sign 
confidentiality statements upon hire to ensure the 
understanding about what they may and may not share. 
Parents sign confidentiality statements during volunteer 
training to ensure the understanding about what they 
may and may not share.  

Policy council members sign confidentiality statements 
during Policy Council Orientation to ensure the 
understanding about what they may and may not share.     

DAILY HEALTH CHECK 

All children will have a daily health check performed by 
their teacher upon arrival at the campus with parent or 
guardian present.  Teacher will document child’s 
condition, and both teacher and parent/guardian will 
initial daily health check form.  Upon departure, all 
children will be checked with parent /guardian present.  
Teacher will document child’s condition, and both parties 
will initial.   A visual or physical assessment of a child is to 
identify potential concerns about a child's health, 
including signs or symptoms of illness and injury, and in 
response to changes in the child's behavior since the last 
date of attendance.  
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DISCIPLINE AND GUIDANCE POLICY 

The CCA HS/EHS Program has a Discipline and Guidance 
Policy. All parents will receive the detailed written policy 
at the time of enrollment. This policy conforms to Texas 
Administrative Code, Title 40, Chapters 746 Subchapters 
L, Discipline and Guidance. (Refer to Appendices). 
Guidance strategies in use at CCA Campuses are designed 
to help the child develop self-discipline.  Teachers focus 
on modeling and teaching respectful interpersonal 
relationships with others. CCA staff has the expectation 
that children will act with kindness towards others.  Our 
goal is to create caring communities of learners.  
Caregivers do this through teaching, encouraging, and 
supporting actions that show respect and equality to 
everyone. 

DISRUPTIVE OR CONCERNING BEHAVIOR OF 
CHILDREN 

CCA implements Conscience Discipline® and Trust-Based 
Relational Intervention in all classrooms. In the event a 
child loses self-control and poses a significant risk to the 
health or safety of self or others, parents will be notified 
immediately and will be required to pick up the child. This 
must be approved by CCA’s Mental Health/Disability 
Coordinator. If this behavior is frequent, appropriate child 
and family support are available. (HSPPS 1302.17(a)(2))  

DRESS CODE 

Children’s attire should be clean and comfortable. It is 
recommended that all children wear closed shoes 
(preferably tennis shoes). Parents will be required to send 
a set of labeled clothing to remain at the Campus in the 
event of accidents. CCA suggests that the attire and hair 
ornaments are free of objects that may cause choking in 
children. 

DROP OFF & PICK UP – RELEASE OF CHILDREN  

Parents will assume full responsibility for the safe arrival 
of the child to the classroom or designated areas. Parents 
or other authorized persons must SIGN IN the child every 
morning. Only parents/guardian or authorized persons 
are allowed to pick up children. An authorized person 
must be 18 years or older. If an authorized person is 
picking up a child for the first time, he or she will be 
required to show proof of identity. Parents or other 

authorized persons must SIGN OUT the child every 
afternoon.  

EARLY CHILDHOOD DATA SYSTEM 

The Texas Student Data System (TSDS), a major initiative 
by the Texas Education Agency (TEA), is a mandatory 
statewide system for collecting and reporting education 
data for publicly funded schools in the State of Texas. 

The Early Childhood Data System (ECDS) is a state 
reporting feature in TSDS. The ECDS is used to collect 
voluntary and state mandated early childhood data, 
which includes student demographics, classroom link 
information, and assessment data. The ECDS data will be 
used to certify the effectiveness of pre-kindergarten 
programs in preparing children for success in 
kindergarten under Texas Education Code (TEC) §29.161. 
The purpose of ECDS is to inform parents, school 
administrators, the public, statewide stakeholders, the 
early childhood education community, and policy makers 
about the quality of early childhood education and help 
direct resources in an informed manner. 

ECDS will provide performance data, which will allow the 
HS program to measure how well we are preparing 
students for school, and allows us to track our program's 
improvement over time. Parents who provide consent for 
contact will receive information about community 
programs and supports.  This information will help 
families find quality services or experiences for their 
children and answer parents’ general questions about 
their child’s growth, learning and development. 

EDUCATIONAL CURRICULA (Programs)  

CCA implements scientifically researched-based 
developmentally appropriate curricula that is aligned 
with the Head Start Early Learning Outcomes Framework-
Ages Birth to Five and is content-rich to promote 
measurable progress toward development and learning. 
Following are the curriculums currently used, but not 
limited to: 

 Head Start/Early Head Start: Creative 
Curriculum and Frog Street as well as ISD Pre-K  
partner curriculums and 

 Early Head Start/Pregnant Mothers: Parent as 
Teachers Foundational Curriculum. 
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ELIGIBILITY POLICY 

The program does NOT deny anyone the right from 
applying regardless of race, sex, creed, color, national 
origin or disabling condition. The families of children 
applying for admittance to CCA MUST meet income, age 
and other pertinent criteria. Persons wishing to contest a 
denial of enrollment may do so by submitting their 
grievances or concerns in writing to the CCA Head Start 
Policy Council, at 3000 E. Belknap, Fort Worth, Texas 
76111. Head Start Federal Guidelines outline the 
qualifying standards for eligibility and enrollment. 
Eligibility criteria are based on:  

• Head Start Age – children must be three years of age 
on or before September 1st of the applicable program 
year and are eligible until the child enters 
kindergarten. Children with disabilities and 
transitioning from EHS are eligible for HS on the date 
that the child becomes three years of age.  

• Early Head Start Age – children must be an infant or 
a toddler younger than three years old, except when 
the child is transitioning to Head Start.  

• Income and Other Eligibility Requirements – families 
must comply with the Family Income Guidelines for 
Head Start Programs or other requirements 
designated in HSPPS 1302.12(c).  

• Children with Disabilities – The Head Start Program 
will NOT deny eligibility based on disability or the 
severity to any child. The definition of children with 
disabilities is defined in HSPPS. 
 

ENROLLMENT POLICY 

CCA maintains its funded enrollment of 1816 slots. 
Enrollment means the official acceptance of a child by the 
HS Program and the child is physically in attendance. 
Parents/legal guardians must sign and complete all 
necessary documents contained in the Child’s File in 
order for the child and family to begin receiving services. 
10% of enrollment slots are designated for children with 
disabilities. Three percent of the funded enrollment slots 
are reserved for homeless children, pregnant women 
and/or children in foster care for up to 30 days.  

EMERGENCY PREPAREDNESS PLAN   

CCA has an Emergency Preparedness Plan that is 
maintained at each HS/EHS Campus and is in accordance 
with Child Care Licensing Minimum Standards. The 

emergency preparedness plan is designed to ensure the 
safety of the children during an emergency by addressing 
staff responsibility and facility readiness. The plan 
addresses the types of emergencies most likely to occur 
in our area including but not limited to natural events 
such as tornadoes, floods or hurricanes, health events 
such as medical emergencies, communicable disease 
outbreaks, and human-caused events such as an intruder 
with a weapon, explosion, or chemical spill. Parents will 
be notified immediately or as soon as possible. (Refer to 
Appendices). 

EXCLUSION GUIDELINES – SICK CHILDREN 

In order to ensure the health and safety of children and 

staff, children who have any of the conditions listed in the 

Exclusion Guidelines will not be allowed to come to 

school until a note is received from the child’s doctor 

stating that the child is able to return to school. Children 

will be sent home if the signs and symptoms occur as 

listed in the Exclusion Guidelines: (Refer to Health 

Services Department Section).  If a child has a symptom 

or is exposed to a child requiring exclusion from the 

HS/EHS Campus, the parent will be notified immediately. 

EXCUSING CHILDREN TEMPORARILY FROM 
ACTIVITIES 

Parents may remove their child temporarily from 
classroom activities if the instructional activity conflicts 
with religious or moral beliefs. The removal cannot be to 
avoid regular classroom instruction and may not extend 
beyond the duration of the specific activity. 

FEES 

There is NO FEE for HS or EHS services. Parents are 
encouraged to participate as much as possible in various 
activities and volunteer opportunities.  Participation is 
not a condition of a child’s enrollment. 

LATE FEE – Before/After School Care: Failure to pick up a 
child at the scheduled closing time of the Before/After 
School Day will result in a fee charged to the parent or 
guardian at a rate of $1 per minute charge. Acceptable 
forms of payment- cashier’s check, credit/debit cards 
and money orders. NO personal checks or cash will be 
accepted.  If a parent fails to pay fees, the Campus may 
refuse admission of the child to the Before/After School 
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Care program until all fees are current. This does not 
apply to the Head Start and Early Head Start Program.  

FIELD TRIPS 

Field trips are not allowed by the CCA owned or operated 
Campuses. Exception: Identified ISD partnerships. 

FIREARMS OR OTHER WEAPONS 

CCA prohibits all firearms or other weapons to include 
concealed weapons into any CCA facility or CCA 
sponsored activity. (Refer to Appendices). 

GANG-FREE ZONE 

Under the Texas Penal Code any area within 1000 feet of 
a child-care center is a gang-free zone, where criminal 
offenses related to organized criminal activity are subject 
to a harsher penalty. 

GRADUATION CEREMONIES 

Graduation ceremonies will take place at the end of the 
school year. The ceremonies will take place at the 
individual HS Campuses or an alternate location as 
approved by the program. Campus Directors are 
responsible to coordinate these activities.  

GRIEVANCES 

Parents and the public have the right to file a written 
formal grievance to the Head Start Policy Council at 3000 
E. Belknap, Fort Worth, Texas 76111. 

HOME CONNECTION CALENDAR 

Research states that long-term student’s success is 
connected to parent engagement. CCA is implementing a 
Home Connection Calendar (HCC) to support families in 
their efforts to build a bridge between home and school. 
By completing the HCC, parents are given the opportunity 
to support and engage in their child’s social, emotional, 
cognitive, fine motor and gross motor development.  

CCA highly recommends each parent complete a 
minimum of 10 hours per month per child of activities 
listed in HCC. However, the HCC provides up to 22 hours 
per month for maximum support and engagement.  

HOME VISITS 

Head Start staff will conduct a minimum of two (2) home 
visits during the year, but it is not a condition of 
enrollment. The home is the most important place in a 
child’s life; this is where he/she feels the most 
comfortable. Home visits support this belief. During the 
program year your child’s Teacher will complete two 
home visits. If you need to change or cancel a home 
visit, please contact your child’s Teacher or Family 
Service Advocate at least 24 hours in advance. For Early 
Head Start Home based option,  Home Based home 
visitors will (i) provide one home visit per week per 
family that lasts at least an hour and a half and provide a 
minimum of 46 visits per year; and, (ii) at a minimum, 22 
group socialization activities distributed over the course 
of the program year. 

 

INCLEMENT WEATHER 

CCA follows the Fort Worth ISD schedule of inclement 
weather closures. If Fort Worth ISD opens on a delayed 
schedule or closes early, CCA’s CEO/President will 
determine if a schedule adjustment is needed for safe 
travels.  

Classrooms that are part of the Crowley ISD, Everman 
ISD, Fort Worth ISD, Lake Worth ISD or Uplift Charter 
School will follow their ISD’s policy for school closure. 

Inclement Weather- Before/After School Care payments 
are due for the week even if the Campus is closed for 
inclement weather. 

MEDIA RELEASE 

CCA uses photographs and video for the purpose of 
publicizing CCA. Such uses may include articles, 
brochures, newsletters, website, social media, television, 
video and/or other informational and promotional 
situations with community partners. Video film may also 
be used as presentations about the program. Parental 
permission for media release is acquired at time of 
enrollment.  

MEDICAL EMERGENCIES 

Procedures for medical emergencies involving children 
are as follows:  

 The injured child is tended to by the staff; 
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 First aid is provided as necessary depending on 
the injury of the child; 

 Emergency Medical Services – EMS (911) is 
called if necessary, and 

 Parents receive notification as well as the child’s 
doctor. 

 

Parents will be notified immediately when a child: 

 Is injured (parents will receive a copy of the 

Incident Report upon arrival at the Campus) 

and/or 

 Is involved in any situation that places a child at 

risk (parents will receive a copy of the Incident 

Report upon arrival at the Campus). 

 

 

MEDICAL HOME 

Upon enrollment, a parent will inform staff if the family 
has a medical home (primary care physician) that is both 
continuous and accessible. Referrals are available for 
families needing assistance.  

MEDICATION ADMINISTRATION 

Staff can administer medication to children at school if 
necessary with appropriate parental permission forms. A 
United States licensed physician must prescribe all 
medications. 

CCA Campuses administer medication under the 
following guidelines: 

 Medications may be administered to a child only 
when necessary to remain in the classroom and 
according to the directions of the child’s health 
care provider 

 Parent must sign an authorization form and 
include the times the employees are to 
administer each medication according to the 
label directions 

 The medication must be in the original container 
labeled with the child’s full name, name of 
medication, amount to be given, time for 
medication to be given, and the expiration date 

Rescue medications (such as an inhaler or epi-pen) must 
have a signed plan of care from the physician and an 
individualized health plan (IHP) for the classroom.  

PARENT AND ADULT PERSONAL BEHAVIOR 
CCA requires that parents/guardians/caregivers of 
enrolled children at all times behave in a manner 
consistent with courtesy and respect while they are on 
the CCA premises. One of our goals is to provide the most 
appropriate environment in which a child can grow, learn 
and develop. Achieving this ideal environment is not only 
the responsibility of the employees of CCA, but is the 
responsibility of each parent or adult who enters a CCA 
campus/site. While at CCA, caregivers/guardians/parents 
are required to behave in a manner that fosters this ideal 
environment.  
This code of conduct prohibits the following:  

 Swearing or other offensive language; 

 Using loud voices or threatening employees, 
children, other parents or adults;  

 Having or attempting any type of physical 
altercations with children or adults;  

 Smoking, including outside the building up to the 
public sidewalk;  

 Talking on cell phone after entering the building, 
and  

 Wearing inappropriate attire on the campus. 
 
Any violations of this code may result in limited or 
restricted access to CCA campuses or other CCA facilities 
and may be reported to law enforcement authorities. 

PARENTING CURRICULUM 

CCA will offer opportunities for parents to participate in 
a research-based parenting curriculum that builds on 
parents’ knowledge and offers parents the opportunity 
to practice parenting skills to promote children’s 
learning and development.  

 

PARENT/TEACHER CONFERENCES 

Parent/Teacher conferences form a vital link between the 
parents and their child’s teacher.  Teachers use these 
opportunities to share information regarding the child’s 
development and progress, and to receive feedback and 
suggestions from the parents. 
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HS and EHS parents will be asked to participate in two 
parent teacher conferences. Parent/Teacher conferences 
are strongly encouraged. Parents may schedule an 
appointment with their child’s teacher after 3:00 p.m. 

PEDESTRIAN SAFETY   

CCA offers opportunities for parents to learn about 
appropriate vehicle and pedestrian safety for keeping 
children safe. (HSPPS 1302.46(a) and (b)(1)) 

PESTICIDE NOTICE 

Each campus periodically receives pest control treatment 
to ensure that our classroom and kitchen facilities are 
free of insect contamination. Parents will be notified by 
postings in the Campus 48 hours before any pesticide 
treatments are applied. Included in the posting are the 
times and type of pesticide applied. If you have any 
questions about the times and type of applications used, 
information is available from the Campus Director. 

POLICY CHANGES 

Policy adoption and revisions may occur throughout the 
year. Parents will receive timely notification of changes in 
policy or other rules that affect the Parent Handbook. The 
program reserves the right to modify provisions of the 
Handbook whenever it deemed necessary. 

POTTY TRAINING 

A child does NOT need to be potty trained as a condition 
of enrollment. HS/EHS staff will assist the child to become 
potty trained.  

REPORTING CHANGES OF FAMILY STATUS 

Parents are responsible for reporting all changes of status 
to the Campus Director or assigned Family Engagement 
Advocate (FEA) as they occur. These include change of 
address or phone number, employment, changes to 
emergency information and notifications, changes to 
persons authorized to pick up the child or any other 
pertinent changes. 

SUGGESTIONS, CONCERNS OR COMPLAINTS 

We encourage suggestions and ideas from parents and 
encourage parents to participate in conferences, parent 
meetings, daily visits, etc. Parents having concerns 

and/or complaints are invited to discuss matters with the 
Campus Director. Parents are encouraged to submit 
concerns to the CCA Program Compliance Coordinator 
(817.838.0055 x2001), if there is no resolution.  

SUSPENSION AND EXPULSION POLICY 

Child Care Associates prohibits or severely limits the use 
of suspension due to a child’s behavior. Such suspensions 
may only be temporary in nature. If temporary 
suspension is deemed necessary, a program must help 
the child return to full participation, which includes:  

• Continuing to engage parents, utilizing a mental 
health consultant and continuing to utilize 
appropriate community resources; 

• Developing a written plan to document supports 
needed, and 

• Determining if a referral to a local agency 
responsible for implementing IDEA is 
appropriate. 

Child Care Associates will not expel or un-enroll a child 
from Head Start because of a child’s behavior. The 
following steps must be explored to address and facilitate 
the child’s age participation in the program: 

• Engage with a mental health consultant; 

• Consult with local agency responsible for 
implementing IDEA; 

• Provide appropriate support under 504 section 
of the Rehabilitation Act ensuring that a child is 
not excluded from the program on the basis of 
disability, and 

• Consult with parents and teacher. 

TARDY POLICY 

Children must be in class by 8:00 am. Children are 
considered tardy after 8:30 am.  Parents will be issued a 
tardy slip after arriving at this time. Children must be 
picked up by 3:00 pm. Children picked up before 2:30 pm 
must go to office and get an early dismissal slip.  

TRANSPORTATION 
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CCA does not offer transportation services. CCA will refer 
families needing bus passes. Please contact your FSA or 
the Family Services Department for information.  

VIDEO AND AUDIO SURVEILLANCE POLICY 

Most CCA classrooms have video and audio surveillance 
cameras. The purpose of the video/audio surveillance is 
for children’s safety as well as the HS/EHS teachers, staff 
and parents. CCA has posted video surveillance signs 
around the CCA buildings to inform the public of the 
video cameras. Extreme care is taken in safeguarding 
these surveillance tapes against unauthorized use. 
Video/audio recording of children is highly confidential. 
Only appropriate and authorized CCA personnel, DFPS, or 
law enforcement, as part of an investigation under 
Section 261.406 Family Code, view live and recorded 
video/audio recordings.  

VISITS TO THE CAMPUS  

Parents and others are welcome to visit Head Start 
Campuses. All visitors must first report to the Campus 
Director’s Office to SIGN-IN when arriving and SIGN-OUT 
when leaving. Parents may visit the Campus anytime 
during the day without prior permission. However, 
parents choosing to remain longer than normal visits or 
visits frequently must register as a volunteer. (Refer to 
Volunteer Section).  

VOLUNTEERS 

Any parent or community member wishing to participate 
as a volunteer must complete a volunteer folder. Parents 
or community members that want to participate in Head 
Start activities involving interaction with Head Start 
children MUST be registered volunteers. Parent 
volunteers are required to have a criminal history check, 
and photo ID to have a current tuberculosis skin test if 
they volunteer three or more times in a month. 
Community non relation volunteers must have a 
background check performed before first volunteer 
assignment as well as a tuberculosis skin test if 
volunteering three or more times per month.                
NOTE: Volunteers CANNOT be accompanied by any 
person (including children/infants) while they are 
working as a volunteer. 

Parents can participate in two ways: Classroom Volunteer 
OR Non-Classroom Volunteer.   

 Part-time Volunteer – 15 hours or less, per 
month 

 Full-time Volunteer – 16 hours or more, per 
month 

 

WATER ACTIVITIES 

Seasonal water activities are limited at the Campuses.  
CCA owned or operated campuses are not allowed to 
have swimming or wading pools; however, sprinklers and 
water hoses are allowed for water play only, with prior 
notification and authorization to parents. 

Program Services to Children and 
Families 
 

CHILD NUTRITION SERVICES 

The Child Nutrition Department promotes child wellness 
by providing nutrition services, assisting families in 
meeting each child’s nutritional needs and in establishing 
good eating habits that nurture healthy development and 
promote long life and well-being.    

The following is a description of services provided and 
additional information: 

 Breakfast, lunch and an afternoon snack are 
provided. Menus are posted in every classroom, 
parent corner, office and kitchen. Menus can be 
emailed to families upon request.  

 All meals are served in a family style setting, 
unless local health code requirements prohibit 
this activity. 

 Children allergic to any food and who require a 
modified diet will be provided with a substitute. 
Medical provider documentation and/or a 
completed food substitution form (provided by 
CCA) must be submitted to the Child Nutrition 
Services Department prior to child receiving 
services.  Food Substitution form is required for 
all children (even returning children) who need 
dietary modifications, including infants requiring 
special formula.  

 Children will learn the nutritional value of a 
variety of foods throughout the school year. 

 Children will be offered age-appropriate food.  
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 Children will participate in nutrition education 
activities monthly. Parent participation is 
encouraged.  

 Head Start will conduct parent workshops in 
basic food preparation, budgeting and proper 
nutrition practices with the collaboration of the 
Texas A&M Expanded Nutrition Program, 
Tarrant County WIC Program, etc. 

 No outside food is allowed, No Exceptions. 
If you feel that you have been discriminated 
against based on race, color, national origin, sex, 
age, or disability please follow the Civil Rights 
Policy & Civil Right Grievance Procedures 
referred to in this handbook. 
 

 

Meal serving times: Time is allotted for meal 
consumption per USDA. The Current Menu cycle will be 
posted and available within the Campus or can be 
emailed upon request.  

Meal times are in conjunction with the regulations under 
USDA/CACFP. The duration of a meal service (breakfast 
and snack) must not exceed one hour * the duration of a 
lunch service must not exceed two hours. 

* Breakfast:  8:00 am – 9:00 am        
* Lunch 11:00 am – 1:00 pm        
* PM Snack 2:00 pm – 3:00 pm 
 
Parents volunteering for the day should schedule a time 
to eat lunch with their children. If you plan to have lunch 
with your child while volunteering, please alert the 
Campus Director at least 24 hours in advance.  
CCA Campus parents will not be allowed to handle food 
or drinks without a current food handler certification. 

If your child has a medically diagnosed food allergy, 
documents from the medical professional must be 
provided prior to the entry of the child for each program 
year. Medical documents must include allowable and 
non-allowable foods the child may or may not consume 
in conjunction with the CCA posted menu cycle. CCA 
permits special diet modifications for religious or moral 
beliefs.  If your child needs special feeding 
accommodations (i.e. a specific brand of bottle), a 
medical professional must document this on the Food 
Substitution form annually.  

In accordance with Federal Law and U.S. Department of 
Agriculture policy, this institution is prohibited from 
discriminating on the basis of race, color, national origin, 
sex, age or disability.  

COMMUNITY PARTNERSHIPS AND TRANSITION 
SERVICES 

The program maintains formal and informal networks 
with a wide range of community organizations and 
develops community partnerships in order to provide the 
highest level of services to children and families of all 
cultures.  

One of the objectives of Transition Services is to 
communicate and coordinate with the local public 
schools (LEA’s - Local Education Agencies) through 
networking meetings to plan appropriately for Transition 
Services. Procedures will facilitate the transition process 
for children in the program and parent participation in 
the process will be encouraged.  

A directory of community services and resources is 
available at each HS/EHS campus.  Parents should feel 
free to contact their assigned FSA when they have 
concerns, questions or difficulties with family problems, 
child rearing, housing, transportation, food stamps or 
other issues affecting the family.  These staff have current 
information regarding community services and resources 
and are available to assist families in any of CCA’s 
programs. 

DISABILITY SERVICES 

The overall purpose of the Disability Department in Head 
Start is to ensure that children with disabilities receive 
comprehensive services and that they are included in the 
full range of activities within the child development 
program. In an inclusive environment, children will truly 
have a “head start” in achieving their fullest potential. 
Head Start believes that appropriate intervention 
includes addressing the needs of the entire family and 
advocating for the child’s needs. Head Start encourages 
the enrollment of children with significant disabilities 
such as Autism, Down syndrome, Intellectual Disabilities, 
etc.  Actual program enrollment is composed of at least 
10% percent of children with disabilities. 

The following is a description of services provided and 
additional information: 
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• Referrals to Early Childhood Intervention (ECI) 
for formal evaluations and parental consent is 
required for Early Head Start children. 

• An Individual Family Service Plan (IFSP) meeting 
scheduled by ECI to discuss the evaluation 
results and any recommended services as 
needed. 

• Referrals to local public schools for formal 
evaluations.  Parental consent is required for 
Head Start children. 

• An annual Admission, Review and Dismissal 
(ARD) meeting scheduled by the LEA to discuss 
the evaluation results and any recommended 
services as needed. 

• An Individual Education Plan (IEP) is developed 
at the ARD meeting. 

• Teachers will reinforce IEP objectives in the 
classroom as part of individualization. 

• Accommodations such as special instructional 
materials, equipment, playground accessibility, 
etc. as per Americans with Disabilities Act (ADA) 
requirements. 

• CCA has Floaters to assist in classrooms that 
have children with significant disabilities. 
Floating staff are NOT “one-to-one” assistants to 
any child.   
 

Families are encouraged to discuss concerns about 
appropriate guidance for preschool children. At school or 
at home, with Teachers, the Campus Director, or the 
Mental Health/Disability Specialist assigned to your 
child’s Campus.   

EARLY HEAD START SERVICES 

CCA’s EHS Program serves infants and toddlers under the 
age of three and pregnant women.  CCA provides family-
centered services for low-income families. It is designed 
to promote the development of the children and to 
enable their parents to fulfill their roles and to move 
toward self-sufficiency. 

EHS provides similar services as the HS program, but are 
tailored for the unique needs of infants and toddlers. 

 CCA’s EHS program promotes the physical, 
cognitive, social, and emotional development of 
infants and toddlers through safe and 
developmentally enriching care giving. 

 It also supports parents, both mothers and 
fathers, in their role as primary caregivers and 
teachers of their children. 

 EHS assists families in meeting their own 
personal goals and achieving self-sufficiency.  

The first three years of life is a time of incredible physical, 
cognitive, and social-emotional development. A baby’s 
brain makes more than one million neural connections 
per second in this period, building the foundation for 
school readiness and success in school and beyond.  

For infants and toddlers, positive and nurturing 
interactions with adults, whether parents, family 
members, or caregivers, are critical for getting a good 
start in life. Infants and toddlers develop within the 
context of relationships with the adults in their lives. 
Relationships provide the security to explore, play, and 
learn, so for CCA’s EHS children, School Readiness refers 
to their developing capacity to self-regulate, 
demonstrate curiosity, communicate effectively, and 
develop close, secure relationships. Good health and 
proper nutrition support this developing capacity. This 
happens within the context of nurturing, culturally 
responsive relationships with parents, caregivers, 
extended family, and community. These experiences set 
a secure foundation for later school success. 

The ultimate goal for CCA’s EHS program is to support 
their overall well-being, healthy development and 
competence. It provides the foundation they need to 
become secure and successful infants and toddlers who 
will one day become secure and successful 
kindergarteners, school-agers, teens, and adults.  

Infants will not be swaddled to sleep or rest on any 
surface at any time. (Refer to Safe Sleep Policy) 

Parents of infants and toddlers (up to 18 months) will 
receive daily information concerning sleeping times, 
feeding times and amount of food consumed, times of 
diaper changes, child’s general mood for the day and 
summary of activities in which their child participated.  
Parents of infants and toddlers will receive written 
notification of any changes in daily routines, schedules, 
or special events for children up to 18 months. 

All CCA EHS classrooms will meet the components of a 
Quality Infant/Toddler program by providing:  

1. Small group sizes: Four (4) children to one (1) 
EHS Teacher; 
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2. Continuity of care, and 
3. Cultural, linguistic and familial continuity. 

 

EDUCATION SERVICES 

Children learn best by doing. Through active involvement 
within their environment, children learn to make sense of 
their world. They do this through interacting with 
materials and other people. For young children, the 
environment is particularly important. Thoughtful 
arrangement for the indoor and outdoor environments 
will support the goals that we collaboratively set for 
children. Our classrooms have clearly defined; well-
equipped interest centers that support engaging learning 
experiences. Our classrooms arrangement promotes 
independence, foster decision-making, and encourage 
involvement. 

CCA promotes School Readiness. School readiness goals 
are developed together with the teacher and family to 
prepare the student for a successful school career. 

 The program recognizes that the parent is the child’s first 
and most influential teacher and forms partnerships with 
parents. The program respects the family’s individual, 
cultural, ethnic language and family values. A significant 
part of education is introducing children to many 
different cultures and customs in our world and 
recognizing that our families represent a wide spectrum 
of ethnic groups, cultures, religions and family 
compositions. 

The program ensures that the classroom environment is 
conducive to children’s physical, intellectual, cognitive 
and emotional development. CCA implements a 
developmentally appropriate research-based curriculum 
with dual language adaptations in each Head Start 
classroom. Parents are encouraged to review the Daily 
Schedule and the Lesson Plan posted in all classrooms. 

Parent engagement in daily classroom activities build a 
connection to the educational development of parental 
skills that creates an educational pathway for their 
children. Activities include home visits, conferences, 
open house, volunteer training, and monthly educational 
meetings at the campus level.  

Following are a variety of ways in which parents can 
become involved in their child’s education:  

 Parents are encouraged to become campus 

volunteers. Volunteering becomes a stepping-
stone to employment opportunities in the 
program. 

 CCA encourages parents to assist classroom 
teachers to include cultural celebrations in 
lesson planning. However, CCA does not 
promote one culture’s celebrations over 
another. 

 Parents may visit the classroom and observe the 
classroom environment. An open-door policy is 
practiced at every campus so that parents feel 
that they are a valued component of the 
educational process.  

 “Home Connection Calendars” provide parents 
the opportunity to engage in classroom learning 
experiences that extend into the home. Parents 
or other family members are encouraged to 
participate in these activities.  

 Teachers are required to perform home visits 
after completing ongoing assessment periods to 
discuss student progress on CLI-Engage and 
other educational assessments tools; a parent 
conference is held so parents have the 
opportunity to contribute to the 
individualization process at the Beginning of 
Year, Middle of Year, and End of Year. 

 All children will have an individual Child’s School 
Readiness Plan developed. Consideration of: 
observations, screenings, assessments, parent 
input, parent conferences, Head Start Early 
Learning Outcomes Framework, lesson 
planning, progress notes from daily routines are 
used in preparing a child’s School Readiness 
plan. Support for parents is available in the 
acceptance of and learning about their 
children’s special needs when necessary. 

 

FAMILY SERVICES  

The program offers parents opportunities and support for 
growth, so that they can identify their own strengths, 
needs and interests, and find their own solutions. The 
objective of the program is to support parents as they 
identify and meet their own goals to nurture the 
development of their children in the context of their 
family and culture, and to advocate for the communities 
that are supportive of children and families of all cultures.  
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All families have a Family Engagement Advocate (FEA) to 
assist them in all areas of the program. We encourage the 
building of trusting, collaborative relationships between 
parents and staff. Part of the process of helping families 
help themselves is the implementation of a Family 
Partnership Agreement (FPA). The FPA identifies the 
family’s strengths and needs and helps parents establish 
family goals. Referrals when needed help families during 
times of crisis.  

Parent, Family and Community Engagement (PFCE) 
Framework activities will take place throughout the year. 
Parents are encouraged to complete a training survey to 
assist in identifying the training needs. 

PFCE Framework activities include:  

 Parent Education Trainings: Financial Literacy 
(United Way), and Triple P (Catholic Charities) 
Additional curriculums will be available while 
school is in session. 

 Parent Committee Trainings: The Campus 
Parent Committee using the results of a parent 

 Interest survey selects topics. Topics include 
Prevention & Identification of Substance & 
Alcohol Abuse, Early Childhood Development, 
Transition into the Public School, Positive 
Guidance & Discipline, Child Abuse & Neglect, 
etc. 

 Lending Library: parents are encouraged to 
“checkout” books to maximize the reading 
experiences with their child.   
 

Parents are always welcomed and encouraged to 
participate in the classroom and Campus activities. 
Research indicates that parents who volunteer build up 
their child’s self-esteem. For highlighted events please 
review the Family Calendar, the Parent Engagement 
Calendar, and the Classroom Curriculum that are posted 
in every classroom. 

We strive to keep parents fully informed of campus 
activities and connected with the day-to-day rhythm of 
the campus. Parent information boards are located in the 
main hallways of each campus.  Parents also receive 
regular notices about programs and parent meetings, as 
well as news about campus and company activities. 

HS and EHS families will meet with FSA’s to set family 
goals and work toward attainment of those goals. 

The Campus parent committee, using the results of a 
parent interest survey, selects topics for parent meetings.  
The meetings also provide parents with opportunities to 
meet other families, as well as to express their concerns 
and suggestions about Campus activities. 

HS, EHS and Home-Base (HB) parents from each campus 
and Socialization Group are elected by their peers to 
serve on the Head Start Policy Council.  This group meets 
monthly and participates in the shared decision making 
process. Policy Council participation provides another 
avenue for parents to be involved and active in their 
child’s care and education. 

Our programs are family focused. Mothers and fathers, 
as well as extended family members, are encouraged to 
participate in the full range of services and activities. 
Parent participation is encouraged both at the campus 
and with the completion of the Home Connection 
Calendars.  

For more information and tips about the HS program or 
parent engagement http://eclkc.ohs.acf.hhs.gov/hslc.  

HEALTH SERVICES 

The Health Services Department’s commitment to 
wellness embraces a comprehensive approach for the 
health of children and their families. The objective is to 
ensure that, through collaboration among families, staff, 
and health professionals, all child health developmental 
concerns are identified and addressed, and children and 
families are linked to an ongoing source of continuous, 
accessible care to meet their basic health need (medical 
and dental home).  

Parents are responsible to ensure that all HS/EHS children 
have up-to-date immunizations and the TB risk 
assessment prior to the first day of school and 
throughout the year. Children may not attend school 
throughout the year without mandated requirements. 
HSPPS 1302.15(e). 746.613 (c) (2) All Immunizations 
required for the child’s age must be completed by the date 
of admission, unless:   The child is homeless or a child in 
foster care and is provisionally admitted for up to 30 days 
if evidence of immunization is not available.  

Each child (one month through five years) enrolled must 
have a current and up to date physical exam and dental 
exam documented with CCA within 7 days of entering the 
program or produce a signed statement from the parent 

http://eclkc.ohs.acf.hhs.gov/hslc
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giving the name and address of a health-care professional 
who has examined the child within the past year stating 
that the child is able to participate in the program. As 
each child grows, the parent will be responsible to 
provide checkup documentation as it becomes due for 
each age.  The physical exam/well-child check-ups should 
include: 

 

 Physical examination (well-child check-ups) 
following the Texas Health Steps Medical 
Checkup guidelines at enrollment as required by 
age (one month through five years). It should 
include: 

• Height and weight measurements  

• Blood pressure 

• Anemia screening result (Hematocrit or 
Hemoglobin at 12 months). 

• Lead blood testing at 12 and 24 months 
required.   

• Vision and Hearing screening 
 

 TB questionnaire with skin test, if risk identified 

 Dental examinations, as recommended, by age 6 
months and recommended every 6 months 
thereafter, according to the Texas Health Steps 
Dental Guidelines. 

Exclusion Guidelines for Sick Children – In order to insure 
the health and safety of children and staff, children who 
have any of the following conditions are excluded from 
the classroom until a note is submitted from the child’s 
doctor stating that the child is able to return to school, 
along with discharge instructions for care. Children will be 
sent home if the following signs and symptoms occur: 
Ref: HSPPS 1302.47 (b)(7)(iii). 

 Temperature of 100.4 F by any method, 
accompanied by behavior changes or other 
signs or symptoms of illness;   

 Child must be fever free for 24 hours after the 
last elevated temperature without medication 
such as Tylenol or other fever reducer; 

 A sore, red throat, even if no fever is present; 

 An earache; 

 A deep, hacking cough or severe congestion; 

 Difficulty breathing or untreated wheezing; 

 An unexplained rash; 

 Vomiting (two or more episodes in the last 24 

hours); 

 Diarrhea (more than twice in last 24 hours 
Defined as exceeding two or more stools above 
the child’s normal pattern not contained in the 
diaper or a toilet-trained child’s diarrhea is 
causing soiled pants and clothing); 

 Complaints of a stiff neck and headache with 
one or more of the above symptoms (contact 
their doctor immediately); 

 Continuous thick green drainage from the nose 
or yellow discharge from the eyes or any unusual 
yellow coloring to the skin or eyes; 

 Cuts or openings on the skin that are pus-filled 
or oozing; 

 Lice and/or nits – Children must be completely 
free of live lice and/or nits before readmission. 
Campus Nurses will suggest the least toxic 
treatment, and  

 Contagious disease – If a parent knows or 
suspects their child has a contagious disease, a 
licensed U.S. medical doctor must see the child. 
The parent must notify the campus and a 
doctor’s excuse is required to return to school. 
 

Fresh air and exercise significantly enhances the health 
and growth of a child.  Parents who feel their child is too 
ill to participate in an outdoor activity should keep the 
child at home an extra day to ensure a complete recovery. 
For further consultation, contact the Health Services 
Coordinator or Campus Nurse.  

Communicable Disease Chart: 
https://www.dshs.texas.gov/WorkArea/linkit.aspx?LinkI
dentifier=id&ItemID=8589982253 

Diaper rash cream may be applied to infants with a 
doctor’s prescription.  

CCA will not apply any sunscreen or insect repellent to a 
child once in care. It is recommended that parents apply 
sunscreen and/or insect repellent prior to entering any 
CCA Campus or classroom.  

All parents will be notified in writing within 48 hours 
when a child or CCA employee at your child’s campus has 
been diagnosed with: 

 A communicable disease that the law requires 
to be reported to the local Health Department, 
and 

https://www.dshs.texas.gov/WorkArea/linkit.aspx?LinkIdentifier=id&ItemID=8589982253
https://www.dshs.texas.gov/WorkArea/linkit.aspx?LinkIdentifier=id&ItemID=8589982253
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  Lice or other infestation in the campus. 

Vaccine-Preventable Diseases 

 CCA policy for employees covering vaccine-
preventable diseases is in place to protect our 
children. The policy covers the requirements 
established in minimum standards 746.3611. 
(Refer to Appendices) 

 

MENTAL HEALTH SERVICES 

The Mental Health Services Department is an integral 
part of the Head Start Program. The primary objectives 
are: Prevention, Identification, Referral and Treatment.  

Prevention is the program’s primary focus. Prevention 
activities help staff, children and their families learn and 
practice skills that help them remain healthy. Some of the 
goals of the prevention program are to improve self-
concept by building positive relationships among 
children, their peers, and their caregivers; developing  
coping skills to problem solve and managing stress. 

 The Ages and Stages Questionnaire (SE) – is a 
screening instrument used to identify strengths 
and weaknesses in a child. The ASQ-SE provides 
classroom strategies to strengthen and foster 
healthy social and emotional growth. 

 Conscience Discipline® – is an approach for 
changing a child’s behavior. It is a positive, pro-
active approach to help teachers and parents 
understand why the child has a challenging 
behavior, and teach the child new skills to 
replace the challenging behavior.  

 Trust-Based Relational Intervention – (TBRI®) is 
an attachment-based, trauma-informed 
intervention that is designed to meet the 
complex needs of vulnerable children. 
TBRI® uses Empowering Principles to address 
physical needs, Connecting Principles for 
attachment needs, and Correcting Principles to 
disarm fear-based behaviors. While the 
intervention is based on years of attachment, 
sensory processing, and neuroscience research, 
the heartbeat of TBRI® is connection. 

Families are encouraged to discuss concerns about 
appropriate guidance for preschool children, either at 
school or at home, with Teachers, the Campus Director, 

or the Mental Health/Disability Specialist assigned to 
your child’s Campus.   

Program Governance 

The CCA Board of Directors and the Policy Council share 
responsibility and decision making to ensure the delivery 
of high quality services to the children and families of the 
Head Start Program in accordance with Head Start 
legislation, regulations and policies. Parents are 
encouraged to participate by becoming involved in the 
program. Parents have opportunities to assist in the 
development of activities that address their interests and 
needs that support the education and healthy 
development of their children. 

 

POLICY COUNCIL INFORMATION 

CCA’s governing body is the CCA Board of Directors. The 
Head Start Program also has an established Policy 
Council. The Policy Council is a policy making group, 
whose membership includes up to four (4) community 
representatives that have been selected by the CCA 
Board and approved by the parent representatives of the 
Policy Council and thirty-three (33) current Head Start 
parents that are elected from each of the HS/EHS 
Campuses, CCA/Charter Schools, Home-Base and 
Pregnant Mothers. Each campus and group elects a 
parent representative and a parent alternative. Newly 
elected Policy Council members will undergo Governance 
Leadership Training to assist in developing leadership and 
advocacy skills for their new roles.  

* Members can serve one-year terms with a maximum of 
five (5) combined one-year terms.     

PARENT COMMITTEE INFORMATION 

The program operates twenty (20) Head Start Campuses 
throughout Tarrant County, with five (5) ISDs and one (1) 
charter school collaboration. All parents of currently 
enrolled children are automatically members of the 
Parent Committee at their HS Campus. All Parent 
Committees will elect officers to assist in facilitating the 
meetings and coordinating activities. Parent Committee 
Officers will undergo a Leadership Training to assist in 
developing skills to undertake their new roles.  
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Any parent wishing to be an officer or Policy Council 
Representative cannot be related to any staff member of CCA 
Head Start Program OR the CCA Board of Directors, in order to 
avoid any conflict of interest. (Refer to Policy Council Bylaws 
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Appendices  

 

Child Abuse and Neglect  
Discipline and Guidance  
Emergency Preparedness Plan  
Fire Arms and Other Weapons  
Keeping Children Safe  
Vaccine Preventable Disease  
Communicable Disease  
Safe Sleep** 
Early Learning Campus List  
Parent Acknowledgement* 
Family Calendar 2020-2021 

    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*must be signed by all families  
**must be signed by EHS families  
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HEAD START and EARLY HEAD START PROGRAM 

CHILD ABUSE AND NEGLECT POLICY 
Minimum Standards §746.2801, §746.2803, §746.2805, §746.2807, §746.2809, §746.2813 

HS Performance Standard §1302.90(c) 
 

As a method of increasing parent awareness regarding Child Abuse and Neglect, the CCA Head Start provides training to 
parents during the Parent Orientation Meetings. 

In order to help prevent child abuse and neglect, it is necessary to understand what it is. 

It is any mistreatment of a child that results in harm or injury. There are four basic types of child abuse, and children often 
experience more than one kind of abuse. They are: 

 Physical Abuse – includes beating, burning, or punching a child; 

 Emotional Abuse – involves criticizing, insulting, rejecting, or withholding love from a child; 

 Sexual Abuse – includes rape, touching or fondling, or involving a child in pornography; 

 Neglect – includes failure to provide for a child’s basic physical, medical, emotional, or education needs. Leaving a 
young child home alone or failing to provide needed medical care may also be considered neglect. 

 

WARNING SIGNS 

Children who are abused might show physical signs or sudden changes in their behavior or school performance. These 
signs don't prove that children are being abused, but they could be a signal that the children or their families need help. 

 
When children talk about being abused, take them seriously. Take steps to get help! 
 
General Signs of Abuse 
Abused children might seem: 

 Nervous around adults or afraid of certain adults. 

 Reluctant to go home (coming to school early or staying late, for example). 

 Very passive and withdrawn or aggressive and disruptive. 

 Tired a lot or they might complain of nightmares or not sleeping well. 

 Fearful and anxious. 
 

Signs of Neglect 

 Missing school a lot. 

 Begging for food, stealing food, or stealing money for food. 

 Lacking needed medical or dental care. 

 Being frequently dirty. 

 Using alcohol or other drugs. 

 Saying there is no one at home to take care of them. 
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Signs of Physical Abuse 

 Unexplained burns, bruises, black eyes, or other injuries. 

 Apparent fear of a parent or caretaker. 

 Faded bruises or healing injuries after missing school. 
 

Signs of Sexual Abuse 

 Difficulty walking or sitting, or other indications of injury in the genital area. 

 Sexual knowledge or behavior beyond what is normal for the child's age. 

 Running away from home. 
 

Signs of Emotional Abuse 

 Acting overly mature or immature for the child's age. 

 Extreme changes in behavior. 

 Delays in physical or emotional development. 

 Attempted suicide. 

 Lack of emotional attachment to the parent. 
 

RISK FACTORS 

ARE YOU AT RISK OF ABUSE?  Being a parent is hard, and every parent needs help from time to time. 

Are your kids driving you crazy?  Do you yell at them a lot? Are you stressed out? Are you having trouble paying the bills? 
Are drugs or alcohol a problem? Or Are you feeling hopeless and don’t know where to turn? Abuse and neglect affect 
people of every age, race, and family income level. The majority of parents who abuse their children love their children, 
but many factors can lead them to do things they regret. 

 Trouble managing stress – Problems with work, money, or relationships put a strain on family life. If a parent or 
caretaker has trouble managing stress, it can lead to abuse. 

 A lack of parenting skills – Some parents might not understand how to care for a child's basic needs or they might 
have unrealistic ideas about a child's abilities and behavior. They might punish behavior that is natural for a child. 

 Histories of abuse – Many child abusers were abused or witnessed abuse as children. 

 A problem with alcohol or other drugs – Alcohol and other drugs impair a person's ability to act as a responsible, 
caring parent. They can also make it harder to control emotions—especially anger. 

 
PREVENTION & ASSISTANCE 

These factors can be overcome, and abuse and neglect can be prevented. When parents get help, there’s hope for kids. 
Don't lash out when you are angry with your child—instead: 

 Take a deep breath and call someone or ask a friend to watch your kids while you calm down. 

 CCA can refer you to a program that can help you resolve any underlying issues, such as alcohol or drug abuse. 

 OR you can call one the following phone numbers to find someone to talk to regarding: 
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Parenting Skills 

 National Parent Hotline: (1-855-427-2736) 
 Texas Early Childhood Intervention: (1-800-628-5115)  

Emergency Food, Clothing, Housing, and Health Care 
 Salvation Army: (1-800-633-7706) 
 WIC: (817-321-5400) 
 Catholic Charities: (817-534-0814) 

Jobs and Careers 

 Texas Workforce Commission: (817-413-4000) 
Drugs and Alcohol 

 Alcoholic Anonymous®: (817-332-3533) 
 Alanon and Alateen: (817-336-2492) 

Stress, Anxiety, Depression, Counseling & Family Violence 

 Texas Youth and Parents Hotline: (1-888-580-4357) 
 Texas Suicide Prevention (1-800-273-8255) 
 National Domestic Violence Hotline: (1-800-799-7233) 

REPORTING CHILD ABUSE & NEGLECT 

Child Abuse Hotline: 1-800-252-5400   24 hours a day, 7 days a week, nationwide. 

Child Abuse Hotline Website: www.txabusehotline.org. –Make your report through our secure website and you will 

receive a response within 24 hours. 

(Refer to Appendices: Keeping Children Safe – Reporting Child Abuse) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                      

 

 

http://www.txabusehotline.org/
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HEAD START and EARLY HEAD START PROGRAM 

DISCIPLINE AND GUIDANCE POLICY 

Minimum Standards §746.2801, §746.2803, §746.2805, §746.2807, §746.2809, §746.2813 

HS Performance Standard §1302.90(c) 

A caregiver may only use positive methods of discipline and guidance that encourage self-esteem, self-control, and self-
direction, which include at least the following: 
 

 Using praise and encouragement of good behavior instead of focusing only upon unacceptable behavior;  

 Reminding a child of behavior expectations daily by using clear, positive statements;  

 Redirecting behavior using positive statement; and 
 

There must be no harsh, cruel, or unusual treatment of any child.  The following types of discipline and guidance are 
prohibited: 
 

 Corporal punishment or threats of corporal punishment;  

 Punishment associated with food, naps, or toilet training;  

 Pinching, shaking, or biting a child;  

 Hitting a child with a hand or instrument;  

 Putting anything in or on a child’s mouth;  

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

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

 Placing a child in a locked or dark room, bathroom, or closet with the door closed; and 

 Requiring a child to remain silent or inactive for inappropriately long periods of time for the child’s age, 
including requiring a child to remain in a restrictive device. 

. 
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HEAD START and EARLY HEAD START PROGRAM 

EMERGENCY PREPAREDNESS PLAN 

Minimum Standards §746.5201 

HS Performance Standard §1302.47(8) 

 

What is an emergency preparedness plan? 

An emergency preparedness plan is designed to ensure the safety of children during an emergency by addressing staff 

responsibility and facility readiness with respect to emergency evacuations and relocation.  The plan addresses the types of 

emergencies most likely to occur in our area including but not limited to natural events such as tornadoes, floods or 

hurricanes, health events such as medical emergencies, communicable disease outbreaks, and human-caused events such 

as an intruder with a weapon, explosion, or chemical spill.  

CCA Hs/EHS Program has procedures in place that are reviewed and shared with all staff.  These procedures are discussed 

during New Employee Orientation and reviewed yearly during the annual Pre-Service training with all other employees.  

Parents are informed of the emergency procedures during the enrollment process when they receive a copy of the Parent 

Handbook.  The emergency preparedness plan will also be discussed during the parent orientation meetings that are always 

held at the beginning of each school year at each respective Campus.  A copy of the Emergency Preparedness Plan is included 

in the Parent Handbook together with all the Operational Policies and Procedures.  A copy of the Parent Handbook will be 

available any time in the Campus Director’s office and a copy will be posted at all times in every Parent Area.    

The procedures are as follows: 

Evacuation: 

During an emergency, the first responsibility of all staff is to move the children to a designated safe area or alternate shelter 

known to all employees, caregivers, and volunteers; 

A. Staff must make sure to exit the facility in a safe and timely manner with all the children.  Proper procedures will 

be followed to evacuate children who have limited mobility, or who otherwise may need assistance in an 

emergency, such as children who have mental, visual, or hearing impairments by always having designated 

equipment readily available such as wheelchairs, hearing aids, etc. Children with disabilities will be accompanied 

by a designated person at all times. This process is to be introduced to all children at the beginning of the school 

year so children are aware of what is happening when an evacuation is being done.  All staff must be aware of the 

designated area or shelter listed on the emergency evacuation and relocation diagram. Children will be relocated 

by walking to the designated safe area or alternate shelter in the event of a fire, explosion, or chemical spill. A 

designated location should be chosen that allows the children to get at least 50 feet away from the building. This 

designated area or shelter is located at: 

 

Name: ______________________________________________________________ 

 

Address: ____________________________________________________________ 
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B.  In the event of a health or medical emergency or a communicable disease outbreak, parents will receive a written 

notice notifying them of the proper steps that they are to take based on the medical emergency or outbreak.   

 

C. In the event of any human-caused events such as an intruder with a weapon, the Campus will be placed on LOCK-

DOWN and lights will be turned off.  Children will be instructed to remain silent and will be moved to a designated 

area until further notice.    

 

E. An Emergency Evacuation and Relocation Diagram will be posted in each room.  It will show the floor plan of the 

Campus; two exit paths from each room, unless a room opens directly to the outdoors at ground level; the 

designated location outside of the Campus where all caregivers and children meet to ensure everyone has exited 

the Campus safely; and the designated location inside the Campus where all caregivers and children take shelter 

from threatening weather.  We post the plan in a prominent place near the entrance and/or exit of the room.  

During the time of enrollment, a diagram of the campus will be reviewed with every parent/guardian.   

F. The name and address of the alternate shelter away from the Campus will be listed on the Fire Safety Form and 

Diagram posted in every room. 

G. Children will be accounted for at the designated safe area or alternate shelter by the child’s teacher thru the Sign 

In & Out form.  The teacher is responsible for taking the Sign In & Out form with them as they evacuate the 

classroom.   

Communication: 

During an emergency, the Campus Director will communicate with local authorities, parents and the local child care licensing 

office. We must have in our possession all emergency telephone numbers on file with us at time of exit.  The Campus 

Director will be assigned to evacuate with these essential documents which will include: 

A. Parent and Emergency Contact information for each child; 

B. Authorization for emergency care for each child;   

C. All of the above items will be taken by the Campus Director or designated staff member in a three-ring binder 

labeled “Emergency Preparedness Plan” located in the Campus Director’s Office.   

D.  The Campus Director will be expected to take a cell phone with them at time of evacuation. This will be their source 

of communication with the Head Start Central Office, the local Child Care Office, the local authorities and parents;  

E. In case of an emergency, all Child Care Licensing Offices will have in file the phone number of the Head Start 

Administration Office (817-838-8422) in case parents call their offices for information.   

Implementation: 

The Campus Director is responsible for implementing the Emergency Preparedness Plan.  The Campus Director may also 

designate additional employees to be in charge during an emergency evacuation and relocation that occurs when he/she is 

not at the designated Campus.   
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Practice: 

The following components of the Campus’s Emergency Preparedness Plans must be practiced as specified below: 

A. Fire Drill – A minimum of once every month.  The children must be able to safely exit the building within three 

minutes.  A designated person will be responsible to document the necessary information on all fire safety forms 

posted throughout the Campus.  

B. Lock Down – A minimum of once every month. The children must be able to safely go to designated areas and 

remain silent until the SAFE word is given. A designated person will be responsible to document the necessary 

information on all safety forms posted throughout the Campus.   

C. Severe Weather – A minimum of once every three months. The children must be able to safely exit the building 

and go to the designated area.  A designated person will be responsible to document the necessary information on 

all safety forms posted throughout the Campus.  

D. The Campus will document these drills, including the date of the drill, time of the drill, and length of time for the 

evacuation or relocation to the designated place.  
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FIREARMS OR OTHER WEAPONS 

                                Child Care Campuses 

Minimum Standards §746.3707 

 

Are firearms or other weapons allowed at my child-care center? 

 

(a) Peace officers as listed in 2.21 of the Code of Criminal Procedure and security officers commissioned by the 
Texas Private Security Board who are trained and certified to carry a firearm on duty may have firearms and 
ammunition on the premises of the child-car center.  

 

(b) For all other persons, firearms, hunting knives, bows and arrows, and other weapons are prohibited on the 
premises of the child-care center, unless the child-care center is also your residence. This prohibition does not 
apply to personal vehicles. 

 

(c) Ammunition must be kept in a separate locked cabinet and inaccessible to children during all hours of 
operation.746.3709 

 

May I have toys or other types of equipment that explode or shoot things? 

(a) A child may not use any type of toy or equipment that explodes or that shoots things, such as caps, BB guns, 
or fireworks at the child-care center or on field trips. These types of toys and equipment are not allowed at your 
operation unless your operation is located in your home.  

 

(b) If your child-care center is located in your home, you must keep any such toy or equipment in a locked cabinet 
inaccessible to any child during your hours of operation. 
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HEAD START and EARLY HEAD START PROGRAM 

VACCINE PREVENTABLE DISEASE POLICY (April, 2015) 

Minimum Standards §746.3609 

Senate Bill 64 of the 83rd Legislature Law 

Information for Parents 

The CCA Head Start Health Advisory Committee reviews the policies regarding vaccine preventable disease on a periodic 
basis. 

What is a vaccine-preventable disease? 

A vaccine-preventable disease is a disease that is included in the most current recommendations of the Advisory Committee 

on Immunization Practices of the Campuses for Disease Control and Prevention.   

Policy Purpose 

The purpose of this policy is to protect the health and safety of the CCA Head Start Program children, employees, employee’s 
family members, and the community as a whole from vaccine preventable diseases and to comply with all standards and 
state laws. 

Policy Statement 

The CCA Head Start Program requires that all employees upon employment and thereafter in accordance with Performance 

Standard 1302.93 (a) obtain: 

 TB Test; and a 

 Health Appraisal completed every three (3) years. 

 

Policy Procedures and Implementation: 

The CCA Head Start Program will ensure that our policy protects children from vaccine-preventable diseases by including 

the following procedures 

 Verification of compliance with policy. 

 The program will monitor that all employees have an initial health appraisal that includes screening for 

tuberculosis upon employment and thereafter every three years. 

 Procedures that exempt employees must follow to protect children from exposure to diseases. 

 All employees must follow the sanitation and infection control policy. 

 CCA Head Start Program will not discriminate or take retaliatory action against employees who are exempt from 

the required vaccines for the medical conditions identified by the Campuses for Disease Control and Prevention.   

 Written or electronic records of all employees that elect to get any recommended vaccines thru available                     

health fairs or medical provider may voluntarily submit a copy of their documentation to the personnel 

department and keep a copy for their records.   

 Failure to comply with this policy will result in disciplinary actions. 
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HEAD START and EARLY HEAD START PROGRAM 

IDENTIFYING COMMUNICABLE DISEASE THROUGH DAILY HEALTH CHECK 
Minimum Standards §746.3605, §746.3606, §746.3607 

Head Start Performance Standards 1302.47(a) (7)(iii) 

 

Purpose 

The daily health check helps prevent illness and disease from entering the CCA HS/EHS campus. Texas Minimum Standards 
for Child Care Centers determines when a child may be excluded for signs and symptoms of a communicable disease.  

 

Procedure 

1. The daily health check is conducted in a friendly and welcoming manner as the children arrive at school.  
2. When possible, the same designated staff person will conduct the daily health check. This allows for staff to be able to 

recognize unusual signs of illness.   
3. Staff will use Caring for our Children Basics 

www.acf.hhs.gov/sites/default/files/ecd/caring_for_our_children_basics.pdf  for additional information.  
4. The parent must remain until the health check is complete. If there are any concerns, parents are notified for further 

follow-up as needed. Sick children will not be allowed to remain at the campus.    
5. Staff will document on the Daily Transition Report and Morning Health Check form. This is monitored by the Campus 

Director for trends of illness or injuries.  
6. If the child is excluded for signs and symptoms of a communicable disease, complete the Health Check Concerns form. 

This form is put into the health section of the child’s file. The parent may receive a copy of this form.  
7. A child may require exclusion when an illness results in a greater need for care than the staff can provide 

without compromising the health, safety, and supervision of the other children  at the center.  
 

Signs and symptoms of possible severe illness include: temperature of above 100.5 degrees (by any 
method) and accompanied by one of the following signs or symptoms; 

• Lethargy 

• Abnormal breathing (too fast or too slow) 

• Uncontrolled diarrhea 

• Two or more vomiting episodes in 24 hours 

• Rash with fever 

• Mouth sores with drooling 

• Behavior changes (unusual clinging, crying, crankiness, sleepiness, etc.) 

• Other signs that the child may be severely ill (consult the Texas Communicable Disease Chart for 
Child Care Centers.) 

 

8. If there is a possible concern and the decision is made to accept the child, another assessment will need to be 
done later in the day.  If the symptoms progress the parent will be called and the child is sent home. Record 

http://www.acf.hhs.gov/sites/default/files/ecd/caring_for_our_children_basics.pdf
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details of the illness and response on the Health Check Concerns form.   Care for the child apart from the other 
children until the parent picks the child up. See the procedure Caring for a Sick Child.  

9. In the event the child is diagnosed with a communicable disease, the parent must provide documentation from a 
health care professional that the child is able to return to the center. 

10. Staff will never look under a child’s clothing unless the child says or acts in a manner that invites you to assess the 
child.  You must have another staff member present when looking under a child’s clothing. 

11. The Head Start staff’s role is to: 

 Observe children for signs and symptoms of illness. 

 Care for ill children until they can be sent home. 

 Document signs and symptoms, as well as the actions taken.  

 Minimize the spread of illness to the other children and staff. 

 Discuss with parents their ill child’s condition, when he is too sick to attend, make referrals to the child’s 
health care provider for any needed medical evaluation, and when the child may return. 

  NOT: to diagnose illness or prescribe treatment. This is the health care professional’s role. They are to state the 

signs/symptoms and make referrals to the child’s health care provider.  
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Child Care Associates Safe Sleep Policy 

 Purpose: Provide required information per minimum standards 746.501(9)  

 Directions: Parents will review this policy upon enrolling their infant into Early Head Start and a copy of the policy is provided in the parent 
handbook.  Parents can review information on safe sleep and reducing the risk of Sudden Infant Death Syndrome/Sudden Unexpected Infant 

Death (SIDS/SUIDS) at:  

  http://www.healtychildren.org/English/ages-states/baby/sleep/Pages/A-Parents-Guide-to-Safe-Sleep.aspx 

Child’s Name: Date of Enrollment: 

Signature of Parent/Guardian: Date: 

Signature of Child Care Provider: Date: 

Safe Sleep Policy 

All staff, substitute staff, and volunteers at Child Care Associates will follow these safe sleep recommendations of the American Academy for Pediatrics (AAP) and the 
Consumer Product Safety Commission (CPSC) for infants to reduce the risk of Sudden Infant Death Syndrome/Sudden Unexpected Infant Death Syndrome (SID/SUIDS): 

 

 Always put infants to sleep on their backs unless you provide Form 3019, Infant Sleep Exceptional/Health Care Professional Recommendation, signed by the 
infant's health care professional [§746.2427]. 
 

 Place infants on a firm mattress, with a tight fitting sheet, in a crib that meets the CPSC federal requirements for full size cribs and for non-full size cribs 
[§746.2409]. 

 

 For infants who are younger than 12 months of age, cribs should be bare except for a tight fitting sheet and a mattress cover or protector. Items that should not be 
placed in a crib include soft or loose bedding, such as blankets, quilts, or comforters; pillows; stuffed toys/animals; soft objects; bumper pads; liners; or sleep 
positioning devices [§746.2415]. Also, infants must not have their heads, faces, or cribs covered at any time by items such as blankets, linens, or clothing 
[§746.2429]. 

 

 Do not use sleep positioning devices, such as wedges or infant positioners. The AAP has found no evidence that these devices are safe. Their use may increase the 
risk of suffocation [§746.2415]. 

 

 Ensure that sleeping areas are ventilated and at a temperature that is comfortable for a lightly clothed adult [§746.3407(10)]. 
 

 If an infant needs extra warmth, use sleep clothing (such as sleepers or footed pajamas) as an alternative to blankets [§746.2415] 
 

 Place only one infant in a crib to sleep [§746.2405]. 
 

 Infants may use a pacifier during sleep. But, the pacifier must not be attached to a stuffed animal  [§746.2415].or the infants clothing by a string, cord, or other 
attaching mechanism that might be a suffocation or strangulation risk [§746.2401(6)]. 

 

 If the infant falls asleep in a restrictive device other than a crib (such as a bouncy chair or swing, or arrives to care asleep in a car seat), move the infant to a crib 
immediately, unless you Form 3019, Infant Sleep Exceptional/Health Care Professional Recommendation, signed by the infant’s health-care professional 
[§746.2426]. 

 

 Our child care program is smoke-free. Smoking is not allowed in Texas childcare operations (this includes e-cigarettes and any type of vaporizers) [§746.3703(d)]. 
 

 Actively observe sleeping infants by sight and sound [§746.2403].  
 

 If an infant is able to roll back and forth from front to back, place the infant on the infant's back for sleep and allow the infant to assume a preferred sleep position 
[§746.2427]. 

 

 Awake infants will have supervised “tummy time” several times daily. This will help them strengthen their muscles and develop normally [§746.2427]. 
 

 Do not swaddle an infant for sleep or rest unless you provide Form 3019, Infant Sleep Exceptional/Health Care Professional Recommendation, signed by the 
infant’s health-care professional [§746.2428]. 
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CCA Early Learning Campuses 

 

 
Arlington 
 
Abram Child Development Center 
1901 E. Abram Street 76010 
Phone: 817-459-0608 
abram@childcareassociates.org 
 
Arlington II Child Development Center 
525 Browning 76010 
Phone: 817-460-1112 
arlington2@childcareassociates.org 
 
Crowley 
 
Early Head Start Collaboration and Family 
Center at J.A. Hargrave 
9200 Poynter Street, Fort Worth 76123 
Phone: 817-838-8422 
hargraveEHS@childcareassociates.org 
 
Euless 
 
Mid-Cities Child Development Center 
500 N. Main 76039201 
Phone: 817-571-2615 
midcities@childcareassociates.org 
 
Fort Worth 
 
Circle Park Child Development Center 
1519 Circle Park 76106 
Phone: 817-740-1101 
circlepark@childcareassociates.org 
 
Diamond Road Child Development Center 
2526 Diamond Rd. 76106 
Phone: 817-625-5509 
diamondrd@childcareassociates.org 
 
Forest Hill Child Development Center 
6901 Forest Hill Drive 76140 
Phone: 817-483-1227 
foresthill@childcareassociates.org 
 

 
 
Fuller Child Development Center 
800 W. Fuller 76115 
Phone:  817-924-4303 
fuller@childcareassociates.org 
 
Gwendolyn Gragg Child Development 
Center 
2400 E. First Street 76111 
Phone; 817-838-9131 
gragg@childcareassociates.org 
 
Meacham Early Education Campus  
2700 Meacham Blvd 76137 
Phone: 682-354-5585 
meacham@childcareassociates.org 
 
Park Lake Child Development Center 
3312 Park Lake Drive 
Fort Worth, TX 76133 
Phone: 817-294-5107 
ParkLake@childcareassociates.org 
 
Reagan Child Development Center 
3200 Reagan 76116 
Phone: 817-560-0372 
reagan@childcareassociates.org 
 
River Oaks Child Development Center 
4907 Ohio Garden Road 76114 
Phone: 817-625-5622 
riveroaks@childcareassociates.org 
 
Rosedale V Child Development Center 
4244 E. Rosedale 76105 
Phone: 817-535-7711 
rosedalev@childcareassociates.org 
 
Southside Early Head Start 
Child Development Center 
4230 E. Rosedale 76105 
Phone: 817-535-0485 
sssc@childcareassociates.org 
 
 
 

 
 
The Morris Foundation 
Child Development Center 
2701 Moresby Street 76105 
Phone: 682-255-0623 
morris@childcareassociates.org 
 
Uplift Meridian Preparatory Head Start 
1801 S. Beach Street 76105 
Phone: 817-288-1700 
upliftheadstart@childcareassociates.org 
 
Haltom City 
 
Carson Child Development Center 
2800 Carson Street 76117 
Phone: 817-834-7706 
carson@childcareassociates.org 
 
Hurst 
 
Linda-Kay Child Development Center 
824 Oakwood Avenue 76053 
Phone: 817-284-5629 
lindakay@childcareassociates.org 
 
Mansfield 
 
Mansfield Child Development Center 
800 E. Broad Street 76063 
Phone: 817-453-9315 
mansfield@chilcareassociates.org 
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mailto:fuller@childcareassociates.org
mailto:gragg@childcareassociates.org
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mailto:riveroaks@childcareassociates.org
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Head Start and Early Head Start Program 

School Year 2020 – 2021 

 

 

Parent Handbook 

 

Parent Acknowledgement and Receipt Form 

 
 
 
I acknowledge that I have received and reviewed the 2020-2021 CCA Parent Handbook. 

 
 
 

___________________________________      __________________ 
 Parent Signature           Date 
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Parent Handbook Policies Addendum  
2020-2021 

 

Due to the unprecedented times in the wake of the global pandemic, COVID-19, CCA has had to take immediate 
actions for the safety and well-being of our children, families and employees.  These actions require a very 
different look to the normal Head Start and Early Head Start daily operations and are subject to change as 
required by local authorities.  

As we begin program year 2020-2021 we are starting at a Health Concern Level II.  In CCA’s definition this means 
childcare services are open for all children and families, but with modifications to health and safety procedures, 
reduced group sizes and remote learning options.  

The 2020-2021 Family Handbook provides serves as an outline for the basic services and guidelines regarding 
the EHS/HS programs. This addendum serves to outline enhanced protocols and guidelines CCA families and 
employees must follow during this health crisis.  

Operation Schedule  

  

2021 Summer Camp for Head Start: June 22 thru July 8, 2021 

Remote Learning  

CCA is committed to providing children with the same great Head Start experience on campus or at home.  While 
all learning will begin remotely for a short-time period, families will be given the option of returning to campus 
or continuing remote learning.  COVID-19 has unfortunately created achievement gaps for children of all ages 
and we must work together to get our children back on track.  It is our goal to provide rich educational 
experiences that are in line with our early education approach.  While our teaching teams are committed to 

Name of Program/Collaboration Hours of Operation Days of Operation Start Date and End Date 

CCA Head Start  7:30 am – 3:00 pm Monday thru Friday September 8, 2020 thru June 18, 
2021 

CCA Early Head Start 7:30 am – 3:00 pm Monday thru Friday September 8, 2020 thru July 8, 2021 

CCA at Arlington ISD  8:10 am – 3:35 pm  Monday thru Friday  August 17, 2020 thru May 26, 2021 

HS at Crowley ISD 7:35 am – 3:20 pm Monday thru Friday September 8, 2020 thru June 11, 2021 

HS at Everman ISD 7:50 am – 3:20 pm Monday thru Friday August 13, 2020 thru May 25, 2021 

HS at Fort Worth ISD 7:50 am – 2:15 pm Monday thru Friday September 8, 2020 thru June 18,  
2021 

HS at Lake Worth ISD 8:05 am – 3:35 pm Monday thru Friday August 19, 2020 thru May 27, 2021 

HS at Uplift Meridian Charter 7:45 am – 3:00 pm Monday thru Friday August  10,  2020 thru May 27, 2021 
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providing high-quality instruction, home routines and schedules are necessary for optimal growth during remote 
learning.  The Family Agreement and daily schedule outlines collaboration strategies for a successful educational 
experience for your child.  Families may change their on-site or remote learning option after six-weeks.   

Attendance  

Children, families and staff are encouraged to stay at home if displaying any symptoms that align with the 
symptom list produced by the Center for Disease Control (CDC).  Proper notification as outlined on page 5 of 
the handbook must be followed.    

Communication  

CCA is committed to keeping families informed of any contagious illness, local health crisis or nation-wide 
pandemics.  Families will receive written notification as well as posted information on issues.  Communication 
will be ongoing throughout the health concern.  

Confidentiality  

In all communications regarding any type of contagious illness, CCA will protect the identity of the person(s) as 
information is shared regarding the communicable disease.  

Daily Health Check 

All CCA employees, children, families and visitors will have a daily health check performed upon entry onto CCA 
locations.  A designated CCA staff will take the temperature, check symptoms and ask if medications were used 
to lower temperature or if any potential exposure to COVID-19.  The following individuals must be screened 
every day before entering the facility:  

 Operation staff;  

 Persons with legal authority to enter, including law enforcement officers, TRS staff, licensing staff, and 
DFPS staff;  

 Professionals providing services to children;  

 Children enrolled at the operation, and  

 Parents entering the secured child care area.  
 
Please note that CCA made a change in operating hours this year to assist our families in practicing social 
distancing.   
 
Dental Care  

 
During Level II and Level III Health concerns CCA will suspend in-class tooth brushing and encourage parents to 
brush children’s teeth twice a day with fluoride toothpaste using guidance from the CDC and Tarrant County 
Health Department. 
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Drop off & Pick Up of Children  
 
During this time families will be contained to the lobby area of each campus.  Ideally, the same parent or 
designated person should drop off and pick up the child every day.  If possible, older people such as grandparents 
or those with serious underlying medical conditions should not pick up children, because they are more at risk 
for COVID.    

It is recommended families adhere to social distancing as they are dropping off or picking up and are encouraged 
to remain in their vehicles until the designated staff member directs them in a safe and orderly manner.   When 
possible CCA staff will come outside the facility to pick up the children as they arrive.  CCA has expanded opening 
hours to avoid a large number of people congregating outside the facility to pick up.   

Designated staff will walk all children to their assigned classroom, and at the end of the day will walk all children 
to designated drop off area; children will remain in assigned classrooms and staff will not combine groups in the 
morning or afternoon.  

Home Visits and Parent Conferences  

CCA recognizes parents’ roles as children’s lifelong educators and encourages parent to engage in their child’s 
education. The program offers opportunities for parent and families to be involved in the program’s education 
services. CCA has policies that ensure that all campuses are open to parents during all program hours, and 
parents are encouraged to volunteer in class and during group activities. Home visits and parent conferences to 
share and enhance knowledge about the child’s education and developmental progress include:  

Home Visits (HV) Overview:  
Teachers will conduct at least two (2) home visits per program year; including one (1) visit before the program 
year begins, if feasible. This allows parents to engage in their child’s learning and development and provides 
opportunities for teachers to communicate with parents about their child’s routines, activities and behavior.  
 

 Home visits may take place at an alternate site or at the CCA campus if the parent requests because of 
privacy or the home visit presents significant safety hazards for staff.  

 

 In the event of a Health Concerns (Level I-II) home visits may be conducted in person and remotely. In 
the event of Health Concerns (Level III-IV) home visits will be conducted remotely only.  

 
Parent Conferences (PC) Overview:  
Teachers will conduct at least two (2) parent conferences per program year. This provides an opportunity to 
learn about and to provide feedback on selected curricula and instructional material used. Teachers will inform 
parents about the purposes of and the results from screenings and assessment, and discuss their child’s progress.  
 
In the event of a Health Concerns Level I-II parent conferences may be conducted remotely. In the event of 
Health Concerns Level III-IV parent conferences will be conducted remotely.  
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Nutrition Services  
 
Meal service is designed to promote the physical, social, and emotional development of the children. Meal 
service is to be an encouraging and engaging time that promotes healthy eating habits of children to help them 
achieve school readiness. Meal service is designed to provide nourishing meals to the children. To minimize risk 
of exposure to infectious disease, family style dining will be suspended while Level II and Level III Health Concerns 
are identified at CCA. 
 
When Level II or Level III Concerns are identified at CCA, cafeteria-style meal service will take place:  

 Teachers will wear masks, gloves, and other designated PPE while serving food to children.  

 As able, children will sit with one empty space between them for social distancing while eating.  

 Teachers will distribute clean, disposable plates, utensils, and cups to each child.  

 

Meal service during remote learning will be provided in the following manner: 

 Meals will be distributed curbside, grab-and-go style at the campus where your child is enrolled. 

 Enrolled child does not need to be in the car for parent to pick up meals.  

 Meal pick-ups are on Tuesdays and Fridays from 10-12.  
-Tuesday’s pick-up will include: meals and snacks for Wednesday, Thursday, and Friday.  
-Friday’s pick-up will include: meals and snacks for Monday and Tuesday. 

 

Outdoor Play  

 

When weather permits, CCA will be offering more frequent outdoor times for each classroom.  This will include 
occasionally offering meal service outdoors.  This additional outdoor time comes from recommendations from 
the Center for Disease Control and local health authorities.   

 
Personal Protective Equipment (PPE)  

 
PPE will lessen the anticipated exposure to potentially infectious materials.  All CCA employees are required to 
use approved PPE while on campus or in work locations.   

 
During Level II and Level III Health Concerns: Masks will be used by all adults at all times. HS children will be 
encouraged to wear masks at parent requests; however, EHS children are not required to wear masks.  
 
Sanitation Procedures  
 
CCA will implement cleaning and sanitation procedures to reduce the spread of common infectious diseases or 
conditions among children and childcare providers.  
 

 During Level II and Level III Health Concerns, CCA will INTENSIFY CLEANING AND DISINFECTING 
EFFORTS. CCA approved cleaning supplies meet EPA standards for Coronavirus and Influenza 
disinfection. All staff must clean commonly used surfaces.  

 CCA will ensure to provide adequate supplies to support cleaning and disinfection practices.  
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 CCA will contract with an external provider to have weekly disinfecting services for each campus.  

 
Social Distancing  
 
In times of pandemic crisis, CCA aims to support social distancing measures consisting of maintaining a distance 
of six (6) feet between all adults to reduce spread of airborne droplets from person to person. While it is 
difficult for children ages 0-5 to maintain social distancing, CCA has strategies that will help support social 
distancing and safety for children and adults.  
 
ONLY children and authorized staff and/or other authorized contracted professionals/staff may enter the 
facility beyond the health screening stations. Visitors are restricted from entering classrooms at any time 
during a Level II or Level III health status and are generally restricted from entering the campus. 
 
Six (6) feet social distancing markers: CCA will place markers through buildings and classrooms as appropriate.  
 
Stagger Drop-Off and Pick-Up Times: Parents may receive time windows to reduce clustering of families if too 
many coming at one time. If the timing does overlap, CCA will use social distancing markers to help support 
families in staying 6 feet apart.  
Reducing Classroom Sizes: CCA will reduce Head Start (HS) classrooms to 10-12 children. Early Head Start (EHS) 
classrooms will remain at 8 children per classroom. Two adults will be maintained at all times in HS/EHS 
classrooms.  
 
Additional Classroom Social Distancing Strategies Include:  

 Naptime: Children’s naptime mats and/cribs are spaced out as much as possible, ideally with 6 feet 
apart;  

 Social Distance Learning Spaces: Teachers will support children with individual space or “learning 
areas” to support creativity with some social distancing while still allowing for conversation and 
interaction with peers; 

 Children will have assigned labeled seating that will help the child have their special area while 
maintaining social distancing;  

  Children will have individualized “labeled” learning bins that will have toys and creative supplies. Such 
as books, paper, crayons, trucks, blocks, animals, and access to a table;  

 Classroom furniture will be set up so friends can see each other but are intrigued to stay in their area. 
A difficult aspect of creating individual areas with young children is supporting children to maintain a 
personal space , while encouraging conversation from afar will help children will catch on;  

 Teacher modeling is key and reinforcing individual learning spaces will help create a good experience 
for the children; and  

  Teachers will encourage open play and keep the children busy.  

 Classes will remain in the same group each day, and the teaching staff should remain with the same 
group each day when possible;  

 Teachers will keep each group of children in a separate room;  

  CCA will cancel and/or postpone special all-campus group events such as festivals, holiday events, and 
special performances;  
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  CCA will alter or halt daily large group activities and promote small group activities;  

 Teachers will keep groups separate for special activities such as art, music, and exercising;  

 


