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Dear Families, 

 

Welcome to the Harwich Integrated Preschool.  This handbook has been 

prepared to provide families with essential information about our preschool.  We 

ask that you read this handbook carefully in order to become familiar with our 

policies and procedures.  We are happy to answer any questions. 

Harwich Integrated Preschool is located at the Harwich Elementary School 

and serves children living in Harwich.  The goal is to provide high quality programs 

for children and support for their families.  

 

Enrollment 

Harwich Integrated Preschool is made up of two developmental classrooms. 

The 3 and 4 year old classroom is taught by Jennifer McIlvin and the 4 and 5 year 

old classroom is taught by Erin Cronen.  There is an AM and PM session in both 

classrooms.  The AM sessions run from 7:50-10:20 and the PM sessions run from 

11:35-2:15.  Each classroom is limited to 15 children per session with seven children 

identified with special needs and eight peer model students.  

 

 

Open House 

 Before the first day of school, children and families are invited to an Open 

House where the children can explore the classroom and meet their teachers and 

peers.  At the Open House the handbook is reviewed and questions are addressed.   

Families who enroll their child after the start of the school year will be able 

to make arrangements with the classroom Teacher to go over the handbook and 

observe the classroom. 

 

 

Philosophy 

The Harwich Public School offers a high quality preschool experience 

committed to meeting the needs of all learners. The Harwich Integrated Preschool 

is based on quality developmental education and the curriculum provides children 

with a positive introduction to learning and establishes an initial foundation for 

future success through school. 

Our preschool program is designed to serve the Harwich population of 

children ages three to five years old. Each of our classes welcome children with 

special needs as well as typically developing peers to work, play and learn together 

in a school community. The program is based on developmentally appropriate 

learning experiences to ensure that each child may progress at his/her own pace 

and achieve success at an individual level. Learning is achieved through an 

environment that encourages creativity, natural curiosity, and personal as well as 

cultural awareness. The program has a strong emphasis on language and social 

development as well as emotional and intellectual growth. Each classroom includes 

services from educational assistants, occupational therapists, physical therapists, 
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and speech and language pathologists who work with our preschool teachers and to 

provide support to all children.  

 

 

Curriculum 

At Harwich Integrated Preschool we recognize that children learn through 

play, active manipulation of the environment, concrete experiences and 

communication with peers and adults.  

The Harwich Integrated Preschool implements a developmentally appropriate 

curriculum aligned with the Preschool Guidelines used by the Massachusetts 

Department of Elementary and Secondary Education and the National Association 

for the Education of Young Children criteria for preschool learning. 

The curriculum represents a balanced and integrated variety of activities, 

learning experiences, and collaborative teaching methods. Learning experiences are 

child initiated and processes oriented and occur in individual, small group and whole 

group settings. The curriculum is theme based on age appropriate topics. Three to 

four weeks are spent exploring in detail the many areas of each theme. Exploration 

is encouraged through a variety of mediums in all center areas of the classroom.  

 

 

Program Goals 

 

The focus of our program is to develop the whole child.  Our program goals 

include strong consideration towards creating a developmentally appropriate 

curriculum, which gives attention to the intellectual, emotional, language, 

physical and social development of the child.  The goals of the program are: 

 

● To develop a positive self-concept and attitude towards learning 

● To develop independence 

● To think critically and develop problem solving skills 

● To respect and understand diversity 

● To develop effective language skills, both listening and speaking 

● To develop fine motor skills 

● To develop large motor skills 

● To develop personal initiative 

● To develop a curiosity about the world 

● To develop positive social skills, including cooperation and interdependence 

● To develop respect for one’s own rights as well as the rights of others 

● To develop an understanding of the relationship between people, events, and 

objects  
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The daily schedule creates a sense of order and provides a balance of: 

 

● Indoor and outdoor activities 

● Active and quiet activities 

● Individual, small group and large group activities 

● Child-initiated and teacher-initiated activities 

 

 

DAILY SCHEDULE 

 

 

Daily schedules includes but is not limited to circle time, center time, snack, 

recess, story and specials.  Your classroom teacher will share your child’s daily 

schedule with you during open house or you may request a copy at any time.  

 

 

Supervision Policy 

 

Teaching staff supervise children primarily by sight.  Supervision for short 

intervals by sound is permissible, as long as teachers check frequently on children 

who are out of sight. 

 

 

 

Arrival and Dismissal Policy 

 

Parents of peers are responsible for transportation to and from school. You 

must park your car at the Middle School.  There is no parking at any time around 

the small circle or at the curbside near the school. For Drop off, parents will be 

met at the Upper Canopy Door number 3 outside the building where you will be 

checked in and given a Visitor’s Pass by a member of the preschool Team. At this 

time you may bring your child to his or her preschool classroom where a teacher 

will be waiting to meet them. We ask that children arrive no more than five 

minutes before class time. The time prior to class is very important to the teacher 

to prepare a successful day for your child. For Morning Pick up, children will be 

brought outside to the Upper Canopy/Door number 3 and then dismissed 

individually to each parent. For Afternoon pick up children will be dismissed at the 

back of the school door number 5, next to the gym. You may double park in the 

parking lot as these are teacher cars and you will be leaving before them.  

For the wellbeing of your child, please pick up at the agreed upon time.  Any 

emergency can be accommodated if we are asked ahead of time.  A 

parent/guardian must inform the teacher in writing if a child is to be picked up by 

another adult. Anyone picking up your child will be required to show a positive 

identification to a staff person.  Always call the office at 508-430-7216 

regarding changes in pickup plans.  
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Health, Nutrition and Food Policy 

 

Nutritious meals help children be healthy and at their best.  During this time 

we are working on communication, self help skills and nutrition awareness.  

Families must provide snack and a drink for their child. Please use a snack 

bag or label a paper bag with your child’s name.  We encourage that snacks be 

nutritious and foods that your child enjoys. We will inform you of any eating 

concerns when necessary.  

Donations for supplies are always welcome. However, foods brought from 

home for sharing among the children must be either whole fruits/vegetables or 

commercially prepared packaged foods in factory sealed containers.  We will 

distribute list of food ideas at enrollment. We do not allow children to eat candy or 

drink soda at school.  

 

 

Clothing 

 

All children need a change of clothes to keep in  school.  We will notify you 

by note when something needs to be replaced.  In preschool we paint, glue, and 

have the opportunity to get messy every day.  (We do have children wear smocks 

when painting or doing water play)  Please send your child to school in comfortable 

clothes. Sneakers and pants are the safest choice for playground activities.  Also, 

clothing that they can manipulate independently is great for their self-esteem. 

 

Protection from Cold and Heat Policy 

 

     Outside play is important because it enables children to develop and strengthen 

large muscles for balancing, running, climbing, jumping, throwing and catching a ball. 

We try to go outside everyday.  However, we will not go outside if the temperature 

is dangerously cold or hot. The Harwich Elementary School Administration will 

advise the preschool if temperatures are unsafe for children to be outside.  When 

outside, teachers will check on each child’s condition every 15-20 minutes to assure 

child is safe while outside in extreme weather. 

     Please expect that your child will be outside every day and dress your child 

according to weather conditions. 

     In cold weather dress your child in layers.  Children need snow pants, boots, 

hats and mittens.   

     In hot, sunny weather, hats and sunscreen are required.   Bug spray is at your 

discretion.   

     With written permission, teachers may apply sunscreen and/or bug spray if 

necessary. Children’s sunscreen and bug spray must be provided by families, labeled 

with child’s name and kept out of reach of children.   
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Medications Policy 

 

There are strict policies to be followed if medication is given in school.  All 

medications whether prescription or nonprescription must be accompanied by a 

doctor’s order and parent/guardian permission.  With appropriate paperwork ONLY 

the school nurse will dispense medications.   

 

 

 

Infection Control Policy 

 

Children, staff and volunteers will follow proper handwashing procedures. Proper 

hand washing is using liquid soap and running water, rubbing hands together for 20 

seconds, including back of hands, wrists, between fingers, under and around 

jewelry, and under fingernails; rinsing well; using individual disposable paper towels; 

and shutting off water with paper towel.  Staff assists children with hand washing 

as needed to successfully complete the task.  Children wash either independently 

or with staff assistance. 

 

Hands will be washed: 

● Upon arrival at school 

● After using the toilet, toilet training or diapering or assisting with toileting 

● Before preparing or eating food 

● After handling bodily fluids (e.g. blowing or wiping a nose, coughing on a hand, 

or touching any mucus, blood or vomit) 

● After playing in water that is shared by two or more people 

● After handling pets (pet policy found in Emergency Handbook) 

● After handling garbage or cleaning 

 

 

 

 

Illness Policy 

 

Although regular attendance is important to learning children should be kept home 

when they are:   

● Too sick to participate comfortably in program activities  

● Need more care than staffing level allows  

● Are unusually lethargic, irritable, or cry persistently  

● Have difficulty breathing, or show other signs of severe illness 
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Signs of illness: 

● Sore throat  

● Fever  

● A deep hacking cough 

● Thick green drainage from nose along with sinus pressure, fever or tiredness 

● Vomiting 

● Diarrhea  

● Unidentified rashes   

 

Families will be called when teachers determine a child is too sick to stay in school. 

This is a protection for children and staff.  The child is made comfortable until a 

family member arrives. 

When a question arises as to the seriousness of an illness or injury the child will be 

brought to the school nurse.  The school nurse will determine care instructions to 

be followed by the teacher and family.  

  Please notify the teachers of any long term absences or childhood diseases such 

as chicken pox. 

Children should be symptom free for a full 24 hours before returning to 

school. 

 

 

 

Birthday Celebrations 

We acknowledge each child’s birthday. If you would like to send in a special 

snack you must request permission from the classroom teacher ahead of time so 

she can determine if there are any food allergies or restrictions . Once a date and 

time are arranged with the teacher please  send snacks which are finger food 

style.  

 

 

Toys from Home 

Toys from home can be lost or misused by other children, and they are not 

permitted at preschool unless your child has the sharing bag that day. All other 

toys will be placed in your child’s backpack at drop off.  

The sharing bag is a daily event which signifies that your child will be the 

classroom helper. They will bring home the bag and may choose a toy or item from 

home to share with the class during circle time. The item should fit inside the bag 

and then the item and bag returned to school the following day. The toy will go 

home again that day in your child’s backpack.  

 

 

No School 

 

We follow the Monomoy Public School cancellations or delays.  In the event 

of school cancellations, announcements will be broadcast on WQRC 99 FM, WCIB 
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102 FM, WCOD 106FM, WOMR FM, WBUR and TV channel 4, 5 and 7 Boston, 

beginning about 6:30 am.  If school should be let out early, there will be no 

afternoon sessions.   

 

 

Policy for Emergency at School 

 

IF THERE ARE ANY QUESTIONS ABOUT HEALTH OR SAFETY THE TEACHER 

IN CHARGE WILL CALL 911 (RESCUE/POLICE) IMMEDIATELY. 

Harwich Integrated Preschool follows the Crisis Protocol developed by the 

Monomoy Public Schools, the Harwich Fire Department and the Harwich Police 

Department. 

While at the elementary school the teacher in charge will: 

● Call the school office and report “EMERGENCY” in room number three for 

Cronen or four for McIlvin 

● The secretary will contact two people to respond immediately:  The school 

nurse, the principal or counseling staff member 

● The responding team will decide the severity of the situation and rescue 

squad or other auxiliary services as needed 

● The teacher will notify the family. If necessary and the family cannot be 

reached the teacher in charge will accompany the child to the hospital with 

the signed medical form in hand. 

 

 

 

Family Education and Support 

 

Lucy Gilmore, Coordinator of Monomoy Community Partnership for Children, 

schedules family education and support periodically.  These sessions offer families 

the opportunity to talk about parenting issues and concerns or about their child’s 

development and preschool experiences.  In order to create a feeling of community 

and support, attendance by all families is strongly recommended. 

 

 

 

 

Family Communication and Involvement 

 

We value, respect and support all families at Harwich Integrated Preschool 

and family members are welcome at the school at all times.  Good communication 

between home and school is important.  We try to speak with families every day to 

let you know how your child is doing.  We have a Family Bulletin Board outside the 

classroom.  Posted on it are community event notices, family resources, and any 

information that we feel would be of interest to families in our program.   
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Daily and or weekly (depending on your child’s class) we send home a 

newsletter in written form which describes what we have done in school each day. 

Monthly newsletter and calendar is distributed to all families that describe what 

educational goals we have for the children that month, special event dates, daily 

activities, and information on child development topics.   Written information is 

translated in a family’s preferred language. 

Family involvement may go on in many different ways throughout the school 

year.  We encourage families to participate by sharing their ideas, traditions, 

hobbies, joining the Community Partnership Council, volunteering for any of our 

annual fundraising activities, volunteering in the classroom, and of course 

participating in all education and support opportunities. 

 

 

 

Volunteers 

 

Volunteers are valuable to the care of the children and we are very happy to have 

you at Harwich Integrated Preschool.  Volunteers act as support to the teachers. 

Volunteers are never left in charge of the group for any period of time. 

 

All volunteers will first speak with the Harwich Public School Volunteer 

Coordinator, to learn about the school and what it means to be a volunteer. Before 
beginning in the classroom, all volunteers are required to have a CORI check 

through the Harwich Public Schools. 

A time will be scheduled to visit the school while it is in session.  During the visit, 

the new volunteer will receive the Family Handbook, our Emergency/health policies 

and being volunteer information.  At this time the teacher will answer questions. 

Volunteers are required to read all written materials.   

 

Ways you can volunteer in the classroom at Harwich Integrated Preschool 

o Read or tell a story 

o Work closely with one child 

o Play a game 

o Talk with a child 

o Share a hobby or a talent 

o Clean up after eating-wash dishes, place mats, sweep floor 

o Encourage dramatic play 

o Supervise play dough activities 

o Build in the blocks 

o Help get snack ready 

o Supervise hand washing 

o Play a musical instrument 

o Sing a song 

o Help on field trips 

o supervise on the play ground 
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o support with teacher directed activities-bring children to circle, settle them 

at snack, provide a lap at story time 

o just about anything (first please check with the teacher for age 

appropriateness) 

 

1. If you volunteer in the classroom it is important that you first sign in 

at the main office. 

 

2. Follow all infection control procedures outline in our handbooks. 

 

3. Communication with families should be on a friendly basis.  Any 

problems or concerns should be referred to the teachers for them to 

talk about with families. 

 

4. Respect confidentiality of children and families.  Please refrain from 

asking questions about the children’s home life. 

 

5. Promote the classroom’s goals for children-provide a safe, nurturing, 

caring environment where the dignity of each child and his/her family 

is preserved and respected, foster self esteem, creativity, problem 

solving, independence, and healthy social and emotional development. 

 

6. No hitting or verbal abuse-discipline is up to the teachers. 

 

7. Respect the teacher’s expertise.  If you have any questions or 

comments; talk to the teachers in private, not in front of the children. 

 

8. Know the fire drill procedures. 

 

9. For your own protection, leave the administration of first aid to the 

teacher. 

 

Inappropriate Behaviors 

 

o Playing with guns of any kind 

o Shouting at children 

o Tickling the children 

o Telling secrets 

o Rough play-wrestling 

o Play hitting or real hitting 

o Rubbing any other area besides the child’s back at rest time or any time 

o If you have any questions about an activity not mentioned, please ask a 

teacher before you do it.  Sometimes child will ask you to play something or 

do something that is not appropriate or in that child’s best interest 
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Volunteers have:  

 

o The right to be treated with respect and consideration 

o The right to sound guidance and direction 

o The right to recognition and appreciation 

 

 

We hope that you enjoy your experience with the children as much as they will 

enjoy being with you. 

 

 

 

 

Ways you can help at Harwich Integrated Preschool without working directly in 

the classroom 

 

o Baby sit for other families so they can be in the classroom 

o Save or collect recyclable materials 

o Attend parenting workshops 

o Donate supplies 

o Get involved in fundraising 

o Be a member of the Community Partnerships Council 

o Do our laundry (sheets and towels, dress up clothes) 

o Wash/sanitize our toys (this can be done after hours) 

 

 

 

 

Discipline Policy 

 

Positive Behavior Intervention and Supports (PBIS) is a school wide system that 

teaches and reinforces expected behaviors consistently across all school settings. 

Expectation signs are posted in many areas throughout the school including arrival, 

dismissal, walking in the hallways, cafeteria, at specials and at playground. Our key 

phrase is for all children to be : Responsible, Respectful, Safe and Ready to 

Learn at school.  

Each classroom has a fishbowl and pom-poms to be added into the fishbowl. As 

teachers “catch” , children being responsible, respectful, safe and ready to learn 

they give the students a pom-pom to add to the fishbowl. The goal is to fill the 

fishbowl in order to earn a classroom incentive. Once all classrooms fill their 

fishbowls five times, there is a whole school celebration.  
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Students may also earn a shark sticker from a teacher or administrator in the 

hallway or cafeteria.  

As teachers at Harwich Integrated Preschool, we need to help children learn what 

is acceptable.  We use behavior management techniques such as setting reasonable 

and positive expectations, offering choices, and providing children an opportunity 

to verbalize their feelings.  These techniques of positive guidance help children 

feel safe and secure and encourage children to develop self control through 

understanding.  

To prevent unacceptable behavior we: 

● Have predictable routines 

● Allow choices within limits 

● Model appropriate behavior and communication 

● Use specific descriptive praise when appropriate behavior is happening 

● Use redirection (redirecting child to appropriate activity) 

● Problem solve with the child 

 

● We prohibit: 

● Spanking or other corporal punishment of children 

● Subjecting children to cruel or severe punishment such as humiliation or 

isolation 

● Verbal or physical abuse, neglect, or abusive treatment 

● Depriving children of meals or snacks 

● Force feeding children 

● Denial of outside time or basic needs 

● Disciplining a child for soiling, wetting, or not using the toilet; 

● Forcing a child to remain in soiled clothing, forcing a child to remain on the 

toilet, or using any other unusual or excessive practices for toileting 

 

Behavior management techniques are discussed among the teachers and are 

used in a consistent, reasonable, and appropriate way based on an understanding of 

an individual child’s needs and development.  When appropriate, children shall have 

an opportunity to participate in establishing rules. 

 

 

Family Conferences 

 

 In order to support each child’s learning, we are continually obtaining information 

and assessing your child’s progress in all areas of children’s development, including 

cognitive skills, language, social-emotional development, approaches to learning, 

health and physical development (including self help skills). Progress reports are 

completed and family conferences are held during the school year. This is a chance 

for families to hear how their child is at school.  It is also an opportunity for 

families to give input of their own observations at home to the teachers which will 
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help staff in planning learning experiences.  Conferences will be held in October. 

All children receive a developmental screening before program entry.  

Family members may schedule an appointment anytime throughout the school 

year that is mutually convenient to discuss any issues concerning their child. 

Teachers immediately will bring any changes in a child’s physical or emotional state, 

special problems or significant developments to the attention of the family. 

 

 

Referral Services 

In March the Harwich Integrated Preschool uses the Early Screening 

inventory (ESI) revised edition to screen any Harwich child age three to five 

whose parent is interested in having them enrolled in the preschool as a peer model 

or who may have concerns regarding their child’s development.  All children must be 

screened to be eligible to become part of the program 

Throughout the school year, the third Wednesday of each month is available 

for screenings for any parent who may have concerns regarding their child’s 

development in speech and language, fine and gross motor skills or cognitive 

growth. The Developmental Indicators for the Assessment of Learning (DIAL-3) is 

used by an assessment team. The results are shared with the parents and referrals 

to special education are made when deemed appropriate by the team. To make an 

appointment to have your child screened please call Cathy Karras at the Harwich 

School Central Office  at 508-430-7201. 

Whenever any staff member is concerned about a child’s development or 

behavior and feels that further evaluation would benefit the child, parents would 

be notified of concerns and an observational report would be completed and 

reviewed prior to making any referrals to professionals outside the classroom. 

Written documentation will be kept in the child’s file and follow-ups made when 

necessary. 

 

 

 

 

Family Resource Room 

 

The family resource room is located at the Harwich Elementary School outside of 

Lucy Gilmore’s office. Book and videos about parenting and child development 

issues are available to borrow as well as a list of community resources.  

 

Discrimination Policy 

 

No student or family shall be discriminated against or excluded from 

admission to the Harwich Integrated Preschool on account of race, color, sex, 

religion, cultural heritage, political belief, sexual orientation, marital status, 

disability, or national origin. 
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Holiday Policy 

 

Harwich Integrated Preschool honors and respects all families’ cultural and 

religious differences and therefore avoids promoting one holiday over another. 

o Harwich Integrated Preschool understands that not all families celebrate 

holidays such as Halloween, Thanksgiving, Christmas and Easter nor could all 

the holidays represented in our classroom be celebrated equally. 

o Harwich Integrated Preschool is sensitive to the possibility that families 

may find certain holidays stressful because of economic difficulties or time 

limitations. 

 

However it is important to learn about each other so the teachers at Harwich 

Integrated Preschool provide opportunities for children to share personal 

experiences, information, and feelings about their families’, heritage, culture and 

traditions.  Circle time, Show and Share, snack time, and story time are just a few 

of these meaningful occasions. 

Our goal at Harwich Integrated Preschool is to affirm and foster children’s 

knowledge and pride in their own identity and create a classroom community where 

children can celebrate, feel special, always feel included and never feel excluded.  

 

 

Policy for Confidentiality  

 

All staff, parents, substitutes, or classroom volunteers at Harwich 

Integrated Preschool will respect and value all families’ right to privacy. 

Confidentiality regarding information about families or children with whom we work 

will be carefully maintained at all times. 

Children’s files are kept in a locked cabinet, only accessible to the teachers. 

These files contain emergency forms, developmental screening results, IEPs, 

medical history and developmental forms, permission slips, completed family 

questionnaires, and portfolios. All information contained in children’s files is to be 

used to support the healthy development of the child and not for any other reason.  

The school nurse maintains children’s health records in her office, 

respecting confidentiality in the same manner.  

Children’s files will be viewed by families upon request.  Copies and sharing 

of information with others will only happen with written family permission.  

 

 

 

Identifying and Reporting Child Abuse or Neglect Policy 

 

All teachers who work at Harwich Integrated Preschool are mandated 

reporters of child abuse or neglect. 

Any child who frequently and consistently displays any of the following signs will be 

suspect of abuse of neglect: 
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● Unexplained, uncommon, or unusual bruises, cuts, broken bones, burns, etc. 

● Dirty hair, body, clothes: inadequate clothing or lunches 

● Extreme withdrawal or aggressiveness that occurs sporadically or under 

unusual circumstance 

Any child who we have concerns about will be brought to the attention of the 

School Counselor and/or Administration.  Documentation will be made of the 

observations.  The Department of Social Services will be called.  If the 

Department of Social Services feels that the child should be investigated, then a 

report will be filed. The preschool will cooperate with DSS in whatever ways that it 

can in order to help the family.   

All children will be protected from abuse and neglect while at Harwich Integrated 

Preschool.  

 If a report of abuse or neglect is made against a staff person or volunteer, 

the School Administration will immediately call the Department of Social Services 

and report the allegation.  The teacher or volunteer will be removed from the care 

of the children until the DSS investigation is over.  The Administration will 

cooperate in all investigations as needed with the Department of Social Services. 

Pending the outcome of the investigation, the staff member will be reinstated or 

terminated.  

Department of Social Services………………………..508-760-0200 

 

 

 

 

Policy for Transitioning into Kindergarten 

 

The transition to Kindergarten process provides information offered through a 

developmental checklist submitted to kindergarten teachers with parental consent.   

Kindergarten teachers visit the classroom for an hour during which time they 

observe children in their natural setting who will be transitioning to kindergarten. 

Visits of children to kindergarten are facilitated by kindergarten staff in the 

spring prior to kindergarten entrances.  
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Please sign and return. 

 

I have read the Harwich 

Integrated Preschool Family 

Handbook and understand the 

contents. 

 

Child’s name:(printed) 

 

________________________ 

 

 

Family Member Signature:  

________________________ 

 

 

Date____________ 
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