White Settlement ISD / Head Start Collaborative Program
Enrollment Procedures, Related Campus Services, and Operational Policies 
2008 – 2009
Revised May 30, 2008
Registration for new students:
1.
Enrollment in the Head Start program is dependent on a number of factors, unlike the qualifying state-funded formula used by public school districts.  At the parent’s request, Head Start will initiate the registration procedures.  Parent will complete the Preliminary Application and provide Head Start with the child’s birth certificate, social security card, immunization record, proof of residency in WSISD attendance zones, proof of income, and if applicable, TANF/AFDC information, proof of Medicaid, Food Stamp information, and proof of custody/guardianship.  

2. If the Preliminary Application is approved by Child Care Associates, Head  

            Start will provide parent with combined WSISD/Head Start Registration    

            packet.
3.         Parent will return completed registration packet to Liberty ES, along with  

     documentation from step (1).
4. 
After checking the received enrollment forms, Liberty E.S. office personnel will either inform Head Start that enrollment is complete and attendance may begin or that enrollment is incomplete due to missing documentation or needed immunizations.             

5. Head Start will inform Liberty ES by phone of the child’s actual start date.

6. The Director of Early Education Services for WSISD will contact Head Start during the year to assist with publicity as needed and during the summer to assist with registration of new students.
7. Parents of students who are re-enrolling after a withdrawal must first contact Head Start to verify re-enrollment status and Liberty ES to provide needed documentation.    

Returning Students:

· Liberty E.S. will send home a new WSISD registration card with each Head Start student. 
· The parent will complete the card and return it to Head Start.
· The completed registration cards are sent to Liberty ES.  
Students entering Kindergarten on District Campuses:

Liberty ES staff will ensure that new registration cards, proof of residency, and CUM folders are forwarded to the child’s kindergarten home campus for the following school year.   
Head Start students that are matriculating to Kindergarten will not need to register during the district’s formal May/August registration dates as they are already district students.  The Director of Early Education Services will oversee the administration of WSISD’s Kindergarten Registration Assessment.  The scores will be shared with the Head Start director and pertinent personnel.  The actual assessment will be forwarded with the CUM (Cumulative) folder to the child’s kindergarten campus.   
Parents not returning registration cards or proof of residency or of students receiving summer immunizations must attend August registration at Liberty ES to supply this documentation before the child is considered enrolled for the school year.

Attendance Procedures:
The AM/PM PreKindergarten Attendance List and Absent Student Report log will be faxed to Liberty E.S. (817) 367-1313 by 12:30 every afternoon.  The ISD teachers will take attendance by 12:15 p.m. and Head Start personnel will fax the list and log.  Head Start will notify Liberty E.S. (per the Report log) as to the reason for a student’s absence.  

Per district policy, parents will provide a note explaining the absence, upon their child’s return to class.  This note will be forwarded to Liberty E.S. office by the ISD teacher.
Liberty E.S. office staff will call any children absent for two days in a row.  State law requires a student to be in attendance a minimum of 90% of the school year.  If a student is absent from school 10 or more days OR parts of days within a 6 month period in the same school year OR 3 or more days OR parts of days within a 4 week period, the student’s parent or person standing in parental relation is subject to prosecution under Texas Education Code §25.093.  It furthermore states in TEC § 25.085(a) that on enrollment in PreKindergarten or Kindergarten, a child shall attend school.  Children accruing excessive absences will be withdrawn from the collaborative Head Start program.

Special Programs services:

Liberty E.S. counselor will be completing the referral paperwork for Head Start students whose parents desire district services.  Delivery of therapies will be an ARD decision at which ISD and Head Start representation is required.  Likewise, when the referral is the responsibility of Child Care Associates, WSISD personnel will be invited to the IEP meeting.   
Head Start will supply the district with a list of four year old students receiving therapies from outside agencies during the month of May so that receiving kindergarten campuses can ensure a transition of services.  
Counselor services:

Liberty E.S. counselor will visit the Head Start program as needed for the purpose of visiting classrooms and teachers, conducting guidance classes, completing paperwork, and for the availability of parent conferences.
Campus medical staff:

Head Start personnel are primarily responsible for verifying the accuracy of 

immunization records when students register.  The Liberty E.S. nurse will verify the 
accuracy upon receiving such records, recording the results on district forms.   Head 

Start will notify parents during the year of their child’s lapsed immunization.  Children

with lapsed immunizations will not be allowed to attend the program.  Once the parent provides Head Start with an updated immunization record, a copy of the record will be sent to Liberty ES and the child will be allowed to return to the program. 

Head Start / Child Care Associates personnel are responsible for meeting the 
requirements of the Vision and Hearing Screening Program, Chapter 36 of Texas Health 

and Safety Code.  Head Start staff will forward screening results to Child Care Associate
personnel who will submit it to the Texas Department of Health.

Child Care Associates, through their Health Coordinator, will provide all medical trainings as required by federal or state law (CPR, First Aid, tube feedings, use of Epi-Pens, Bloodborne Pathogens, Food Handlers, etc.) or as a condition of caring for a child with a disability.  It is the responsibility of Head Start to maintain all materials or assistive technology required of a student with a medical condition when not in the ISD classroom, and as a courtesy of the collaborative program, to provide the Liberty E.S. nurse with notification pertaining to such children. 
A crisis call to 911 will be the first line of response in a medical emergency at Head Start.  

ESL Services:

Liberty E.S.’s secretary will send a copy of the Home Language Survey to Liberty’s ESL teacher if the survey indicates the child’s first language is not English.  The student will be assessed with the Pre-IPT.  Results will be discussed during the Language Proficiency Assessment Committee, at which the district and Head Start personnel are in attendance.   If eligible, instruction will be provided in the classroom by ESL-certified, district teachers, within the structure of the three hour PreKindergarten program.
Student standardized Dress:

All students registered prior to the first day of the school year are expected to be in standard dress the first day of school.  Students registered after the start date will have five days inclusive of the day he/she enrolls to comply with standard dress requirements.

Head Start and ISD staff will send any child not in standard dress to the office within ten minutes of the child’s arrival.  The Head Start Director or Assistant Director will call the parent and notify him/her of the nature of the violation of the code.  After the third day of school, the parent of any child not in standard dress will be contacted and requested to collect the child.  The Director of Early Education Services will be notified of parents receiving phone calls after the third day and will, in turn, also contact the parent.  Student must be escorted by parent or designee upon return to Head Start.  The parent will be required to sign and return a statement of acknowledgement regarding the standardized dress code. 
Dress code violations will be documented (see attached).

Inclement Weather:

The Head Start center will follow the policy of WSISD during inclement weather.

General:

As Head Start is a licensed childcare facility by the state of Texas, WSISD teachers are not counted in the child/caregiver ratio.  As such, they will meet Licensing Standard 746.1103.  Head Start staff must be present in the room with the teacher at all times.

Developmentally appropriate instructional activities may include the use of food items and videos to aid in the formation of academic concepts and skills.  These activities will be outlined in lesson plans provided to Head Start and district administrators, alike.  When possible, lesson plan materials (food/items) will be ordered in advance from Head Start.  Food items may not be used as reward or motivation.   

While on district-sponsored study trips, WSISD transportation will be utilized.  As district students, our Head Start students will be covered under district insurance procedures.  District staff will ride district transportation with the students to provide supervision.

Head Start will provide WSISD’s Communications Office with a monthly listing of activities, to be included in the district’s activity calendar.  These district activities will be posted at the Head Start center.  District flyers will be placed in district folders by ISD teachers, with a courtesy copy provided to the Center director, and a copy posted on the district bulletin board.
WSISD and Head Start personnel responsible for the planning and execution of common instructional activities will be provided two weekly planning period; one meeting apiece between the lead teachers of the three- and four- year old students.  These planning periods will be documented by WSISD teachers and submitted to the Director for Early Education Services.  Lesson plans will be planned two weeks in advance and submitted to the directors of both programs one week in advance of actual instruction. 
Head Start and WSISD employees will be cognizant of and respectfully accepting of differences in what is considered developmentally-appropriate practice between the two agencies.  Interruption of classroom instructional activities will remain at a minimum and only occur when absolutely necessary.

The Director of Early Education Services is the direct supervisor of the ISD teachers.   During the academic calendar year, changes in classroom arrangement, scheduling, and displays will be mutually discussed and agreed upon among the collaborating teachers with support (TEEM mentor, TEEM project manager, Head Start center director, ISD administration, etc.) provided as necessary.    
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Director of Early Education Services
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