Community Action Head Start

Community Action Head Start is a program of Community Action, a private, non-profit social services agency serving low-income families in Washington County.  Community Action Head Start serves about 650 children and their families. The program operates preschool centers throughout the county serving children, birth to five in full day and part day models. 

The staff of Community Action Head Start believes that the future of this community will be enhanced if all people can live and work cooperatively.  Racism, sexism, handicapism and other forms of bias or intolerance have no place in our vision.  Our classrooms will reflect each family’s individual cultural background.  We will take an antibias approach, teaching children, parents and staff to recognize and accept individual and cultural differences.  

Mission of Community Action Head Start
 In partnership with parents and the community, Head Start promotes healthy development by involving children in nurturing, individualized, creative and challenging preschool and child care experiences.

Mission of the Coffee Creek Early Head Start Program

Parents and caregivers are the primary educators and the principal influence in the growth and development of their children.  In partnership with the Department of Corrections the program serves as a positive link between the parent, the caregiver and the EHS staff leads to greater growth for the child and parent.  

Coffee Creek Correctional Facility
The Coffee Creek Correctional Facility is a multi-security facility that accommodates all female inmates and provides intake and assessment for all female and male inmates for the Oregon Department of Corrections.  

Mission of Coffee Creek Correctional Facility

The mission of the Coffee Creek Correctional Facility is to assure public safety by providing:

· A safe and secure environment for all persons.

· Program and work opportunities that enhance inmate ability to reintegrate into the community.

· Work and leisure time activities to reduced inmate idleness.

Coffee Creek Early Head Start 

The Early Head Start program at Coffee Creek is a partnership between Community Action Head Start and the Oregon Department of Corrections.  The program provides the opportunity for incarcerated mothers and their children to spend time together two days a week in a classroom setting.  Caregivers bring the children to the center and are offered a variety of support opportunities and/or respite during the 3-½ hours that children are in the classroom with their mothers.

Our primary goals are to promote attachment and bonding between mother and child, support the relationship between the caregiver and the child’s mother and support the caregiver in providing a healthy environment for the child.  Early Head Start comprehensive services include education, health and nutrition services to children, family support to mothers and caregivers as the primary educators of the child, including transition planning for the child upon the mother’s release.

Early Head Start staff will meet with the mother and the caregiver on a monthly basis, individually or together to support the child’s needs.  The purpose of the visits is to promote continuity of care with the mother and the caregiver and share information on child development, health, nutrition and social services.  Home visits are conducted in the center.  Arrangements will be made for caregivers who do not transport children to Early Head Start.

What to Expect

	Caregivers
	Moms

	Arrival

· Sign in the time that your child arrives in the classroom.  Sign-in sheets are used to reimburse for mileage.

· Caregivers are responsible for bringing enough disposable or cloth diapers and wipes for the day.  If using cloth diapers, bring extra plastic pants and safety pins or wraps.  

· Dress children in play clothes appropriate for painting and messy play.

· Please bring one additional change of clothing for the day.  

· Alert the moms to any changes in routine (changes in eating, sleep, etc.)

· Please feel free to have breakfast and stay in the classroom for up to 30 minutes after you arrive.


	Arrival

· Greet your child; let them know how happy you are to see them.  

· Take your child into the classroom, not the living room; let them know what you have planned for the day.

· Do a diaper check prior to sitting down for breakfast. 

	Departure

· Please be prompt in picking your child up.  You may join the classroom at 12:15 so that you can both be out the door at 12:30.

· Keep goodbyes short.  Gather what you need to take with you, complete your conversations with mom and/or staff, say goodbye and leave.  Stay upbeat and don’t draw out the goodbye-these delays cause distress for both mom and child at departure time.
	Departure

· Do a diaper check or potty break prior to departure.
· Let the child know that he or she will be leaving in a few minutes.
· Check and gather your child’s belongings to go home.  
· Say goodbye to the child and caregiver in the lobby and allow them to leave.


Arrival:  Caregivers

When a child arrives at EHS it is important that the caregiver spend time in the classroom to help the child feel comfortable both with mom and the new classroom environment. This is the time for the child to interact with both mom and caregiver together and for the caregiver to share information about what is happening for the child at home. Once the child settles in it is important to give mom and child time together without the caregiver. This is important bonding time where the child begins to look to mom to respond to their wants and needs. It is an opportunity for the moms to play with their kids, observe them and learn what their developmental needs are.  It is also a time to support their children in learning how to interact with others in a safe supportive environment. It is important to the relationship between mother and child to have times where mom is in charge. The time at EHS is devoted to the parent/child/caregiver relationship. It is also a time to foster communication between the caregiver and the mom regarding the child’s routines, progress and needs.

Conversations should be child friendly and stay focused on an exchange of information about the child. Include the child in the conversation and sharing, using this valuable time together to build relationship and supporting the child in feeling comfortable with both mom and caregiver.  Good information to share with moms:

· Whether the child sleeps with a special blanket or toy.  Whether story time is a part of the child’s routine.

· Whether the child is rocked to sleep.

· Whether the child uses a binky.  Moms will offer binkys to children at naptime and when the child is stressed and needs a binky for comfort. We encourage children to develop additional strategies for comfort at other times. Toddlers cannot practice speech when they constantly have a binky in their mouth. We will work with both mom and child to minimize the use of binky’s. 

· The last time the child ate.

· What new foods have been introduced since the last time.

· What activities do the child like or dislike.

· When the child’s last doctor’s appointment was, whether the child is current on his/her immunizations.

· Moms can share developmental information from Growing Birth to Three; new things that happened during the class day; new things that the child is interested in, new words, behaviors.

This time is for you! Consult with staff about the child.  

· We have resource information about child development, health nutrition and safety, behavior challenges, and fun activities that you can do at home. 

· Consult with Mental Health staff about the child or family issues.

· Take a break in the adults’ room.

· Bring movies to watch (see the movie guidelines for more information).

· Read-bring your own books, or ask for a staff suggestion.

· Leave the building for a break. Target and Costco are nearby.  We can give you directions to nearby shopping areas.

· You can also take time to chat with staff, who will be available to meet with you about any parent or child concerns you might have.

Routine Daily Schedule

	
	Caregiver
	Mom

	9:00 AM

Settling in/Breakfast
	Please feel free to stay in the classroom and interact with the mom and child for up to 30 minutes after you arrive.
	Upon arrival, greet your child, provide routine care, diaper change/potty time and eat breakfast, then tooth brushing.



	9:30 /9:45 AM
	Gently let the child know that you are leaving the room.  Reassure them about what you are doing-going to the adults’ room or leaving the building.  Tell them when you will be back.  
	Midmorning

Routine care, diaper change/potty time, planned play, outdoors time.

	9:45-10:45
	This time is for you! Consult with staff about the child.  Check out our resource information about child development, health, nutrition and safety, behavior challenges, and fun activities that you can do at home. Consult with Mental Health staff about the child or family issues that relate to the child.


	Late morning

Circle time:  songs, stories, finger plays.  Prepare for lunch.



	11:00 AM
	Every other visit you may join the child and mother in the classroom for lunch.  When you aren’t in the classroom, please join staff and other caregivers in the adults’ room for lunch.  


	Lunch, tooth brushing, outdoors.



	12:00 PM
	You may join the mother in the classroom at 12:15 if you wish to help the child end their day positively.


	Winding Down shoes on, hands washed, diaper change or potty time, gather child’s belongings, prepare to say goodbye.  Share information with your child’s caregiver about your child’s day.



	12:30 PM
	Leaving promptly at 12:30 will help your schedule stay smooth and gives the mothers time to talk about the day and process events after the children are gone.


	Say goodbye let your child know that you will see them the next time.




Note:  If you have to leave class early for treatment or class her child needs to be picked up a half hour before you leave so that you can debrief and help with clean up in the classroom.

Time to Eat!  Why are mealtimes important?

Mealtimes are about families coming together.  Research has shown that children who eat dinner with their families at least twice each week have less drug use and criminal activity as teens.  It is very meaningful for moms at Coffee Creek to be able to spend this important family time with their children.  

Mealtime conversation should be child focused and pleasant.  Mealtime is a wonderful opportunity to build relationships, practice positive social skills, share nutrition information and experiment with food.  It is also a time to promote self-help skills for kids and encourage trying a variety of foods.  Encourage children to serve themselves and pour their own milk or water.  Children eat more when they are involved with serving, table setting and food preparation.  This is not the appropriate time for aduolts to discuss family issues, which leaves the child on their own, not engaged and sometimes hearing conversation that they are too young to be part of.  

Every other visit, caregivers may join the child and mother for lunch.  This allows the mothers time to manage their child’s mealtime on their own.  When you aren’t in the classroom, please join staff and other caregivers in the adults room for lunch.

Adult Conversations

We strive to create an environment that feels safe, warm and supportive to children and families. One important aspect of maintaining an environment where children are thriving is the conversations that occur between mom and caregiver.  It is confusing and sometimes quite unsettling for children to hear conversations where the adults seem upset. It is important to refrain from conversations that include: criminal behavior, what jail or prison people are currently in, verbal or physical aggression, relationship issues, sexual activity, custody issues, frustration with lawyers, DOC, DHS, the courts, release plans, or status of non-custodial parents. It is also important to discuss issues about family resources such as adequate funds for housing, food, clothes, medical, transportation etc. away from the children. It is important to recognize that this is the child’s special time with mom. Please refrain from conversations that exclude the child, leave the child feeling on their own, or are related to information that the child is too young to be part of. Remember, in the classroom, every child can hear what everyone is saying. 

We recognize that there are times when the adults need time to talk without the child. The staff can facilitate a time at the end of the day for the caregiver and the mom to talk as needed. These conversations need to be focused on the needs of the child. It is not intended to be additional visiting time for the family and the incarcerated parent. It is important that families continue to use regular DOC visiting times to share information that is not related to the care of the child. We do not have the appropriate environment or staffing to provide safety and containment for the incarcerated parent to receive difficult family news here at the center. It is important for family members to know how to reach the DOC counselors to deliver urgent family news such as illness or a death in the family. Counselor numbers are available from staff.  

SUPPORTING RULES AND PROCEEDURE

An important aspect of creating a safe environment for children and moms is setting limits. Limits define expected behavior, provide containment so that all people can feel supported and accepted, and provide structure for the program. With incarcerated moms one of the issues for them has been an inability to follow the rules and structure of society.  It is important that we all work together to interrupt this behavior for both moms and children. The caregivers play an important role in this intervention. We ask all caregivers to learn the rules and expectations for the center and model being compliant and supportive of this important structure. Staff members are able to discuss the rules and why the guidelines are what they are.  We work to establish the structure for this program both in partnership with the expectations of the Department of Corrections and what is considered “best practice” for young children. It is important that we all work together if there is an issue regarding rules and procedures. It is inappropriate and undermining to the program and to the moms’ recovery to knowingly disregard the rules. We ask both caregivers and moms to observe the rules of the program whether the staff is present or not. The staff works with the moms to set appropriate limits with the children and model the ability to follow rules whether we like the rule or not, whether we agree with the rule or not, and even if it’s hard to follow the rule.

The moms’ participation with EHS is contingent on their behavior in the Minimum Facility. It is important to be in compliance with all the rules for CCCF to be eligible for EHS. Moms frequently comply with the major rules and have two or three rules that they consider as “no big deal”.  All the DOC rules are important and affect the moms’ eligibility for EHS. Issues that have affected the EHS moms have been: taking medication that does not belong to them (this includes over the counter meds such as Tylenol), fruit from the cafeteria in the pocket, having someone else’s clothing or shoes, and being in unauthorized areas. We want all our moms to be successful and continue to participate in this unique program. Together we can all have a positive influence on the success of the moms, the children and the EHS program.
GUIDANCE AND DISCIPLINE

The guidance and discipline policy has been developed using what is considered to be “Best Practice” and the Oregon Child Care Division regulations. We provide hands on practice for moms to practice the parenting techniques that they have learned in the Parenting Inside Out curriculum. Guidance is helping children to keep themselves and others safe and to respect each other. We state rules in a positive way, such as, use an inside voice, walk please.  We provide techniques to promote positive guidance, redirection, and setting clear limits. Our goal is to help children develop self-control, build self-esteem, and respect others. 

As defined by (ORS 414-300) Prohibited Punishment includes:


· Hitting, slapping, shaking, striking with hand or instrument, pinching, tying or binding, or inflicting any form 
of corporal punishment.

· Mental or emotional punishment including name-calling, ridicule, yelling, or threats.

· Non-prescription chemical restraints used for discipline or to control behavior. (Includes giving medication to a child to make them sleep)

· Confining a child in an enclosed area (a locked closet or room, box)

· Forcing or withholding meals, snacks, rest, or necessary toilet use

· Belittling a child for or forcing a child to clean up after toileting accidents.

· The center shall not accept parental permission to use any form of punishment listed in this rule.

We never get mad at a child for a mistake like spilling, but we expect the child to help clean up. Children are given appropriate choices. Strong feelings are allowed and children are encouraged to use words to express themselves. Hurting others and mistreating equipment are never allowed. When a child repeatedly hurts others or engages in dangerous activities, it is time for parents, caregivers, and teachers to meet as a team to determine the best supports for the child.

EXPECTATIONS OF MOMS

Supervision:  Constant monitoring and supervision for your child

Moms and kids should remain in the classroom or outside on the playground area during program hours. Gather all materials for activities ahead of time so you are not leaving your child to get things.  When you have to leave for any reason, such as bathroom breaks, it is your responsibility to ask staff or another mom to supervise your child while you are gone. Tell your child that you are leaving and reassure them that you are coming back.  Remember this is your special time when you can show your child that they can count on you to “Be there for them”.

Basic Care: Feeding, bathing, dressing, diapering/potty training, grooming hair and nails

These are nurturing times for both mom and child. Take your time. Explain to your child what you are doing. Give them notice before interrupting play. Tell them, “In five minutes it’s time to change your diaper” or “ In five minutes it’s time to eat.” Involve the child by asking them to carry the diaper or clothes. Let older kids help set the table. Talk to the child making eye contact and smiling. Play peek a boo or name body parts. Give your undivided attention by focusing on positive face-to-face, heart to heart interactions with your child. Don’t forget to give lots of hugs and kisses. Let yourself be playful and silly. This is the time you show your child that they can depend on you to meet their needs. It is your time to build a warm, nurturing relationship with your child. 

Activities: Plan and carry out activities that meet your child’s developmental needs. 
Learn to develop activities that support your child’s age and stage of development. Plan activities that interest your child and challenge them to grow. Develop activities that support all developmental areas including large motor, small motor, language/literacy, cognitive, social/emotional and problem solving. Use the curriculum Growing Birth To Three for observation and activity planning. Moms will also participate in using the Creative Curriculum to assist in learning appropriate stages of development and activities for their individual child and the group as a whole.  This is your time to learn about your child’s developmental needs and show them that you are involved with what is important to them. 

It is time to explore everything! Look at how flowers grow! What is sand? Does it taste good? Explore painting or building with blocks. Help your baby discover that they have hands! We always come back to two important questions. First we ask “Why Not?” when a child wants to do something. We may find ourselves exploring paint by painting on paper, painting rocks, the baby dolls, or even our feet. At times we do need to set limits such as no water on the carpet. That brings us to our second question,” How do I meet the needs of my child, while maintaining the boundaries?” We may recognize that the child needs to scoop water out of the water table and pour it into something else. By observing we can see that the child was not trying to get water on the carpet but was experimenting with pouring water and moving it. We can then provide a bucket next to the water table to safely pour water into. With this kind of observation and planning the child develops trust that you are interested in what they need and are willing to help them. 

Young children are like scientists, experimenting with literally everything in their world, to understand how things work and what they are able to do. Moms will learn to provide activities that help your child develop a strong sense of self, recognize feelings, manage feelings appropriately, develop trust in their own abilities and learn appropriate trust in others, adjust to new routines and follow the rules. Moms will learn how to help their children play with others respectfully and stand up for their own rights. At times moms will be teaching skills that they themselves have struggled with. Many times the moms are learning new skills as they teach them to their kids. This is your time to show your child that you understand their needs and are available to help them grow.                

Observations: Moms complete a short written observation for their child each week. When you go home you get to take these observations with you in an “All About Me” book that you develop while you are here. We provide a digital camera so that you can take a photo to go with your observations and have a record of your child’s important milestones. 

We also work together with moms to complete an Ages and Stages Questionnaire for each child. This gives us important information to see if a child has a delay or difficulty in any area so that we can provide additional support services if they are needed. For example a mom may be concerned that her child is not learning to speak clearly. We can look at what are developmentally appropriate expectations for a child of that age and know if we should make a referral to Early Intervention for speech therapy.  Moms work with the teacher to complete the observations in the Growing Birth To Three book in all developmental areas.

Scrapbooking: Moms will have the opportunity to create a scrapbook for their child while participating with Early Head Start. The scrapbook is to create a memory book for the child and mother of this irreplaceable time in the child’s life. We will provide a scrapbook and a limited amount of stickers to use. Moms will be able to take photos and print one page of photos every two weeks for their scrapbooks. Moms can choose to take a few photos back to the minimum facility with them instead of putting them in their scrapbooks.

CAUTION: Photos are to be child focused. No photos of moms by themselves are allowed unless authorized for a specific project. Photos should not reveal children’s genitalia. Photos are not to be mailed to pen pals. Occasionally EHS staff can authorize photos to be used for a gift to a caregiver.

Safety and Sanitation:  Moms are responsible for monitoring the safety of their child at all times.

 Moms will participate in ongoing safety training and will keep the building and outside play area safe for their children. We have a mixed age group, with children age birth to five. Moms will constantly monitor for safety and participate with staff and peers to maintain a safe, secure environment. Moms will also share safety information with caregivers as appropriate. Information may include: fire safety, car seat training, maintaining a safe environment, emotional safety, precautions with other adults and your child and supervision.  Moms will monitor the environment to be sure all outlets are covered with safety plugs, check equipment for signs of wear and notify staff if repairs or maintenance are needed, removing mushrooms from the grass, removing chokeables and ensuring that the environment is age appropriate each day. Moms will practice emergency drills with their children a minimum of one time a month. These will include fire drills and earthquake drills on a rotating schedule. Moms will also participate in teaching their children personal safety, as the child is developmentally ready.

Modeling: Moms learn the routines and rules at EHS and model appropriate behavior for the children. We are modeling all the time for children. They are constantly watching us to see what the rules are, if we have to follow the rules, how do we play with others, what do we talk about, how do we talk to each other, how do we resolve conflict, virtually everything we say and do. We get to choose how we model for the children. It is the responsibility of each mom to learn the rules and routines and model positive pro social behavior to the children in the center.

Important pro-social behavior includes coming to EHS with a positive attitude toward staff and other moms in the program as well as the children and caregivers.  Smiling and saying hello to others, giving a courteous reply when someone talks to you, using effective communication and problem solving skills when working with others in the center.  Moms are to provide leadership for accomplishing the day’s activities and routines.  Moms are to take the lead in initiating mealtime and hand washing and circle times, beginning and ending the day with a positive experience for both children and adults.

Goals: Each mom participates with the teacher to set goals for her child based on the observations we have made. Moms will develop an individual education plan and update that plan monthly with the teacher. We will focus on each child’s strengths and interests and plan activities that help the child reach important developmental milestones. Each mom also develops family goals for herself individually and/or goals with the family to support the child. These may be working on a GED to help the mom get a job after release or to be focused on working with the caregiver on issues such as discipline to create consistency between moms and caregivers. Each mom will decide on the goals she wants to commit to.

Coaching and feedback: Moms will receive coaching and feedback from EHS staff daily. Moms will participate in ongoing conversations with staff on all aspects of their child’s development. The EHS staff will provide coaching both in the classroom and after the children leave to facilitate a positive experience for the child, mom, and caregiver. Moms will participate in both group discussions and one on one discussion concerning their child’s needs. We ask moms to come with an open mind and participate fully with the staff to create a rich learning experience for both you and your child. 

Cleaning and Food Preparation: Moms are responsible for set up and clean up for all activities with their children. The moms work together to clean the classroom, kids bathroom, and outside area each day. Moms help with food preparation as needed. In addition the moms keep the center clean and orderly by signing up for tasks such as pulling weeds outside, cleaning windows and dusting. Check with EHS staff to sign up for chores.  All moms are expected to participate in center clean up. If you have shortened hours in the program work with EHS staff on a clean up routine.

We use child friendly cleaners and sanitizers in the center. Moms should check with staff before using any cleaners, sanitizers, or pesticides in the center. Moms are responsible to pick up and sanitize all toys that children have had in their mouth. There is a “loved toy” bin in the classroom for toys that need to be sanitized. We have duplicates of many toys that babies use for teething so we can keep clean toys available for the children while they are here. 

Dental Health and Handwashing:  We have a pediatric dentist who visits the center once a year. She provides dental health education for the moms and will examine the children’s teeth and apply a fluoride treatment for the families that are interested. We also encourage families to talk with the child’s pediatrician about dental care during well child check ups. It is important for both moms and caregivers to learn how to prevent bottle mouth. Staff can provide you with information and referrals to promote healthy dental care.  Moms and children will practice tooth brushing after breakfast and lunch. Moms and kids will practice hand washing after toileting and diapering, before and after meals, after outside play and after coughing or sneezing. 

Health and Nutrition: Moms will participate in learning what her child’s needs are and working with EHS staff and caregiver to ensure that the health and nutrition needs are being met. Moms will review well baby checks, record immunizations, support the caregiver in seeking medical attention as needed and observing the child. Moms will report to EHS staff a daily health check each day her child is present. Moms will learn the nutritional needs for her child and support the child in appropriate eating patterns and positive meal times with her child. Moms will work with EHS staff to establish appropriate introduction of foods based on their child’s age and stage of development. Moms will model healthy eating habits including family style meals, children learning to serve themselves and pour their own liquids, putting some of everything on their plates even if the child does not eat it, encouraging but not forcing children to eat, practicing healthy eating including offering all foods to the child – fruit and desert are not to be used as bribes or threats to get children to eat other foods. Moms will participate in hands-on nutrition/cooking program presented by Oregon State University Extension Service as available. Moms will also participate with staff to access resources in the center on nutrition. Moms will participate in obtaining their Food Handler’s card and CPR/First Aide training as available.
Holidays and Celebrations

 It is Head Start policy is to reflect the interests and cultures of the families enrolled in our program.  Celebrations will focus on providing opportunities for children to develop an appreciation of holidays while honoring cultural differences of families.  Parents and caregivers will be included in the planning of holiday celebrations, birthdays and family events. Staff will work with moms and caregivers to ensure that all activities support the child’s safety, health, nutrition and social-emotional needs.

Cameras and video cameras are not allowed.  Staff can use their camera to take a few photos for program documentation.  

Children’s Birthdays:  Birthday celebrations are an important part of attachment and bonding and for children to develop a sense of self.  It is important to have a well-planned event for the child with appropriate activities.  Planning with EHS staff must begin one month prior to the child’s birthday celebration.  Examples include piñata, age appropriate games, and banner printing.   It is up to the mom to initiate planning with EHS staff.  

The child’s family is asked to provide cake mix, frosting, cake decorations and ice cream one week before the celebration of the child’s birthday.  If this is a financial burden for the family please speak with EHS staff at least two weeks before the child’s birthday to allow time for the items to be purchased.  Donations of colored napkins, paper plates and plastic forks or spoons are welcome.  In keeping with Head Start philosophy of limiting sugar intake we ask that you not bring in additional candy or sugary treats.  

Planned games and activities will take place throughout the morning.  Moms will serve cake and ice cream after lunch.  On the day of the child’s birthday celebration caregivers and family members are invited to participate with the mom and child for the day.  Families may bring in gifts for the children.  It is important for moms to have a gift to give their child.  If this is a financial burden please speak to EHS staff.  A gift is given to the child from EHS staff.

SCHOOL CLOSURES

Weather closures:  If the public schools in your area are closed or running late due to weather or other unusual situations, Head Start will be closed.  School closure announcements are broadcast on most local TV and radio stations.  

Emergency/Disaster:  In case of an earthquake or other disaster our highest concern will be the safety of your children.  The center is equipped with emergency food and supplies and our staff are trained to respond appropriately.  If conditions are not safe we will keep your child at the center until he or she can be picked up.  It is important for caregivers to give EHS staff their cell phone number so that we can contact you immediately.
RELEASING CHILDREN POLICY

Only caregivers approved for visitation by DOC will be allowed to bring the child to EHS.  The child will only be released to persons named on the Emergency Form.  If no adult from the Emergency Form can be located, the child will be kept in the guardianship of the program until someone named on the form can be reached.  If it is time for staff to leave and still no adult from the Emergency Form can be located, staff will contact local police to request assistance.  If we have a copy of a court order relating to custody issues, we will follow instructions in the court order.  If a person restrained from the child arrives to take the child, staff will inform the individual that we have the court order and will be obligated to call the police if they take the child.  

Infant and Toddler Feeding

The program supports the developmentally appropriate feeding of infants and toddlers.  Formula is served to infants in a sanitary, safe, and caring manner and the infants are fed on demand.  Decisions on which foods to add, allowing for table foods are made in partnership with the mother, caregiver and recommendations of the child’s physician. Infants are held for feeding.  Bottles are never propped up.

Diapering and Toilet Learning

Respectful Diapering:  Three principles turn diapering into a positive experience for the child:

· Mom’s attention is focused on the child and the task at hand.

· Mom treats the child with respect.

· Talking and smiling with the child and involving the child in the process are an important part of the experience.

Involve the child in each step of the diapering process by telling him what you are doing AND by letting him do as much as he/she can to help.  Diapering should be an intimate interaction between the mom and the child.  Please take your time and talk with your child.  Keep this time calm and positive.

Checking Diapers:  Diapers will need to be checked at least every hour and whenever the child indicates discomfort.  This helps reduce the chance of diaper rash occurring.  This should be done in the diapering area.  Each child’s behavior is unique, so watch for the individual child’s behavior that suggests he/she needs to be changed.  Please read and follow the Diapering Procedure posted in the children’s bathroom.

Toilet Learning:  Toileting is one of the most basic physical needs of young children.  We want the entire process of learning to use the toilet to be a positive one.  Children learning to use the toilet will be offered bathroom opportunities on an individualized, regular basis.  Toilet learning strategies will be coordinated with mothers and caregivers so that the approach is the same in the home and at school.  If you have any questions about the clues that may indicate that your child is ready to use the toilet be sure to ask your teacher…they can be of help! 

Health

Staff and caregivers are responsible for making sure that children attending Head Start are free from communicable disease.  Please notify the center if your child has been exposed to or comes down with chicken pox, measles, mumps, strep throat, lice, scabies or hepatitis.
KEEP YOUR SICK CHILD HOME WHEN HE OR SHE:
· Has the measles, or chicken pox, or lice or scabies.

· Vomits during the night or that morning.

· Has diarrhea or has a heavy cough.

· Has jaundice, yellowing of skin & eyes.

· Has a fever of 100 degrees or more.

· Has an earache or draining ear.

· Has a sore throat with white spots.

· Has a red throat and swollen neck glands.

· Has pain in the joints that makes it hard to walk.

Call your doctor if you don't see improvement in 24 hours. Make sure your child gets plenty of rest and lots of fluids when ill.

Head lice are quite common among young children.  Staff check children regularly and children with signs of active head lice (live lice and/or nits 3/4 inch or closer to scalp) are sent home.  Parents will be notified when there is an outbreak.  For information about Head Lice, call Head Lice Information Line (bilingual) at (503) 988-3373.  
Medications:  If your child must be given prescription medication at school, call your child’s teacher to make arrangements.  Medicines must be in the original container with the prescription and directions on the container.  

Physical and Dental Requirements:  Physical and dental exams and other screenings are required to ensure that children’s health concerns are identified and treated promptly.

Screenings & Special Needs

In order to understand the whole child, Head Start staff gather information from mothers and caregivers and screen children's vision, height, weight, hearing and speech.  For most children screenings are held at well baby checks.  Each child has physical and dental examinations and a developmental screening as well.  All of this information is reviewed and any issues or concerns are followed up with parents and caregivers.  If a child appears to have a special need, the staff helps arrange for special education, treatment, or therapy.  Children with special needs or disabilities are welcome in Head Start and participate in the regular classroom.

Parent Involvement
In Head Start, parents and caregivers help to plan family events and activities.  Caregivers have the opportunity to become involved in Policy Council.  Policy Council information will then be shared at center meetings.  The caregivers will share Policy Council information at center meetings and request input as needed.  Through center meetings and training parents and caregivers gain leadership experience and self-confidence.  Watch for the Head Start Herald and the Coffee Talk newsletters which keep you informed about Head Start and give you some fun and useful ideas.

Some of the things to do at Head Start are:

Prepare materials for the classroom.

Meet with other parents and staff to plan special events.

Participate in parenting classes or other training.

Meet with the teacher for home visits.

Participate on the team that arranges services for their child.

POLICY COUNCIL

The Policy Council works with the Head Start Administration to make decisions about the program, such as how the budget should be spent, hiring of staff, setting enrollment criteria, and other things that come up during the year. Parents and caregivers from each classroom elect one representative to Policy Council. Meetings are held monthly‑more often when necessary.  Caregivers can attend Policy Council meetings and share the information at the parent meetings.  Feedback and reports will be provided through oral, written and/or video means.  

Emotional Well Being


Our intent is to work with children, parents and caregivers in a manner which respects individual differences, cultural backgrounds, current circumstances, and which promotes positive self-esteem. To support children's social and emotional development, we provide an environment that is consistent, accepts children as they are, and welcomes parents and caregivers.

We will be offering discussion groups or speakers to address some of the most common issues affecting our families at Coffee Creek.  Topics might include:  child guidance and discipline, bedtime and sleeping challenges, blended families, handling stress and parenting challenges for the incarcerated mom.  

We are fortunate to have the services of a Mental Health Consultant who visits the classrooms regularly to observe and consult with staff.   The consultant is also available to parents and caregivers who are interested in information or a referral to mental health services. How can mental health help  families develop healthy communication, etc.

ABUSE PREVENTION

Head Start can help parents and caregivers use alternatives to physical punishment or losing their temper.  Parenting classes and support groups are available at the center.  If you have concerns about child abuse, talk to your Teacher or call 503-648-8951 (DHS).

We train children in how to say no and how to ask for help when they need it.   This is the beginning of training in personal safety for children.  The Teacher will discuss these topics with parents and caregivers during meetings and on home visits.

Head Start staff is required to report suspected child abuse, neglect or sexual molestation to the Department of Human Services, Child Welfare (DHS). 

Let’s Play...Outside!
Play is an important part of a child’s life.  Children learn while they’re playing.  Active play (like crawling, walking, running) helps children grow.  Also, children who spend more time playing outside than inside watching TV are less likely to be overweight, as they get older.  At Coffee Creek we encourage the moms to take the children outside daily.  Caregivers can help by making sure that children are dressed appropriately for the weather.  An extra set of clothes each day is essential for supporting the messy or wet play at school

Even here in Oregon, children of all ages can go outside to play.  On cold, rainy, windy days, dress children in warm clothes, including coats, hats & mittens or gloves.  If they get cold, they can come inside to warm up.  If they get wet, they can change to dry clothes.  On hot days, dress children in lightweight clothes (like a t-shirt and shorts), hats, sunglasses & sunscreen.  Babies less then 6 months should be kept in the shade).  If children are sweating, have them drink water often.  If they’re hot, have them come inside or move to shade.

Parents are often afraid that their children will catch a cold or get an ear infection if they play outside in the winter.  Cold weather, chills, wind & rain don’t cause colds – viruses do.  Children catch more colds in winter because the viruses are spread more easily indoors where children are in close contact with each other.  Like colds, ear infections aren’t caused by weather either.  So, let’s put on coats, hats and mittens & play…outside!
Sunscreen:  Sunburn occurs when the skin is exposed to ultra violet rays from the sun.  Damage begins after about 20 minutes in the sun.  Because sand, concrete & water reflect up to 85% of the sun’s rays, extra care must be taken in these areas.  Even on cloudy days, 80% of the sun’s rays penetrate the cloud cover and can cause a burn.

For those reasons, moms apply sunscreen to the children.  We use a broad-spectrum, PABA free sunscreen with SPF of 15 to 30 at least 15 minutes before child goes outside.  We apply to all exposed areas, including ears, back of neck and feet.  Sunscreen may be applied to children ages 6 months and older, if there is no known allergy to the product.  (When using on infants, we use it sparingly to hands in order to limit the amount they may get in their mouths).  We reapply the sunscreen every 2 hours and after swimming or excessive sweating.  Sunscreen will also be used on cloudy days if child will be outside for more than 20 minutes.

Parents Note:  If sunscreen causes a rash, we will rinse off and advise you to consult with your doctor, since this could be an allergic reaction.
Photo Policy

A digital camera is available for documenting a child’s accomplishing or performing an educational goal.  At Coffee Creek:

· Moms are given one floppy disk for taking pictures.

· Moms are allowed a page of photos two times a month for their scrapbooks or for taking back to the Minimum Facility.

· Observation photos are “extra.”

· Only EHS taken photos are allowed to be taken to the Minimum Facility.

· Photo printing is reserved for “child” days only.  

· Caregivers are not allowed to bring their cameras.  Moms may receive extra pictures for special occasions such as a birthday, holiday event.

VIDEO POLICY

· Staff must approve all videotapes brought into the Head Start facility.  

· Please take the videos home with you when you leave

· Movies should be rated G or PG; no R-rated movies are allowed because children are present.

· Early Head Start staff must approve all videos that the moms or children watch.

Confidentiality

Information about children and families in Head Start is confidential and is an essential element for working in a correctional environment.  We do not have the right to share confidential child and family information with anyone, including community partners, without the specific permission of the family.    Information is shared on a “need to know” basis.  The mom’s signature on the Coffee Creek Early Head Start Application allows EHS and DOC staff to exchange information related to her program participation.  

Information for Caregivers and Visitors to the Coffee Creek Child Development Center (CCCDC) 

Greg and Lory, please comment about a comment to caregivers not to counsel inmates, including religion, community resource information to inmate families, sending them Bibles.  

Caregivers and visitors are advised that there are safety and security risks in visiting CCCDC and that the possibilities of personal assault or of being taken hostage do exist.  Your conduct while in the CCCDC and on the premises is expected to conform to the standards of common decency, consideration and concern.  Caregivers and visitors must Sign-In and Sign-Out each time they are at the CCCDC.

Dress Code 

Staff, visitors and caregivers will comply with the dress code of the Coffee Creek Correctional Facility (CCCF):
The following clothing are not allowed:

· Blue denim or clothing resembling blue denim

· Sheer clothing or clothing that exposes the midriff, thighs or bare back area

· Clothing with sexually explicit messages or insignias, logos, language or other paraphernalia associated with street gangs

· It is also suggested that you not wear sweats or jogging suits, lime green long sleeve shirts, sweatshirts or red shoes.

What you can and cannot take into the facility

· Caregivers and visitors cannot possess or carry explosive devices, firearms, ammunition, alcoholic beverages, narcotics, dangerous drugs or objects/materials of any kind, which might be used to compromise the safety and security of the facility.  Matches and lighters need to be kept in your car.

· Please keep cellular phones, pagers, parcels, purses, and backpacks in your locked vehicle while at the EHS facility.

· Personal keys, raincoats, heavy jackets, medication and significant amounts of currency can be locked in the CCCDC locker. All items carried into the CCCDC, including diaper bags are subject to search.

· Caregivers and visitors should only bring in what is necessary for the activity in which they are participating. 

Identification and other reminders

· All participating caregivers must be on the mother’s visitation list and carry their picture ID at all times.

· Keep your car keys on your person at all times.  

· No smoking within 50 feet of the CDC.  There is a designated smoking area on the far side of the Records Building next door to EHS.

· Siblings and other family members may attend occasionally with prior approval from EHS staff.

Interactions with Inmates

· Caregivers, visitors, and staff are to treat inmates with respect.

· Know where inmates are and that what they are doing is authorized. Learn to say “No” and mean it. Be firm, but fair.  If you are uncertain, please ask EHS staff!

· Know the procedures on how inmates can properly obtain items.  Do not do “favors” for inmates, inside or outside of the correctional facility.  You may not mail letters, cards or packages for the mothers.  

· Avoid providing personal information or discussing personal issues about family life with mothers while at EHS.  These conversations need to take place at the Minimum Facility.

· Do not bring anything into or out of the facility for an inmate.

· If an inmate is doing something that is making you feel uncomfortable, you should tell EHS staff.

Inmate Expectations

· Physical contact between mother and child is essential for promoting the development of the mother-child relationship. Inmates attending CCCDC are expected to participate in program activities such as diapering, feeding and acting as primary caregiver to their child.

· Inmates should not have physical contact (other then an occasional hug or pat) with caregivers. Any physical contact that does occur should be appropriate for the activity or setting. 

· Inmates are not allowed to have physical contact with each other.

· Inmates that are disruptive to the class or activity will be asked to stop and then sent back to their housing unit if not compliant.  Inappropriate behavior by inmates will be reported to CCCF staff immediately. A Misconduct Report will be filed for any inmate violating Rules of Conduct. 

· If another inmate is doing something that is making you feel uncomfortable, you should tell them to stop.

· Security will be summoned at any time for situations that appear hazardous or dangerous.

· Inmates will be subject to a strip search when they return to the main facility.

Security Check

· Security check may be conducted each day by an Oregon Department of Corrections (ODOC) staff at the CCCDC facility.

· Inmate count occurs at 10:45 daily.  Inmates are not able to go outside the EHS facility until count is cleared. 

· EHS staff may search diaper bags at anytime.

· Caregivers may not bring in anything such as gift items, legal papers, food, etc. without prior approval from staff.

Grievance Procedure for Caregiver Concerns 

· Talk directly with the staff involved.

· Speak to the supervisor of the center (Program Manager)

· Contact the Director, explain the problem and the solution needed.

· The Director will issue a written response.

· Contact the Policy Council Chairperson to start the formal complaint procedure.  It is described in the Policy Council by-laws.

Grievance Procedure for Incarcerated Mothers:

· Talk directly with the staff involved.

· Speak to her Department of Corrections Counselor who will bring it to the DOC/EHS bimonthly meeting for discussion and resolution.

STUDENT RECORDS POLICY

We will maintain a confidential file for each child involved in Head Start.  Parents have the right to review the information in their child’s file upon request.  Parents can change inaccurate information by following the procedure outlined in the CAO Student Records Policy which is available at all Head Start centers and the CAO central office.
NO DRUG AND ALCOHOL POLICY IN THE CENTER


In order to assure the safety and welfare of children and staff, the use of alcohol and drugs are not permitted on Head Start premises.  Adults suspected of being under the influence of drugs or alcohol will be asked to leave the Head Start center. Staff may ask that an alternative means of transportation or support be used such as: calling family or friends for transportation, calling a taxi, seeking respite child care or requesting police or emergency medical help.
Coffee Creek, a Non-smoking Facility

Coffee Creek is a non-smoking facility for all inmates.  Staff, volunteers and guests may smoke in designated areas only.  For Coffee Creek Early Head Start that location is on the north side of the Records Building.  Staff can direct you to that area.  

Phone Use Policy
EHS has a focus on mother/child relationship.  The interaction between the child, caregiver and other family members needs to stay focused on the mother/child relationship.  Phone use is intended for moms to “check in” with their caregivers regarding their children. It is not intended as an additional phone privilege for moms with family members.  Calls need to be focused around issues directly related to the child, such as health issues, support and boundary issues.  Phone calls home are to occur on kid days only.  Approval from EHS staff is always needed before using the phone.  

DOC requests that family news and issues be communicated via visiting days or authorized DOC phone calls.  Discussions about family issues such as alcohol and drug use, criminality and family relationships need to be confined within the DOC facility.  This is done for the protection of the moms so that containment is provided when hearing news that may provoke big emotion and reaction.  EHS can provide you with the counselors phone number.

Transition for Families

EHS staff works with the mother on the release plan for the child and herself.  It is our intent to link the child with a community resource. 
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