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Mississippi State Health Department Licensing 

Requirements 
 

We receive health, fire and building inspections that must meet state licensing requirements.  We have 

incorporated those requirements into the Family Handbook in an effort to educate parents about this 

important process. 

Our program meets all State requirements including: 

¶ License to operate 

¶ Insurance requirements 

¶ Fire and safety inspections 

¶ Sanitation and nutrition guidelines 

¶ Staff qualifications and ratio guidelines 

¶ Personnel records and health requirements for staff members and volunteers 

Some of the procedures we have in place, many of which are addressed in this Family Handbook, 

include: 

¶ Head Start must report possible child abuse and/or neglect to the proper authorities. 

¶ A child with a contagious disease cannot attend school. 

¶ Head Start must follow Health Issues Policy and Protocol. 

¶ All volunteers must attend Volunteer Orientation and have a current Form MS 121 Health 

Record from the Mississippi State Department of Health. 

¶ Verbal abuse and corporal punishment is prohibited. 

If you have any questions, comments or concerns about any issue at Jackson County Civic Action 

Committee Head Start, we ask that you first speak with a staff member, your childôs teacher or Center 

Specialist.  If the issue is not resolved, feel free to speak with Phyllis Owens, Head Start Program 

Design Manager, at 228-471-1250.  If the issue remains unresolved, please contact Vanessa Gibson, 

Program Director, at 228-769-3401. 

After going through the proper channels and the issue is one that affects the Mississippi State 

Department of Health, please contact Karen House at the Pascagoula Health Department at (228) 762-

1117 to voice your concerns. 

 

Print Parentôs Name  ________________________________________________________________ 

 

Parentôs Signature ______________________________ 

 

Date   _____________________________ 
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Acknowledgement 

 

 

This acknowledges that I, ______________________________, have received my copy of the 

Jackson County Civic Action Committeeôs Head Start Family Handbook.  I understand it is my 

responsibility to read and review the policies in it.  Should I have questions on the content, I will speak 

with my Center Specialist for clarification. 

The information addressing Mississippi State Licensing Requirements and the After School Infraction 

Policy has been explained to me, as well as the penalties if requirements are not met. 

I acknowledge that while Jackson County Civic Action Committee, Inc. has specific plans, policies 

and procedures for operations, they are not conditions for recruitment of children. 

This Family Handbook is a guide and resource booklet subject to change without prior notification.  

With this understanding, I accept this Head Start Family Handbook. 

 

Print Parentôs Name  ________________________________________________________________ 

 

Parentôs Signature     ____________________________      Date   _________________________ 
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Parent/Guardian Agreement 

 

I am a parent/guardian and I am willing to work with and assist Jackson County Civic Action 

Committee, Inc. in developing a quality Head Start Program.  I am also willing to assist Jackson 

County Civic Action Committee, Inc. in whatever way I can to have a smooth and professional 

operation during this school year.  Therefore, I, as a parent/guardian will: 

1. Make sure my child attends school each day, however, I will not send my child to school 

when he or she is ill.  Agree _________ Disagree_________ 

 

2. Notify the Center Specialist when my child will be absent from school because of illness or 

for any reason.  After three (3) consecutive days of absenteeism, I will receive 

correspondences from the Central Office expressing concern and further instructions.  Failure 

to respond to instructions from the Central Office may result in transportation suspension for 

three (3) to five (5) consecutive days.  A home visit by the Family Service staff may be 

conducted when the parent or relative cannot be located by phones or by other means.    

Agree _________ Disagree_________ 
 

3. Sign my child in and out before taking him or her to and from the center. 

Agree _________ Disagree_________ 
 

4. Consent to having pictures taken of my child for newspaper displays, bulletin boards, or other 

publications or promotional purposes. 

Agree _________ Disagree_________ 
 

5. Allow my child to accompany his class or center on all approved scheduled field trips. 

Agree _________ Disagree_________ 
 

6. Agree to at least two (2) Parent/Teacher Conferences and allow center teaching staff and 

component staff to conduct two (2) home visits during the school year. 

Agree _________ Disagree_________ 

 

7. Abide by the policies and procedures of the Transportation Department concerning my childôs 
safety and welfare which is included in this Family Handbook. 

Agree _________ Disagree_________ 

 

8. Observe all policies and procedures. 

Agree _________ Disagree_________ 
 

9. Not bring any type of weapon on the premises of the Head Start centers or public school 

property and refrain from using tobacco products on the premises. 

Agree _________ Disagree_________ 
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10. Agree not to bring any outside food including cakes, chips, sodas, etc. to any Head Start 

center or site.  Please wear appropriate clothing when or your representative come to the 

centers with your children (i.e. no pajamas, house slippers) 

Agree _________ Disagree_________ 
 

11. Agree to park in the designated parking zones only and respect the bus zones and areas 

designated as ñno-parking.ò  This is for the safety of the children and individuals entering 

and exiting the building. 

Agree _________ Disagree_________ 
 

12. Designate and make sure an authorized person receives my child after school, or I will be 

subject to child neglect procedures that are also specified in this Family Handbook. 

Agree _________ Disagree_________ 
 

13. Notify the center and/or Family Service staff of any changes concerning the status of my 

family where my childôs records or files are involved (i.e. address or telephone number 

change, Medicaid status, etc) 

Agree _________ Disagree_________ 
 

14. Attend all parent conferences concerning my child during the school year. 

 Agree _________ Disagree_________ 
 

15. Authorize Jackson County Civic Action Committee, Inc. to send my childôs records to the 

public school district to assist them in transitioning and pre-registration procedures 

Agree_________ Disagree_________ 
 

16. I have read, discussed and received a copy of the Child Care Regulations Summary for 

parents and I have also been notified how I may review the State of Mississippi Health 

Department Childcare Regulations booklet. 

 

17. Agree _________ Disagree_________ 
 

18. Please sign below indicating that you have read and understand this agreement.  All of the 

above will be monitored and passed on to the public school system.  Special permission will 

be requested from parents of children in the Special Services (Disabilities) Program. 

Agree _________ Disagree_________ 

 

 

 

Parent/Guardian Signature      Date 
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Jackson County Schools 2009-2010 Academic Calendar 
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Moss Point/Pascagoula Schools 2009-2010 Academic Calendar 
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This family handbook has been prepared to provide information concerning the 
policies and procedures of the Jackson County Civic Action Committeeôs Head 

Start Program.  Every effort has been made to ensure the best possible 
learning environment for all students.  The program is in need of your help and 

cooperation.  It is important that each student understands the conduct 
requirements and is encouraged by his/her parents to obey the rules and 

regulations of the Head Start Program. 

 

Address and Telephone Number Changes 

It is the parentôs responsibility to report any change of address or contact information to the Center 

Specialist, Teacher or Family Service Worker immediately by signing the required forms.  You must 

visit your assigned Family Service Worker or the Family Health and Community Partnership 

Coordinator to request a change in Head Start authorized representatives, centers or transportation.  

Phone calls will not be accepted.  Changes will be granted based on availability.  Parents must 

complete required forms prior to the change. 

Admission Information 

Head Start is an early childhood educational development program that primarily serves three to five 

year olds from low-income families.  Families must meet enrollment requirements and complete the 

enrollment process before being accepted into the program.  As a part of that process, all applications 

must be signed by the parent or legal guardian of the child. 

Children will be accepted into the program based on space availability.  If there is no space in your 

childôs center district, you will be placed on the waiting list.  Head Start does not discriminate based 

upon race, creed, gender, religion, color, national origin, or disability and a child will not be excluded 

because he/she is not potty trained.   

Admission of Students Into The Buildings 

Breakfast is served promptly at 8:30 a.m. and late arrivals are extremely disruptive to class schedules.  

If your child has a medical appointment that day, please bring a medical excuse and the child will be 

accepted into the center.   Oak Park students should arrive at school by 8 a.m. 

Centers located at public schools have different operational hours from other Head Start centers.  

Parents will be informed at Parent Orientation of those hours.  Most centers allow children to arrive at 

the center at 7:45 a.m., but no later than 8:30 a.m.  Although staff is present before that time, they are 

preparing for the school day and the safety of children arriving before the designated time is a 

concern.  Children must be accompanied by an adult to their classroom.  They must be signed in and 

out daily.  This policy is firm.  Never drop your child off at the door. 

Head Start has implemented a strict dress standard for all adults accompanying children into the 

center.  Adults should not come dressed in pajamas or clothing that is too revealing.  Head Start 

staff members reserve the right to deny acceptance of your child if the adult comes in inappropriately 

dressed.  This may cause your child to miss planned daily classroom activities until the dress standard 

is properly addressed. 
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Attendance and Absenteeism 

It is important that your child attend school daily.   When the average daily attendance rate in a center-

based program falls below 85%, the causes of absenteeism must be analyzed.  If the absences are a 

result of illness or well-documented for other reasons, no special action is required.  However, 

absences from other factors, including temporary family problems that affect a childôs regular 

attendance, will receive special support services for all children with three (3) or more consecutive 

unexcused absences.   

Chronic absenteeism is defined as twelve (12) or more unexcused absences per semester. (August ï 

December and January ï May).   After six consecutive or twelve or more unexcused absences per 

semester, the child may be dropped from the program and placed on the waiting list. 

In the event of long-term illness, surgery, recuperation and/or extended home stay, a parent must 

submit a physicianôs statement describing the ailment and the length of the recuperation period to the 

FSW/Center Specialist. 

After School Infraction 

1. If there is no adult or approved authorized person to accept a child when delivered home, the child 

will be returned to the center.  A second attempt to deliver the child home will be considered if it 

is on the return route to the center.  The Bus Driver/Monitors will notify the designated Family 

Service staff that the child has been returned.  A transportation referral will be completed by the 

monitor and signed by the bus driver. 

2. The designated Family Service or teaching staff will attempt to contact an authorized adult to pick 

up the child. 

3. The agency staff will remain until the child is placed in the custody of the authorized person.  

Exception to this rule: when a child has been turned over to the Police Department or the Social 

Worker designated by the Department of Human Services (DHS). 

4. The Parent/Guardian or authorized person must give a written statement as to the cause of the 

infraction.  The statement must be signed and a copy will be placed in the childôs folder. 

5. The Center Specialist and the Family Health and Community Partnership Coordinator are notified 

of each infraction. 

6. *After one (1) infraction, a meeting is held with the parent/guardian to reinforce the importance of 

complying with the rules and regulations of the agency and informing them of the number of 

infractions allowed (three) and the seriousness of the offense.  This will be documented in the 

Family Service Workerôs file.   

7. *After a second (2) infraction, a follow- up letter will be sent to the parent/guardian and/or a home 

or office visit will be conducted to discuss and explain to parents the infraction rules.  Input is 

requested to try to avoid additional infractions. 
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8. *If a third (3) infraction occurs, transportation services will be suspended, (unless extenuating 

circumstances exist) and the parent will be notified.  The Head Start Program may also notify the 

local Police Department and submit a referral to the Department of Human Services (DHS) for 

suspected child neglect or lack of supervision. 

*Items 6 ï 8 will also apply for children who are picked up late from the center. 

Behavior Policy 

It is the policy of Head Start that parents are notified immediately if a childôs behavior in the 

classroom becomes potentially harmful to themselves or others.  We are dedicated to providing a safe 

and nurturing environment where children can learn, grow and develop.  If a childôs behavior 

continually interferes with the learning process, the teacher, parent, LEA, and Mental 

Health/Disabilities Specialist will work together to develop a plan for intervention strategies and 

goals.  If intervention strategies fail, an alternate placement may be recommended. 

Child Abuse and Neglect 

Head Start considers child abuse and neglect very serious matters.  We are trained regularly on these 

issues and are required by state law to report any suspicion of child abuse or neglect.  We have 

licensed social workers on staff who may be called in to assess the situation.  Staff members are not 

permitted to discuss their suspicions with family members or to disclose that a report was made.  Strict 

confidentiality is maintained concerning these reports.  Staff members who fail to report suspected 

abuse or neglect are subject to disciplinary action, including termination, and may also be subject to 

criminal prosecution. 

Primary types of abuse include physical, sexual, psychological, and emotional abuse, dental, medical, 

educational, and physical neglect.  Physical abuse includes any type of physical mark, not limited to, 

burns, bruises, fractures, sprains, belt whelps, cord marks, and other types of lacerations or marks on a 

child.  Child neglect is considered, but is not limited to, lack of food, supervision, adequate shelter, 

appropriate clothing for the weather, and also lack of medical or dental care and attention. Such abuse 

will immediately be reported to supervisors or authorities and proper measures will be taken for the 

protection of the child.  Reports of suspected child abuse or neglect are made to the Mississippi 

Department of Human Services (DHS), Child Abuse Hotline at 1-800-222-8000.  If you have any 

questions or concerns about this policy, please contact the Program Director.  

Child Nutrition Information 

The Head Start Program provides its children with breakfast, lunch and afternoon snack on a daily 

basis.  If your child has any dietary restrictions due to religious practice or food allergies, please 

inform the classroom teacher and the Health Services staff.  No outside food is allowed at any 

Jackson County Civic Action Committee, Inc. Head Start Center.  Head Start follows the 

standards of nutrition set by the United States Department of Agriculture (USDA).  Meals and snacks 

provided through our program are low in sugar, fat and salt and are well balanced to 

encourage children to try foods from all major food groups. 

Head Start children with internal kitchens are provided meals in the setting of their 

classroom and dine ñFamily Styleò, where the food is served in small group format 
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and conversation is encouraged.  This is similar to the way that families may dine at home.  Head Start 

classes within the public school districts may dine in the school cafeteria setting and will be provided 

meals from the public schoolsô menus. 

Parents are asked to contribute to the Head Start menus by attending Nutrition Trainings and receiving 

nutritional counseling from qualified staff.  Parents are encouraged to submit ñBanner Day Menusò 

which feature parent meal selections at all sites along with nutrition facts. 

Child to Staff Ratios 

The number of adults required to be present in the centers and/or class room is established by the 

Mississippi State Child Care Regulations and Head Start Performance Standards.  Our program meets 

this ratio requirement as a standard practice.  The requirements are as follows:   

Children age two to five years of age have a 10:1 student to staff ratio.  

We also utilize volunteers and student-teachers in our program from time to time.  These individuals 

are not counted as part of our child to staff ratio. 

Confidentiality Information 

The individual dignity of children, families and staff members will be respected and protected at all 

times in accordance with state law.  Information about children, families and staff members will not 

be divulged to anyone other than the persons who are authorized to receive such information.  This 

policy extends to both internal and external disclosure. 

Staff members are not permitted to give information about another child or family in the program.  

This includes situations that appear evident, such as discussing why a child uses a wheelchair.  This 

also includes situations in which your child was involved, such as a biting incident.  Please do not put 

staff in the position where they may violate policy or be subject to disciplinary action by asking for 

any information about another child.  Staff members are also prohibited from discussing confidential 

information about other staff members.  If you have any questions or concerns about a staff member, 

you are encouraged to speak with the Center Specialist of Program Director. 

Jackson County Civic Action will release information about your child only with your written 

consent.  If you want records provided to another facility or school, you must sign a Release of 

Information Form before we will release the information.  These forms are available in the Main 

Office.  This policy is adhered to very strictly with no exceptions made. 

We ask you to give each center an opportunity to address concerns before seeking outside assistance.  

We are always concerned about the families we serve and encourage you to express your concerns 

through the proper channels. 

Curriculum 

The Creative Curriculum, which is designed specifically for three to five-year olds, is a 

developmentally appropriate curriculum for Head Start.  We individualize for each child, offering 
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activities that stimulate language development, literacy, mathematics, scientific exploration, social, 

emotional, and physical health development. 

Daily Schedule of Activities 

Head Start provides a variety of learning activities for children every day.  The teacher in your childôs 

class will keep you informed about the daily, weekly and monthly lesson plans. Parents are 

encouraged to give input on these lesson plans.  As part of our schedule, we take the children outdoors 

daily, when weather permits.  Outdoor play allows children to strengthen their motor skills and 

provides a change of scenery along with fresh air.  During cold weather, we request that you send 

gloves, hats, and warm coats.  Please dress children with weather and playtime in mind. 

The need for naps varies with each child.  Children are encouraged to take naps daily.  Some children 

find daily, quiet rest time essential.  Each child will have their own cot.  We request families bring a 

small travel pillow and a blanket marked with the childôs name.  These items will be sent home 

weekly.  Families are responsible for laundering the items each week and sending them back to the 

center.  

Dental Neglect 

Children, especially toddlers, should receive two dental examinations per year.  Medicaid and most 

private insurers provide coverage for two cleaning exams per year as part of a 

preventative care treatment plan.  Head Start takes dental hygiene very seriously and 

provides dental awareness and education for parents of children who have been 

referred for dental neglect.    Extreme cases may be reported to the authorities as a 

form of child neglect.  If you have questions or concerns regarding this subject, please 

contact the Family Health and Community Partnership Coordinator to discuss this 

matter further. 

Disability Services for Children 

Head Start regulations for children with disabilities provide extensive guidance on appropriate 

screening, assessment and service procedures.  These actions are in compliance with the Individuals 

with Disabilities Act (IDEA).  The Local Education Agency (LEA) is responsible for assuring that an 

evaluation that meets the requirements of IDEA is provided for all children who are referred for 

screening.  Head Start has established relationships with the LEA and other resources to ensure that 

the special needs of children with disabilities are met. 

Dress Code Information 

Centers within public schools may require your child to wear uniforms.  Speak to the Center Specialist 

or your childôs teacher to get specific details on those requirements.  We must stay within the schoolôs 

suggested dress code guidelines.  Speak to your Family Service Worker or Center Specialist if you 

need assistance with uniform arrangements.  Some schools may have used uniforms from the previous 

year on hand and may be able to assist you. 

Our curriculum includes outdoor play and floor exercises, so we strongly encourage you to dress your 

child in comfortable play clothes.  It is also important that they are dressed in clothes that they can 
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manage on their own in the restrooms.  Children should also be dressed appropriately for the weather 

conditions.  Warm clothing is mandatory in cool weather. 

Children should not wear clothing that has stringed hoods, necklaces, bracelets, and chains, which can 

be a strangling and choking hazard.  Other jewelry items, such as rings, beads and earrings that can 

fall off are also choking hazards.  Flip flop or thong-style shoes and sandals should not be worn to 

school because they are tripping hazards and are not considered appropriate attire for outdoor/exercise 

playtime. 

Family and Teacher Conferences 

Classroom staff members will keep families informed of their childôs progress and interests during 

informal conversations during drop-off and pick-up times.  Staff members will schedule two formal 

teacher and family conferences to share information, concerns, and assess the childôs skills and 

readiness to move onto the next level.  If a family has a concern that they would like to discuss in a 

formal conference, they should notify the teacher, who will schedule the meeting as soon as possible. 

Family Code of Conduct 

It is the role of every person to treat staff members, children and family members with dignity and 

respect.  We also expect that all adults in our program settings conduct themselves in the following 

manner: 

¶ With courtesy and respect, 

¶ By dressing appropriately, 

¶ With patience,  

¶ By treating people the way that you want to be treated, 

¶ By modeling how we want our children to treat others, and 

¶ By acknowledging and celebrating the cultures and practices of other people and families, 

though possibly different from your own. 

Under no circumstances will the following behaviors be allowed: 

¶ Physical or verbal abuse of children, staff members, and other family members, 

¶ Use of threats, profane and/or vulgar language, quarreling and raising voices with children, 

staff members and other family members, 

¶ Violating safety practices,  

¶ Bringing tobacco products, drugs, alcohol or weapons to centers or events, and; 

¶ Violating program policies and procedures 
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If any of the above behaviors occur, the parents involved will be asked by a staff member, privately if 

possible, to stop the inappropriate behavior.  If it continues, staff members will call the proper legal 

authorities immediately.  Jackson County Civic Action Committee, Inc. Head Start reserves the right 

to terminate service to any family who violates this Code of Conduct. 

Family Partnerships 

Each family is given the opportunity to sign a Family Partnership Agreement Plan that addresses 

issues of health, social service needs, transportation needs, employment interests, family concerns, etc.  

Families agree to participate in the process of identifying their familiesô strengths and setting goals 

they have established.  The Family Health and Community Partnership staff assists families in 

connecting with community agencies as well as with any other area of need.  These plans are used to 

help the families achieve the goals they have identified. 

Field Trips 

Field trips are special occurrences and parents will be informed about any 

planned trips well in advance.  Parents are required to sign permission slips 

and return them to school or the child will not be allowed to participate.  

Parents are welcome to attend the trip and ride the bus, but children who 

are not currently enrolled in the Head Start Program are not permitted to 

ride the bus on those trips. 

Health Issues 

Oral Medication Administration 

Oral medication is administered on an individual basis and only at the discretion of the Family and 

Community Partnership Coordinator or Child Development Manager.  No oral medication will be 

given until the parent comes to the Head Start center and a health conference is held with designated 

staff members.  The parent must also complete necessary forms for medication administration.  

Medication must never be given to the bus monitor or bus driver without prior written authorization.  

All medication administered by staff members must be in its original container. 

Procedures for Treatment of Infectious or Contagious Diseases 

If you suspect that your child has an infectious disease (ringworm, impetigo, scabies, etc.), seek 

medical attention immediately.  You are required to keep the child at home until the infected area has 

cleared or healed.  A child having a serious contagious condition shall not be permitted to return to the 

center until they have been certified by a physician or the Health Department to be non-contagious.  

Once the infected areas have cleared and are non-contagious, you may bring the child and their 

medical clearance to be examined by Health Services.  Health Services personnel will have the final 

decision as to when they can return to school. 

Lice 

Children suspected of having lice will be checked by the Center Specialist or the Family Health and 

Community Partnership Coordinator.  If evidence of lice is found, the child will be sent home and 
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treatment must be administered.  Once treatment has been administered, the child may return to 

school.  Upon the childôs return to school, he/she must be examined by the Health Service personnel.  

If nits are found on the hair shaft and are ñbrownò in color, the child may be allowed to stay at the 

center, if the nits are ñwhiteò in color, they are considered to be ñsubject to hatchò and viable, the 

parent will be asked to take the child home for further treatment.  The parent should contact the   

Jackson County Health Department for further medical advice. 

Human Bites 

When a child is bitten by another child, the staff must administer first aid.  If the skin is broken, the 

staff will apply first aid.  The parent must be notified by the supervisor/designee of the occurrence.  

All accidents involving children must be reported to the appropriate supervisor, such as the Program 

Director, Program Design Manager, Officer, and the Center Specialist for incidents at school and the 

Fleet Supervisor for incidents on the bus.  An incident report form must be completed and submitted 

to the supervisor immediately following the incident.  In addition to major injuries, human bites that 

break the skin, and all injuries involving the head must be referred to a physician.  All human bites 

involving broken skin must be treated by a doctor.  The parent must be contacted by the Center 

Specialist or designee and informed of the need for immediate medical attention.  Children may not 

attend school with stitches or casts for broken bones until cleared by a doctorôs statement. 

Children with Colds 

Children who have colds with no signs of a fever will be allowed to attend school.  Children who 

appear ill with severe colds or flu symptoms will be sent home with instructions to the parent to have 

the child remain home until the illness subsides.  The following diseases must be reported to the local 

Health Department: 

Polio Tetanus Measles Diphtheria Rubella 

Mumps Hepatitis Giardiasis Meningitis Pertussis 

HIV/AIDS  

Educational information on HIV/AIDS shall be made available through written materials and verbal 

presentation to all Head Start employees and families to help determine the presence of risk factors.  It 

shall be policy to keep all information regarding a childôs or employeeôs health issues completely 

confidential.  No child or employee known to have HIV/AIDS shall be suspended from the program 

unless the infected personôs doctor recommends removal from the program or the determination is 

made by the Head Start Program Director that the infected personôs health needs cannot be met or that 

they pose a health risk to other children, staff members, or families. 

Health Services 

We expect from parents: 

1. Give us your childôs complete health history to the best of your knowledge.  We work with 

your child on a daily basis and it is important that we have a thorough knowledge of your 

childôs health history. 
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2. Have your childôs health screenings completed before your child begins school.  If your child 
receives Medicaid, they are entitled to a Medicaid health screening once per year. 

3. Pick up your child from school when you are notified that your child is sick.  Provide us with a 

responsible person for the care of your child if you are unable to leave work when your child 

is sick. 

4. Get prior approval from the Central Office (228-471-1232) before you take your child to the 

doctor or dentist, if Head Start is to be responsible for the payment of services. 

5. Sign and return all forms for dental screenings and treatment.  Be present when your child has 

a dental examination. 

6. Let us know when your childôs Medicaid status changes.  It is important that we know if your 
child is enrolled or not in the Medicaid Program.  All parents having private health insurance 

for their children must share this information with the Family Health and Community 

Partnership Coordinator. 

7. Keep your childôs immunization record up to date.  You will be notified when their 

immunizations are due and all children enrolled in Head Start must maintain current shot 

records on file at our centers at all times. 

What you should expect from us: 

1. We will assist you in locating health care providers for your family. 

2. We will provide health education and updated information on medical concerns in the parent 

newsletters and parent meetings. 

3. Through our program, you child will annually be checked for anemia, growth and 

development and receive yearly dental, physical, and visual examinations.  Blood pressure and 

hearing screenings will also be made available. 

4. We will provide appropriate services for health problems detected. 

5. We will administer basic first aid, teach health education and conduct daily health checks for 

each child. 

6. We review your childôs health history and become familiar with your childôs health needs. 

Individual Education Plan (IEP) 

An IFSP / IEP are a written statement for disabled children, describing the education objectives for 

each child and the special services to be provided.  This statement is the core of an entire process that 

was conceived to ensure a disabled childôs right to free, appropriate public education.  Each Head Start 

child who has been evaluated and found to be in need of special services must have a conference to 

develop an IEP. 
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Assessment of Children 

As the first step in the assessment process, children are screened within 45 days of enrollment.  This 

process consists of standardized health and developmental screenings including speech, language, 

hearing and vision tests.  A developmental assessment is a collection of information to determine the 

childôs functioning level in the following areas: gross motor, fine motor, social, and language skills. 

This information will remain confidential as required by state law.  Parents will be given the 

opportunity to review their childôs records in a timely manner, and Head Start will request parental 

permission if additional evaluations are proposed.  Trained personnel will explain the purpose and 

results of the evaluation and make every effort to ensure that the parents understand the evaluation and 

further testing, if needed.  With written parental permission, all relevant medical and educational 

records may be transferred from Head Start to a childôs new program. 

Licensing Agent and Parent Agency 

The Jackson County Civic Action Committee, Inc. Head Start Program is licensed by the Mississippi 

State Department of Health in accordance with the Mississippi Childcare Regulations established by 

the state.  A copy of our current license and/or certificate of compliance is posted in each center.  The 

local contact person for the Mississippi State Department of Health is Karen House and she can be 

reached at 228-762-1117. 

Mental Health Screenings and Assessments 

The purpose of a mental health screening is to ensure prevention and early identification of mental 

health problems that may interfere with a childôs development.  The comprehensive screening 

provided for each Head Start child should include procedures to identify children who appear to be 

experiencing emotional and behavioral problems that may require specific intervention.  In 

developmental screening, the mental health needs of some children may be identified by parent 

reports, teachers or professional mental health observations, or referrals from outside agencies. 

Parent Involvement 

Parents are responsible for exercising four (4) major roles: as decision makers, classroom volunteers, 

peer teachers, and parent partners. 

¶ Decision Makers ï parents join Head Start staff members in making decisions about content 

and operation of the program.  This is done in the classroom, in parent/teacher conferences, 

and in the policy-making process. 

¶ Classroom Volunteers ï all volunteers must attend Volunteer Orientation to be able to 

volunteer in the classroom.  This orientation is mandated by the Mississippi State Department 

of Health and must be closely followed.  See your Center Specialist for details on 

volunteering. 

¶ Peer Teachers ï peer teachers assist in the classroom and with teaching assignment planning 

and organization.  This also provides involvement in parent-oriented activities which allows 

opportunities to learn more about child development and education. 
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¶ Parent Partners ï parents are involved in special home activities with their children to help 

mirror and reinforce learning.  These levels of involvement helps support your childôs learning 

experiences and helps the child embrace the educational enrichment process. 

Parent Committees 

Each month your childôs center has a Parent Committee Meeting which addresses issues concerning 

their centerôs child-focused programs.  These meetings may also feature mini-training workshops and 

guest speakers.  All Head Start children participate in special program presentations in which parents 

are encouraged to attend. 

The first Parent Committee Meetings feature officer elections.  A chairperson, vice-chairperson, and 

secretary are chosen for each center.  A Policy Council representative and an alternate are chosen to 

represent each center at the monthly Policy Council meeting.  Only Head Start parents, grandparents 

and guardians with formal custody and full guardianship rights are eligible to serve on the Policy 

Council.  No special skills are required, but all officers must attend a Leadership and Officer 

Orientation prior to beginning service as an officer.  Parent Committee officers and Policy Council 

representatives chair meetings according to parliamentary procedures. 

Policy Council 

The Policy Council is comprised of parent and community representatives and is the program 

governance group approves or disapproves policy making, personnel, and budgetary decisions for 

Head Start.  The Policy Council provides parents an opportunity to participate in a meaningful 

leadership role.  Fifty-one percent (51%) are parent representatives of currently enrolled Head Start 

children and the other forty-nine percent (49%) are representatives of various business, agency, clergy, 

and professional groups from the local community.  All representatives are required to attend the 

monthly meetings regularly. 

The only eligibility requirement is that representatives must not be related to any Head Start staff 

members, must be a parent or legal guardian, and must be elected by the Parent Committee they serve.  

No previous business experience or specific educational background is necessary to participate in the 

Policy Council. 

Policy Council meetings include reporting on center committee business and affairs to keep the Policy 

Council up-to-date on news and information taking place at area centers.  They occur every third 

Thursday of each month at 5:00 p.m. in a specified location.  Duties of the Policy Council include: 

1. Planning, coordinating, and organizing agency-wide activities for parents with the assistance 

of staff members, 

2. Voting on all changes in the Head Start Program, 

3. Approving budgets and expenditures,  

4. Distributing parent activity funds,  

5. Recruiting volunteer services from parents, community residents, and organizations, 
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6. Mobilizing community resources to meet identified needs, and 

7. Making recommendations and giving input on hiring and terminating staff members. 

Safety Information 

Jackson County Civic Action Committee, Inc. Head Start strives to keep every child 

safe while they are in attendance at our program.  The entrance doors to the centers 

remain locked except during drop-off and pick-up times.  When you arrive at the 

center, ring the door bell and a staff member will greet you and allow you to enter.  

When a staff member is not familiar with the person at the door, the person will be 

questioned about their business at the center before they are admitted and escorted to 

their destination. 

We have regular fire drills in accordance with state law.  We also have drills for other emergency 

situations, such as tornado drills.  Children are advised of the best practices when these incidents 

occur, such as a tornado drill, where children are lined in a windowless area, cover their heads and 

kneel down for protection.  In the event of an actual emergency, the children and staff members will 

be relocated to a safe environment and families will be notified of the relocation and should report to 

that location to pick up their child.  We also encourage you to tune into local television and radio 

stations to get the most current updates on what to do and where to go in the event of these 

circumstances. 

Transportation Services 

Parents are responsible for helping their child understand the importance of obeying bus rules.  The 

following rules must be followed: 

1. Children under the supervision of the bus driver and bus monitor must obey at all times; a child 

can be suspended from riding the bus for misconduct. 

2. Your child must be ready to load the bus when it arrives.  Know your childôs bus schedule and 

have them waiting at the bus stop every morning. 

3. An authorized adult must accompany your child to the bus stop in the morning and meet the child 

in the evening. 

4. An authorized adult must be home to accept the child in the evenings.  If a parent is guilty of this 

infraction, it could result in temporary transportation suspension and/or referral to the police 

department.  Each infraction will be dealt with individually. 

5. Hands, arms, and heads should be kept inside the bus at all times.  No objects of any nature 

should be thrown from windows. 

6. Parents should not detain the bus to discuss matters that should be addressed at the center or the 

Central Office. 
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7. Make sure transportation transfers are requested before 12:00 p.m. or your request will not be 

processed until the following day. 

8. Recognize that bus transportation is a privilege, not a requirement, and as such can be withdrawn. 

9. Notify the Center Specialist when your child will not be attending school. 

10. Make constructive criticism and suggestions for the improvement of bus transportation at the 

Central Office, not at the bus stop. 

11. Do not put your child on the bus if he or she is sick. 

12. Do not allow your child to get on the bus with an object that may harm themselves or others. 

13. Do not give your child food to eat on the bus on the way to school.  Breakfast is served daily. 

14. If an older sibling will be accepting your child in the evening, written permission must be on file 

in the Central Office.  For safety reasons, we suggest that the person receiving your child be 16 

years old or older. 

15. Do not harass or threaten staff members, including the bus drivers and bus monitors. 

16. After completion of necessary paperwork, medications being sent to the center must be given 

directly to the bus monitor and not handled by the child. 

Volunteer Guidelines 

Here are some general guidelines and practices to follow when volunteering with Head Start. 

1. Contact Center Specialists to schedule volunteer time.  You must attend Volunteer Orientation 

before assisting within any of the Head Start Centers. 

2. As soon as you arrive, contact the Center Specialist, supervisor or assigned staff member to 

determine the area of need and receive area assignment. 

3. The Mississippi State Board of Health requires that all volunteers in Head Start Centers have a 

current Form 121 Immunization Record on file.  This can be obtained from the local health 

department. 

4. Smoking is prohibited. 

5. Do not handle behavioral problems; instead, bring it to the attention of the teacher.  Corporal 

punishment is strictly prohibited. 

6. Volunteers are welcome to attend staff development, CPR and First Aid trainings.  We are 

unable to provide child care services. 

7. Document your services using an In-Kind form prior to leaving the center. 
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8. Dress accordingly by being neat, clean and abiding by the center dress code. 

9. Fighting, foul language, and threats are not allowed. 

10. Non-Head Start siblings are not allowed to accompany parents while they volunteer at any 

center, at any time, including attending class field trips or riding the bus. 

11. The Mississippi Department of Health requires volunteers with 120 hours or more to have an 

FBI Criminal Background Check and Mississippi Child Abuse Registry processed. 

Liability Insurance Coverage 

Jackson County Civic Action Committee, Inc. maintains general liability insurance and 

health care coverage for children in the event of an accident requiring emergency 

medical attention.  If the child is covered by private health care insurance, our carrier 

will pay the cost of any uncovered medical expenses. 

Discipline and Guidance 

Prohibited Behavior 

 

The following behaviors are prohibited by anyone (i.e., parent, caregiver, or child) in all child 

care settings. 

A. Corporal punishment, including hitting, spanking, beating, shaking, pinching, biting, and 

other measures that produce physical pain; 

B. Withdrawal or the threat of withdrawal of food, rest, or bathroom, opportunities; 

C. Abusive or profane language; 

D. Any form of public or private humiliation, including threats of physical punishment; 

E. Any form of emotional abuse, including rejecting, terrorizing, ignoring, isolating (out of 

view of caregiver), or corrupting a child; 

F. Use of any food product or medication in any manner or for any purpose other than that 

for which it was intended; 

G. Inappropriate disciplinary behavior includes, but is not limited to, putting soap or pepper 

in a childôs mouth; or 

H. Any acceptable disciplinary action that is not age-appropriate for the child or is excessive 

in time or duration. 

 

Restraint of a Child 

 

Children shall not be physically restrained except as necessary to ensure their own safety or that 

of others, and then for only as long as is necessary for control of the situation.  Children shall not 

be given medicines or drugs that will affect their behavior except as prescribed by a licensed 

physician and with specific written instructions from the licensed physician for use of the 

medicines or drugs. 
 

 



 

HH ee aa dd   SS tt aa rr tt   FF aa mm ii ll yy   HH aa nn dd bb oo oo kk     22 00 00 99 -- 22 00 11 00   

Page - 23 - of 25 

 

Comfort Zone 

ñComfort Zoneò that enables the child to regain self-control and keep the child in visual contact with a 

caregiver shall be used selectively, taking into account the childôs developmental stage and the 

usefulness of ñcomfort zoneò for the particular child. 

 

ñComfort Zoneò means that the child is given time away from an activity which involved 

inappropriate behavior.  Isolation from a caregiver is not acceptable.  ñComfort Zoneò is not allowed 

for children younger than three (3) years of age. 

Children Shall Not Discipline Other Children 

Children shall neither be allowed nor be instructed to discipline other children. 

 

JCCAC prohibits discrimination in all its programs and activities on the basis 

of race, color, national origin, age, disability, and where applicable, sex, 

marital status, familial status, parental status, religion, and sexual orientation. 

 

This handbook was last updated July 6, 2009. 
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JCCAC Head Start Centers and Sites 

 

JCCAC Central Office 

5343 Jefferson Avenue 

Moss Point, MS 39563 

Program Director: Vanessa Gibson 

(228) 769-3401 

 

 

Escatawpa Elementary  (228-475-3300) 

4400 Jamestown Road 

Escatawpa, MS 39562 

Center Specialist: Barbara Walker 

(228) 769-3319 

 

Kreole Elementary  (228-475-3719) 

6312 Martin Luther King Drive 

Moss Point, MS 39563 

Center Specialist: Barbara Walker 

(228) 769-3319 

First Step Head Start Center 

5343 Jefferson Avenue 

Moss Point, MS 39563 

Center Specialist: Barbara Walker 

(228) 769-3319 

 

Oak Park Elementary 

2230 Government Street 

Ocean Springs, MS 39564 

(228) 875-5847 

 Principal: Julia Platt 
 

Gautier Elementary  

505 Magnolia Tree Drive 

Gautier, MS 39553 

Center Specialist:  Sherry Trussell 

(228) 471-1276 

Pascagoula Head Start Center  

3301 Spruce Street 

Pascagoula, MS 39581 

Center Specialist: Carol Magee 

(228) 471-1271 

 

Gautier Head Start 

1017 Highway 90 

Gautier, MS 39553 

Center Specialist:  Sherry Trussell 

(228) 471-1276 

Vancleave Head Start Center  

13105 Head Start Road 

Vancleave, MS 39565 

Center Specialist: Carla Carter 

(228) 471-1269 

 

Jefferson Head Start Center 

5343 Jefferson Avenue 

Moss Point, MS 39563 

Center Specialist: Patricia Bilbo 

(228) 769-3316 

West Elementary  (228-475-4515) 

3524 Prentiss Street 

Moss Point, MS 39563 

Center Specialist: Barbara Walker 

(228) 769-3319 
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