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Philosophy 

The Northwest Tennessee Head Start / Early Head Start Program firmly believes that the lives of 

young children and their families can be enriched and strengthened by the quality of the services 

provided to them.  It is based on a firm and proven belief that “Working together we can make 

a difference.”       

The role of the agency is to act as an advocate and service provider for children and families 

and to fulfill this role through partnerships with parents and agencies that are grounded in 

mutual goals, trust, and accomplishments. 

 

Mission 

Helping People, Changing Lives in our community through education, partnerships, and     

delivery of quality services in Northwest Tennessee. 

 

Vision 

Hand in hand, working together we are dedicated to helping people help themselves and 

each other to make a difference in our communities. 

 

Motto  
Working Together We Make a Difference. 
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Guidelines and Suggestions for Parents 

These easy-to-follow guidelines were written to make your time in Head Start a pleasant and en-

joyable experience. 

• Physical violence, horseplay, cursing or loud arguments or conversations are not allowed. 
You cannot spank your child at the center. 

• Department of Children’s Services workers can look at records and interview a child at the cen-

ter without notifying the parent. 

• Siblings cannot be brought to the center or on a field trip when you volunteer.  Siblings are al-

lowed at the center for family engagement activities.  

• Parents must sign their child in and out at the center or bus stop. 

• Parents must not bring food or drinks into the center or classroom. 

• Do not let your child bring food or toys to the center or on the bus. 

• Remember Head Start buildings, buses, and grounds are smoke, drug, and alcohol free. 

• Take part in the “Readers are Leaders” program and read to your child. Each center has a Lend-

ing Library; the number of books that can be checked out will be determined by your specific 

center. 

• Parents will have the opportunities at your center to volunteer. Working parents can volunteer 

for at-home projects, night, and weekend events. 

• Parental Custody: By law, if parents are legally separated or divorced, each parent has equal ac-

cess to the custody of the child unless a parent has a court order indicating which parent has 

custody of the child and/or that the parents have a specific custody schedule.  To exclude a par-

ent from picking up a child, Northwest Tennessee Head Start/Early Head Start must have a copy 

of the court order on file; otherwise, either parent may pick up the child from Northwest Ten-

nessee Head Start/Early Head Start with proper identification.  

• Your family advocate will give you a school calendar for your child’s center at open house/

orientation.  

• Your center manager will give the Parent Committee bids from photographers.  The parents will 

then vote on a photographer and a picture package of their choice. Parents will vote on when 

children pictures are taken during the program year.   Pictures of Pre-K/Head Start students will 

be determined by the school system.  

• Center Manager or Family Advocate will collect money from parents and give a written receipt 

of the total collected.  Center Staff will submit picture money to the photographer.  



8 

• Children wearing large dangling earrings or long necklaces could get hurt so please refrain from 

sending them in these. 

• Children are to arrive “dressed for play.” Please do not bring your child in their pajamas unless 

“pajama day” is a planned event.  In order to be a good example for your child, please dress  ap-

propriately during pick up and drop off times.  Dress your child in comfortable, washable play 

clothes and shoes suitable for running and climbing on the playground.  Flip-flops are not a 

good shoe choice for outdoor play.  

• The Chronic Absenteeism and Late Policies are available at your center and are included in this 

handbook as well.  Your family advocate or center coordinator will review these policies with 

you. 

• The Release of Child Policy will be posted on the parent bulletin board and is included in this 

handbook as well.  Your family advocate or center coordinator will discuss the policy with you.  

• If a family need arises, your child or children can be signed out prior to dismissal. 

• It is not necessary that you purchase anything for your child to attend Head Start/Early Head 

Start.  All supplies are provided by the program such as mats, crayons, and any other education-

al items. 

 

Positive Guidance 

We want children to be successful in Head Start and be excited to come to the center and learn.  

Your child’s teachers will use the following ways to redirect: 

• Be positive and patient with children. 

• Bend down to their eye level to let children know they are interested and care about them. 

• Praise children for good behavior and encourage success. 

• Use positive terms when speaking to children.  For example, if a child is running in the class-

room, a teacher will tell him or her “we walk inside and run outside.” 

• Give children jobs as helpers to learn responsibilities and independence. 

• Use (CSEFEL) Center on the Social Emotional Foundations of Early Learning as a resource to 

teach children about feelings, how to resolve problems, and how to calm down. 

• Redirect children appropriately and review the classroom rules every day. 

• Help children develop self-confidence and self-control through consistent routines and class-

room rules. 
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Short Term Exclusion/Inclusion Policy 

An infectious illness or disease is any condition that can be transferred from one person to another person.  If a child 
is identified with an infectious illness or disease, a designated staff member will determine whether the child’s illness 
meets the following criteria for temporary exclusion:   

 

• Shows signs or symptoms of possible severe illness (i.e., lethargy/lack of responsiveness, irritability, persistent 
crying, dry cough/uncontrolled coughing, shortness of breath/difficulty breathing and a quick spreading rash) 

• Fever: 100.4 degree or above 
• Vomiting: More than two times in the previous 24 hours, unless vomiting is determined to be caused by a non-

infectious condition and the child remains adequately hydrated 
• Diarrhea: When stool cannot be contained in the diaper or causes soiled clothing for toilet rained children 
• Head lice/Scabies: Treatment may be delayed until the end of the day; must have proof of treatment prior to 

readmission 
• Rash: With fever or behavior changes, until a primary care provider has determined the illness is not an infec-

tious disease 
• Impetigo:  Treatment may be delayed until the end of the day; must be treated according to a licensed medical 

professional’s instruction prior to readmission 
• Strep:  Must be treated according to a license medical professional’s instruction prior to readmission 
• Active Tuberculosis:  Until health care provider states child can return 
• Chickenpox: Until all sores are dried and crusted 
• Rubella: Until six days after the rash appears 
• Pertussis: Until five days of appropriate antibiotic treatment 
• Mumps: Until five days after onset parotid gland swelling 
• Measles: Until four days after onset of rash 
• Mouth sores: With drooling unless health care provider states the child is noninfectious 
• Abdominal pain: That continues for more than two hours or intermittent pain associated with fever or other 

signs of illness 
• Hepatitis A: Until one week after onset of illness or symptoms are mild or as directed by the health department 
• Any child determined by the local health department to be contributing to the transmission of illness during 

an outbreak. 
 

Children who are ill should stay at home if they are not able to participate comfortably in classroom activities or if 
the illness results in a need for care that is greater than staff can provide without compromising the care of the other 
children.  
 
Your child cannot return to the center until he or she:  

•Feels well enough to participate in classroom activities 
• The child is free of fever or any symptoms of an infectious illness or disease for 24 hours unless; the exclusion 

timeframe listed above states otherwise 
•This policy can override a doctor’s statement for a child to return to the center 

 

COVID-19 Inclusion & Exclusion Guidelines 
COVID-19 Symptoms include: 

•Fever or chills 
•Cough 
•Shortness of breath or difficulty breathing 
•Fatigue 
•Muscle or body aches 
•Headache 
•New loss of taste or smell 
•Sore throat 
•Congestion or runny nose 
•Nausea or vomiting 
•Diarrhea 
 

Parent/Guardian must keep children home if they have any symptoms related to COVID-19 or suspect they have 
been exposed to COVID-19. Symptoms may appear 2-14 days after exposure to the virus. If children develop COVID-
19 symptoms, parent/guardian will be called immediately to pick up their child from the center and the child will be 
kept in a isolated, but supervised location until they can go home. 
 
The program will follow guidance from the local health department and the Center for Disease Control and Preven-
tion (CDC) for the handling of cases: 

•A staff or child diagnosed  with COVID-19 
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Short Term Exclusion/Inclusion Policy, continued 
 

•A staff or child who is a Close Contact of a person who tested positive  for COVID-19 
•A staff or child who is a Household Contact of a person  who tested positive for COVID-19 and’ 
•A staff or child who is a Non-Household Contact of a person who tested positive for COVID-19 

 
Staff and children quarantined due to COVID-19 must provide a clearance letter (statement) from health 
care provider and/or negative  test results before returning to the center. 
 
Public Health will coordinate with the centers to conduct a thorough case investigation while also pro-
tecting patient privacy if a staff member, child, or parent tests positive for COVID-19. Contact tracing will 
done to identify close contacts. For young children where social distancing is more difficult, it is likely that 
many or all may be considered close contacts.  
 
The Center Manager should contact the Program Director to determine the need for classroom or center 
closure for possible or confirmed cases of COVID-19 at the centers. 
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Child Abuse and Neglect 

 

State laws require that anyone, including Head Start employees, who see or know about child 

abuse or neglect, must report it immediately by calling 1-877-237-0004.  Training on Keeping Kids 

Safe will be provided to all parents.  Lessons will be used in the classroom.  For more information, 

attend the Keeping Kids Safe training or talk with your Center Coordinator or child’s teacher.  Other 

training on preventing and reporting child abuse will be provided to parents.  Remember if you see 

or suspect someone at home, the center, or neighborhood is abusing your child, you are required 

to call 1-877-237-0004 immediately. 

 

Emergency Preparedness 

 

Each center has an Emergency Preparedness Plan.  There are designated emergency locations for 

each center.  All center staff and children will be evacuated to locations if relocation is needed.  

There are also plans for emergencies when staying in the center.  You and your family will be intro-

duced and trained on this information upon your child enrolling to attend Head Start/Early Head 

Start.  This will also be on-going training throughout the program year. 
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Childcare Licensing Summary 
 

A Summary of Licensing Requirements for Child Care Centers or a copy of the Department 
of Education Pre-Kindergarten Guidelines will be given to you during open house/parent 
orientation. 
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@ head _ nwtn 

https://nwcommunityaction.org 
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