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Dear Parents and Guardians, 

We look forward to an exciting year and want to extend a warm welcome to you and your child as you begin 

your journey in Early Head Start/Head Start.   

You, as a parent or guardian, are your child’s first and best teacher.  You play the most vital role in your 

child’s development and success.  Early Head Start/Head Start provides families opportunities for growth 

and support.  The more that you participate, the more rewarding the experience will be for you and your 

child.  We encourage you to interact in all aspects of your child’s experience in the program and offer this 

handbook so you may become familiar with our procedures and expectations. 

Our program adheres to the highest performance standards to ensure your child receives quality learning 

opportunities and life lessons to prepare them for a smooth transition to kindergarten.  A primary program 

goal is school readiness and attendance is a critical part to its success.  It is important that your child attend 

Early Head Start/Head Start on time, every day.  We want to lay the foundation for good attendance habits 

for life.   

Play is critical to the growth and development of children.  Toys and play materials are tools that help 

children learn about themselves and the world around them.  As children play, they learn how to get along 

with others, become proficient in problem solving, and develop their fine and gross motor skills.  The best 

part is they will have a whole bunch of fun doing it!   

We recognize that this experience will be new and different in most cases.  You should never hesitate to ask 

any questions you have about your child or the program.  Your child’s teacher is more than happy to field  

any suggestions, comments, or concerns that you may have. 

As we embark on this journey together, we know that the Early Head Start/Head Start program will have a 

positive and meaningful impact in your child’s life, and yours as well.  We look forward to working with you 

and your family this year!   

Sincerely, 

 

Early Head Start/Head Start Director 
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Program Goals 
Early Head Start/Head Start provides educational and social activities to promote your child’s overall learning and 

development for School Readiness.  Programs are offered in caring and creative environments so children can explore 

freely and safely.  Through positive interactions and guidance from staff, your child will also form friendships that will last a 

lifetime.  School readiness is a key goal of the Early Head Start/Head Start (EHS/HS) program.  All children develop at 

individual rates and learning in the early years is enhanced through exploratory play and social experiences.   

Early Head Start/Head Start knows the major responsibility of raising children rests with parents.  To bridge lessons learned 

at school with home, Early Head Start/Head Start welcomes and strongly encourages you to participate in 

your child’s education.  We hope you will volunteer in the classroom, join us on field trips, participate in parent/teacher 

conferences, or serve on the Early Head Start/Head Start Policy Council.  

Early Head Start/Head Start not only provides services to your child but to you – the caregiver – as well.  

Classroom staff and Family Partners can help you find support to promote your family’s overall health, lead you on a path 

to self-sufficiency, and help you reach your goals.     

Early Head Start/Head Start Classrooms 
CLASSROOM TEAMS 

Early Head Start/Head Start has 15 classrooms in eight communities throughout Otsego County.  A team that includes a 

Classroom Teacher, two Assistant Teachers, a Family Partner, and a Center Associate (as needed) leads each class.  

Educational programming is supported through transportation, nutrition, health, and family and community engagement 

services and activities.  The child to adult ratio is 8:1 in classrooms where the predominant age is 4, 7:1 in classrooms 

where the predominant age is 3, and 5:1 in younger groups.  In support of school readiness, staff will be addressed in 

Mr./Mrs./Ms. “Last Name” format to prepare our children for mainstream kindergarten.  Parents are encouraged to do the 

same. 

 

At times, Early Head Start/Head Start staff may utilize video to record activities occurring in the classroom.  The purpose of 

the video is to allow staff to assess what the children are learning and to reflect on the interaction between the children 

and their teachers.  The videos offer supervisors an opportunity to support their staff by providing training to increase their 

professional development.  We welcome you to observe your child’s classroom and learn more about practices used to 

improve the delivery of program services.  

Teaching Strategies (TS) GOLD is the online assessment tool that is used by teachers to plan and implement content-rich, 

developmentally appropriate activities and experiences that support active learning and promote children’s progress in all 

developmental areas.  Staff are trained to plan for each child’s individual learning and development through ongoing 

observations and documentation.  Families meet with their child’s teacher to discuss and learn about their child’s progress 

and to help set goals for the child’s continued growth and development.  TS GOLD is aligned with the NYS Foundation for 

the Common Core and the Head Start Early Learning Outcomes Framework: Birth to Five.  With parent consent, a child 

showing areas of concern may be referred for additional services or further developmental evaluations. 

DAILY ACTIVITIES 

Early Head Start/Head Start Performance Standards provide a guide for teachers to follow that ensure all classroom 

activities are appropriate for children of all ages.  When you visit your child’s classroom, you will see:  

 

 Many hands-on activities such as blocks, dramatic play, painting, writing, sand and water play, puzzles, cutting, etc.  

Young children learn best when allowed to explore and create within carefully planned intentional environments 

and learning experiences. 

 Children being given an opportunity to make choices.  During free exploration/center time, children choose the 

timing and location of their activities.  Children learn more when they have some choice in the activity. 
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 Skill development and supported learning.  Play activities are designed with a definite goal for the child’s skill 

development.  A variety of materials and activities are offered to support each child’s individual development. 

 Children participating in circle activities as a group.  These activities give children an opportunity to learn how to 

function in a group, share ideas, and learn listening and cooperative learning skills. 

 Health habits and safety-based instruction and modeling, such as hand washing, fire safety, safe toys, tooth brushing, 

and hygiene. 

 Children resting/napping on an individual mat/cot in the classroom or designated rest/nap area (at full-day centers).  

 Every family, including families for who English is a second language, are encouraged to participate in all aspects of 

the program.  Classroom teams use a variety of resources to support the home language and build the child’s 

acquisition of English through stimulating and individualized language experiences. 

 

FIELD TRIPS 

Several times a year, Early Head Start/Head Start classes will go on a field trip.  Most trips are within walking distance from 

the center, while others may require children to be bused or self-transported by parents.  Parents are encouraged to 

accompany their child on field trips.  

 

Field trips offer some of the most meaningful educational experiences for children, exposing them to environments that 

provide opportunity for exploration and choices.  In order to assure direct and proper oversight of children in new 

environments and effective transitions, we strive for each child to be supervised by a designated adult, or a maximum of 

two children to one adult.  For this reason, parents are highly encouraged to accompany their child on field trips. 

To provide additional supervisory support needed to create a true learning environment where curriculum goals and 

objectives can be offered to the children as they would in the classroom environment, parents, other family members and 

community members are encouraged to participate in field trips.   

Like field trips, Fatherhood Initiative events encourage parent or family participation.  These opportunities promote healthy 

relationships for the participating adult and child and support all areas of the child’s growth and development with long-

term impact on positive outcomes for the child. 

Parent or other family members will not only provide the necessary supervision, but by learning along with the child, 

families will be ready to participate in a variety of expanded learning experiences which further enriches child development, 

family engagement, and program goals.   

CELEBRATING HOLIDAYS 

Any special events need to comply with established program guidelines and be organized to 

allow enough time for required approvals to be obtained.  Early Head Start/Head Start may 

include seasonal/holiday classroom activities that reflect the culture, ethnicity, and 

backgrounds of children and families enrolled in programming.  In planning activities, each 

center/class determines if activities might exclude any children.  In such a case, staff will plan 

and offer other options.   

 

Occasionally, Early Head Start/Head Start is invited to join in community holiday/cultural 

activities or special events.  Staff may accept the invitation and participate as appropriate. 

Other celebrations: 

 Family Traditions/Culture:  Early Head Start/Head Start welcomes families to share 

their culture, traditions, and celebrations.  Please talk with your child’s teacher if 

you would like to schedule a special event. 

 Birthdays:  Parents may celebrate their child’s birthday with a healthy, commercially prepared snack or a pre-

approved food activity in the classroom.  This must be discussed with the classroom teacher in advance to ensure 
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the required approval process is followed (see N4 – Food Brought into Centers and Alternative/Emergency Menus 

Policy).  All food brought into the center or served during program hours must meet the minimum nutrition 

standards described in Policy N4.  

 

GUIDANCE AND DISCIPLINE 

We all learn best in a positive climate where we feel safe and supported.  Early Head Start/Head Start uses positive forms of 

guidance and discipline to help young children learn safe and cooperative behaviors.  Positive guidance, such as reinforcing 

behaviors we do want to see, builds social skills, mutual respect, and self-esteem.   

 

The use of corporal punishment or verbal or emotional mistreatment is strictly prohibited in the Early Head Start/Head 

Start program.  Opportunities for Otsego Policy FS 6 states in part, “This means no slapping, spanking, hitting, hair pulling, 

pushing, dragging, yelling or demeaning actions are allowed at any time.  Alternative means of discipline or control must be 

used.  Physical restraint may be used to control a child only if the child is endangering him/herself or another child or to 

restrict a child from sustaining serious injury to him/herself or another child.” 

SUPPLIES PROVIDED BY PARENTS 

Early Head Start/Head Start will provide all supplies needed for the day, except:   

 

Clothing:  Although efforts are made to keep your child’s clothes clean (e.g., art smocks, bibs), we cannot guarantee 

clothing will not become soiled or stained.  Please dress your child in comfortable, washable play clothes each day they 

attend.  Children should also wear safe, non-slip shoes – sneakers are best.  Additional clothing items: 

 A complete change of clothing (including underwear).  Extra clothes are kept at the center.  Please label clothing 

with your child’s name so they do not get accidentally misplaced. 

 Seasonally appropriate outdoor wear (e.g., raincoat, winter jacket, hat, mittens, and boots).  Please talk to your 

Family Partner if you need help accessing these items.   
 A child-sized bed covering/blanket for naptime only (at full-day centers).  

 
Medication:  Children who require regularly prescribed medication and/or emergency medication (e.g., EpiPen, rescue 

inhalers).  See Medication Administration Section.   

Please do not send in any non-essential food or toys to the center. 

 

When Early Head Start/Head Start is Open 
Early Head Start runs a 12-month program and Head Start runs a 10-month program.  Both programs attempt to follow the 

school calendar of the district in which it operates as closely as possible.  HS classrooms close for recognized holidays, 

breaks, superintendent/parent-teacher conference days, and staff development days; the EHS classroom closes for 

recognized holidays, some school district breaks, and staff development days.  A calendar of events, including planned 

activities and closings, is sent home monthly so you may plan accordingly. 

 

UNPLANNED CLOSINGS 

 Snow Days:  Early Head Start/Head Start centers will not open if the school district in which it operates remains 

closed for bad weather.  Please listen to the local radio stations for announcements. 

 Two Hour Delays:   

 Part-day programs - When there is a two-hour delay in the school district where your child’s center operates, 

Head Start morning classes will be cancelled. 

 Full-day programs – When there is a two-hour delay in the school district where your child’s center operates, 

Early Head Start/Head Start classes will begin at 10:00am, with the exception of SUCO’s UPK/Head Start 


