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Head Start Services Standards

See General Part of Standards for definitions.

1.0 The Purpose of Head Start Services

1.1 There exist a number of families in First Nations' communities where the cognitive, emotional, social and physical development of pre-school aged children is jeopardized by a lack of parenting and coping skills or by the existence of social problems within the family (i.e. environmentally at risk children). These problems may not be serious enough to warrant child protection intervention, but if left unaddressed, these problems will likely impact negatively on the child's development and school readiness. 

Head Start is an early-intervention program, which serves both the child and his/her parent(s). Although the service is usually center-based it does include home visits by staff and parents are expected to participate. Some programs are entirely home-based.

Referrals of individual children and their parents are usually made by Child and Family Services Agency staff or staff who work in other First Nations' health or social agencies. Self- referrals are also encouraged. 

A service plan for each child and parent is developed, with the cooperation of appropriate community professionals. This plan is to ensure that individual problem areas are addressed in a planned manner through the identification of specific objectives and activities, which are designed to reach these objectives. 

2.0 The Focus of First Nations' Child and Family Services Head Start Service

2.1 The focus is to:

a) Maintain and strengthen the family unit;

b) Assist children with physical, emotional, cognitive or social delays by:

· facilitating emotional adjustment; 

· encouraging and developing appropriate socialization skills;

· acquiring readiness skills for school entry;

· supporting and protecting the child from a harmful environment (e.g. physical or sexual abuse;)

c) Assisting parents in understanding, acquiring and implementing appropriate parenting and other life skills through:

· training programs;

· guiding and facilitating good parent-child interaction; and

· providing support to parents to maintain their learned skills (e.g. parent support group);

2.2 An individual case plan is to be developed for each child-parent, which identifies objectives and the activities required to reach these objectives. Head Start staff are expected to work with Child and Family Services Agency staff or other community professionals in developing the case plan.  

3.0 Child and Family Services is Responsible to Deliver this Service

All First Nations' Child and Family Head Start Services shall be delivered out of a First Nation's owned, operated and approved facility staffed by one or more Head Start Worker(s) under the auspices of the Child and Family Services Agency.  Approval shall be the responsibility of the Director of the Child and Family Service Agency.

4.0 Guiding Objectives

4.1 All Head Start Administrators and workers shall develop and maintain their services and facility according to the following objectives:

a) maintenance of a positive, stimulating and culturally appropriate environment that contributes to the complete development of a child;

b) provision of safety and security for a child so that he might improve his/her physical and emotional development;

c) adoption of measures aimed at encouraging and directing a child in acquiring self-esteem and respect for collective values;

d) organization of a creative and challenging environment;

e) encouragement of social and learning skills development by a child;

f) development of an awareness and appreciation for Mi'kmag or Maliseet culture;

g) development of a child's appreciation of and use of the Maliseet or Mi'kmag language;

h) involvement of parents and supporting them to develop required parenting skills; 

i) maintenance of a healthy and nutritionally sound meals program (if applicable).

5.0 General Responsibilities of Head Start Workers

5.1 Head Start workers are responsible to:

a) encourage participation in the delivery of services by parents, grandparents and elders;

b) make sure their program has community support and responds to community needs;

c) support complementary service delivery efforts and initiatives being undertaken by Child and Family Services and other First Nations' agencies involved with children and families;

d) be accountable at all times to Child and Family Services for the effectiveness, quality, efficiency and appropriateness of their program;

e) provide a safe and healthy environment for children;

f) treat all information acquired in the delivery of Head Start Services in a confidential manner.

6.0 Administrator of Head Start

One Head Start Worker appointed by the director of the Child and Family Services Agency shall serve as the principal Administrator of the Head Start Service and shall direct, manage, oversee and supervise the day to day activities of the service, its workers and its facility.  The Administrator shall provide Child and Family Services with the name of another Head Start worker who is available as a replacement for the Administrator in case of an emergency.  Administrators, their replacements and all other Head Start Workers shall make themselves familiar with these Service Standards.  It is recommended that the Administrator and her/his replacement have a background in First Nations' education and knowledge of early childhood development.

Some programs employ only one staff person and therefore do not require this administrative structure.

7.0 Internal Policies and Procedures

7.1 The Administrator in consultation with other Head Start staff, interested parents and family members shall develop written internal policies and procedures relating to service delivery which are not inconsistent with these Service Standards, and which deal with:

a) the Head Start Service's philosophy, goals and objectives;

b) the means of increasing and regulating the involvement of parents, members of immediate and extended families, elders and other volunteers in service delivery for, and social interaction with, the Head Start Service's clients;

c) enrollment and discharge procedures and the age(s) of children who shall be accepted into the program;

d) personal belongings brought into Head Start facilities;

e) precise hours of operation, and policies on holiday and emergency closures;

f) clothing and equipment requirements for children;

g) meal and health policies;

h) safety, rest and discipline policies;

i) activities organized by the service outside of its ordinary operating facility;

j) culturally-appropriate behaviour management techniques and the use of the Mi'kmag or Maliseet language in program areas and facilities;

k) personnel policies (including the manner of hiring/firing Head Start Workers as approved by Child and Family Services and the handling of reports of child abuse/neglect which come to the attention of Head Start workers);

l) emergency procedures, including fire drill and the handling of medical emergencies;

m) transportation including pick-up times, behaviour of children in transit and pickup locations;

n) establishing relationships with, and providing support to, other First Nation agencies and resources; 

o) the handling of complaints and grievances within the service's administrative structure;

p) the development of program-specific forms and the establishment of general policies, which are necessary for the maintenance and enhancement of the Head Start Service Program.

q) The above internal policies and procedures shall be reviewed at least every three (3)  years.

Helpful Information

The Department of Family and Community Services has produced "Child Day Care Facilities Operators Standards" which contain appendices with many helpful forms and guidelines.  These forms and guidelines could be helpful to a Head Start center, which is developing the required forms, policies and statements of service.

8.0 Written Statements of Service

8.1 All Head Start Services shall provide written statements of service for parents, which shall be compiled in a parent handbook and shall include:

a) a description of the program, including the program philosophy, goals and objectives;

b) hours of operation;

c) enrolment and discharge procedures;

d) personal belongings permitted to be brought to the facility;

e) whether the children will be participating in walks, outings, field trips, and the methods of transportation provided, including transportation methods to and from the centre;

f) administration of medication;

g) child illness;

h) the emergency evacuation plan;

i) child guidance practices;

j) types of activities off the premises organized by the centre;

k) child abuse and neglect protocol;

l) parental involvement;

m) information on the facility's administrative structure; and

n) complaint/grievance procedures.

8.2 All centres shall have written personnel practices for staff, including but not restricted to:

a) job descriptions that outline the following responsibilities:

· direct child care

· program planning

· facility maintenance

· relationships with parents

b) reporting requirements, as detailed in the Child Victims of Abuse Protocols, Province of New Brunswick

c) confidentiality

Helpful Information

All centres should ensure that parent(s)/guardian(s) sign a statement, which should be kept in the child's file, stating that they have read, understand and been provided a copy of the centre's written statements of service.

Having parents' sign the written statement of service helps assure that they read and understand the contents.

Operators should consult the requirements of the Employment Standards Act  when developing personnel practices related to termination of employment, statutory holidays, etc.

9.0 Record Keeping

9.1 All centres shall maintain the following records:

a) child records;

b) personnel records;

c) administration of medication records;

d) daily attendance records of children indicating the arrival and departure time of each child;   

e) incident reports; 

f) menu plan; 

g) smoke alarm, fire alarm and fire extinguisher inspection and maintenance records;

h) fire drill records’ and 

i) weekly program plans for each age group served.

9.2 Child Records

All Head Start Services shall keep individual files on each child, which shall contain the following:

a) a Child Profile which shall contain, but is not limited to, the following information:

· child's full name, address, birth date and Medicare number

· the name, address and telephone number of the family physician

· the full name, address, and telephone numbers (home and work) of the parent(s)/guardian(s)

· the full names, addresses, and telephone numbers of at least two (2) additional persons, authorized by the parent(s)/guardian(s) to remove the child from the centre or to be contacted in case of an emergency when the parent(s)/guardian(s) cannot be located

· the child's health history and record of immunizations completed by the parent(s)/guardian(s) and updated as changes occur; if parent(s)/guardian(s) do not provide a record of immunization or choose not to immunize their child, a waiver signed by the parent(s)/guardian(s) shall be on file

· a description of the child's developmental milestones, interests, strengths and needs

b) written consent by the parent(s)/guardian(s) for:

· emergency care and transportation 

· all other transportation, including that provided by the facility, taxis, and other forms of public transportation 

· permission to leave the premises for daily walks and visits to public playgrounds within walking distance

· administration of medication 

· release of information to outside agencies or schools, when requested

· permission for the child to participate in testing, relevant projects and photographs for publication, when requested 

· authorization to release the child to anyone other than the custodial parent(s)/guardian(s)

9.3 Personnel Records

All Head Start Services shall keep individual files for all staff, including but not limited to the following information:

a) full name, birth date and permanent address;  

b) job description; 

c) Staff Medical Form; 

d) Criminal Record Check and Family and Community Services Record Check; 

e) copy of valid First Aid Certificate, including record of CPR as required; 

f) signed statement that they have read and understand their responsibility in respect of:

· the Service's written statements of service

· these Service Standards

· Child Victims of Abuse Protocols of the Province of New Brunswick.

Helpful Information

Staff immunizations should be up to date in accordance with immunization schedule established by the community health nurse.

All staff - means the Administrator, primary staff, relief staff, support personnel, food service personnel and administrative support staff.

The required information contained on the Child Profile and in staff files should be updated as changes occur to ensure that information is current.

Recording children's arrival and departure times assists Services to identify those children in attendance at any given time in the event of a fire or other emergency.

10.0 Confidentiality

10.1 All Head Start Services shall:

a) treat child and personnel records as confidential;

b) require written consent from the person involved or, in the case of a child their parent(s)/guardian(s), before releasing personal identifying information pertaining to an employee, children attending the centre, or their family; and

c) make all records available to authorized Child and Family Services Agency staff, upon request.

11.0 Parent Involvement

All mothers and fathers shall be involved in the program. Staff are expected to design some activities, which can involve parents. Staff may also visit the child's parents at home if this helps to extend the benefits of the program for the child by focusing on parenting support and parenting issues.

12.0 Indoor Play Space

12.1 The usable indoor play space shall:

a) be measured by a Child and Family Services staff person and provide a minimum of three and one-quarter (3.25) square metres/thirty five (35) square feet per child;

b) not include office, staff room, stairways, hallways, washroom, lockers, kitchen facilities, storage and isolation areas; and

c) be on the first floor, second floor or basement level. 

12.2 Basement levels shall:

a) be no more that 1.52 metres (5 feet) below ground level

12.3 The usable indoor play space in a Head Start centre operated in a public building shall be solely for the Head Start's use during its normal operating hours and the available space shall permit portable shelving, materials and equipment to be present daily.

12.4 The usable indoor play space for infants less than 15 months shall be doubled to provide a rest area separate and apart from the floor area used for play activity.

12.5 Head Start centres shall not place more children in a room than the measured child spaces allow. If a collateral authority recommends fewer children than the measured spaces would allow, the Head Start shall comply with the lower number. 

Helpful Information

An example of a public building is a school or a community centre where the usable indoor play space may be a gym, a cafeteria, and/or multi-purpose rooms.

Usable indoor play space is space for use by children when playing, resting and eating.

Except for infants less than 15 months, playing, eating and resting may be carried on the same room provided that scheduling is such that one activity does not interfere with another.

The approval capacity of a Head Start centre is based on the total of all measured spaces and on the number of available toilets and washbasins.

A centre that group's children according to the maximum group size per age shall ensure that the room/area to be used has measured child spaces equal to the maximum group size.

Collateral authorities of the Head Start approval process are municipal zoning, public health inspection and fire inspection.

13.0 Bathroom

13.1 All Head Start facilities shall provide toilets and washbasins that children can use safely and independently, and that are for the use of staff and the children enrolled during the facility's operating hours.

Head Start facilities in multi-use buildings shall ensure that children are supervised at all times when using washrooms that are also used by the public.

Washbasins and toilets shall be provided for children over the age of two (2) in the following ratio.

	1 toilet
	1 wash basin
	1-9 children

	2 toilets
	2 wash basins
	10-24 children

	3 toilets
	3 wash basins
	25-49 children

	4 toilets
	4 wash basins
	50-75 children


13.2 All Head Start facilities shall provide:

a) steps or platforms that allow children access to adult sized fixtures, both sinks and toilets

b) toilet training seats and/or potty chairs in the ratio of one (1) for every three (3) children who are being toilet trained

After each use, potty-chairs shall be emptied into a toilet, cleaned and sanitized and stored in the bathroom.

Helpful Information

"Clean" means to remove dirt and debris (e.g. blood, urine, faces) by scrubbing and washing with soap, detergent and/or household cleaners.

"Sanitize" means to remove filth or soil and small amounts of certain bacteria to a safe level.  This procedure is applicable to a wide variety of routine housekeeping procedures, involving, for example, bedding, bathrooms, kitchen countertops, floors and walls.  Bleach solutions made up of 1 part bleach and 10 parts water are acceptable for sanitizing.

14.0 Kitchen Space

14.1 The kitchen space in all Head Start facilities shall:

a) be inaccessible to children, except under supervised conditions; and

b) never be used as play space.

Helpful Information

"Supervised conditions" may be cooking or special art activities and a staff member shall be present with the children at all times.

15.0 Quiet Space

15.1 Head Start centres shall:

a) provide a designated area for each child to rest during rest periods; and

b) provide a designated area for temporary isolation of children in case of illness.

The designated rest area shall provide space between resting equipment, to allow unobstructed movement to ensure safe and effective evacuation during an emergency.

The designated rest area for infants less than 15 months shall be separate from all other activity areas.

16.0 Storage Space

16.1 Equipment and Materials

All Head Start facilities shall provide shelves and cupboards for the storage of toys, program materials and supplies that are easily accessible to children and permit independent selection.

16.2 Medications

All Head Start facilities shall store medications refrigerated or unrefrigerated in a space that is inaccessible to children.

16.3 First Aid Supplies

All Head Start facilities shall store first aid supplies in a space that is accessible to staff at all times, but out of reach of children.

16.4 Toxic Products

All Head Start facilities shall store all chemical and potentially dangerous products and cleaning supplies in a locked space inaccessible to children and separate from stored food and medications.

16.5 Personal Belongings

All Head Start facilities shall provide easily accessible storage space for the personal belongings of each child in attendance:

a) either in cubicles or lockers which are shared by no more than two (2) children at one time 

or

b) on hangers or hooks with additional provisions for personal storage space.

In addition, all Head Start facilities providing services to children in diapers shall provide individual storage space for the diapers, creams and diaper wipes of each child.

Helpful Information

"Personal belongings" include, but are not restricted to, bedding, clothing, combs/brushes, and toys brought from home.

"Additional provisions" may be separate bins, for example, plastic containers that store things such as the child's bedding or changes of clothing, or children's individual backpacks.

"Easily accessible" means storage space, such as cupboards, shelves, and space containing children's toys and play materials which are at child level and permit the child to use them without adult assistance.

"Inaccessible" means that no child can gain access by himself/herself.

17.0 Outdoor Play Space

Head Start centres providing half-day programs are exempt from the provisions for outdoor play space as outlined below.

17.1 Outdoor play space shall:

a) be measured by a Child and Family Services Agency staff person and provide a minimum of four and one half (4.5) square metres (48 square feet) per child to accommodate fifty per cent (50%) of the centre's approved capacity; 

b) be enclosed on all sides by a fence of a least 1.22 metre (4 feet) in height for children under the age of five (5);

c) have gates equipped with bolts and latches which shall be locked at all times when children are using the play space;

d) have a surface which is well drained and free from depressions in which water may stand;

e) be maintained free of glass, debris, animal litter; and

f) be adjacent to the centre.

17.2 Head Start centres providing care for children under the age of two (2) shall either:

a) ensure this age group use the outdoor play space at a time separate from all other age groups; or

b) designate an area within the outdoor play space to meet the needs of this age group.

All stairs, walkways, ramps, porches, parking areas and driveways shall be maintained free from accumulations of water, ice and snow.

Helpful Information

"Adjacent" means directly adjoining the facility or within a walking distance of no more than 350 meters (approximately 1/4 mile).

"Reasonable walking distance" for school age children should be not more that 700 metres (approximately 1/2 mile) from the centre.

The outdoor play space is measured for fifty percent (50%) of the approved capacity; therefore only fifty percent (50%) of the approved capacity may use the outdoor play space at any one time.

Where the total area of the outdoor play space is greater than the required 4.5 square metres (48 square feet) for 50% of the approved capacity, children under 2 may be outdoors at the same time as other age groups providing their safety is not compromised.

18.0 Play Environment

18.1 Indoor and outdoor play environments shall:

a) be arranged to allow children opportunities for free-choice, a variety of experiences, and accessible toys and equipment; and

b) have a layout conducive to effective supervision. 

18.2 In addition, outdoor play environments shall provide:

a) an area for sand play separate from the protective zone and the no encroachment zones; 

b) an area for large muscle play; 

c) an area for quiet play; 

d) a shaded area; and

e) storage space.

18.3 Sand play areas shall:

a) be regularly cleaned of debris and animal excrement using a safe disinfectant

b) be covered, if less than 3m x 3m (10 feet x 10 feet)

Helpful Information

"Effective supervision" means that staff members are able to view children from any location within a room/area, both indoors and outdoors.

"Shaded area" may be natural shade, for example trees, or may be created by using large beach umbrellas or tarps.

It is highly recommended that operators request that parents provide a sun block cream with an SPF (Sun Protection Factor) of at least 15 as well as sun hats or visors to protect their children from over exposure to the sun.

Activity centres provide the organizational structure to promote a free-choice environment with a sufficient quantity and variety of play materials.  Activity centres should be well-defined areas, easy to get to and with plenty of space for children to carry out the intended activity.  Minimums of five (5) activity centres are recommended.

The recommended minimum sand depth in a sand play area is 200mm (8 inches).

The following cleansing solution is recommended as a safe disinfectant:

200ml (7/100 gal) fluid chloride of lime to 18l (5 gal) of water for each 10 cubic metres (11 cubic yards) of sand.

Using a bucket and a watering can put 9 litres of water in each.  Add half the chloride of lime (100ml) to each container and stir well with a stick.  Use the watering can to equally distribute the solution over the sandbox.  Refill the watering can from bucket and continue until area is thoroughly covered.

Hose down the area to allow the solution to penetrate.  Turn the sand over with a shovel to a depth of 17cm (7.5 inches) before the children use again.  

19.0 Indoor Play Equipment, Furnishings and Program Materials

19.1 All Head Start facilities shall provide indoor play equipment, furnishings and program materials that shall be:

a) available in sufficient quantity and variety to occupy all children in attendance;

b) age appropriate and consistent with the developmental capabilities of all children in attendance;

c) stored to permit independent selection by the children;

d) in compliance with the Hazardous Products Act and any regulation there under;

e) surfaced with a lead-free, non-toxic paint, if painted; and

f) maintained clean and in good repair.

All Administrators shall be aware of and take action according to recall notices on defective equipment.

Helpful Information

"Furnishings" include tables and chairs, bookcases, shelves.

"Sufficient quantity" means the availability of enough play equipment and materials, for each age group served, to avoid excessive competition and long waits for the children.

To ensure the appropriateness of play equipment and materials, consideration should be given to the developmental needs, individual interests and ages of the children attending the facility.

For further details on the Hazardous Products Act and its requirements contact Product Safety Division, Health Canada at (506) 851-6638.

20.0 Outdoor Play Equipment

20.1 All Head Start facilities must complete a monthly maintenance and inspection plan, which must include but is not limited, to the following:

a) the date(s) when checked and when repairs were completed;

b) the action(s) required and taken; and

c) the name of the staff who conducted the check(s).

20.2 Equipment

Outdoor play equipment on the premises of a child Head Start facility must:

a) be well anchored; 

b) have adequate guardrails and/or handrails to prevent falls;

c) have openings less than 3" (76mm) or greater than 10" (254 mm) in diameter to guard against entrapment;

d) be free from protrusions that may act as hook, catch or entanglement points; 

e) be free from loose splinters, cracks, decay, splitting or cracking parts, rust or corrosion;

f) have no sharp points, nuts, bolts or other parts that could cut or pierce;

g) have no exposed moving parts that could pinch or crush;

h) be spaced to allow sufficient spacing between stationary and/or moving equipment; and

i) be surrounded by protective surfacing.

20.3 Surfacing

Protective surfacing where required must:

a) be fine loose sand and pea gravel (5 - 7 mm in diameter), wood chips, wood mulch, or approved synthetic materials;

b) be maintained at a depth of between 150 - 300mm (6 - 12 inches);

c) extend at least 1800mm (72 inches) around all sides of the equipment and into the no encroachment zone, as determined by the type of equipment; and

d) be maintained in a non-compacted condition, evenly distributed and free of glass and debris. 

Helpful Information

Outdoor play equipment includes: climbing structures, swings, slides, rocking equipment.  Play equipment intended for residential private backyard use is not recommended for use by child Head Start facilities.

It is recommended that the protective surfacing be turned over or raked weekly to ensure proper depths are maintained.  Grass is not a protective surface.

The ground beneath and surrounding a piece of playground equipment is referred to as the "fall" or "protective" zone.  For stationary equipment (climbers, slides), it should extend 1800mm (72 inches) in all directions.  For swings, the fall zone is determine by measuring the arc of the swing (i.e. the length from the top of the chain to the bottom of the seat), multiplying by 2 and adding 1800mm (72 inches) at the front and back of the swing.

A "no encroachment" or "circulation" zone is required around moving equipment and at slide exits.  This zone is an additional 1800mm (72 inches) of protective surfacing outside of the protective (fall) zone.

For additional information on requirements for play spaces and equipment, operators should refer to the document " Children's Playspaces and Equipment" of the Child's Play - Playground Safety Video and Guide.  Both are available through the Canadian Standards Association, 178 Rexdale Blvd, Etobicoke, Ontario, M9W 1R3 or by calling 1-800-463-6727.  

21.0 Rest Equipment

21.1 All Head Start centres must provide:

a) cots, mats, cribs or portable playpens for each child who is in attendance more than four (4) consecutive hours daily; 

b) a separate crib or portable playpen, for each infant less than fifteen (15) months, which must comply with the Cribs and Cradles Regulations under the Hazardous Products Act;  and

c) a cot or mat, for children fifteen (15) months and over, up to five (5) years of age, that is appropriate to the child's size and level of development. 

21.2 In addition, all Head Start centres must:

a) ensure all cribs and portable playpens have mattresses made of moisture resistant materials;

b) ensure that all cots and mats have non-absorbent, cleanable coverings;

c) store all mats so that there is no contact with the surface of another mat or disinfect mats on both sides after each use;

d) not place bed linens directly on the floor in place of cots, cribs, portable playpens or mats; and

e) ensure that stacked cribs are never used. 

Helpful Information

Children over thirty-five (35) inches (89 cm) in height who can get out of a crib by themselves should not be placed in a crib but should be provided with a cot or mat instead.

Children should be provided with blankets from either the centre or home.

"Appropriate to the child's level of development" means long enough so that neither the child's feet nor head extend past the ends and wide enough so that the child can easily turn over without falling off.

22.0 Infectious Diseases

22.1 All Head Start facilities must:

a) inform all parent(s)/guardian(s) and post a notice within twelve (12) hours, after an infectious disease is reported; 

b) contact the local community health nurse within 24 hours where a child is believed to have contracted measles, mumps, meningitis, pertussis or rubella; 

c) refuse to admit any individual known to have an infectious disease during the exclusion period when the disease may be contagious as instructed by a Child and Family Service Agency staff person; and

d) follow hand washing procedures, as described below. 

22.2 Hand Washing Procedure: 

· use liquid soap; 

· lather and wash well, including fingernails, back of hands and between fingers; 

· rinse in warm running water for at least 30 seconds; 

· dry with a paper towel; and

· turn off faucet with paper towel, then discard. 

Helpful Information

Infectious diseases may include impetigo, lice, ringworm, pinkeye in addition to those listed above.

Head Start Administrators should contact the local community health nurse for information on infectious diseases and their recommended exclusion periods.  "Well Beings" is a comprehensive resource produced by Canadian Pediatric Society (1992), which provides detailed information and fact sheets on this subject.  To order "Well Beings" contact Canadian Pediatric Society, Children's Hospital of Eastern Ontario, 401 Smyth Street, Ottawa, Ontario, K1H 8L1.  Telephone number: (613) 739-2728.

When reporting cases of measles, mumps, meningitis, pertussis or rubella to the community health nurse the following information is required, either verbally or in writing: i) name of person; ii) name of legal guardian; iii) address of person; iv) telephone number(s) of person; v) date of birth of person.

Handwashing significantly reduces the transmission of infections.  It is important for staff and children to wash their hands at least at the following times and whenever hands are contaminated with body fluids:  before food preparation; after toileting or changing diapers; after assisting a child with toilet use; before handling food; before any food service activity, including setting the table; before and after eating meals and snacks; after handling pets or other animals.

23.0 Child Illness

23.1 All Head Start facilities must:

a) develop written statements of service with respect to child illness; 

b) contact the child's parent(s)/guardian(s), or person(s) identified for emergency situations, who must pick up the child; and

c) provide supervised care for the sick child in the designated area separate from other children until the child is picked up from the facility. 

	Helpful Information

Administrators are encouraged to consult the resource "Well Beings" (previously referenced) which also provides useful information on the subject of managing illness and infection in child care.

The following will assist Administrators in the development of the written statement of service for child illness:

a) the illness prevents the child from participating comfortably in facility activities;

b) the illness results in a greater care need that the staff can provide without compromising the health and safety of the other children;

c) the child has any of the following conditions: i) temperature - oral temperature 38.5o C) 101o F or greater, recall temperature 39o C) (102o F) or greater, armpit temperature (38o C) (100o F) or greater accompanied by behaviours changes or other signs or symptoms of illness; ii) uncontrolled diarrhea; iii) vomiting; iv) onset of infectious diseases such as measles, chicken pox, mumps, rubella.


24.0 Incidents

24.1 Reportable Incidents

All Head Start facilities must:

a) obtain all required assistance indicated by the situation;

b) immediately notify the parent(s)/guardian(s) of the child; and

c) complete an Incident Report and forward the original to the Child and Family Services Agency within twenty-four (24) hours, retain a copy for the child's file at the facility and provide a copy to the parent(s)/guardian(s).

24.2 Non-reportable Incidents

All child Head Start facilities must:

a) maintain a chronologically filed daily log;

b) inform parent(s)/guardian(s) the same day of the details of the incident and the treatment given; and 

c) ensure that parent(s)/guardian(s) sign the daily log. 

Helpful Information

Reportable incidents include: unexpected illnesses where the child requires immediate transfer to a hospital; motor vehicle accidents; injuries that occur during transit of a child while under the care and supervision of the Head Start; other injuries such as falls where the child requires emergency transfer to a hospital; incidents where a child wanders off and is missing from the Head Start; the death of a child while in the care of the facility.

Non-reportable incidents do not require emergency medical attention for the child, for example, hospital, doctor, ambulance but may require proper cleaning of cuts and application of ointments, band aids, etc

25.0 Diapering

25.1 Equipment

Diapering surfaces in child Head Start facilities must be:

a) sturdy, of adult height and equipped with rails or safety straps; 

b) of an impervious and non-absorbent material; 

c) located separate from the food preparation areas and never be used for serving food; and 

d) adjacent to a handwashing sink. 

A mat used exclusively for diaper changing is approved as a diapering surface for children aged 15 months and over.

25.2 Diaper Changing

All Head Start facilities must:

a) post diaper changing procedures; and  

b) never leave children unattended during diaper changing. 

25.3 When using cloth diapers:

a) dispose of faecal contents in the toilet but do not rinse; 

b) store in a labelled container with a tight fitting lid or in a sealed plastic bag; 

c) launder daily with soap and disinfectant when the facility provides the diapers; and 

d) send them home daily, in a sealed plastic bag, when the parents provide the diapers. 

25.4 When using disposable diapers:

a) empty fecal contents into the toilet; and 

b) discard diapers in a sealed plastic bag and dispose of in closed containers. 

26.0 Personal Belongings

26.1 In all child Head Start facilities combs, brushes, toothbrushes, towels, facecloths, and bedding must:

a) be labelled identifying the owner; 

b) be stored separately; and

c) not be shared. 

26.2 All pacifiers and soothers must:

a) conform with the requirements of the Hazardous Products Act, and any regulations thereunder; 

b) be identified for the use of a particular child; and

c) not be used with a neck string. 

Helpful Information

Toothbrushes should be stored so that they: do not drip on other toothbrushes; are separate from one another; have the bristles turned up; are exposed to the air to dry; and are not in contact with any surface.

Both prohibiting the sharing of personal belongings and storing separately help prevent the spread of infectious diseases, for example, respiratory, gastrointestinal, and skin infections such as lice, scabies and ringworm.

27.0 Medication

27.1 All Head Start facilities must:

a) administer only medication, whether over the counter or prescribed, that is brought to the facility by the parent; 

b) obtain written parental consent to administer prescription or over the counter medications; and

c) complete the appropriate entry in the child's Medication Record each time medication, either over the counter or prescribed, is administered. 

27.2 All medication must:

a) be in the original container with the original label; 

b) have child-protective caps; and

c) be identified with the dosage and the name of the child for whom the medication is intended. 

27.3 In addition, prescribed medications must have:

a) the name of the physician; 

b) instructions; and

c) the time period of use. 

Helpful Information

Acetaminophen should only be administered under the following conditions:

the child has developed a fever after his/her arrival at the childcare facility;

the parent(s)/guardian(s) have been contacted by telephone and; 

a mutual decision has been reached that this is the appropriate measure to reduce the fever.

This practice should not prevent the Head Start facility from following their written statement of service for child illness.

Over the counter medications include Tylenol, cough syrups, and teething gels that are not prescribed by a physician.

Inaccessible means that no child can gain access by himself/herself.

Emergency medication should be inaccessible but not locked, where time is of the essence in its use and any delay in accessing could be life threatening, for example, epipens and anaphylactic kits. 

28.0 Nutrition

28.1 Menus

All Head Start facilities must prepare meals and snacks in accordance with Canada's Food Guide to Healthy Eating, respecting the four (4) basic food groups and the recommended serving sizes for the age group being served.

Where milk and juice are served, the milk must be undiluted and the juice must be one hundred per cent (100%) pure fruit juice.  Water may be served at meals and snacks providing the requirements of Canada's Food Guide to Healthy Eating are met throughout the day.

Drinking water must be available to children at all times either through independent access or requests through staff.

Children's allergy information must be posted in the food preparation area.

28.2 All Head Start centre menus must:

a) be prepared four (4) weeks in advance and posted at the beginning of each week in a location that is conspicuous to staff and parents; 

b) be amended or varied to provide for children with special nutritional requirements; 

c) be amended to reflect any changes in the food actually served, as changes occur; and

d) ensure that no additives or fillers are added to stretch or colour food. 

28.3 Infants

Infants under 12 months of age must:

a) be fed on demand and in accordance with written instructions from the parent regarding the amount, type and scheduling of feedings; and 

b) be held during bottle feeding. 

Both the propping of bottles, in cribs, playpens or infants seats, and the carrying of bottles by young children are prohibited.

28.4 Where there is more than one bottle-fed infant, all bottles must:

a) be labelled with the child's name; 

b) only be used for the intended child; and

c) stored with covers on each bottle. 

Helpful Information

Bottle propping is the practice of allowing an infant, who is too young to hold a bottle, to feed unattended from a bottle that is supported (propped) against objects adjacent to the infant, for example, a pillow or rolled blanket.

Where more than one infant requires feeding at the same time, the bottles may be held by the staff while the infants are in an infant seat providing the staff member is interacting with the infants.

28.5 Servings

Children who are in attendance at a Head Start facility for:

a) less than three (3) hours, must be served one (1) snack which must provide one (1) serving each from two (2) or more of the basic four (4) food groups; 

b) at least three but less than six hours (3-6) hours, must be served one (1) snack which must provide one (1) serving each from two (2) or more of the basic four (4) food groups and one (1) meal which must provide one (1) serving from each of the four (4) food groups; and 

c) at least six but less then ten hours (6-10) hours, must be served two (2) snacks and one (1) meal which must provide: for each snack, one (1) serving each from two (2) or more of the basic four (4) food groups; and for the meal, one service from each of the four (4) food groups; and in total include at least two (2) servings from the Milk Products food group. 

Helpful Information

For assistance in meeting the requirements for menu planning, and information on Canada's Food Guide to Healthy Eating operators should consult with a nutritionist or certified dietician.  When planning menus, operators should also be sensitive to the needs of other cultures.

Publications, such as Canada's Food Guide to Healthy Eating Focus on Preschoolers, are available through Health Canada, Ottawa, Ontario, K1A 0K9.

Infants under 12 months should be fed on demand unless the parents instruct otherwise, that is based on the infant's needs and not on a schedule established by the child care facility.

Where food brought from home does not consistently meet either nutritional or food safety requirements, the operator has a responsibility to discuss and resolve the situation with the parent.

29.0 First Aid

29.1 All Head Start facilities must maintain a minimum of two (2) first aid kits.  One (1) must remain on the premises and the other must be available to take on field trips and outings away from the facility.

Head Start facilities providing transportation must have a first aid kit in the vehicle at all times.

Each first aid kit must:

a) be accessible to staff at all times, but out of reach of children; 

b) be restocked after each use; and

c) checked monthly using the Inventory Check List. 

30.0 Animals/Pets

30.1 Dogs and cats, where present at a child Head Start facility, must:

a) be maintained on a flea, tick and worm control schedule; and 

b) be vaccinated for any disease that can be transmitted to humans. 

Where vaccinations are required, proof of current compliance, signed by a veterinarian, must be on file at the facility.

Turtles, ferrets and birds of the parrot family must not be present in a childcare facility.

All animal litter must be immediately removed from children's areas and properly disposed of.

31.0 Smoking

All Head Start facilities must forbid smoking in all areas occupied by the children, during operating hours, including the outdoor play space, on field trips and walks, and in vehicles.

Smoking is prohibited in food preparation areas.

32.0 Evacuation Plans

32.1 All Head Start centres must have a written emergency plan that:

a) outlines staff responsibilities; 

b) shows the evacuation routes; 

c) informs parent(s)/guardian(s) of the location of an alternate accommodation; and

d) informs parent(s)/guardian(s) of the transportation arrangements to the alternative accommodation. 

Helpful Information

Administrators should contact the local Fire Department for assistance in developing their evacuation plans.

Plans should be clear enough that a visitor to the centre could easily follow the instructions.  Diagrammed evacuation procedures are easiest to follow in an emergency.  Floor plan layouts that show two (2) exit routes are best.

The outline of staff responsibilities should ensure that staff are clear how many children each person is responsible for and how to physically remove children from the facility, in particular, how to evacuate infants and children with additional needs.

33.0 Fire Drill

33.1 All Head Start facilities must:

a) conduct monthly fire drills which are to be practiced alternately from all exit locations at varied times of the day and during varied activities, including rest periods; 

b) complete the Record of Monthly fire Drills each month; and

c) retain the Record of Monthly Fire Drills on file for one (1) year. 

34.0 Emergency Numbers

All Head Start facilities must post emergency numbers beside each telephone, including but not restricted to: fire station, police, hospitals, poison control centres, taxi, and ambulance services.

Helpful Information

Where 911 services are available, this may be posted in place of fire, police and ambulance services numbers.

The facility's street address should also be posted by the phone.  This is helpful in a stressful situation, especially for a new or substitute caregiver.

35.0 Toxic Products

35.1 All Head Start facilities must:

a) use toxic products according to the manufacturer's instructions and only for the intended purpose;

b) store them in their original, labelled containers;

c) store them in a locked area inaccessible to children; and 

d) separate them from stored medications and food. 

Helpful Information

Examples of toxic products are: cleaning materials, detergents, pesticides, health and beauty aids, deodorizers, insecticides with repellents.  Mixtures of bleach and water in the recommended proportions are not considered toxic.  Labelling of these concentrations is still required.

Toxic plant knowledge is necessary in case a child ingests plant material and emergency attention is required.

36.0 Transportation

36.1 Where transportation is provided by Head Start facilities, all vehicles owned by the facility must:

a) be equipped with a first aid kit and emergency records for all children being transported; and 

b) provide infant seats and/or individual seatbelts according to the child's age and weight and in sufficient numbers for the children being transported. 

Where children are routinely transported to and from the Head Start facility by taxi, the facility must develop written guidelines, which state the responsibilities of all parties, that is, parents, the taxi company and the facility.

Where Head Start facilities are transporting children in private cars i.e. volunteers on outings, individuals must be advised to confirm with their insurance agent that they have proper coverage for the transporting of children.

Helpful Information

For additional information regarding the installation and other requirements for child safety seats, Head Start facilities should contact the NB Department of Transportation, Highway Safety and Education Promotion at (506) 453-3645.

Emergency records should contain the following information: name of the child, his Medicare number; telephone numbers of his parents; name and telephone number of the child's doctor, as well as pertinent information with respect to allergies and health of the child.  For quick access, this information may be written on recipe index/cards.

37.0 Smoke Alarm

Helpful Information

Head Start centres are inspected by Assistant Fire Marshall's or Fire Prevention officers, under the authority of the NB Fire Prevention Act.  Any requirements for smoke alarms and/or fire alarm systems are handled through the Office of the Fire Marshall.

38.0 Fire Extinguishers

Helpful Information

Head Start centres are inspected by Assistant Fire Marshall's or Fire Prevention officers, under the authority of the NB Fire Prevention Act.  Any requirements for fire extinguishers in Head Start centres are handled through the Office of the Fire Marshall.

39.0 General Safety

39.1 All Head Start facilities must observe the following general safety precautions:

a) install protective receptacle covers in electrical outlets, where children are five (5) years of age or under; 

b) not overload electrical receptacles; 

c) limit the use of extension cords, however, if used attach extension cords securely to the wall or floor, do not let them hang; 

d) protect children from access to fireplaces, free standing stoves (woodstoves), furnaces and hot water heaters; 

e) ensure that woodstoves are approved as a source of heat and the installation has been verified by Fire Prevention authorities; 

f) check and clean chimneys and wood stoves annually; 

g) keep lighters and matches inaccessible to children; 

h) ensure that exit door(s) do not have keyed dead bolts; 

i) provide an operable flashlight for each floor level; and 

j) ensure that no person(s) carries hot beverages or liquids in areas where children are engaged in play activities. 

40.0 Daily Schedule

40.1 All Head Start centres must have a daily schedule, which must be posted, in each program activity area or in the parent information area.

The daily schedule must provide a balance of activities, consider each child's experiences and development and include the following dimensions of scheduling:

a) identification of routine and transition times, for example, meals and snacks; 

b) alternate periods of active and quiet play; 

c) a balance of gross motor and fine motor activity; 

d) a balance of child-initiated and adult directed activity; 

e) choices of small group, large group and individual activities; and 

f) outdoor play weather permitting; it must occur in the morning and afternoon for a minimum of two (2) hours daily for children attending full day. 

40.2 Length of rest periods must:

a) consider the rest pattern(s) of the age group(s) enrolled, i.e. infants, preschoolers and/or school age and the individual needs of each child; and 

b) not exceed two consecutive hours daily, unless in accordance with parent(s)/guardian(s) written instructions. 

40.3 Activities schedules for infants under 12 months of age must be completed daily and must indicate the following:

a) rest times; 

b) feeding times including the amounts the child drank and/or ate; and  

c) the frequency of diaper changes, indicating whether the diaper was wet and/or soiled. 

Helpful Information

The daily schedule may also be referred to as the activity plan, but it is not the program plan.  The daily schedule provides a predictable daily routine, which should also remain flexible enough to allow for individual preferences and independent choices.

"Weather permitting" provides the operator/staff with the discretion to remain indoors when poor weather conditions make outdoor playtime difficult.  Administrators/staff are encouraged to consult their local weather office for information on temperatures and wind chill factors to assist them in their decisions.

Parents should be notified of any changes to the facility's daily schedule.

41.0 Program Plans

41.1 All Head Start centres must have weekly written program plans, for each age group served, which must:

a) be planned to meet both the developmental needs (physical, social, cognitive, creative and emotional) and the individual needs and interests of each child and parent in attendance, i.e. developmentally appropriate; 

b) provide a variety of developmentally appropriate activities and materials which emphasize active learning and achieve the following goals:

· enhance physical development and skills

· encourage and demonstrate sound health, safety and nutritional habits

· develop social skills

· foster positive self concept

· encourage children to think, reason, question and experiment

· encourage language development

· encourage creative expression

· focus on First Nations' culture

· involve parents

Helpful Information

Television viewing is not considered part of the daily program in a Head Start centre.

"Developmentally appropriate activities" are those, which consider the chronological ages of the children within a group as well as the individual needs, interests and developmental levels of these children.

42.0 Staff Employment Criteria

42.1 All staff members must:

a) comply with the terms of the Family and Community Services Record Check policy and Criminal Record Check Policy;  

b) have a valid First Aid and child CPR certificate, as approved by the Child and Family Services Agency.  Certification must be renewed prior to expiry date; 

c) have received training in WHIMIS (handling and storage of hazardous materials); 

d) have received training in EPIPEN administration (allergy reaction treatment); and 

e) submit a completed Staff Medical Form and have a tuberculosis screening by the Mantoux method within one month of employment; and 

f) be (16) years of age or over.

Any staff who is under nineteen (19) must be supervised by an adult primary staff while providing services directly to children.

Food service personnel and administrative support staff are exempt from the requirement for first aid training. 

42.2 Volunteers must:

a) comply with the terms of the Prior Contact and Criminal Record Check Policy; and  

b) have a valid First Aid and CPR certificate if providing more than 10 hours per week of direct care to children. 

42.3 Students on practicum placements and parent(s)/guardian(s) who are volunteering at the facility attended by their children

a) are not required to comply with the Prior Contact Policy and Criminal Record Check Policy;  

b) are not required to have a valid First Aid and CPR certificate; and 

c) must never be left alone with children. 

Helpful Information

For these purposes, all staff - includes the administrator, primary staff, relief staff, support personnel.

"Primary staff”  are individuals employed in the facility who spend 75% or more of their time providing Head Start services directly to children and who are responsible for the supervision, safety, well being and development of children

"Support personnel” are individuals who replace primary staff in situations of illness, vacation or sudden resignations.  Situations may occur where due to the immediacy of the situation relief staff may not have completed all requirements of the Staff Employment Criteria.  It is however recommended that facilities have at least one relief staff who has completed the requirements for first aid and prior contact criminal record check.

"Students" are those individuals who are enrolled in the community college child care training, or who are secondary school students participating in course work in early childhood education or who are completing co-op education placements.

Helpful Information

Staff medicals are required upon initial employment in a Head Start facility not annually.  

The tuberculosis screening is not required to be repeated during employment, unless a positive result in which case follow up would be directed by a physician.

First aid training, recognized by the Child and Family Services Agency, includes either:

the Emergency First Aid - Child Care offered by the Saint John Ambulance, which includes Infant and Child CPR; or

the two (2) day training, offered by the Canadian Red Cross, in Standard First Aid which includes Basic Rescue and CPR; or

the two (2) day training, offered by the Saint John Ambulance, in Standard First Aid which includes Adult CPR

The Heart and Stroke Foundation recommends that the CPR component be updated annually.

Staff members are responsible to ensure that their first aid certification is current.

43.0 Staff Qualifications

43.1 The Administrator must have completed a minimum of one (1) year of community college training in childcare or its equivalent.

All other childcare staff shall have at least a certificate in early childhood development.

44.0 Staff: Child Ratio and Group Size

Staff child ratios must be maintained during all hours of operation including outdoor play periods, meal preparation, rest periods and staff lunch and coffee breaks.  During staff coffee and lunch breaks and children's rest periods, there must be sufficient staff present, on the premises of the centre, to ensure that the staff: child ratio is maintained.

44.1 Centres must not include, in the staff to child ratios:

a) Students; or 

b) individuals whose primary responsibilities are for maintenance and food preparation and administrative support, except under specific conditions as described below.

44.2 Food service and administrative support staff personnel are calculated in the staff: child ratio during staff coffee and lunch breaks providing they assume the staff's child care responsibilities during these periods and have complied with all requirements under Staff Employment Criteria.

Support personnel may have either of the following functions:

a) provide specific specialized attention for a particular child; or 

b) lower the required staff child ratio for a particular group of children

Support personnel are considered in the staff child ratio calculations under conditions where ii) above is applied.

The lowered ratio must be maintained within the group at all times while the circumstances for requiring support personnel continue to exist.

Volunteers are calculated in the staff/child: ratio as a half person where the volunteer provides more than 10 hours of service per week, of which 75 percent of the time must be in providing direct care to children.

44.3 Same Age Groups

The following minimum staff to child ratios and the maximum number of children who may be included in a group, outlined below, must be in effect at all times.

	Age
	Ratio Staff: Child
	Maximum Group Size

	Birth - 24 months
	1:3
	9

	2 years
	1:5
	10

	3 years
	1:7
	14

	4 years
	1:10
	20

	5 years
	1:12
	24

	6-12 years
	1:15
	30


44.4 Mixed Age Groups

Staff: child ratios, for mixed age groups, must be determined according to the policy direction on Family Grouping: Calculations of Ratios for Multiple Age Combinations that is, by adding the proportion of staff members required for each child in the group.

Whenever a fraction of a primary staff member (beyond .05) is required in the total, the staff requirements must be rounded to the next whole number.  The maximum group size in a mixed age group must not exceed the number requiring the supervision of two staff members.

	Helpful Information

Family Grouping: Calculations of Ratios for Multiple Age Combinations

Proportions of staff members required per age group

	0 - 24 months
	.333
	4 years
	.100

	2 years
	.200
	5 years
	.083

	3 years
	.143
	6 - 12 years
	.066

	Example
	
	
	

	Age of Children Present
	Number of Children / Age
	Number of Staff Required

	3 years
	4
	4 x .143 - .572

	4 years
	8
	8 x .100 - .8

	Total
	12
	1.372

	
	
	Required number of staff = 2


44.5 In keeping with their developmental needs, infants under twenty-four (24) months are not to be part of a mixed age grouping with children aged two to four (2 - 4); as well, children aged two to four (2 - 4) should not be part of a mixed age group of school age children aged five to twelve (5 - 12).

Under the following conditions and as approved by the Child and Family Services Agency:

a) children of different age combinations may be combined providing, i) the Staff: Child ratio is calculated in accordance with the policy direction, Family Grouping: Calculations of Ratios for Multiple Age Combinations: ii) the facility has demonstrated that the developmental needs of all children will be met and iii) toys, equipment and materials are appropriate for the age groups that are present.

Helpful Information

"Staff: Child ratio" refers to the maximum number of children permitted per staff person.

"A group" is the number of children assigned to a staff person(s) occupying an individual room or a well defined area within a larger room.

"Maximum group size" refers to the maximum number of children permitted in a group.

Children in Head Start centres may be grouped in the following ways:  same age groups where children are from the same age category; and mixed-age groups where children are from different age categories.

It is recognized that 5 year olds may also be considered with a preschool grouping of children ranging in age from 2 through 5.

45.0 Supervision

45.1 Administrators must ensure that children attending their facility are supervised at all times.

If the supervision of a child is not direct supervision, the Administrator must:

a) obtain the written approval from the child's parent(s)/guardian(s) as to the type of supervision given; and 

b) maintain this approval on file. 

45.2 When supervising the outdoor play space staff must position themselves throughout the play space to ensure children's health and safety.

Supervision during rest periods for children less than 15 months must:

a) include a documented physical check every 15 minutes; 

b) permit staff to see and hear the children; and 

c) ensure that supervising staff are on the same floor level as the children. 

Rest areas for children 15 months and over must be supervised by at least one (1) primary staff member per group who must remain in the room with the children.

46.0 Positive Behavioural Techniques

46.1 All Head Start facilities must follow positive techniques of guidance including:

a) reflect with the child on the incident; 

b) redirect negative energy; 

c) eliminate potential problems; 

d) use positive reinforcement and encouragement rather than competition, comparison and criticism; 

e) administer, in a consistent manner, rules that are logical and comprehensive; and 

f) explain rules clearly to staff, children and parents. 

Helpful Information

"Time out" that enables a child to regain control of him/herself and that keeps a child in visual contact with the staff member should be used selectively taking into account the child's developmental stage and the usefulness of timeout for the particular child.

47.0 Corporal and/or Unacceptable Punishment

All Head Start facilities shall prohibit the following behaviour and forbid anyone to:

a) strike a child; 

b) shake, shove, spank, pinch or other measures that produce physical pain; 

c) require the repetition of physical movements; 

d) humiliate or belittle; 

e) withdraw or threaten to withdraw food, rest or bathroom opportunities; 

f) send a child to a cot, mat or corner; 

g) deprive a child of any outing or group activity; and 

h) physically restrain a child. 

Helpful Information

Repetition of physical movements - means having a child repeat actions over and over to reinforce a desired behaviour.  Example: to reinforce not running in the halls by having the child walk up and down 10 times.

Repetitive Misbehaviour

In cases of repetitive misbehaviour, review possible causes, for example:

program content to ensure that it has a good balance of activities; 

arrangement of physical environment including but not restricted to lighting, ventilation, arrangement of furniture; 

availability of equipment, material, books and toys for adequacy of quality and sufficiency in quantity; 

personality conflicts amongst children or between staff and children. 
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