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 IMPORTANT INFORMATION  

   The information contained in this book is important to its owner.  If found 

please return to the person(s) listed below.  You may return it to the Head 

Start Office at:   245 N. Lombardy Dr., Suite A  

   South Bend, IN 46619 

 

or at your local school, give to a Head Start employee or mail it directly to the person 

who has lost the book.  Thank you in advance for your consideration. 

 

(Placing this information inside your book is optional and not required.) 

 

 

This book belongs to:             

My child attends:             

Located at:               

Telephone number:             

Teacher's names:              

My childôs pick-up bus #:             

My childôs drop-off  bus #:            

Estimated time of my childôs bus pick up:                                           
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Dear Parents, 

 

As we begin the 2009-2010 school year I would like to welcome all of you to the 

Elkhart and St. Joseph Counties Head Start Consortium.  For some, this is a new 

experience and, for others, it is a return to a positive and rewarding relationship.  

Our goal with you is one of partnerships, based on mutual respect and trust, and 

geared towards assisting you in meeting the needs of your child and strengthening 

the family.  

 

Head Start is a quality program designed to help your child become Kindergarten 

ready and help him/her on the road to a lifetime of learning.  Your child is our 

future and we will do all we can to ensure that the children in our program receive 

the  highest quality of services.  Your involvement in Head Start will enable us to 

continue to realize the possibilities of how we can best serve the children and 

families of Elkhart and St. Joseph Counties. 

 

This handbook is intended to provide helpful information about the program, its 

operating polices and scheduled monthly events.  We encourage you to keep it 

available for future use when questions arise about Head Start Policies and to 

know some of the events already scheduled for your child and/or your family.  

The staff are readily available to answer any questions that you may have about 

the program. 

 

Head Start reserves the right to make any changes to this Parent Handbook when 

deemed appropriate. 

 

THIS HANDBOOK WAS CREATED IN ORDER TO BETTER PREPARE 

YOUR CHILD/FAMILY FOR THE HEAD START EXPERIENCE.  IT IS 

IMPORTANT TO BRING THIS HANDBOOK TO THE FIRST TWO SITE 

MEETINGS WHERE WE WILL DISCUSS AND LEARN ABOUT THE 

OPPORTUNITIES FOR PARENTS TO PARTICIPATE, GROW AND 

EVENTUALLY TAKE SOME OF THE LEADERSHIP OF THESE MEETINGS. 

 

Sincerely, 

 

 

 

Head Start Executive Director 

Kathy Guajardo 
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WELCOME TO HEAD START  
 

 

 

 

 
This handbook has been created as a resource and guide to help you have a clearer 

picture of the Head Start program in Elkhart and St. Joseph Counties. It is de-

signed to answer most of your questions concerning our program, policies and 

procedures.  It also includes sample forms of things like reimbursement for activ-

ity expenses and how to comment on or share a concern about the program.  In the 

coming days our Head Start staff will share more of the many ways that you can 

positively impact your child's future. Remember, we are here to support you and 

your family. 
 

The Elkhart and St. Joseph Counties Head Start Consortium would like to help 

you and your child to grow this year.  We encourage you to be a part of the pro-

gram in any way you can.  By visiting your childôs classroom often, you will see 

firsthand all the wonderful ways in which your child is growing and developing. 

Research shows that when you become involved in your child's education your 

child will do better in school. 
 

Our hope is that your experience this year will serve to increase your involvement 

in your child's education for a lifetime. 
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WHAT IS HEAD START?  
 

Head Start is a federally funded, comprehensive interdisciplinary, preschool Child 

Development Program for eligible children and their family members. Currently, 

St. Joseph and Elkhart Counties are funded to serve 1020 children in classrooms 

located in area schools. 

 

HEAD START MISSION  

 

To create a seamless system of education and child development for underserved 

preschool children providing a nurturing, learning environment to ready them for 

kindergarten.  We recognize the holistic approach to the childôs development is 

essential. Therefore, in addition to the interdisciplinary educational component, 

the program will have a comprehensive health component...strong family and 

community component.  We believe that we must strengthen and empower our 

children and families to overcome these obstacles and create a solid, secure 

foundation upon which to build. 

 

HEAD START GOALS  

 

A journey of life-long learning can begin in a child who begins at a school 

based Head Start program.  

 

Create a holistic approach by supporting the need of implementing health and 

social services as part of the educational process. 

 

Create a secure, solid foundation using available community systems of 

coordinated care. 

 

Allows children and families to develop rich relationships with teachers and 

staff and to be proactive in approaching educational development.  

 

Allow opportunity for children and families to assimilate into the culture of 

school by establishing relationships through the transition process from Head 

Start to Kindergarten. 
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HEAD STARTôS COMMITMENT TO PARENTS 

 

 

Parents are to be treated with dignity and respect. 

Parents can expect that their child with a disability will receive services as indicated 
by testing, through case conference committee, and individual development of an 
education plan.  

Head Start Staff will meet with each family to form a family partnership agreement, 
setting personal and family goals for life and formulating plans to achieve those 
goals. 

Parents will receive a home visit by their childôs teacher at the beginning of the 
school year to prepare them for class 
and at the end of the school year to 
discuss their overall progress. 

Parents are always welcome in the 
classroom and encouraged to assist 
whenever and wherever possible. 

Parents are to be informed regularly 
about their childôs progress in Head 
Start, including access to his/her 
educational file. 

Parents can expect guidance for your child from Head Start teachers and other staff, 
which will help his/her total individual development. 

Parents can receive help to improve daily living for yourself, and your family in 
adult/education/life skills through community resources dealing with health, 
education and the improvement of life. 

Staff will be available to teach parents about the operation of the program, including  
the budget and the level of education and experience required to fill various staff 
positions. 

Parents will receive training about the leadership, community service opportunities, 
marital relationships and parent/child relationships. 
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PARENTSô COMMITMENT TO HEAD START 
 

Parents will make every effort to treat other parents, Head Start guests, and 

Head Start staff with dignity and respect. 
 

Parents will provide accurate up-to-date contact information throughout the 

school year. 
 

Parents will set aside time to meet with their assigned Family & 

Community Specialist.   A family partnership agreement with Head Start 

will be formed to set annual goals and set a course to achieve those goals.  

By taking advantage of partnering, parents will join Head Start forming a 

strong team to educate their child and enhance their familyôs opportunity to 

grow in parenting, relationship and leadership skills.  
 

Parents will set aside time for their childôs teacher to make beginning and 

end of the year home visits. 
 

Parents will provide records of immunizations, physical and dental 

examinations within an appropriate amount of time, mandated by Federal 

Law, to make sure their child and the classroom are as healthy as possible. 
 

Parents will make every effort to follow attendance guidelines by sending 

their child to school every day he/she is not ill. 
 

Parents will follow all rules regarding transportation, including sending the 

child to the bus in a child safety restraint (if indicated) and ensuring that an 

adult accompanies the child to and from the bus. (Adult is defined as 

someone 18 years of age or older.) 
 

Parents will ensure that their child is signed in and/or out by an authorized 

adult when not riding the bus. 
 

Parents will attend scheduled parent-teacher conferences, as often as 

possible. 
 

Parents will volunteer and/or participate in their childôs classroom or 

activities. 
 

Parents will attend site meetings as often as possible and assist in making 

decisions concerning improvements to the classroom and/or the overall 

Head Start Program. 
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PARENTS AS PARTNERS IN HEAD START  
 

Parent Involvement 
 

Parents are an essential part of our program. We rely on parents for support in a 

number of areas. We welcome parents to take advantage of the opportunity to 

help plan and shape our Head Start Program by participating in the classroom, on 

committees, Policy Council and Parent Site meetings. 
 

We will share information with you on a regular basis through parent meeting 

minutes, notes, newsletters and flyers. Parent information will also be sent home 

with your child. Please check your child's papers daily for mail and to see what 

she/he was working on that day at school. 
 

In the following pages you will learn how Head Start forms partnerships and 

depends upon the involvement of parents and other community organizations.  

Head Start is unique in that it does not seek to simply teach children, but enhance 

families through learning and growing together. 
 

You will find opportunities to interact with other families, Head Start staff and 

community leaders to gain knowledge, information and necessary services for 

your family as you partner with Head Start.  Head Start needs you to plan for this 

involvement at many levels.  The next few pages of this Handbook describe what 

is expected from both Head Start and you as a family that benefits from its 

services. 
 

If you have not already met with your Family and Community Specialist you will 

soon have that opportunity.  You will be asked to provide family information and 

set growth goals.  This will require a partnership that depends upon Head Start 

keeping its commitments. Each family will have to plan on keeping similar 

commitments as well. 

CONFIDENTIALITY POLICY  
 

The Elkhart and St. Joseph Counties Head Start Consortium program staff will 

guarantee confidentiality and privacy in regard to services, records and 

discussions of or about any person served by the program.  Even the fact that an 

individual or family is  served by this organization must be kept confidential.  Any 

disclosure of confidential information must be carried out within the guidelines 

specified in this policy.  The practice of confidentiality must be maintained in all 

Head Start programs, departments, function and activities of the Head Start 

Consortium of Elkhart and St. Joseph Counties.    
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FAMILY AND COMMUNITY PARTNERSHIPS  
 

Philosophy and Goals 
 

The Elkhart and St. Joseph Counties Head Start Consortium is family centered and is designed 

to build upon a parent's role as the principle influence on a child's development. Our Head Start 

Program works to engage in a process of collaborative partnership with individual families to 

develop a "Family Partnership Agreement".  This partnership between Head Start and parents is 

required by the Department of Health and Human Services to help parents in developing their 

individual strengths and successfully meet personal and family objectives. Through these 

agreements, parents are encouraged to become involved in all aspects of Head Start, including 

direct involvement in policy and program decisions that respond to their interests and needs. 
 

The general objective of Family Partnerships are... 
to establish mutual trust, identify strengths or need of services for each family, and the 

necessary services or supports to meet those goals 

to establish new or build upon pre-existing family plans and goals by obtaining information 

from the family, provide information and/or opportunities available from other community 

agencies to enhance or meet those goals 

to establish the roles that staff and families will play in addressing and meeting each goal 

to work collaboratively with participating parents to identify and access those community 

services and resources that are responsive to their interests and goals 

to ensure that parents are provided opportunities to enhance their own parenting skills, as 

well as, gain knowledge and understanding of the educational, developmental needs and 

activities of their children 

to provide opportunity to  participate in medical, dental, nutritional and mental health 

education programs 
 

The Elkhart and St. Joseph Counties Head Start Consortium is a community organization that 

works to form collaborative partnerships with other child and family service organizations.  The 

outcome is the forming of a ñCommunity Partnership Agreementò with those community 

organizations that are responsive to the needs of children and families.  These partnerships help 

to establish a wealth of information and opportunities that will enhance or improve the quality 

of service to Head Start families.   
 

The general objectives of Community Partnerships are... 
to take an active role in community planning and establish other on-going collaborative 

relationships with organizations promoting access of children and families to community 

services 

to establish and maintain advisory committees deemed appropriate to improve families or 

enhance the Head Start Program goals 

to provide support and direct opportunities for families to receive necessary help in general 

health, dental, mental health, housing, education or counseling services, etc. 

to provide a Family & Community Specialist the opportunity to work as a liaison between 

the Head Start families and other community organizations that will enhance meeting the 

family goals 
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PARENTS ARE PARTNERS! 
 

Parent Site Meetings 
 

Every parent or guardian of a child enrolled in Head Start is a member of the Parent Site 

Meeting for that site. You should take the opportunity to attend and become active at 

your site meetings.  At Site Meetings parents have the very important task of helping 

plan and conduct the Site Meetings and activities. You will also give input in program 

planning (example: giving input to teachers on ideas for the classroom.) At the first Site 

Meeting, held in September, parents will learn about what happens at future meetings 

and the leadership positions that will be elected.  At the second meeting, in October, par-

ents will be elected by parents to serve as officers and representatives for the parent site 

meeting and the Policy Council.  The newly elected leaders will help plan and conduct 

the meetings for the rest of the year.  Each site will be able to set project goals and ac-

tivities to help improve the Site Meetings, families, classrooms and Head Start in gen-

eral. 

A Parent binder will be provided to those elected as a representative from each Site.  It 

will contain a calendar of Policy Council  and all site meetings along with Head Start 

Performance Standards, Rules of Operation and other parent information available for 

your review.  All helpful information to help 

you fulfill your new role as a Head Start par-

ent/leader. 
 

 

 

 

 

 

 

List of All Areas of  Parent Partnering 
 

In the classroom 

Attend Parent Site Meetings 

As a regular volunteer 

As a member of an Advisory Committee 

As a member of the Policy Council 

Volunteer their talents/skills to the program 

Do work at home for the staff 

Make phone calls for  Head Start activities 

Serving on community boards 
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Specific Partner Opportunities and Guidelines 
 
Some parent partner opportunities that are available have specific responsibilities and provide 

special growth opportunities.  There are several opportunities and guidelines listed in the next 

few pages.  In each case your childôs Teacher or Head Start Staff can help you receive training 

and education to fulfill your duties. 
 

You may find yourself serving in only one area, but many parents find joy in serving in several 

areas of Head Start at the same time. 

 

Mileage/Babysitting Reimbursement 
 

Parents or guardians who participate in the Policy Council meetings and other parent 

involvement activities are eligible for reimbursement for mileage and babysitting expenses 

based on available funding.  

 

A Regular Volunteer 
 

A REGULAR volunteer is defined as a volunteer who has 

applied for a specific volunteer position that requires direct 

contact with any Elkhart and St. Joseph Counties Head Start 

children and a written agreement, or is in the classroom 12 or 

more hours per month, or those on a set schedule that have 

direct contact with children, or those identified as a regular 

volunteer by the Executive Director, Program Managers, 

Family And Community Specialist, or Teacher due to the 

nature of the specific volunteer role. 
 

Many community volunteers participate in our classrooms as well, however all regular 

volunteers must provide background information and proof of a Negative TB test to the Head 

Start Office.  
 

Site Meeting Leadership Positions 
 

These positions are all elected by parents from within your particular site.  Head Start is 

required to provide that parents engage in shared decision-making with management team 

regarding program planning, development, implementation, evaluation, training.  This is done 

at several levels.  It begins at the Site Meeting where parents are elected to lead the meetings 

and set goals for each site and the classes contained at that site. 
 

Your FACS will give you a better explanation and training on what happens at Site Meetings, 

but the following is a brief overview of what elected leaders can expect. 

 


