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POLICY

In cooperation with the National Education Goal: “All children in America will start school ready to learn,” and embracing a philosophy of family empowerment and capacity building, grantee will establish and maintain procedures to support successful transitions for enrolled children and families from Head Start into public or private elementary school.

PROCEDURE

1) An information fair will be held during the first month of the school term.  At this event parents will receive information regarding Head Start and other community services. Procedures for transition from Head Start will be introduced at this time.

2) Parent committee nights, held regularly, will provide Head Start parents with information regarding Kindergarten readiness.

3) In March, the Children Services Manager will contact the appropriate school district official to request permission to begin interagency communication for the purpose of setting up field trips to and from Head Start and Kindergarten classes.

4) Teaching Teams, including the Family Advocates will identify children that would benefit from a personalized visit to their neighborhood school.  This will take place during the third home visit cycle and will include providing every family with information about Kindergarten registration and the name/location of their neighborhood school.

5) Each fall Head Start initiates school district records (i.e. Cumulative folder).  These records are forwarded to the school district in the fall.  (For children receiving special services, see special services transition plan.) 

6) The Family Advocates’ third home visit will also focus heavily on the transition process.  Materials relating to transitioning into kindergarten will be given to parents of children in the 4-year-old classrooms at that time (i.e. summer calendar, transition booklet, immunization reminders, applications for certified birth certificates).  Appropriate materials for transitioning 3-year-old children will also be given to parents at this time.   

7) Beginning in the spring, teachers will incorporate appropriate transition materials into the curriculum to aid in the transition process.  Family Advocates will refer parents to appropriate agencies as needed to aid in the transition process.
8) Kindergarten registration information will be included in the Happy News in April.  School district flyers will also be sent home with each child in the 4-year-old classrooms.
9) During the final parent teacher conference, held in May, teachers will ascertain whether or not the parents attended their child’s Kindergarten registration and, if not, stress the importance of contacting their neighborhood school to register their child. When possible, information specific to the school the child will be attending will be provided to parents at this meeting.
10) Family Services staff and/or the Head Start Secretary will provide appropriate district personnel with demographic information (names and addresses) of children that will be attending kindergarten in their attendance area the following year.

11) Teachers will assemble cumulative files on each student in May and ready them for distribution to the various elementary schools later that summer.  Specific instructions are attached to this policy.


12) The Health Manager will place Birth Certificates and Immunization records in the school district Health Folder, which is forwarded with the cumulative health records in the fall.   Specific instructions are attached to this policy.

13) The following school year, Head Start teachers will respond to all public school requests for information regarding their most recent graduated class, if a release of information has been signed by the parent or guardian.

14) The transition process will be reviewed by parents and staff each year after the current year’s program self assessment has been completed.

Attachment (see #12 of Community 01B)

Forms to be included in the Cumulative File: 

MUST BE IN THIS ORDER FROM FRONT TO BACK AS PER SCHOOL DISTRICT

1.
Legal Documents (restraining orders, custody papers, etc.)

2.       Health Folder

3.
District Forms 4 & 6

4.
Teacher’s copies of IEP’s (most recent date on top)

5.
Preschool Testing Packet (for children who were tested for special services, but did not qualify)

6.
Screening Protocol (most recent date on top for 2 year children)

7.
Assessment Checklist (most recent date on top for 2 year children)

8.
Copy of Social Security Card (if we have one)

9.
Parent Page & Release of Information (white copy)

10.
Pass Port (if done)
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