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Appendix A: First Class Pre-K Timeline

STATUS TASK APPENDIX
SUBMISSION 

DEADLINE
SUBMISSION FORMAT

Initial Budget September 30th ECEData

Accreditation 
Documentation

September 30th Copy to Monitor

Official Transcripts  
(All New Teachers)

Within 30 days of hire 
date

Electronically Submit: 
officialtranscript@ece.
alabama.gov

Complete the online Teacher 
Credential Verification form.
*See Laserfiche link at the 
end of the Appendices

Upload an unofficial 
transcript
Mail official copy to: Alabama 
Dept. Early Childhood 
Education Attn: Teacher 
Transcripts
P.O. Box 302755
Montgomery, AL 36130-2755

Student Change Report 
 (For new students or change in

information for existing 
students)

Online As Needed Laserfiche

Teacher Salary Schedules B

Background Check 
Verification Form

C

Within 10 days of starting 
school
*or within
10 days of employment 
date for any new staff 
hired during the school 
year

Mail official notarized copy 
to: Alabama Dept. of Early 
Childhood Education
Office of School Readiness 
Attention: Background 
Verification Form
P.O. Box 302755
Montgomery, AL 36130-2755

Health Screening  
Permission & Review

D

Permission by the 20th 
day of school; parent 
review by
Dec. 15th

On-Site

Child Health  
Screening Record

E October 31st On-Site

Incident Report Form F

As Needed
(but due to Region 
Director within 24 hours 
of incident)

Laserfiche

Modified Schedule  
Request Form

G As Needed Laserfiche
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Parent/Family Contract H
Within 20 days of start of 
school

Onsite

Parent/Family Engagement 
Sign-In

I Ongoing Onsite

Yearly plan of Family 
Engagement Activities 

Onsite

Individual Parent/Family 
Engagement Log

K Ongoing Onsite

Amended Budget January 31st ECEData

Permission to Purchase M
Ongoing

Laserfiche

Director, Teacher, Parent 
End of Year Surveys

Complete within two  
weeks of receiving

Electronic - participant will 
receive a link to the survey via 
email

Final budget
April/May
Refer to Monitor 
Checklist

ECEData

Help Me Grow Universal 
Resource Form

R As Needed
Electronic - to care 
coordinator for your area via 
email or fax
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Appendix B: First Class Pre-K Lead & Auxiliary Teacher Base Salary

The salary schedule for lead and auxiliary teachers, otherwise known as the salary matrix, can be found on the Alabama 
State Department of Education website, www.alabamaachieves.org.

Refer to Section 2.1 for information about required credentials for lead and auxiliary teachers.
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Appendix C: Background Check Verification Form

*Due within 10 days of the start of the school year for all First Class Pre-K Classrooms. See the timeline for submission 
requirements.

The safety and security of students in all First Class Pre-K funded sites is very important to the Department of Early 
Childhood Education. First Class Pre-K program personnel, including substitute teachers and any other person having 
regular contact with the classroom children, must have a satisfactory criminal background check, Child Abuse and Neglect 
(CAN) background check and fingerprinting on file with their employer. Volunteer parents may not be left in the classroom 
unsupervised by classroom personnel. If an OSR grantee personnel are arrested or convicted of criminal behavior during 
employment in the First Class Pre-K classroom, the program must promptly inform OSR.
 
Classroom Name: ______________________________________________________________________

Program Name:  _______________________________________________________________________

ADECE requires that no unchecked adults be left alone with students (unless it’s their own child) until a recently passed 
background check can be completed and verified by the ADECE.

I,   ________________________________________________________________________________  
(Program Director’s name), verify all employees or volunteers who have contact with Alabama First Class 
Pre-K program students have recently and satisfactorily passed a background check. Please send a completed notarized 
Appendix C form with the program director’s signature and the date the form was completed to: 

 Alabama Department of Early Childhood Education 
 Office of School Readiness
 Attention: Official Background Check
 P.O. Box 302755
 Montgomery, AL 36130-2755

_________________________________________________      ________________________________
Program Director’s Signature                                                                                   Date

State of Alabama County of ________________________________________________________________
 
The foregoing instrument was acknowledged before me this ________ day of  
 
_________________________________________________     , 20______ 

_________________________________________________      ________________________________
Notary’s Official Signature (Seal)                                                                             Commission Expiration Date
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Appendix D: Health Screenings Permission and Review Form

The Alabama First Class Pre-K program is committed to making sure that pre-k children are healthy. To do this, our 
classrooms offer onsite health screenings at no cost. Please check the screenings you agree to allow medical personnel (such 
as nurses) and/or trained professionals to administer to your child. You may also choose to opt out of some or all of the 
screenings if you do not wish for your child to participate.

I agree that my child may participate in the following screenings:

   Vision

   Dental

   Hearing

   Physical

   All of the above

    My child has been screened within the last year for one or more of the above screenings and a copy of the screening(s) 
is attached.

   I do not want my child to participate in any health screenings offered through the Alabama First Class Pre-K program.
 

_________________________________________________
Student Name

_________________________________________________      ________________________________
Parent/Guardian Signature                                                                                      Date

_________________________________________________      ________________________________
Teacher Signature                                                                                                       Date

TO BE COMPLETED AFTER PARENT/GUARDIAN HAS  
REVIEWED SCREENING RESULTS

I have been given the opportunity to review the results of the health screenings 
my child received. 

PARENT/GUARDIAN SHOULD NOT SIGN BELOW UNTIL RESULTS HAVE BEEN REVIEWED!

_________________________________________________      _______________________________
Parent/Guardian Signature                                                                                      Date
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Appendix E: Child Health Screening Record

To be completed by a nurse or trained professional – not the First Class Pre-K Teacher or Program Director 

Class Name: ____________________________________________ County:  _______________________

Student Name: __________________________________________ Date of Birth: _____ /_____ / _______
                                         Last                                  First                        Middle

VISION

DATE ________________________________________________
Check one for each eye:      Left:       ❏  Pass        ❏  Fail              Right:    ❏  Pass        ❏  Fail

Comments:  ______________________________________________________________________
Child missed screening due to:          ❏  Absence                               ❏  Parent permission denied    
                                                                  ❏  Child non-cooperative      ❏  Enrollment after screening
Signature of Screener: _______________________________________________________________

HEARING

DATE ________________________________________________
Check one for each ear:      Left:       ❏  Pass        ❏  Fail              Right:    ❏  Pass        ❏  Fail

Comments:  ______________________________________________________________________
Child missed screening due to:          ❏  Absence                               ❏  Parent permission denied    
                                                                  ❏  Child non-cooperative      ❏  Enrollment after screening
Signature of Screener: _______________________________________________________________

DENTAL

DATE ________________________________________________
Results:      ❏  Should see a dentist             ❏  Normal exam/no concerns

Comments:  ______________________________________________________________________
Child missed screening due to:          ❏  Absence                               ❏  Parent permission denied    
                                                                  ❏  Child non-cooperative      ❏  Enrollment after screening
Signature of Screener: _______________________________________________________________

PHYSICAL

DATE ________________________________________________
Results:   Height:________   Weight:________   Body Mass Index (BMI):_____   Blood Pressure:__________

Concerns/Recommendations:  __________________________________________________________
Child missed screening due to:          ❏  Absence                               ❏  Parent permission denied    
                                                                  ❏  Child non-cooperative      ❏  Enrollment after screening
Signature of Screener: _______________________________________________________________
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Appendix F: ADECE Incident Report Form 

Complete and submit the electronic version of the form shown below at laserfiche.alabama.gov/Forms/ADECE-IRF to 
report serious accidents, injuries, medical situations, or behavior incidents. Incidents involving a crime or traffic incident 
should be reported directly to the police. If possible, the report should be submitted within 24 hours of the incident. For 
extreme incidents, contact your Region Director immediately.

INFORMATION ABOUT ADULT PERSON INVOLVED IN THE INCIDENT
Full	Name:
Classroom	Name:
❏   Program	 

Employee
Name:	_______________
_____________________

❏   Partner	Organization	
Employee

Name:	________________
______________________

❏  Visitor/Volunteer

Name:	________________
______________________

❏  Vendor

Name:	__________________
_______________________

INFORMATION ABOUT THE INCIDENT
Date	of	Incident: Time: Parent	Notified?			❏  Yes			❏  No

Police	Notified?			❏  Yes			❏  No
DHR	Notified?			❏  Yes			❏  No

Location	of	Incident:
Description	of	Incident	(what	happened,	how	it	happened,	factors	leading	to	the	event,	etc.)	Be	as	specific	as	possible	
(attach	additional	sheets	if	necessary)

Were	there	any	witnesses	to	the	incident?			❏  Yes			❏  No
If	yes,	attach	separate	sheet	with	names,	addresses	and	phone	numbers.
Was	there	media	coverage	of	the	incident?			❏  Yes			❏  No
If	yes,	identify	the	media	outlet	and	attach	news	clipping	if	available.
Was	the	individual	injured?	If	so,	describe	the	injury	(laceration,	sprain,	etc.),	the	part	of	the	body	injured,	and	any	other	
information	known	about	the	resulting	injury(ies).

 

Was	medical	treatment	provided?			❏  Yes			❏  No			❏  Refused 

If	yes,	where	was	treatment	provided?			❏  On	site			❏  Urgent	Care			❏  Emergency	Room			❏  Other
REPORTER INFORMATION
Individual	Submitting	Report	(print	name):
Signature:
Date	Report	Submitted:

Report	received	by:______________________________________________________	Date______________________
																																																												(Region	Director	Signature)

*Region Director should forward a signed copy to the OSR Director.

SAMPLE
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Document any follow-up action taken after receipt of the incident report.

DATE ACTION TAKEN BY WHOM

SAMPLE
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Appendix G: Request for Modified Schedule

Complete and submit the electronic version of the form shown below atlaserfiche.alabama.gov/Forms/ADECE-RMS. 
Please note that if a child has a current IEP (Individualized Education Program), please disregard this form and consult 
with the IEP team for any modification(s) to the child’s schedule.

Name of Class: _______________________________ County:  __________________________________

Coach: _____________________________________ Monitor: _________________________________

Lead Teacher: ________________________________ Email: ___________________________________

Site Director Submitting Request: ___________________________________________________________

Contact Number: ______________________________ Date Submitted: ____________________________

Do you have any other modified schedule?     ❏  Yes     ❏  No

Child’s Name: ________________________________ Diagnosis (if applicable): ______________________

Is anyone from the local school system coming into your classroom to assist this child?    ❏  Yes     ❏  No

If yes, how often? ______________________________________________________________________

Has the child been referred for testing with results?    ❏  Yes     ❏  No

Is the child ineligible for services?    ❏  Yes     ❏  No

If the child does not have an IEP, have the parents agreed to a referral for special education testing?    ❏  Yes     ❏  No

Do you have your Coach’s support for this modified schedule?    ❏  Yes     ❏  No

Modified Schedule Request    ❏  Approved    ❏  Denied       Date: _______________________________________

Region Director verified child’s schedule: ______________________________________________________

Comments: ___________________________________________________________________________

Date modified schedule lifted: ______________________________________________________________

Please describe examples of how this child requires more time from both teachers than other children in 
the classroom. Be as detailed as possible. We rely on this information to support our decision:
1.  Specific reason(s) a modified schedule is being requested.
2. Interventions already implemented to help the child benefit from the program.
3.  Information including all documentation of written correspondence and meeting notes detailing ongoing involvement 

with parents/family, including the discussion regarding a special education referral. 
4. Behavioral documentation and instructional observations of the child to support the modified schedule request.
5.  Any additional documentation parents/family voluntarily provides, such as documentation of consultation with any 

other outside resources (i.e., child’s pediatrician, counseling services, or local school system).
6.  A written schedule including the length of the child’s proposed day, proposed daily schedule including times and the 

activities during this time period, and the justification for the proposed schedule.
7.  A written plan describing how the child’s attendance will be increased over time to the typical 6.5 hour day.

SAMPLE
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Appendix H: Parent/Guardian Contract

Child’s Full Name: ______________________________________________________________________

Name of Class: _______________________________ County: __________________________________

Lead Teacher: _________________________________________________________________________

The intent is for your child to gain the greatest possible benefits from this preschool experience. As space is limited, 
selection to the program is a privilege that requires parental responsibilities. Each parent is asked to carefully consider the 
following requirements for participating in the program. Your signature will acknowledge that you understand and agree 
to abide by these guidelines.

I agree to:
 •  Attend an orientation session at the beginning of the school year
 •  Attend two scheduled family conferences (one per semester)
 •  Attend additional conferences when requested to discuss my child’s progress
 •  Complete a minimum of 12 hours of parent involvement
 •  Have my child at school by ______ a.m. (children are not admitted into the building before ______ a.m.)
 •  Pick up my child at ______ p.m. (children must be picked up no later than ______ p.m.)
 •  Send a written parent/doctor excuse to my child’s teacher for every absence
 •  Submit all required forms and documentation to my child’s teacher by given deadlines, such as the ASQ-3 

Developmental Screener. (This screener is entered into the Enterprise Data Base System and may provide your 
family with connections to resources/support to benefit your child/family. Your child’s teacher will provide 
instructions on the completion of the ASQ-3).

 •  Assume responsibility for my child’s conduct and progress
 •  Work cooperatively with my child’s teachers and other site personnel
 •  Give the ADECE permission to assess and follow the academic performance of my child
 •  Give permission to use my child’s demographic information for ADECE reports and publications (no identifiable 

information will be directly associated with your child)
 •  Give permission for my child to receive any additional assessments administered for the First Class Pre-K program 

I understand that this program is voluntary and that as the parent/guardian it is my responsibility to adhere to this Parent 
Contract and to work with the program to resolve any issues that may arise during the school year.

Parent/Guardian Signature: _______________________________________________________________

Date: ______________________________________
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Appendix I: Parent/Family Engagement Sign-In

Name of Class: _______________________________ County: __________________________________

Lead Teacher: _________________________________________________________________________

Title of Activity:_______________________________ Date: ____________________________________

Time of Activity: ______________________________  Number in Attendance: _______________________

Child’s Name Parent/Guardian Signature Relation to Child

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Additional Information: 
  ________________________________________________________________________________

  ________________________________________________________________________________

  ________________________________________________________________________________

  ________________________________________________________________________________

  ________________________________________________________________________________
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Appendix J: Parent/Guardian Orientation

Topics to cover during parent/family orientation:

 1. Explanation of First Class Pre-K

 2. Local program policies, procedures, and attendance expectations (these should be provided in writing)

 3. How to complete the required paperwork, including the Ages and Stages (ASQ-3) Developmental Screener 

 4. What a developmentally appropriate classroom for a 4-year-olds looks like

 5. Help Me Grow information.

 6.  What parents should expect from the program.  
For example: what a typical day in pre-k looks like and that children will be participating in hands-on learning 
experiences rather than sitting and doing worksheets

 7. What program staff will expect from the parents (see Appendix H Parent/Family Contract)

 8. Information about parent/family engagement opportunities

 9. Upcoming events and deadlines

 10. Field trips during the year

 11.  Photo/video policy for students  
This is determined at the local level, but programs are required to have a photo/video policy in place prior to the 
beginning of the school year. Copies of the policy containing parent signatures indicating agreement/disagreement 
with the policy must be kept on site and parents/guardians must be given a copy of the policy as well
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Appendix K: Parent/Family Engagement Log

Teachers should complete a log at the end of the first semester and again at the end of the second semester by listing and 
totaling the number of hours for each child for each Family Engagement Opportunity held. Please give the completed form 
to your Monitor at the end of each semester. Remember to offer parent/family hours in 1-hour increments.
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Appendix L: Code of Alabama for the Office of School Readiness

Alabama Office of School Readiness, Code of Alabama Section 26-24-23,24,25

DUTIES OF OFFICE

The Office of School Readiness shall do all of the following: 

1.  Establish criteria and administer such programs and services as may be necessary for the operation and management of 
a voluntary prekindergarten program.

2.  Administer such programs and services as may be necessary for the operation and management of preschool and certain 
child development programs coordinating with the Department of Education for the inclusion of preschool special 
education.

3.  Ensure that the prekindergarten program provides a developmentally appropriate preschool program emphasizing 
growth in language and literacy, math concepts, science, arts, physical development, and personal and social competence.

4.  Receive and disperse any funds appropriated to the office from the Legislature for the establishment, operation, and 
administration of the prekindergarten program. The budget of the office shall be part of the Department of Early 
Childhood Education.

5. Assist local units of administration in this state so as to assure the proliferation of services under this article.
6.  Coordinate with the regulatory division for the licensing of child care centers and with the administration of the United 

States child and adult care food programs at the child care centers participating in the prekindergarten program.
7.  Issue annual reports to the Governor, secretary, and Legislature concerning the administration and operation of the 

prekindergarten program.
8.  Provide leadership for enhancement of school readiness in this state by aggressively establishing a unified approach 

to the state’s efforts toward enhancement of school readiness. In support of this effort, the office may develop and 
implement specific strategies that address the state’s school readiness programs.

9.  Safeguard the effective use of federal, state, local, and private resources to achieve the highest possible level of school 
readiness for the state’s children.

10. Provide technical assistance to local programs.
11. Assess gaps in services.
12.  By January 2001, adopt a system for measuring school readiness that provides objective data regarding the expectations 

for school readiness and establish a method for collecting the data and guidelines for using the data. The measurement, 
the data collection, and the use of the data must serve the statewide school readiness goals. The criteria for determining 
which data to collect should be the usefulness of the data to state policymakers and local programs’ administrators in 
administering programs and allocating state funds and must include the tracking of school readiness system information 
back to individual school readiness programs to assist in determining program effectiveness.

(Act 2000-613, p. 1230, §5; Act 2015-160, §1.)
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ENTITIES THAT MAY PARTICIPATE

The following entities may voluntarily, but shall not be required to, participate in the
programs and services administered by the Office of School Readiness:
1. Public schools.
2. Private schools.
3. Churches.
4. Existing public prekindergarten programs.
5. Existing private prekindergarten programs.
6. Existing nonprofit prekindergarten programs.
7. Any other entities or programs approved by the office.

(Act 2000-613, p. 1230, §6.)

COLLABORATION ON PROGRAMS

As additional funds become available, all programs within each county participating in school 
readiness shall collaborate on early education and child care programs that are funded with 
state and/or federal funding including, but not limited to, adult and community education 
programs, Even-Start literacy programs, prekindergarten early intervention programs, Head 
Start programs, programs offered by public and private providers of child care, migrant 
prekindergarten programs, Title 1 programs, subsidized child care programs, and teen parenting 
programs, together with any additional funds appropriated or obtained for this section. These 
programs shall be components of the integrated school readiness program.

(Act 2000-613, p. 1230, §7.)
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Appendix M: Permission to Purchase

Individual non-consumable items over $300 must be pre-approved by the assigned Monitor or Region Director prior to 
purchasing items.

All purchases made with OSR funds must be verified by your Monitor with appropriate documents, including itemized 
receipts or itemized paid invoices, on a regular basis. Failure to provide appropriate documentation within 90 days from the 
date of approved purchase(s) will result in ineligibility for purchase(s) to be paid with OSR funds. 

Complete and submit the electronic version of the form shown below at laserfiche.alabama.gov/Forms to request 
permission to purchase items over $300.

SAMPLE
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Appendix N: Alabama’s Mandatory Child Abuse and Neglect Law

Code of Alabama Section 26-14, Reporting of Child Abuse or Neglect
For the purposes of this chapter, the following terms shall have the meanings respectively ascribed to them by this section:

(1) ABUSE. Harm or threatened harm to a child’s health or welfare. Harm or threatened harm to a child’s health or welfare 
can occur through nonaccidental physical or mental injury, sexual abuse or attempted sexual abuse, or sexual exploitation 
or attempted sexual exploitation. Sexual abuse includes the employment, use, persuasion, inducement, enticement, or 
coercion of any child to engage in, or having a child assist any other person to engage in, any sexually explicit conduct or 
any simulation of the conduct for the purpose of producing any visual depiction of the conduct; or the rape, molestation, 
prostitution, or other form of sexual exploitation of children, or incest with children as those acts are defined by Alabama law. 
Sexual exploitation includes allowing, permitting, or encouraging a child to engage in prostitution and allowing, permitting, 
encouraging, or engaging in the obscene or pornographic photographing, filming, or depicting of a child for commercial 
purposes.
(2) NEGLECT. Negligent treatment or maltreatment of a child, including the failure to provide adequate food, medical 
treatment, supervision, clothing, or shelter.
(3) CHILD. Either of the following:
a. A person under the age of 18 years.
b. A person under the age of 19 years who is in need of protective services and does not qualify for adult protective services 
under Chapter 9 of Title 38.
(4) DULY CONSTITUTED AUTHORITY. The chief of police of a municipality or municipality and county; or the sheriff, if 
the observation of child abuse or neglect is made in an unincorporated territory; or the Department of Human Resources; or 
any person, organization, corporation, group, or agency authorized and designated by the Department of Human Resources 
to receive reports of child abuse and neglect; provided, that a duly constituted authority shall not include an agency involved 
in the acts or omissions of the reported child abuse or neglect.

SECTION 26-14-2 - PURPOSE OF CHAPTER

In order to protect children whose health and welfare may be adversely affected through abuse and neglect, the Legislature 
hereby provides for the reporting of such cases to the appropriate authorities. It is the intent of the Legislature that, as a 
result of such efforts, and through the cooperation of state, county, local agencies and divisions of government, protective 
services shall be made available in an effort to prevent further abuses and neglect, to safeguard and enforce the general 
welfare of such children, and to encourage cooperation among the states in dealing with the problems of child abuse.

SECTION 26-14-3 - MANDATORY REPORTING

(a) All hospitals, clinics, sanitariums, doctors, physicians, surgeons, medical examiners, coroners, dentists, osteopaths, 
optometrists, chiropractors, podiatrists, physical therapists, nurses, public and private K-12 employees, school teachers 
and officials, peace officers, law enforcement officials, pharmacists, social workers, day care workers or employees, mental 
health professionals, employees of public and private institutions of postsecondary and higher education, members of the 
clergy as defined in Rule 505 of the Alabama Rules of Evidence, or any other person called upon to render aid or medical 
assistance to any child, when the child is known or suspected to be a victim of child abuse or neglect, shall be required to 
report orally, either by telephone or direct communication immediately, and shall be followed by a written report, to a duly 
constituted authority.
(b)
(1) When an initial report is made to a law enforcement official, the official subsequently shall inform the Department of 
Human Resources of the report so that the department can carry out its responsibility to provide protective services when 
deemed appropriate to the respective child or children.
(2) As soon as is practicable after a report of known or suspected child abuse or neglect is made, the Department of Human 
Resources shall make efforts to determine the military status of the parent or guardian of the child who is the subject of the 
child abuse or neglect allegation.
(3) If the Department of Human Resources determines that a parent or guardian under subdivision (2) is in the military, the 
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department shall notify a United States Department of Defense family advocacy program at the military installation of the 
parent or guardian that there is an allegation of child abuse or neglect that is being investigated that involves a child of the 
military parent or guardian.
(c) When the Department of Human Resources receives initial reports of suspected abuse or neglect, as defined in Section 
26-14-1, including suspected abuse or neglect involving discipline or corporal punishment committed in a public or private 
school or suspected abuse or neglect in a state-operated child residential facility, the Department of Human Resources 
shall transmit a copy of school reports to the law enforcement agency and residential facility reports to the law enforcement 
agency and the operating state agency which shall conduct the investigation. When the investigation is completed, a written 
report of the completed investigation shall contain the information required by the state Department of Human Resources 
which shall be submitted by the law enforcement agency or the state agency to the county department of human resources 
for entry into the state’s central registry.
(d) Nothing in this chapter shall preclude interagency agreements between departments of human resources, law 
enforcement, and any other state agencies on procedures for investigating reports of suspected child abuse and neglect to 
provide for departments of human resources to assist law enforcement and other state agencies in these investigations.
(e) Any provision of this section to the contrary notwithstanding, if any agency or authority investigates any report pursuant 
to this section and the report does not result in a conviction, the agency or authority shall expunge any record of the 
information or report and any data developed from the record.
(f) Subsection (a) to the contrary notwithstanding, a member of the clergy shall not be required to report information 
gained solely in a confidential communication privileged pursuant to Rule 505 of the Alabama Rules of Evidence which 
communication shall continue to be privileged as provided by law.
(g) Commencing on August 1, 2013, a public or private employer who discharges, suspends, disciplines, or penalizes an 
employee solely for reporting suspected child abuse or neglect pursuant to this section shall be guilty of a Class C misdemeanor.

SECTION 26-14-4 - PERMISSIVE REPORTING

In addition to those persons, firms, corporations, and officials required by Section 26-14-3 to report child abuse and neglect, 
any person may make such a report if such person has reasonable cause to suspect that a child is being abused or neglected.

SECTION 26-14-5 - CONTENTS OF REPORTS

The reports provided for in this chapter shall state, if known, the name of the child, his or her whereabouts, the names 
and addresses of the parents, guardian, or caretaker, and the character and extent of his or her injuries. The written report 
shall also contain, if known, any evidence of previous injuries to the child and any other pertinent information which might 
establish the cause of such injury or injuries, and the identity of the person or persons responsible for the same.

SECTION 26-14-6 - TEMPORARY PROTECTIVE CUSTODY

A police officer, a law enforcement official, or a designated employee of the State or County Department of Human Resources 
may take a child into protective custody, or any person in charge of a hospital or similar institution or any physician treating 
a child may keep that child in his or her custody, without the consent of the parent or guardian, whether or not additional 
medical treatment is required, if the circumstances or conditions of the child are such that continuing in his or her place 
of residence or in the care and custody of the parent, guardian, custodian, or other person responsible for the child’s care 
presents an imminent danger to that child’s life or health. However, such official shall immediately notify the court having 
jurisdiction over juveniles of such actions in taking the child into protective custody; provided, that such custody shall 
not exceed 72 hours and that a court of competent jurisdiction and the Department of Human Resources shall be notified 
immediately in order that child-protective proceedings may be initiated. During such period of temporary custody, the 
director of the county department of human resources may give or cause to be given effective consent for medical, dental, 
health, and hospital services for any abused or neglected child.

SECTION 26-14-6.1 - DUTIES AND RESPONSIBILITIES FOR INVESTIGATION OF REPORTS

The duty and responsibility for the investigation of reports of suspected child abuse or neglect shall be as follows:
(1) Reports of suspected child abuse or neglect involving disciplinary or corporal punishment committed in a public or 
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private school or kindergarten shall be investigated by law enforcement agencies.
(2) Reports of suspected child abuse or neglect committed in a state-operated child residential facility shall be investigated 
by law enforcement agencies.
(3) All other reports of suspected child abuse and neglect shall be investigated by the Department of Human Resources.

SECTION 26-14-7 - DUTIES OF DEPARTMENT OF HUMAN RESOURCES

(a) The State or County Department of Human Resources shall make a thorough investigation promptly upon either the oral 
or written report. The primary purpose of such an investigation shall be the protection of the child.
(b) The investigation, to the extent that is reasonably possible, shall include:
(1) The nature, extent and cause of the child abuse or neglect;
(2) The identity of the person responsible therefor;
(3) The names and conditions of other children in the home;
(4) An evaluation of the parents or person responsible for the care of the child;
(5) The home environment and the relationship of the child or children to the parents or other persons responsible for their 
care; and
(6) All other data deemed pertinent.
(c) The investigation may include a visit to the child’s home, an interview with the subject child, and may include a physical, 
psychological, or psychiatric examination of any child or children in that home. If the admission to the home, school, or 
any other place that the child may be, or permission of the parent or other persons responsible for the child or children, for 
the physical, psychological, or psychiatric examination, cannot be obtained, then a court of competent jurisdiction, upon 
cause shown, shall order the parents or persons responsible and in charge of any place where the child may be to allow the 
interview, examinations, and investigation. If, before the examination is complete, the opinion of the investigators is that 
immediate removal is necessary to protect a child or children from further abuse or neglect, a court of competent jurisdiction, 
on petition by the investigators and with good cause being shown, shall issue an order for temporary removal and custody.
(d) The county department of human resources shall make a complete written report of the investigation, together with its 
recommendations. Such reports may be made available to the appropriate court, the district attorney, and the appropriate law 
enforcement agency upon request. The county department of human resources shall make a written report or case summary, 
together with services offered and accepted to the state’s central registry on forms supplied by the registry for that purpose.

SECTION 26-14-7.1 - DUE PROCESS RIGHTS FOR PERSONS UNDER 
INVESTIGATION BY DEPARTMENT

Any person who comes under investigation by the Department of Human Resources for the abuse or neglect of a child or 
children and who is employed by, serves as a volunteer for, holds a license or certificate for, or is connected with any facility, 
agency, or home which cares for and controls any children and which is licensed, approved, or certified by the state, operated 
as a state facility, or any public, private, or religious facility or agency that may be exempt from licensing procedures shall be 
granted the following due process rights by the Department of Human Resources:

(1) The department shall notify the alleged perpetrator that an investigation has commenced against him or her after such 
investigation has officially begun in accordance with written policies established by the Department of Human Resources. 
The notice shall be in writing and shall state the name of the child or children allegedly abused, the date or dates that 
the alleged abuse is thought to have occurred, and the substance of the person’s actions which are alleged to be abusive. 
The department shall establish and maintain written policies outlining the specifics of such notification and other policies 
deemed necessary and prudent by the department to inform the alleged perpetrator of his rights and the procedures utilized 
by the department involving child abuse and neglect investigations.
(2) If the department conducts an investigation relating to child abuse/neglect, the alleged perpetrator shall be notified of 
the investigator’s conclusions.
(3) If the department’s investigators conclude that child abuse/neglect is indicated, an investigative hearing may be held to 
confirm or reject the investigators’ conclusions.
(4) The alleged perpetrator shall be given ten departmental working days from the receipt of the notification of the 
investigator’s conclusions to request a hearing, and such request must be in writing. If no such request is received in the 
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department’s office within ten departmental working days, the alleged perpetrator’s opportunity for a hearing shall be 
considered waived by the department.
(5) The employer of an alleged perpetrator shall not be notified of the investigator’s conclusions prior to a hearing or its 
waiver unless, in the opinion of the department’s investigators, a child is in danger of abuse or neglect; in such case, any 
person in a position to discover, prevent, or protect the child from his abuse or neglect may be informed of information 
gathered in the investigation prior to a requested investigative hearing for the alleged perpetrator.
(6) The alleged perpetrator shall be notified of the date, time, and place of any investigative hearing. Such hearing shall not 
be open to the public.
(7) The alleged perpetrator shall have the following rights at any departmental investigative hearing:
a. The right to present his case himself or be represented by legal counsel or any other person.
b. The right to present written evidence, oral testimony, and witnesses.
c. The right to be provided by the department a short and plain written statement of the matters asserted which will be 
presented at the hearing.
d. The right to review and copy at cost any written or recorded statement made by the alleged perpetrator to departmental 
personnel in the course of the child abuse/neglect investigation. This request must be made prior to the date for the hearing.
e. The right to review and copy at cost, before or during the hearing, the written material and other evidence in possession 
of the department which will be placed into evidence at the hearing.
f. The right to inspect any exculpatory evidence which may be in the possession of departmental investigators, and the right 
to be informed of such evidence if known by departmental investigators before the hearing; provided, that a request for such 
evidence is made at least five working days prior to the date set for the hearing.
g. The right to review and copy at cost all non-confidential department documents pertinent to the case, including written 
policies and rights.
h. The right to cross-examine witnesses testifying at the hearing.
i. The right to request issuance of subpoenas to witnesses and compel attendance. This request must be received no later 
than ten calendar days prior to the hearing, unless a shorter time is agreed upon by the hearing officer.
j. The right to review and copy at cost all documents in the official hearing file maintained by the hearing officer.
k. The right to have a hearing officer appointed who shall be disinterested, fair, and impartial.
(8) The Department of Human Resources or its investigative hearing officers shall have the power and authority to issue 
subpoenas to compel attendance by and production of documents from any witness. Subpoenas may be served in the same 
manner as subpoenas issued out of any circuit court. Where any witness has been summoned by the Department of Human 
Resources, its commissioner or any of his or her agents, and the witness refuses to appear, testify, or produce records or 
documents as requested; then any circuit court in this state, or any judge thereof, on application, may issue an attachment 
for such person and compel him or her to comply with such order and the court or judge shall have power to punish for 
contempt in cases of disobedience of such order.
(9) The Department of Human Resources shall establish policies and written guidelines for the conduct and procedures 
involved in an investigative hearing. At such hearing, the fact that there was a finding by a juvenile court judge or by a 
criminal court that child abuse or neglect has occurred shall be presumptive evidence that the report should be marked 
indicated.
(10) The hearing officer shall notify the alleged perpetrator in writing of the hearing officer’s decision.
(11) Results of investigative hearings:
a. If the hearing officer concludes that child abuse and/or neglect is “indicated,” such findings and evidence shall be filed 
with the appropriate district attorney and other law enforcement officials which the department may deem necessary.
b. The alleged perpetrator’s employer or licensing/certifying agency or group may also be notified of the “indicated” findings. 
Such notification shall be marked “Confidential” and “To Be Used Only For The Purpose Of Discovery Or Preventing Child 
Abuse.” The department shall establish written policies for notification of employers, prospective employers and licensing/
certifying agencies or groups.

SECTION 26-14-7.2 - CHILD DENIED MEDICAL TREATMENT DUE TO PARENTS’ 
RELIGIOUS BELIEFS

(a) When an investigation of child abuse or neglect by the Department of Human Resources determines that a parent or 
legal guardian legitimately practicing his or her religious beliefs has not provided specific medical treatment for a child, the 



FIRST CLASS PRE-K GUIDELINES 2025-2026 65

parent or legal guardian shall not be considered a negligent parent or guardian for that reason alone. This exception shall 
not preclude a court from ordering that medical services be provided to the child when the child’s health requires it.
(b) The department may, in any case, pursue any legal remedies, including the initiation of legal proceedings in a court of 
competent jurisdiction, as may be necessary to provide medical care or treatment for a child when the care or treatment is 
necessary to prevent or remedy serious harm to the child, or to prevent the withholding of medically indicated treatments 
from infants with disabilities and with life-threatening conditions. Upon application by the department, the court may issue 
prelitigation or pretrial discovery orders for persons, medical records, and other documents or materials.

SECTION 26-14-8 - STATEWIDE CENTRAL REGISTRY

(a) For the purposes of this section, the following words shall have the following meanings, respectively:
(1) INDICATED. When credible evidence and professional judgment substantiates that an alleged perpetrator is responsible 
for child abuse or neglect.
(2) NOT INDICATED. When credible evidence and professional judgment does not substantiate that an alleged perpetrator 
is responsible for child abuse or neglect.
(b) The Department of Human Resources shall establish a statewide central registry for reports of child abuse and neglect 
made pursuant to this chapter. The central registry shall contain, but shall not be limited to:
(1) All information in the written report;
(2) Record of the final disposition of the report, including services offered and services accepted;
(3) The names and identifying data, dates, and circumstances of any persons requesting or receiving information from the 
registry; provided, however, that requests for information and responses where no report exists may be destroyed after three 
years from the date of the request;
(4) The plan for rehabilitative treatment; and
(5) Any other information which might be helpful in furthering the purposes of this chapter.
(c) The Department of Human Resources shall establish and enforce reasonable rules and regulations governing the custody, 
use, and preservation of the reports and records of child abuse and neglect. Child abuse and neglect reports and records shall 
be limited to the purposes for which they are furnished and by the provisions of law under which they may be furnished. The 
reports and records of child abuse and neglect and related information or testimony shall be confidential, and shall not be 
used or disclosed for any purposes other than:
(1) To permit their use to prevent or to discover abuse or neglect of children through the information contained therein, 
except reports or records in cases determined to be “not indicated” shall not be used or disclosed for purposes of employment 
or other background checks; or
(2) For investigation of child abuse or neglect by the police or other law enforcement agency; or
(3) For use by a grand jury upon its determination that access to such reports and records is necessary in the conduct of its 
official business; or
(4) For use by a court where it finds that such information is necessary for the determination of an issue before the court; or
(5) For use by any person engaged in bona fide research who is authorized to have access to such information by the 
Commissioner of the Department of Human Resources; or
(6) For use by any person authorized by a court to act as a representative for an abused or neglected child who is the subject 
of a report; or
(7) For use by a physician who has before him a child whom he reasonably suspects may be abused or neglected; or
(8) For use by an attorney or guardian ad litem in representing or defending a child or its parents or guardians in a court 
proceeding related to abuse or neglect of the child; or
(9) For use by federal, state, or local governmental entities, social service agencies of another state, or any agent of such 
entities, having a need for the information in order to carry out their responsibilities under law to protect children from 
abuse and neglect; or
(10) For use by child abuse citizen review or quality assurance or multidisciplinary review panels; or
(11) For use by child fatality review panels; or
(12) For public disclosure of the findings or information about the case of child abuse or neglect which has resulted in a child 
fatality or near fatality; the term “near fatality” means an act that, as certified by a physician, places the child in serious or 
critical condition. Information identifying by name persons other than the victim shall not be disclosed.
(d) The names of persons or information in the investigative report placed on the state’s central registry which may be made 



66 FIRST CLASS PRE-K GUIDELINES 2025-2026

available to the alleged perpetrator’s employer, prospective employer, or others are those cases that the Department of 
Human Resources or the investigative hearing officer has determined child abuse or neglect to be indicated.
(e) In the case of any child abuse or neglect investigation which is determined to be “not indicated,” the alleged perpetrator 
may request after five years from the completion of the investigation that his or her name be expunged from the central 
registry so long as the Department of Human Resources has received no further reports concerning the alleged perpetrator 
during the five years, at which time the department shall expunge the name.
(f) Nothing in this section shall be construed as restricting the ability of a department to refuse to disclose identifying 
information concerning the individual initiating a report or complaint alleging suspected instances of child abuse or neglect, 
except that the department may not refuse such a disclosure in cases in which a court orders such disclosure after the court 
has reviewed, in camera, the record of the department related to the report or complaint and has determined that it has 
reason to believe that the person making the report knowingly made a false report.
(g) Any person receiving reports or records of child abuse or neglect or related information under this section shall maintain 
the confidentiality of the documents and information and not disclose it except as authorized by law.
(h) Any violation of the provision of confidentiality shall be a Class A misdemeanor.
Section 26-14-9 - Immunity from liability for actions under chapter
Any person, firm, corporation, or official, including members of a multidisciplinary child protection team, quality assurance 
team, child death review team, or other authorized case review team or panel, by whatever designation, participating in the 
making of a good faith report in an investigation or case review authorized under this chapter or other law or department 
practice or in the removal of a child pursuant to this chapter, or participating in a judicial proceeding resulting therefrom, 
shall, in so doing, be immune from any liability, civil or criminal, that might otherwise be incurred or imposed.
Section 26-14-10 - Doctrine of privileged communications not grounds for exclusion of evidence as to child’s injuries
The doctrine of privileged communication, with the exception of the attorney-client privilege, shall not be a ground for 
excluding any evidence regarding a child’s injuries or the cause thereof in any judicial proceeding resulting from a report 
pursuant to this chapter.
Section 26-14-11 - Appointment of attorney to represent child
In every case involving an abused or neglected child which results in a judicial proceeding, an attorney shall be appointed 
to represent the child in such proceedings. Such attorney will represent the rights, interests, welfare, and well-being of the 
child, and serve as guardian ad litem for the child.
Section 26-14-12 - Establishment of regulations by Department of Human Resources
The State Department of Human Resources may establish such regulations as may be necessary to implement this chapter 
and to encourage cooperation with other states in exchanging reports to effect a national registration system.

SECTION 26-14-13 - PENALTY FOR FAILURE TO MAKE REQUIRED REPORT

Any person who shall knowingly fail to make the report required by this chapter shall be guilty of a misdemeanor and shall 
be punished by a sentence of not more than six months’ imprisonment or a fine of not more than $500.00.



FIRST CLASS PRE-K GUIDELINES 2025-2026 67

Appendix O: Children with Special Needs

INDIVIDUALS WITH DISABILITIES EDUCATION ACT TERMINOLOGY 

A child with a disability is defined in IDEA as a child with at least one of thirteen specifically defined physical, emotional, 
learning, or cognitive disabilities and who, by reason of the condition, needs “special education” and “related services.” At 
the discretion of the state, the definition may also include children ages three through nine or any subset of that age range, 
which are experiencing developmental delays. Special Education is specially designed instruction to meet the unique needs 
of a child with a disability. A child with a disability is entitled to FAPE, a free appropriate public education. That public 
education should be provided in the LRE, the least restrictive environment. The term FAPE is defined in pre-k through 
secondary school special education as related services that are provided at public expense, without charge to the parent, 
under public supervision and direction; meeting the state’s educational standards; and addressing special education and 
related services the individualized educational needs of the student. IDEA’s least restrictive environment directive requires 
the inclusion of children with disabilities, in the general education program to the maximum extent appropriate. An LEA, 
local education agency, is responsible for the identification and evaluation of children with disabilities and for the provision 
of FAPE to children found to be eligible for special education and related services.

BENEFITS OF FIRST CLASS PRE-K FOR CHILDREN WITH DISABILITIES 

Rigorous educational research consistently shows that at-risk children who attend high-quality pre-k programs demonstrate 
gains in early learning skills and throughout their K-12 years. Significantly, research also shows that children with disabilities 
who attend pre-K in inclusive environments demonstrate gains in social skills, self-regulation, language development, 
and cognition. Moreover, integrating children with disabilities into typical pre-K programs does not simply improve the 
educational experience for the children with disabilities – pre-K classrooms that utilize inclusive materials and curricula, 
along with appropriate supports and services, provide social and educational benefits to the general pre-K population as 
well.

ELIGIBILITY OF CHILDREN RECEIVING SPECIAL EDUCATION SERVICES IN A 
FIRST CLASS PRE-K PROGRAM

A child who meets the eligibility requirements for the Alabama First Class Pre-K program and is also eligible for special 
education and/or related services under the Individuals with Disabilities Education Act (IDEA) will not be denied access to 
the random selection process in the Alabama First Class Pre-K program. Therefore, dual enrollment in special education and 
the Alabama First Class Pre-K program is permitted. Children should receive services and supports in accordance with their 
IEP. First Class teachers should seek to be on classroom children’s IEP committees and obtain copies of the children’s IEP in 
order to incorporate suggestions into class instruction. If a pre-K provider suspects that a child has a disability or significant 
developmental delay, they are responsible for talking to the parent regarding referring that child to the appropriate local 
education agency (LEA) so that the child may be tested for eligibility to receive special education services. For contact 
information to local special education coordinators contact the Alabama State Department of Education at 334-242-9700 
or alsde.edu.
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Appendix P:  Required Equipment, Materials, and Supplies
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Appendix Q: Playground Regulations and Recommendations
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Appendix R: Help Me Grow Universal Resource Form
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Appendix S: Pre-Registration Responsibilities Timeline

Step 
1

Jan 15th 
until 

Random 
Selection 
Drawing

•  Director oversees community-wide recruitment and advertising of First Class Pre-K Pre-
Registration (see English advertising flyer on p. 7 and Spanish version on p. 8)

•  Director views pre-registrations in AlaCEED from January 15th until Random Selection 
Drawing Date

•  Director oversees pre-screening of pre-registration applications for eligibility based on 
residency requirements, age requirements, etc. and changes status in AlaCEED of any student 
not meeting requirements to Dropped and does not include the student in the random selection 
drawing to be held in March

Step 
2

March 1st 
through 
March 
31st

•  Director holds random selection drawing according to First Class Pre-K Guidelines between 
March 1st and 31st (specific date to be determined and advertised by individual programs)

Step 3
April 1st 

through 
April 15th

•  Director marks drawing results in AlaCEED between April 1st and 15th.
 •  Student selected for available position = mark as Pending
 •  Student selected for position on waitlist = mark as Waitlisted with the number indicating 

the order in which the student was drawn
 •  Emails to pending and waitlist students go out from ADECE April 16-18

Step 4
Beginning 
April 19th

•  Director marks parent responses in AlaCEED for all students with Pending status beginning 
April 19th as parent responses are received

 •  Parent accepted available position = mark student as Enrolled
 •  Parent declined available position = mark student as Dropped
•  Director contacts parents from whom an accept/decline response has not been received to 

determine what the student’s status should be and marks it in AlaCEED accordingly

Step 5
Beginning 
April 19th

•  Director makes class assignments in AlaCEED beginning April 19th as parent responses are 
received

 •  All students marked as Enrolled must be assigned to a specific class in AlaCEED by August 1
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Appendix T: Alabama Transition to Kindergarten Toolkit

The toolkit is located at children.alabama.gov and includes:

INTRODUCING ALABAMA’S TRANSITION TO 
KINDERGARTEN TOOLKIT

SECTION 1 – Introductory Letter from Alabama State Agency Leaders 
SECTION 2 – Enhancing School Readiness and the Transition  
to Kindergarten in Alabama

DEVELOPING A TRANSITION TO 
KINDERGARTEN PLAN

SECTION 3 – Transition to Kindergarten: Collaboration, Connections, 
and Six Steps to Success 
SECTION 4 – Transition Activity Ideas by Connection 
SECTION 5 – Transition to Kindergarten Planning Template

COMMUNITY COLLABORATION AROUND THE 
TRANSITION TO KINDERGARTEN

SECTION 6 – Four Strategies for Getting the First 10 Years of a Child’s 
Life Right (Education Week) 
SECTION 7 – Transition to Kindergarten: Why it Matters and How to 
 Promote Success 
SECTION 8 – Family Engagement in the Transition to Kindergarten 
SECTION 9 – Integrating Attendance into the Transition to Kindergarten

ESSENTIAL ALABAMA TRANSITION TO KINDERGARTEN RESOURCES

SECTION 10 – Combining Funds to Support Prekindergarten Programs 
SECTION 11 – Transition to Kindergarten for Students with Disabilities 
SECTION 12 – Social-Emotional Learning, Mental Health, and the Transition to Kindergarten
SECTION 13 – Strategies to Serve All Children 
SECTION 14 – A Family Child Care Resources 
SECTION 15 – Sample Transition to Kindergarten Child Information Form
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Appendix U:  Attendance Works

©AttendanceWorks

Visit Attendance Works at www.attendanceworks.org for free downloadable resources and tools!

DID YOU KNOW...
Showing up on time every day is important to your child’s success and learning from preschool forward. 

Missing 10% of school (1 or 2 days every few weeks) can make it harder to:

• Gain early reading and math skills.

• Build relationships.

• Develop good attendance habits.

High quality preschool and kindergarten has many benefits! 

• The routines your child develops will continue throughout school.

• Make the most of early grades by encouraging your child to attend every day.

WHAT YOU CAN DO
Work with your child and his/her teacher to develop your child’s strong 
attendance.

Talk about it – sing about it – make it an adventure!

• Set a regular bedtime and morning routine.

• Lay out clothes and pack backpacks the night before.

• Share ideas with other parents for getting to school on time.

Before the school year starts

• Find out what day school starts and begin a countdown!

• Make sure your child has the required shots.

• Attend orientation with your child to meet teachers and classmates
and find out about health and safety procedures.

Ready, Set, GO!

• If you are concerned your child may have a contagious illness, call your 
school or health care provider for advice. Ask for resources to continue 
learning at home if needed.

• Ask family members or neighbors for assistance if you need help.

• Try to schedule non-urgent medical appointments and extended trips 
when school is not in session.

• If your child seems anxious about going to preschool, talk to the 
program director, teacher, your doctor or other parents for advice. 
Make sure the program is a good fit for your child.

Help Your Child Succeed in Preschool and Kindergarten
Build the Habit of Good Attendance

Revised April 2024
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Appendix V:  First Teacher Home Visiting

 

Appendix V
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