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INTRODUCTION and WELCOME
 

Thank you for enrolling your child in our program! CAPE Inc is funded and governed by the CA 
Department of Education, the CA Dept. of Social Services, and Federal Head Start Grants.  Our 
Preschool program has the capacity to serve over 152 children ages 3 - 5 at six locations: Bess 
Platt, Jackson, Ormond, Croce in Livermore, CA, Hill n Dale in Pleasanton CA, and Sunset in 
Hayward, CA. Our Infant/Toddler program has the capacity to serve 60 children ages 12 months 
to 3 at three locations:  Almond, Jackson in Livermore, CA and Sunset in Hayward, CA. Our 
program offers infant/toddler and preschool aged children a warm, safe, inclusive of all abilities 
environment in which they are encouraged to learn and grow in a developmentally appropriate 
manner through play-based, experiential learning.  

Our Extended Day Preschool is a six and a half  hour program that operates Monday through 
Friday and is open 180 days of the year from 9:00 am - 3:30pm. Our Full Day Program serves 
the needs of families who are working, in training or are attending school. Our Full Day Program 
is open 245 days/year from 8:00 am - 5:00 pm.  

CAPE’s Mission 

The mission of CAPE, Inc., which has been affirmed by both the Head Start Policy Council and 
the Board of Directors, is to “…provide the highest quality program for young children and their 
families …to enhance the child and family’s development of social competencies and school 
readiness…and to incorporate best practices in education, nutrition, parent involvement, mental 
health and disability services.” The agency’s core values include a desire to build partnerships 
and work cooperatively within the community, a dedication to the provision of the highest quality 
services, a commitment to serving and honoring a diverse population, and a philosophy that 
views the whole child within the context of his/her family and community.  

All Are Welcome- Non Discrimination Statement  
The program serves a diverse population of families who reside in the East Bay Area, without 
regard to sex, sexual orientation, gender, ethnic group identification, race, ancestry, national 
origin, religion, color or mental or physical disabilities in determining which children are served. 
The program refrains from religious instruction or worship.  

Program Administration and Open Door Policy  
Research demonstrates that when parents/guardians and other adult family members 
meaningfully engage in children's learning, they play a vital role in enabling them to succeed in 
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school and later in life. Our family engagement program nurtures parents/guardians' critical role 
as their child's first and most important teachers. We strive to support each family who 
participates in our program through fostering strong connections to our team members, our 
community and each other. Our Management office is located on the campus of our Bess Platt 
Center which has two preschool classrooms and our Program Administration offices. These 
offices as well as all of CAPE classrooms have an "Open Door" Policy. Parents/guardians 
are allowed access to classrooms at any time their child is present. Administration can be 
reached at 925-443-3434. The Management and Administration teams look forward to building 
relationships with your family and can address any of your questions or concerns that might 
arise. We welcome your participation in our program to the fullest extent possible. More specific 
information regarding this important partnership is to follow.  

Our Educators  
Our Program is operated by a team of highly qualified Teachers and Assistants who have been 
approved by the CA Dept. of Social Services Community Care Licensing, and the CA 
Commission on Teacher Credentialing to provide instruction and quality care to children between 
the ages of six weeks to kindergarten entry. Our classroom teams are experienced early 
childhood educators who participate in a robust, continuous program of professional 
development through formal coaching, in-services and professional organizations. Teaching staff 
maintain current Child Development Permits or required documentation that verifies appropriate 
education and experience. Our team is dedicated to being considered "life-long learners". 

OUR PHILOSOPHY, CURRICULUM & "DESIRED 
RESULTS"

 
Program Philosophy   
Current research demonstrates that children learn best when they experience a variety of 
developmentally appropriate learning activities that incorporate a child's individual strengths, 
needs and interests. Following the methodology suggested in The Creative Curriculum, children 
play, explore, investigate, are appropriately challenged and have opportunities to be successful 
in the context of caring and supportive relationships. Play is an integral part of children's 
learning. Teachers collaborate with families, knowing that strong teacher-family partnerships are 
essential to a child's learning and development. Families are surveyed annually to gain input and 
guidance in regard to program quality improvement. Our program is inclusive of all children and 
reflects the child's family and community cultures.  

Curriculum and Assessment  
Our classrooms use The Creative Curriculum for Preschool, 6th ed. or the Creative Curriculum 
for Infants, Toddlers & Twos, 3rd. Edition along with incorporating individual needs/interest of the 
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children in planning their classroom curriculum. The curriculum includes the creation of activity  
plans that incorporate goals for children’s development and learning. Developmental 
assessments on all children are conducted three times a year during the program year using the 
California Department of Education Desired Results Developmental Profile (DRDP 2025) and 
the Desired Results Developmental Profile (DRDP 2015) for children with Individualized 
Educational Plans (IEP’s) or Individualized Family Service Plan (IFSP). Assessment results are 
intended to be used by the teaching staff to plan curriculum for individuals and groups of children 
and to guide continuous program improvement.  

Teachers also incorporate other information into the development of activity plans for children's 
learning.  They consider their knowledge of the needs of individual children, as well as the 
group, and in accordance with observed interests. Creative Curriculum inspired activity plans are 
also aligned with the CA Preschool and Transitional Kindergarten Learning Foundations 
(PTKLF) and Head Start Outcomes Frameworks. Teachers provide activities that are intentional, 
with clear content learning goals in mind, and always consider the observed interest of the 
children.  
 
Developmental Screening Tools  
As part of CAPE’s goal to provide the best start for your child, parents/guardians will complete 
two Ages & Stages Questionnaires. The  Ages & Stages Questionnaire® (ASQ-3), screens your 
child’s cognitive & physical development, and the Ages & Stages Questionnaire® (ASQ-SE:2) 
screens your child’s social and emotional development. The ASQ helps identify your child’s 
strengths and areas that your child may need support. Parents/guardians will complete ASQ’s 
online.   
 
Parent Conferences 
Parent conferences  will be held twice during the year. During the conference weeks, your child 
may have a modified school schedule (refer to the school calendar for details). Conferences are 
a time for parents and teachers to discuss their child’s education goals and in collaboration 
develop a plan to implement appropriate strategies. Conferences may be requested at other 
times by either parents or teachers as the need arises. Parents are encouraged to speak with 
teachers daily.  
 
Learning Genie 

CAPE Inc. uses Learning Genie, an innovative digital platform, to strengthen the 
connection between home and school. Learning Genie enhances family engagement by 
providing seamless communication between teachers and parents, ensuring that 
families remain actively involved in their child’s educational journey. 

Aligned with California’s vision for early childhood education, Learning Genie supports 
the goals of our program by fostering meaningful partnerships between educators and 
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families and helping every child build a strong foundation for lifelong learning and 
success. 

After enrollment, parents will receive an introduction email from “Learning Genie” with 
instructions for setting up an account. Feel free to download the app at the “Android 
Play Store” or “Apple App Store” follow the instructions to sign up and try it out. 

CAPE teachers use Learning Genie to: 
●​ Gather evidence of progress to assess children’s growth 
●​ Send messages, pictures, and important announcements to parents 
●​ Translate information into other languages 
●​ Provide activities to parents that align with classroom curriculum 
●​ Gather “In-Kind” activities that parents can complete at home 

“In-Kind” 

In-Kind gives numerical value to your time and expertise when you use it to enhance 
your child’s learning and development. Providing “In-Kind” support to CAPE assists with 
our grant obligations. 

How it works: 

●​ Teacher assigns activities aligned with School Readiness Goals and DRDP 
outcomes 

●​ You complete these activities at home with your child 
●​ You put the time you spent doing the activity with your child in the Learning Genie 

App 
●​ Teacher approves your time to be added as In-Kind support for the program 
●​ CAPE can also track your attendance at events and educational opportunities via 

Learning Genie that are also considered to be “In-Kind” support  

 
 
Education Home Visits  
Education Home Visits will be scheduled by teaching staff with all Head Start/Early Head Start 
and childcare partner families a minimum of two times per year. Home visits are important for 
establishing relationships between teachers and students/families.  

Goals for Children, Families & Educators  
Through participation in the CA Desired Results System,CAPE strives to meet the following 
goals:  
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1. Children are personally and socially competent  

2. Children are effective learners  

3. Children show physical and motor competence  

4. Children are safe and healthy  

5. Families support their child's learning and development  

6. Families achieve their goals  

Environment  
Each classroom has activity centers which support learning content in the following areas: 
writing area, library, dramatic play space. Child-sized furniture and well organized spaces with 
materials that are easily accessible to children, promote choice and independence. Classrooms 
reflect the culture of the children and families and provide a welcoming and inclusive 
atmosphere. The classroom is designed to accommodate a variety of activities and experiences 
from areas for children to gather as a group. Experiences include music & movement, story 
reading, group games, to areas designed for small groups and quiet spaces for children to 
retreat from the group as needed. This creates and provides a curriculum which is interesting 
and meaningful to each child. The classroom is considered to be the "fourth teacher". 
Classrooms are rated annually utilizing the CLASS Environment tool as required by the CDE 
and Head Start. 

 

ELIGIBILITY & ENROLLMENT
 

GENERAL CHILD CARE PROGRAM (CCTR) 
The General Child Care Program (CCTR) at CAPE services children 12 months of age to 3 
years old in our program. 

Admission Priorities 

1. First priority shall be given to children who are recipients of child protective services, 
or children who are at risk of abuse or neglect, upon written referral from a legal, 
medical, or social services agency. 
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2. Second priority shall be given equally to eligible families who are income eligible. 
Within this priority, families with the lowest gross monthly income in relation to family 
size shall be admitted first. 

• If two or more families are in the same priority in relation to income, the family 
that has a child with exceptional needs shall be admitted first. 

• If two or more families are in the same priority in relation to income, a family in 
which the primary home language is a language other than English shall be 
admitted first. 

• If two or more families are in the same priority in relation to income, the family 
that has been on the waiting list for the longest time shall be admitted first 

Family Eligibility Requirements 

Families may be enrolled in CCTR based on at least of the following: 

• The family is experiencing homelessness 

• The child is a recipient of child protective services or at risk of neglect, abuse, 
or exploitation 

• The parent is a cash aid recipient 

• The family is income eligible (85 percent of the SMI) 

• A member of the family has been certified as eligible to receive benefits or 
services in a means-tested government program (Medi-Cal, CalFresh, California 
Food Assistance Program, WIC, The Federal Food Distribution Program on 
Indian Reservations, Head Start, or Early Head Start) 

Need Requirements 

Families who are eligible for CCTR shall document that each parent in the family meets 
at least one of the following need criteria: 

• The parent is employed 

• The parent has self-employment 

• The parent needs travel and sleep time 

• The parent is employed in home or Licensed Family Day Care Home 

• The parent is seeking employment 

• The parent is enrolled in an education program 

8 



 
• The parent is enrolled in vocational training 

• The parent is incapacitated 

• Homelessness 

• Seeking Permanent Housing 

• Child Protective Services or At-Risk 

• CalWORKs Stage 2 

• CalWORKs Stage 3 

Subsidized services shall only be available to the extent to which the parent(s) meets a 
need criterion that precludes the provision of care and supervision of the children, and 
there is not a parent in the family that is available and capable of providing care. 

CALIFORNIA STATE PRESCHOOL PROGRAM (CSPP) 
The California State Preschool Program at CAPE provides services to eligible 
three-year-old children and eligible four-year-old children. Three-year-old children 
means children who will have their third birthday on or before December 1 of the fiscal 
year in which they are enrolled in. Four-year-old children means children who will have 
their fourth birthday on or before December 1 of the fiscal year in which they are 
enrolled in. All families enrolled shall receive 24 months of eligibility. 

Admission Priorities 

1.​ The first priority for services shall be given to three-year-old or four-year-old 
children who are recipients of child protective services or who are at risk of being 
neglected, abused, or exploited and for whom there is a written referral from a 
legal, medical, or social service agency. 

2.​ The second priority for services shall be given to all three- and four-year-old 
children with exceptional needs from families with incomes below the income 
eligibility threshold. 

3.​ The third priority for services shall be given to eligible four-year-old children who 
are not enrolled in a state-funded transitional kindergarten program. Children 
shall be enrolled in the following order: 

 

●​ Within this priority category, eligible children with the lowest income 
according to the income ranking on the most recent schedule of income 
ceiling eligibility table shall be enrolled first. 
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●​ If two or more families have the same income ranking according to the 

most recent schedule of income ceiling eligibility table, the child that has a 
primary home language other than English shall be enrolled first. 

●​ If there are no families with a child that has a primary home language 
other than English, the child that has been on the waiting list for the 
longest time shall be admitted first. 

4.​ The fourth priority shall be given to eligible three-year-old children. Children shall 
be enrolled in the following order: 

●​ Within this priority category, eligible children with the lowest income 
according to the income ranking on the most recent schedule of income 
ceiling eligibility table shall be enrolled first. 

●​ If two or more families have the same income ranking according to the 
most recent schedule of income ceiling eligibility table, the child that has a 
primary home language other than English shall be enrolled first.  

●​ If there are no families with a child that has a primary home language 
other than English, the child that has been on the waiting list for the 
longest time shall be admitted first. 

 Family Eligibility Requirements 

Three and four-year-old children at CAPE may be eligible for full-day CSPP if the child 
or family meets one of the following: 

●​ The family is a current aid recipient 
●​ The family is income eligible (100 percent of the SMI) 
●​ The family is experiencing homelessness 
●​ The child is a recipient of child protective services, or has been identified as 

being abused, neglected, or exploited, or at-risk of being abused, neglected or 
exploited 

●​ The child has a disability 
●​ Families who have a member of its household who is certified to receive benefits 

from Medi-Cal, CalFresh, CalWORKs, the California Food Assistance Program, 
the California Special Supplemental Nutrition Program for Women, Infants, and 
Children, the federal Food Distribution 

●​ Program on Indian Reservations, Head Start, Early Head Start, or any other 
designated means-tested government program, as determined by the 
department, will be categorically eligible. 

Need Requirements 

Families who are eligible for full-day CSPP shall document that each parent in the 
family meets at least one of the following need criteria: 

●​ The child is receiving child protective services 
●​ The child is identified as being abuse neglected or exploited or at risk thereof 
●​ The family is experiencing homelessness 
●​ The parent is employed 
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●​ The parent is seeking employment 
●​ The parent is enrolled in vocational training 
●​ The parent is enrolled in educational programs 
●​ The parent is incapacitated 
●​ The parent is seeking permanent housing for family stability 

Subsidized services shall only be available to the extent to which the parent(s) meets a 
need criterion that precludes the provision of care and supervision of the children, and 
there is not a parent in the family that is available and capable of providing care. 

  

FEES FOR SUBSIDIZED CHILD CARE- FULL-DAY 
PROGRAM 
Fee Assessment  

The following factors shall be used in determining the fee to be assessed for each family:  

 
1.​ The adjusted monthly family income  
2.​ Family size; the fee shall be assessed and collected based on the family's child who is 

enrolled for the longest period (most hours).  
3.​ The fee assessed and collected shall be either the fee indicated on the fee schedule, 

the actual costs of services or the contract maximum daily/hourly rate, whichever is 
least. 

4.​  No adjustment shall be made for excused or unexcused absences. 
5.​ The fee shall be the full portion of the family's cost for services. 
6.​  The certified family need for full-time or part-time services  

If the family has more than one child in an early learning and care program, the fee shall 
be assessed and collected based on the family's child who is enrolled for the longest 
period (most hours). The fee assessed and collected shall be either the fee indicated on 
the fee schedule, the actual costs of services or the contract maximum daily rate, 
whichever is least. No adjustment shall be made for excused or unexcused absences. No 
recalculation of a family fee shall occur if attendance varies from certified need unless a 
change in need for care is assessed through recertification or a parent voluntarily 
requests fee be decreased.  

Fees are based on a family's gross monthly income, including salary, educational grants, 
veteran's pension, child support, alimony, unemployment compensation, worker's 
compensation, public assistance or welfare payments, and social security.  

Fees for services are based on a fee schedule established by the CDSS and/or CA 
Department of Education, and are to be paid for all contracted days regardless of whether the 
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child was in attendance. Regulation requires that fees be paid with no reductions for 
absences, excused or unexcused, including vacations.  

Families with more than one child at the program pay the full amount only for the child who is 
enrolled for the longest period of time each day. Fees are not charged for other children in the 
same family.  

If you have other child care payments provided while you are at work, notify a program 
Eligibility Specialist for possible reduction in fees. Receipts of payment to other providers 
must be submitted for the month in which you are requesting your fees be offset.  

Payment and Collection of Fees  

Your payment is due in full, in advance by the 8th of each month. (i.e. payment for services 
provided for the entire month of March must be paid by Mar.8)  

All fees are payable to CAPE and are collected at centers in the payment boxes located in the 
classrooms. 

After making a payment, a numbered receipt will be provided  

• After your payment has posted to your account, a receipt will be provided the following 
month with your current invoice  

• Fees are not refundable if your child is absent  

Fees are considered delinquent if the full amount due is not received by CAPE 7 days past 
the due date. If your account becomes delinquent, you will be issued a Notice of Action (NOA) 
for Delinquency Termination of Services.  

Upon receipt of a Notice of Action (NOA) for DelinquencyTermination of Services, in order to 
avoid disruption of care, you must pay your past due amount in full, or enter into a payment 
plan by contacting the CAPE Administrative Offices at 925-443-3434  

Upon termination of services for nonpayment of delinquent fees, the family shall be ineligible 
for early learning and care services until all delinquent fees are paid.  

ATTENDANCE  
Children can only fully benefit from the program if they are consistently present. We expect 
children to be in school every day unless they are sick or utilizing an excused absence day. 
Absences are either "excused" or "unexcused".  
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CDE/CDSS requires full documentation verifying all excused absences. Failure to verify 
student absences can result in unexcused absences. If your child will be absent, it is your 
responsibility to notify your child's Teacher. Parents/Guardians are responsible for notifying 
the program staff by phone if the child is to be absent. If the Parent/Guardian does not call to 
notify staff of the absence a staff person will call the home to inquire about the child’s 
absence.  If the child is absent for two days without contacting the center a home visit will be 
done (wellness check) to ensure safety of child/family and reengage the family.  Upon return 
to the center, the Parent/Guardian must then fill out the reason for absence on the 
Documentation of Absence (DOA).  If no action is taken to notify staff or clear the absence, 
this will be counted as an unexcused absence. Please take note of your child's classroom 
telephone number and call directly to report an absence. Please do NOT call the 
Administrative Office to report absences.  

"Excused” Absences:  

1. Illness or quarantine of the child, sibling or parent. Medical, dental, optometric or 
therapy appointments for the child or parent. We strongly advise parents to make these 
appointments outside school hours, if possible. Hospitalization of immediate family 
members. 

2. Court ordered visitation; court order must be on file.  

3. Family emergencies, which may include:  

●​ Death in the immediate family   
●​ Transportation issues. Please be specific (i.e., unexpected breakdown, flat tire, 

battery dead, car stolen, accidents, etc.) This is limited to three excused 
absences in one year  

●​ Religious family activities 
●​ Certain temporary situations (with prior submission of an extended absence 

request) 

All other absences except those listed above are "Unexcused” Absences.  

Family Responsibility for Sign In/Out 

Signing in and out is the first level of security and safety for our program. Once you have 
appropriately signed your child in, it becomes our legal responsibility to care for them. 
Parents/Guardians (or their authorized representatives) are required to SIGN their child IN 
and OUT each day using the iPad located by the classroom entrance. Parents/Guardians 
must sign their child in/out noting the exact time of drop off and pick up. Advanced signing 
is not acceptable. A full legal signature must be used. Signatures will be verified against 
the signatures shown on each child’s “Signature Card” that is created upon enrollment. 
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Anyone who picks up a child for the first time will be asked to present identification. Each 
person authorized to pick up a child must also be on the child’s signature card.  

Sign in/out documentation are legal attendance records that may be reviewed by the 
Department of Education, Early Education Division (EED), The CA Department of Social 
Service (CDSS) or Community Care Licensing (CCL) at any time. It is imperative that each 
Parent/Guardian follows the procedure as stated above. 

“ABANDONMENT OF CARE”  

As per CA Education Code § 18066.5:  

When a family has not been in communication with their provider for seven consecutive 
calendar days and has not notified their provider of the reason the family is not using services, 
their classroom team will promptly notify CAPE Administration.  

Using the contact information on file, CAPE will attempt to contact the parent/guardian 
through a variety of communication methods. At least one communication attempt will be in 
writing, which may be through electronic methods.  CAPE will inform the parent in these 
communications that failure to communicate with CAPE or their provider may result in 
disenrollment from early learning and care services.  

CAPE will issue a notice of action to disenroll the family on the basis of "Abandonment of 
Care" when there has been no communication with their provider or CAPE for a total of 30 
consecutive calendar days.  

 

FAMILY INVOLVEMENT & PARTICIPATION
 

Volunteering  
The quality and financial stability of our program depends on the active participation of all of our 
parents/families. Parent/Guardian participation in the program is a vital part of our programs. 
Parents/Guardians are the most important Teachers a child will ever have. Parent/Guardian 
volunteers in the classroom are critical to the success of our program. If you are unable to 
volunteer in the classroom, please know that other forms of volunteering are available. Some of 
these include, but are not limited to:  

●​ Helping prepare projects ahead of time at home  
●​ Washing dramatic play clothing for the classroom  
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●​ Repairing/mending classroom materials 
●​ Assisting with classroom gardening  
●​ Organizing Library or storage for classrooms 

All classroom volunteers must have a valid TB clearance and a proof of current immunizations 
as required by Community Care Licensing and CAPE. As well as a Family Volunteer Declaration 
of Good Health signed by the parent volunteer. Volunteers must complete and submit a 
Volunteer Packet via CAPE.  

On the day that you are participating in the classroom, you are a "volunteer staff" therefore, we 
encourage you to interact with every child. We understand that your child might have difficulties 
with you interacting with other children in the classroom. We ask that you explain to your child 
beforehand that on the day you work, you are a 'teacher' too, and must treat each child fairly. 
The teacher in the classroom can assist you with ways to talk to your child if needed.  

Each volunteer must follow the program's positive behavior support methods provided on pages 
20 of this handbook. Adults are not allowed to physically harm children under any 
circumstances. Please remember that the classroom teacher is always available to offer 
assistance.  

While you are volunteering in the classroom, we expect you to give the children your full 
attention. Therefore, please leave cell phones outside of the classroom; a storage pouch will be 
provided.  

Volunteering can lead to employment opportunities.  Many of our teaching staff began working 
with CAPE as a parent volunteer and then became part of the permanent staff. 

Policy Council Meetings/Family Education and Social 
Events 
What is the Policy Council? ​ ​ ​ ​
​ ​ ​ ​ ​ ​  

The Policy Council (PC) is a decision and policy-setting group made up of parents from our Centers and 
Community Representatives. Parents who are attending CAPE Inc. programs elect representatives 
annually from their centers. PC representatives are elected at the parent meeting at the beginning of 
each program year.  

What does the PC do and why should I be involved?  

CAPE Inc. is required to operate with the PC. The representatives are vital in that they must approve or 
disapprove major program decisions. These include but are not limited to:  

  
●​ Approval of staff hires  
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●​ Approval of changes in the budget as required 
●​ Approval of changes to program services  

 
The Office of Head Start establishes these guidelines. Parent Involvement is important to 
everyone participating in our program, especially your children. Research in Early Childhood 
Education clearly shows that children whose parents are involved do better, not only in preschool, 
but in elementary school as well! 

 
What will I do as a PC Representative?  

  
Each PC representative attends monthly meetings. This is your opportunity to share 
ideas/concerns and to make suggestions from your center to the PC. The representative 
also reports back to the center Parent Committee about actions taken by the PC. The 
Executive Director, Head Start Program Director and the Support Services Manager 
attend the PC meetings to act as a resource and support for the council. As a 
representative you will be instrumental in the decisions affecting the whole agency and 
the classroom/s that you are representing.  

 
The PC meetings are run using Parliamentary Procedures that have been established for 
non- profit organizations. If this is your first time participating in a group like this, it is a 
great opportunity to learn new skills that can be used in many other situations. Employers 
often consider this type of work leadership involvement when reviewing job applications 
and resumes. This is important work!  
 
  

What is PC Reimbursement?  
  

As a member of the PC, you will receive a reimbursement payment for transportation 
and childcare (if not using the childcare provided at the meeting). Meals will be 
provided for regular evening meetings.  
  
  
All CAPE families are encouraged to participate in our monthly family events and Family 
Education offerings. The best way to stay up to date regarding events and CAPE 
Happenings is to stay connected via Learning Genie.  
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CLASSROOM PROGRAM INFORMATION
 

At CAPE.... We Learn through Play  
CAPE values play. Research demonstrates that play is critical to developing skills that support 
life-long learning. We embrace this concept, and work to scaffold and support play. We believe 
that play is the "work" of a child.  

What kind of play helps children learn the best? Play that really engages children-play that they 
will focus on and stay with even when problems arise. Uninterrupted, child-directed play is 
optimal for development. This kind of play helps children develop their approaches to learning- in 
other words- the ways they respond to learning situations. Curiosity about the world, initiative 
and problem solving, and focused attention and persistence are just a few approaches to 
learning that children develop through play.  

"In the early years, parents can help children develop the skills to be better students by playing 
with them. Yes, as they enter kindergarten and the elementary years, children need to have 
some understanding of letters and numbers. However, if they have not developed solid 
approaches to learning, they will not be as successful in school settings."- National Association 
for the Education of Young Children (NAEYC)  

We welcome Parents/Guardians into our classrooms to play with their children. We are happy to 
support families as they witness the value of play in school to make that connection at home as 
well.  

Daily Schedule  
In pursuit of meeting our educational goals, we have designed a program that is both consistent 
and flexible. Predictable routines help your child feel secure and increase his/her confidence. A 
sample Daily Schedule is as follows:  

Example of Full Day Preschool Schedule  

8:00-8:40 AM Welcome Parents/Breakfast/Tooth 
Brushing/Choice Time 

8:40-9:00 AM Large Group Time/Read aloud 

9:00-10:00 AM Small Group/Choice time 

10:00-11:15 AM Outside Choice Time 
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11:15-11:30 AM Transition for Lunch 

11:30AM-12:00 PM Lunch 

12:00-2:30 PM Rest Time 

2:30-3:00 PM PM Snack 

3:00-5:00 PM Choice Time/Outdoor Play/Departure  

Example of Part Day Schedule 

9:00-9:40 AM 

 

Arrival/AM Snack/Tooth Brushing 

9:40-10:00 AM Large Group Time/Read aloud 

10:00-11:00 AM Small Group/Choice time 

11:00 AM-12:00 PM Outside Choice Time/Departure  

Arriving and Leaving  
Routines are very important for children. Please be on time for the start of the school day. The 
hours of the school day are posted in each classroom. Starting the day with hugs and smiles will 
assure a great start to the day for your child, and for you. Take the time to bring your child into 
the classroom/home, sign in and then spend a few minutes with your child before you leave. At 
pick-up time, take a few minutes to talk to your child and teachers/caregivers about the day. A 
great suggestion is to ask your child to "tell me about something that was fun today, tell me 
about something that was hard today, and tell me what you'd like to talk about on our way 
home".  

Emergency Cards & Authorization for Pick-Up  

Please keep the information and phone numbers on your child's emergency card current. Let the 
Teacher know if you need to add or change information on your card. You will be asked to review 
the emergency card on a monthly basis to ensure that it is current.  Please note that only the 
adults that are listed on your child's emergency card can pick up your child. Every person 
picking up a child must be prepared to show photo identification upon request. Designated 
persons must be 18 years of age or older unless prior signed consent to release to a minor is 
provided by the enrolling Parent/Guardian.  
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Please inform the classroom staff in advance if someone other than the Parent/Guardian will be 
picking up your child. Please explain the pick-up procedure (photo ID, sign in/out procedure) to 
the adults listed on your emergency card. It is important that you let your child know who will pick 
them up.  

Family Responsibility for Sign In/Sign Out  
Our Sign In / Sign Out iPads are the first level of security for your children. Emergency 
responders have been trained to locate the Sign In/Sign Out and use it in case of an emergency 
to account for children present. You are required to SIGN your child IN and OUT each day on 
the Sign In / Sign Out iPad located by the classroom entrance. You must sign your child in/out 
noting the exact time of drop off and pick up. Advanced signing is not acceptable. Signature 
must be legible and must include your first and last name, time of arrival and/or time of 
departure, and current phone number for the day if different from the emergency form. A reason 
must be noted for each and every absence.  

Sign in/out documentation are legal attendance records that may be reviewed by the 
Department of Education, Early Education Division (EED) or Community Care Licensing (CCL) 
at any time. It is imperative that each Parent/Guardian follow the procedure as stated above.  

Failure to follow Sign In/Out procedures may result in disenrollment from the program.  

Late Pick-Up  
It is important that children are consistently picked up on time, according to contracted hours and 
the program hours of operation. Late pick-ups are stressful for children and staff and disruptive 
for the program.  

In the event that a child is not picked up on time, according to the child's contracted hours and/or 
the program's operating hours, staff will follow procedures to respond appropriately.  

Every classroom has their program operating hours posted on the Family Board.  

If a child is picked up after his/her contracted hours, staff will issue the parent/guardian a copy of 
a "Late Pick Up Form" which will be kept in the child's classroom file to document  occurrences. 
Upon the third occurrence, within a school year, a team meeting with parents/guardians, staff 
and the ERSEA department will be held.  A Notice of Action (NOA) for disenrollment from the 
program may be issued.  

If a child is still at the Center after their contracted hours and the staff have not been contacted 
by the parent to inform them that they will be late to pick up, staff will attempt to contact the 
parent/guardian  
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If a parent/guardian cannot be reached, staff will refer to the child's Emergency Card and 
attempt to reach the contacts from the list of people authorized to pick up the child, as provided 
by the child's parent/guardian  

If the child has not been picked up after 45 minutes, and staff have been unable to contact the 
parent(s) or anyone one else on the Emergency Contact list, the Teacher/Site Supervisor will 
contact a CAPE Manager, and notify the appropriate (Livermore or Pleasanton) Police 
Department  

Failure to consistently pick up your child on time may result in disenrollment from the program.  

Celebrations & Holidays 
CAPE programs value celebrations in the lives of children. We respect each family's choice of 
how or how not to celebrate religious holidays, therefore religious holidays will not be celebrated 
in the classrooms. With respect to the diversity of children and families that we serve, and in 
accordance with state law, CAPE refrains from religious instruction or worship. This includes 
refraining from celebrating religious holidays. All celebrations are child-centered (rooted in the 
child's interest and developmentally appropriate). 

Guiding Young Children  
CAPE Inc. uses a team approach to provide Positive Behavior Support using the Teaching 
Pyramid Model to support social-emotional development and when addressing challenging 
behavior. CAPE staff proactively establish routines and environments meant to provide children 
with tools to help them build strong social-emotional skills, develop positive relationships, 
respect the rights of others, and recognize how to behave safely. Teaching Pyramid strategies 
are implemented to develop strong ties with families and children daily through positive 
interaction and welcoming classrooms.  
 
CAPE staff proactively establish routines and environments meant to provide children with tools 
to help them: 

●​ Identify and regulate their emotions 
●​ Build strong social-emotional skills 
●​ Develop positive relationships 
●​ Respect the rights of others 
●​ Promote safe, pro-social actions and interactions with others 

Behavioral Concerns  
Corporal punishment (hitting, striking, spanking) is never permitted on the school site by staff or 
any adult including Parents/Guardians. If a child's behavior is persistently unsafe to themselves 
or to others in the classroom, parents/guardians may be requested to participate in a 
cooperative plan for support.  
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We will make every effort to partner with your family to provide the most effective means of 
positive behavior support. Following the guidance provided by the State of CA (EC 8489.1), we 
will work with families and community partners as appropriate to support every child to be 
successful in our program.  

Children’s participation in the CAPE program will not be suspended or terminated due to 
behavioral concerns. 

What to Wear & Bring to School  
Please dress your child in comfortable clothing so that they may participate in all activities. Our 
curriculum includes activities that can be messy. Children should be dressed according to the 
weather. Please remember to send sweaters, jackets, or raincoats when necessary. Rubber 
soled shoes such as tennis shoes are the safest for running and climbing. Families need to 
provide an extra set of weather appropriate clothes to be kept at school at all times. Please label 
all your child’s clothing. If providing additional clothing for your child is a hardship to your family, 
please let us know and we will assist in making sure that your child has extra clothing for school.  

Cubbies & Personal Items  
Each child is provided with a small cubby for his/her jacket and take-home items. The cubby is 
not large enough for a backpack or other personal items that are not needed for school. Please 
do not bring backpacks or personal items to school (with the exception of naptime items).  Staff 
cannot be responsible for personal items. Candy and gum are considered choking hazards for 
children and are not allowed at school. You may also be confident in knowing that neither candy, 
nor gum will be provided to your child while at school. If your child has a specific item that they 
require for comfort, please discuss how best to incorporate this item in the classroom with your 
teacher.  

Nap/Rest Time for Full Day Program  
During our full day program, children will be encouraged to rest after lunch for approximately 1- 
1.5 hours. Cots/mats with sheets and blankets will be provided by our program and laundered at 
school. Should your child desire to bring a small pillow or sleep comfort item, please know that 
you may be asked to periodically bring this home to launder.  

Diaper Policy  
In accordance with Head Start Performance Standard 1305.53 (b) (1), CAPE Inc. will provide 
diapers to those children enrolled in the Head Start/Early Head Start programs, including CAPE 
Child Care Partner Programs, during their hours of attendance. If a family wishes to bring their 
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own specific brand of diapers for their child, the staff will keep them separate from the agency 
diapers. 

 

HEALTH & NUTRITION
 

 In order for your child to get the most out of his/her school day, they must be in good health. Do 
not bring your child to school if they cannot participate fully in the indoor and outdoor program. 
Children should remain at home when they do not feel well, have a temperature, or show other 
signs of illness. When a child is sent home from school ill, they should stay at home for at least 
24 hours with a normal (98.6) temperature before returning to school.  

Safety of all children is our primary concern. Despite all best efforts by staff, children in a group 
setting are more likely to experience an accident. Children who become ill or injured at school 
feel most comforted by a quick response from Parents/Guardians. We request that when we call 
to request pick up of ill or injured children, it be done in no more than 30 minutes.  

Allergies and Allergic Reactions  
If your child has an allergy or an allergic reaction to any food or medication, please make certain 
the Teacher and classroom staff is informed. Lists of the children with allergies are posted in 
classrooms for staff view only. If your child requires the use of an Epi-pen, specific medical 
release forms and instructions from a MD are required. Please do NOT send your child to school 
without discussing this with your classroom teachers. Medication policies are as follows:  

Medication  
We highly encourage families to provide necessary medication at home before bringing their 
child to school in the morning. If it is necessary for staff to give children medicine at school, State 
law requires that we have the following:  

●​ Written permission from Parent/Guardian and from the child's doctor (ask teacher for 
appropriate form)  

●​ Medicine labeled with the child's name by a pharmacist with dosage and time of 
administration (you may wish to have pharmacists use two containers for medicine so 
that one may be left at school).  
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Nutrition  
Our Program offers a healthy breakfast, an AM snack, a healthy lunch and a PM snack. Snacks 
are offered on a daily basis depending on your enrolled program type (classrooms that have a 
start time of 9:00 am begin with AM snack). Attention is given to providing low sugar and low salt 
content foods for your child. A monthly menu is posted on the Family Board. If your child has any 
dietary restrictions, a specific form must be completed by your child's medical provider that notes 
the allergy if you wish a substitution to a menu item. Accommodations will be made to support 
the child's dietary restrictions upon receipt of the signed Medical Statement.  

 

DISENROLLMENT, PERSONAL RIGHTS & 
APPEAL RIGHTS 

 
Disenrollment from Program  
Disenrollment  

You may be disenrolled from the program for any of the following reasons:  

●​ Chronic late pickups within a year  
●​ Failure to follow the sign in/out procedure as required by Community Care Licensing  
●​ Threatening or violent behavior on the part of the Parent/Guardian   
●​ In accordance with CAPE policy weapons and dangerous instruments of any kind are 

not allowed on school grounds  
●​ Failure to report changes of income as outlined in the Fraud Statement included in your 

signed Admission Agreement  
●​ You may voluntarily withdraw your child/children from the program by emailing: 

ERSEAteam@capeheadstart.org  

Your Rights As a Parent/Guardian in the CAPE Program  
As a parent/guardian concerned with your child's well-being and education, we encourage you to 
bring your questions and concerns about our program to the teacher or supervisor whenever 
they occur. You also have the right to visit the classroom at any time. We are trying to build a 
partnership with you and; therefore, we encourage you to be in close and frequent 
communication with us.  
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Your Rights As Mandated by the CA Department of Education- Early 
Education Division 

You have the right to request a conference with the Program Director of the child development 
agency regarding any action that is taken by the program in regards to your child care 
communicated to you via the form entitled "Notice of Action to Recipient of Child Care and 
Development Services". Your request for a hearing must be written. At a hearing, you may be 
accompanied by a friend, relative, attorney or other spokesperson of your choice. A 
representative of the local agency will be present to explain the reasons for taking the action 
indicated on the face of this notice.  

Submit your appeal within fourteen (14) days of receipt of the NOA to:  

Support Services Manager, Compliance Officer  
1401 Almond Ave. 
Livermore, CA 94550 
925-443-3434 

1. Within ten (10) calendar days following the agency's receipt of your appeal request, the 
agency will notify you of the date, time and place of the hearing.  

2. You or your authorized representative is required to attend the hearing. If you or your 
representative does not attend the hearing, you abandon your rights to an appeal, and the action 
of the agency will be implemented.  

3. Within ten (10) calendar days following the hearing, the agency shall mail or deliver to you a 
written decision.  

4. If you disagree with the written decision of the agency, you have fourteen (14) days from your 
receipt of the written decision to file an appeal with the California Department of Education 
(CDE). See back of NOA for instruction and address.  

A complainant filing a written complaint alleging violations of prohibited discrimination may also 
pursue civil law remedies, including, but not limited to, injunctions, restraining orders, or other.  

Your Rights As Mandated by the CA Dept. of Social Services- Community 
Care Licensing Division:  

CAPE Programs are committed to providing a safe physical and emotional environment in which 
children can grow and learn. The Department of Social Services Community Daycare Licensing 
Division monitors and licenses these facilities to ensure that the children's programs meet 
children's physical and emotional needs.  

Any concerns that you have over these issues may be reported to the  
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Community Care Licensing, Bay Area District Office  
1515 Clay Street, Suite 1102 Oakland, CA 94612-1413  
Telephone 510-622-2602  

FORMAL & UNIFORM COMPLAINT PROCEDURES 
The CAPE Board of Directors has established a policy for filing complaints concerning school 
personnel. Contact the Administration Office for assistance. Written policy is available upon 
request.  

Compliance Officer:  

The Board of Directors shall ensure that employees designated to investigate complaints are 
knowledgeable about the laws and programs for which they are responsible. Such employees 
have access to legal counsel as determined by the Board of Directors.  

The Board of Directors designates the following compliance officer to receive and investigate 
complaints and ensure compliance with law:  

Support Services Manager, Compliance Officer  
1401 Almond Ave. 
Livermore, CA 94550    
 925-443-3434 
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ACKNOWLEDGMENT OF RECEIPT
 

 
_______________________________​ ​ _______________________________ 
Child Name (1)​ ​ ​ ​ ​ ​ Child Name (2) 
 
 
 _______________________________​ ​  _______________________________ 
Center Name​ ​ ​ ​ ​ ​ Center Name 

I/We received a copy of the CAPE Family Handbook  
 
_______________________________​ ​ ​ ​  
Parent/Guardian (A) Name  
 
_______________________________​ ​ ​ ___________________ 
Signature​ ​ ​ ​ ​ ​ ​ Date  
 
 
_______________________________​ ​ ​ ​  
Parent/Guardian (B) Name  

 
_______________________________​ ​ ​ ___________________ 
Signature​ ​ ​ ​ ​ ​ ​ Date  
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