
Head Start Program 

Parent 
Handbook 

 

Northwest Community Ac8on, Inc. 
312 North Main Street 

P.O. Box 67 
Badger, MN 56714 

(218) 528-3227 or (800) 568-5319 

www.nwcaa.org 



WELCOME TO HEAD START! 
Northwest Community AcKon's Head Start program has been serving families in Northwestern Minnesota 
since 1965.  Currently, our Head Start and Early Head Start programs serve more than 280 children each year in 



Roseau, Lake of the Woods, KiXson, and Marshall CounKes. Eleven thousand families are served by Head Start 
programs throughout the state of Minnesota each year, and more than one million children are served 
naKonally. 

Northwest Head Start is a family-oriented program, which provides services to children who are three to five 
years old, and/or informaKon in the areas of educaKon, health, mental health, nutriKon, disabiliKes, parent 
involvement and family services.  Head Start believes that parents are the most important influence in a child's 
life. Parent involvement in all aspects of the program is essenKal. Your parKcipaKon is needed for a successful 
year with Head Start. 

MISSION STATEMENT 
Northwest Head Start seeks to assist children to achieve appropriate physical and developmental growth, 
increase self-confidence, and to improve and expand each child’s ability to think, reason, and communicate 
with others. Northwest Head Start also seeks to assist parents and families to improve their parenKng skills, 
self-sufficiency, and the condiKons in which they live, learn, and work. 

HEAD START STAFF 

Head Start Director – Misty Lundbohm 

Early Childhood Services Manager – BriXany Babcock 

Early Childhood DisabiliKes/Mental Health Services Manager – Natasha Stengrim 

Health Services Manager-   Jo ChrisKan 

Health Services Manager Assistant – Monica Byre 

Family Services Manager - Sharon Millner 

Early Childhood InstrucKonal Coach – Tessa Zimney 

Mental Health Consultant – Angie Carlson 

Office Assistant – Natasha Lee 

The Head Start office is open Monday through Friday, 
From 8:00 a.m. to 4:30 p.m. 

If you have quesKons about any aspect of the Head Start Program, 



please call our office at (218) 528-3227 or 1-800-568-5319. 
www.nwcaa.org  
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HEALTH INFORMATION 

Medical Services:  
Your child is required to have a complete physical, including lab work. Head Start physical exams will be 
completed at Health screening sites in each area or by your family doctor. Prior wriXen approval is needed for 
all services, including follow-up. You will need to have the proper forms accompanying your child on all 
referred visits.  Basic expenses for out-of-area referrals may be reimbursed.  

Dental Services:  
A dental exam is required to be completed within 90 days aher entry date. Prior wriXen approval is needed for 
all services, including follow-up. You will need to have the proper forms accompanying your child on all 
referred visits.  Basic expenses for out-of-area referrals may be reimbursed.  

A qualified calibrated dental hygienist may complete a dental assessment on your child. This will not replace 
your regular denKst visits. 
  
Immuniza8ons: 
ImmunizaKons need to be completed or made current by the end of our program year. ImmunizaKon clinics 
are held throughout the 4 counKes served by Head Start.  

Mental Health Services:  
Mental Health Consultants/Counselors provide training for staff and parents and observe at center sessions 
periodically. The Mental Health Consultant is available for on-site consultaKon at the Badger Office. In addiKon, 
Family Service Workers and Mental Health Consultants/Counselors are available for individual or family issues. 
Referrals will be made upon request. 

Ages & Stages Ques8onnaire: Social Emo8onal (ASQ:SE) Screening:  
As part of the developmental screening, you will be asked to complete a Mental Health screening. Our agency, 
in coordinaKon with local school districts and county nursing services, uses the Ages & Stages QuesKonnaires: 
Social EmoKonal screener or the ASQ:SE. 

Health Rules at Center: 
• If your child shows signs of illness or has a contagious infecKon, do not send him/her to center.   
• Only prescripKon medicaKon can be given at the center. Please make every effort to give your child any 

needed medicaKons at home. If your child must receive prescripKon medicine while at the center, you 
must bring the medicine to the center in the prescripKon boXle and sign a consent form. 

• If your child has diagnosed food allergies or is on a doctor prescribed diet, please be sure to let your 
teacher know. You will be required to give your teacher a wriXen copy of the child's special diet, lisKng 
any/all specific foods the child should not be allowed to have and any other perKnent informaKon.   

• Medical and dental emergency procedures are posted in classrooms; please review them when you are 
visiKng the center. 

• No homemade food items are allowed at center. 

Nutri8ous Meals: 
Head Start parKcipates in the Child & Adult Care Food Program through the U.S. Department of Agriculture 
which enables Head Start to provide free meals and snacks to all enrollees.  
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EDUCATION INFORMATION 

Developmental Screening: 
Each child enrolled in the Head Start program will have a developmental screening through the local school 
districts and/or Head Start Staff.  Parents, teachers and other Head Start staff will work together to determine 
whether a referral for further assessment is needed.   

If you have any concerns or quesKons about your child's development, please discuss them with your teacher 
or another Head Start staff member. All informaKon given to Head Start is kept strictly confidenKal. No 
informaKon from a child's file is released to anyone without wriXen permission from the child's parents or 
guardians. 

Head Start staff use the following tools to provide a comprehensive educa8on for children and families: 

• The CreaKve Curriculum for Preschool 
A developmentally appropriate classroom based curriculum. It is the foundaKon for daily classroom 
acKviKes, which build on children’s interests and strengths to meet individual and classroom learning 
objecKves and goals. 

• Conscious Discipline 
A developmentally appropriate brain-based social-emoKonal curriculum that builds resilience in 
children, families and educators. 

• Making ParenKng a Pleasure/ParenKng Now! 
A group-based posiKve parenKng curriculum. 

• Teaching Strategies GOLD 
A comprehensive, research-based assessment system that supports effecKve teaching and children’s 
development and learning. 

Child Protec8on: 
ACYF Department of Health and Human Services TransmiXal NoKce 77.1 requires that all Head Start program 
staff report all incidents of suspected abuse and neglect to their local child protecKve service agency.  All 
NWCA Head Start staff are mandated reporters of any suspected child abuse or neglect. 

CENTER INFORMATION 

Northwest Head Start provides a variety of opKons for children and families throughout our service area. The 
number of center sessions and home visits offered varies among communiKes due to space availability and the 
individual needs of children and families. The Head Start program makes every effort to meet the needs of all 
enrolled children. Ten percent, or more, of our enrollees are children with specific special needs or diagnosed 
disabiliKes. 

The following components are part of a typical center: 
• Opening 
• Large and small group acKviKes 
• Gross motor and small/fine motor acKviKes 
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• Story/Music/CreaKve Arts 
• Hygiene: Hand washing and tooth brushing (once per center with a pre-pasted disposable toothbrush) 
• NutriKous Meals and/or Snacks: Head Start contracts with area schools to provide meals for our 

enrollees. They follow the USDA Guidelines. Head Start discourages snacks high in sugar, salt and fat.  If 
you wish to provide treats at Center for a holiday or a special occasion, you are encouraged to bring a 
snack that is NUTRITIOUS (fruit, crackers and cheese, yogurt, etc.). No homemade food items are 
allowed at center. 

• Free-play/Learning StaKons 
• Closing 

ATendance Policy: 
Your child’s regular aXendance at Head Start is important to his/her academic success today and in the future!   
If a child is absent, and the teacher has not been noKfied as to the reason for the absence beforehand or 
within the first hour of center, the teacher will aXempt to contact the family.  

InformaKon will be provided to parents at orientaKon and throughout the program year via parent meeKngs 
and newsleXers about the benefits of regular aXendance at center.  Teachers will noKfy their Family Advocate 
when a child has been absent two consecuKve days with no explanaKon. The Family Advocate will contact the 
family and conduct a home visit if necessary to determine the reason for the absence and encourage 
aXendance. The Family Services Manager will monitor monthly aXendance.  Children who are considered 
chronically absent which is two or more Kmes in one month will be contacted by their Teacher or Family 
Advocate to provide educaKon and family support to increase the child’s aXendance. Managers will be 
consulted and provide addiKonal support to families as needed. If a family chooses not to send their child to 
center, even aher aXempts have been made to re-engage the family, they will be considered a drop and be 
replaced by the next eligible child on the waitlist.  

Transporta8on: 
Parents complete a Release AuthorizaKon Form which lists people, other than the child's parents or legal 
guardians, that are authorized to pick-up their child from the Head Start classroom. A copy of the Release 
AuthorizaKon Form is kept in the classroom and in the child's file at the main office. The Release AuthorizaKon 
Form will be updated at conferences or as changes or addiKons occur. HandwriXen notes signed by the parent 
or legal guardian idenKfying addiKonal individuals to whom their child may be released will be allowed. Phone 
calls and electronic communicaKons (such as E-mails, texts, faxes, etc.) will not be accepted for the purpose of 
making changes to the Release AuthorizaKon Form.  Legal documentaKon is needed on site and in the child's 
main Head Start file if a legal parent or guardian in NOT authorized to pick up their child. 

Head Start partners with local school districts to provide busing to children on the exisKng bus routes. Each 
school district has its own procedure for bussing.  Please discuss transportaKon with your teacher.   If you are 
bringing your child to center, for your child's safety, bring your child into the Head Start classroom and pick 
your child up in the classroom. 

Please call your teacher or the Head Start office if your child will be absent from center. In case of bad weather, 
listen to your local radio or TV staKon for announcements. If your local school is closed, the center will be 
canceled also.  

 7



PARENT FAMILY and COMMUNITY ENGAGEMENT 

Center Volunteers:  
Volunteers are an important part of Head Start. All parents are strongly encouraged to volunteer at center at 
least once per year and are welcome to volunteer more regularly. Being a volunteer at the center gives you an 
opportunity to experience first-hand the social and academic acKviKes that your child parKcipates in each 
center day.  

When you arrive at the center, ask the teacher to show you the center plan so you will know what is scheduled 
for the day. Some ways you can help out in the classroom are: welcome the children to center, help children 
with coats, boots, etc., read to children, and assist with small group acKviKes. 

Some rules to follow when volunteering at the center: Physical discipline is NOT allowed at the center; verbal 
put-downs, profanity, name calling, etc. is NOT allowed at the center. If you have a concern about a child's 
behavior, please discuss it with the teacher.  These rules apply to all children at the center, including yours. 

Respect for the CONFIDENTIALITY of all families must be kept. Volunteers may not disclose confidenKal 
informaKon that they become aware of while working in the center, including the progress of children.  
Pictures may not be taken of children in the classroom u8lizing your personal phone, camera, or other 
devise.  

Remember, volunteering at the center should be FUN!  If you feel that center is not fun and enjoyable, please 
discuss this with your teacher. CommunicaKon is the best remedy in most situaKons. 

When parents volunteer to help at the center, any child care expenses incurred during that Kme may be 
reimbursed. Parents can pay the child care provider and ask for reimbursement later, or can ask the childcare 
provider to bill Head Start directly. You may request a Child Care Reimbursement Form from your teacher.  The 
Childcare reimbursement rate is $2.50/hour per child. Any expense over the set amount is the responsibility of 
the parent.  

Home Visits: 
Teachers, Family Advocates and other Head Start staff make home visits. The number and structure of home 
visits varies among communiKes depending on the number of centers offered the needs of individual families. 
A minimum of 2 Home Visits are made by your child’s teacher annually, however parKcipaKon in Head Start is 
not conKngent upon allowing the teacher into your home. 

Home visits for addiKonal family support such as parenKng educaKon or crisis assistance are also offered. 

Our goal is to create a warm, caring, and respectul partnership with your family. The following guidelines help 
to create the best and safest learning environment for you, your child and Head Start staff. 

• Parent/Caregiver will contact Head Start if it is necessary to reschedule the home visit. 

• Adults will keep phone calls/texts, TV, and other outside interrupKons and distracKons to a minimum.  

• Everyone present will be respectul. 

• Weapons will be locked or kept in a safe place during the home visit. 

• All adults present will be free of the influence of alcohol and non-prescribed mood altering drugs 
during the Head Start home-visit. 
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• All adults will be fully and appropriately dressed. 

• Parent/Caregiver will limit the number of non-family members present during the home visit.  

• Parent/Caregiver will intervene if there is any inappropriate behavior by adults during the home visit. 

In the event that any of these issues become a concern, we will discuss it with you and may disconKnue home visits. 

Parent Mee8ngs: 
Throughout the Head Start program year, each center has parent meeKngs which give parents the opportunity 
to discuss issues that affect each community and parKcipate in parenKng educaKon acKviKes uKlizing the 
Making ParenKng a Pleasure/ParenKng Now! curriculum. Mileage and childcare may be reimbursed at the 
standard rates at parent only meeKngs. 

Family Partnership Agreement: 
Each family is encouraged to develop a Family Partnership Agreement. The FPA includes idenKfying family 
strengths, seung family idenKfied goals, requesKng informaKon and discussing informaKon received. 

Family Outcomes Assessment:  The Family Outcomes Assessment is a tool for families to idenKfy their needs 
and measure growth.  Northwest Head Start and Early Head Start also use this program-wide assessment to 
measure our effecKveness in helping enrolled families improve their lives and the lives of their children.  

Policy Council:  
Policy Council consists of Head Start parents from each center site.  MeeKngs are held monthly to discuss 
issues affecKng Head Start and to make decisions about how the program operates.  Each site’s parent group 
may elect one RepresentaKve and one Alternate RepresentaKve to aXend Policy Council meeKngs. It is very 
important that your site elect a RepresentaKve who is dedicated and willing to aXend Policy Council meeKngs.  
If your site does not have a RepresentaKve, your site will not be represented when issues come to a vote at 
Policy Council meeKngs. Becoming the Policy Council RepresentaKve for your site area requires a commitment 
to aXend meeKngs and to be more involved in Head Start. MeeKngs may be held both in-person and via Zoom.  
Parents who are members of the Policy Council are reimbursed childcare expenses at the standard rate and 
mileage to and from meeKng locaKon at the government rate. On-site childcare may also be available. Policy 
Council members also receive a monthly connecKvity reimbursement of up to $40.00. A meal is provided 
following in-person meeKngs.  

Health Advisory CommiTee: 
Head Start’s Health Advisory CommiXee is made up of area health care professionals, Head Start parents, and 
Head Start staff. This CommiXee meets twice a year to review all aspects of the Head Start health 
requirements.  Members are reimbursed for mileage and childcare at the same rate as Policy Council. 

Minnesota Head Start Associa8on Parent Affiliate Member: 
The Policy Council elects the MHSA Parent Affiliate RepresentaKve. This posiKon requires out-of-area travel 3- 
4 Kmes per year to aXend MHSA MeeKngs. Reimbursement rates are the same as Policy Council.   

Other Parent Ac8vi8es: 
Special events, parent workshops and other trainings are held throughout the year on topics of interest to 
Head Start parents.  Parents who aXend workshops may be reimbursed for mileage, at a rate of 20¢ per mile, 
and for childcare at the standard rates. 
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In-Kind: 
In-Kind is the way parents and the community help support the Head Start program. The Federal Government 
grants funds to a Head Start Program with the sKpulaKon that the local community contributes 25% matching 
funds. These funds are raised by In-Kind.   

The following acKviKes qualify as In-Kind contribuKons:    
• Time spent volunteering at the center. 
• Time spent doing curriculum-based family home acKviKes provided by your teacher. 
• Time and materials used in making things for the center or children. 
• Time spent aXending Policy Council MeeKngs. 

  

Please keep track of the amount of Kme you spend doing Head Start acKviKes with your child.  Each month, 
you will complete either a paper In-Kind sheet or submit In-Kind uKlizing the Learning Genie app.  Your teacher 
will help you with this process. 

GRIEVANCE PROCEDURE: 
If a parent or community member feels a Head Start staff person has treated them unfairly, or in a 
disrespectul manner, he or she may implement the following grievance procedure. 

    1. Present, in wriKng, the reason and circumstances surrounding the specific incident to the Head Start 
Director.  The Head Start Director will aXempt to resolve the issue within five working days of acKon. 

    2. If unsuccessful in Step One, the complaint can then be sent to the ExecuKve Director.  The ExecuKve 
Director will aXempt to resolve the issue within five working days of acKon. 

    3. If unsuccessful in Step Two, the complaint can be sent to the chairman of the Agency Board of Directors, 
who will aXempt to resolve the issue to the saKsfacKon of the parent or community member. 
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HEAD START/EARLY HEAD START 
SCHOOL READINESS OBJECTIVES 

Physical Development and Health 
1) Children will acquire and maintain a high level of physical health, including being up-to-date on Physical and 

dental check-ups and immunizaKons.  
2) Children will demonstrate increasing control of large muscles for movement, navigaKon, and balance consistent 

with their chronological and developmental level. 
3) Children will demonstrate increasing fine motor strength, coordinaKon and agility for use in self-care, 

manipulaKon of materials and exploring their environment. 

Social-Emo8onal Development 
1) Children will be able to manage feelings appropriately and self-regulate with regard to their emoKons, aXenKon 

span and behavior. 
2) Children will demonstrate posiKve, appropriate social relaKonships with family members, peers and other 

significant adults. 
a) Children will demonstrate posiKve social relaKonships in individual and group seungs. 
b) Children will follow developmentally appropriate limits and expectaKons.  

Approaches to Learning 
1) Children will demonstrate a posiKve approach to learning through persistence, aXenKveness, engagement, 

problem solving, flexibility, curiosity and invenKveness thinking.  
2) Children will show an increasing ability to express themselves through sound, movement, visual media and role 

play. 

Language and Literacy 
1) Children will demonstrate increasing skills in comprehension and use of more complex and varying vocabulary. 
2) Children will demonstrate increasing proficiency using language to communicate needs, wants and for self-

expression. 
3) Children will demonstrate comprehension and will respond to books (texts, environmental print, and symbols). 
4) Children will demonstrate an increase in the development of wriKng skills through the wriKng stages. 

Cogni8on and General Knowledge 
1) Children will use math skills in everyday classroom and family rouKnes as appropriate for their developmental 

level. They will show increased Competency in counKng, comparing, relaKng and problem solving. 
2) Children will engage in scienKfic exploraKon through observaKon, ImitaKon, manipulaKon, and curiosity.  
3) Children will demonstrate use of skills in reasoning and problem solving, finding mulKple soluKons and 

answering quesKons. 
4) Children will increase their understanding of classroom, community, and home environment. 
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1. Children will use math skills in everyday classroom and family rouKnes as appropriate for their developmental level. They will 
show increased Competency in counKng, comparing, relaKng and problem solving. 

  

2. Children will engage in scienKfic exploraKon through observaKon, ImitaKon, manipulaKon, and curiosity.  
  

3. Children will demonstrate use of skills in reasoning and problem solving, finding mulKple soluKons and  answering quesKons. 
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Head Start/Early Head Start 
Parent and Family Engagement Outcomes 

1. Family Well-Being 
Parents and families will be safe, healthy, and have increased financial security.  

2. Posi8ve Parent-Child Rela8onships 
Beginning with transiKons to parenthood, parents and families will develop warm relaKonships that nurture 
their child’s learning and development.  

3. Families As Lifelong Educators 
Parents and families will observe, guide, promote, and parKcipate in the everyday learning of their children at 
home, school, and in their communiKes.  

4. Families As Learners 
Parents and families will advance their own learning interests through educaKon, training and other 
experiences that support their parenKng, careers, and life goals.  

5. Family Engagement in Transi8ons 
Parents and families will support and advocate for their child’s learning and development as they transiKon to 
new learning environments, including EHS to HS, EHS/HS to other early learning environments, and HS to 
kindergarten through elementary school. 

6. Family Connec8ons to Peers and Community 
Parents and families will form connecKons with peers and mentors in formal or informal social networks that 
are supporKve and/or educaKonal and that enhance social well-being and community life.  

7. Families As Advocates and Leaders 
Parents and families will parKcipate in leadership development, decision-making, program policy development, 
or in community and state organizing acKviKes to improve children’s development and learning experiences.  
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In accordance with Federal law and U.S. Department of Agriculture (USDA) civil rights regulaKons and policies, this insKtuKon is 
prohibited from discriminaKng on the basis of race, color, naKonal origin, sex, age, disability, and reprisal or retaliaKon for prior civil 
rights acKvity. (Not all prohibited bases apply to all programs.)  

Persons with disabiliKes who require alternaKve means of communicaKon for program informaKon (e.g., Braille, large print, 
audiotape, American Sign Language, etc.) 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. 
AddiKonally, program informaKon is available in languages other than English.  

To file a complaint alleging discriminaKon, complete the USDA Program DiscriminaKon Complaint Form, AD-3027, found online at 
Xp://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office or write a leXer addressed to USDA and provide in the 
leXer all of the informaKon requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your 
completed form or leXer to USDA by:  

mail:  
U.S. Department of Agriculture  
Office of the Assistant Secretary for Civil Rights  
1400 Independence Avenue, SW  
Washington, D.C. 20250-9410  

fax: 
(202) 690-7442; or  

email: 
program.intake@usda.gov.  

This insKtuKon is an equal opportunity provider.
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1. Children will use math skills in everyday classroom and family rouKnes as appropriate for their developmental level. They will 
show increased Competency in counKng, comparing, relaKng and problem solving. 

  

2. Children will engage in scienKfic exploraKon through observaKon, ImitaKon, manipulaKon, and curiosity.  
  

3. Children will demonstrate use of skills in reasoning and problem solving, finding mulKple soluKons and  answering quesKons. 
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