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Our Mission 

Options Agency mission is to optimize the 

individual potential of children and 

families through the provision of an 

interdisciplinary network of quality, 

professionally delivered services. 

 
 
 
The Mission of Options Full-day Preschool 

Division is to prepare children for a 

successful future by meeting and 

enhancing their intellectual, emotional, 

social and physical development in a 

supportive, developmentally appropriate 

manner.  We achieve this mission by 

providing a comprehensive full-day / full-

year preschool program for children ages 

three to five whose parents are working or 

are in a vocational training program.  
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Welcome! 
 

Thank you for choosing Options Full-day Preschool Division for 
your preschool and child care needs.  We are pleased to have the 
opportunity to work with you and your child during these formative 
years when they are growing and learning every day. 
 
Through our curriculum and teaching methods, we prepare 
children to be ready to enter Kindergarten.  The curriculum 
reflects the children’s interests, cultures and abilities while 
enhancing the child’s self esteem and building respect for others 
and the world around them.  All of this is achieved through 
meaningful teacher/child interactions during children’s play. 
 
The staff of Options Full-day Preschool is committed to providing 
a quality program in a safe, well-supervised environment. 
 
 
The purpose of this handbook is to inform parents of the goals 
and curriculum of the program, to acquaint families with the rules 
of the program, and to establish open lines of communication.  

Many of our program regulations are 
required by the State of California, 
Department of Education or the Office 
of Head Start. 
 
 
 
If you have any questions or 
comments, please don’t hesitate to 
reach out to your child’s teachers, 
your Family Service Specialist, or 
management staff.  We are a united 

team working together for the benefit of your child and we 
welcome your comments and suggestions to make the program 
even more valuable to you and your family. 
 
 
Thank you, 
Denise McCullough 
Division Director 
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Quick Reference Guide  
 
On the 1st day of Preschool, each child needs to bring: 
 

A Change of Clothing – In a Gallon-Size Zip Lock Bag –  
Shirt, pants, underwear, socks 
Family Photo – To remember you while you’re gone!  If you 
don’t have a photo, the teachers can take one. 

 
Please don’t send your child with money, candy or toys.   

These things are easily lost! 

 
When you visit the class, please look for these places: 
 

Parent and Community Board – Lesson plans, menu, 
licensing information, community information, job openings, 
trainings and parent education 
Sign In/Out Book – Daily sign in/out, notes from the teacher, 
or office 
Your Child’s Cubby – Artwork, soiled clothing 

 
Preschool is very busy.  Here are some things you can expect 
throughout the year: 
 

Screenings – developmental, behavioral, dental, vision, hearing 
Parent Conferences – 2 times 
Assessment of Developmental Progress – 2 times  
Newsletter – classroom happenings, reminders, upcoming events 
Parent Meetings – parent education, classroom information 
Parent Socials – fun events to socialize with friends, 
teachers and families 
Parent Orientation / Open House – meet teachers and other 
parents 
Policy Council / Parent Advisory – help make program and 
budget decisions for my school 

 
When you need help, call one of these people: 
 

Teaching Staff – absence call-ins, scheduled vacations, daily 
activities, curriculum, progress update 
Family Service Specialist – paperwork, documentation, 
changes, social service needs and resources 
Education Coordinator – teaching staff supervisor 
Family Service Coordinator – office staff supervisor 

 



7 

In the Classroom 
 
A safe, well supervised environment is created and maintained by 
Options staff.  Children are encouraged to be actively involved in 
activities to meet their social, emotional and educational needs. 
 

Teaching Staff – Education & Experience 
Program administrators hire child development professionals 
committed to meeting the individual needs of children in a 
linguistically, culturally, and developmentally appropriate manner.  
 
All Full-day Preschool staff members have completed college 
training in Early Childhood Education.  Site Directors, Teachers, 
Associate Teachers, Substitute Teachers and Substitute 
Associate Teachers hold Child Development Teaching Permits 
from the California State Department of Education.  A majority of 
the lead teaching staff have earned an Associate’s or Bachelor’s 
degree.  Our staff members have a wide variety of teaching 
experiences and have respect and appreciation for the learning 
process.  Our teaching teams provide a well rounded program for 
the children in their care.  In addition to their educational 
background, all staff members have been approved by the 
California Department of Social Service, Community Care 
Licensing division.  A Department of Justice and child abuse 
finger print clearance has been obtained for all staff. 
 

Curriculum 
Options Full-day Preschool division uses the High Scope 
curriculum model.  Children have opportunities to work 
individually, in small groups, and in large groups.  Daily activities 
include both indoor and outdoor experiences.  During the program 
day, children make many choices.  They “plan” where to “work”, 
follow through with their plans, and then “recall” or discuss their 
completed activities with teachers and other children. 
 
Each day, children participate in learning experiences in the 
following Key Developmental areas: 
 
Approaches to Learning 

How one goes about acquiring knowledge and skills 
 

Social and Emotional Development 
The ability to regulate behavior & interact with peers and adults 
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Physical Development, Health and Well Being 
Children learn what their bodies can do, how to use them and to 
develop a positive self image 
 

Language, Literacy and Communication 
Listening, speaking, reading and writing 
 

Mathematics 
Comparing, patterns, spatial relations, math literacy and counting 
 

Creative Arts 
Relating models and pictures to real places and things, drawing, 
painting, pretending, role playing, imitating, moving to music, 
exploring sounds and singing 
 

Science and Technology 
Observing, classifying, exploring, drawing conclusions, experiencing 
time intervals and sequencing 
 

Social Studies 
Developing social knowledge and understanding and social skills 
 

Religious Instruction 
Options Full-day Preschool does not provide religious instruction 
or worship for children enrolled in the program. 
 

Daily Schedule 
An important component of our curriculum is the daily routine.  By 
maintaining a consistent daily routine, children develop a sense of 
control and a feeling of confidence. The daily routine also helps 
the teachers organize time to offer the children challenging 
learning experiences. 
 
During the summer months, we adjust the time of day that the 
children go outside.  There may be other times throughout the 
year when a classroom or site may have to adjust their schedules 
based on specific needs of the site. 
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       School Year Schedule        Summer Schedule 

 
 

Based on the specific needs of the site, the schedule may vary. 
You can find your class’s daily schedule posted on the Parent Board. 
 

Absences 
At Options Full-day Preschool, we are helping you lay the 
foundation for the future academic and personal success of your 
child.  Consistent attendance in preschool and then in 
kindergarten through 12th grade is a key element to that success.  
However, we know there are times when your child will be absent 
due to illness or other circumstances.   
 
If your child will be absent you must call your child’s teacher.  The 
phone number of the school is located on the front cover of this 
handbook.  It is not necessary to call the Options’ office.  When 
your child returns from any absence, you must note the absence 
on the sign in sheet and include your full signature.  This must be 
done whether your child was absent due to illness, vacation, or 
medical appointment.  See the attendance policy in the appendix. 
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Drop Off & Pick Up 
It is the responsibility of the parent or other adult (18 years of age 
or older) who brings or picks up the child to sign the exact times 
of arrival and pick-up at the center.  If you note an incorrect time, 
teaching staff are required to change the time so it accurately 
reflects your child’s attendance in class.  A full signature, first and 
last name, is required. 
 
Parents must never sign-in ahead of time or for a day the child did 
not come to the center. 
 
Children can only be picked up by parents or other adults who the 
enrolling parent has listed on the emergency card.  TEACHERS 
CAN MAKE NO EXCEPTIONS – if an adult who is not on the list 
attempts to pick up a child, we will not release the child.  
 
To ensure the safety and well being of all children left in our care, 
when picking up a child, parents or authorized representatives 
must produce picture identification anytime an Options staff 
member requests to see it.  We strongly recommend that parents 
always enter the site with their ID or be prepared to return to the 
vehicle or home to get it.   
 
People listed on the emergency card will also be called in case a 
child becomes ill and we cannot reach the parent to come and 
pick up the child.  
 

Meals 
Options participates in the Child Care Food Program.  This 
enables us to provide children with a healthy breakfast, lunch and 
afternoon snack every day.  Do not send food to school.     
 

Napping 
Children have a daily rest time.  Each child is provided with a cot, 
sheet and blanket for rest time.  Sheets and blankets are 
laundered on site.  Since we provide blankets and sheets, please 
do not send your child with these items.  We also ask that you do 
not provide a pillow for your child.  The classrooms do not have 
the space to store them properly. 
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Special Needs 
Children with disabilities are welcome in the program.  Program 
staff will accept children with special needs into the program after 
the parents and disabilities coordinator have determined that the 
needs of the child can be met by the program. 
 

Discipline 
When behavior problems arise while children are at school, staff 
members are expected to always be respectful when handling the 
situation.  Harsh, punitive tones are unnecessary, inappropriate 
and unacceptable.  The situation is discussed quietly with the 
child and staff members maintain documentation of the child’s 
behavior.   
 
We use a problem solving approach to conflict resolution.  The 
goal is to have the child find an acceptable solution to the 
problem, with the teacher’s assistance.  If staff members need 
assistance in devising alternative means of dealing with a child’s 
behavior, it is their responsibility to contact their immediate 
supervisor for help. 
 
At NO TIME will a staff member use physical punishment during a 
disciplinary situation.  At NO TIME will a staff member isolate a 
child. Children must always be under the direct supervision of 
staff. 
 
It is our goal to help all children be successful in our program.  
However, on rare occasions and after a variety of different 
strategies have been implemented, we find that our program is 
not the right fit for a child’s individual needs.  In these cases, we 
strive to assist parents in finding alternative preschool and 
childcare arrangements so that the child can be successful.  
Please refer to the termination policy located in the appendix. 
 

Clothing & Shoes 
An extra set of clothes must be kept at the site at all times.  
Parents are asked to provide a complete change of clothes in a 
shoe box or zip lock bag, labeled with their child’s name, in case 
clothing becomes soiled. 
 
Children will be climbing, running, jumping and working with clay 
and paint on a daily basis.  Children should come to school 
dressed so that they can actively participate in the program.  
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Comfortable shoes that fit securely on the child’s feet are very 
important for the safety of your child.  Fine clothing, open-toed 
shoes, open-heeled shoes and flip-flops are not appropriate for 
preschool due to the active play that occurs throughout the day. 
 
Parents are asked to label all of their children’s belongings with 
their child’s first and last name.  We are not responsible for lost 
items. 

Items from Home 
We are asking for your cooperation in not sending personal items 
from home to the classroom.  If your child has a special toy or 
personal item he or she would like to bring to share with the other 
children, please speak to the teacher in advance.  Teachers will 
ask you to take home any items that are brought, if it has not 
been planned.  Teachers cannot be responsible for lost or broken 
items brought to the site.  
 
 

Health 
To ensure that all children receive the best possible education, 
children need to be healthy and feel good when coming to school.  
As each child arrives at the site, the teacher will do an informal 
health check. Children may not be accepted if they have a fever 
or otherwise demonstrate that they are too ill to participate in the 
program that day. 
 
Parents may not send their child to school with a communicable 
disease.  Children who become sick while at the center and are 
unable to participate in the program must be picked up by the 
parent or other adult listed on the emergency card when 
contacted by staff.  If called, your child must be picked up within 1 
hour of the call. 

Exclusions 
Children will be excluded from school to allow the child time to 
rest, recover and be treated for the illness if they exhibit these 
symptoms: 
• Fever over 100 º F accompanied by any of the following: 

Diarrhea    Vomiting 
Earache    Headache 
Undiagnosed Rash    Sore throat  

 Signs of irritability or confusion 
Fatigue that limits participation in daily activities 
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• Vomiting – 2 or more times within the past 24 hours 
• Diarrhea – 2 or more times within the past 24 hours 
• Undiagnosed rash 
• Undiagnosed eye discharge until clear or until released by 

physician 
• Lice – until nit free 
• Impetigo – 24 hours after treatment has begun or until 

released by physician 
• Ringworm – 24 hours after treatment has begun or until 

released by physician 
• Child is unable to comfortably participate in the daily routine 

 
Children will be readmitted to the program when they no longer 
have any of the above symptoms or have received appropriate 
treatment/medical approval stating they are considered to pose 
no serious health risk to self or others. 
 

Medication 
If you give your child medication before coming to preschool, 
you must inform the teaching staff.  This is to ensure the safety 
and well-being of your child.   
 
If your child is on medication and it must be administered while at 
school, the medicine must be in the original container and labeled 
with the child’s name, doctor, name of  medication, dosage and 
when it is to be taken. Parents will need to fill out a Medication 
Administration Form to allow staff to medicate your child.   
Parents must also fill out a Medication Administration Form for 
over the counter medication. Over the counter medication will be 
given according to the instructions on the label and must be 
appropriate for your child’s age. Medication will be given at the 
time you specify and a written record will be kept. 
 

Dental Health 
Dental health is just as important as overall physical health and 
as part of our daily curriculum, children brush their teeth.    
 
According to the American Academy of Pediatric Dentistry 
(AAPD), “Tooth decay is the number one chronic infectious disease 
among children in the U.S.” 1 In our classrooms, we do not rinse 
after brushing.  This is to ensure that children are receiving the 
benefit of the fluoride from the toothpaste.  As recommended by 
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AAPD, “When determining the risk-benefit of fluoride, the key issue is 
mild fluorosis versus preventing devastating dental disease… A ‘pea- 
size’ amount of toothpaste (approximately 0.2 mg fluoride) is appropriate 
for children aged two through five years.19,20 Parents should dispense 
the toothpaste onto a soft, age-appropriate sized toothbrush and perform 
or assist with toothbrushing of preschool-aged children. To maximize the 
beneficial effect of fluoride in the toothpaste, rinsing after brushing should 
be kept to a minimum or eliminated altogether.21” 2 

1. http://www.mychildrensteeth.org/mouth_monsters/ -8/28/14 
2. http://www.aapd.org/media/Policies_Guidelines/P_ECCClassifications.pdf -8/28/14 

 

Emergency Preparedness 
Earthquakes are a fact of life for us here in Southern California 
and we need to be prepared for them.  Options maintains a three 
day supply of emergency food and water at your child’s site for all 
staff and children.  Each classroom is also equipped with a 
survival kit should there be a major disaster in any of our 
communities. 

Holidays & Classroom Celebrations 
Options’ programs strive to meet the needs of every child/family 
enrolled.  When planning holiday and/or celebratory activities, 
staff members are expected to demonstrate sensitivity to all of the 
enrolled families and to maintain a respectful approach to all 
cultures.  We are helping children to learn to respect and 
appreciate the differences and likenesses in all people. 
 
Staff will discuss upcoming holidays and celebrations with parents 
at the regularly scheduled parent meetings held at the site.  
Agency procedures will be reviewed and, jointly, staff and parents 
will plan so that the activities focus on the children and the 
experience of the holiday. 
 
When celebrating, some things staff members are expected to do:  
• Keep the established classroom Daily Routine consistent 
• Invite families to participate 
• Give direction to parents about only bringing nutritious snacks 
• Serve all food program meal items before offering snacks 
• Have children create costumes, hats, etc. during school; or have 

a pajama day, hat day, backwards day, inside-out day, etc 
• Use an artificial tree (no lights) and child made decorations, if 

choosing to have a tree in the classroom during Christmas 
• Have an end-of-the-year/last day of class party in August. 

http://www.mychildrensteeth.org/mouth_monsters/
http://www.aapd.org/media/Policies_Guidelines/P_ECCClassifications.pdf
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These are some things that we do not allow: 
• Display of artwork or symbols that are religious, have 

religious connotations or that may be frightening to children 
• Costumes 
• Parents cannot be asked to provide money to buy 

decorations, gifts or other items. 
• Cap and gown pictures or graduations when the preschoolers 

leave for kindergarten. 
• When parents donate food for celebrations, the food cannot 

be prepared in the family’s kitchens.  Only pre-packaged, 
store bought food is appropriate.   

Site / Class Closures & Consolidations 
Options FDP closes in observance of New Year’s Day, Martin 
Luther King Jr. Day, President’s Day, Memorial Day, 
Independence Day, Labor Day, Thanksgiving Day, Thanksgiving 
Friday and Christmas Day.  We also close on additional days 
throughout the year to provide in-service training and professional 
development for our staff. Teaching staff will post notices in 
advance of these closures.   
 
On occasion, but rarely, we may need to completely close a site 
or close early due to other unforeseen circumstances.  In this 
case, we will notify you as soon as possible and make every 
attempt to temporarily relocate your services to another site so 
that we can meet our obligations to you regarding your childcare 
needs. 
 
During the winter holidays, several sites combine for a two week 
period.  Notification is sent out in advance and posted at the site. 

Parent Involvement 
Your involvement in your child’s education lays the foundation to 
have a successful student.  There are many ways to be involved 
in school and we encourage all parents to actively participate. 

Donations 
We welcome and encourage families to regularly donate items to 
our classrooms. Every month, the classroom will post a Request 
for Donations form listing items that may be in your home already.  
If items are donated, a receipt for tax purposes may be 
requested.  Here is a list of some commonly requested items: 
 

Scrap paper Dress-up clothes Buttons  
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Donations continued 
Dry pasta  Paper towel tubes Beads 

 Egg cartons  Wrapping paper  Cereal boxes 

Volunteering 
The most important thing you can donate to our classrooms is 
your time.  Please take time each month to join the class. We 
expect all parents to volunteer at least 2 hours each month.   
 
You can participate by reading to children, playing games, helping 
at meal time, helping with clean up, vacuuming, playing your 
guitar, preparing activities, filling glue bottles, joining block play, 
mowing the grass, planting a garden, helping kids ride a two-
wheeler, assembling furniture, teaching new songs, unpacking 
supplies, etc.  The list is endless.   
 
Your time is valuable.  We appreciate all volunteers.  Grandma 
and grandpa or anyone who is important in your child’s life can 
volunteer.   

Parent Committee Meetings 
Each class will have a parent group which will meet with the Site 
Director and/or Teacher at the site to discuss issues effecting the 
children and families enrolled.  Each parent group will elect a 
chairperson for the group and a representative to attend the 
Options FDP Parent Advisory Committee or Options Head Start 
Policy Council.  Some site parent groups meet monthly and 
others meet every other month.  All parents are expected to 
attend the parent meetings.   
 
The Policy Council and Parent Advisory Committee are important 
parts of Options Full-day Preschool Division.  Each provides 
parent input into decisions which affect the quality of the 
children’s early childhood education program. 

Policy Council 
For families whose children attend a Child Start site, classroom 
representatives are elected in September or October every year.  
Elected parents attend two Policy Council training sessions in 
November.  After the trainings, another election is held to 
determine who will represent Child Start on the Options Head 
Start Policy Council.  Child Start must have parents who commit 
to represent our full-day, full-year interests on the Policy Council.  
Each representative will have one vote on the Policy Council and 
will be a full participant in the council.  The Policy Council meets 
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monthly with members coming from the home-based program, 
half-day program and full-day program.   

Parent Advisory Committee 
A site representative is elected from each site in the fall every 
year.  These site representatives along with the Child Start Policy 
Council representatives will attend the Full-day Preschool Parent 
Advisory Committee.  The committee is composed of members 
from all of our sites.  The committee needs a total of 20 members.  
The Advisory Committee meets three times per year. 

Communication 
Maintaining open communication between home and school 
enables us to provide the best program for you and your child.  
We encourage you to talk to your child’s teachers on a regular 
basis.  You can speak to the teachers at drop off and pick up, or 
you can call the classroom during nap time (12:30pm – 2:30pm).  
The teachers’ number one priority is supervising and interacting 
with the children.  If a teacher cannot talk at that moment, she/he 
will make arrangements to have a phone conference.  
 
Each classroom has a Parent Information board.  Please develop 
the habit of checking the board every day for important 
information such as parent newsletters, announcement of 
meetings, and notices about available services. 

Parent Conferences 
The Full-day Preschool teaching staff will arrange two 
conferences with parents during the school year.  These 
conferences will allow teachers to share information with parents 
concerning their child’s social and cognitive development, and 
program goals and objectives.  Parents who would like 
information at other times during the year on how their child is 
doing in the class may speak directly to the teacher and request a 
conference appointment. 

Home Visits 
Some of our sites are required to complete two home visits each 
year.  A quality Home Visit establishes open communication 
between home and school and allows everyone involved to gain 
insights into the development of the child and to work together as 
a team to the direction this development needs to take. 
 
Home Visits allow the children to see their parents and teachers 
building partnerships in their education.  The Family Service 



18 

Specialist and the classroom Teacher will meet together with the 
parent to create a Family Partnership Agreement.  Parents are 
given the opportunity to make personal goals for themselves and 
their families, as well as two specific goals for their child’s school 
readiness. 
 
Children see their parents valuing their school experience enough 
to have their teacher in their home and their teacher showing a 
special interest in seeing where they live and meeting the people 
who are an important part of their lives. 
 
At the completion of the Home Visit, staff should have a better 
understanding of each child’s needs, as well as the needs of the 
family.  
 
 

 

In the Office 
 
As you have probably already realized, there is a lot of paper 
work required for you to demonstrate your eligibility for the 
program and to ensure that we meet the requirements of the 
Office of Head Start and the State of California.  Our office staff 
which includes Family Service Specialists, Family and Health 
Resource Specialists, data entry, a receptionist and a secretary, 
work together with our teaching staff to help you understand and 
meet the requirements of the program. The items in this section of 
the handbook are most often handled by office staff. 

Parental Access 
Options assures that parents have unlimited access to their 
children, including written records concerning their children during 
normal office hours.  To review written records, parents need to 
allow 24 hours after notification of the request to see the written 
records, which allows staff time to gather the records. 
 
If you need copies of any of your child’s records, please complete 
a Request for Child’s Records form.  The request will be 
processed within 7 to 10 days of receipt of the form at the office. 
 
Requested Documents 
The State of California and the Office of Head Start require that 
we collect certain data and obtain supporting documentation to 
determine eligibility for care and to comply with health 
requirements.  When parents receive written request for 
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documentation, all items must be submitted by the due date given 
in order to avoid termination or interruption of childcare services.  
 

Contracted Hours 
At the time of enrollment, Family Service staff members 
determine the hours needed for care based on the time parents 
are working, in school, or deemed incapacitated.  This also 
includes any requested travel time.  These hours are called 
“contracted hours”.  Parents are expected to bring their child to 
the site and to pick up their child according to these contracted 
hours. 
 
Parents who pay a fee for full-day childcare services provided by 
the State of California have that monthly fee calculated based on 
their contracted hours. 
 
If there is a change in the hours that care is needed, parents must 
notify the office within five days so that the file can be updated 
and contracted hours can be changed.  You may not bring your 
child at different times, until the change is approved.   

Fees 
Fees are charged in accordance with the State of California, 
Department of Education, Early Education and Support Division 
regulations to provide full-day child care services.  Not all families 
are required to pay a fee.  Fees are calculated based on your 
income and family size and are due in advance of the month your 
child receives care. 
 
The State of California requires that fees be charged for every 
day of enrollment, whether or not your child is in school.  You will 
be charged for all absences for illness, vacation, etc.  
 
Fees are assessed by family.  If you pay another provider for 
childcare, you may be able to receive a credit for your fees.  
 
Making Payments 
• Payments are only accepted at the Full-day Preschool 

Division office via post office mail and/or in person. 
• Cash, checks and money orders will be accepted. 
• Make checks and money orders payable to ‘Options’. 
• Payments made by check or money order must include 

parent’s full name and contact phone number 
• Write your child’s name and school site on the check or 

money order. 
• A receipt will be issued for payments made. 
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Please refer to the appendix for copies of the subsidized fee 
agreement and sibling receipt procedure. 

Recertification & Updates 
According to the regulations of the State of California, all families 
who are subsidized for full-day childcare services must be 
recertified for service every year or when income or family size 
changes, or at the completion of a term of training for the parent, 
whichever comes first, or as deemed necessary.  At the time of 
recertification, parents will need to furnish proof of employment or 
training, and paycheck stubs to continue to qualify for the full-day 
childcare subsidy. 

Changes 
Parents are expected to inform the division office in a timely 
manner when there has been a change in certain information. 
 
Notify the office immediately if there are: 
• Changes in home, cell or work telephone numbers 
• Changes in emergency contact phone numbers 

Notify the office within 5 days if there are: 
• Changes in income 
• Changes in family size 
• Changes in employment 
• Changes in training or school  
• Changes in home or work address 

If a child is to be withdrawn from the program, parents must notify 
the office of the child’s last day.   
 
Notifying classroom staff of any of these changes is NOT 
sufficient. 
 
 
 

 



21 

Some Specific Rules & Regulations 
 
Every agency must have rules, policies and procedures that it 
must abide by.  The following are some specific regulations we 
want to be sure you are aware of. 
 

Non-Discrimination 
Options – A Child Care and Human Services Agency is a private 
non-profit, equal opportunity agency offering child care services to 
families regardless of sex, sexual orientation, gender, ethnic 
group identification, race, ancestry, national origin, religion, color, 
mental or physical disability or age or on the basis of a person’s 
association with a person or group with one or more of these 
actual or perceived characteristics.   
 

Client Non-Admittance & Termination Policy 
Options has a commitment to serve eligible families in our 
programs.  However, in a limited number of circumstances it may 
be impossible for Options to offer or continue to provide services 
to particular families. 
 
The decision to not accept an application for care, not to admit a 
family or to terminate services to a family will be made by the Division 
Director of the program or programs involved and the parents will be 
notified in writing of the decision.  All families receive this information 
at enrollment.  A copy of this policy is located in the appendix. 
 

Uniform Complaint Policy 
Our clients have the right to file a complaint or grievance 
regarding alleged unlawful discrimination or alleged violations of 
federal or state laws or regulations pertaining to activities or 
deficiencies of program.  To file a complaint or grievance, Options 
Uniform Complaint Procedure is to be followed.  Our clients may 
request a copy from their child’s teacher, the division office at 
(626) 858-0527 or Options Corporate office at (626) 967-7848. 
 

Department of Social Services 
Our child care facilities are required to meet licensing regulations 
of the Department of Social Services (DSS) – Community Care 
Licensing. Therefore, the DSS has the authority to inspect the file 
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that Options maintains on each child. The file contains the 
application for service, health history, emergency care information 
and all other documents used to establish eligibility for the 
program.  
 
The Department of Social Services has the authority to observe 
the physical condition of your child, including conditions which 
could indicate abuse or neglect and to have a licensed medical 
professional examine your child. 
 

Child Abuse 
California law REQUIRES certain persons to report known or 
suspected child abuse. Our staff members are "mandated 
reporters." 
 
A mandated reporter, who in his or her professional capacity, or 
within the scope of his or her employment, has knowledge of or 
observes a person under the age of 18 years whom he or she 
knows or reasonably suspects has been the victim of child abuse 
or neglect must report the suspected incident.  The reporter must 
contact a designated agency immediately or as soon as 
practically possible by telephone. [Penal Code § 11166(a)]   
 
Our staff members are trained annually on the signs and 
symptoms of these types of child abuse:  
 
Physical injury 
inflicted by other than accidental means on a child  
 

Sexual abuse  
meaning sexual assault or sexual exploitation of a child  
 

Neglect  
meaning the negligent treatment, lack of treatment, or the 
maltreatment of a child by a person responsible for the child's 
welfare under circumstances indicating harm or threatened harm 
to the child's health or welfare. 
 

Willful harming or injuring or endangering a child  
meaning a situation in which any person inflicts, or willfully causes 
or permits a child to suffer, unjustifiable physical pain or mental 
suffering, or causes or permits a child be placed in a situation in 
which the child or child's health is endangered 
 

Unlawful corporal punishment or injury  
willfully inflicted upon a child and resulting in a traumatic condition 
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Appendix 

Client Non-Admittance & Termination Policy 
 

Options has a commitment to serve eligible families in our programs.  
However, in a limited number of circumstances it may be impossible for 
Options to offer or continue to provide services to particular families. 
 

A child may be terminated from the program based on the behavior of 
the client/child that threatens the health and safety of children and/or 
staff and/or other client. 
 

The decision to not accept an application for care, not to admit a family 
or to terminate services to a family will be made by the Division 
Director of the program or programs involved and the parents will be 
notified in writing of the decision. 
 

Circumstances that may prevent services or lead to termination of 
services are: 
 

 The client refuses to follow legitimate instructions, directions, or 
program policies and procedures. 
 

 The client has verbally threatened staff or physically assaulted 
staff and/or children 
 

 A weapon or drugs have been brought into an Options facility. 
 

 The client has stalked and/or harassed staff and/or children 
and/or other clients. 
 

 The client or child were previously terminated from another 
child care or comparable program for physical violence or 
bringing drugs or weapons into the program or other serious 
offenses. 
 

 The child has had repeated, serious episodes of physical 
aggression against other children and/or staff and/or other 
clients. 
 

 The child is expelled from the public school where the Options 
program is located (applicable to school age children). 
 

 Other serious offenses that would threaten the mental or physical 
safety of children or staff or other clients listed above may also 
lead to non-admittance or termination.   
 

 Child repeatedly fails to remain with center based staff whether 
group is inside or outside. 

 

I have carefully read and completely understand the above stated policy. 
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Subsidized Fee Agreement 
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Sibling Receipt Procedure 
 

 



26 

Parent Responsibility Statement 
 

Read each statement below and initial on each line indicating that you 
understand and agree to abide by these rules while you are receiving 
services from Options Full-day Preschool. 
 
1. I will take my child to the site according to contracted hours unless 

prior arrangements to the contrary have been made.  I will make 
arrangements to have my child picked up if I cannot be there on time. 

 
2. I understand that excessive early drop offs or late pick-ups (before or 

after my contracted hours) may be cause for termination from the full 
day child care program. 

 
3. I understand that my child must be signed in and out on a daily basis 

with full signature by a person 18 years of age or older.  
 
4. I must call the site if my child will be absent due to illness, medical 

appointment, or vacation.  
 
5. I must write the reason for absence on the attendance sheet and sign 

my name when my child returns. 
 
6. I must re-certify and establish my eligibility and need for full day child 

care services as follows: 
a. Every year for working and foster parents 
b. Every semester break for parents in training/school 
c. Any time my employment, training or income changes 
d. As requested by Options Full-day Preschool 

 
7. I must inform the FDP office at (626) 858-0527, within five calendar 

days of any changes in my eligibility status and/or need for childcare, 
including, but not limited to: income, employment, family size, training, 
incapacity status, address, telephone number and/or work number 
changes. 

 
8. I understand that during my vacation, holidays and/or school breaks, 

childcare is not provided. 
 
9. I will not send my child to school with a communicable disease.  If my 

child becomes ill while in school, I or another adult listed on the 
emergency card will pick up my child when called.   

 
10. As required, I will obtain updated health information for my child.  I 

will ensure that my child receives any necessary medical or dental 
treatment.   

 
11. I understand that all statements and information provided to 

Options must be true and correct.  I understand that I may be 
required to repay any overpayment resulting from false claims. 
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12. I understand that in order for my child to participate in and derive 
full benefit of the educational program provided by Options FDP 
my child is expected to be at the center by 9:00am each day. 

 
13. I understand my child must be fully potty trained in order to receive 

childcare services (unless an exception has been previously 
authorized or arranged).  

 
14. Options Full-day Preschool hours of operation vary based on 

location.  I understand that care is not authorized before or after 
site operating hours.  

 
Options Full-day Preschool is a private, nonprofit, equal opportunity 
agency offering childcare services to families regardless of Race, Color, 
Creed, Sex, Sexual Orientation, Gender, Ethnic Group Identification, 
Ancestry, National Origin, Religion, Mental or Physical Disability.  
 
I have read, understand and agree to the above responsibilities.  I also 
understand that failure to abide by these responsibilities may be grounds 
for termination of my full-day child care services funded through the State 
of California, Department of Education, Early Education and Support 
Division. 
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Fraud / Deceit Policy 
 
If Options determines that a recipient of services has provided fraudulent 
information or misused funds in any way to establish initial or ongoing 
eligibility and/or need when, in fact, the recipient was not eligible or did 
not have a qualifying need for the amount of services received, Options 
shall notify the recipient by issuing a Notice of Action (NOA).  A Notice 
of Action as specified in the California Code of Regulations, Title 5, 
Section 18095, shall inform the recipient that he/she is responsible for 
reimbursing Options for the costs of all services for which he/she has 
been deemed ineligible.  In addition, should the recipient appeal the 
Notice of Action, Title 5, Section 18095 provides that the recipient may 
be responsible for reimbursement of services rendered during the appeal 
process. 
 
Options may work with the recipient to determine a reasonable 
repayment plan for collection of the appropriate amount within 12 
months.  If the recipient refuses to reimburse Options for ineligible 
services, or refuses to pay the correct fee, or both, Options may file a 
claim through the Civil Court and/or refer the case to the District 
Attorney’s Office. 
 
*In addition, any family terminated for fraud-related reasons will no 
longer be eligible for Option’s Subsidized Child Care Services. 
 
Definitions: 
 
“Fraud” is defined in Section 1709 of the Civil Code as: One, who 
willfully deceives another with intent to induce him/her to alter his/her 
position to his injury or risk, is liable for damage, which he/she suffers. 
 
“Deceit” is defined in Section 1710 of the Civil Code as: A deceit, 
within the meaning of the last section, is either: 

1. The suggestion, as a fact, of that which is not true, by one who 
does not believe it to be true; 

2. The assertions, as a fact, of that which is not true, by one who 
has no reasonable ground for believing it to be true; 

3. The suppression of a fact, by one who is bound to disclose it, or 
who gives information of other facts which are likely to mislead 
for want of communication of that fact, or; 

4. A promise made without any intention of performing it. 

As a recipient of Child Development Services from Options, I 
acknowledge that I have read, understand and agree to the above policy. 
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Child Attendance Policy 
 
ATTENDANCE POLICY in accordance with the California Department 
of Education, Early Education and Support Division (EESD).  
 
The number of spaces for children in all of our programs are limited, 
it is important that families who are receiving care are those that 
need it and will utilize it appropriately. 

 
A. Excused Absences 
       There are days when your child will not be in care due to: 

1. Child is ill 
2. Parent is ill 
3. Court ordered visitation (with documentation) 
4. Family Emergency 
5. “Child Best Interest” days (for example: vacation, visiting 

relatives or days home with parent – other than illness). 
Note: EESD allows only 10 “Child Best Interest” days 
per child per contract year to be counted as excused. 

 
If your child has been out for any of these reasons, when you 
return to care you must indicate in writing the specific cause 
with a full signature.  For example:  “John had the flu”, or 
“John was visiting grandparents”. 

 
 
B. Unexcused Absences 

Any absences other than the 5 listed above are unexcused. 
 
 
C. Termination 

Options may terminate a family due to attendance problems 
for the following reasons: 
1. Excessive unexcused absences 
2. Excessive late drop offs/pick ups compared to contracted 

hours (FDP, SC and CCS Divisions or class hours SP 
Division)  

3. Late pick ups after scheduled staff hours 
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Caregiver Background Check Process 
 
The California Department of Social Services works to protect the safety of 
children in child care by licensing child care centers and family child care 
homes. Our highest priority is to be sure that children are in safe and healthy 
child care settings. California law requires a background check for any adult 
who owns, lives in, or works in a licensed child care home or center. Each of 
these adults must submit fingerprints so that a background check can be done 
to see if they have any history of crime. If we find that a person has been 
convicted of a crime other than a minor traffic violation or a marijuana-related 
offense covered by the marijuana reform legislation codified at Health and 
Safety Code sections 11361.5 and 11361.7, he/she cannot work or live in the 
licensed child care home or center unless approved by the Department. This 
approval is called an exemption. 
 
A person convicted of a crime such as murder, rape, torture, kidnapping, 
crimes of sexual violence or molestation against children cannot by law be 
given an exemption that would allow them to own, live in or work in a 
licensed child care home or center. If the crime was a felony or a serious 
misdemeanor, the person must leave the facility while the request is being 
reviewed. If the crime is less serious, he/she may be allowed to remain in the 
licensed child care home or center while the exemption request is being 
reviewed.  
 
How the Exemption Request is Reviewed  
We request information from police departments, the FBI and the courts about 
the person’s record. We consider the type of crime, how many crimes there 
were, how long ago the crime happened and whether the person has been 
honest in what they told us. The person who needs the exemption must 
provide information about: 

• The crime 
• What they have done to change their life and obey the law 
• Whether they are working, going to school, or receiving training 
• Whether they have successfully completed a counseling or rehabilitation 
program 

The person also gives us reference letters from people who aren’t related to 
them who know about their history and their life now. We look at all these 
things very carefully in making our decision on exemptions. By law this 
information cannot be shared with the public. 
 
How to Obtain More Information 
As a parent or authorized representative of a child in licensed child care, you 
have the right to ask the licensed child care home or center whether anyone 
working or living there has an exemption. If you request this information, and 
there is a person with an exemption, the child care home or center must tell 
you the person’s name and how he or she is involved with the home or center 
and give you the name, address, and telephone number of the local licensing 
office. You may also get the person’s name by contacting the local licensing 
office. You may find the address and phone number on our website. The 
website address is http://ccld.ca.gov/contact.htm  
 

STATE OF CALIFORNIA—HEALTH AND HUMAN SERVICES AGENCY 
LIC 995 E (10/09) CALIFORNIA DEPARTMENT OF SOCIAL SERVICES 

http://ccld.ca.gov/contact.htm
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Photographs, Field Trips & DSS 
At the time of enrollment, parents indicate their permission (or 
not) for photographs, video and field trips.  

Photographs and Video 
 

I give permission for photographs and or video to be taken of my 
child engaged in regular program activities.  I understand that 
these may be used as part of program outreach activities 
including advertising, displays, parent handbook, program 
brochure, Options web-site, news stories, or any other deemed 
appropriate by Options staff. 

 

Field Trips 
 

I give permission for my child to attend walking field trips that are 
provided by Options Full-day Preschool.  I understand that 
throughout the year walking field trips may be taken to various 
locations in close proximity to my child’s school.  When the class 
is planning a walking field trip, the date, location, departure time, 
expected time of arrival and the route that will be taken will be 
posted for review.  (A separate permission slip will be issued for 
field trips that require bus transportation.)   

Department of Social Services  
Community Care Licensing Rights 

 

I understand that the child care facility that my child attends is 
required to meet the licensing regulations of the Department of 
Social Services (DSS) – Community Care Licensing.  Therefore, I 
recognize that the DSS has the authority to inspect the file that 
Options maintains for my child.  The file contains the application 
for service, health history, emergency care information and all 
other documents used to establish eligibility for the program.   

I understand that the Department of Social Services has the 
authority to observe the physical condition of my child, including 
conditions which could indicate abuse or neglect and to have a 
licensed medical professional examine my child. 
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Pedestrian Safety 
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OPTIONS 
 

Options Child Care Services Division 
13100 Brooks Dr. Suite 200 

Baldwin Park, CA 91706 
(626) 856-5900 

 

2465 E. Walnut Street 
Pasadena, CA 9l107 

(626) 449-8221

 
 

Options Early Head Start Division 
885 S. Village Oaks Dr. Suite 11 

Covina, CA 91724 
(626) 732-0130 

Full Day & Home Base Program for Infants, Toddlers and Expectant Families 
 
 
 

Options Enrichment Program Division 
885 S. Village Oaks Dr. Suite 13 

Covina, CA 91724 
(626) 967-9337 

After School Program for Elementary & Middle School Children 
 
 
 

Options Head Start Divisions 
HS South El Monte Division 

1330 N. Potrero Ave. 
S. El Monte, CA 91733 

(626) 459-4299 

HS Pasadena Division 
2555 E. Colorado Blvd. #301 

Pasadena, CA 91107 
(626) 204-8900 

Half Day & Home-Based Program for Preschoolers 
 
 
 

Options State Preschool Division 
18455 E. Railroad Street 

City of Industry, CA 91748 
(626) 854-3449 

Half Day Program for Preschoolers 
 
 
 

Options Surround Care Division 
304 S. First Street 

Alhambra, CA 91801 
(626) 284-9935 

Before & After School Care for Elementary School Children 
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