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POLICY

UCAN Head Start provides safe environments for our students, families and staff through knowing who we have on our sites at all times as well as where our staff is at all times. 

PROCEDURE
· All staff will wear Head Start badges at all times so visitors are aware of whom they are. 

· All staff and visitors will sign in and out daily as they arrive and when they leave for the day. 

· All sites will have signs posted reminding visitors to check in with Head Start Staff upon arrival. 

· Upon arriving at the site visitors will check in with a staff member. If staff members see a visitor on site who has not checked in he or she will introduce him/herself to the visitor and ascertain their purpose. 

· All sites will have visitor and parent badges to be worn while at the site by all adults who are not staff members. 

· There will be a sign in/out sheet provided in an easily accessible area for staff and those visitors who are not already signing in by dropping off or picking up a child or volunteering in the classroom. Staff members will direct visitors to the sign in sheet (donation sheet for those volunteering, site-check in for those not volunteering or picking up/dropping off a child and the sign in and out sheet for their child if picking up or dropping off a child) and provide the visitor with the appropriate badge. 

· At sites where there are multiple classrooms each classroom will have its own sign in & out sheet; there will also be an overall site check-in/out sheet for staff who work throughout the entire site. 

· Upon leaving the visitor will sign out and return the badge. 

· Site managers will be in charge of keeping the papers on file at the site throughout the year. 

Family Partnership/Education Meetings 

· Staff will phone the administration office prior to visiting with a family off site. They will give the following information: meeting location, name and phone number of child, time of appointment, and expected return to site.  

· Staff will carry a cell phone with them and have it easily accessible in case they need to call for help. 

· Staff will park their vehicle so that they can leave quickly if needed and so that they can not be blocked in. 

· When staff arrive if they feel they are in an unsafe situation they will let the family know something has come up and that they will contact them to reschedule. 

This policy complies with Head Start Performance Standard 1304.41 (a) (3), 1304.50 (d) (2) (iv)

§ 1304.41 Community partnerships.

 HYPERLINK "http://eclkc.ohs.acf.hhs.gov/hslc/Program%20Design%20and%20Management/Head%20Start%20Requirements/Head%20Start%20Requirements/1304/1304.50%20Program%20governance..htm" 
§ 1304.50 Program governance.

