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Welcome to the State Preschool Program

The HLPUSD Early Primary Programs provide part-day educational experiences for pre-kindergarten children from low-income families. All facilities and personnel meet state licensing requirements. Each classroom is staffed with a teacher holding a State of California Child Development Permit, and experienced Child Development Technicians to assist the teachers. The classroom team is there to work with your child as well as support you as the parent. 

The State Preschool is a three hour program that services 3 and 4 year old children to prepare them for school. The program is designed to meet the intellectual, emotional, social and physical needs of the children in a developmentally appropriate environment.  Children participate in a variety of indoor and outdoor learning activities.  Each classroom has materials and equipment to enhance learning and encourage children to play independently and in groups.  The State Preschool Program utilizes an Integrated Curriculum model that incorporates literacy, math, science, social studies, the arts and technology into the daily routine.

The program does not discriminate on the basis of sex, sexual orientation, gender, ethnic group identification, race, ancestry, national origin, religion, color, or mental or physical disability, in determining which children are served.

The use or disclosure of information pertaining to your child or the child's family shall be restricted to purposes directly related to the administration of the program.  Written permission will be obtained from parent or legal guardian when outside requests for information arise.

We believe that parents are the most important influence on a child’s development and are therefore an essential part of the program.  This handbook is designed to briefly tell you about our program and how we can work together to support you and your family.  
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Mission, Vision and Values Statement

Mission Statement
It is the mission of Child Development/Early Primary Programs to provide quality learning opportunities for all children enrolled in our programs.  These opportunities will assist every child to develop his/her unique abilities and enable him/her to be a contributing and productive member of society.  The Child Development/Early Primary Programs will develop a curriculum that will emphasize age appropriate skills.  These skills will permit every child to make appropriate choices, develop pride and respect themselves and others.

Vision Statement 
The Child Development/Early Primary Programs is a community of faculty, staff, parents and children who are committed to developing life-long learners of all ages and who value themselves and the diversity of all people.

Values Statement
In the Child Development/Early Primary Programs we are committed to conducting our professional lives while adhering to these values:

Responsible
Commit to achieving excellence in your work
Become part of the solution

Supportive
Provide the help required for each person to succeed
Include everyone as part of the team

Positive
Exhibit a friendly attitude toward everyone
Accentuate the good things and believe in overcoming challenges

Communicate
Seek to understand before being understood
Utilize tact and professionalism at all times

Respect
Practice tolerance and accept differences
Treat each other with kindness

My Rights as a State Preschool Parent

To Be Recognized as my child’s primary educator and as such make decisions regarding his/her education.
To Be welcomed in the classroom anytime.
To Help develop parent programs that will improve daily living for my family and me.
To Participate in the State Preschool program as an active partner.
To Be Informed regularly about my child's progress.
To Expect guidance for my child from the preschool teachers and staff that will help his/her total individual development.
To Be able to learn about the operation of the State Preschool program, including the level of education and experience required to fill various positions.
To Be informed about all community resources concerned with employment, health, education, and the improvement of family life.
To Be treated with respect by staff and other parents.
To Express my concerns by following the Parent Communication Procedures.
To Share my culture in developmentally appropriate ways.
To visit my child during classroom hours.  I must follow district safety requirements, by checking in at the schools front office.
My Responsibilities as a State Preschool Parent

To Follow State Preschool Procedures and have my child dropped off and picked up at assigned times.
To Set a pattern of regular school attendance and bring my child to school every day.
To Obtain State Preschool health requirements for my child, which include: TB test, physical and required immunizations and follow-up treatments.
To Accept State Preschool as an opportunity through which I can improve my life and the lives of my children.
To Take Part in the classroom as an observer, a volunteer worker and to contribute my services in whatever way I can toward enrichment of the total program.
To Provide parent support and encourage others to participate.
To Work with the teachers, staff and others in a cooperative way.
To Guide my child with love and respect.
To Take advantage of programs designed to increase my knowledge about child development and my skills in areas of possible employment.
To Become Involved in community programs that help to improve health, education and recreation for all.
To Show respect and courtesy to staff members and other parents.
To Participate in parent meetings and to be informed about activities in the classroom.
To Attend volunteer training and follow the procedures outlined.
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APPEAL PROCESS

Parents have the right to appeal our agency’s actions as stated in the Notice of action if you don’t agree with the intended action. To protect your appeal rights you must follow the instructions described in each step listed below:
Step 1: Complete the appeal information in the back of the Notice of Action form to request a local hearing.

Step 2: Mail or Deliver your local hearing request within 14 days of receipt of the Notice Action you are disputing to:
HLPUSD/Preschool Programs
455 N. Glendora Ave.
La Puente, CA 91744
Attn: Appeals Coordinator

Step 3: Within ten (10) calendar days following the agency’s receipt of your appeal request, we will notify you of the time and place of the hearing. You or your authorized representative are required to attend the hearing. Please bring to this hearing any documentation that you believe will help you make your case.  If you or your representative do not attend the hearing, you abandon your rights to appeal, and the action of the agency will be implemented.

Step 4: If you disagree with our written decision, you have 14 calendar days to appeal to the Child Development Division. For more information on this step please see the back page of your Notice of Action.

Failure to respond by the required due dates or submit the required appeal information with your appeal request will deem your appeal abandoned.
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Parent Participation

Our program allows parents unlimited access to their children and providers caring for their children during our normal work hours and whenever the children are in our care.  Parent participation is encouraged throughout the program.  Although parents might find it difficult to find time out of their busy schedule, at work or school, we have a few ideas that might help make your child’s experience in the program a family experience:

· Talk to your child about the center.  Find out from the teacher the activities of the day so you can talk about it on the way back home.
· Check the bulletin board and your child’s file folder for notices, announcements, and resources.
· Try to attend all parent meetings and parent education presentations.  We usually schedule them at a convenient time for most parents.
· Become a part of the Parent Advisory Committee.
· Volunteer for classroom field trips whenever you can. Your help will be most welcomed.
· Attend all parent-teacher conferences which are scheduled twice a year or as needed.  This is a great time
to talk to your child’s teacher.

Note:  District guidelines will be used when volunteering in the classroom. 
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The Goals of Our Curriculum								 
The most important goal of our early childhood curriculum is to help children become enthusiastic learners. This means encouraging children to be active and creative explorers who are not afraid to try out their ideas and to think their own thoughts. Our goal is to help children become independent, self-confident, inquisitive learners. We're teaching them how to learn, beyond their preschool years. We're allowing them to learn at their own pace and in the ways that are best for them. We're giving your child good habits and attitudes, particularly a positive sense of themselves, which will make a difference throughout his/her life. 
Our curriculum identifies goals in all areas of development,
· Social: To help children feel comfortable in school, trust their new environment, make friends, and feel they are a part of the group. 
· Emotional: To help children experience pride and self- confidence, develop independence and self-control, and have a positive attitude toward life. 
· Cognitive: To help children become confident learners by letting them try out their own ideas and experience success, and by helping them acquire learning skills such as the ability to solve problems, ask questions, and use words to describe their ideas, observations, and feelings. 
· Physical: To help children increase their large and small muscle skills and feel confident about how their bodies work/function.  
The Program offers Individualized instruction to meet the developmental needs of each child.  Including; Three (3) parent/teacher conferences that will be held throughout the year in accordance with state guidelines.  These conferences help to foster Teacher-Parent communication and to establish common goals for working with your child.  In addition, children are observed on an ongoing basis as a means of recording their developmental progress.  These observations along with other assessment results are utilized to develop Individualized goals for each child by the teacher and the parent, with the child’s progress measured and evaluated during regularly scheduled assessment periods.
The State Preschool Program utilizes the Scholastic Big Day for Pre-K Curriculum as the framework for what occurs in your child’s classroom and how the classroom environment is set-up.  The curriculum is theme based and classroom environments are set up to stimulate each child's curiosity and learning. We encourage each child to develop his/her unique pattern of interests, talents and skills. We know that young children learn best through interaction with people and objects, and it is through play that they will achieve their educational goals. While we recognize that each child grows and develops at different rates, their individual goals will focus on the following:
1. Language Development: Listening, understanding, speaking and communicating. 
2. Literacy: Phonological awareness (the sounds of words), book knowledge, appreciation of books, print awareness, pre-reading concepts, early writing and alphabet knowledge. 
3. Mathematics: Geometry, spatial sense, patterns and measurements. 
4. Science: Scientific skills, methods and knowledge. 
5. Creative Arts: Music, art, movement and dramatic play. 
6. Social and Emotional: Self-concept, self-control, cooperation, social relationships, knowledge of families and communities. 
7. Approaches to Learning: Initiative, curiosity, engagement, persistence, reasoning and problem solving. 
8. Physical Health and Development: Fine and gross motor skills, health status and health practices.

Important Information: 				
Ongoing Assessment
Your child will be assessed at the beginning of the year, and again at the end of the year using the Desired Results Developmental Profile, (DRDP - 2015). Children’s mastery of the developmental milestones and skills are observed and recorded by the teaching staff. The skills that are mastered in preschool are aligned with the California Preschool Learning Foundations.  This assessment provides the basis for determining children’s social and academic growth and is used to develop an Individualized Developmental Plan, (IDP) for your child. The teacher will also monitor your child’s progress throughout the year with samples of their work and observing their classroom behavior.					

Drop-off and pick-up procedures:
For the safety of all children, an authorized adult must accompany a child to and from school each day and sign that child in and out of the classroom.  You will be asked to provide names of individuals 18 years and older; who are authorized to pick up your child from State Preschool.  Only those individuals listed on the emergency card will be allowed to pick up your child. The following are procedures to be followed in each classroom around drop-off and pick-up. As required by the Department of Social Services  any person that is signing out a child must have a valid Picture I.D. with them at all times. Staff will be checking ID’s on a daily basis

1.   Parents/guardians are expected to drop-off and pick-up their child at the established times.

2.   Parents must wait with their child until a daily Health Check is completed.

3.   Parents are responsible to sign their child in and out of the class daily.  Children that are not signed in will not be permitted to participate in classroom activities until the parent returns to sign the child in.  If your child has been out please sign and state the reason for absences on the sign-in sheet.  If the child was out for illness the type of illness must be stated.

4. If your child has been absent please sign and state the reason for absences on the sign-in sheet.  If the child was out for illness the type of illness must be stated.

5. Late Pick-ups: In the event of an emergency that will cause parents/guardians to be delayed, parents must call the classroom immediately and notify staff.  Classroom contact information will be given to each family at the time of enrollment/orientation. Note: parents that notify the classroom will still be given a late notice. By notifying the classroom that you are running late will prevent staff from taking further steps.  If a child has a doctor/dentist appointment and brings a note from the doctor they will not be considered late.

Note: A late pick-up charge of $1.00 per minute will be assessed for all services rendered after the end of each session (11:00 or 11:30 AM and 3:30 PM).  See late charge contract.

**All fees shall be paid by check or money order.  No cash will be accepted.  Checks and/or money orders should be made payable to:  HLPUSD/CSPP.  Please indicate child’s name on the check.

· Walk-in payments will ONLY be accepted at the Student Services Center.   (MON-FRI 8-4)

For your convenience payments can be mailed to:   Attention:  State Preschool

Student Service Center
455 N. Glendora Ave.
        La Puente, Ca., CA  91744
 
· NOTE:  PAYMENTS WILL NOT BE ACCEPTED IN THE CLASSROOM.	 
(Please do not take payments to the classroom, Staff MAY NOT accept payments!)

· Any returned checks will be considered a late payment and must be cleared in person at the Preschool Office.  Checks returned for non-sufficient funds will be assessed an additional $25.00 to cover the excess cost incurred. 

· After one returned check, families will be required to pay by money order only.

· Families leaving the program with a negative balance will not be able to re-enroll until such balance has been cleared.



6. If the appointed pick-up time passes with no contact from the parents/guardians, staff will follow these procedures:
· Efforts will be made to contact the parents/guardians. 
· If unsuccessful, individuals listed on the emergency card will be called to pick up the child. 
· In the event all attempts to reach the parent or emergency contact are unsuccessful, a Program Manager will contact Child Protective Services after a designated time period*. 
(* A meeting must take place with a Program Manager before the child will be re-admitted to the classroom.)

7. Consequences of failure to pick up child at appointed time will be implemented.
· Late notices will be given for all late arrivals and late pick-ups.  If a parent receives a 3rd late notice the parent must set-up a meeting with the Program Coordinator to discuss reasons for tardiness and to develop a Plan of Action before child returns to class 
*(Note: Appointments must be made for these meetings by calling (626) 933-6545.  

· A child is considered late if they are not present at the start of class time (i.e. 8:00 a.m.) or if the parent is not present at the ending time of class. 

· After the third late notice; each time that the child is late the parent must meet with the Program Coordinator.

· Consistent Problems or failure to comply with the Family Action Plan will result in additional meetings with Management staff to determine the best possible solution.


Suspected Child Abuse - All staff that work in the Child Development/Early Primary Programs are mandated to report signs or suspicion of child abuse (Penal Code Section 11166).  The Department of Children Services is responsible once a report has been made to investigate the alleged abuse.

Parking - When bringing and picking up your child from class, Please park in designated areas only.  Never leave children unattended in a car even if it is for only a few minutes, this is considered Child Endangerment and all cars with unattended children will be reported to the Sheriff’s Department.

Attendance:
Regular attendance at State Preschool not only enhances each child’s experience with classmates and teachers, but also increases his/her chance of having a rewarding and positive educational experience. It establishes a positive pattern for school attendance early in the child’s school career.  

Absences:
If your child is unable to attend due to illness; parent’s illness or a family emergency, it is mandatory that you call the classroom teacher or the State Preschool office and advise them of the absence. Parents need to advise the State Preschool, (SPS) Clerk of expected absences, such as family vacations/emergencies, in accordance with the State Preschool School Funding Terms and Conditions a child may be dropped from the program for excessive or unexcused absences.
If a child has been absent for two (2) consecutive days with no contact from the family, classroom staff will attempt to contact the family by telephone.  If the child is absent a third (3) day without contact, the teacher will refer the matter to the office for follow-up.  If contact cannot be made by phone, the SPS Clerk will send a Notice of Action to the family advising them that the child will be dropped from the program if the family does not contact the Office by the date listed in the letter.
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Excused absences include:
· Illness or quarantine of the preschool child or parent.
· Family Emergency (defined as a special event or crisis with the family that prevents the child from attending class, (i.e. serious illness or death of a family member, catastrophic events such as earthquakes, floods, fire, etc.).  
Family Emergencies are limited to 5 days per emergency.
· Court Order.
· Best Interest of the child, (Absences which are in the best interest of the child are defined as any circumstance in which the parent chooses not to take the child to class on a given day, in order for the child to spend quality time with the parent or relatives).
State Preschool Funding Terms and Conditions limit excused absences taken in the Best Interest of the Child, to 10 days per school year.
· All absences for a reason other than those mentioned above will be considered unexcused.  Unexcused absences in excess of six (6) days per school year will be subject to review and may result in termination of services.
· This policy does not apply to long-term illness such as surgery or hospital stay.


Note:  All absences and tardiness for the year will be recorded on the child’s Pre-K Profile and become a part of their school record as they move on into TK or Kinder.







Exclusion from school:
A daily health check will be completed for each child by a staff member prior to the child being signed in for the day. This is done to ensure that all children are well enough to participate in the daily activities. Physicals and Immunizations need to be completed as part of the enrollment process.  It is the responsibility of the parent to complete this requirement in a timely manner in order to ensure that services to the child are not interrupted. 
CA Code of Regulations 17.01- 6040: Children that do not have current immunizations on file may be temporarily excluded from the classroom.  


The decision to phone a parent and ask them to have their ill child removed from the classroom is based on both the needs of the ill child and the need to protect the other children in the classroom from any exposure.

Parents will be phoned to pick up their child if:
· Child’s illness prevents him/her from participating in activities offered.
· Illness requires more care than staff can provide without compromising others.
· Keeping the child in care poses an increased risk to the child or to the other children and adults with whom the child comes in contact.
· Reasons to keep a child home from school:
· Fever of 99 degrees or above- Child must remain home for 24 hours free of a fever.
· Nausea, vomiting, or loose or watery stools.
· Unusual drowsiness or tiredness.
· Sore throat, acute cold, persistent cough, or earache.
· Red inflamed eyes—any discharge from eyes.
· Swollen glands around jaws, ear, or neck.
· Suspected impetigo, head or body lice, skin sore oozing fluid or having an odor.
· Any symptoms suggesting an acute illness.
· A doctor’s note or clearance by a medical professional is required for re-entry if your child is absent five or more days due to illness or if your child has had a communicable disease.  Children without this clearance will not be re-admitted to the classroom.  


Emergency Cards:								
 It is very important that parents keep emergency cards up-to-date, with a minimum of three names and current phone numbers.  Parents are responsible to update this information and to provide the office with any changes.  We must have (3) three different phone numbers for emergency purposes, if you do not have at least 3 persons locally then you can list persons that live out of the area that can reach the school within 30 minutes.  Remember, your child’s wellbeing may depend on how quickly we can contact someone
in the event of an emergency. Only person’s listed on the child’s emergency card that provide a valid picture I.D. card will be allowed to sign the child out from school. Note: The name on emergency card must match the name on the valid, photo I.D. card.
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Medication:									        
Children may not take medication at school unless arrangements are made with the program nurse and with a written consent by a physician.  If it is necessary for your child to have certain medications during the time that they are at school parents must contact the program nurse at the Student Services Center.


Food Service:										
All State Preschool children will receive a snack during their scheduled class time.  During Snack times children will have an opportunity to learn about nutrition and to experience new foods, as well as providing a time for the children and adults to communicate with each other.  The goal of the State Preschool program is to instill healthy eating habits in the children by making snack times a pleasurable educational experience.  All food provided must be eaten in class by the children, no food may be taken home. Parents; please make sure that your child eats a nutritional breakfast or lunch prior to class each day, snacks will consist of items from 2 different food groups and are not intended to replace a meal.  (An example of a snack would be; orange slices and string cheese or graham crackers and milk).

State Preschool Guidelines, in accordance with Program Quality Standards, prohibit candy, donuts, cakes, cupcakes, punch or food brought from home or store bought to be served to children during program hours.  Children’s birthdays are very special times and we understand the desire of parents to want to celebrate at school however the program must comply with this regulation. Please speak with your child’s teacher for ideas on celebrating your child’s birthday in the classroom.  
											
Due to funding limitations snacks are provided for State Preschool children only.  Adults will sit with the children during snack times to promote good eating habits and proper etiquette.  Parents that are volunteering in the classroom and have younger siblings with them must provide their own nutritional snack (no candy, soda, etc.) for the siblings. 

Proper hygiene is very important to us, while handling food items and utensils as well as setting the table adults and children must use gloves.  Adults need to role model preventive wellness practices while participating in program activities, which include gloves and hand-washing.
It is the parent’s responsibility to inform State Preschool staff of any allergies, special/medical dietary needs or religious food preferences a child might have.  If a child has milk or other food allergy, we must have a statement from your child’s health care provider stating the nature of the allergy.  Menus are posted in the classroom each month so that parents know what their children are eating at school.
Children with identified allergies to food, bee stings or with special/medical dietary accommodations will not be allowed to start school until all required documentation is submitted to the Preschool office.

Classroom Food: 
In accordance with program guidelines and health department regulations all food served or used in classroom cooking projects must be provided by the program.  

Special Activities:  While we acknowledge the importance of celebrating traditional holidays the Child Development/Preschool programs have guidelines that are different from the K-12 school system and we do not allow “party” celebrations.  Classroom staff will provide guidance to parents on acceptable ideas for celebrating holidays in your child’s classroom.  *Note:  Parents must complete the Volunteer process to participate in Special Activities.	
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Clothing:					       
All children are expected to follow the district uniform policy by wearing the following clothing options:  navy blue pants, shorts, skirts or jumpers and light blue or white shirts, t-shirts, tops, sweatshirts or sweaters to school each day. Children should be able to adjust their own clothing in order to use the bathroom successfully.  Pants that have buttons and belts should be avoided.  Please make sure that your child’s jackets and sweaters have their name clearly marked on them.  
· Please have a complete change of clothing (including underwear) for your child in the classroom.  Extra clothing does not need to meet uniform standards, but is advisable please make sure that clothing is clearly marked with your child’s name.
· To avoid losses or unnecessary injury, jewelry should stay at home.  If your child has pierced ears, small studded earrings are permissible, hoop earrings will not be allowed.
· Although efforts are made to keep your child’s clothes clean, the reality is that preschool children learn through actively engaging in activities and we cannot guarantee that children’s clothes will not become soiled or stained.
· To meet our safety requirements and to assure your child’s safe participation in all activities, please be sure your child wears non-slip, closed-toe shoes (Flip flop type shoes will not be allowed). Children may not come to school with artificial nails of any type.
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Siblings at School:					
Siblings older than two, (per Department of Social Services regulations) may visit the classroom with the teacher’s approval on the day that you are volunteering.  Visits will depend on the child being able to fit into the classroom routine.  Parents are responsible for the supervision of the non-enrolled child; younger children must be with the parent at all times.  If you plan to bring a younger child with you when you participate please inform the teacher in advance and provide the teacher with a copy of the child’s current immunizations.  These must be on file in the classroom to meet licensing compliance.

Note:  Specific parent meetings/activities may provide childcare based upon availability of space and staff.  When childcare is not available, it is the responsibility of the parents, not staff, to assure that non-enrolled children are supervised.


Field Trips:
Field trips/walk-outs are for the children; it is a special privilege and not a right of each child.  Children will only be allowed to attend field trips if their behavior will ensure their personal safety.   In order to attend field trips your child must be able to follow directions, stay in a group successfully, stay with an adult supervisor, respect staff and others.  If a child is unable to follow the rules, he/she may be suspended from the field trip.  A field trip suspension notice will be given to parents two days before the field trip. When a trip is scheduled or planned, the parent will be notified at least one week in advance of field trips and will be required to sign a consent form in order for their children to participate.  All trips are subject to cancellation or change by program management or due to weather.  Children who are not able to attend the field trip will be left in the care of their parents.  Only those children enrolled in the program will be allowed on a field trip.  All field trips must be educational and within walking distance of the school site. 
*** All Field trips require a 2-1 ratio, (1 Volunteer cleared parent for every 2 children). 
In accordance with Federal regulations all children riding on a school bus must be safely secured in an approved car seat with a 5 point restraint system.  Additionally, all parents and children must have training in bus safety and evacuation procedures prior to taking a bus field trip.  Due to the cost involved in meeting these regulations, trips involving transportation will not be permitted at this time.

Parents who have completed the volunteer process through the district and are regular volunteers in the classroom will be given priority when selecting parents to accompany the class on any field trips.  Parents that have not completed the District Volunteer process will not be allowed to participate.



Year-End Activities:
In accordance with the philosophy of the Hacienda La Puente Early Primary Programs a
"Graduation" from Preschool is not an appropriate activity and may not take place during class hours or as a program initiated activity. 
Our curriculum stresses active involvement of children, and we work very hard to get away from classroom experiences that have little or no meaning for young children, focusing instead on concrete experiences that are developmentally appropriate for them. The completion of the child's first year in preschool is in fact a first step towards many more years of education.  Therefore we look at the completion of the first year as a celebration of what the child has been able to accomplish that school year and plan developmentally appropriate activities to celebrate these.

Program Management along with Teaching staff will plan activities for the end of the year that both volunteer cleared parents and children can enjoy.  



Transition:
To assure that preschool children and their parents are prepared to enter the public school system, preschool staff provides various opportunities for children and their parents to be involved in activities with the elementary school. Activities that prepare children such as visits to a TK or kindergarten class, school assemblies and learning to eat in the cafeteria are some of the ways that children learn what to expect.  Parents will have opportunities to participate in workshops and other activities to support them in their role as the primary educator of their child. Parents are encouraged to participate in PTA, PAC, ELAC or other school site committees and to get involved in workshops that are offered for parents at each school site. 


Communication with Preschool Staff

Classroom Staff: 
Teachers and CDT’s will be available to answer questions or to give you support.  Because teachers are busy with children at drop-off and pick-up time, please schedule an appointment if you have questions.

Notes and flyers:  
These will be distributed many times during the year to let you know of activities, etc. Please check the parent board and/or your parent box regularly for upcoming events and other important information about your child or classroom activities.  

Lesson Plans:  
Your child’s teacher will have the weekly lesson plan for the classroom available for parents to review. Keeping informed of what is being taught in the classroom will help you to reinforce things that your child is learning at school with them at home.  During monthly classroom meetings parents will have the opportunity to give ideas that will support the curriculum through “Parent Webbing”.  

Newsletters:  
The State Preschool Program will publish a quarterly newsletter with ideas for you to use with your child, along with other useful information.

Parent Boards:  
Check the parent board in your classroom for important meetings, news and other information such as:
· Menus of meals served in the Preschool Program
· Job openings. 
· Community events 
· Minutes of parent meetings 
· Community Resources

Parent/Teacher Conferences:  
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Parent Communication Procedure

If you have questions about your child’s classroom or are concerned that things are not going as well as you would like in the program, there is a process to have your concerns addressed.  

· Discuss the issue with the person/persons involved.  For example, if you feel that something is not right in the classroom, talk to the classroom staff first. If after speaking with the teacher you need further clarification or you are not completely satisfied you may:

· Address the issue with the site TOSA, (Teacher on Special Assignment).

· If they are unable to help you or you are in need of additional information you may contact the Preschool office to set-up an appointment with the Child Development Supervisor assigned to your site.  Appointments with the Child Development Supervisor can be made by calling
(626) 933-6545.  It is not advisable that parents drop into the office to speak with the Child Development Supervisor as they may not be available in the office.

Remember that your opinion and viewpoint is important and we would like to hear from you. A Communication Envelope is posted in every classroom on the parent board for you to give suggestions that might be helpful in improving the program or to address other classroom issues. The Communication Envelope is checked weekly and forwarded to Program Management.
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Parent Involvement

Parents as Primary Educators:
The State Preschool Program recognizes that parents are the first and primary educator of their child.  This means that you understand your child best; that you will continue to be involved with your child’s education and that you make decision about your child’s education and health.

Parents as Volunteers:
Parents or parent substitute are crucial to the success of our program, parents are asked to volunteer in the program 12 hours per month.  Many opportunities are available to parents that wish to participate.  Parents can volunteer by participating in their child’s classroom, attending monthly classroom parent meetings, being a part of the State Preschool Parent Advisory meetings and helping to make decisions about your child’s preschool program.  Parents can also participate in the following: Secretary Meetings, district level meetings and parent education trainings.  To become a Volunteer in the State Preschool classroom parents must first go through a volunteer process with the school district. To begin this process a prospective volunteer will need to submit a negative T.B. clearance and state required immunizations to the Preschool Office.  Once requirements are met the parent/volunteer will receive a volunteer application and LIVESCAN instructions to fingerprint, including the need to take a $40.00 (money order) for the cost of processing their fingerprints to their LIVESCAN appointment.  
.  Once a clearance is obtained a volunteer training will take place to complete the process. 
Senate Bill 792: SECTION 1.Section 1596.7995 added to the Health and Safety Code
1596,7995, (a) (1) Commencing September 1, 2016, a person shall not be employed or volunteer at a day care center If he or she has not been Immunized against Influenza, pertussis, and measles. Each employee and volunteer shall receive an Influenza vaccination between August 1 and December 1 of each year.






Upon completion of all steps parents will receive a badge indicating they have completed the volunteer process and are ready to volunteer in their child’s classroom.


Parents that do not complete the volunteer process will not be allowed to participate in any activities that take place; this includes daily parent-child activities, field trips and special activities in your child’s classroom.
Each parent that volunteers 100 hours or more in the classroom from August thru the end of April will be invited to a special recognition at the end of the school year.
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As a volunteer, parents will work under the direction and supervision of a teacher, CDT or staff member. Volunteers do not substitute for classroom staff but supply supplemental and supportive services as directed by the teacher. Some volunteer guidelines are:
1. Sign the volunteer form upon arrival and be dependable. Program policy requires parents to sign in daily when participating in program activities and to record the length of time they spend volunteering.  Parents are responsible for recording their own volunteer time on their volunteer sheets and signing their name.  Credit will only be given for those hours that are accurately recorded and turned in on time each month.  
2. Consult the daily schedule in the classroom and discuss any questions with the teacher.
3. Refer parents, relatives and other visitors with questions to the teacher/home visitor.
4. Dress appropriately and comfortably for working with children. (Avoid high heels, short skirts, sagging pants and shorts or tops with low necklines).
5. Let the teacher know of your abilities, talents, make suggestions or give ideas that could be helpful within the program.
6. Know and have information on policies about: discipline, snacks, restrooms, parking, personal belongings, fire drills, phone calls, smoking, blood borne pathogens and child abuse.
7. Keep personal opinions regarding staff members and/or children to yourself.  ALL information encountered regarding children and their families is CONFIDENTIAL.
8. Parents should never be left alone with children.  If you are assigned a task to complete with children please be conscientious of children’s safety and ensure the proper use of any equipment or materials that are being used. If you need to leave an assigned area or activity you must inform the classroom teacher prior to leaving.
Additional information is available in the “Classroom Volunteer Handbook”.
Classroom Participation:  			
· Only those parents that have completed the volunteer process and have received clearance may be directly involved with children in the classroom. 
· We welcome all Volunteer cleared parents to the classroom, however too many adults at one time can cause a disruption to the normal routine.  For this reason we ask that you make arrangements with the teacher for the day you would like to visit the classroom.
· It is important that adults consistently act as role models to the children.  If you plan to stay in the classroom parents are asked to dress appropriately and to use appropriate language (no profanity).  

Classroom Parent Meetings:
Parents are encouraged to:  Attend monthly classroom meetings on a regular basis.  Activities that will take place at these meetings include; planning activities for parents and children at each site.  Electing representatives to the Parent Advisory (2 representatives and 2 alternates), and a classroom Secretary. Parents will also learn about what is happening within the school district, local city events and program activities at these meetings.  As part of open communication parents are encouraged to discuss ideas, successes and concerns during these meetings as a way of planning future activities and making improvements to the program.

Parent Advisory Committee:
Representatives from each class will be involved in these activities:
· Attend district wide meetings.  Five (5) times per year.
· Participate in the planning and evaluation of program.
· Attend District Advisory Committee meetings.
· Represent your school for in-put as a parent advisor for the program.
· Participate in the Open Communication process between parents and program staff.
Parent Education:
Parent education is a vital part of the State Preschool program and parents are expected to participate in these activities as a way of partnering with the State Preschool program in your child’s education.  The following activities are offered to parents throughout the year to foster this partnership:

· Parent education classes are offered throughout the year by the program and through the HLPUSD Adult Education Program.
  
· The State Preschool program offers Family Nights throughout the year to promote family involvement in the child’s education.  Each of these nights has a special focus that teaches parents how to work with their children at home to meet their child’s School Readiness goals.

· Refer regularly to your classroom parent boards for notices and a schedule of meetings.


Parents are also encouraged to participate as a School Readiness Liaison; for their classroom, in this role parent/s will attend monthly meetings to learn about the monthly curriculum and the process for incorporating parent ideas into the weekly lesson plan. The School Readiness Liaison will also help the teacher to complete record of the parent involvement hours for their classroom and takes notes of the items discussed during classroom meetings.  All parents can be actively involved in the classroom by participating in curriculum webbing activities each month during the regularly scheduled classroom meeting.
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Family Literacy:
ESL and reading programs are offered throughout the district to assist parents in becoming fluent in the English language.  Parents are highly encouraged to take advantage of these opportunities during the time your children are in class.  If you would like to find out more about these classes please refer to the Hacienda La Puente Adult Education Catalog (parent board) for a complete list of class offerings.


Behavior Management Procedures
Our philosophy is to work with children in a positive way.  Constructive methods are used for maintaining group control and handling individual behavior.  Staff and parents are prohibited from using corporal punishment and other humiliating or frightening techniques. Children are encouraged to work out their differences through discussion and cooperation with their peers.  We focus on socialization, success, fun, and safety.  When children are not able to follow the rules and exhibit a disruptive behavior (runs away, bites others, kicks/hits others, throws blocks, etc.), staff might separate them from the group for a brief period. 

· If a child is unresponsive to the above mentioned techniques, remains uncooperative and jeopardizes the safety of themselves or others, the following steps will be taken:
1. Verbal and written notification will be provided to the parent/guardian (Parent-teacher conference and Incident Report).  A Student Study team will develop a plan to be implemented/ reviewed after each incident.

2. Written warning will be given to the parent


The only possible reasons for considering expelling, suspending or otherwise limiting services to a child on the basis of challenging behaviors are:
a.  Continued placement in the class and/or program clearly jeopardizes the physical safety of the child and/or his/her classmates as assessed; or
b. The family is unwilling to participate in mental health consultation that has been referred  through the child care program or independently obtained and participate in child mental health assistance available in the community or;
c. Continued placement in this class and/or program clearly fails to meet the mental health and/or social-emotional needs of the child as agreed by both the staff and the family AND a different program that is better able to meet these needs has been identified and can immediately provide services to the child.

· The Program Coordinator or designee will work with other management personnel to recommend possible actions, including suspension from the program. In the event all resources have been exhausted or a parent is non-responsive the Director of Child Development Programs and/or a District Office Administrator may terminate State Preschool services.

· In emergency situations, (i.e. there is a perceived threat to persons or property or extreme disruption of the program) one or more steps in the discipline guidelines may be skipped at the discretion of the Coordinator and/or Director.

· If a parent wishes to appeal a decision made by the Coordinator, appeals shall be made to the Director of Child Development Programs.  If the parent wishes to appeal the decision made by the Director of Child Development Programs, appeals shall be made to District Office.  Appeals will be heard and decision rendered within ten working days.



A child may be dropped from the State Preschool program for any of the following reasons:

· Failure of the parent or guardian to respond promptly when requested to remove the child from class because of the child's illness.
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· The making of false material statements by a parent or guardian on any document on file in connection with admission or retention of a child.

· Failure to pay fees.

· Failure of a parent or guardian to cooperate with program personnel in a manner, which affects the smooth and efficient operation of the program, (i.e. there is a perceived threat or extreme disruption of the program) is cause for immediate termination from the program.

· Negligence on the part of a parent, guardian or volunteer that directly affects the safety of children.

· Failure to notify staff of any change of address or phone number for parents or emergency contacts. 

· Failure of the parent or guardian to comply with the policies and procedures as stated in the parent handbook and other agreed documents.  Inappropriate behavior of parents or other family members is cause for immediate termination from the program, In accordance with the Hacienda La Puente Civility Policy

· The Preschool child may be dropped for the following: the child is consistently unresponsive to intervention techniques, remains uncooperative and/or jeopardizes the safety of themselves or others, or in cases in which parents refuse to cooperate with program staff on intervention strategies.  The State Preschool Coordinator will be informed of consistent problems and will initiate appropriate actions.
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   PEDESTRIAN SAFETY FOR YOUR CHILD 
Each year, tens of thousands of children are killed and injured when they are hurt by motor vehicles. Fortunately, parents, grandparents, and others can do a lot to prevent these pedestrian crashes. 
Know the Facts 
· Children move quickly and often are unaware of danger. 
· Most children are injured near their home or on their own street. 
· Most crashes involving children happen between 3 p.m. and 6 p.m. 
· Most pedestrian crashes occur in fair and warm weather. 
· Twice as many boys are injured as girls. Set a good example 
When you cross the street together: 
· Always hold your child's hand. Never allow a child under 10 to cross the street alone. 
· Always STOP at the edge of the curb or parked cars before crossing the street. 
· Always look LEFT, RIGHT, and LEFT again for moving cars. 
· Always cross only when clear, and keep looking LEFT, RIGHT, and LEFT again, until you reach the other side. 
· Always look for signs that a car is about to move (rear lights, exhaust smoke, sound of motor, wheels turning), and never walk behind a vehicle that is backing up.
CALIFORNIA CHILD PASSENGER SAFETY LAW
[image: MC900157387[1]]Protect your child-- it is the law.

Use of child passenger restraint system for child under age eight
A parent, legal guardian, or driver shall not transport on a highway in a motor vehicle a
child who is under eight years of age, without properly securing that child in a back seat
in an appropriate child passenger restraint system meeting federal motor vehicle safety
standards.

Exception: A child under the age of eight who is four feet nine inches (4’9”) in height or
taller may be properly restrained by a safety belt in the back seat.

[image: MC900389400[1]] Children left alone in a car will be reported! 
 
Helpful Tips for Parents


Praise your child often.  Be specific and be sincere.

Allow mistakes.  A child who is afraid to make a mistake may avoid trying new things.  Show your child that mistakes can be useful; people learn from them!

Help your child think it out.  When your child asks, “Why?” answer, “Why do you think?”  Listen to the response.

Encourage curiosity.  For example, when your child is painting, ask, “What will happen if you mix yellow and blue?”

Build independence.  For example, if your child wants you to finish a drawing he or she has started, encourage your child to stick with it.

Avoid Comparisons.  Never compare one child’s skills to another child’s.

Be firm but fair.  When you are upset with your child, talk about the behavior—not your child’s character.  For example, say, “I’m angry because you got ice cream on the sofa,” not,  “You are so sloppy!”

Give your child some responsibilities.  Have your child pick up toys or put away books, etc.  Simple chores help children feel valued.

Explore your neighborhood.  Take walks in a park, attend concerts at the local school, or go to a children’s story hour at the public library with your child.

Find opportunities for you child to play with other children.  Your child will learn about sharing, respecting others’ possessions, taking turns, respecting diversity and solving problems peacefully.

Read to your child every day!  Go to a library together and pick out picture books.

Encourage conversation.  Ask questions that can’t be answered “yes” or “no.”  For example, instead of, “Did you have fun at Karen’s house?” ask “What games did you play with Karen?”  Pay attention to the answers.


Help your child have a fun and successful year in Preschool by staying in touch 
with the activities in the classroom and with the teaching team.
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Guidelines for Illness Requiring Exclusion
(Exclude children and adults with these illnesses or symptoms)




Temperature:  oral temperature 99° or greater; rectal temperature 102° or greater; axillary (armpit) temperature 100° or greater; accompanied by behavior changes or other signs or symptoms of illness-until medical evaluation indicates inclusion in the facility.

Signs of possible severe illness:  including unusual lethargy, irritability, persistent crying, difficult breathing, and uncontrolled coughing.

Uncontrolled diarrhea:  defined as an increased number of stools compared with the child’s normal pattern, with increased stool water and/or decreased form that is not contained by the diaper or toilet use.

Vomiting:  two or more times in the previous 24hours unless the vomiting is determining to be due to a non- communicable condition and the child is not in danger of dehydration.

Mouth sores:  with drooling unless the child’s physician or local health department authority states the child is not infectious.

Rash:  with fever or behavior change until a physician has determined the illness not to be a communicable disease.

Purulent conjunctivitis:  defined as pink or red conjunctiva with white or yellow eye discharge, often with matted eyelids after sleep, and including a child with eye pain or redness of the eyelids or skin surrounding the eye, until 24 hours after treatment has begun.

Scabies:  until 24 hours after treatment has begun.

Head lice:  until 24 hours after treatment has begun and no nits!

Tuberculosis:  until the child’s physician or local health department authority states that the child is non-infectious.

Impetigo:  until 24 hours after treatment has begun.

Streptococcal pharyngitis:  (Strep throat), until 24 after treatment has been, and until the child has been afebrile for 24 hours.

Ringworm infection:  (tinea capitis, tinea corporis, tinea cruris, and tinea pedis) until 24 hours after treatment has begun.
	
Varicella:  (chicken pox) until 6 days after onset of rash or until all lesions have dried and crusted.


Shingles:  only if clothing or the dressing cannot cover the sores, until the sores have crusted.

Pertussis:  which is laboratory confirmed, or suspected based on symptoms of the illness, or suspected because of cough onset within 14 days after having face-to-face contact with a laboratory-confirmed case of pertussis in a 
household or classroom, until 5 days of appropriate chemoprophylaxis (currently, erythromycin) has been completed.  Please sign your full name.  Persons picking up your child must be on the emergency sign in sheet.

Mumps:  until 9 days after onset of parotid gland swelling.

Hepatitis A:  virus infection, until 1 week after onset of illness or until after immune serum globulin has been given to appropriate children and staff in the program, as directed by the responsible health department.

Measles:  until 6 days after the rash appears.

Rubella:  until 6 days after the rash appears.



Source:  American Academy of Pediatrics, & American Public Health Association. (1992).  Caring for our children- National health and safety performance standards: Guidelines for out of home child care programs.

*Any child or adult who has been absent as a result of communicable disease may not be re-admitted to the classroom until we are assured that the child or adult no longer has any evidence of that communicable disease.
Head Start/State Preschool Staff



ADMINISTRATION	
Teresa Figueras	Director, Child Development/Early Primary Programs
Cyndi Gustafson	Coordinator, Head Start and State Preschool
Lucy Riccio	Manager; Health Services, Mental Health and Disabilities 
Monica Jarvis	Manager; Family Services and Enrollment
Cynthia Guerra	Child Development Supervisor
Janet Moore	Child Development Supervisor


FAMILY SERVICE SPECIALISTS (FSS)
Diana Acevedo	(626) 933-6551
Karla Ramos	(626) 933-6563
Frances Price	(626) 933-6550
Adela Rodriguez	(626) 933-6559
Marisol Salcido	(626) 933-6564

	
REGISTRATION OFFICE	
Sheila Itow	State Preschool	(626) 933-6548
Sandra Beltrán	Head Start	(626) 933-6549
Elsa Schaeffer	Head Start	(626) 933-6547


OTHER OFFICE PERSONNEL
Denise Lujan	Child Development Secretary	(626) 933-6544
Kathy Jarvey	Teacher on Special Assignment	(626) 933-6555
Ines Garcia	Parent Volunteers (TB)		(626) 933-6545
Kimberly Batson	Health Documents 		(626) 933-6567
Martha Felix	Health Documents		(626/ 933-6541
Neeta Nathani	Health Questions		(626) 933-6546



· Just a Reminder
School will be closed on the following days:

August 31, 2017……………………………………...Preschool Release Day
September 4, 2017……………………………………Labor Day
October 13, 2017..........................................................District and Preschool Non-Student Day 

November 10, 2017…………………………………..Veterans Day 
November 20,21,22,23, & 24 2017…………………..School Recess & Thanksgiving
December 25, 2017 –January 5, 2018………………Winter Break
January 15, 2018……………………………………..Martin Luther King Jr.
January 26, 2018……………………………………..Preschool ONLY/Release day
February 12, 2018…………………………………...Lincoln’s Birthday
February 19, 2018……………………………………Washington’s Birthday
April 2– April 6, 2018………………………………...Spring Break
April 26, 2018................................................................Preschool Non-Student Day 
May 21, 2018………………………………………….Preschool Last Day of Class

	
[image: BD21298_] Parents should regularly check for posted notices in the classroom!

SPS Family Info Book 16-17-eng.	
CG/July 2016
			
    		
image5.png
Vision Statement:
he Hacienda La Puente Unified School District is a community committed to developing lifelong learners
who value themselves and the diversity of all people; apply decision-making skills leading to responsible
actions; and use creativity, critical thinking, and problem solving in meeting the challenges of a changing
society.
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