
Ravalli Head Start 2011-2012 Policy Handbook 

Contents: 

Calendars 

Policies 

Classroom Information  

Other RHS Services 



EMERGENCY NUMBERS 

Fire, Police & Ambulance 

911 
 Poison Control      1-800-525-5042 

 Hamilton Police      363-2100 

 Ravalli County Sheriff     375-6282 

 Stevensville Police Department   777-3011 

 Montana Highway Patrol    1-800-525-5555 

 SAFE        363-4600 
Frequently Called Numbers 

 Our Doctor: _____________________________________ 

 Phone #: ____________________________________ 

 Our Dentist: _____________________________________ 

 Phone #: ____________________________________ 

 Ravalli Head Start: 363-1217 

 North Valley Center: 777-5563 

 Family Partnership Specialist: _____________________________ Ext: _______ 

 Our Teachers: __________________________________________Ext:_______ 

 Childcare: ____________________________Phone Number:_______________ 

 Other Important Numbers:__________________________________________ 

 _________________________________________________________________ 



RAVALLI HEAD START SCHOOL CALENDAR 2011/2012 

September-11 

S M T W Th F Sa 

       1 2 3 

4 5 6 7 8 9 10 

11 12 13 14 15 16 17 

18 19 20 21 22 23 24 

25 26 27 28 29 30   

Sept. 6 Pre-Service Begins 

Sept. 13-14-15 Home Visits 

Sept. 19 First Day of Class 

Sept. 14 Parent Orientation NV 

Sept. 15 Parent Orientation Ham            

Sept. 27 AM Class Screen-
ings 

Sept. 28 PM Class Screen-
ing 

October-11 

S M T W Th F Sa 

         1 

2 3 4 5 6 7 8 

9 10 11 12 13 14 15 

16 17 18 19 20 21 22 

23 24 25 26 27 28 29 

30 31           

Oct. 7 Staff Meeting 

  

TBA NV Health Sreening 

Oct. 14 MT EC Conf-
Bozeman 

  

  

November-11 

S M T W Th F Sa 

    1 2 3 4 5 

6 7 8 9 10 11 12 

13 14 15 16 17 18 19 

20 21 22 23 24 25 26 

27 28 29 30     

  

Nov. 11 Staff Meeting 

Nov. 17 & 18 PT Conf. 

Nov. 24-25 Fall Break 

  

  

  

December-11 

S M T W Th F Sa 

       1 2 3 

4 5 6 7 8 9 10 

11 12 13 14 15 16 17 

18 19 20 21 22 23 24 

25 26 27 28 29 30 31 

Dec. 9 Staff Meeting 

Dec. 22 Winter Break Begins 

  

  

January-12 

S M T W Th F Sa 

1 2 3 4 5 6 7 

8 9 10 11 12 13 14 

15 16 17 18 19 20 21 

22 23 24 25 26 27 28 

29 30 31         

          

Jan. 3 Return to School 

Jan.13 Staff Meeting 

Jan. 16 MLK Day - closed  

February-12 

S M T W Th F Sa 

      1 2 3 4 

5 6 7 8 9 10 11 

12 13 14 15 16 17 18 

19 20 21 22 23 24 25 

26 27 28 29     

Feb. 10 Staff Meeting 

Feb. 20 Pres. Day - closed 

Feb. 29  Home Visits   

  

March-12 

S M T W Th F Sa 

        1 2 3 

4 5 6 7 8 9 10 

11 12 13 14 15 16 17 

18 19 20 21 22 23 24 

25 26 27 28 29 30 31 

             

March 1 & 2 Home Visits 

March 9 Staff Meeting 

  

  

April-12 

S M T W Th F Sa 

1 2 3 4 5 6 7 

8 9 10 11 12 13 14 

15 16 17 18 19 20 21 

22 23 24 25 26 27 28 

29 30           

              

April 6 & 9 Spring Break 

April 13 Staff Meeting 

  

  

May-12 

S M T W Th F Sa 

   1 2 3 4 5 

6 7 8 9 10 11 12 

13 14 15 16 17 18 19 

20 21 22 23 24 25 26 

27 28 29 30 31     

              

          

May 11 Staff Meeting 

May 22 Last Day of Class 

May 23, 24 & 25 PT Conf. 

   School Day 

  School Closed 

  No Class 

    

    

    



FAMILY PARTNERSHIPS 
Family Partnership Staff: Christina-Ext 113, Marji-Ext 115 

Family and Community Partnerships Manager: Anne-Ext 114 

We hope to create a positive working relationship with you and your family so that we can help 
you meet your family goals. Please feel free to call or visit us...our doors are always open. 

Family Partnership & Support: 

Head start is a comprehensive, strength based family program. Research has shown that paren-
tal involvement helps children to be more successful throughout life. Ravalli Head Start hopes 
that you will be involved in your child's preschool experience and meet your family’s goals. To 

help families reach their goals, we partner with families by asking: 

What do you want from your Head Start experience? 

What are your families strengths and goals? 

What do you need to become a stronger family? 

 Housing   Parenting Skills    Job Skills/Training 

 Counseling   Involvement    Goal Setting Skills 

 Education   Violence Prevention Tools  Crisis Intervention 

 Clothing   Medical/Dental Care   Transition to public school 

            

MONTHLY CHECK IN: 

Marji and Christina will be checking in 

with you each month in person, by 

phone, or by letter. They will also let you 

know about programs, local services, and 

trainings that may be of interest to you 

and your family. 

PAWPRINTS: 

PAWPRINTS is our weekly school bulletin. 

It lets you know about upcoming events, 

meetings, classes and provides other re-

minders. It is distributed each week to 

every child’s cubby. Look for it in your 

child’s backpack or at pick up time.  

RHS NEWSLETTER: 

We will be sending out a quarterly newsletter. 

It will feature reports from the classrooms 

and other Head Start staff members along 

with articles on: Health and nutrition, child  

development, parenting issues, family liter-

acy, community agencies, and fun activities 

for the whole family. 



VOLUNTEERING 
“Everybody can be great because anybody can serve.  You don’t have to have a college de-
gree to serve. You don’t have to make your subject and your verb agree to serve. You only 

need a heart full of grace, a soul generated by love.” 

~Martin Luther King Jr. 

IMPORTANCE OF DONATING YOUR TIME: 

Head Start is a federally funded program. We are required to match a portion of govern-
ment dollars with in-kind contributions. This year we must collect approximately $250,000 in 
in-kind donations. In-kind donations can be: money, supplies to the program or classrooms, 

gifts given to the program, or volunteer time. It is extremely important that families and 
community volunteers document each and every minute, mile, etc., donated to the pro-

gram. When you volunteer, each hour of your time is worth approximately $15.73. 

In-Kind = your volunteer time = $15.73 per hour match to RHS 

 

 

Federal Policy Requirements Regarding Volunteers: 

 Head Start programs use volunteers whenever possible 

 A third person (a volunteer) is in the classroom on a regular basis 

 Volunteer services must be documented on in-kind sheets to be claimed as part of the matching share 
(in-kind). 

 Volunteers who are in regular contact with children must be screened for tuberculosis and will be re-
quired to have a background check. 

 Volunteers who eat with their children do not pay for their meals 

 Head Start has adequate insurance to cover volunteers. 

We encourage you to participate in RHS activities whenever possible. We understand that busy schedules 
make it difficult to come to all family activities!  

The following count as in-kind: 

 Volunteering in the classroom and on field trips. 

 Making Classroom materials at home. 

 Participating in goal setting and Next Steps at Home Activities 

 Spending time taking your child to his/her RHS physical and dental exam appointments and any sug-
gested follow up appointments. 

 Serving on Policy Council, PAWS for Parents Leadership Team (parent committee), or other RHS com-
mittees.  

 Assisting with, and participating in, breakfast or lunch.  

 Donating items or food to Head Start for program activities. 

 Volunteering as a playground aide. 

 Helping with activities that benefit RHS children and families: literacy lunches, maintaining resource 
library/clothing exchange/or classroom lending libraries. 

 Helping your child’s class plan and host a family event. 



Parent Involvement Opportunities 
Parents for PAWS (Parent Committee): 

All parents are invited to monthly meetings in Hamilton and the North Valley where program 
issues will be discussed and recommendations made. Parents are needed to fill the following 

positions at both locations: 

 Chairperson: Develops the monthly agenda and leads meetings 

 Vice-Chair: Chairs meetings in absence of chairperson, special  
projects leader 

 Secretary: Records and distributes meeting minutes 

 Treasurer: Tracks Parent Committee Funds and RHS fundraising 
efforts as appropriate 

The Chairperson, Vice-Chair, Secretary, and treasurer work together along with Parent Com-
mittee members,  family and community partnerships staff, and other Head Start groups to 

develop a business agenda and an educational program for each meeting.  

Parent Committee helps to incorporate family culture and interests into our Head Start pre-
school program. They plan activities or events and fundraise to help families within the 
Head Start community. The parent committee is self driven and each years’ accomplish-

ments vary depending on the goals of those involved.  

Work Plan Committees: 

Each Head Start component has a work plan committee to review and 
recommend changes in the annual work plans to our Policy Council. 

There is at least one parent on each of the following committees: 

1. Early Childhood Development/Health Services 

2. Family & Community Partnerships 

3. Program Design and Management 

Parents who get involved with these committees have a wonderful   
opportunity to work with other parents, staff, and community      
members to review and make meaningful  changes in how our         

program implements Head Start Performance Standards. 

 Parent Committee Representative to the RHS 
Board: 

The Parent Committees are encouraged to  
select a non voting representative to attend 

monthly RHS Board meetings. Parent        
Committee officers and Members may also 

run for Policy Council Representative             
Positions. 



Policy Council 

More Parent Involvement Opportunities 

Policy Council Representatives: 

Ravalli Head Start currently serves 119 preschool 
children in Ravalli County in two centers, along 
with two Early Head Start programs serving 72 
pregnant women, babies, and toddlers in both 

Ravalli and Missoula counties.  

Parent and Community representation on the 
Policy Council must reflect the populations and 

communities served. 

Policy Council Composition: 

Ravalli Head Start (119 children) 

5 parents 

*3 alternates* 

4 community representatives elected by PC 

Ravalli Early Head Start (72 pregnant women  or      
children) 

3 parents 

*1-3 alternates* 

2 community Representatives elected by PC 

Missoula Early Head Start (72 pregnant women or   
children) 

3 parents 

*1-3 alternates* 

2 community representatives elected by PC 

Total Representation: 11 parents + 6  

Community Reps=17 

Election and Term Limits: 

Policy council elections with take 

place by paper ballot in October 

or November. 

Policy Council members are 

elected for one-year terns and no 

one may serve on Policy Council 

for more than three terms. 

Policy Council Commitments: 

Policy Council Training will take place in November 

Policy Council meets monthly for a two hour meeting 
Meetings may be held in Hamilton, Missoula or other 

Ravalli County locations 

Policy Council representatives  may serve on standing 
committees 

Policy Council Representatives also serve as liaisons to 
North Valley & Hamilton parent meetings, and work 

with Parent Committee officers to ensure that there is 
an  accurate and adequate flow of  information and 

ideas between Parent Committee and Policy Council.  

Monthly Time Commitment: 4 Hours 

Policy council is involved in discussions and deci-

sions that concern the plans, goals, and policies 

governing the operation of the  Ravalli Head Start 

Inc. program. This includes criteria for selection, 

hiring and firing decisions, our federal grant appli-

cation, and major budget changes. Policy Council 

conducts an annual self-evaluation of the Head 

Start Program. Policy Council Members may serve 

on standing committees in addition to attending 

monthly meetings 



Social Competence:  

The goal of the Head Start Program is to develop a 
greater degree of resiliency and social competence 
in children.  

Social competence encompasses a child’s: 

Values          Intellectual & Social Development 

Self-Concept         Physical and Mental Health 

! ÃÈÉÌÄȭÓ ÆÁÍÉÌÙ ÁÎÄ ÃÕÌÔÕÒÅ ÐÒÏÖÉÄÅ ÔÈÅ ÆÏÕÎÄÁÔÉÏÎ 
upon which social competence is developed. 

Children in Head Start: 

~Are encouraged to express their feelings and 
thoughts, share, take turns, and be respectful to 
others. 

~Build confidence, self control, and social skills 

~Get ready for Kindergarten. Children gain knowl-
edge in math, science, language, literacy, and crea-
tive arts as they actively discover, explore and inter-
act with materials and people in their environment. 
School is a big job for children and if they feel good 
about school, they feel good about themselves. 

~Strengthen their overall physical development as 
they participate in active movement and planned 
activities throughout the day. 

Family Development: 

Ravalli Head Start aims to foster family self-esteem 
and self-sufficiency. We encourage you to participate 
in leadership roles, initiate projects, and increase 
your skills as the primary educator to your child. 

Developmentally Appropriate Practice: 

Children between the ages of three to five are in an 
intense period of growth.  They are developing 
emotionally, socially, physically,  and intellectually. 
Our program focuses on building competence in all 
four areas, developing the whole child.  

Children need to plan and participate in planned ac-
tivities targeted to their age and stage of develop-
ment in order to develop the confidence, attention 
span, thought process, and motor skills that are es-
sential for school readiness.  

Head Start offers a carefully planned daily routine 
with activities and opportunities designed to help 
every child build the social skills, physical strength, 
emotional maturity, and basic knowledge needed to 
successfully encounter the world in the years ahead. 

Individualized Learning Experience: 

Our program recognizes and respects the strengths 
and unique experiences of each child and family. We 
offer a developmental program that meets the    
individual needs and characteristics of each child. 
When children participate in positive daily learning          
experiences geared to their stage of development, 
they establish a sense of accomplishment and     
construct patterns for success for present and     
future learning efforts. 

 



Throughout the year, Ravalli Head Start will be involving your family in your childôs 

education and development. The follow activities are required meetings for parents 

and teachers. We look forward to seeing you throughout the year. 

INITIAL HOME VISITS: 

At the beginning of the school year, you 
childôs teachers will visit you at your home. 
This will assist you childôs transition into the 
classroom. Teachers will answer your ques-
tions about the program and will review the 

school calendar, daily schedule, and transpor-
tation plans. They will also ask questions 

about your childôs interests.  

MID-YEAR HOME VISITS: 

Teachers will revisit your home to share pro-
gress and update your childôs program plan. 

Home visits send very important messages to 
children and strengthen home/school connec-
tions. Children gain a strong sense of value 

when their teacher comes to their home. 

DEVELOPMENTAL SCREENING: 

We will screen you child within the first 45 days of 
school. At the screening, we will check vision, hearing, 
blood pressure, dental status, growth, hemoglobin, lead 
levels, speech/language, motor, perception, behavioral, 

and cognitive skills. The DECA questionnaire which 
you completed at intake helps us to identify any con-

cerns regarding social, emotional, or behavioral devel-
opment. We will provide you with the screening results, 

so that all recommended follow up/treatment can be 
completed as soon as possible. 

END OF THE YEAR CONFERENCE: 

You will meet the teachers at Head Start to 
review your childôs growth and to talk about 
your childôs transition to Kindergarten or return 

to Head Start in the fall. 

FALL PARENT/TEACHER CONFERENCE: 

Six to eight weeks into the school year, you will meet 
with you childôs teachers to share information about 
your childôs development. The information will be used 
to write an individualized program plan (IPR) to identify 
goals for your childôs growth during the Head Start 

year. 

TRANSITION MEETINGS: 

Upon your childôs completion of Head Start, a meet-
ing will be scheduled with your childôs kindergarten 
teacher. Transition meetings are scheduled along 

with the end of the year conferences. You will meet 
both the Head Start teachers and your childôs future 
kindergarten teacher to assess strengths and goals. 

This is a perfect time for you to advocate for your 
child and to begin a successful relationship with the 

school system and the teacher. 



IN THE CLASSROOM  

Our teachers work hard to provide a supportive and stimulating environment that     
fosters your childôs social, emotional, physical, and intellectual growth.  

Each Head Start classroom has a teacher, an assistant teacher, and often a parent, 
community volunteer, or a foster grandparent. 

Philosophy and Approach to Implementing the Curriculum 

1) Developmentally Appropriate 

     A) Activities are geared to the development of 
 children ages 3-5 years old. 

     B) Children learn through active exploration 
 and interaction with other children, adults, 
 and materials.  

     C) Experiences are provided that stimulate 
 learning in all development areas:           
 physical, social, emotional, and              
 intellectual. 

3)  Inclusive 

       Ravalli Head Start offers an inclusive          
 curriculum. All children can participate daily in 
 activities that are provided in our classroom 
 and develop enhanced self-esteem and a 
 positive attitude towards learning and living in 
 a society for all. 

2) Individually Appropriate 

     A) Each Child is viewed as a unique person     
 with an individual pattern and timing of 
 growth and development. 

     B) Individual differences in ability, interests, 
 development, and learning styles are      
 recognized, accepted, and used to design 
 activities. 

4) Culturally Appropriate 

 A) Children find curriculum meaningful and 
 engaging when it relates to and respects their 
 interest and their own life experiences. 

 B) Classrooms that reflect childrenôs culture 
 provide a safe and comfortable environment 
 for learning and enhance self worth. 



Curriculum goals 

and philosophy  

Our curriculum goals is to foster the development of the whole child in preparation for success in 

kindergarten. Our teaching practices are based on the premise that children are active learners. 

As children construct knowledge through their active learning, teachers facilitate the learning process through: 

 1.) Positive adult/child interactions 

 2.) Group and individualized planned activities 

 3.) An accessible learning environment with materials that are concrete and meaningful to children 

 4.) Consistent daily routine 

Teachers plan learning experiences based on ongoing observation and assessment of childrenôs developing 
skills across curriculum content. The experiences teachers plan for children foster independent thinking and 
creativity. Young childrenôs cognitive, social, emotional, and physical capabilities develop quickly when they 

can use materials and their imaginations in an environment that promotes initiative, decision making,            
cooperation, persistence, and problem solving.  

Next Steps at Home Goals 

Next Steps at Home goals are set be-
tween each family, your childôs teachers 

at home visits, parent/teacher confer-
ences and at returner intakes.  

Next Steps at Home goals help families 
plan how they will work with their child 
at home to meet Individual Program 

Plan goals. 

Individualized Program Plan (IPR) 

The IPR is a written plan developed 
for each child by the family and the 

childôs teacher.  

An IPR identifies your childôs 
strengths, progress, and education 

goals that will be worked on through-
out the school year. 

Ongoing Assessment 

Teaching Strategies Gold is an assess-
ment program that measures each 
childôs growth across all areas of their 

development while in Head Start.  



Schedule and Daily Activities : 

Classroom teachers post lesson plans that outline the dayôs activities. You are welcome to join us at any 
time. If youôd like to help or do a particular activity during the dayðtalk with your teacherðweôd love to have 

you! 

Arrival/Greeting: Enhances self esteem and identity and increases communication skills. 

Job Chart: Promotes self help skills. Promotes independence, responsiblilty, and self reliance. 

Handwashing, Breakfast and Tooth care: Promotes health, nutrition, and dental awareness. 

Large Group: Increases language and listening skills. Encourages group membership and leadership. Promotes respect 

of self and others. 

Planning Time: Helps children realize they are competent thinkers, decision makers, and problem solvers. Stimulates 

involvement and concentration on play.  

Work Time: Promotes initiative, independence, problem solving and stimulates enjoyment of new learning situations. 

Promotes childrenôs overall development (social, emotional, motor, language and cognitive skills). Promotes childrenôs 

self confidence and sense of control. Offers children social opportunities. 

Clean Up Time: Promotes responsibility and organizes space. 

Recall Time: Constructs memory skills, promotes communication skills. 

Small Group Time: Enhances self confidence and a sense of control. Engages childrenôs problem solving skills. Intro-

duces new materials and ideas. 

Outdoor Time: Promotes large muscle development. Promotes social opportunities. 

Child Guidance Policy  

Ravalli Head Start (RHS) implements positive guidance methods to promote each childôs self aware-
ness, social competence, and self-worth and to give each child cues about which behaviors t main-
tain, which behaviors to avoid, and which alternative behaviors are acceptable. RHS strives to help 

each child learn how to get alone in a group, how to get their needs met, and how to respect the 
needs of others.  

RHS implements the following positive guidance methods: 

 We establish clear expectations and consistency. 

 We use reinforcement, redirection, choices, and problem solving strategies. We provide a quiet 
area where a child can go to be alone or calm down.  

 Time out is used as an individualized intervention only when appropriate to meet a childôs spe-
cific needs. 

 If intervention strategies are needed to keep a child from endangering themselves or others, a 
meeting with the childôs family will be held to develop a behavior support plan. 

 

RHS will not engage in corporal punishment or any form of emotional or physical abuse. RHS staff 
will not use discipline methods that are humiliating, disrespectful, degrading, shaming, exploitive, or 
intimidating. In addition, RHS Staff will not deny basic needs. Use of these practices will result in 
written reprimand followed up with appropriate skills training or possible termination of employment. 

 



PAWS  
Positive Attitudes Will Succeed  

PAWS is an approach to preventing problem behaviors by teaching expected behaviors and responding 
to challenging behavior in an effective way. PAWS creates and maintains safe environments for children 
and teaches them the social skills they will need at home, in school, and in life. Ravalli Head Start pro-
vides a safe and positive learning environment for all children. We consistently teach and reinforce per-
sonal and emotional safety and conflict resolution strategies to help children gain social and emotional 
competence and to help increase resiliency. Our weekly PAWPRINTS keeps families informed of ongoing 
lessons that promotes mental wellness and a safe, positive school climate so families can support activi-
ties at home. Our safety mascot PAWS (a Golden Retriever puppet), will visit classrooms throughout the 
year to promote safe practices and positive social relationships. 

 

Because your childôs safety is our first concern, Ravalli Head Start works in a number of ways to provide 
a safe environment for children, their families, and our staff through the use of Positive Behavior Supports 
(PBS). Ravalli Head Start is a model preschool site for the Montana Behavioral Initiative, which seeks to 
improve the capacities of schools and communities to meet the diverse and increasingly complex social, 
emotional, and behavioral needs of students. MBI assists educators and community service personnel to 
develop the attitudes, skills, and systems necessary to help each student leave public education with the 
social competence needed to succeed in society and the work place. At Ravalli Head Start, MBI is 
PAWS, ñPositive Attitudes Will Succeed.ò 

 

DISABILITY SERVICES:  
Kristin Segall, Education & Disabilities Manager, Ext. 111 

 

Your child may qualify for special education services if he or she has delays in their development or 
significant behavioral issues that interfere with his or her learning. As needed, our program works 
closely with families to help them access special services to enable their child to learn and grow at their 
maximum potential.  

 

If your child currently has an identified disability, or if you have concerns about any area of your childôs 
development, please call Kristin so we can begin the process to determine eligibility for special educa-
tion services. 

 

Head Start offers inclusive classrooms that meet the needs of each child enrolled. With your valuable 
input, we will make appropriate accommodations to the physical environment, to materials, and to ac-
tivities to ensure your child is able to participate to the fullest extent. 



Social and Emotional Development Services  

Ravalli Head Start partners with Turtle Gap Counseling, Bitterroot Valley Education Cooperative, 
other agencies and organizations, and private therapists to offer social and emotional develop-

ment and mental health services to children and families.  

These are some of the ways families can access services: 

 Extra help can be provided in the classroom if your child is having a 

hard time with friendships, anger, or self esteem. 

 Get advice on what to do about your childôs behavior. 

 Learn more about child guidance and parenting. 

 Participate in individual, child, and/or family therapy. 

 Talk to someone if you have been through, or are going through, a    

crisis.     

On-site Services at RHS 

Ravalli Head Start uses the Devereaux Early 
Childhood Assessment (DECA) to assess all chil-
dren’s social and emotional development and 
resiliency. Information from the DECA helps us 
plan classroom activities that strengthen the 
resiliency of all children in our program. 

 

Our program builds on the Positive Behavior 
Support (PBS) model that is used for all children 
in the classroom (PAWS, DECA, Good Talking 
Words, Second Step) by offering additional sup-
port to those children who need it. 

 

Ravalli Head Start and Turtle Gap Counseling 
partner to provide classroom observations, de-
velop behavior support plans and offer on-site 
mental health services. Parents, RHS staff, and 
others will work as a team to identify specific 
behaviors or emotional issues that may create 
barriers to learning for some children. Once bar-
riers have been identified, the team works with 
families to develop specific behavior support 
plans to help children overcome those barriers. 

Behavior support plans or mental health         
services may focus on conflict resolution,        
establishing positive relationships and          
emotions, anger management and                     
developmental issues. 

Identified children may receive individual    
counseling and/or extra support in the         
classroom, particularly in situations concerning 
self esteem and peer relations. Withdrawing          
behaviors and fears are also addressed. 

Kris Stoehr of Turtle Gap counseling does     
classroom observations, meets regularly with 
classroom teachers, and participates in team 
meetings. In addition to providing classroom 
interventions, Turtle Gap may offer family     
support including parenting techniques,         
parenting classes, individual and family therapy, 
and linkage to other services. 

The efforts of all people working to increase the 
social and emotional development greatly    
contribute to making Ravalli Head Start a 
“successful” environment for all children.  



Nutrition Services:  

Char Jones & Julia Liedtka, Health & Nutrition Managers 

363-1217 Ext 117 

Meals:  

Children in the morning class will be served breakfast and lunch at school. Mid-morning 
classes will also be served breakfast and lunch.  

Our Meal Time Philosophy:  

Meals at Ravalli Head Start are served family style. All children serve themselves and pour their own 
milk and juice. They are encouraged, but never required, to taste everything served. We  encourage 
pleasant conversation during the meal time. Children eat at their own pace within the scheduled time. 
After the meal, the children put away their own dishes and utensils. If time       permits, they help 
clear and clean the tables. 

Special Dietary Needs:  

Arrangements for children with special dietary needs will be made. We will need documentation from 
your childôs physician stating your childôs limitations and appropriate substitutions. A Health & Nutri-
tion Manager will provide you with the necessary form to be completed by your childôs physician.  

Dental Health:  

Head Start encourages good dental hygiene. Children are provided toothbrushes and 
practice brushing their teeth after each meal.  

Health and Nutrition Education:  

Head Start teachers and staf with provide health & nutrition education to your child in the classroom. 
You will receive health education opportunities at family meetings, planned activities, and trainings. If 
you have special needs or areas of interest, please let the Health & Nutrition Manager know and they 
will attempt to put you in touch with the appropriate resources. 

United States Department of Agriculture:  

We use USDA Child and Adult Care Food Program (CACFP) funds as a primary resource. By enroll-
ing your child in Ravalli Head Start, your child is also enrolled in the CACFP. This program provides 
meals which meet the minimum nutritional requirements. In accordance with the Federal law and 
U.S. Department of Agriculture (USDA) policy, this institution is prohibited from discriminating on the 
basis of race, color, national origin, sex, age, or disability. 

To file a complaint of discrimination, write to: 

USDA Director 

Office of Civil Rights 

1400 Independence Avenue SW 

Washington, D.C. 20250-9410 

1-800-795-3272 (voice) or 202-720-6382 (TTY) 

 

USDA Is an equal opportunity provider and employer.  



Health & Nutrition Services:  

Char Jones & Julia Liedtka, Health & Nutrition Managers 

363-1217 Ext 117 

Ravalli Head Start, Inc. works very hard to provide quality health referrals, screening, help 
with insurance, and nutritional services. 

Dental and Physical Exams: 

Federal Head Start guidelines require all children enrolled in the program to have yearly physical 
and dental exams on record at Ravalli Head Start. Dental and physical exam forms are provided 
by Head Start in the intake packet; they need to be completed by your childôs doctor and dentist 
and returned to RHS. 

IMMUNIZATIONS: 

Your child is up to date if they have the following  
immunizationsé. 

    4 DTP 

    4 HIB (Must have received 1 after 1st birthday) 

    3 HEP B 

    3 Polio 

    1 MMR 

To ensure your child is ready for kindergarten, 
the following immunization schedule is           
recommendedé 

Birth:   Hep B 

2 months:  DTP, Polio, HIB, Hep B 

4 months:  DTP, Polio, HIB 

6 months:  DTP, HIB, Hep B 

12-15 months: DTP, Polio, MMR, HIB 

4-6 years old: DTP, Polio, MMR 

If your childôs immunizations record is not up to 
date, your child must receive immunizations as de-
termined by your health provider or the Public 
Health Department. The Health Manager will assist 
you in the process of bringing your child up to date.   

 

 

 

MEDICATION POLICY: 

RHS requires that all medications be given at home 
whenever possible. Under certain circumstances it 
may be necessary for medications to be               
administered to a child during the day. When a child 
requires medication to be administered at RHS, a 
parent must make arrangements to give the first 
dose at home so that the child may be observed for 
any reactions to the medication. The parent will also 
be encouraged to come to RHS to give the       
medication during lunch and breaks. If that is not 
possible, designated RHS staff will administer  
medication to children for whom the Medication   
Administration Procedures have been followed and 
the consent has been completed. 

TB TEST: 

Parents and community volunteers in the classroom 
will be screened to determine if a TB Test is       
necessary. The Health & Nutrition Manager will help 
you arrange for your TB Test if needed. 

SICKNESS: 

TO protect all of the children and staff at Head Start, 
we ask that you not send your child to Head Start 
when she or he is sick. Sometimes it is difficult to tell 
if your child is not well enough to come to school. If 
your child is not able to participate in usual        
classroom activities, including outdoor play, please 
do not send him/her to school.  

 



SICK CHILD POLICY: 

Doctors recommend keeping your child home 
from Head Start, Daycare, and group activities if: 

 Your child is nauseous, vomiting, or has    
diarrhea. Please wait 24 hours after the 
symptoms have STOPPED before returning 
your child to Head Start. 

 Your child is running a fever of 100 degrees 
or more. Wait 24 hours after the fever has 
STOPPED before returning to Head Start. 

 Your child has thick, green or yellow nasal 
discharge combined with cough or fever for 
more than 3 or 4 days. 

 Your child has a generalized rash (involving 
more than one part of the body). Rashes are 
difficult to identify. Children with rashes must 
be checked by their physician or the Health 
Department before returning to Head Start. 

 Your child has head lice or scabies. Your 
child must be treated and nit free before    
returning to Head Start.  

 Your child has any of the following bacterial 
infections: Strep Throat, Impetigo,            
Conjunctivitis (Pink Eye), other skin infections 
(draining burns, hang nails). These must be 
treated with antibiotics for 24 hours before 
returning to Head Start. 

The Health and Nutrition Manager or the    
teachers will contact you if your child is ill at 
school. If you are unavailable, we will notify your 
emergency contacts and ask them to pick up 
your child from school. Be sure that your     
emergency contacts are current and know that 
they may be called, and be sure to have          
alternate childcare available.  

 

 

 

 

 

 

 

 

 

OUTDOOR PLAY POLICY: 

Children shall play outdoors daily for 30-45    
minutes when the weather and air quality      
condition do not pose a health risk. Outdoor play 
provides children with an opportunity for learning 
in a different environment; work on their gross 
motor skills, and provide many health benefits. 
The amount of time spent outdoors will depend 
on the children, the temperature, and the air 
quality. 

 

CLOTHING: 

Children should be dressed for the weather.  
Children need a warm coat or jacket, hat,       
mittens, and boots during winter days. Light 
weight jackets are often needed for cool days. 
Please send your child to school in comfortable 
play clothes and shoes. They need to be able to 
move freely and work on art projects without 
worrying about their best clothes. If you need 
help getting appropriate clothes, please contact 
a Family Partnership Specialist.  

 

FOOD POLICY: 

Ravalli Head Start serves nutritious meals to   
enrolled children in accordance with the Child & 
Adult Care Food Program guidelines. The safety 
of children in head Start is our most important 
concern. Due to health concerns; including     
allergies, food sensitivities, and nutritional     
content, as well as religious and personal food 
preferences, we must restrict food prepared off 
site; we do not allow outside food to be      
distributed to the children. 

Ravalli Head Start encourages families to      
participate in family functions where outside food 
is welcome (sometimes requested). During these 
functions parents eat with their children and    
supervise food choices. Families are encouraged 
to bring foods that reflect their culture or are    
favorite treats to family events. 



TRANSPORTATION:  
Ravalli Head Start has three buses that serve RHS families from Florence to 
Connor. Buses are available for early morning classes and eligibility for spaces on the bus are de-
termined on the basis of need. We do not stop at individual homes, but have designated pick-up 
and drop-off points for your area. Children use safety restraint harnesses while on the bus. It may 
be a good idea to talk with your child about these harnesses before school begins and remember 
to take the extra time on the first bus ride to help him or her.  

What is a Bus Monitor? 

We must have a bus monitor every time a bus carries Head Start children. A bus monitor heps the 
children on and off the bus, assists them with their harnesses, and aids the driver. All bus moni-
tors are trained in evacuation procedures. A monitor reads books, sings songs, and helps to keep 
the children safe while riding the bus.  

Bus Monitors and Substitute Teachers: 

Each year, Ravalli Head Start hires and trains part time employees to work as paid bus monitors 
and classroom substitutes. If you are interested in these opportunities, please contact Christina, 
Marji, or Anne. 

Remember, our program works very hard to 

provide bus service even though we are not 

required to do so. Our goal is to make it as easy 

as possible for your child to attend Head Start. 

Please be patient with the bus system as our 

bus drivers and bus monitors work to keep our 

buses running. 

 Help Insure Your     
  Childðs Safety 

STAY SAFE IN THE PARKING LOT  

 Turn off the vehicle engine if driver leaves the vehicle.  

 Do not leave children unattended in car without adult supervision.  

 Hold childôs hand while walking in the parking lot. 

 Look carefully behind vehicle before backing up.  

STAY SAFE CROSSING THE STREET  

 DO NOT ALLOW your child to cross the street without holding the hand of an adult.  

 Stop, look, and listen at the curb before crossing the street.  

 Look left, right, and left again before crossing the street.  

 Walk; donôt run, across the street. 

 Cross at corners, using traffic signals and crosswalks.  

 



EMERGENCY OPERATION PLANS: 

Ravalli Head Start wants you to know that we have a detailed Emergency Operations Plan in place that 
includes specific procedures for responding to a wide variety of weather-related situations or other potential 

threats. If a major catastrophe were to occur during school hours, RHS is equipped to care for your child 
here at Head Start until it is safe for you to pick them up. 

To help us be prepared during the year:  

 Make sure that your familyôs Emergency Contact and Release information is current. You 
 completed this information at the beginning of the year; please contact us to update it when there 
 are changes throughout the year.  

 Persons you list on your form should be: 

 18 years of age or older 

 Usually available during the day 

 Known to your child (Your child should feel comfortable with this person) 

 Aware that they are one of your emergency contacts and able to assume this responsibility. 

 Carrying personal identification 

In any emergency, your cooperation is necessary. 

 Do NOT telephone Head Start. 

 Our telephone lines may be needed for emergency communication. 

 Tune your TV to KPAX (CBS) or your radio to KLYQ (AM 1240) for emergency announce
 ments. If children are to be kept at Head Start, or special arrangements need to be made for     
 modified bus schedules or relocation, these stations will be notified. Family Partnership Staff may 
 also try to contact you directly if the situation allows. 

 Again, we cannot emphasize this enough, please Make sure that your familyôs EMERGENCY 
 CONTACT AND RELEASE information is current. In case of a serious emergency, children will be 
 kept at Head Start or at a safe off-site reunification area until  they are picked up by an identified,   
 responsible adult listed on the Emergency Contact and Releases form. 

 RHS will set up a REUNIFICATION STAGING area where you can sign your child out. It will be 
 clearly marked and signed. Please come to this area to pick up your child.  

You (or your emergency contact)  

must provide identification before  

your child can be released. 

Safety is our first priority. We ask for  

your patience and understanding with  

our child release process. We will not  

release children unless it is safe to do so. 

If we must evacuate our building, we have made arrangements for the use of two ñrelocationò centers: 

Primary: Hamilton High School, 327 Fairgrounds Road, Hamilton 

Secondary: Grace Lutheran Church, 275 Hattie Lane, Hamilton 

If your child attends the North Valley Center, please ask Teacher Linda about the location of ñrelocationò 
centers. 

Please discuss these emergency procedures with your immediate family and emergency contacts. Plan-
ning ahead, and knowing what to expect will help lessen concerns during emergencies. 



Classroom Holiday & Birthday Celebration 
Guidelines  

Revised June 2006  

Ravalli Head Start reflects the festivity of holidays and celebrations in a manner that supports our 
inclusive and developmentally appropriate program philosophy. 

Here are the RHS guidelines for classroom recognition of holidays and birthdays: 

I. We actively participate in child-initiated discussions about holiday traditions and celebrations. 
Young children view celebrations in terms of their own family and they enjoy talking about their 
experiences. These discussions provide meaningful learning opportunities for children as they 
explore similarities and differences in relation to their own families. 

II. Materials in the art and library areas are selected to reflect enrolled childrenôs holidays and      
traditional celebrations. This allows children the choice to choose materials and activities that 
connect to their own experiences and family values. It also allows children to learn about cultural 
differences and similarities. 

Classroom celebrations are not planned around holiday themes or birthdays. Families who choose 
to distribute Valentines or birthday invitations to classmates are welcome to do so. We do not allow 
classroom treats due to our programôs food policy, but families are encouraged to prepare and share 
special family dishes and desserts at RHS family events. 

Ravalli Head Startðs Policy on Reporting 
Child Abuse or Neglect  

Under Montana law, if any school staff member has reasonable cause to suspect that a child is    
being abused or neglected, it remains that individualôs obligation to see that the situation is reported 
to the local Department of Family Services. Ravalli Head Startôs policy states that when a staff  
member has a reasonable cause to suspect child abuse and/or neglect, the staff person is            
responsible for contacting the Department of Family Services to make a report. 

Types of Abuse 

EMOTIONAL ABUSE may be difficult to identify because it is often disguised as acts of kindness 
and concern. Because it is so subtle, and it comes from someone the victim trusts, it is extremely 
manipulative and causes the victim to feel responsible for any problems in the relationship. Common 
examples include: putting the child in the middle of parents fights, telling the child how to think and 
feel, ignoring a child, withholding affection, breaking promises, and blaming the child for things that 
are not their fault. Also, parents often are asking children to support their own emotional needs. 

VERBAL ABUSE is characterized by putdowns, name calling, threats, or bossing a person around. 
The purpose of verbal abuse is to belittle the victim and make the victim feel powerless and          
humiliated. Verbal abuse can wear away a childôs self-esteem. 

PHYSICAL ABUSE is any type of physical control over another person. Examples include:           
restraining someone from leaving, abandoning someone in a dangerous place, hitting, pulling hair, 
shoving, driving too fast, recklessly or under the influence of drugs or alcohol, slapping, punching, 
burning, or stabbing.  

SEXUAL ABUSE can occur in many forms in a relationship. Like other forms of abuse, sexual 
abuse occurs on a continuum of verbal, emotional, and physical assaults. Examples include      
sexualizing a relationship with a child, pressuring or coercing a person to have a sexual relationship, 
forcing a person to perform sexual acts or rape. 



RHS Confidentiality Policy  

 As a Head Start family member or volunteer you may hear something 
from a child or family member, or be involved in a classroom situation 
that needs to be kept confidential. As a rule, staff members do not talk 
about head Start families or children outside of the Head Start setting. 
Within Head Start, we do not use names in discussions unless a situation 
specifically requires it. We ask all parents & volunteers to follow the same 
guidelines for confidentiality. 

 Everyone working with RHS is entrusted with protecting the private lives 
of each family and the personal issues of each child and parent. Our    
program holds this personal trust in the highest regard. This trust is the 
responsibility of all employees, volunteers, and families involved in the 
programðon and off duty. Relating information to anyone, including 
close friends or family members, is a break in this most sacred trust. 
Breach of trust may result in disciplinary action up to and including      
dismissal. 

As a Head Start volunteer or family member, you have a vital responsibility 
to maintain confidentiality concerning families and workers in the program. If 
someone requests information about a child or family from you, notify your 
supervisor or someone on the Head Start management team immediately. 
They will follow legal procedures for sharing information about a family or 
child with others. 

Confidentiality of Records  

Federal standards require that all matters regarding Head Start 
children and their families be kept in the strictest of confidence. All 
documents, forms, and records regarding Head Start will be kept in 
a locked file or office when not in use by the Head Start Staff.    
Parents may authorize release of information pertaining to their 
family by signing a release of information form.  

Process and Procedure for Addressing            
Community Complaints  

Many community concerns can and should be addressed through open    dialogue with the staff 
members or individuals immediately involved in the situation. However, there are situations where 
this approach is not effective or appropriate. If you have a concern or complaint regarding any as-
pect of the Head Start Program that cannot be resolved through direct verbal     communication, 

please follow the procedures listed below. 

1. Contact any Head Start staff member or the Policy Council Chairperson for a Community   
Complaints Process form. 

2. Complete and return your written complain within five working days of the incident. 

3. If you have any questions regarding the process, contact the Head Start Director or Policy 
Council Chairperson.  

 


