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MISSION STATEMENT
Community Parents, Inc. is a
positive motivated change
agent committed to provide
comprehensive services to a
diverse community of
children and families,
promoting self sufficiency
and empowerment of the
mind and spirit.
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Executive Director’s Welcome
Welcome to Community Parents, Inc.!
We are funded by the Office of Head Start and designed to offer support services
to your family and an educational program for your child. Education is a
cooperative effort between the home, school and the community. Our staff looks
forward to working with you in the coming year because as parents, you are the
primary educator. Children’s culture and family provides a foundation upon which
they develop. We would like to thank you in demonstrating your trust in us with
the educational care of your child.
This handbook was developed to assist you in understanding the general policies
of Community Parents, Inc. We ask that you participate in our program, whether
it be in the classroom or on a committee. Also, please respond to school notices
promptly, allow time for conferences, meetings and workshops and talk with us
about any school or family related problems. Remember, we are here to work in
partnership with you.
Your interest and support at home is important to your child and greatly
appreciated by the entire staff. There are many exciting activities planned
throughout the year and we look forward to your active involvement.

Sincerely,

Cynthia Cummings
Cynthia Cummings
Executive Director
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1. Community Parents, Inc. Philosophy
Community Parents, Inc. believes that to be effective in
your young child’s learning we must address their needs
in all areas of development physical, social, emotional,
and learning abilities (cognitive).
The Creative Curriculum is used as an educational
guide to support staff in preparing the environment and
planning a variety of learning experiences for your child,
regardless of cultural or special needs.
Through play your child will experience age appropriate
hands-on activities, as your child interacts with others in
their environment. They are encouraged to express
feelings and thoughts, to build on their language skills
and to develop a positive self-concept.

2. Your Child’s First Day
Adjustment
When your child first comes to school, he or she
may easily join the group or have difficulties
adjusting to the new environment. If your child is
experiencing difficulties adjusting, we suggest
that you stay close to the classroom or work with
the teachers to help your child feel secure and
welcomed. You can also volunteer as often as
possible, even if it is for short periods of time in
the classroom or take a project to work at home
with your child. This makes a connection
between home and school.
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3. What to and not to bring to School

BRING







Yourself
Imagination
Change of Clothes
Positive Attitude
Small Sheet
Small Blanket

DO NOT BRING






Toys
Candy / Gum
A lot of Jewelry (The Center is not responsible)
Food (We supply your child with a well-balanced meal)
Money
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4. Frequently Asked Questions

When can I visit?
Our parents are welcome at anytime without
interrupting the classroom routine.

What is an emergency person?
Someone who is available to pick up your child if you
cannot be reached.

Who do I go to if I have a problem?
See the Family Advocate assigned to your child’s
classroom or ask to speak to the Mental Health
Consultant.

Should my child eat before coming to school?
No. Breakfast as well as Lunch and Snack are provided
everyday.

Should I leave my child’s belongings?
Yes. A coat, hat and gloves are needed for outside play
activities. In addition, a complete change of clothes
should remain in your child’s classroom at all
times.
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5. Parent Participation
• Parent Participation is strongly
encouraged and appreciated in all areas
of the program.

Why?
• To familiarize yourself with the program
and staff
• To be a part of your child’s learning
• To reinforce at home what is being done
at school
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6. Fundraising
There is no fundraising. Fundraisers cannot be
done on school time or school premises.

You will be asked to donate $2.00 per child to
support the advocacy effort of the National and
New York State Head Start Associations.
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7. Arrival
School is officially opened for students at 8:00 a.m.
Please arrive promptly for your child’s class session.
For safety reasons, parents should ensure that students
do not arrive at school earlier than 8:00 a.m. unless it is
for a field trip that is leaving before 8:00 a.m. If you
happen to be in the building before 8:00 a.m. you must
stay with your child. This ensures that they will not run
or wander the building.
Please have your child(ren) at school on time. As stated
in the lateness policy, all children must be in school by
8:30 a.m. Anyone arriving after 8:30, you must
immediately sign in and receive a late slip at the front
desk with an explanation of lateness before you enter
the classroom.

8. Procedures for Signing In and Out
Signing In
Enter the child’s name and time only upon
arrival in the record book in the classroom. All
visitors must sign in the Visitor’s Log.
Signing Out
Upon dismissal, enter the parent or authorized
person’s name next to the appropriate child’s
name and time in the record book in the
classroom.
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9. Attendance
Regular attendance and promptness is vital to a
child’s progress in school. It is the responsibility of
the parent to ensure that their child comes to
school everyday unless the child is ill or a family
emergency arises. Parents must notify the school
by 9 a.m. if your child will be absent for the day.

10. Absences
If a child is absent for three (3) days or more, a note
from the doctor is requested. A doctor’s note must also
be provided in the case of a contagious illness or injury
that might affect other children during their
participation in physical activities. If a child is kept
home or hospitalized for a period of time, you must call
Site 1 at (718) 771-4002/3, Site 2 (718) 471-7970 or Site
3 at (718) 221-2531/2, and inform your Family Advocate.
If your child returns to school without a note, they will
not be admitted. If the child is left without a note, they
will be in school illegally and you will be contacted
immediately.
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11. Departure / Lateness
Parents (Guardians) are responsible for picking up their
child(ren) at dismissal time. If an emergency occurs,
parents (guardians) are responsible for calling ahead of
time to notify the school. If someone else will be picking
up your child(ren), their name must be written down on
the pick-up list. Repeated lateness in picking up your
child(ren) could lead to steps outlined in our lateness
policy. No one under the age of 18 is allowed to pick up.
(If person is under 18, they must have a notarized
letter on file).

The following notices should be in your child’s folder:
 Child’s Name
 Parent’s Name
 Home Address
 Telephone Number of both home and workplace
 At least 2 emergency persons and telephone numbers
Please inform your Family Advocate of any changes

12. Early Dismissal/ Emergency Closing
There may be an early dismissal on trip days. Please
pay special attention to the time on the trip notice.
If there is a need to close the program in an
emergency, you will be contacted. We follow the NYC
Department of Education emergency closing, and the
Lawrence School District in Far Rockaway in bad
weather.
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13. Emergencies
In case of an emergency, you will
be contacted. We must have up-todate phone numbers available
where you can be reached. We
must also have emergency
numbers and the phone number of
your child’s doctor. Please make
sure we have an updated phone
number at all times.

14. Medical
A medical is required for all
families enrolled in the program.
Parent and child medicals are to
be completed annually.

15. Medication
If your child has a doctor’s
approval to attend school and
medication must be administered,
please notify the Education
Director.
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16. Health & Safety
* Make sure your child has an updated and complete
medical and dental check-up every year.
* Please be advised that there is an annual immunization
requirement by DOHMH for each child to have an
Influenza shot.
* Be aware of your child’s safety on the school premises.
* In the event that a child becomes ill while on the
premises, they will be isolated from the other children
within the classroom. You will be contacted
about your child’s illness and asked to come and pick up
the child as soon as possible. (A doctor’s visit may be
needed.)
* There is a First Aid kit in each classroom and office.

17. Wellness
If your child feels sick or has a suspected
illness or any communicable disease, don’t
bring them to school. In this case, you or
the emergency contact person will be
notified for pick-up. Make sure your child
is checked by a doctor. You will need a
doctor’s note to return after three (3)
days.
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18. Childhood Behavior
Children learn in their own way; no two children learn alike.
We observe how children learn and use their strengths to
help them learn how to get along with others. Some of the
ways we do this is by:
* Arranging the environment to help children develop a sense
of trust and belonging, where they can feel safe and
encouraged to explore not only materials but also their
relationship with peers and adults.
* The environment encourages self-control. Children learn to
handle their feelings in acceptable, socially appropriate
ways.
* Reinforcing positive behavior.
* Redirecting the children to an appropriate behavior.
*Using an area of the classroom suitable for discussing
inappropriate behavior.
Biting, throwing things, hitting –sometimes children have
difficulty using words to describe their feelings. Biting, hitting
and throwing things sometimes are negative behaviors which
children use instead of words. Since children need help learning
how to use words to say how they feel, we ask parents to work
with their child’s teacher to help change negative behaviors.
If a child is bitten or hit, we take care of the child by administering
first aid and we address the behavior of the child who
did the biting or hitting. We also notify the parents when this
happens.
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19. Assessment
Your child will be assessed
formally and informally to
monitor their growth and
development according to their
age. This information will be
shared with you at least twice
a year to show the progress
your child has made, and to
include your input in plans for
their future development.

& Conferences
Please make every effort to
attend the Parent/Staff
Conferences when they are
scheduled. This is an
opportunity to learn about your
child’s growth and
development.
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20. Home Visits
You will be contacted by your Classroom
Teacher and Family Advocate to visit you and
your child at home.

The purpose of the home visit is to enhance the
parent’s role in your child’s growth and
development, and for you to get to know the
staff better.
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21. Trips

Guidelines for Trips:
* All children going on a trip for the first time
must be accompanied by a parent or guardian.
* All children should be seated with seat
restraints and three year olds with car seats.
* If a child has an adjustment/behavior problem,
the parent or guardian may be required to be
present on trips.
* Parents/Volunteers are responsible for children
assigned to them.
* Stay with your group at all times.
* No smoking under any circumstances.
* All parents who volunteer must have a current
medical on file.
* Purchasing of souvenirs on trips is discouraged.
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22. Special Services Includes:
*
*
*
*
*
*
*
*
*

Behavior Concerns
Health and Nutrition
Family Counseling
Play Therapy
Speech and Language
Physical Therapy
Occupational Therapy
SEIT Instruction
Learning Delays
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23. Transportation
The agency serves only as a resource
and does not provide transportation.
If your child is transported by a
private bus company, you are
required to sign a release form. We
receive children accompanied by
authorized escorts of your consent.

Parent Handbook

page 18

24. Confidentiality
All records will be kept
confidential. No information
will be released without
parent’s or guardian’s consent.
We ask that you respect other
families and children in the
program.
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25. Discontinuation of Services
* Parents will be contacted by telephone or
letter when the child is absent two (2) days
or more.
* The child will be dropped from the program
if he/she continues to be absent without
notification.
* Please notify us if you decide not to
continue in our program.
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26. Child Abuse/Neglect
All staff members at Community
Parents, Inc. are mandated
reporters of suspected child
abuse or neglect. In the event
that a staff member suspects
child abuse or neglect, a report
will be made.
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27. Grievance Procedures
Parent concerns or complaints will be handled by
the Policy Council (PC) by completing a complaint
form.
The process is that the complainant will notify the
Director, Deputy Director, Assistant Director or
Educational Director of the complaint. The Director
will ask another staff person to be present while
the complainant’s issues are being addressed in a
conference. In addition, an attendance sheet will
be used and minutes will be taken.
All efforts will be made to resolve the problem and
to satisfactorily address the issue. We ask that you
do not call 311 to resolve a complaint.
If there is no resolution of the issue during the
conference, the PC Grievance Committee will be
asked to convene a Grievance meeting. If the
meeting is unsuccessful in resolving the issue, the
Sponsoring Board will be asked to participate in a
hearing.
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