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Welcome to the CCRC Early Care and Learning Program
We are delighted that you have chosen to enroll your child in one of our 
comprehensive, high-quality early education programs. We understand that 
starting a new program is an important transition for both you and your 
child, and you may have many questions during this time.
Our goal is to ensure that your experience is a positive one. This Program 
Information Handbook has been designed to provide helpful guidance and 
answer many of the questions you may have. We encourage you to refer to 
it as needed and to reach out to us anytime you need support or additional 
informationt.
Our goal is to ensure that your experience is a positive one. This Program 
Information Handbook has been designed to provide helpful guidance and 
answer many of the questions you may have. We encourage you to refer to 
it as needed and to reach out to us anytime you need support or additional 
informationt.
Sincerely, 

Beatriz (Betty) Zamorano-Pedregon
Early Care & Learning Program Director
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About CCRC
The Child Care Resource Center (CCRC) has been serving children, families, and child care providers since 1976. 
CCRC manages programs to assist with issues such as finding and selecting child care and child care financial 
assistance to families. Children and families benefit from these programs, allowing caregivers to go to work and 
attend school, contribute to the economy and strengthen their families and the community.

Vision Statement
Healthy and strong children and families living in thriving communities.

Mission Statement
CCRC cultivates child, family, and community well-being.

Values
•	 We strive for excellence in all that we do.
•	 We create new and innovative ways to serve our community.
•	 We live our values through collaboration.
•	 We treat everyone with respect.
•	 We are dedicated to every client’s success.
•	 We act with integrity in our daily actions 

Programs we offer
•	 Early Head Start 0-3 (Center Base)
•	 Early Head Start 0-3 & Pregnant Women (Home Base)
•	 General Child Development Program 0-3 (CCTR)
•	 Early Head Start Child Care Partnership 0-4
•	 Head Start Preschool 3-5 (Center Base)
•	 California State Preschool Program 3-5
•	 Head Start Family Child Care Home 3-5

Visit our website at www.ccrcca.org/headstart or scan the QR code to learn more and find resources.
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Early Care and Learning Program Center Locations   
For locations visit our link or scan the QR code: 
www.ccrcca.org/headstart/locations/list-of-head-start-locations/

Early Care and Learning Child Care Partnership & Family Child 
Care Options Providers
To view our list of Partnerships and Family Child Care Providers visit our link or scan the QR code: 
www.ccrcca.org/headstart/locations/list-of-contracted-providers-for-hs-ccp-option/

Family Child Care Network (FCCHEN)
Please contact your Case Worker for the updated FCCHEN list.
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Introduction
Welcome to the Child Care Resource Center (CCRC). CCRC is committed to promoting optimal child development 
and family well-being through access to quality child care. As an organization, we are committed to providing 
access to quality child care for families in the San Fernando, Santa Clarita, Antelope Valleys, and all of San 
Bernardino County. Working together, we will improve the lives of children and families in Los Angeles and San 
Bernardino County.
Child Care Resource Center (CCRC) began as a volunteer organization in 1975. After it was incorporated in 1976, 
it began to offer Resource and Referral (R&R) services. When the California Department of Education (CDE) 
awarded CCRC a grant in 1976, the agency began to provide subsidies to eligible caregivers to help with child 
care costs.
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Code of Conduct
Courteous and respectful behavior between and among all program participants is essential for CCRC Early Care 
& Learning to achieve the program’s mission and to provide a safe and positive environment for the children, 
families and staff. Employees, parents/guardians, volunteers, participants, and anyone else involved with the 
program are expected to follow the Code of Conduct outlined below.
Standards of Conduct: All staff, volunteers, and participants involved with the program will:

A. Respect and promote the unique identity of each child and family and refrain from discrimination on the 
basis of gender, race, ethnicity, culture, religion, or disability.

B. Follow program confidentiality policies concerning information about children, families, and other staff 
members.

C. Leave no child alone or unsupervised while under their care.
D. Use positive methods of child guidance and not engage in corporal punishment, emotional or physical 

abuse, humiliation; not employ methods of discipline that involve isolation, the use of food as punishment 
or reward, to the denial of basic needs.

E. Conducts themselves personally and professionally in a manner that reflects positively upon the program’s 
reputation and upon the children and families the program serves.

F. Not solicit or accept personal gratuities, favors, or anything of monetary value from contractors or 
potential contractors if they are involved in the award and administration of contracts or other financial 
awards.

CCRC Early Care & Learning Program will not tolerate behavior by employees, caregivers, volunteers, other 
participants or anyone else involved with the program that violates the Code of Conduct.  Should an Early Care 
& Learning Program staff witness a violation, they will speak directly with the person in private, when possible, 
practical, and if safety is not an issue.  If the safety of children or staff is threatened, staff will call the police. 
Program responses to the violation will be made by the Early Care & Learning Program Director.
Examples of violations of the Code of Conduct include but are not limited to the following:

•	 Threats to children, caregivers, or staff.
•	 Physical or verbal punishment of a child.
•	 Swearing or cursing.
•	 Smoking
•	 Quarrelling, verbal fighting, loud shouting, and 

displays of anger.
•	 Bringing drugs, alcohol or weapons to program 

centers or events.

•	 Physical violence.	
•	 Inappropriate or excessive displays of physical 

affection between adults.
•	 Inappropriate dress, including, for example, a 

low-cut top, bare midriff or clothes with words or 
pictures inappropriate for young children.

•	 Inappropriate language or sexual advances.

If a caregiver violates the Code of Conduct, CCRC Early Care & Learning Program reserves the right to:
•	 Restrict access to program children, classrooms 

and activities.
•	 Terminate the child’s enrollment.
•	 Remove the child’s name from the Waiting List.

•	 Contact the Division of Child and Family Services 
(DCFS).

•	 Contact the police.
•	 Take civil or criminal action.
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School Calendar
School year will vary by program option. Please see below for specific months of operation for your program:

•	 Child Care Partnership (CCP): Full Year
•	 Family Child Care Home education Network (FCCHEN): Full Year 
•	 Early Care & Learning Home Base: Full Year
•	 Full Day Center Based: August through May
•	 Full Day Infants/Toddler Center Based: August through May
•	 General Child Care and Development: Infant/Toddler Care (CCTR): Full Year
•	 Head Start/California State Preschool Program (CSPP) Combo: August through May

Program Holidays & Class Free Days

•	 Veterans Day
•	 Thanksgiving Day and the day after Thanksgiving
•	 Winter Break
•	 Martin Luther King’s Birthday	
•	 President’s Day

•	 Memorial Day
•	 Spring Break (1 week).
•	 4th Of July
•	 Labor Day

CCRC Early Care & Learning Program will be closed on the following holidays:

There will also be several class free days where children will not attend school. A list of the days will be given 
to you at your center. 
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Education Services
Educational Philosophy
CCRC’s Early Care & Learning educational program is designed to meet each child’s needs by individualizing 
based on each child’s interest and encourages children to learn from hands on activities. 
Educational curriculum activities encourage children to progress in communication skills, intellectual 
development, social and emotional development, physical development, creative expression, and self-esteem. 
Children will have daily opportunities to interact with each other and with adults within the program. The 
adults’ role, which includes caregivers and staff, is to support and guide young children through their learning 
adventures and experiences.
Concepts and skills are introduced in concrete experiences, which are developmentally appropriate. The 
program is designed to meet children’s physical development and health, approaches to learning, language 
and literacy, cognition and general knowledge and social emotional development, which are aligned with 
school readiness goals. While the specific program option and classroom vary, all center-based children 
participate in indoor and outdoor experiences and are introduced to art, science, music, dramatic role-playing, 
sensory exploration, books, and group projects. 
Children are encouraged to express their feelings and to develop self-confidence and the ability to get along 
well with others. Formal assessments, regular observations and recordings of children’s behavior are key 
to curriculum planning. Therefore, teachers meet with caregivers and other Early Care & Learning Program 
staff to evaluate assessments and plan goals for each child. Staff work with caregivers through conferences, 
home visits and daily communication to discuss the child’s progress and what caregivers can do at home to 
help their child achieve these goals. Caregivers are encouraged to participate in the educational program by 
volunteering in the classroom and assisting staff during planning sessions.
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Early Care and Learning Home-Based Program
The home-based program is designed to assist caregivers with building on their parenting skills and to feel 
confident in using their home as a learning environment for their children. The Home-Based program is also 
available to pregnant individuals and assists them with accessing prenatal education and supports them with 
prenatal health. Other family members are welcome to be a part of the home visit. The program’s goals are to 
enhance the development of young children, and to promote healthy family well-being.

Curriculum used in the Home-Based Program
The Early Care & Learning Home Based Program uses the Parents as Teachers (PAT) curriculum to complete 
home visits. It is used by the Home-Based Educators in a culturally sensitive way to deliver services that 
emphasize parent-child interactions, development-centered parenting, and family well-being. The goal of the 
PAT curriculum is to increase caregiver knowledge of early childhood development and improve parenting 
practices, provide early detection of developmental delays and health issues, prevent child abuse and neglect, 
and increase children’s school readiness and school success.

Home Visits in the Home-Based Program
The program includes a weekly hour and a half home visit. During the first home visit the family and the Home-
Based Educator agree on a regular day and time for the home visits to occur that best fits the family’s needs. 
Please refer to Elements of a Home Visit handout. 

Socializations in the Home-Based Program
Early Care & Learning Home Based Program offers 1-2 group socializations per month to create opportunities 
for the family and their child to interact with other caregivers and children. Socializations allow families to 
share experiences, interests, and activities with other caregivers. Socializations will also help in strengthening 
the relationship with the caregiver and child. 
What to expect during group socializations: Please refer to Socializations Guidelines handout.
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The Child Care Partnership (CCP) Option
CCP partners with Family Child Care providers in San Fernando Valley and Antelope Valley to offer high-quality 
early learning and comprehensive services. CCP provides full-day, full-year services to qualifying families, 
serving children ages 0-3 years in a childcare setting and ages 0-5 in Family Child Care Homes providing 
them with access to comprehensive services, safe, nurturing learning environments, supporting children’s 
developmental milestones, achieving family goals, meals through the Child and Adult Care Food program, and 
diapers.
Note: CCP facility hours and site operating calendar will be provided to families during the enrollment process.

Curriculum used in CCP Option
The Creative Curriculum for Family Child Care  
Creative Curriculum for Infants, Toddlers, and Two’s
CCP implements the Creative Curriculum, a research-based curriculum that promotes high-quality indoor 
and outdoor environments responsive to the needs of every child. Providing family-focused activities that 
are devoted to building connections between a child’s two most important worlds: school and home.  CCP 
providers carefully plan activities that align with children’s interests, ensuring that all children participate in 
learning experiences that promote:

•	 Self-regulation
•	 Establishing and maintaining positive relationships
•	 Participating cooperatively as group members 
•	 Positive approaches to learning

CCP Coach Support
For Providers For Families

A CCP coach is assigned to support providers to 
continuously improve the quality of their services through 
ongoing onsite coaching sessions and professional 
development training.
Ongoing Support on:

•	 Lesson Planning 
•	 Child assessments
•	 Observations
•	 Individualized child goals
•	 Child-teacher interactions
•	 Health and safety environments
•	 Community Care Licensing Compliance

The CCP Coach supports children and families with on-
going comprehensive services. This includes promoting 
caregiver involvement by forming partnerships with 
CCP Staff/Providers to develop educational activities 
that can be done at home and in the childcare setting. 
CCP Staff/Providers and caregivers create educational 
goals for children during scheduled Home Visits and             
Parent-Teacher conferences where they can discuss the 
child’s progress, assessment outcomes, and needs.
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Family Child Care Home Education Network (FCCHEN) Option
The FCCHEN program partners with Family Child Care providers in San Fernando Valley, Antelope Valley, 
and San Bernardino who are compliant with Community Care Licensing regulations. These providers offer 
childcare services for children aged 0-13 who receive subsidized child care through CCRC. The program aims 
to ensure that eligible families can access high-quality child care while they work, attend school, or undergo 
training. Children engage in age-appropriate activities and benefit from nurturing interactions with staff. 
FCCHEN providers work closely with caregivers to create a supportive relationship that benefits the child’s 
development.

Qualifications for families interested in participating in the FCCHEN program
•	 Meet the Income Eligibility Requirements through the CCRC Child Care Financial Assistance (CCFA) team.
•	 Choose a provider within the Family Child Care Education Network
•	 Maintain eligibility according to California Department of Social Services guidelines

The FCCHEN program offers
•	 Support from a Professional Development Coach for FCCHEN Child Care facilities.
•	 Assistance with planning individualized learning activities to meet the child’s developmental needs.
•	 Opportunities for professional development and growth
•	 Child assessments based on observations and parent conferences to ensure individual milestones are met.
•	 Ongoing environmental assessments using the FCCERS tool
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Home-Based Combo Option
Home-Based Combo will include in-person visits with individual families, as well as in-person classroom time 
for children twice a month. The teachers you work with during the Home-based Combo will be the same ones 
you work with in the classroom. This program consists of the following components:

•	 Assist in planning and achieving family goals.
•	 Help families access ongoing health care for the entire family
•	 Promotes safe behaviors at home and in the community
•	 Work together to create activities for you to do with your child.
•	 Provide you with community resource information.
•	 Offer informative workshops and socialization groups.

Curriculums used in our Home-Based Combo Option
Home Based Combo Option uses the Parents as Teachers (PAT) curriculum during home visits and Creative 
Curriculum while in the classroom. 

PAT
During home visits, the Home Based Educators use the PAT Foundational curriculum in culturally sensitive ways 
to deliver services that emphasize parent-child interactions, development-centered parenting and family well-
being. The Parents as Teachers goals are to increase caregiver knowledge of early childhood development and 
improve parenting practices, provide early detection of developmental delays and health issues, prevent child 
abuse and neglect, and increase children’s school readiness and school success. 

Creative Curriculum
Creative Curriculum is an environmentally based curriculum that encourages children to learn from hands 
on activities. Creative Curriculum offers studies which are presented through hands-on, project-based 
investigations. 
The Creative Curriculum for Infants/Toddlers:  Infant-Toddler Curriculum for Ages 0-2 - The Creative 
Curriculum (teachingstrategies.com)
The Creative Curriculum for Preschool:  Preschool Curriculum for Ages 3-5 - The Creative Curriculum 
(teachingstrategies.com)
As a supplementary resource to Creative Curriculum, CCRC also utilizes Second Step. Second Step is a 
program designed to promote social and emotional learning. secondstep.org.
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Home Visits
The program includes one home visit a week for a minimum of 90 minutes by a trained Home-Based Educator. 
During the first home visit you and the Home-Based Educator will decide on a regular day and time for the 
home visits to occur that best fits your family’s needs. The following will take place during the visits:

•	 Talking about what happened during the week.
•	 Reviewing plans for the week’s activity.
•	 Carrying out an activity, the focus being your child’s development.
•	 Discussing how things went.
•	 Sharing information about the program or community activities.
•	 Making plans for the next home visit.
•	 Reflect and discuss interactions and development in the classroom.
•	 Staff will complete two parent conference during home visits.

In Person Classroom Session
•	 Children will attend in person classroom sessions twice a month.
•	 Home base Combo option offers 3.5 hours twice a month, which consists of instructional time & activities, 

mealtime (Breakfast & Lunch for AM sessions and Lunch & Snack for PM sessions), and outdoor time.

•	 Routines
•	 Lesson Plan
•	 Discipline policy	

•	 Toileting
•	 Diapering
•	 Celebrations

Please Reference to Center Base Option beginning on page 16 for information on:
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Center Based Option
CCRC Early Education Center Based (EECB) has various centers throughout the San Fernando and Antelope 
Valleys which offers, Full Day Care for children 0-5 years of age. Program options consist of the following:

Head Start/CSPP Programs
•	 Hours offered: 8 or 10 hours
•	 Instructional Time 
•	 Meal Time (breakfast, lunch, snack)
•	 Rest Period, and Outdoor Time.

Head Start/Part Year, Early Head Start/Full Year
•	 Hours offered: 9 or 10.5 hours
•	 indoor/outdoor developmentally appropriate experiences
•	 Mealtimes for toddlers include breakfast/lunch and snack and feeding times for infants are as needed.

We have highly qualified Teachers, Family Advocates, and Center Directors who work closely with families at 
each center. We strive to create a warm and welcoming environment at each of our centers so that families feel 
confident in leaving their children in our care. Our classroom environments are also warm and welcoming as 
well as meet each child’s individual needs.

Curriculum used in Center Based Option
Creative Curriculum is an environmentally based curriculum that encourages children to learn from hands 
on activities. Creative Curriculum offers studies which are presented through hands-on, project-based 
investigations. 
The Creative Curriculum for Infants/Toddlers:  Infant-Toddler Curriculum for Ages 0-2 - The Creative 
Curriculum (teachingstrategies.com)
The Creative Curriculum for Preschool:  Preschool Curriculum for Ages 3-5 - The Creative Curriculum 
(teachingstrategies.com)
As a supplementary resource to Creative Curriculum, CCRC also utilizes Second Step. Second Step is a 
program designed to promote social and emotional learning. secondstep.org.  

Outdoor and Indoor Learning Enviornment
We utilize our outdoor and indoor environment as a third teacher. The 
learning environments, indoors and outdoors, play a key role in our 
teaching approach.  Children thrive in environments that are suited to their 
interests and developmental stages.
Our Outdoor environment promotes a variety of skills for the children: 
Fosters learning through self-initiation, and personal responsibility.

•	 Achieves social/emotional mastery and builds communication skills 
through projects and group activities.

•	 Creates a successful learning environment for the active learner.
•	 Promotes positive health outcomes by establishing a pattern of 

ongoing, vigorous, and extended physical activities.
•	 Fosters a sense of “wonder” and has the opportunities for the “what 

if?”
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We believe that Children are active learners. They use their whole bodies 
to explore, experiment, and solve problems.
We believe that Children need to experience challenging equipment and 
activities that will promote feelings of success, safety, and fun.
We believe that a child’s development is optimized when they spend a 
significant amount of time participating in child-initiated activities that 
are teacher-supported.

Routines
The Daily Routine:
The daily routine helps your child feel secure and gain independence. Children are encouraged to move from 
one activity to another easily and confidently.
A typical day for all-ages may consist of:

•	 Hellos and good-byes, diapering and toileting.
•	 Family style meals as they enter their older 

toddler years
•	 Sleeping and rest time	
•	 Clean up.
•	 Story/music time
•	 Outdoor activities

•	 Oral hygiene
•	 Personal hygiene (hand washing)
•	 Weekly nature walks in the community
•	 Child/staff-initiated activities and experiences
•	 Group time (small and large groups)
•	 Family style meals
•	 Rest period

Clothing
Your child will be active during classroom activities and should dress in comfortable and washable clothing. 
Bringing your child closed toed shoes will make play time safe and ensure they are ready to explore and play. 
Although we do allow bare feet at times, we insist on safe closed toed shoes for specific activities, such as 
bike riding.
Being barefoot in the infancy and toddler years is a practice we encourage as we know it supports brain and 
large muscle development. For infants and toddlers that are learning to move their body, which can include 
crawling and walking, wearing shoes can affect the muscles used and cause the learning of these new skills to 
be more challenging and frustrating. Therefore, we encourage bare feet in our infant and toddler classrooms.
Sometimes during activities, children will use all their senses to explore, and we want to value their 
experiences by providing a relaxed homelike feeling. Every family has the option of leaving closed toe shoes 
at the Center, if the family cannot acquire closed toe shoes, the Family Advocate will assist in obtaining a pair. 
Children will not be turned away if they are not wearing closed toe shoes, but for safety reasons, the teaching 
team may limit activities for the day.
Make sure to dress your child appropriately for the weather by dressing them in layers so they can take off 
layers when it gets warm or add layers if it gets cold. Jackets and sweaters should be labeled with your child’s 
name. Caregivers will be asked to bring an extra change of clothing in case their child has a spill or accident.
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Lesson Plans
Infants and Toddlers
Caregivers are invited to participate in the weekly lesson plan development 
with teachers. Planning for infants and toddlers does not necessarily involve 
“lessons” but rather opportunities for experiences that as individuals they can 
make the most out of. When teachers organize materials for the room, they 
consider children’s individual differences along with their knowledge of child 
development. Planning is based on observations of the children using their 
interests and skills, as well as caregiver input that will be received weekly. 
Caregiver input is utilized to ensure activities are enjoyable. Lesson plans are 
posted weekly in each classroom on the parent bulletin board as well as weekly 
input from caregivers.

•	 Sample Infant/toddler Plan of Possibilities

Preschool
Caregivers are invited to participate in the weekly lesson plan development 
with teachers. All lesson plans are posted in each classroom on the parent 
bulletin board for caregiver review and input. Daily routines are posted in each 
classroom for caregiver review.

•	 Sample Preschool Lesson Plans

Home Visits and Parent-Teacher Conferences
Center staff will schedule two home visits with caregivers and two parent conferences. The first home visit 
will take place in the fall and the second home visit will occur in the spring. Staff will work with caregivers 
to schedule visits at a time that accommodates caregiver schedules. The meetings help staff and parents 
communicate about the child’s progress, assessments and needs. They partner together to develop 
educational activities that can be implemented at home as well as in the classroom.
Dicipline Policy
Discipline is a process of guiding children to learn appropriate behaviors and boundaries. The staff 
supports each child to learn appropriate behavior, and to use materials safely to keep children safe. This 
is accomplished by providing reasonable, age appropriate and consistent expectations. We recognize that 
caregivers are the first and life-long educators for their children; therefore, we welcome caregivers ideas in 
helping their child through this learning process.
CCRC uses the following positive discipline techniques:
Redirecting a child from an area where they are having difficulty to another area of the classroom or play yard. 
Helping children discuss and resolve problems.

•	 Keeping a child next to an adult helps the child gain self-control.
•	 Provide children with a safe area in the classroom to allow the child space.
•	 Partnering with caregivers to develop a plan of action as needed.

CCRC does not use the following techniques:
•	 Physical punishment of any kind.
•	 Withhold food or reward with food.
•	 Name calling, derogatory comments, threats, or any other kind of verbal abuse.
•	 Removing a child from the classroom or center or modifying their schedule because of behavior challenges.

Plan of Possibilities 
Group Planning Form for Infants and Toddlers 

 
Teachers:  Maria, Rosita, Pepita 
Classroom: Class/01  
Week of: 9/25-29/23 

 

DOT:   

“How do I explore and participate in gross motor experiences?” 

Changes to the environment:  
Adding tape on floor for children to jump and do different physical movements. 
 
Changes to routines or Schedules:  
Open schedule to support and accommodate children’s needs. 
 
Family Involvement:  
Families will participate with gross motor activities outside school and will continue participating 
doing the first diaper change during drop off. 
 

 

Special experiences I plan to offer this week 
 
 
 
Indoor 
Experiences 

Monday Tuesday Wednesday Thursday Friday 
1,2,3 Hops 
P-13 
By jumping, 
children 
demonstrate 
traveling skills 
and develop 
gross motor 
skills. 
Book: 
Hello 
Highlights 
#9 

Stand Up and 
Dance 
P-27 
While dancing 
and moving 
together, 
children 
develop social 
and physical 
skills. 
MM-32 
Jump and 
Twirl  

Food Activity 
Sunflower and 
Jelly Tacos 
Performing 
food activities 
help children 
to explore, 
science, 
nutrition, 
health and 
language. 
MM- 
T Dance 

Tape Trails 
P-28 
Placing 
masking tape 
on the floor, 
creates a trail 
for children to 
follow and 
move, which 
help them to 
build gross 
motor and 
balancing.  

Roll It to Me! 
P-18 
Rolling balls, 
allow children 
to socialize 
and taking 
turns rolling 
back and forth 
as well as 
following 
directions. 
MM-89 
Hop Around 

Outdoor 
Experiences 

Throwing 
Plush Balls 
P-04 
Throwing balls 
help children 
to strength 
their abilities 
and develops 
gross motor 

Follow the 
Leader 
P-34 
Following 
leader’s 
movement, 
help children 
to control 
their bodies as 

Balancing Act 
P-33 
Balancing, 
challenge 
children and 
help to move 
in different 
ways as they 
develop their 
skills  

Run and Walk 
Together 
LG-98 
Becoming 
aware of body 
movements is 
important for 
children to 
move and how 

Balance on a 
Beam 
P-09 
Practicing 
balance is 
essential as 
children 
growth and 
develop and 
helps to 
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CCRC Head Start  Indoor/Outdoor Group Lesson Plan 

Teachers:  ____________________   Class: __ Week of: ________________Study: Insect Study  SS: Second Step as Needed 
Question of the Week:  What insects are in our community? 

Homeproject:  Take a 15 walk around your neighborhood and see if you can find any insects. Please share pictures via Learning Genie 

 Monday 5/20/24 Tuesday 5/21/24 Wednesday 5/22/24 Thursday 5/23/24 Friday 5/24/24 

Creative Experiences 

(Individualized 
experiences) Includes 

small group. 

 

 

Small Group: 
Option 1: Making a 
Name Caterpillar 
Materials: 
paper/colored circles 

Options 2: Picture 
Patterns (I.T.C M45)        
Materials: photos 

QOD:  What is this 
picture of? (Display an 
extreme close-up 
picture of an insect ex: 
eyes, leg, wings, etc) 

Large Group: 
Discussion and Shared 
Writing- Identifying the 
Insects in Our 
Community 

Materials: “MM” 106 
Silly Dance 

SS: As Needed 

Small Group: 
 Option 1: Ice Painting                 
Materials: ice cube 
trays/water color 

Option 2: Straw Shapes 
(I.T.C M42)         
Materials: pipe cleaners 

QOD: Where should we 
look for insects today?  

Large Group:     
Discussion and shared 
Writing-Looking for 
Insects 

“MM 174 “Creeping 
Ladybug” 

 

 

SS: Second Step as 
Needed 

Small Group: 
 Option 1: Emotions 
(SED2)                 
Materials: colored circles 

 
Option 2: Same Sort 
Sound (I.T.C LL12)         
Materials: variety of 
objects 

QOD: What is the 
weather like today? 
 
Large Group: Discussion 
and shared writing-Do we 
see different insects at 
different times? 

Materials: “MM”18, “I’m 
Thinking Of….” 

“MM 178”, Happy Moths 

SS: Second Steps as 
Needed 

Small Group: 
 Option 1:  Fizzy Dinosaur 
Eggs                       
Materials: baking 
soda/water color 

 
Option 2: Observing Insect 
Life (I.T.C LL74)     
Materials: photos of 
insects 

QOD: What colors do you 
see on this insect? 
 
Large Group:       
Discussion and shared 
writing: Where have we 
seen insects? 

“MM “37 , “Little Ball” 

 

SS: Second Step as 
Needed 

Small Group: 
 Option 1:  Making Lady 
Bugs                        
Materials: red/black paint 

 
Option 2: Author & 
Illustrator (I.T.C LL69)    
Materials:  

QOD: Which weighs more? 
 
Large Group:       
Discussion and shared 
writing-biggest and 
smallest insects  

“MM “140 , “ Action 
Counting”. 

 

 

SS: Second Step as 
Needed 
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Toileting
Toilet learning is a developmental milestone and cannot be rushed. As we focus on diapering and toileting in 
the program, we find that this can be a stressful change for children. They are exploring their growing sense 
of independence with a sensitive balance on how this search for independence is accepted by others. With 
encouragement and through daily routines, we can help identify your child’s cues of readiness. We support and 
encourage your child’s independence to feel proud about using the toilet.

Diapering
The program supplies disposable diapers and wipes for enrolled children. Please bring your child in a clean, 
dry diaper, or change them in class before signing them in for the day. For infant and toddler centers, teaching 
teams will communicate with caregivers daily on their child’s diapering and feeding using our main mode 
of communication, the Learning Genie application. At our preschool centers our teachers complete a diaper 
changing log that is available for caregivers upon request and work in collaboration with caregivers on a toilet 
learning plan. Staff will send your child home with a clean, dry, diaper. During diapering, we adhere to policies 
and procedures that are in compliance with federal and state requirements for maintaining good health and 
safety practices. In addition, training pants are provided when your child is developing toilet learning skills.

Rest Time
As part of the classroom routine, all children will have a rest period. Every child will have their own designated 
cot. The program is responsible to keep the cots in good condition and work with a vendor for washing sheets. 
Children are laid to rest head to toe. All teaching staff complete Safe Sleep Training which includes valuable 
information about SIDS (Sudden Infant Death Syndrome).

Pacifier Use
Caregivers may choose to bring a pacifier as an optional comfort object for infants only (ages 0-12 months). Be 
sure to speak with your enrollment or center team for more information. 

Personal Possesions
Each child will have a cubby in which to store their extra clothes, artwork and personal possessions. We ask 
that all personal toys and books, be left at home. This eliminates problems that arise concerning ownership. 
Toys simulating violent, destructive play, such as guns, swords, grenades, or daggers are inappropriate for 
school. CCRC is not responsible for any loss of clothing, personal articles or toys.

Parking and Safety
For your safety and that of the children, please respect all traffic laws including but not limited to:

•	 When walking to school use crosswalks.
•	 Please keep children on the sidewalk.
•	 Obey traffic signals.
•	 Enter the school premises with caution, watch for cars.

Refrain from Religious Instruction
CCRC Early Care & Learning Program refrains from religious instruction or worship.

Open Door Policy
CCRC Early Care & Learning centers has an open-door policy, families are welcome any time and we encourage 
you participate in daily activities whenever possible.
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Pick-Up/Drop-Off Procedures
The following are procedures for guardians to follow to ensure the safety and well-being of each child in the 
program.

1.	 An adult (a person 18 years or older), must accompany a child to and from the classroom and must sign the 
child in and out daily. and sign-in and out daily. 

2.	 Upon arrival, dropping off the child must wait until the receiving staff completes a daily health check of 
the child to ensure he/she is free from illness and/ or injury.

3.	 If your child will absent from class for the day, please contact your assigned center no later than 15 
minutes from the start of the school day to report your child’s absence, reason for the absence and 
expected return date. 

4.	 If your child is enrolled in our Home-Based option, we ask that you notify your Home-Based Educator as 
soon as you are aware you will not be able to meet.

5.	 Failure to notify your center of your child’s absence will result in a home visit.

Late Pick-Up Policy and Procedure
Children must be picked up within the school’s operating hours. Children will only be released to individuals 18 
years or older who are listed on the emergency contact form, and those individuals will be required to show 
picture identification. Three (3) or more late pick-up occurrences will result in a meeting with center staff and/
or disenrollment from the program.
The following procedures must be followed:

•	 If an unforeseen circumstance causes a late pick-up, the guardian must call staff to inform them and 
provide an estimated arrival time. If the school is not contacted and no authorized person is available to 
pick up the child, the school will contact the local police department.

•	 The guardian must notify staff of any changes in authorized pick-up persons, emergency contact details, 
or personal information (e.g., phone numbers, address, etc.)

Transportation
Head Start does not routinely provide transportation to and from the center. However, transportation 
accommodations may be arranged through the local school district, depending on the availability and capacity 
of the center and district resources..

Attendance Policy
Regular attendance plays a key role in supporting children’s growth and success within the program. It helps 
them establish routines, develop social-emotional skills, and fully engage in their learning experiences. We 
truly value the dedication families show in ensuring their child’s consistent participation in the program. To 
help children thrive and receive the full benefits of the program, we encourage families to maintain at least 
90% attendance each month, which translates to no more than two (2) absences per month.

These factors may affect your child’s success in the program and could lead to staff following up for additional 
support:

•	 Five (5) or more unreported absences throughout the school year.
•	 Two (2) or more missed home visits in a month without completing a scheduled make-up visit (Home-Based 

Program Only).
•	 A period during which the child(ren) will be unable to attend for 30 days or more.
•	 Absences, whether excused or unexcused, that result in 90% or lower attendance.
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•	 Consistently not utilizing the designated program hours for which the child is enrolled. Children are 
expected to attend a minimum of:

•	 6 hours for Full-Day Programs
•	 8 hours for Extended-Day Programs (CCTR & CSPP)
•	 8 hours for the CCP Program (Non-Subsidized Families)

If you are experiencing circumstances that may impact your child’s attendance, we encourage you to reach out 
to our staff to discuss alternative solutions and available supports. We are committed to partnering with you to 
ensure your child has every opportunity to succeed.

Absences
Absences should be reported within one (1) hour of the program’s start time or the scheduled home visit. 
Families can notify the program of an absence through various communication methods, including phone, text 
message, email, or the Learning Genie app. 
Excused Absences Include:

•	 Child/Parent Sick
•	 Quarantine of Child/Parent
•	 Medical/Dental Appointment
•	 Court Order Visitations (i.e. court documents must be on file)
•	 Family Emergency
•	 Temporary Exclusions (i.e. missing immunizations)
•	 Best Interest Days (CSPP & CCTR Programs Only) – Limited to 10 days per school year

Sign-In and Out Requirements 
To maintain accurate attendance records, the following guidelines should be followed:

•	 Signatures -  Caregivers must provide a full signature at both sign-in and sign-out times each day.
•	 Time Entries: The exact time of arrival and departure must be recorded on sign-in and sign-out sheet.
•	 Absences: If a child is absent, the reason for the absence must be document.

Abandonment of Care
To ensure the health and safety of our children and families, an unreported absence for two (2) consecutive 
days will result in a home visit. If the program is unable to establish communication disenrollment may occur.
We value our partnership with families in fostering a strong foundation for their child’s learning and 
development. By prioritizing regular attendance, children can fully benefit from the program.
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Release of a Child
Because our primary concern is for the well-being of the children, should any adult arrive at the center 
appearing to be intoxicated, under the influence of drugs, or posing a threat to the child, the center staff will 
make all reasonable efforts to avoid releasing the child to that person. If, in the opinion of the senior staff 
member present, an individual who arrives to transport a child is in an intoxicated, drugged or belligerent, the 
staff member will:
Notify any caregiver or authorized adult of the situation.
Ask the individual to make other arrangements for transporting the child.
Offer to call another relative, friend or taxi to drive the individual and the child home.
If the individual is belligerent and will not leave or insists on driving the child home, center staff will notify the 
police.
If any individual frequently arrives in an intoxicated or drugged state, the center will alert other appropriate 
governmental authorities involved with the care and protection of children.
No one will be permitted to take a child off the premises without prior authorization or written consent from 
the caregiver. Staff will ask for a picture ID from unfamiliar adults. Any person authorized to pick up the child 
must be at least 18 years of age.
A court order is necessary to deny a caregiver access to their child. Please keep the Family Advocate and 
Center Director informed of any changes to a custody status involving your child. If applicable, a restraining 
order order must be kept on file in our Center Office. Police will be notified about any attempt to to remove a 
child from a center by a restrained person.

Celebrations
CCRC is a multicultural community of people from diverse backgrounds.  Our activities and everyday 
interactions are enriched by our acceptance of one another, and our desire to learn from each other in an 
atmosphere of positive engagement and mutual respect.  Sharing family traditions and holidays is an important 
part of our curriculum.  Celebrations and holidays are shared with the children as special events and as part 
of our ongoing program.  Families are encouraged to share their traditions with program staff to ensure all 
families are represented and acknowledged.
Children’s birthdays may be celebrated in the learning environment; however, outside food is not permitted, as 
outlined in our programs nutrition policy.
If you would like to volunteer and do a special activity around your family’s tradition, please speak with your 
teacher or Center Director.

Suspension and Expulsion Policy
At CCRC, we are committed to fostering a transparent and supportive environment for all children in our 
care.  Our goal is to ensure that every child has the best opportunity to succeed in a nurturing and supportive 
environment. We believe in providing transparency regarding how we address behavioral concerns and are 
committed to treating all children fairly, offering them the necessary support to thrive. Below is an outline of 
our policy:
Definitions

• Expulsion is the permanent dismissal of the child from the program in response to a child’s behavior.
• Soft expulsion is moving a child to an isolated or separate room and is considered a soft expulsion or 
“removing the child from the program.”
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• Suspension is any removal of a child from all or part of the program day, or the prevention of a child from 
attending the program for one or more days, in response to the child’s behavior.

• Persistent and serious behaviors means either repeated patterns of behavior that significantly interfere 
with the learning of other children, or interactions with peers and adults that are not responsive to the use 
of developmentally appropriate guidance.  This includes, but is not limited to, physical aggression, property 
destruction, and self-injury.  

Limitations on Suspension
• Suspension is only used as a last resort in extraordinary circumstances where a child’s behavior poses a 

serious safety risk to themselves or others.
• Prior to any suspension, program staff will work closely with the legal guardian(s) to develop a plan to help 

the child return to full participation as quickly as possible while ensuring child safety by doing the following:
•	 Ongoing engagement and communication with legal guardian(s).
•	  Continuing the use of appropriate classroom supports and community resources.
•	  Developing a written plan to document the action and supports needed.
•	  Providing referrals to appropriate community resources and services.
•	  If the child has an individualized family service plan (IFSP) or individualized education program (IEP), 

with written parental consent, the staff shall contact the agency responsible for the IFSP or IEP to seek 
consultation on serving the child.

Prohibition on Expulsion
• We do not expel or permanently remove a child from our program solely due to their behavior. Our program 

takes all reasonable steps to support a child’s continued participation.
• If a child exhibits persistent and serious behaviors, program staff will follow the guidance under Limitations 

of Suspension and will:
•	 Consult with caregivers, teachers, and early childhood mental health consultants to develop a plan to 

maintain the child’s safe participation in the program.
•	 Share this plan and any relevant information with the caregivers in writing.
•	 Refer families to community resources for additional support if necessary.

Appeal Rights When a Family is Disenrolled
In the event that CCRC, after following the suspension and expulsion procedures, finds it necessary to disenroll 
a family from the program, the caregiver will receive a Notice of Action (NOA). The caregiver has a right to file 
a local appeal within nineteen (19) calendar days of the effective date on the NOA. The appeal can be done in 
writing, in person, by telephone, email or fax.
Local Appeal Hearing Procedure
Once an appeal request is received, the intended action as stated on the appealed NOA, will be suspended 
until the appeal process has been completed. Please note that while in appeal, caregivers are expected to 
remain compliant and follow CCRC and CDSS program rules and regulations.
Resolution of this matter shall not prohibit CCRC from issuing a subsequent NOA to your family for issues 
related to the subsidized child care program.

• Within ten (10) calendar days following CCRC’s receipt of the appeal request, the agency will notify the 
caregiver of the date and time of the hearing. Caregivers can have the hearing through a video or phone 
conference call.
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• Caregivers may also request an authorized representative attend the hearing on their behalf by having the 
authorized representative complete the Authorized Representative for Local Appeal Hearing Form.

• CCRC will consider the appeal abandoned if the caregiver or authorized representative does not attend the 
hearing.

• CCRC does allow a one-time rescheduled appointment per the appeal hearing request. CCRC will consider 
the appeal abandoned if the caregiver or authorized representative does not attend the hearing.  

Appeal Hearing
The caregiver must bring evidence supporting the appeal request. Within ten (10) calendar days following the 
appeal hearing, the caregiver will receive a CCRC decision letter via email or mail.
If an appeal request is received, the intended action as stated on the appealed NOA, will be suspended until 
the appeal process has been completed.
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Health and Nutrition Services
Health and Early Childhood Development 
Child Care Resource Center Early Care and Learning provides every child with a comprehensive health care 
program to ensure that medical, dental, nutritional, developmental, and mental health needs are met. Head 
Start emphasizes the importance of obtaining and maintain optimum health which includes assisting in the 
establishment and collaboration with a medical and dental home, promotion of regular health check-ups, and 
early identification, intervention and follow up of health concerns. Health education is incorporated into all 
program options, parent committee and at staff training.
Program staff will ask health questions at enrollment and during the program year to determine that children 
are current on their age-appropriate physical, dental, immunizations, and blood tests. We ask for your support 
in this process to maintain your child’s health and safety while in the program.

Health Requirements
California Child Care Licensing requires that all children enrolled in Head Start have a physical examination 
from a licensed physician within 30 days of enrollment. At the time of enrollment, a physical examination 
is required that is dated closest to the current age of the child in accordance with the well child schedule. 
Children entering Head start must have a current TB Clearance dated within 12 months of entry. For preschool, 
physical examinations performed within one year prior to the date of school entry are acceptable for 
enrollment purposes. 

Immunizations
California Law requires that all children enrolled in preschool meet the required immunizations prior to entry. 
If a child does not have all the required immunizations, Early Care & Learning Program will require written 
verification that the child is in the process of receiving them before they can begin school. It is mandated that 
children get their boosters before they leave the Early Care & Learning Program and go on to kindergarten.
If your child has been exempted for required immunizations, please ensure your doctor submits the 
appropriate documentation into CAIR ME website as dictated by the California Department of Public Health.

Dental Hygiene
A current (within the last 12 months) dental exam/screening is required within 90 days for all children enrolled 
in the Early Care and Learning program. If treatment is indicated, follow up with the dental home is essential 
for good oral health. Caregivers are encouraged to continue to take their child for “well baby dental visits” 
every six months.
Early Care and Learning staff assist families when locating a dentist and advocates for their needs when 
necessary. Toothbrushes are provided for all children and tooth brushing is incorporated into daily activities. 
The dental hygienist provides dental education training to teachers, staff and children in individual classrooms. 
Caregivers are invited to dental workshops and health fairs throughout the year.
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Daily Health Check and Non-Admission of Ill Children
Education Staff are required to conduct a visual daily health check when children arrive for their day, while the 
caregiver is present. If the child is demonstrating signs and symptoms of illness at this time, caregiver will be 
asked to take the child home and when indicated, a suggestion will be made to take child to their doctor. The 
daily health check will also be conducted throughout the day while the child is in our care.
If your child is sick, please keep your child at home. For the protection of all children enrolled in the CCRC 
Early Care & Learning Program and to comply with local regulations, children with the following communicable 
disease/illness may be excluded from school as soon as the illness is suspected and may be required to be 
cleared by the child’s doctor to be allowed to return to the classroom:

1.	 Diarrhea-if the child has accompanying fever or if there is two or more episodes of loose stools 
unrelated to developmental milestones, such as teething and nutritional changes.

2.	 Fever-readmit after fever is cleared for 24 hours.
3.	 Scabies-readmit after treatment is completed.
4.	 Impetigo-readmit after treatment is completed.
5.	 Lice-readmit after treatment is has started.
6.	 Conjunctivitis (pink eye)-readmit after treatment has started.
7.	 Hand-Foot-and Mouth Disease-if the child has accompanying fever.
8.	 Any illness, if in the opinion of the pediatrician or health care provider and the childcare staff can 

endanger the child’s health and/or the health of other children in the facility.
9.	 Any illness if in the opinion of the childcare center director or manager, the center is not equipped to 

provide childcare for sick children. Our program follows the guidance and recommendations of local 
health authorities to prevent and manage the spread of communicable diseases, ensuring the health and 
safety of all children and staff.
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Medication Administration
Whenever possible, arrangements should be made with the family and the child’s physician to schedule 
administration of medication during times when the child is most likely to be under parental supervision. When 
medication must be administered in the classroom, we must ensure that caregivers, in collaboration with the 
medical home, provided clear, thorough instructions on how best care for their child. All eligible children are 
afforded equal opportunity to be included in the program regardless of medication requirements, provided the 
program can reasonably accommodate them. A “Consent for Administration of Medication” form must be 
completed prior to administration of any medication in the center whether prescribed or non-prescribed 
(over the counter).

Ouch Reports
Despite all efforts to promote safety and injury prevention, should a child be involved in an accident and 
it results in an injury, it is important to communicate this to caregivers both verbally and in writing. The 
information provided is essential should there be a need for follow-up with the medical home or to continue 
monitoring of the injury and its progress at home.

Health/Emergency Information
During enrollment, all caregivers are asked to complete an emergency information form with parents contact 
information, doctor’s name, and the phone number of at least four adults to contact should an emergency 
occur. Caregivers are expected to keep the information on this form up to date on a monthly or as needed 
basis.
In the case of a more serious injury, every attempt will be made to contact the caregiver or authorized 
adult to immediately come pick up the child, if needed. If the caregiver cannot be reached and the child 
needs immediate medical attention, the paramedics will be called and will transport the child to the nearest 
emergency medical facility. Caregivers will be asked to sign an emergency medical form to authorize treatment 
in an emergency.

Community Health Advisory Committee
Each program must have a Community Health Advisory Committee made up of health professionals and 
caregivers of Early Care & Learning Program children. The function of the committee is to advise in the 
planning, operation, and evaluation of the health services for Early Care & Learning Program children. 
Caregivers will be encouraged to participate on the Health Advisory Committee. 

Doula Services
Our program offers prenatal and postpartum doula services for families enrolled in our program. At CCRC 
Early Care & Learning Program we understand the importance of care during the pregnancy months and the 
postpartum phase. Therefore, internal doulas on staff will help interested families with the following services:

•	 In person/phone/virtual consultations on prenatal and postpartum questions and concerns.
•	 Support with the creation of a plan for labor and delivery that is appropriate for expectant person and 

family.
•	 Group workshops on prenatal and postpartum related topics.
•	 Referrals to in house or community resources as needed.
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Nutrition Program
It is important for children’s health and development that they eat nutritious foods and develop healthy eating 
practices. 
Menus are planned according to the USDA’s Child and Adult Care Food Program (CACFP) guidelines and will 
include foods familiar to children and the introduction of diverse foods. Meals are prepared in the Early Care & 
Learning Program’s central kitchen which meets all standards of health, safety, and cleanliness. Due to these 
standards, food served to children must be prepared in a CCRC kitchen or in the classroom with the children 
under the supervision of CCRC staff. It is not permitted to bring any other food into the center for children to 
eat. Additionally, any food left over from a meal or snack must be disposed of at the center. No food may be 
taken home by caregivers or staff. 
Special arrangements will be made if a child is allergic to or intolerant to a certain food or has other special 
nutritional needs. Requests will not be accepted based on preferences. Special requests need to be submitted 
in writing by a doctor if it is for medical reasons. 
Mealtime is also used as a learning experience. Staff are expected to sit with the children and to model good 
eating habits and table manners. Staff also stimulates social interaction, promoting language development and 
social skills. Language and social interactions are centered on the child’s interest.
Dietitians are available to talk with caregivers about any nutritional concerns they may have about their child 
or their family. 
CCRC receives funding from the CACFP to provide meals for the Early Care & Learning program. If you feel that 
your child has been discriminated against regarding the meals, he/she receives, refer to the U.S. Department 
of Agriculture Non-Discrimination Statement and review the Discrimination Complaint Procedure in this 
handbook. The information is also available at your center’s office, please request it from the Center Director.
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General Child Care and Development (CCTR) & California State 
Preschool Program (CSPP)
Admission Priorities & Displacement
The program maintains a waitlist that prioritizes admission in the program. If it is necessary to displace 
families, families will be displaced in reverse order of admission priorities.

Eligibility 
A family is eligible for CCTR or CSPP programs if a member of the household, counted in the family size, is 
certified to receive benefits from a means-tested government program. Families determined eligible for Early 
Head Start or Head Start programs are automatically considered eligible under the means-tested government 
program.

Duration of Services
CCTR Program: 

•	 Once eligibility is established, your child remains eligible for 24 months. 
•	 CSPP Program: Once eligibility is established, your child remains eligible for two program years.

A certification/recertification period may be less than the timelines stated above if any of the following applies:
•	 Family moved out of California
•	 Family abandoned care
•	 Child is no longer age eligible for the program (0-3yrs CCTR or 3-5yrs CSPP)
•	 If evidence of fraud is substantiated that invalidates the initial certification

Need Requirements (CCTR Program Only)
Families seeking enrollment in the CCTR program must meet at least one (1) need criterion. The adults who 
reside with and are responsible for the care and welfare of the child(ren) must provide evidence of a need. In 
two-parent households, both caregivers must meet a need criterion.
The following are the need criteria:

•	 Child(ren) is/are a recipient(s) of child protective services or identified as being at risk of abuse, neglect, or 
exploitation.

•	 The caregiver is employed.
•	 The caregiver is seeking employment.
•	 The family is lacking permanent housing.
•	 The family is seeking permanent housing.
•	 The caregiver is enrolled in a vocational training or educational program.
•	 The caregiver is incapacitated.

Family Fees (CCTR Program Only)
Family fees for the CCTR programs are assessed during initial enrollment, recertification, or whenever a 
caregiver requests a change. All assessed family fees will be covered by HS Federal Funds and will not be 
billed to families due to their dual enrollment in the Head Start Program.
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Appeal Rights 
Families enrolled in the CCTR or CSPP program who are issued a Notice of Action (NOA) have the right to 
appeal a decision at local and state levels within the appeal due date provided on the NOA if you disagree with 
programs action. Instructions and timelines to appeal will be written on the back of your NOA.
The date to appeal by will be listed on your NOA. The date to appeal starts the day after CCRC gave, e-mailed 
or mailed you the notice.
14 Calendar Day – NOA Given/Emailed
19 Calendar Days - NOA Mailed
Caregivers may request an appeal hearing in the following manner:

•	 In writing
•	 In person
•	 By telephone
•	 By e-mail
•	 By fax

Hearing requests may be conducted in the following manner:
•	 On-site
•	 By telephone/video conference 
•	 With an authorized representative

Within ten (10) calendar days following the program receipt of your appeal request, the program will notify you 
of the time and place of the hearing. All appeals are conducted in an impartial and objective manner. Bottom of 
Form

Suspension and Expulsion Appeal
If CCRC, after following the suspension and expulsion procedures, determines that disenrollment from 
childcare services is necessary, the caregiver has the right to appeal the decision directly with the Early 
Education Division (EED). To ensure timely submission, the caregiver must follow the instructions provided on 
the back of the NOA when submitting an appeal request to EED.
If an appeal request is received, the intended action stated on the NOA will be suspended until the appeal 
process is complete.
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Parental Choice
Child Care Resource Center (CCRC) provides federal and state childcare subsidies to families throughout Los 
Angeles County and San Bernardino County. The programs are funded through the California Department 
of Education and must comply with the regulations that govern these programs. All families and child 
care providers participate in the programs without regard to sex, sexual orientation, gender, ethnic group 
identification, race, ancestry, national origin, religion, color, or mental/physical disability.

Early Care and Learning Programs
By focusing on the whole family, Early Care & Learning programs focus on giving families the necessary 
resources to care for their children in healthy and productive ways. CCRC’s Early Care & Learning Program staff 
offer medical, dental, mental health, special needs and nutrition services as well as many opportunities for 
caregivers to be involved in their child’s growth, development, and education.

Suspected Child Abuse Policy
At our agency, the staff care about your child’s and your family’s health and well-being.  We are dedicated to 
supporting you by offering guidance, positive discipline techniques, and resources such as child development 
and stress reduction workshops. 
As mandated by the California Child Abuse and Neglect Reporting Act (California Penal Code §§ 11164-11174.3), 
we are required to report any instances of child abuse or neglect to the Department of Children and Family 
Services (DCFS).  If a report becomes necessary, our staff will support you with guidance and resources and 
cooperate with DCFS and law enforcement, ensuring your child’s safety and your peace of mind.
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Annual Notice of Personally Identifiable Information (PII)
Personally identifiable information (PII) is any information that could identify a specific individual, and includes 
but is not limited to their name, name of a family member, their street address, social security number or any 
other information that is linked or linkable to them. CCRC Early Care & Learning Program Birth to Five and CSP 
program respects the privacy of every caregiver, child and child care partner. 

•	 Confidential information is not discussed in the presence of other caregivers, children or unauthorized 
personnel. 

•	 All information is kept in locked files. Access to this information is restricted to authorized personnel only. 
Release of information from the children’s’ files to a third party requires a written authorization by the 
child’s legal caregiver.  Caregiver may revoke their consent at any time.

       NOTE: Caregiver consent to release information from a child’s file is not required for provision of services, 
court order requests, to address suspected or known child maltreatment, audits, evaluations or studies, 
emergency situation requiring PII to protect the health or safety of child or person.

•	 Child’s caregiver have a right to inspect and review their child’s records. 
•	 Release of information from the Child Care Partner file requires written authorization by the Child Care 

Partner. 

Adherence to HIPAA Privacy Policy
CCRC Early Care & Learning Program staff will maintain child and family health information confidential. 
HIPAA guidelines and the Privacy Rule state that CCRC Early Care & Learning Program enforces privacy rules 
to protect client health data from being misused or shared without proper written “Release of Information” 
consent from or to the client or service provider. Further the law requires that health information be securely 
stored and discarded/shredded to reduce unauthorized access.
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U.S. Department of Agriculture Non-Discrimination Statement
In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations 
and policies, this institution is prohibited from discriminating on the basis of race, color, national origin, sex 
(including gender identity and sexual orientation), disability, age, or reprisal or retaliation for prior civil rights 
activity.
Program information may be made available in languages other than English. Persons with children eligible 
for services who require alternative means of communication to obtain program information (e.g., Braille, 
large print, audiotape, American Sign Language), should contact the responsible state or local agency that 
administers the program or USDA’s TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA through 
the Federal Relay Service at (800) 877-8339.
To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program 
Discrimination Complaint Form which can be obtained online at: https://www.usda.gov/sites/default/files/
documents/ad-3027.pdf, from any USDA office, by calling (866) 632-9992, or by writing a letter addressed to 
USDA. The letter must contain the complainant’s name, address, telephone number, and a written description 
of the alleged discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) 
about the nature and date of an alleged civil rights violation. The completed AD-3027 form or letter must be 
submitted 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; or
2. Fax:
    (833) 256-1665 or (202) 690-7442; or
3. Email:
    Program.Intake@usda.gov 
    This institution is an equal opportunity provider.
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Mental Health/Wellness Promotion
We understand the critical role of mental health and well-being in fostering children’s social-emotional 
development.  Our Mental Health Consultants (MHC) are available to address any needs that might affect 
school readiness.  The MHCs have a regular schedule posted on the parent board and support staff and 
families with effective strategies and interventions through 1-1 or team consultations.  When needed, MHCs will 
meet with families to discuss their child’s developmental screenings (ASQ-3, ASQ:SE-2) or observations and 
provide referrals to community services, such as parent support groups.
If you are interested in a Mental Health Referral, please contact the staff at your center for support!

Children Eligible for Services
We are committed to meeting the individual needs of children eligible for services and their families.  Our 
program works closely with our enrollments team (ERSEA), regional centers, and school districts to ensure that 
children eligible for services are recruited and enrolled.  This collaboration allows us to meet and maintain 
the federal requirement of making at least 10% of enrollment opportunities available to children eligible for 
services. 
Our goal to consistently provide learning environments for all children provide welcoming and supportive 
learning environments for all children.   When caregivers have developmental concerns, we offer referral 
support to regional centers or school districts to help children receive appropriate evaluations and resources. 
This support includes information on parental rights, the Individuals with Disabilities Education Act (IDEA), 
workshops, and what to expect from the assessment process.
If you have concerns about your child’s development, please contact your child’s teacher to discuss your 
options.
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Family Engagement
The Early Care & Learning Program provides each family a Family Advocate, Home Based Educator and CCP 
Coaches that partners with, supports, and advocates for them and their children. All Staff are available to 
provide support services including but not limited to: 

•	 Resource and referrals to local services in their communities. 	
•	 Navigating specialized services for themselves and their children.

Families are provided with a Needs Assessment that assists program staff in understanding how to best 
support each family. A Family Needs Assessment is also completed at the beginning of the year. Our mission is 
to support the continuous development and growth of each family unit. 
The program provides families with an opportunity to identify goals and develop a plan on how that goal will 
be accomplished. Staff’s role in family goals is to support the family to accomplish the steps leading towards 
their goal and to celebrate a family’s accomplishment.
The Early Care & Learning staff is always available to provide caregivers resources when needed, assisting 
with accessing resources in the community that may help a family meet its needs. Staff also assists families 
with transitions into the program as well as out of the program by assisting with enrollment, completion of 
required paperwork, providing information on programs, support in contacting other programs, and assisting 
with transitioning to kindergarten or other child care programs with enrollment, completion packets, providing 
information, support, and assisting with transition to kindergarten or other programs in the community.
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Leadership Opportunities in Program Governance
CCRC involves caregivers in the decision making of the program. We provide caregivers with an opportunity 
to participate in program oversight which develops leadership skills in caregivers who participate. Parent 
engagement in program governance is a priority to CCRC. We provide caregivers with the following 
opportunities to engage in program governance:

Policy Council
Caregivers may participate in the Policy Council (PC) which consists of parent representatives, Early Care & 
Learning Program Managers, CCRC Board Members, and Community Representatives from local organizations. 
This group meets monthly and provides feedback on policies and services for the Early Care & Learning 
Program. They work with staff to evaluate the program and make certain it meets all federal requirements as 
well as the needs of the families. Additionally, 2 parent representatives from this group have the opportunity 
to join our CCRC Board as Board Members, serving for a 1-year term.  When funding permits, Policy Council 
Parent Representatives are given the opportunity to travel to local and national conferences with Early Care & 
Learning Program staff. Parent representatives to the PC are elected by the parents at the beginning of each 
program year during their monthly parent meetings.
No experience is required to participate. A willingness to attend meetings, an interest in their child’s 
education and an interest in learning are the only requirements parents need to be a PC representative. 
Staff will provide ongoing training and support to ensure parents are effective representatives. 

Monthly Parent Commitee Meetings
As a caregiver of an enrolled child, you are highly encouraged to attend the monthly parent committee 
meetings to obtain important information of what is occurring in our program, your community and ensure 
your voice is heard at the local level. Caregivers are also eligible to hold an officer position on the Parent 
Committee Meeting in order to:

•	 Help shape program policy and decision making.
•	 Be a part of educational meetings and workshops regarding Health and Safety, Nutrition, Mental Health, 

Family Services and children eligible for services.
•	 Help elect or run for representative of the Policy Council.
•	 Participate in interview panels alongside Program Managers and Supervisors, contributing feedback to the 

hiring of new employees. 

Parent Education
Staff will work with caregivers to design a parent education program that meets the needs expressed by the 
parents. Caregivers, staff and community members work together to solve community concerns such as health, 
housing, education, or employment. Monthly meetings will be held at each center for parent education and to 
discuss concerns and develop activities. All parents are encouraged to participate.
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Male Involvement
Male role models are key in the development of the children and creating a caring family life. Throughout the 
school year, fathers and male figures will be invited to participate in activities and workshops that will focus on 
increased involvement in their child’s education.

Volunteers
Volunteers provide a wealth of talent and services to Early Care & Learning Program. CCRC encourages and 
supports the participation of volunteers throughout all of our delivery systems. All volunteers wishing to 
support at a physical location are required to meet health and safety clearances set by the Department of 
Social Services and to complete an orientation prior to volunteering. Volunteers are not additions to our staff 
and are not included in the teacher-child ratios.

TB Test for Volunteers
•	 All staff and volunteers must have a current negative TB Mantoux test that is not older than a year.
•	 If the staff person or volunteer has had a positive TB Mantoux test then a negative x-ray is required that is 

not older than four years old.
•	 A volunteer cannot participate in the program if they have had a positive TB Mantoux test and have not 

brought in evidence of a negative x-ray.
•	 If the volunteer is receiving INH therapy, then documentation of INH therapy dosage and length of 

treatment must be provided to CCRC Early Care & Learning Program Health Services to participate in the 
Early Care & Learning Program.

Required Immunizations
•	 To comply with state regulations, all volunteers must show proof of pertussis and measles vaccinations. A 

person may be exempt from these vaccinations only if:
•	 The person submits a written statement from a licensed physician declaring that because of the personal 

physical condition or medical circumstance, immunization is not safe.
•	 The person submits a written statement from a licensed physician providing that the person has evidence 

of current immunity to the disease.
•	 A current flu shot is also requested. Volunteers may choose to decline the flu shot by submitting a 

declination form.
•	 Volunteer must also submit a signed copy of the “CCRC Volunteer Health Clearance” Form
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Early Care and Learning & CSP Healthy Schools Act Notification 
About Pesticides and Integrated Pest Management
CCRC Early Care & Learning and CSP program is required by the Healthy Schools Act to provide information to 
caregivers and guardians about nonexempt pesticides we expect to use annually.
Please be aware that we use an integrated pest management (IPM) approach to managing ants, rodents, 
and other pests. Our goal is to protect the health of our children, families, and staff, and the environment 
by reducing pesticide use. Prevention is critical to this approach, and we work hard to keep pests out of our 
centers, and remove their access to food, water, and shelter.
Additionally, we will post notices at all centers prior to any scheduled services and caregivers, may also 
request to be notified about individual pesticide applications throughout the school year.
For more information on pesticides and integrated pest management see the Department of Pesticide 
Regulation’s School Integrated Pest Management Website at:
https://www.cdpr.ca.gov/docs/pestmgt/pubs/hsa_factsheet.pdf

https://apps.cdpr.ca.gov/schoolipm/childcare/main.cfm
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Reference California Licensing Forms
https://www.cdss.ca.gov/cdssweb/entres/forms/English/LIC995e.pdf
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https://www.cdss.ca.gov/cdssweb/entres/forms/english/lic995a.pdf
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https://www.cdss.ca.gov/forms/english/lic613a.pdf
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Download and print your own copy:
https://www.ccrcca.org/publications/2024/ccrc-child-abuse-brochure-2024-English.pdf
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Notes
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