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Mission Statement (GI4)                                                                                                             

The mission of the West Hartford Public School Pre-Kindergarten program, is to ensure that each student will 

build a strong foundation of knowledge and skills, will demonstrate the ability to think independently, creatively 

and critically, develop mutual respect and individual self-worth by providing a challenging, safe and nurturing 

environment that is the shared responsibility of staff, students, families and community. 
 

Philosophy & Goals (GI4)  
A child’s disposition toward learning and positive self-image is imperative to successful future learning and 

healthy personal development.  Children are individually guided by teachers to reach their potential as competent 

learners by participating in a wide variety of self-initiated and teacher-facilitated activities.  Teachers collaborate 

with families to achieve a shared understanding and acceptance of each child. 

 

To help each child to: 

 

● Develop a positive self-identity, self-control, and a sense of belonging 

 

● Develop confidence as a learner by taking risks and learning from successes as well as mistakes 

 

● Develop skills to work effectively in a group with respect for social and cultural diversity 

 

● Use language to communicate effectively and to facilitate thinking and learning 

 

● Develop phonetic awareness and see and use the written word in meaningful ways 

 

● Represent ideas and feelings through the arts, play, and construction 

 

● Think critically, reason, and problem solve 

 

● Construct and acquire knowledge through exploration and discovery of materials 

 

● Gain knowledge of the care of their bodies to be able to maintain an appropriate level of health, hygiene 

and fitness. 

 

NAEYC Accreditation (National Association for the Education of Young Children): 

We are proud that each Pre-Kindergarten program has achieved and maintained NAEYC accreditation.  The high 

standards this association sets for its members guarantees we are providing a high quality educational experience 

for your child.  There are over 200 criteria an accredited program is required to meet to receive accreditation.  

 

Non-Discrimination and Confidentiality Statements (F2) 
The West Hartford Public Schools will not, except in the case of a bona fide occupational qualification or need, 

except as otherwise permitted or required by law, discriminate on the basis of race, color, religious creed, age, 

gender, marital status, sexual orientation, national origin, ancestry, present or past promotion, discharge from 

employment or other terms and conditions of employment. 

 

All information about a student is considered confidential and is to be released only to authorized personnel. 
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Program Information 

 
This program is designed to provide a high quality pre-kindergarten experience for children who turn four years 

old on or before January 1st of the academic school year (F3).  The school hours are as follows: Monday, Tuesday, 

Thursday, and Friday: 8:35 a.m. – 3:20 p.m. and Wednesday: 8:35 a.m. – 2:00 p.m.  The Pre-Kindergarten 

program follows the West Hartford Public School calendar. (GI2) 

 

Teachers plan curriculum with goals for child learning.  We use the Creative Curriculum for Preschool® and 

Teaching Strategies GOLD® for planning learning experiences, observing and documenting child progress, and 

implementing teaching strategies.  These tools are designed to assure that children develop the skills needed for a 

successful transition to kindergarten.  Children are assessed throughout the year using the authentic assessment 

protocol provided within these tools.  These assessments are then used to help guide teachers in planning activities. 

The Creative Curriculum and Teaching Strategies GOLD are aligned with the CT Early Learning and 

Development Standards. (J1)  

 

Parents, teachers and staff evaluate the program annually. Surveys are distributed to all vested individuals 

assessing all aspects of the program. Surveys are reviewed and shared with administrators, teachers, staff and 

parents. Concerns arising during the school year are considered on a need basis.  (J2)  

 

Staffing 
Each classroom is staffed with two adults at all times.  A Master’s level teacher certified in early childhood designs 

and develops curriculum and is supported by a paraprofessional who has had training in early childhood.  Students 

are with adults who have been certified in CPR and First Aid. 

 

Drop-off and Pickup 
It is important for the children to arrive to school in a timely manner to ease the transition from home to school.  

When dropping your child off at school, walk him/her into the classroom and sign in on the daily sign-in sheet in 

the classroom.  At the end of the school day, you will pick your child up at his/her classroom door. 

 

Monday, Tuesday, Thursday, and Friday: 8:35 a.m. – 3:20 p.m. and Wednesday: 8:35 a.m. – 2:00 p.m.   

 

Clothing 
Children will be participating in many different activities during their day at school.  Though smocks are provided 

when painting or splashing around in water-play, accidents will happen.  Children should leave their best clothes at 

home.  The pre-kindergarten day is designed to be a day of hands-on discovery.  This cannot happen if your child 

is worried about soiling his/her clothing.  All children are required to leave an extra change of clothing in school.  

This should include shirt, pants, underwear and socks.  Please label all clothing and place the items in a labeled 

clear plastic bag. Children should wear secure footwear, please no flip flops. 

 

Outdoor play is an important part of our daily curriculum.  The children will be going out most days and should 

dress accordingly.  Winter gear is required to go on the playground once there is snow on the ground.  A jacket, 

snow pants, boots and mittens or gloves are required.  Please label all articles of clothing.  We stress independence 

in our program.  It is easier for your child to keep all their winter gear together if it arrives to school in a labeled 

bag.  Labeling will also help the staff. 
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Breakfast: 

A breakfast program is offered at the elementary schools housing the Pre-Kindergarten programs.  If a student is 

approved for free or reduced price lunch, they are automatically approved for free breakfast. 

 

Lunch: 

Children will eat lunch in the cafeteria or the classroom depending on their location.  They will have the 

opportunity to either purchase food from the cafeteria, or may bring a lunch from home.  They may purchase lunch 

using a pre-paid lunch card or cash.  Meals brought from home should be packed in a labeled container stating 

your child’s name and the date sent.  Please package lunches with a freezer pack to prevent spoiling and keep all 

food cool.  This is mandated by NAEYC. We do not have the capacity to heat up lunches from home.   

Applications for free or reduced-price lunch meals are available any time during the school year from the Nutrition 

Services Office or at www.whps.org/lunch. 

 

Snack 
Each classroom teacher will ask families to either send in individual snacks or contribute to group snacks. We 

encourage all snacks to be nutritious and promote a healthy eating style. 

Prior to their entrance to pre-kindergarten, please notify us of any food allergies 

 

Nutrition Services (D2, D3) 
West Hartford Public Schools currently uses HACCP (Hazard Analysis and Critical Control Point).  HACCP is a 

systematic preventive approach to food safety and pharmaceutical safety that addresses physical, chemical, and 

biological hazards as a means of prevention rather than finished product inspection. HACCP is used in the food 

industry to identify potential food safety hazards, so that key actions, known as Critical Control Points (CCP's) can 

be taken to reduce or eliminate the risk of the hazards being realized. The system is used at all stages of food 

production and preparation processes including packaging, distribution, etc. 

West Hartford Public Schools also uses the National School and Lunch Program (NSLP). 

 

Nap/Rest: 

Children will have a rest period after our afternoon recess.  Your child will be assigned a rest mat for the school 

year.  Please send in a freshly laundered sheet and blanket each Monday.  They will be sent home each Friday to 

be washed.  A special stuffed animal may also be sent. 

 

Commitment to serve children with special needs. (GI7)  
Children with special needs are, first and foremost, children who may need support for learning. The term special 

needs includes a wide range of developmental delays and physical, emotional, or cognitive disabilities. It also 

includes children with serious, persistent challenging behaviors that place them at risk for later problems. Children 

with special needs are included in the regular pre-kindergarten program so that they can learn academics, social 

skills; respect for differences and empathy (Wolery & Wilbers 1994, Staub & Peck 1993, Hestenes & Carroll 

2000). 

 

Special Education Services provided (including age range of children (GI1)  
In addition to our school day programming for students with a range of educational needs at Charter Oak 

International Academy, Smith STEM School and Webster Hill School, West Hartford Public Schools also has the 

Early Learning Center (ELC). The ELC is an integrated, NAEYC accredited program, for three and four year old 

children who live in West Hartford.  Our classes, located at Aiken and Whiting Lane Elementary Schools, provide 

opportunities for students with and without special needs to learn and grow together.   

http://safety/
http://hazard/
http://hazard/
http://point/
http://processing/
http://processing/
http://en.wikipedia.org/wiki/Packaging
http://www.naeyc.org/academy/
http://westhartford.finalsite.com/page.cfm?p=1680
http://westhartford.finalsite.com/page.cfm?p=1260
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We offer half day programs.  Our morning session runs from 9:00 to 11:30 am while our afternoon program hours 

are from 12:15 to 2:45 pm.  School is not in session on Wednesdays.  The program offers a continuum of services 

including: 

● consultation to parents and/or community-based preschools  

● observations of preschoolers pertaining to one or more developmental areas of concern  

● evaluations of preschoolers in one or more developmental areas of concern  

● participation in the ELC program for eligible preschoolers  

A referral to the Early Learning Center can be made if a child's teacher, pediatrician, or early childhood 

professional has raised concerns about one or more of the following areas: 

Speech/language development   attention, focus, self-help skills 

Cognitive/pre readiness development   fine/gross/sensorimotor development   

 

Policy Information: 

Enrollment Policy (GI3, F1)   

Families interested in enrolling their child in one of the pre-kindergarten programs at either Smith, Charter Oak, or 

Webster Hill Schools will participate in the lottery process. The lottery process provides opportunities for families 

with full pay tuition, sliding scale tuition, neighborhood residency as well as magnet residency to attend a variety 

of West Hartford Public School Pre-Kindergarten programs. 

Applications for the lottery will be taken beginning in January of the year of anticipated entrance to school. An 

Open House is held at each school during this month to acquaint applicants to the uniqueness’s of each program. 

The application process will close during the first week of March. The lottery will be drawn and the classes 

finalized by the third week of March.  

After a child has been accepted into one of the programs, a screening may be scheduled with the school social 

worker to determine if the family qualifies for a sliding scale tuition adjustment. Additional enrollment forms will 

be required after a child has been accepted.  

 

Toilet Training (GI3) 
It is the policy of the West Hartford Public School Pre-Kindergarten Program that children registered for school 

are strongly encouraged to become toilet trained before entering the program in September. For children who 

have not completed their training, a planned approach will be developed for both school and home, 

collaboratively implemented by the child’s family and the teacher to ensure a consistency.  Teachers assist in 

changing the child only on an emergency basis. 

 

Discipline Policy (GI8) 
We believe that a challenging curriculum and warm, responsive teaching help create an atmosphere that reduces 

opportunities for negative interaction.  The teachers use positive guidance to help children respect the rights and 

feelings of others in the classroom.  The use of modeling strategies and guidance questioning help children develop 

empathy for others.  Positive recognition is given when children compromise and cooperate with each other.  
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Specific feedback is used when guiding children’s behavior.  Through this approach children learn to develop self-

control, self-esteem and respect for the rights of others.  If warranted, when a more challenging situation develops 

a parent/teacher conference may be called for to collaboratively develop strategies. 

 

Attendance Policy: 

Students are encouraged to attend school with minimal absences in order to benefit as fully as possible from the 

education experience.  If a child is absent from school, parents must contact the school office between 8:00 a.m. 

and 9:30 a.m. to report the absence and the reason for the absence. 

 

 

Tuition (I1, I2, I3, I4, E1) 
Parents are responsible for paying the required tuition by the first of every month.  If payment for the month is not 

received, the student will not be able to begin the next month.  In the event of unanticipated financial 

circumstances that impact the ability to pay, parents are expected to contact the school social worker to discuss the 

circumstances, and possibly adjust the tuition based on updated income verification. 

 

Your tuition payment should be mailed directly to the West Hartford Public School Business Office, 50 South 

Main Street, West Hartford, CT 06107 Attention Lisa Newton.  Tuition will be accepted in form of a check or 

money order. 

 

Tuition assistance is available on a sliding scale, using the Connecticut Office of Early Childhood School 

Readiness sliding fee scale. Our school social worker will work with the family, using employee pay stubs, etc. to 

determine the tuition.  Fee determination is done twice a year, in the spring and winter. Once the tuition is 

calculated, it is reviewed with the parent.  If you would like more information pertaining to assistance with the 

tuition, please contact the school social worker.  During the intake, the school social worker will also discuss with 

the parent, the need for health insurance, other supportive social work services and GED/ESOL adult class 

offerings. (A1) 

 

At this time, we do not accept Care-4-Kids. 

 

Withdrawal and Discharge from the Program 
Parents who withdraw their child after the opening day of school are entitled to a refund.  The refund will be pro-

rated to reflect the time spent in the program.  The school reserves the right to cancel enrollment of a child if 

tuition commitments are not met by the 10th of each month.  Failure to submit all state required forms could also 

result in removal from the pre-kindergarten program. 

 

 

Home-School Support and Communication: 
 

 

Home and school partnership initiatives (B2)  
We use many ways to keep the lines of communication open between home and school.  We have frequent 

conversations with family members, especially during drop off and pick up times.  We use letters from PTO, daily 

newsflashes (communication boards, wipe off boards, daily notes), newsletters, twitter, curriculum night, 

handbooks, schedules, visiting day, and cultural studies to keep the lines of communication open.  Articles and 

flyers are given out about successful school drop off and transitions. 
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Parent Visits (G15) 
Parents are always welcome in your child’s classroom.  If you have an interest or talent you would like to share, 

please inform your child’s teacher so she can arrange a time for you and help you plan a successful classroom 

experience.  During classroom visits you may also take the opportunity to read to the class or become an extra pair 

of hands during one of the many on-going activities in the classroom.  During this time, however, parents should 

not expect to have extended conversations about their child with their teacher. 

 

Parent Conferences (G16) 
Parents and teachers will have the opportunity to share and discuss information pertaining to a child’s adjustment, 

development and activities at school twice a year.  In the fall and spring, formal conferences will be held with 

progress reports.  If the need should arise, a parent or teacher may request a conference at another time during the 

school year. 

 

Parents Open House (Curriculum Night) (G15) 
A parent open house is held in the beginning of the school year, in mid-September.  This is a time for parents to 

come in to see the classroom and learn more about the emergent curriculum used throughout the school year.  This 

is an evening only for the parents. 

 

Parent Advisory Council (B1)  
Our families are encouraged to participate in a Parent Teacher Association under the authority of Connecticut PTA 

and the National PTA.  The association is made up of parents, teachers and administrators. 

The objectives of the PTA are: 

● To promote the welfare of children and youth in home, school, community, and places of worship. 

● To raise the standards of home life. 

● To secure adequate laws for the care and protection of children and youth.  

● To bring into closer relation the home and the school, that parents and teachers may cooperate intelligently 

in the education of children and youth. 

● To develop educators and the general public such united efforts as will secure for all children and youth the 

highest advantages in mental, social and spiritual education. 

 

Opportunities for parenting education and other support activities. (B3)    
West Hartford Public Schools Department of Continuing and Adult Education offers opportunities for Adult Basic 

Education, General Education Diploma, and English for Speakers of Other Languages (ESOL) at the Family 

Resource Center, where childcare is provided for these classes as well.  One ESOL class combines English 

language learning with family literacy development by offering a structured playgroup for pre-school children and 

organized parent-child interactions and activities to adult students learning English language skills. 

  

Assistance to families in accessing adult education programs, etc. (E2) 
West Hartford Public Schools offers opportunities for Adult Basic Education, General Education Diploma, and 

English for Speakers of Other Languages (ESOL) at the Family Resource Center, where childcare is provided for 

these classes as well.  One ESOL class combines English language learning with family literacy development by 

offering a structured playgroup for pre-school children and organized parent-child interactions and activities to 

adult students learning English language skills. 
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West Hartford Public Library and the town of West Hartford have websites with job listings that are available to 

everyone who accesses the website.  Information regarding programs offered at the library is also listed in the 

websites. 

  

Activities to support families in interactive literacy activities.  (E3)   
There are opportunities for families to participate in literacy workshops to enhance family support of their child’s 

learning throughout the school year:  

o Coffee and conversation morning workshops are held monthly for families to gain skills to support 

literacy learning in young children. 

o Spanish Community support workshops are held to encourage families to support their child’s learning 

in English all the while encouraging strengthening of the child’s dominant language and literacy skills. 

o Home/School literacy bags are available for families to check out and use at home. Each packet 

contains a book, materials for a literacy activity and questions and suggestions for families to use while 

reading the book to their child. Book packets are available in seven additional languages and English. 

o Family resource rooms are available at both Smith and Charter Oak School to among many supports 

encourage strong literacy development skills with families and care providers open to the West 

Hartford Community.  

o Summer programs are offered through The Bridge Program for young children encouraging vocabulary 

and early literacy development. 

 

Bilingual Support (F1) 
Support to non-English speaking families is available upon request.  We have on staff Spanish-speaking 

translators.  Every attempt will be made to accommodate families with other home languages.  We promote the 

enrollment of children from diverse racial, ethnic and economic backgrounds. 

 

West Hartford Public Schools makes every effort to translate information given to families into Spanish and 

Vietnamese. 

 

Professional Development (H5) 
The West Hartford Public School system’s Professional Development Plan is based on the belief that all children 

can and should learn.  The key to each child’s success is the quality of the instruction at the classroom level.  

Therefore, the primary purpose of the professional development plan is to enhance the professional skills of the 

staff so that they may more effectively meet the educational needs of all students. 

 

Negotiating Difficulties and Differences 
If differences should arise relating to your child’s program, it is always best to communicate first with the 

classroom teacher.  If a situation is still troublesome, the Principal or Department Supervisor is always available to 

assist with the situation. 

 

Health and Safety: 
 

Medical: (C1, C2, C3) 

All children must have a current physical examination before starting school.  The State of Connecticut requires 

that we have an updated medical form on file at all times.  All medical forms expire one year from date of last 

physical exam.  If the medical form is not up to date, your child will not be able to attend school.  All medical files 

are securely locked with the full time Nurse on staff. 
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Accidents 
In the event a minor accident should occur, first aid supplies are available from the school nurse.  In addition to 

having a nurse on staff, a team of teachers and staff have been trained in CPR and emergency procedures.  

Accident and illness forms are completed for any injury or illness that occurs at school.  This form will be kept in 

your child’s folder after you have had a chance to read and sign it.  It is very important that you update your 

emergency contact information when changes in contact information occur. 

 

Illness 
Children should not attend school when they are sick.  If you have any questions about your child’s health, be sure 

to check with your health care provider.  You should keep your child home if your child has: 

▪ Thick nasal or eye drainage 

▪ A rash that has not been checked and okayed by the doctor 

▪ Vomiting or diarrhea 

▪ A fever (temperature of 100 or higher) 

 You should keep your child home until he/she is fever free, without medication for 24 hours. Your child should 

also be symptom free for 24 hours after vomiting or diarrhea. 

 

Other Services (C5) 
Referral to agencies and persons who provide evaluations, child observations, family counseling and other 

services; i.e. medical insurance, on-going well-child care, immunizations, etc. to support families will be made 

upon request. 

Providing vision, hearing, and dental screenings either on-site or in collaboration with another agency (C4)                                                                                                         

Vision and hearing screenings are done annually by the child’s pediatrician. A school nurse for all children in 

school to provide additional screenings as needed.  A referral letter is sent home to a child’s family if results 

warrant an additional consultation by a doctor. 

We work in collaboration with Children’s Dental Health Foundations Mobile Dentist Program to do dental 

screenings for those families who sign up for it. 

Fire Drill: 

Connecticut law requires that each school hold at least one fire drill per month.  There are procedures at school to 

evacuate children quickly and safely in the event of fire. Lockdown drills can be substituted for fire drills. 

Lockdown Drill: 

Per state law, a crisis response (lockdown) drill shall be substituted for a fire drill once every three months.  The 

intent of these drills is to practice keeping students in a safe place quickly in the event of a situation that may 

potentially put students and staff at risk. 
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No School Announcements 
The Superintendent of Schools determines the necessity of a delay or an early closing due to weather or some other 

emergency.  School delays and closings are announced on the local radio and TV stations listed below.  This same 

information is also available on the West Hartford Source Line at (860)233-2334 or the West Hartford Public 

School web site at (www.whps.org).  Listen to your radio, TV or consult the web page for information. 

 

Radio       Television 
WTIC—1080 AM, 96.5 FM    WFSB—Channel 3 

WDRC—136 0 AM, 102,9 FM   WTNH—Channel 8 

WHCN—105.9     WVIT—Channel 30 

WRCH—100.5 

 

The emergency closing time for elementary schools is 1:00 p.m. When school is closed early, all afternoon and 

evening activities are canceled. 

 

 

 

 

Kindergarten Transition Plan (G4) 

 
The child’s Preschool Assessment Framework and other assessment documents are automatically transferred to the 

next grade level and school in town. If a child is leaving the public school system, records will be transferred upon 

written request.  

 

Pre-Kindergarten staff and Kindergarten staff collaborate to place children in appropriate classrooms.  (G1) 

 

There are many orientation activities and supports for children and families that prepare them for transition to 

kindergarten and build positive relationships between families and schools (G2, G3): 

 

● Parent Orientation: 

● Introduction of staff 

● Distribute and review Kindergarten Packet 

● Review Kindergarten Activity Time Sign-up 

● Parent questions / open discussion 

● Review criteria for entering Kindergarten 

● Staff explains “typical day” in Kindergarten 

● Ways to make transition smooth, ie. Kindergarten picnic in May, playdates on playground over the 

summer 

 

● Child Activity Day 

● To provide a positive, relaxed introduction for incoming kindergartners and their families to the public 

school setting 

● To begin informal observations of children 

● To identify children who may require immediate intervention 

● Kindergartners (6 – 8 in a group) participate in a theme-related activity; i.e. BEARS.   

http://www.whps.org/
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● Parents/guardians meet with Residency Office personnel to verify West Hartford residence. Meet with 

School Nurse to discuss health needs, return State of Connecticut Health Record.  Parents also have the 

opportunity to meet with additional school personnel; i.e. psychologist, curriculum specialist and the 

Principal to provide parents/guardians an opportunity to share any additional information about the 

kindergartner or ask questions. 

 

● Easy-to-read, consistent materials that describe the kindergarten transition process, including 

registration, are distributed and accessible to families: 

o website 

o brochure with the dates and times of Parent Orientation and Kindergarten Registration are 

available at all public schools in West Hartford 

o Kindergarten Packet with forms in English, Vietnamese and Spanish are distributed at Parent 

Orientation meetings 

                      

● Preschool teachers are able to share information about a child’s strengths and weaknesses with 

Kindergarten teachers when the parents sign a permission slip at Parent Orientation, giving 

Kindergarten teachers permission to contact their child’s preschool teacher. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



11 

 

 

 

 
 
 
 
 
 
 
 
 

I have read and understood the West Hartford Public School Pre-Kindergarten  
Program Handbook 

 
 
 

________________________________________________________ 
Child’s name 

 
 
 
 

_________________________________________________________ 
Parent/Guardian signature 

 
 
 
 
 
 
 
 
 

Please return this signature page to your child’s classroom teacher 
 


