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ABOUT CCS 
CCS Early Learning (CCS), a non-profit agency, has been offering preschool and Head Start programs 
since 1968.  In 1986, CCS became Alaska's first nationally accredited preschool. Today, CCS operates 
four traditional part-day, part-year Head Start programs in Meadow Lakes, Chugiak, Palmer, and 
Wasilla. CCS offers some fee-for-service preschool program options in Chugiak. We also operate home 
based Early Head Start at all of our centers and center based Early Head Start. All centers may offer a 
summer program for school-aged and or preschool-aged children when a sufficient need is determined. 

 

CCS not only provides developmentally appropriate childhood experiences in a nurturing environment, 
but we also take a family-centered approach to working with families.  In partnership with each 
family enrolled, CCS staff helps identify and build on the unique strengths of each family. 

 

A Board of Directors, consisting of interested community volunteers, governs CCS. Two parents from 
Policy Council sit on the Board.  Board meetings are held on the fourth Tuesday of the month.  All 
parents and the public are welcome to attend.  Minutes of Board meetings are kept on file at each 
Center.  The Board of Directors is legally incorporated by the State of Alaska to receive and administer 
funds to support our programs and services.  Our major funding sources are federal, state, and 
foundation grants; tuition fees; United Way funds; and community donations. 

 

AGES SERVED/HOURS OF OPERATION 
All Centers are open Monday through Friday.  Please review the CCS agency calendar in your Family 
Yearbook for closure days and holidays that affect the program your family is enrolled in. Following is 
specific information about each of our Centers. 

 

Chugiak Center 
Offers part-day, part-year Head Start from September to mid-May, Monday through Thursday, 
with hours of 8:30 a.m. to 12:30 p.m., and office hours from 7:30 a.m. to 3:30 p.m. Services are 
offered for children aged three to five years. Chugiak serves 60 children in the Center Based Head 
Start program. 
Chugiak also offers Home Based Early Head Start: A year round program for pregnant women and 
children up to three years of age. Through weekly Family Visits, family members and staff nurture the 
social, emotional, physical, and intellectual growth of infants and toddlers.  Eleven children attend the 
Home Based Early Head Start program.  

 

Meadow Lakes Center  
Offers part-day part-year Head Start Monday through Thursday from 9:00 a.m. to 1:00 p.m., with 
office hours from 8:00 a.m. to 4:00 p.m. These services are available to families with children aged 
three through five years and are offered September through mid-May. Meadow Lakes serves 60 
children in Head Start. 
Meadow Lakes also offers Home Based Early Head Start: A year round program for pregnant 
women and children up to three years of age. Through weekly Family Visits, family members and staff 
nurture the social, emotional, physical, and intellectual growth of infants and toddlers.  Eleven children 
are served in the Home Based Early Head Start. 
 

Sutton/Palmer Center 
Offers part-day part-year Head Start Monday through Thursday from 9:00 a.m. to 1:00 p.m., with 
office hours from 8:00 a.m. to 4:00 p.m. These services are available to families with children aged 
three through five years and are offered September through mid-May. Sutton/Palmer serves 40 children 
in Head Start. 
Sutton/Palmer also offers Home Based Early Head Start: A year round program for pregnant 
women and children up to three years of age. Through weekly Family Visits, family members and staff 
nurture the social, emotional, physical, and intellectual growth of infants and toddlers. Eleven children 
are served in the Home Based Early Head Start.  
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Wasilla Center  
Offers a full-day Mid-August to Mid-May Head Start program Monday through Friday, 8:30 a.m. to 
2:30 p.m., with office hours from 8:00 a.m. to 4:00 p.m. These services are available to families with 
children aged three through five years. Transportation services are offered for the Head Start day.  
Child Care services for 40 children before and after the Head Start day (7:00 a.m. to 8:30 and 2:30 to 
6:00) is also available for eligible working families that need “full working day” care.  Wasilla serves 100 
children in Head Start and 11 children in Home Based Early Head Start.  
 

Early Head Start Center 
Center Based: A year round program, serving 48 children up to three years of age. Monday through 
Friday, 7:30 a.m. to 5:30 p.m., with office hours from 7:00 a.m. to 6:00 p.m.   
 

Home Based: A year round program, serving 44 pregnant women and children up to three years of 
age. Through weekly Family Visits, family members and staff nurture the social, emotional, physical, 
and intellectual growth of infants and toddlers. 
 

Upon enrollment in any of our CCS Early Learning Centers, parents are given specific 
information regarding their child’s growth and development. All parents are given opportunities to learn 
more about child development and parenting skills through workshops and training.  Weekly lesson 
plans are posted so parents can view them at any time. Newsletters and calendars keep parents 
informed of all activities. 
 

CCS is committed to providing early education opportunities and services for children with disabilities.  
It is recommended that parents meet with staff prior to enrollment to discuss how we can best 
accommodate the needs and strengths of your child.  See Head Start, Early Head Start (p. 6-7) and 
Preschool Program (p. 11) for specific information about these programs. 

 

ANIMALS 
Some classrooms may keep pets such as rabbits, fish, hamsters, or gerbils. Children will be allowed to 
hold and pet classroom animals and also share in the experience of caring for the animals’ needs.  CCS 
will follow standards set out by Child Care Licensing pertaining to the care of classroom pets.  If 
students or staff has allergic reactions, the animal will not be allowed in the classroom. If your child has 
such an allergy, please be sure to notify the Family Educator. 
 

ARRIVAL AND DEPARTURE 
Arrivals and departures can be difficult for young children and parents.  You can help the transition 
ahead of time by allowing enough transition time, talking about going to school, what they will be doing 
there, and when you will return. You may remain in class with your child as long as you wish; however, 
it is usually easier for both child and parent if the parting is brief.  Always say goodbye to your child 
and say when you will return.  If you experience any difficulties, the staff is there to support you in 
providing a smooth transition for your child. 
 

BIRTHDAYS AND HOLIDAYS 
We celebrate children's birthdays and holidays at the Center.  If your family chooses not to celebrate 
birthdays and/or holidays, your child need not participate, as other activities are offered. Any personal 
family celebrations can be incorporated into the overall learning experience, at your request.  If you 
would like to contribute, you can donate party napkins, plates, cups, etc., since treats are not 
permitted at the Center. 
 

CHILD ABUSE REPORTING   
Alaska State Statutes and Childcare Center Regulations require that all licensed caregivers immediately 
report all incidents of suspected or actual abuse and/or neglect of children, regardless of whether or 
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not they occur in or are related to the child care facility.  All CCS staff is obligated by law to report such 
incidents within 24 hours by telephone, in person, or in writing, to the state’s Office of Children’s 
Services (OCS).  The Programs Director is notified when an incident of child abuse or neglect has been 
reported to officials.  It is CCS policy to encourage parents, whenever possible, to make the report 
themselves in the presence of a staff member (with the exception of alleged sexual abuse).  (See 
Appendix A) 
The OCS telephone number for Chugiak/Eagle River and the Valley is (907) 269-3939. If the OCS office 
cannot be contacted, and immediate action is necessary for the well being of the child, caregivers are 
required by law to report to a Police Officer. In the event of incidents alleging a child was abused or 
neglected at a CCS Center, we are required to notify the child care licensing agent. In the Mat-Su 
Valley, that is the Department of Health and Social Services Child Care Program Office, 3601 C Street, 
Suite 140, Anchorage, AK  99524. The phone number is (907)269-4500. If such an incident occurs at 
our Chugiak Center, we are required to notify the Municipality of Anchorage Department of Health and 
Human Services at 343-4758.  We are also required to report to the licensing agency immediately upon 
the death of a child, or any injury requiring hospitalization, including emergency room treatment, when 
the event occurs at school. 
 

CHILDCARE FOR PROGRAM ACTIVITIES 
Childcare provisions are made for certain activities, such as Parent Center Committee (PCC) and Policy 
Council (PC) meetings, workshops, and conferences.  See the CCS Childcare Reimbursement Policy 
(Appendix F) for details. 

 

CHILD DEVELOPMENT 
CCS provides children with a variety of experiences to stimulate their physical, social, intellectual, and 
emotional growth, within the context of fun and play.  Our goal is to provide a loving environment 
where your child will experience his/her happiest times while learning new skills.  If you are interested 
in child development and/or classroom curriculum, you can join the CCS Education Committee, which 
meets quarterly.  Additionally, Thread (formerly Child Care connection) provides CDA (Child 
Development Associate) classes in the Mat-Su Valley and in Anchorage. 
 

CHILDREN READY FOR KINDERGARTEN 
Head Start requires all children to be ready for kindergarten when they leave CCS Early Learning.  This 
means that staff will work closely with families of all children to ensure they are current on their 
immunizations, health and dental screens, plus foundation kindergarten skills.  Children’s growth 
toward kindergarten readiness skills are assessed throughout the year and reported to families in 
November, February, and April.  The assessment provides an individualized baseline for each child 
which allows for starting where the child is, set child goals in partnership with parents, and write and 
implement an individual child development plan.  The assessment occurs through ongoing observations 
completed by the teacher and parents. Families also need to be ready for Kindergarten by setting family 
goals and planning the future for their child.  Classroom staff visits monthly at the child’s home with 
families to learn about their child’s progress and to set goals that keep school readiness as a focus. This 
planning and the ongoing assessment data allows parents and teachers to monitor the child’s progress, 
change goals as necessary, and accurately measure the individual growth. 
 

CLASSROOM POLICIES 
CCS has certain policies and classroom standards that have been developed to promote the well-being 
and comfort of the children.  We appreciate your cooperation in ensuring that classroom policy and 
standards are observed at all times.  Copies of these policies are available at your Center, and staff will 
orient you when you participate in Center activities. 
 

CLEANING AND SANITIZING 
Toys in the infant and toddler area will be sanitized daily in the commercial sanitizer in the kitchen. 
Any toys soiled by bodily fluids are removed from the play area until they can be properly cleaned 
and sanitizes.  Toys in the preschool room are sanitized daily with a bleach solution and deep 
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sanitizing is done weekly. 
 
Cribs are sanitized with a bleach solution daily.  Bedding is washed weekly, before use by a 
different child, or when soiled.  Mats for sleeping are sanitized daily.  
 

Bottles are assigned to only one child each day and are sanitized through the commercial sanitizer 
daily. 
 

COMMITEES 
CCS Early Learning offers several opportunities for families to become involved beyond the 
classroom level at the Center.  Ask at your Center if you would like to become involved. 

 Parent Center Committee (PCC) all families enrolled are automatic members of the PCC. 
They provide leadership to organize programs, activities, and fundraising events for the 
Center.  

 Policy Council consists of representatives elected from each Center’s Parent Center 
Committee and meets one evening a month to work in partnership with the CCS 
Leadership Team and the Board of Directors to develop, review, and approve or 
disapprove policies and procedures.   

 Education Advisory Committee meets the second Thursday of each month.  All parents 
are invited to be a member of this committee. The parents on this committee, with 
Center staff, review all aspects of the educational opportunities provided to children.   

 Health Advisory Committee meets with community leaders to find information and 
solutions to community issues that affect children enrolled at CCS.  

 

COMMUNICATION WITH PARENTS 
Each Center publishes a parent newsletter, Centering In.  This comes home with your child on 
Fridays.  Centering In contains information on field trips, special events, meeting schedules, volunteer 
and bus schedules, calendars, menus, plus the latest updates from your child’s classroom.  The best 
way to keep abreast of your child’s progress is to visit the classroom on a regular basis; we realize that 
working family schedules may make this difficult.  If you have questions, comments, or concerns about 
your child’s progress or the program, please feel free to address these to the Family Educator or to the 
Center Coordinator. 
 

CCS uses email to text to communicate with families ie: reminders for family meetings, 
announcements, school closures, late buses etc. 
 

The family visits and parent-educator conferences are an important opportunity to communicate 
progress and concerns.  Each Family Educator will arrange a schedule of meetings with the family. 

 

COMPLAINT PROCEDURE 
If you have concerns or complaints about the program, please communicate these to the Center 
Coordinator.  A copy of the CCS Community Grievance Policy and Procedures is available at the Center. 
 If your concern is not resolved to your satisfaction after these procedures are followed, you may bring 
it to the attention of one of the government licensing agencies listed on page 11 “Regulatory Agencies,” 
also “Appendices E and E-1.” 

 

CONFIDENTIALITY 
CCS respects each family's right to privacy and maintains confidential records.  The use or disclosure of 
any information pertaining to a child and his/her family is restricted to purposes directly connected with 
administration of the program.  Parents can approve release of information pertaining to their family by 
signing an Authorization for Mutual Exchange of Information. The authorization expires one year  
from the date it is signed, unless the parent/family wishes to recall the authorization before that date. 
Agency records for all children are kept in a locked file cabinet.  Access is controlled by the Center 
Coordinator and is limited to relevant Family Partnership staff.  The exceptions to access include 
situations of child abuse/neglect or a program audit to ensure licensing standards and regulations are 
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met.  Administrative, federal, state, and local program audits may require review of records in the 
presence of CCS staff. 
 
DENTAL HEALTH 
Dental hygiene is an important part of your child’s health.  Head Start Performance Standards require 
that all children enrolled in Head Start have a Dental Exam. A dental exam is recommended for children 
enrolled in the preschool program. Due to the Head Start requirement, Center Coordinators will be 
requesting the dental exam form and subsequent follow-up dental work information from you.   If you 
choose not to take your child for a dental exam, please inform the Center Coordinator in writing.  We 
teach the children about dental health and good brushing habits. The children brush their teeth after 
meals and snacks with child-sized toothbrushes and fluoride toothpaste.   

 

DEVELOPMENTAL SCREENINGS 
In collaboration with the local School District, Child Find developmental screenings for children aged 3-5 
years are held at the beginning of the year at a CCS Early Learning.  Here, your child can be screened 
for hearing and vision, as well as cognitive, motor, and speech/language development.  Child Find 
screening schedule is published in Centering In.  These screenings are open to the community.  Early 
Head Start will use Ages and Stages Questionnaire and refer children to Infant Learning if needed.  If 
Parents have concerns they should contact the Center Coordinator.  
 

Throughout the program year, CCS staff performs developmental screenings with children enrolled in 
the program.  Notification of scheduled screenings is published in Centering In, and CCS staff will follow 
up with a written report on the result of your child’s screening. 
 

DUAL LANGUAGE LEARNERS 
Dual Language Learners are children whose home language is a language other than English and who 
are learning English in the Head Start & Early Head Start classroom.  CCS supports the understanding 
that it is essential for the culture as well as the language of a child’s family to be respected and 
supported. Teachers shall provide opportunities for parents to increase their child observation skills and 
to share assessments with staff that will help plan the learning experiences in the classroom.  This shall 
be accomplished during home visits and parent/teacher conferences.  Parents are encouraged to review 
the curriculum, give input into the development and implementation of daily routines and experiences, 
as well as sharing observation of their child at home or in the program. Children are better able to learn 
a second language when their home language skills are strong. Parents are encouraged to continue to 
speak their home language at home.  Parent shares and family activities will be presented to assist 
parents in understanding the value of supporting the home language as well as how children develop 
language and cognitive skills in two languages.  Every effort shall be made to communicate with family 
members who speak a language other than English.  All non-English speaking parent/guardian will be 
offered an interpreter for enrollment.   
 

EMERGENCY PROCEDURES 
In the case of any major emergency that might occur area -wide (such as an earthquake) or at one of 
the Centers (such as a fire), all parents and the licensing representative will be contacted as soon as 
possible and children will be supervised safely until their parents arrive.  (See CCS Disaster Procedures, 
Appendix B.) 

 In case of severe illness or injury, 911 will be called immediately. 
 In case of fire, children will be evacuated immediately from the building to a 

designated parking lot or building site nearby. 
 In case of earthquake, children will be kept in a safe place at one of our buildings or 

at the nearest safe shelter. 
 

Should another type of emergency arise, one of the above procedures will be followed or other 
appropriate action taken.  If the emergency is area-wide, it is our general policy to keep 
children in a safe place at or near the Center until their parents arrive. Talk with the Center 
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Coordinator for specific information related to your CCS center.  We communicate school closures  
and important messages through email to text sending messages through text.  Each family can fill 
fill out the “opt-in” form at their center. Phone calls will be made to the families that choose not to use 
this form of communication. 
 

ENROLLMENT REQUIREMENTS 
An emergency information card must be completed by the parent or guardian upon enrollment and 
updated throughout the year for each child enrolled. Current negative PPD test result (at initial entry 
into CCS) and a valid immunization record, or evidence the child is exempt from immunization must be 
presented prior to attending any CCS program. Families enrolling in Chugiak must also have a current 
physical exam prior to attending. Children that show evidence of exemption from immunizations will be 
admitted, but must have a signed statement signed by a medical professional licensed in the state of 
Alaska as a Medical Health Provider or an affidavit signed by the child’s parent or guardian affirming 
that immunization conflicts with the religious tenets and practices of the parent’s church.  Center staff 
should be notified at enrollment of any allergies, loss of hearing, special dietary needs, or other 
important considerations your child may require.  All information is confidential and will not be 
discussed or released to any person other than the staff working with your child without your consent.  
It is extremely important that the information on the Emergency Card is kept current.   
 

All parents are advised that CCS will not, under any circumstances, release a child to any 
person unless the parent or guardian has entered that person’s name, in advance, on the 
child’s Emergency Card.   
 

If your child’s release is restricted by parental custody or restraint orders, it is important to let us know 
and to provide a copy of the relevant legal documentation for our file.  Our staff should also be 
advised if the situation changes.  Please provide CCS with the names and phone numbers of at least 
two (2) individuals who may be contacted in an emergency.  AN ADULT MUST ACCOMPANY 
ALL CHILDREN IN AND OUT OF THE CENTER AND AT THE BUS STOP. 
 

FAMILY ENGAGEMENT  
Parents play a vital role at CCS in planning and implementing programs and policies. You are 
encouraged to actively participate in decision-making through membership on the Parent Center 
Committee, Policy Council, Board of Directors, or any other CCS committee.  Each Center and Early 
Head Start have a Parent Center Committee (PCC), of which you are automatically a member. The PCC 
is similar to PTA, providing the opportunity for direct parent input into program administration and 
curriculum development. The PCC also plays an important role in planning activities for children and 
families and fundraising for the Center.   
 

At CCS, we believe that children develop best in an environment where adults communicate in a 
respectful manner. With this in mind, it is our expectation that all adults will be respectful and act 
appropriately while at our centers. Failure to do so may result in restrictions to participation at the 
center. 
 

Your comments and suggestions on how to improve the program and better meet the needs of 
your child and family are welcome at any time, so please feel free to discuss this with the program 
staff.  CCS conducts a formal survey of parents every year to identify family needs. Your input is 
vital in this process, as the Policy Council uses the information gathered to plan the program for 
next year.  All responses are kept confidential. 
 

We offer a variety of classes and workshops for parents and families, based on needs and interests that 
are identified throughout the year.  Discussion groups and parenting programs offer the chance to 
share your experiences as you learn from others.  Scheduled activities are posted within your Center 
and are published in Centering In. 
Parents and family members are always welcomed and encouraged to participate in every aspect 
of their child’s early education program. Such opportunities include: 
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 Assisting in the classroom, kitchen, or office (see Appendix H, Volunteer Information) 
 Helping make decisions that govern the content and operation of the program, including 

membership on the Parent Center Committee, Policy Council, Education Advisory Committee, 
Health Advisory Committee, and Board of Directors 

 Encouraging activities at home that reinforce and support your child’s early education and 
learning experience 

 Planning program-sponsored community and social activities 
 Helping with special projects or fundraisers 
 Preparing classroom materials or helping with maintenance/repairs 
 Assisting with book distributions and Lending Library activities 
 Chaperoning on field trip 
 

FAMILY LITERACY 
You are your child’s first and most important teacher.  Family literacy supports a parent in this role to 
ensure your child enters school ready and eager to learn.  Family literacy encourages lifelong learning 
and provides fun opportunities for families to learn together.   
At CCS, family literacy focuses on your child’s emergent literacy at the Center and at home.  This 
includes a variety of reading-related activities, such as the Family Fun Nights,   book distributions, and 
the Lending Library programs, which are organized and run by parents with the support of the staff. 
For adults, we offer resources and referrals and the opportunity to work with a Family Advocate to 
support education- and job-related goals. 

 

FAMILY PARTNERSHIPS 
CCS offers Family Wellness services to all families.  Family Wellness is about helping families help 
themselves to successfully deal with life’s challenges.  Your Family Advocate or Family Educator will 
guide you through the process of creating a Family Plan - a road map to achieve your family goals. 
 

FEE FOR SERVICE (CHILD CARE) 
Additional CCS Early Learning services may be available for a fee. Please check at your local center for 
more information on what is available in your area. 
CCS Child Care Rates are based on the State of Alaska Child Care Rates as of August 11, 2015, and are 
subject to change if State rates are revised. 
 

 Full Time Monthly Part-Time Monthly Full Day Part Day 
 Chugiak Mat-Su Chugiak Mat-Su Chugiak Mat-Su Chugiak Mat-Su 
INFANT $850 $713 $510 $428 $51 $43 $31 $26 
TODDLER $800 $670 $480 $402 $48 $40 $29 $24 
PRESCHOOL $650 $605 $390 $363 $39 $36 $23 $22 

 

A $50 registration fee will be charged for each child on an annual basis.  
 

FIELD TRIPS 
The Head Start children participate in field trips throughout the year. It is the responsibility of the 
Family Educator to obtain Field Trip Permission slips from parents.  Any child who does not have a 
signed Field Trip Permission slip must remain at the center.  Telephone permission is not 
acceptable.  Center buses are crewed by a licensed driver and adult aide on field trips.  All buses are 
equipped with radios to maintain Center contact.  Parents are welcome to join in on field trips.   
 

FIREARMS 
Firearms and ammunition are prohibited in the Head Start/Early Head Start Centers 
 

GUIDANCE AND DISCIPLINE 
At CCS, we use disciplinary methods which convey respect, honesty, trust, and caring for others. It is 
our goal to help children develop age-appropriate patterns of behavior that foster constructive 
relationships and an increasing ability to deal with everyday life. When necessary, we talk to the child 
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about the consequences of his or her unacceptable behavior and its affect on others.  Staff addresses 
these situations immediately in a calm, reasonable manner. They remind children of the class rules the 
children helped to create. This approach helps children develop their own problem-solving skills and 
reinforces their positive self-image.  We regard discipline as a plan for training, rather than a way of 
dealing with undesirable behavior.  As a result, children learn to express their emotions, impulses, and 
desires in acceptable forms, so they develop into self-disciplined adults.  It is the policy of CCS that no 
corporal punishment will be used by either staff or parents with any child while at the Center. 
 

HEAD START/EARLY HEAD START ATTENDANCE 
Children must attend consistently to succeed.  The federal government requires an average daily 
attendance of 85% in HS/EHS programs. To ensure that children are safe when they unexpectedly do 
not arrive at school, the Center Staff will contact the parent to ensure the child’s well-being.   It is also 
our policy to contact families when a child’s attendance becomes a concern. Staff is available to assist 
families by meeting with them as a means to overcome situations that may make it difficult to maintain 
consistent attendance.  If a child’s attendance is inconsistent, staff and parent will develop appropriate 
strategies to improve attendance. If absences continue and there appears to be a pattern that will put 
the child at risk of missing 10% of program days and it no longer seems feasible for the family to 
continue in the same or a different program option, they will be notified by the Family Partnership 
Coordinator and your child’s slot will be made available to an applicant on the waiting list.  
 

Children that go on vacation over 25 days will be contacted to see if they are planning to return and if 
Staff are unable to contact the family within 5 additional days, the child will be put on the wait list and 
when they return to their home, they will be offered a slot when it becomes available upon their return. 
The child might not be placed in the same classroom. 
 

HEAD START ELIGIBILITY 
The Head Start program is free to families who meet the following eligibility requirements: 
 

Age: Children must be three years old by September 1.  Center-Based Head Start 
gives priority to four-year-old children and to three and four-year-old children with 
a diagnosed disability.  Children are eligible for enrollment on or after their third 
birthday if they have a diagnosed disability. CCS serves children three through five. 

Income: A child's family must meet the Federal Low-Income Guidelines for Alaska, homeless 
children and children in State of Alaska Foster Care are eligible regardless of family 
income. 

 
Special 
Needs: 

 
Documentation is required for a child to be enrolled under the disabilities provisions 
of the Head Start program. 

 

EARLY HEAD START ELIGIBILITY 
The Early Head Start program is free to families who meet the following eligibility requirements: 

Age: Pregnant women and children up to the age of three.  Early Head Start 
gives priority to children with a diagnosed disability.   

Income: A child's family must meet the Federal Low-Income Guidelines for 
Alaska. Children in State of Alaska Foster Care, homeless, or prenatal 

are eligible regardless of family income.  Center- Based Early Head 

Start/Full Day Care requires each participant to be eligible for and 

receive Child Care Assistance. 
 
Special 
Needs: 

 
Documentation is required for a child to be enrolled under the disabilities provisions 
of the Early Head Start program. 
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HEAD START/EARLY HEAD START VACANCIES 
If a Head Start/EHS enrollment slot becomes vacant, it is filled within 30 days.  CCS may elect not to fill 
a HS vacancy when 60 calendar days or fewer remain in the program year. 

 
HEALTH CHECK 
State regulations require that each child be checked for signs of illness each morning.  This check is 
routinely done upon arrival with the parents.  If you have any concerns, please let the Family 
Educator know, and a health check will be done immediately.  If your child has been sick during the 
night, leave a message for the Center Coordinator.  Any children showing symptoms of illness will 
not be accepted into the Center.  Parents are encouraged to do a health check on their child prior 
to leaving at the end of the day. 
 

HEALTH SCREENINGS 

CCS encourages you to establish a family health care provider for your family’s health 
needs. CCS provides health screenings for children aged birth to 5 years throughout the school 

year.  The Consent Form signed at enrollment permits us to conduct height, weight, hearing, vision, 
and developmental screenings.  During the year, our Social-Emotional Consultant makes regular 
visits to each center and does observations in each classroom. The date and time of these visits are 
published in Centering In. If you have concerns about your child, please contact the Center 
Coordinator.   

 

Speech or special needs observations/evaluations are performed as needed.  Written parental 
permission is obtained prior to any individual mental health, speech, or special needs screening of 
your child.  When a need is identified, the appropriate referrals will be made. 

 

HOLIDAY SCHEDULES 
CCS observes a number of official holidays throughout the year.  Centers are closed on these days. 
Please be aware of the closings at your center. An agency annual calendar is included in your Family 
Yearbook. 
 

HYGIENE 
Health practices based on sound hygiene are promoted at the Center.  Children are instructed on and 
practice hand-washing and toilet-care techniques while at the Center.  All classroom equipment is 
regularly disinfected with a bleach solution.  Staff follows the current policies for disease prevention, 
with regard to taking the necessary precautions for contact with bodily fluids, etc. 
 

ILLNESS AND EMERGENCY CARE 
CCS is concerned with the health and well-being of all children and adults who have contact with your 
child throughout the day. We ask that you consider how your child’s health will affect others at the 
Center.  Please keep children who are possibly infectious at home, as you would want other parents to 
do with their children. Care for a sick child is ultimately the parent’s responsibility. If you have any 
doubts in the morning about your child’s health, keep him/her home or call us for more information. 
 

Please note that the Center runs a participatory program for children of all ages. There are no 
accommodations available for those children feeling under the weather. Therefore, please be sure that 
your child will be capable of participating in the entire program. If you have any questions regarding 
exclusion or inclusion on a particular day, please call in before you bring your child to the Center. 
 

Colds and other viral illnesses are common among children and, indeed, it is only through exposure to 
them that children build up an immunity system. A person in the incubation stage of most common 
illnesses will be spreading the virus from one (1) to three (3) days before any symptoms of the illness 
appear. Therefore, children with non-serious communicable diseases may attend the Center as long as 
they can manage comfortably. We thank you for your cooperation in keeping all our children happy and 
healthy while at the Center.  For complete information, see Appendix C, On-Site Medical/Health 
Evaluation Criteria and Appendix D, Care of the Ill or Injured Children. 
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IN-KIND DONATIONS 
Anything you donate to the program - your time, talent, or materials--is considered an in-kind donation. 
Federal Head Start regulations require 20% of the total program cost must be donated by volunteers, 
parents and community.  CCS is also required to report in-kind donations for the State Head Start and 
other grants. Your contribution to the program as a volunteer is essential in meeting this requirement. 
 

Food donations of commercially packaged food are always welcome.  However, we cannot accept 
home prepared foods, and only federally inspected meat and eggs can be accepted.  In the interest of 
good health, our policy is to serve only low fat and low sugar foods. 
 

In-Kind Forms to track donations of parent services and materials are located at the reception area in 
each center. PLEASE BE SURE TO ALWAYS SIGN IN FOR ALL DONATIONS OF TIME, MATERIALS, 
FOOD, ETC. 

 

INSURANCE 
CCS maintains liability insurance on each child attending school.  We are covered for $1,000,000 for 
each occurrence.  Our policy includes coverage for bodily injury inflicted by a person responsible for a 
child's care, including physical abuse, sexual abuse, or neglect of a child under the laws of the 
jurisdiction in which the act takes place.  Exclusions include punitive or exemplary damage exclusion, 
pollution exclusion, exclusion of hazards not scheduled, or nuclear energy liability exclusion.   
 

Head Start children are transported by CCS-owned buses, which, through contractual agreement, are 
insured and driven by First Student Services, Inc., of Wasilla.  All buses are annually inspected and 
certified by the State of Alaska Department of Transportation. 
 

LATE PICKUP 
If children are still at the Center thirty (30) minutes after closing Head Start, Early Head Start and/or 
Fee for Service programs, and parents have not made contact with program staff, we will attempt to 
contact those people listed on the emergency card. If no one can be located to pick up the child, then 
the child will be considered abandoned and staff will contact the Office of Children’s Services.  Every 
effort will be made by staff to locate the parent or an approved emergency contact before this action is 
taken.  Your assistance in providing at least 2 (current and frequently updated) emergency contacts is 
greatly appreciated. 
 

LEGAL ISSUES/CHILD CUSTODY 
CCS welcomes all parents at the center and in their child’s classroom.  We ask any parent visiting the 
classroom to sign in at the front office. 
 

In cases where parents have shared legal or physical custody with no restrictions to the custody, both 
parents will be treated equally within the CCS program.  When parents are separated or divorced, 
enrollment and home visit information shared by one parent will not be shared with the other parent.  
Parents will only be given information about the education of their child and his or her progress in 
school. 
 

When there are legal issues, such as no custody agreement and a custody evaluation that is in process, 
staff will be neutral by not taking sides or being involved with enforcement of court orders except for 
the sections that do apply to the child while at the Center.  All court documents involving visitation and 
custody of a child need to be on file in the child’s permanent file. CCS will provide both parents support 
and offer resources and referrals to community agencies. Each parent’s information will be kept 
separate and confidential. 
 

Time spent by a parent in the classroom at CCS with their child is not considered visitation as defined 
by a court order, unless specifically stated.  CCS staff is not able to provide adult supervision and 
should not be put in a position to determine the court’s purpose.  We recommend that families seek 
help from the Alaska Family Resource Center. 



15 
 

 
 
 
LENDING LIBRARY 
Each CCS Center has a collection of books to be shared with children and families. Children’s books are 
checked out on a weekly basis with the assistance of parent volunteers and many come with suggested 
activity cards. Families are invited to add to the list of ideas.   Please help your child remember to 
return books each week to ensure there will be enough books for the next library day.  If your child 
brings home a book that you are uncomfortable with, share your concern with the Family Partnership 
Coordinator. Books for adults may be checked out from the resource library at your center. Talk with 
the Family Partnership Coordinator at your center for more information. 

 

MEDICATION 
A designated staff member can administer prescription medications if the child’s medication 
schedule cannot be altered to allow the child to receive the medication at home.  Over-the-counter and 
prescription medication must be provided by the parent(s); CCS does not stock nor provide any 
medications.  A medication authorization form is available for you at the Center office, and one must 
be filled out for each prescription, or over-the-counter medication, matching the directions 
on the medication label(s).  Parents and staff may not alter the dosages or times. 
 

All prescribed medications must be in the original container with a prescription label including the 
child’s name, name of medication, dosage, dosage intervals, name of prescribing physician, and the 
date the prescription was filled as well as the expiration date for the medication. 

 
Over the counter preventative lotions, creams, powders, sunscreen, and insect repellent may be used 
without a health care providers recommendations if: 

 The Center has obtained written permission from the parent to use the specific preventative. 
 The preventative is in the original container labeled with the child’s name. 
 The preventative is used only in the amount, duration, and method of application specified on 

the manufacturer’s label. 
 The preventative’s strength is appropriate for use on children. 
 These items must be supplied by the parent and labeled with the child’s name. “As needed” is 

an appropriate dosage interval to put on the label.  For detailed information about CCS policies 
and procedures relating to care for ill or injured children, see Appendix D, Care of the Ill or 
Injured Children. 

 

MENTAL HEALTH 
To support the social and emotional development of children, CCS offers a mental health program 
under the guidance of a mental health consultant.  This promotes understanding of child growth and 
development, the appreciation for individual differences, and the need to provide children with 
supportive environments, as well as positive attitudes towards mental health needs and community 
services. We emphasize prevention, early identification, and early intervention in problems that may 
interfere with a child's development or capacity to cope with his or her environment.   If we, or the 
family, identify a need to address emotional or behavioral problems, we will refer families to 
appropriate services in the community.  Families of children with disabilities are encouraged to meet 
with the Mental Health Consultant to discuss the effects of the child’s needs within the family setting. 
 

MISSION STATEMENT 
“Making a difference in the lives and families of young children within our communities” The CCS 
mission statement was developed by families and staff and reflects the importance we place on family 
partnerships. 

 

NAP TIME 
State regulations require that all children in full day care have a daily rest period.  Children enrolled 
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in the Center Based Early Head Start program take naps after lunch.  Cots and blankets are 
provided.  If your child has a favorite sleep toy feel free to bring it, but the Center cannot be 
responsible for lost or stolen items.  A rest opportunity will be provided for children who are not 
tired.  Children are encouraged to sleep as their age dictates.  If a child requests a nap, he or she 
may have one.  For infants there are no scheduled nap times; instead they are provided on 
demand. 
 

NUTRITION, MEALS and SNACKS 
A Nutrition Consultant works with our staff and families as we teach children about healthy foods and 
good eating habits. Nutritious, well-balanced meals are served daily and at least one-third of a child's 
daily nutritional needs are offered for part day programs and one-half to two-thirds for full day 
programs while attending CCS.  A weekly menu is sent home to inform parents what will be served at 
each meal. Information on nutrition is available at your Center, and workshops on nutritional needs are 
offered throughout the year. To comply with Head Start regulations, we request parents not bring 
prepared or home-canned food to the center to be served during regular school hours.  See Birthdays 
and Holidays p.2 for celebration procedures. 
 
     US Dept. of Agriculture non-Discrimination 

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil 
rights regulations and policies, the USDA, its Agencies, offices, and employees, and institutions 
participating in or administering USDA programs are prohibited from discriminating In 
accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights 
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions 
participating in or administering USDA programs are prohibited from discriminating based on 
race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights 
activity in any program or activity conducted or funded by USDA.  
 
Persons with disabilities who require alternative means of communication for program 
information (e.g. Braille, large print, audiotape, American Sign Language, etc.) should contact 
the Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of 
hearing or have speech disabilities may contact USDA through the Federal Relay Service at 
(800) 877-8339. Additionally, program information may be made available in languages other 
than English. 
 
To file a program complaint of discrimination, complete the USDA Program Discrimination 
Complaint Form, (AD-3027) found online at: 
http//www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter 
addressed to USDA and provide in the letter all of the information requested in the form. To 
request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter 
to USDA by: 
 
(1)    mail: U.S.  Department of Agriculture                                                                                       
        Office of the Assistant Secretary for Civil Rights                                                           
        1400 Independence Avenue, SW                                                                                            
        Washington, D.C. 20250-9410;                                                                   
(2)   fax: (202) 690-7442; or                                                                                         
(3)   email: program.intake@usda.gov 
 
This institution is an equal opportunity provider.   

 
 

OUTDOOR PLAY POLICY 
We expect all children to actively participate in outdoor play whenever weather permits. There will be 
no outdoor play if it is very windy, wet and muddy, or if the temperature is zero degrees or below 
(including wind chill factor).  All children must be dressed appropriately with clothing from home when 
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they go outdoors: footwear that keeps feet warm and dry, leg coverings (especially for girls in dresses), 
warm coats, hats, and mittens or gloves. Snow pants are good for cold weather and essential for 
playing in the snow.  If it is difficult to obtain the winter gear, please let your Family Partnership 
Coordinator know. 

 

PERSONAL BELONGINGS 
For easy identification, please label everything worn to school with your child's name. 
According to the age of your child, you are required to provide the following items: 

 Extra change of clothing (including pants, shirt, underwear, and socks) 
 If the Head Start child is not toilet trained, it is suggested to send multiple pairs of regular 

underwear so we may work together toward toilet training 
 Early Head Start provides disposable diapers and wipes for children during the day.  Please 

supply your own if there is a special brand your child wears (e.g. Pull-ups). 
 Comfortable play clothes for daily wear (Some activities are messy and even when the children 

wear smocks or paint shirts, clothes may become soiled.) 
 Clothing appropriate for outside play 
 Winter: A heavy coat, snow pants or snowsuit, mittens, hat, and snow boots 
 Spring/Summer/Fall: Jacket or sweater, hat, rain boots, and raincoat 
 Comfortable shoes are to be worn in the Center at all times, so children will not need to wear 

their snow boots indoors (This is a good opportunity to “finish off’” the summer shoes at school 
and keep the new shoes to wear at home.) 

 

Classrooms are set up with toys and equipment necessary to promote learning that meets the 
avoid the distress of losing or breaking a favorite possession. 
 
PLAN FOR SUPERVISION 
Preschool children will be supervised by CCS staff and screened “in ratio” volunteers with a 1:10 ratio 
at all times.  A 1:5 ratio also will apply when children are on field trips away from the Center.  Early 
Head Start ratio is 1:4. It is the policy of CCS for all classroom staff members to have a current First 
Aid/CPR certification on file.  See Appendix I for the specific supervision plan for the Chugiak Center. 
 

POISONOUS PLANTS 
Poisonous plants will not be kept within the Centers. 
 

POLICY CHANGES 
We will notify parents two weeks prior to Policy changes described in this handbook. 

 

POLICY COUNCIL (see Appendix G) 
The local Parent Center Committee elects Policy Council members in October. Each center has a 
representative for each classroom or program.  The Policy Council meets at 5:30 p.m. on the third 
Tuesday of each month.  Meetings rotate among the Centers and childcare and dinner are available for 
those who wish to participate.   

 

PRESCHOOL PROGRAM 
      A fee-for-service preschool program may be offered for children three through five years of age at your 

center, check with center staff for details.   Our preschool pursues the highest quality early childhood 
experiences for children and families.  CCS early childhood programs are based on researched theories 
of child development and on the belief that children learn by being actively involved in the environment 
and the relationships around them. Learning activities revolve around the child’s interests and develop 
basic skills and concepts in all areas of the curriculum: language, early literacy, science, math, 
relationships, music, and large muscle development. The classrooms are divided into interest centers 
and the children are given both structured and free play times during the day to explore the areas of 
their choice. Children are supervised within the ratio guidelines at all times. 
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REGULATORY AGENCIES 
Mat-Su Valley: 
The Department of Health and Social Services located at 3601 C St, Ste 140, PO Box 241809, 
Anchorage AK 99524, is the agency responsible for licensing the Valley Centers.  (907- 269- 4600 or 
800-764-9466.  See Appendix E, Parents Guide to Licensed Child Care. 
 

Chugiak: 
The Municipality of Anchorage, Department of Health and Human Services Child and Adult Care Office, 
 located at 825 “L” St., 3rd floor, Anchorage, is the agency responsible for licensing the Chugiak Center 
(phone: 343-4758). See Appendix E-1, Parents Guide to Licensed Child Care. These agencies supervise, 
monitor, and investigate complaints involving child care centers. 

 

SAMPLE SCHEDULES 
The following are sample schedules for our part-day, full-day, and preschool programs. Times 
may vary by classroom. 

 
INFANT AND TODDLER ROOM - GENERAL DAILY SCHEDULE 

7:30-8:30 Arrival/Welcome Time 

8:30-9:00 Breakfast (Family style for older infants and toddlers) 

9:00 - 11:30 Child Choice Time Activities, Large Motor & Outdoor Activities 

11:30 - 
12:00 

Lunch (Family style for older infants and toddlers) 

12:00-12:30 Nap Preparation (Older infants and toddlers brush teeth, story time, etc.) 

12:30-3:00 Nap and Rest Time 

3:00-3:30 Snack (Family style for older infants and toddlers) 

3:30-5:30 Child Choice Time Activities, Large Motor & Outdoor Activities 

Diaper changes and toileting occur generally on arrival and again at 9:00 am, 11:00 am, 3:00 
pm, and 5:00 pm or as children's individual needs dictate. 

Small infants dictate their own schedule. Older infants and toddlers begin to structure their 
schedule in a group environment beginning with meal times and rest. 

Activity times are designed to give children and primary caregivers the opportunity to complete 
daily plans in an individual manner. 
 

Part-Day Program (Head Start and Preschool) – Chugiak, Meadow Lakes, 
Sutton/Palmer, and Wasilla centers (Chugiak and Wasilla CCS program runs 8:30 – 
12:30 with same routine) 
 

9:00 a.m. Welcome/rug 11:30 Story/music 

9:25 BREAKFAST 11:50 Small Group 

9:45 Group Time 12:15 LUNCH 

10:00 Open Room 12:45 Get ready to leave 

11:00 Muscle Room/Outdoor Activity 1:00 p.m. Go home 

 

SCHOOL CLOSURE POLICY 
Early Head Start and Head Start Centers will be closed during extreme weather conditions, if the 
local school district (ie: Mat-Su or Anchorage) near your Center is closed. Announcements of the 
closure will be announced on Legend KAYO (100.9 fm) for the Mat-Su Valley and KFQD (750 
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am) for Chugiak.  Local School District or CCS closures, for reasons other than weather, will be 
evaluated and communicated to parents. If bus service is canceled and the Center remains 
open, you may transport your child.  (Refer to Emergency Procedures for more information or 
speak with the Center Coordinator at your Center. 
 

SMOKING POLICY 
In keeping with the agency’s intent to provide safe and healthy working environments, smoking is 
prohibited in agency facilities, on playground areas, and any location around the center which is 
within view of children inside the center. 
 

SPECIAL NEEDS:  Children Services 
CCS provides early education opportunities and services for children with disabilities.  At Head Start, 
we offer special needs services to at least 10% of the children enrolled. To qualify, a child must be 
diagnosed by the School District Special Needs staff.  We recommend parents meet with staff prior 
to enrollment to discuss how we can best accommodate the needs and strengths of your child. 
If it seems your child is experiencing a difficulty or disability at any time during the year, we 
will notify you and provide information on available services.  Also if you see that your child is 
experiencing difficulties, be sure to bring this to the attention of the Center Coordinator.  With 
parental permission, your child will be referred to the Anchorage or Matanuska-Susitna Borough 
School District for diagnostic services. 
 

SPECIAL NEEDS:  Adult and Family Services 
CCS will take such steps as are necessary to ensure that qualified persons with disabilities, including 
those with impaired sensory or speaking skills, receive benefits afforded to all adults and families. All 
aids needed to provide this service are provided without cost to the person being served.  For 
persons with hearing impairments and use sign-language as their primary means of communication, 
we will use qualified sign-language interpreters.  For persons with visual impairments, staff will 
communicate the content of written materials by reading them aloud. For persons with speech 
impairments, we will use writing materials, typewriters, TDD, and computers that are available at 
each Center. 
 

STAFF 
CCS recruits and hires qualified personnel and supports its staff with an extensive training and 
professional development plan. All CCS employees must obtain an initial health examination and 
tuberculosis clearance. A health history is required annually thereafter. Upon hire each staff member 
consents to a criminal record clearance and has three positive references. All classroom and 
program management staff is required to have current certification in First Aid and CPR. 
If a classroom staff member is absent, CCS uses a paid substitute in that person’s place.  CCS 
complies with the supervision ratio required by Licensing and, at all times, there are two CCS regular 
or substitute employees in every classroom.  If there are children with high needs in a classroom, 
the staff-to-child ratio may be increased. 
 

TELEVISION AND VCR VIEWING 
Television viewing is not part of the program curriculum.  Occasionally, we might use a DVD player 
or VCR to view programs that supplement the curriculum (e.g., personal safety.)  All video programs 
are less than a half-hour in length.  Children are given the option of supervised alternatives if they 
do not wish to watch the program. 
 

TRANSPORTATION 
CCS provides transportation to families that participate in the part-day Head Start programs in 
CCS-owned buses, which are staffed by contracted drivers and a CCS aide. We operate within 
transportation boundaries and guidelines.  Depending on the location of your home, you may be 
asked to meet the bus at a pick-up point.  For full information, refer to the Transportation Policy/ 
Parent Agreement in your Family Yearbook, which you received and signed at enrollment.  Following 
these policies enhances the safety of all the children and also helps us maintain a cost-effective 
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service. 
 Please, be ready for the arrival of the bus! 
 You are required to accompany your child to and from the bus. As a courtesy to the riders on 

the bus, please extinguish your cigarette, before approaching the bus. 
 If you have not notified the Center that your child is not riding the bus for three consecutive 

days, the bus will not stop on the fourth day.  If you wish to re-establish service, you must 
arrange this with the Center Coordinator. 

 Your child will be released only to an authorized adult (listed on the emergency card - keep 
this updated. Identification will be required.)  Otherwise, your child will be returned to the 
Center until you can pick him/her up there. 

 Children who are not picked up by an authorized adult at the end of the program day may be 
considered abandoned and a report will be made to OCS. 

 If no authorized adult is present two consecutive days, you may lose transportation 
privileges. 
 
 

 

VOLUNTEER REQUIREMENTS 
The majority of CCS volunteers work directly with children and are subject to current licensing 
requirements.  Volunteers, that are not parents, receive a full orientation and background check 
prior to volunteering.  A negative TB test result must be on file at the Center for non-parent 
volunteers before their first day volunteering.   Please see Appendix H, Volunteer Information, or 
additional information regarding volunteer requirements and opportunities. 
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