2017 – 2018 Annual Program

PARENT HANDBOOK

Welcome, Parents!
The West Las Vegas Head Start & Early Head Start Program has been providing a
quality education to Northern New Mexico’s children since 1965. The Head Start &
Early Head Start Program continue to pride itself in its historical place among earlyeducation and continues to bring parents, grandparents, and their children to
services that align with family values and family traditions. Our early-educational
programs have been instrumental in guiding your children to learn through play,
exploration, and hands-on experiences. Children also have the opportunity to develop
their skills in a classroom setting that is headed by a certified teacher. Our program’s
strength lies in the relationships with you—our parents, and between your children—
and our caring teachers. As parents, we encourage you to be our valued partners in
school. We look forward to your ideas, feedback, and participation. Together, we
can influence the direction of our child’s promising future.
We invite you to take full advantage of our Head Start and Early Head Start services.
Please read this important Parent Handbook to better understand our ongoing efforts
to develop measurable goals and objectives; to raising educational standards for your
children; and we ask that you join us in helping our young students to embrace this
new experience in early childhood education!
Sincerely,

Joseph T. Griego,
HS/EHS Director
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Future Scientists engage in exploring resin cast specimens in a Hands-On Activity with
their Head-Start teacher.
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West Las Vegas Head Start & Early Head Start
Directory
1725 New Mexico Avenue
Las Vegas, New Mexico 87701
www.wlvheadstart.com
Administrative Staff:
Joseph T. Griego, Director, Head Start &
Early Head Start
(505)-426-2827 Cell: (505)-617-7007

Melissa Romero, RN & Caseload Specialist
(505)-426-2828
Program Center Staff:
Elizabeth Torres, Parent Advocacy
Coordinator & Student Files Clerk
(505)-454-2764
Tony Serna Site
Head Start Teaching and CoTeaching Staff:
Sheila Martinez – Kimberly Gold
Paula Lujan – Orlinda Tafoya
Tammy Castellano – Jennifer Lujan
Early Head Start Teaching Staff
Elaine Hoogerhuis
Miranda Vigil
Angel Martinez
Margaret Apodaca
Monica Cano
Hilda Ramirez
Floater-Angelica Mondragon
Early Childhood Center (ECC)
Teaching and Co-Teaching Staff:
Amy Baca - Michelle Sena
Adela Montoya – Vacant
Yvonne Avila - Nora Martinez
Giavanna Laferriere – Leslie VanHorn

Human Resources:
Maria Martinez, Fiscal & Human
Resources Specialist
(505)-426-2831 Cell: (505)-429-4047
Head Start Center Staff:
Pauline Valdez, Facility & Caseload
Specialist
(505)-454-2714
Jonathon Martinez, Education & Caseload
Specialist
Prescilla Saiz, Family Services & Caseload
Specialist (505) 426-2764
Paulette Perea-Mental Health and
Caseload Specialist
Early Head Start Center Staff:
Annette Garza, ERSEA & Caseload
Specialist
(505)-426-2823
Annette Maestas, Education & Caseload
Specialist (505) 426-2764
Dolores Baca, Mental Health & Caseload
Specialist
(505)-426-2825

Custodian
Arthur Daniel Madrid
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The Parent Handbook reflects the regulatory changes required by Federal law. These
changes will help parents, children, and the larger Las Vegas, New Mexico, community
to gain access to important information such as its mission, curriculum, policy,
enrollment and withdrawal procedure, daily schedule activities, administrative
protocols, and all other compliances.

PARENTS HAVE THE RIGHT
To Access Head Start & Early Head Start facilities at any time your child is at our
school and in our care. However, you need to immediately report to the person in
charge and let them know of your presence while on school grounds.
A copy of the rules and regulations which apply to this school facility is available upon
request. Please ask Human Resources to share them with you. These rules establish
minimum requirements for the health, safety, and well-being of all children who are in
our care.
Right from the Start: West Las Vegas Head Start & Early Head Start Programs
are required by law to investigate any and all complaints regarding rules and standard
violations.

VISITORS
All visitors are required to check-in with the designated office staff upon
arrival to the facility.
NEW STANDARD: MENTAL HEALTH PARENTAL CONSENT
The West Las Vegas Head Start & Early Head Start program provides a
positive learning environment for all children including children exhibiting
challenging behaviors and other social, emotional, and mental health
concerns. A mental health professional is secured to identify and support
children with such needs. Parental consent is obtained for every child at
time of enrollment. This will allow the mental health professional to
provide consultation services if needed.
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WLVHS/EHS MISSION STATEMENT
The West Las Vegas Head Start and Early Head Start Programs are Building on
Strengths for Lifelong Learning, in Partnership with Families and the Community.
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WLVHS & EHS HEAD START PROGRAM
“The Head Start Program is a program administered by the administration for children
& families (AFC) in the United States Department of Health and Human Services that
provides comprehensive early childhood education, health, nutrition, and parent
involvement services to low-income children and their families.”
This Federal program provides preschool services to income and age eligible families
at no expense to them. Head Start and Early Head Start are both referenced to as
Head Start throughout this handbook.
Early Head Start: 6 weeks to 36 months
Early Head Start services are for infants, toddlers, and pregnant women.
Pre-School: 3-5 years of age
Provides children with school-based services.
Professional Staff
It is the mission and purpose of the professional staff to teach, guide, and support our
school’s children to achieve success in learning while experiencing growth in their
development by showing and modeling respect, care, acceptance, understanding, and
love. The Head Start staff is an inclusive staff who recognize that “parents are the first
teachers” of children.
Health Care and Medical Care
A child enrolled at Head Start will receive prescribed services from a registered nurse as
part of a physician prescribed written plan. Services can be provided by a registered
nurse if prescribed by a primary physician if it is within the scope of practice of the
school nurse.
Disclosure: If a child requires emergency care, school personnel will call
Emergency 911.
Disability Services: Diverse Abilities
Services are offered to meet the special needs of children with disabilities. Head Start
provides children with activities that help them grow and thrive mentally, socially,
emotionally, and physically.
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Productive Skills
Our Head Start children gain the important skills of socializing and establishing
friendships with their peers, teachers, other children’s parents, and administrative staff.
They learn productive skills such as how to speak, ask questions, and write.
Receptive Skills
The children also learn receptive skills such as how to listen by growing their vocabulary
words so that they can read sentences found in books.
Classroom Environment
Children spend time in stimulating classroom settings where they form good and
healthy behaviors such as the enjoyment of interacting and playing with other children;
and they also learn to work on completing tasks with classmates. When your child
transitions from the Head Start Program, he or she will be more prepared for public
school curriculums, they will be excited to develop more learning and they will continue
on the path to school success!
Enrollment
Children who enroll and attend our Head Start/Early Head Start Program participate in
a variety of educational daily activities such as promoting and honoring the
children’s diverse cultures, heritages, and languages. Some educational and cultural
activities that structure our curriculum are engaging children in dramatic play,
motivating children to read books that celebrate diversity and difference, locating
pictures that connect children to imagination, recognizing important traditional
celebrations and holidays as part of the curriculum calendar, transporting children to
local and regional events via field trips, and creating other fun- learning activities at
the school are always rewarding.
Note: If you do not want your child participating in any or certain
activities or events, please speak with your child’s teacher. We will make
every effort that is allowed to accommodate your child/children.
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HEAD START/EARLY HEAD START
CONFIDENTIALITY POLICY
The West Las Vegas Head Start and Early Head Start Programs maintain confidential
information which is collected, filed, and securely stored. Student information is
confidential and is not to be released without the written consent of the parent, guardian
and, or legal representative. Exceptions to the above statement is the Release of
Confidential Information as required by law, by a court order, as well as for the purpose
of program monitoring by authorized agencies.
It is the responsibility of WLV Head Start & Early Head Start program staff to maintain
the parent and, or guardian’s right to uphold a relationship of mutual trust; to adhere to
respecting the privacy of its families; to the safekeeping of the confidential information
that is provided and entrusted; and to be responsible for the use and dissemination of all
confidential documents. The collection and sharing of information or data shall only be
related to the professional service function to be performed. No information shall be
released without the parents’ and, or guardian’s prior knowledge and informed consent
given.
If confidential information is released without proper approval from parents,
legal action may result if this confidentiality policy is not abided by including
termination, fines and penalties.
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TOBACCO FREE ENVIRONMENT
WLV Head Start & Early Head Start provides a tobacco free environment for
staff, parents, children, and school participants. This includes the smoking of
cigarettes and the use of smokeless tobacco such as snuff and chewing
tobacco. Employees and participants of the WLVHS/EHS MUST also adhere
to the following policy:
o No tobacco use in any Head Start/Early Head Start facilities or on school
grounds.
o No tobacco use in any WLVHS/EHS school vehicle at any time.
o No tobacco use by staff or volunteers when children are present.
o No smoking in personal vehicles while on WLVHS/EHS Property.
o No tobacco use by staff or volunteers during off-site activities.
o There is no tobacco use at any WLVHS/EHS functions.
Walks and other off-site activities are “tobacco free” to the fullest extent possible
WLVHS/EHS staff, parents/guardians, and participants do not use tobacco during onsite conferences or during home visits. Parents are asked to please refrain from use of
tobacco during home visits. Please adhere to the Non-Smoking Signs posted throughout
the WLVHS/EHS Facilities.
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WEAPONS POLICY
WLVHS/EHS has a Zero-Tolerance policy for weapons and dangerous instruments. No
students, parents or staff members shall possess a knife, firearm, pepper spray, or objects that
can be construed as a weapon. These items are prohibited on school grounds, program
activities, functions or events, or on-route to and from school. Bringing such items to school
violates the weapons policy and is punishable by a minimum 3-day suspension from the
WLVHS/EHS Programs.
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CODE OF CONDUCT
This code is for all persons visiting or working at the WLVHS/EHS Centers:
1. All forms of drugs or alcohol are prohibited. Persons under such influence are not
permitted onto the premises. Authorities will be contacted if such presence is noted.
2. Abusive language and, or behavior is prohibited. All persons are expected to be
polite and pleasant to others at all times.
3. Parents and, or guardians should be APPROPRIATELY DRESSED while on
premises. Head Start is a child’s learning and a professional working environment.
Loud, blaring noises are a distraction and annoyance in such an environment.
Visitors are asked to refrain from making such noises.

SAFETY CONCERNS
Identifying risks and preventing injury is fundamental to Head Start’s Mission. In an effort
to prevent such happenings at Head Start, our two centers have security measures in place.
Safety features may include security systems, locked doors, classroom cameras, alarm
systems, Sign in/Sign out procedures, and other secure measures in place in an effort to
keep our children safe in their learning environments. Our staff members receive and attend
regularly scheduled Safety Trainings. Staff members also hold CPR and First Aid
Certifications. The Head Start program undertakes these safety measures and build
awareness to ensure the safety of your child.
If these safety precautions inconvenience you in any way, please remember the reason such
precautions are in place—for the safety of your child. Thank you for partnering with us in
order to keep your child safe!

VALUABLES
Money, jewelry, purses, and outside toys are not allowed at the centers. Please do not
send these or other personal items to school with your child. WLVHS/EHS is not
responsible for lost, stolen and, or damaged items.
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SCHOOL CALENDAR
WLVHS/EHS follows the public school system’s calendar as much as possible. Centers
operate between the hours of 7:45 a.m. and 2:30 p.m. Early Head Start
operates between 7:45 a.m. and 2:30 p.m. Each parent shall receive a center
calendar upon enrollment of the child. This calendar will list the first day of class, teacher
work days, dates of home visits, staff training dates, parent/teacher conferences, early
release dates, holidays, and the last day of school. Parents will receive written
notification if the approved school calendar changes.
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CLASSROOM ARRIVAL
Parents are expected to bring their children to the WLVHS/EHS program on time!
Classes start on time. The hours of operation for children enrolled in the Early Head
Start program will begin at 7:45 a.m. and end at 2:30 p.m. Children enrolled in the
Head Start program will begin at 7:45 a.m. and end at 2:30 p.m.

Tardiness Policy
Children are expected to arrive on time in order to receive a nutritious breakfast
provided by Head Start and to be able to participate with their peers in important
classroom activities which begin at the time of arrival.
Parent Responsibilities due to Morning Tardiness
1. Parents who bring their children after the designated arrival time must take their
child to the classroom and notify the teacher of the child’s presence.
2. The parent will then sign the child in on the sign in/out sheet.
3. The teacher will mark “T” in the roll book next to the child’s name.
Teacher Responsibilities due to Child’s Tardiness
1. Teachers should keep track of individuals that have accumulated 5 “T’s” in a 30-day
period or 10 “T’s” for an entire school year. This report is sent to the Family
Advocate.
2. The Family Advocate will follow these steps:
o First- the Advocate will meet with the parents and teacher to schedule a
conference.
o Second- a first meeting will be scheduled with the parent, Family Advocate, and
teacher, to discuss T’s and work together in finding possible strategies and
solutions to help support the family with getting their child to school on time.
o Third- after the meeting, the family will immediately start trying these strategies
at the next school day.
o Fourth- if the strategies of the first meeting are unsuccessful and if the child is
tardy again, the teacher will send a second report to the Family Advocate in order
to discuss and, or provide other strategies that may assist the family and target
the T’s.
o Fifth- a second meeting will be scheduled with the parent, Family Advocate, and
teacher, to help determine why the first problem-solving strategy did not work
and help the parent develop a more viable strategy.
o Sixth- after the family has tried all strategies and remains unsuccessful and the
issue remains unresolved, the parent must agree to complete a Tardiness
Agreement. The Tardiness Agreement will be kept in the child’s file.
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CLASS DISMISSAL
Children in the Early Head Start program will be dismissed at 2:30 p.m. Head Start
children will be dismissed at 2:30 p.m. Parents are expected to pick up their
children on time. We encourage parents not to pick-up their children early, unless there
is an emergency. Classroom doors will remain locked until dismissal times.
Children learn more from the program when they are present for the full-day of school and
this attendance helps prepare them for public school. The person responsible for picking up
your child must be listed on our Authorization Pick Up Form. He or she must show photo
identification to our staff. If an older brother or sister is picking up your child, he or she
must be at least twelve-years-old and must also be listed.

LATE PICK-UP
The Federal Mandated School Readiness Policy: Parents are encouraged
NOT TO pick up their child before dismissal time!
Parents and, or Guardians will make every effort to pick up their child from the
WLVHS/EHS Center on time. Children should be picked up at the school’s assigned
dismissal time so that teaching staff can focus on their afterschool planning time. Student
children of the program, as well as staff’s children will also need to leave at dismissal
time.
Late Parent Pick Up Protocols

The Center Specialist will be notified by the teacher of the name of any student child not
picked up within 15 minutes of dismissal time. The Center Specialist will contact the Family
Advocate and the Family Advocate will make every effort to contact an authorized
person to pick up the child. The role of the Family Advocate will be to carry out the
following procedures:
o
o
o
o

Telephone calls will be made to every available number for the parent(s), and or
guardian(s) and next, to every person authorized to receive the child.
If contact numbers are disconnected or if there is no answer, the Family Advocate
will begin making home visits, starting at the home address on record.
If no one is at home, a door hanger will be left with a brief message that the child is
still physically at school. The message will also include the date and time of the visit.
The Family Advocate will continue to make home visits until an authorized person is
located to pick up the child and, or all resources and contacts are exhausted.
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Teacher Protocols

The Center Specialist will be responsible for any student child still at the center after the
child’s Teacher has left for the day. The following steps will be adhered to:
1. Student children will be treated with kindness and respect. Puzzles, books, games,
etc. will be provided to entertain the children while they wait to be picked up.
2. The Center Specialist and a designated staff person will remain with the
child at all times. At sites where there is more than one Family Advocate, a Family
Advocate would serve as the second individual. At sites where there is one Family
Advocate, the Center Specialist would assign a staff person from the teaching staff to
stay.
3. After every effort has been made to locate the Parent, Guardian or a designated
individual on the Authorization Pick Up Form. The Center Specialist will contact the
Head Start Director by 5:00 p.m.
4. The Center Specialist will call the local Police Department and notify the
police that the child is still at the center and that school staff cannot get
in contact with the child’s family for pick-up. If a police report is filed, a
copy of the police report will be requested by the school and will be kept
in the child’s file at the center.
5. If the officer takes the child from the center, the police officer will be required to sign
the child out on the Head Start Sign-In/Sign Out form.
6. Within 24 hours of the incident, a written report will be emailed to the Head Start
Director and cc’d by email to the Assistant to the Head Start Director.
7. On the day of the First Occurrence- the Center Specialist will emphasize to the
parent/guardian the importance of picking up the child at dismissal and
communicate with the family to figure out the problem. If the child is not picked
up before 5:00 p.m., Follow Steps 6-7 listed above.

Protocols for Center Specialist Support
o

o

On the day of the Second Occurrence -The Center Specialist (CS) will
schedule a conference with the Parent, Family Advocate, Teacher and the CS
to discuss possible strategies to support the family in picking up their child on
time. After the meeting, the family will immediately start trying the
recommended strategies. The CS will provide a copy of the conference notes
to the Head Start Director. If the child is not picked up by 5:00 p.m.,
Follow Steps 6-7 listed above.
On the day of the Third Occurrence - After the first meeting, if the
child is picked up late again, the Teacher will report it to the CS and
Family Advocate to discuss other strategies that may help the family. A
second meeting will be scheduled with the parent to help determine why
the first problem-solving effort did not work and help the parent develop a
more viable one. The CS will provide a copy of the conference notes to the
Head Start Director.
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o

After the family has tried all strategies and the issue is not resolved, the
parent must complete a Late Pick-up Agreement. The Late Pick-up
Agreement will allow the parent to select a time to pick the child up before
dismissal time. The Late Pick-up Agreement will be kept in the child’s file and
a copy will be provided to the Head Start Director.

Attention: No child will be terminated or suspended due to being picked up
late. The program will continue to work with the family until a solution is
found.

SIGN-IN/SIGN-OUT PROCEDURES

The parent and, or guardian or other responsible person bringing a child to the center
must sign the child in at the beginning of the program day.
The parent and, or guardian or other responsible person picking the child up from the
center must sign the child out at the end of the program day.
Attention: The person who picks up your child must be listed on the
Authorization Pick Up Form. If the teacher and, or the teacher assistant does
not know the person picking up the child, he/she must present identification
before the child can be released to them.
Attention: If an older brother or sister is signing your child in OR out, he/she
must be at least 12 years-old and must be listed on the Authorization Pick Up
Form. Classroom volunteers are not permitted to release children.

CLOTHING
Your child will participate in many fun indoor and outdoor activities. Please dress your
child in comfortable play clothes and shoes in which he or she can paint, run, jump,
climb, and play in the sand. We will not be responsible for damaged or lost clothing. We
recommend shoes that are sturdy and with non-slip soles such as tennis shoes/sneakers. A
change of clothing will be kept at the center (with each item labeled with your child’s name)
for your child in case of accidents. If clothing is soiled, it will be sent home. You will need to
send another set of clean clothes the next day. Clothing should reflect the need for the
season.

DIAPERS, DIAPERING
& POTTY TRAINING

Disposable diapers are provided by the program for infants, toddlers, special needs
children, and any other children who may require them. The brand will vary depending on
inventory. If the parent wishes to bring diapers or pull-ups from home, this will be
considered as an “in-kind” donation to the program. No child shall be excluded from the
program due to potty training. Staff will work with parents to determine when a child is
ready to transition from diapers to pull-ups t0 underwear. Parents should ensure that extra
clothing is available in case of accidents.
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FORMULA
A ready—to use, milk—based fortified infant—formula approved by CACFP and bottles are
provided by the program for all infants. If your infant does not use this formula, additional
formula may be purchased with documentation from a physician. If a parent wishes to
bring ready—for—use formula from home, this will be considered an “in-kind” donation.
The sealed can of formula must be within its expiration date.

BREAST FEEDING AREA

Each Early Head Start Site has a designated private area for mothers to breastfeed their
child.

CONTACT INFORMATION POLICY
It is important that parents or their designee are available at all times. Immediate contact is
necessary for cases of illness, accidents, natural disasters, and other unforeseen
emergencies. Home, cell, work, and emergency telephone numbers must be kept current.
Home or apartment addresses must also be kept current. Center staff must be notified
within 24 hours when contact and, or release information changes.

CONTACTING PARENTS
We must have current parent contact information. When parents are contacted in cases of
emergencies, including sickness, accidents or disruptive behavior, parents are expected to
respond. Failure to respond will result in a meeting with the Center Specialist and with the
Program Director.

INCLEMENT WEATHER POLICY
WLVHS/EHS centers will observe the same policy as the local school district. If the school
system is closed due to inclement weather, the Head Start center will also be closed. The
Emergency Procedure Manual, which outlines all emergency procedures is on file for
inspection at the Center Coordinator’s office.

EMERGENCY DRILLS
All centers have procedures in place to address emergency situations such as fire, inclement
weather, and safety. The centers also conduct unannounced emergency fire drills on a
monthly basis. All children, staff, and visitors must participate.

ATTENDANCE POLICY
The goal of the WLVHS/EHS program is to provide ongoing educational activities designed
to build social, emotional, and cognitive skills in order to prepare children for educational
success. Regular program attendance is important to ensure that children are exposed to
all activities designed to advance them from one objective to the next.
Our program is required by the federal mandates to document the reason for each absence if
a child is not in attendance. Therefore, when your child misses school, you must either call
the center to notify the staff with the reason for the absence or document the reason for the
absence the following day. If your child is dropped off, you will be asked to sign the child back
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into school and give the reason for the absence. In cases where your child is sick and has seen
a doctor or your child has a medical appointment, you are asked to provide the school with a
doctor’s excuse.
This program documents all absences and the reason for the absences. This program
adheres to an absentee follow-up procedure. The cooperation of parents and all its staff are
required and encouraged to document the child’s absence from the program, accurately.
When a child has accumulated 4 absences, the parent will be asked to participate in an
attendance meeting with the center staff. The purpose of the meeting is to address the
absences and also to discuss options to support the child’s regular attendance. Once a child
has accumulated 10 absences, staff will review the child’s non-attendance patterns and
review any and all documented progress. At this time, a decision will be made if it is feasible
for the child to continue his/her participation in the program.
If a child is absent (4) days and there has been no contact with the center by the
parent or guardian, your Family Advocate is required to make a personal contact,
which may include a home visit with your family.
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DISABILITIES SERVICES INFORMATION
DISABILITY SERVICES
Children with documented disabilities and their families receive the full range of Head Start
developmental services. Each child with an Individualized Education Plan (IEP) or an
Individual Family Service Plan (IFSP) receives additional support to assist with reaching
educational goals. Staff members work closely with parents and community agencies to
provide beneficial services that meet the exceptionalities of the child with disabilities.
Informative workshops and parent trainings specific to IEP and Individuals with Disabilities
Education Act (IDEA ‘04) are scheduled for the upcoming school year.
MENTAL HEALTH SERVICES:
The primary role of Head Start Mental Health Service is to provide activities that
encourage the social and emotional development of children who are enrolled in the
program. The Head Start agency has a mental health consultant to assist families who
may have substance abuse problems, domestic violence and, or stress-related issues. The
staff receives training while working with children and families who may be dealing with
child behavior difficulties. Mental Health consultants also support families in maintaining
healthy functioning-levels and “Mental Wellness.”
In some instances, a teacher or parent may notice that a child is struggling and is displaying
concerning behaviors in the classroom or at home. Parents will be contacted to discuss the
situation or parents may contact the teacher to discuss their concerns. Many preschool age
children experience periods of non-compliance and stress as they develop. Mental Health
consultants can teach children and their families how to handle stress in a more positive
way, if services are deemed necessary.
Our Program Goal: To promote “Mental Wellness” via encouragement of positive social
interactions between children by using social and emotional screening curriculum
activities and by conducting general (and periodic) classroom observations throughout
the school year. We ensure that our classroom environments remain supportive,
responsive, and positive while meeting children’s needs. Parents will complete a social
and emotional screening form granting permission (this is only for EHS) to conduct
observations on your child in order to determine if additional services may be needed.
Attention: WLV Head Start has a Mental Health Consultant who is a licensed
professional counselor. Services are made available to child/students,
families, and Staff.
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CHILE PLUS
Child Health Initiative for Lifelong
Eating and Exercise

CHILE PLUS is an evidence-based,
multidisciplinary nutrition and obesity
education prevention program used
among American Indian and Hispanic
children enrolled in Head Start Programs
across Rural New Mexico.

CHILE PLUS is funded by the New

Mexico Human Services Department as a
Supplemental Nutrition Assistance
Program Education (SNAP-ED) Project.

Health and Wellness Components
Health Services Timelines:
Within 30 days must determine if a child has an ongoing source of continuous
health care and insurance coverage.
Within 45 days a health professional will screen or obtain an updated evidencebased vision and hearing evaluation. Vision Screens use Plusoptixn, spot vision,
and Hearing Screens use an OAE Otoacoustic Emissions Tool.
Within 90 days the health professional will ensure children are up-to-date on
all required screenings based on New Mexico Early and Periodic Screening,
Diagnosis and Treatment as well as immunizations required by the CDC and
those recommended by the Head Start Health EPSTD Service Advisory
Committee.
*Parents must provide documentation throughout the year that their child is
obtaining
 dental and well child visits.
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School Nurse Responsibilities
➢ Maintains a Health Service Advisory Committee made up of
Community Members, Health Professionals, and Parents who guide
and develop policy to ensure the health and safety of all children and
staff.
➢ Conducts General Health assessments, monitoring growth by
evaluating height/weight and BMI, developing safety procedures for
injury prevention, First Aid and CPR Emergency Care, Medication
Administration for acute and chronic illnesses, and assessing
children to evaluate their need to remain in school or to be
temporarily excluded for illness.
➢ Develops /Enforces policies related to health, safety, and nutrition.
Included are environmental monitoring or the site and evacuation
plans in case of emergency. Oral health care is enforced in the
classroom on a daily basis and the implementation of allergy plans for
students, if needed.
➢ The Nurse Role is Dictated by the Nurse Practice Act, New Mexico
School Health Manual and the Public Education Department.
Attention: In the event of a medical emergency that requires immediate
attention, school staff and professionals will call 911.
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Education Component Information
Areas of Curriculum for Early Head Start

The WLVHS/EHS Curriculum provides Guidance and Strategies:
 Supporting infant and toddler development and learning; engaging in
responsive interactions and relationships with children; and partnering with
families.
 Staff use what they know about each child's strengths and needs and each
family's goals to plan their use of the curriculum.
Early Curriculum Essentials









Building Relationships
Responsive Interactions
Language Development
Supporting Early Math Learning
Supporting Early Science Learning
Individualizing Care for Infants & Toddlers
Infants Make Meaning
Follow the Baby

Early Childhood Goals
Primary Objective:
 To increase moderate to vigorous physical activity in a variety of settings
 With preschool-aged children
 With families
 With staff
Secondary Objective:
 To integrate active learning via physical activity.
 School readiness skills
 Motor skills for development
 Music & Nutrition
Physical Activity:
Provide 1-2 hours of physical activity throughout the day, including outside play
when possible.
Screen Time:
No Screen time for children under 2 years. For children age 2 and older, strive to
limit screen time to no more than 30 minutes per week during child care, and work
with parents and caregivers to ensure children have no more than 1-2 hours of
quality screen time per day (as recommended by the American Academy of
Pediatrics).
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Food:
Serve fruits or vegetables at every meal; eat meals family-style whenever possible
and don’t serve fried foods.
Beverages:
Provide access to water during meals and throughout the day and don’t serve sugarsweetened drinks. For children age 2 and older, serve low-fat 1% or non-fat milk,
and no more than one 4-to-6-ounce serving of 100% juice per day.
Infant Feeding:
For mothers who want to continue breastfeeding and provide their milk to their
infants, we welcome them to breastfeed during the child care day, and we support all
new parents’ decisions about infant feeding.
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DEVELOPMENTAL SCREENING ASSESSMENTS

To keep up with the development of our children, assessments are completed three times a
year. At the end of each assessment, the results are reviewed with the parent/guardian.
Parents and staff review the child’s Individual Learning Plan (ILP) and create goals as
needed. This involves the parent in the education of their child and continues the
education process in the home environment.
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WEST LAS VEGAS HEAD START/ EARLY HEAD START
ERSEA SYSTEM
Eligibility, Recruitment, Selection, Enrollment, and Attendance
Applications for the Program Year are picked up in the ERSEA Office. Each application
is numbered after completion. All information is kept in a locked fireproof cabinet
located in the ERSEA Office.
To keep up with the development of our children, assessments are completed
three times a year. At the end of each assessment, the results are reviewed
with the parent/guardian. Parents and staff complete a progress and
planning form. This involves the parent in the education of their child and
continues the education process in the home environment.

Eligibility
(13054 of the Head Start Performance Standard)
★ Child Must Be Age and Income Eligible (Age 3 or 4 before September 1st).
★ Birth Certificate, baptismal certificate, or hospital record must be presented.
★ Verification of previous 12 -months income such as income tax returns.
★ ERSEA Specialist will verify the information on the application.
★ Once age and income eligibility has been established, the parent must present
current immunization record. One copy is kept in the child’s file.
★ A copy of the child’s proof of health insurance is kept in the child’s file.
★ Parent verification of current physical exam must be provided at time of application.
★ Original Documents will be returned to the Parent.
Attention: A copy of proof of birth is not kept in the child’s application.
Attention: A copy of income verification is not kept in the child’s application.
Attention: The Federal Government publishes the Annual Federal Poverty
Income Guidelines which the WLVHS/EHS adheres to as a mandate.
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ERSEA Forms
Parents must complete and return applications in person to the ERSEA Head Start
Specialist. Intake form 4 will be completed by the ERSEA Specialist and parent when
the application is returned with all necessary documents.
Intake form 5 will include First and Last Name, Date of Birth (as shown on Birth
Certificate or Hospital Certificate), insurance information, medical provider and dental
information, and disability information is recorded.
Verification of Physical exam is Recorded by physicians on the Head Start Child Physical
Exam Form.
Dental Exam is Recorded on Head Start Child Health Assessment Form.
Physical and Dental Forms are available in both the ERSEA Office and the
www.wlvheadstart.com

Attention: If for some reason the physical exam and dental exam are not
available at time of registration, inform the parent that they must be
presented by the time the program year begins.
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Attendance
(1305.8 of the Head Start Performance Standard)
Children of the Head Start Program are expected to attend a minimum of 85%. We
encourage parents to call into the center when the children are absent and bring a
doctor’s excuse when the child has missed more than 4 days due to illness.

Attendance Forms
★ Four Consecutive Days Absence
★ Ten Consecutive Days Absence
★ Monthly Attendance (From the Classroom Attendance Book)

CHILD PLUS Data Tracking System
Attendance Tracking Protocols
★ Four Consecutive Days Absence/Ten Consecutive Days Absence submits to
Classroom Caseload Specialist who submits to ERSEA Specialist.
Attention: The forms will be returned to the Classroom Specialist to be
filed in the child’s file.
➢ Monthly Attendance is given directly to the ERSEA Specialist to calculate each
classroom’s attendance percentage for the month. All classroom attendance is
calculated to arrive at a monthly attendance percentage for the Entire West Las
Vegas Head Start Program.
➢ All forms are filled in the ERSEA Binder located at the ERSEA Office.
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Fees
NO FEES are charged by the Head Start Program for Income Eligible or Income
Ineligible children in order to attend.

Community Agreements
Recruitment
Policy: Recruiting Families most in need of Head Start services for the
upcoming school year beginning in the month of April and throughout the
year:
➢ Community Partnership Agreements: Las Vegas Daily Optic
➢ Local Radio Stations: KFUN & KNMX (Head Start News &
Information)
➢ Local Businesses Post WLVHS/EHS Program Flyers
-

-

Teachers Participate in Community Recruitment Days
Memos and Program Letters are sent home with children
WLVHS/EH Staff call Families on the Waiting List
WLVHS/EHS attend Community Fairs: Child Find,
The People’s Fair & Literacy Fairs
WLVHS/EHS work with outside agencies: Child Find
Workshops & New Vistas on Recruitment, Referrals and on the
Identification of children with disabilities
Teachers, Staff, and Administrators Actively Recruit

Selection & Child Confidentiality
(1305.6 of the Head Start Performance Standard)
➢ Selection: Begins in Early June
➢ Processed Applications: Application Numbers are Assigned
(Replacing Child’s Name).
➢ Applications are on a Point System, according to Selection Criteria.
➢ Applications are Ranked According to Point Systems.
➢ Selections are Made from the Highest-Lowest application points.
➢ Income Eligible Participants are Notified Before the School Year.
➢ Up to 10 % over income may be selected to be enrolled in Head Start.
➢ Procedure is similar to Income Eligible Children regarding Point
System as per Selection Criteria.
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Enrollment and Re-Enrollment
(1305.7of the Head Start Performance Standard)
➢ Income Eligible children who are Enrolled in WLVHS Program

➢
➢
➢
➢
➢
➢

remain Eligible the following program year.
Selection is based on ranked points as per selection criteria.
Enrolled children who are Over Income Standard Guidelines must
begin the enrollment process the following year.
There must be Fully Funded Enrollment on the first day of the
program year.
WLVHS Program will strive to keep a daily average attendance of
about 85%.
Vacancies are filled as soon as possible or within 30 days from the
Waiting List when a child withdraws from the program.
Enrollment Numbers are electronically sent to the appropriate web
site on a Monthly Basis.

Attention: 1302.15 Enrollment
(a) Funded Enrollment: A program must maintain its funded enrollment level
and fill any vacancy as soon as possible. A program must fill any vacancy
within 30 days.

Beginning August 2017: LAP-D
Learning Accomplishment Profile-Diagnostic
Provides a systematic method for observing Individual development of children
functioning in the 30 to 72-month age range. Teachers, special educators, clinicians,
parents, and other professionals can use the LAP-D to provide context for
understanding individual skill development:
➢ Assess the development of young children
➢ Determine a child’s level of functioning
➢ Consists of 226 Developmental skills arranged “Ranking” in four domains of
development and two subscales
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Domains and Subscales:
❏
❏
❏
❏

Fine Motor-Writing & Manipulation
Cognitive-Counting & Matching
Language-Naming & Comprehension
Gross Motor-Body Movement & Object Movement

Attention: Generally, it takes 1-½ hours to administer LAP-D and may
be administered in English and, or Spanish & Individually and, or in a
station-to-station approach. LAP-D should be administered at specific
checkpoints: Beginning, Middle, and End of School Year.

Results: Standard Scores indicate a child’s level of skills Specific-skill
development data-lists mastered and emerging developmental skills &
skills beyond current developmental levels. Used also for Individual
Educational Plans (IEP’s) or Individualized Family Service Plans (IFSP’s).
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Celebration of 50 Years of Head Start: A Parent Story
At five-years-old, Joseph Griego became a Head Start student at West Las
Vegas. He sat in a classroom chair and met his first school teacher, and
graduated. As an adult, Joseph returned to the Head Start classroom as a
father and a volunteer. Nearly 50 years later, Mr. Joseph T. Griego, sits
in the chair as Director of the Head Start & Early Head Start Programs at
West Las Vegas, New Mexico. Mr. Griego continues to serve as a resource
to Head Start parents, Head Start children, and the Head Start school
communities.
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