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Dear Pre-K parents/guardians: 

We would like to take this opportunity to welcome you the HAUP Little Explorers Pre-K for all 
program.   

The program is run by The Haitian Americans United for Progress, Inc. – a community based 
organization serving the community for over 40 years. 

You as parents are the most vital resource to our Pre-K program.  You have an opportunity to be 
involved in your child’s educational journey and to partner with us to make our program a 
success.  Your participation gives you the opportunity to strengthen the bond between you and 
your child. 

In the Pre-K program, we operate on the philosophy that “parents are the primary educators of 
their children”.  This simply means that you are number one teacher of your child.  This 
philosophy guides our thinking as we work together as partners in a program that is preparing 
your child for Kindergarten. 

 

Have a great year! 
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Mission	

HAUP	Little	Explorers	is	an	early	childhood	center	dedicated	to	preparing	students	for	lifelong	
learning.			

Philosophy	
HAUP	Little	Explorers	is	a	multicultural	environment	where	students	are	prepared	to	be		

successful	in	Kindergarten	and	beyond.		We	create	

• Confident	learners			
• Critical	thinkers		
• Problem	solvers			
• Team	Leaders			
• Effective	Communicators			
• Creative	innovators			

We	do	this	by	creating	a	challenging	but	attainable	project-based	program	to	let	children	learn	
experimentation,	exploration,	and	collaboration.		We	provide	enriching	activities	so	that	
children	are	supported	as	they	discover	their	strength	and	work	on	their	weaknesses.	

Values		

• Prepare	tomorrow’s	innovators	by	promoting	21st	century	skills		
• Provide	a	non-judgmental	learning	environment	that	provides	opportunities	for	each	

child	to	develop	socially,	emotionally,	physically,	cognitively,	culturally,	and	at	their	own	
pace.	

• Confident	learners		
• Learning	that	is	fun	at	the	HAUP	Little	Explorers		
• We	foster	innovation		
• We	embrace	teamwork	and	collaboration	
• We	strive	for	Excellence		
• We	believe	in	the	success	of	every	child		
• We	respect	and	support	families		
• We	respect	appropriate	diversity		
• We	actively	listen	and	seek	to	understand		
• We	communicate	openly	and	productively		
• We	use	resources	creatively	and	responsibly		
• We	are	HAUP	
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About	us			

Our	curriculum	helps	children	prepare	for	life	of	learning	by	focusing	on	STEAM	
(Science,	Technology,	Engineering,	Art	and	Mathematics)	and	project	based	hands	on	activities.			

Our	project	based	curriculum	promotes	language	development,	social,	emotional	and	physical	
growth	through	hands-on	exploration	experimentation	and	collaboration.	

We	offer	cultural	sensitive	program	and	family	support.			

We	are	licensed	by	the	NYC	Department	of	Health	and	Mental	Hygiene	and	sponsored	
by	Department	of	Education.				

Parental	Engagement		

Our	parents	are	valued	partners	and	are	the	most	important	influence	in	their	child’s	life.	

Accordingly,	our	staff	works	closely	with	parents	to	engage	them	in	their	child	exploration	of	

learning.	We	invite	all	parents	to	volunteer,	attend	parents’	activities,	and	participate	in	

program	committees.	We	support	parents/caregivers	by	offering	information	and	referrals	

through	our	various	social	family	support	services.	We	offer	various	workshops	such	as	ESL,	

helping	my	child	succeed,	getting	ready	for	kindergarten,	navigating	the	NYC	education	system. 
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HOURS AND DAYS OF OPERATION 

The Pre-K program operates for 180 student days per year. 

The days of operation are determined by the calendar of the New York City Department of 
Education.  The hours of operation are generally six hours and 20 minutes per day. 

ATTENDANCE POLICY 

• It is very important that your child attends school every day. Every effort should be made 
to make sure that students are in school daily and on time.  

• Parents are encouraged to  schedule appointments after the program ends so that students 
can reap all of the benefits offered. 

• The program is open Monday to Friday except for closures due to holidays, professional 
development days, snow days, or other emergencies. 

• Children enrolled in the program are considered full-time and must attend 5 days per 
week for the full length of the day. 

• Students are expected to arrive by 8:10 a.m. It is recommended that they arrive no later 
than 7:45 a.m. in order to give them ample time to settle in before classes begin and to eat 
breakfast.  

• Students who arrive after the specified time of 8:10 are officially marked late. 
• In order for teachers to give their full attention to their students, students should proceed 

to their classrooms unaccompanied by their parent/guardians when they arrive. 
• We strongly discourage absences for any reason other than illness. In the case of an 

unavoidable absence, parent/guardians are expected to notify the Education Director well 
in advance.   A written excuse including the reason for the absence must provided to the 
teacher or teacher assistant within three (3) days of the date of absence. 

 

 

Excused absences 

• Excused absences are defined as those absences when your child is prevented from 
attending for mental, physical or other urgent reasons.  These can be further defined as 
illness, family emergency, death of a family member, health or dental appointments, fire, 
natural disaster, or other extenuating circumstances. 

Unexcused absences 
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• Unexcused absences are any absences that are not included in the above definition of 
excused absences or any absence that are not accompanied by a written excuse within 
three (3) days of the date of absence. 
 

• If your child is sick please call the center and report the absence. Send a parent/guardian 
note and/or doctor’s note to the school on your child’s first day. 

 

DROPPING OFF AND PICKING UP YOUR CHILD 

• Parents are expected to bring their children to the program at the designated scheduled drop-off 
time. 

• Parents are expected to pick up their children from the program at the designated scheduled pick-
up time. 

• Parents are also held accountable that other caregivers or designated persons will drop off and 
pick-up promptly at the designated time. 

• As you drop off and pick up your child, please be sure to sign the In and Out log. 
• It is required that you give your child’s teacher a written notification of any person you have 

authorized to pick up your child from the Pre-K program. 
  

 

 

SCHOOL DISMISSAL 

Students are dismissed at 2:30pm only to the person(s) designated by the parent/guardians on the 
enrollment form. Your child will be released to you or persons you have listed. No other persons 
will be permitted to pick up your child without proper notification and identification. Students 
are never permitted to leave the building during the day without an authorized person/individual.  

If you must pick up your child early for an appointment, please call the office so that we can get 
your child ready to be dismissed.   
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Bathroom Policy 

Your child must be able to use the restroom with teacher supervision without any help. Please 
help your child practice using the restroom independently at home. 

Clothing soiled by feces, urine, vomit, or blood is double bagged in sealed plastic 
bags and stored apart from other items for the parent to take home to launder. 

Children are encouraged to use the bathroom facilities whenever they need to and a 
teacher assistant will accompany them when they leave the classroom.  The teacher 
assistant will stand in the doorway until the child is ready to return to the 
classroom.  Please talk to the teachers about ways we can help make this process work 
for your child. 

Please make sure your child’s clothes fit them so they can get them up and down easily. Do not 
send your child to school with a belt, they have a hard time with getting them on and off and this 
can cause accidents.  

Please send a change of clothes (underwear, spare pants and socks) in a zip lock bag with your 
child’s name on it. Accidents can happen at school even if your child doesn’t have them at home. 
It’s always good to be prepared.  

Your child’s clothes will be placed in their cubbies. 

Remember to change the extra clothes to fit the season and weather we’re having at the 
time. 
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Lunch / Snack 

•  Your child will be provided with a nutritious breakfast and lunch each day at no charge 
to you.  

• Monthly menus will be provided to the parents.  Children will be given opportunities to 
make choices for themselves from the options provided for breakfast and lunch. 

• Children are encouraged (but not forced) to eat a variety of foods. 
• Meal times are positive social experiences for children.   Meals and snacks are served 

family style.  Children are encouraged to use this time to share their experiences with 
each other. Manners are taught and practiced during this time as well.  

• Foods will not be used in any way as a reward or punishment. 
• If your child has any food allergies, please provide written documentation from your 

child’s doctor prior to starting your child to the program. 
• If a severe food allergy should arise (such as allergies to peanuts, tree nuts, or any other 

transferable food allergy), then food item options may be limited or restricted. 
• Pre-K staff will encourage children to sample/try foods that come with the meal (fruits, 

vegetables, etc.).  the more times children sample these foods or see the Pre-K staff eating 
(modeling) them, the more likely they will be to eat them too. 

• If a child does not eat, eats very little, or lacks variety in their food choices, pre-k staff 
will discuss their observations and nutrition concern with you.  

 

PARENT’S OPTION OF PROVIDING PACKED LUNCHES 

• Your child will be provided with a nutritious breakfast and lunch each day at no charge to 
you; however, if you would like to send in a packed lunch for your child because he/she 
may not eat the planned menu items and/or alternatives, please follow these guidelines: 

o Please be sure to label your child’s lunchbox and any items within that are not 
disposable items.  Although we will do our best to help children keep track of 
their belongings, we are not responsible for lost items. 
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o Please send in only food and drink items that can be stored at room temperature.  
We do not have the storage space to refrigerate food items for the facilities to heat 
up food.  You can use cold packs within your child’s lunch box if necessary. 

o Please let your child’s teacher know during drop off time if your child’s lunch box 
is in his or her backpack so that it is not overlooked when getting ready for meal 
time. 

o When packing a lunch, please be sure to include a drink.  
o Sodas (carbonated soft drinks, Pepsi, Coke, etc) are not permitted 
o Fast food (such as McDonalds’, etc.) is not permitted 
o Occasionally, severe food allergies may arise within the classroom that may limit 

what can be sent in (such as a severe peanut allergy).  If an allergy issue arises, 
the staff will inform parents in writing so that you can adjust what you are 
packing accordingly. 
 

OUTSIDE FOODS 

• Outside foods (prepared, baked, or bought in pre-packaged containers) will not be 
permitted in the classroom.  Parents/guardians may not prepare or provide any outside 
foods whatsoever for any child other than their own (packed lunch).  

• For the health and safety of all children, children will not be permitted to share meals, 
trade food items, or eat/touch other children’s food items during meal time. 

 

	 	
	
 

 

BIRTHDAY CELEBRATIONS 
AND PARTIES 

Each student will have the opportunity to celebrate his/her birthday in our classroom.  Pre-K staff 
will find special ways to honor children on their birthdays:  wearing crowns, leader for the day, 
special songs, etc. 

Please do not send any special snacks, cakes, candy, etc.  This is applicable to any holiday 
celebration events such as: Halloween, Valentine’s Day, etc. 

 



The	Haitian	Americans	United	for	Progress,	Inc.	 	 	10	

 Nap Time 

 A quiet nap time is necessary for our children at HAUP Little Explorers. Individual 
cots, labeled with children’s names, are set up in the classroom.  Children are asked to 
lie quietly while playing soft music to help them relax.  All children are given an 
opportunity to nap. Each child will be provided with a cot and a blanket.  Parents may 
provide their own blanket.  If children do not sleep after a while they may look at 
books or draw quietly on their rest cots.  The blankets will be cleaned on a weekly 
basis.  Children may take home their blankets to be cleaned at home. 

 

 

BEHAVIOR EXPECTATIONS 

 

At HAUP Little Explorers, we have basic rules for the health and safety of our 
children. We arrange the environment and offer a wide variety of age appropriate 
activities based on the interests of the children. We tailor our expectations to fit the 
developmental levels of the children to minimize frustrations and inappropriate 
behavior. We use positive approaches to discipline and discuss strategies to use with 
challenging behavior. 

We encourage children to develop their own self control, autonomy, management of 
feelings, problem solving, and to work towards cooperative social behavior. The 
underlying goal of all discipline is to help children develop inner self controls. We 
facilitate children coming up with their own solutions when conflicts arise. We 
promote the development of self control and empathy within each individual child. 
Teachers set clear, consistent limits and strive to develop close, nurturing 
relationships with all children.  



The	Haitian	Americans	United	for	Progress,	Inc.	 	 	11	

We work together with parents and other staff members for a consistent approach to a 
child’s behavior. Parents are encouraged to discuss any questions regarding classroom 
and behavior management with the teachers or the Education Director. Teachers and 
Education Director will make whatever adjustments to schedule or activities where 
possible. We offer choices, try to redirect activity or point out natural or logical 
consequences of various behaviors. 

If the child’s teachers feel that the child would benefit from additional services, they 
will notify the parents and make recommendations. Parents will be notified of the 
situation and of all ongoing developments by either the teacher or the Educational 
Director. A Parent Conference will be scheduled as soon as possible to discuss the 
concerns. Parents will be given, in writing, the reason for recommending additional 
services, a brief summary of the preschool’s observations related to the referral and 
any efforts the preschool has made to accommodate the children’s needs. The 
Educational Director or teacher will also provide the parents with specific referrals for 
evaluations, diagnostic and therapeutic services.  

To encourage school to home communication a behavior sheet will be in your child folder every 
week. We hold very high expectations for student behavior at HAUP Little Explorers.  

PARENT PARTICIPATION 

• We encourage parents to contribute to their school by assisting with special 
projects and sharing their time and talents.  Parents are invited to share holidays 
and other cultural traditions with the children.  

• If you’re interested in reading stories, or helping children write their stories, we 
encourage you to volunteer your time and energy.  Contact your child’s teacher to 
find about opportunities to volunteer your time, talents, and experiences in your 
child’s classroom.   

• If a parent is volunteering on a regular basis (once a week or more) a background 
check must be secured and kept on file.  A physical examination and Mantoux (TB 
test) must also be completed. 
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Health Care Policy 

Our Health Care Policy is in compliance with the Department Health and Mental 
Hygiene (DOHMH). Each child is required to be in good health, to have an annual 
physical examination and to be fully immunized or have a plan for immunization or to 
present written documentation of a religious or medical exemption. All children in our 
pre-k program must have a lead paint test annually, which must be documented on the 
health form. A chicken pox vaccination or documentation of the disease is required. 

If your child has a chronic illness we ask that you and your child’s doctor share as 
much information as possible to ensure that we can do our best to monitor your child’s 
health needs while in school.  

Illness in young children in preschool and child care settings is very difficult to 
manage. We understand that parents depend on us to provide care for their children 
but on the other hand we are not equipped to care for children when they are ill. The 
well being of the individual child is our main concern but the health of other children 
and the staff is also a concern. Parents may differ in their assessments of what 
constitutes illness, so this policy attempts to develop a consistent standard of 
wellness. The teachers and Education Director will make final decisions about 
whether or not a child is well enough to attend the Preschool. 

Please observe your child carefully and remember that your child has the potential for 
infecting many other children, staff and parents. The day at preschool is demanding on 
children’s stamina and children who are not feeling well will have a difficult time 
enjoying the day. Sometimes a day at home to rest will be a great help for a child who 
is not quite him/herself. We ask that you notify the Preschool by 9:00am if your child 
will be out sick. 

Children must be able to fully participate in all activities of the day including outdoor 
play in order to get the most out of the program. The teachers and Education Director 
reserve the right to send your child home if in their judgment your child is contagious 
to other children or too ill or uncomfortable to participate in activities. You will be 
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informed immediately of the decision and are expected to pick up your child or make 
arrangements for someone else to pick up your child. If we cannot reach you we will 
contact your emergency designee. Your child will be isolated from the other children 
and kept quiet until your arrival. 

The following list details many of the signs and symptoms which indicate that your 
child should remain at home and for which the staff will send your child home. 

Please keep your child home if he or she: 

• Is too ill to participate in classroom activities 
• Is irritable, continuously crying or requires more attention than our staff can 

provide without compromising the health and safety of other children in the 
program 

• Fever of 100 degrees or higher  
• Is vomiting or has diarrhea 
• Any contagious disease. Some of these are: 

o Severe and/or persistent cough 
o Any communicable disease (chicken pox, strep throat, measles, etc.) 
o Conjunctivitis “pink eye” or has eye dischare – thick mucus or pus 

draining from the eye 
o Diarrhea 
o Head lice 
o pinworms 
o Rashes 
o Yellowish skin or eyes 
o severe cold with fever – much sneezing and nose drainage, severe 

tiredness or irritability, complaints of aches or pain (earache or sore 
throat) 

If your child becomes sick while in the program, you will be called to pick him/her up 
immediately.  Please make sure that the contact information we have on file is always 
up to date, so that we are able to reach you if there is an emergency. 

Please do not medicate your child with aspirin, cough syrup, etc. before sending them 
to school. We find that when the meds wear off in 2-3 hrs, we have an ill and unhappy 
child on our hands. A child who is ill enough to need these medications should 
probably be at home. We are not permitted to give the child medicine. 

If your child is diagnosed with a communicable disease, a doctor’s excuse must be 
obtained before your child can return to the classroom. 

Hand washing is the first line of defense against disease. We are vigilant with both 
children and adults that hands are washed before eating or cooking, after toileting, 
handling body secretions and after cleaning. Please remember to have your child wash 
hands before entering the classroom in the morning. 
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Parents will be notified whenever there is an infectious disease at the Preschool. An 
exposure notice will be posted which details the symptoms of the disease, 
recommended treatment, and when a child may return to school. In some cases of 
more virulent diseases a memo will be sent to all parents and staff in the preschool 
with details about symptoms and treatment. 

 

 

 

Emergency and Non-Emergency Medical Procedures 

In case of minor accident or injury: 

1. Staff will administer first aid to the child 
2. The child’s parents or physician will be called, if necessary. 
3. If any treatment is administered, no matter how minor, an injury/accident report 

will be filled out by the teacher and signed by the parent. One copy will be 
placed in the child’s file. 

In case of serious illness or accident: 

1. The staff will immediately call 911. 
2. Emergency First Aid will be administered by a staff member if necessary. All 

permanent staff is required to be first aid certified and re-certified every two 
years. 

3. The parent will be called and asked to meet the child and teachers at the 
hospital. If unreachable we may call the child’s physician. 

4. Two adults must accompany the child to the hospital 
5. The teachers will bring the child’s authorization and consent form to the 

hospital. 
6. The staff will continue to attempt to contact parents 
7. The incident will be documented in writing and placed in the child’s file. 
8. The incident will be reported to DOHMH and DOE 

Emergency/Evacuation Plan 

In case of emergency we will call 911 to obtain information in the case of natural 
disaster or other emergency. If evacuation of the building is deemed necessary we will 
follow our fire drill procedures.  Parents will be immediately notified of the situation 
and given the alternative place they can pick up the child.  
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SUSPECTED CHILD ABUSE 

• All staff are mandated reported and are required to report suspected child abuse 
to the appropriate authorities. 

• The Child Abuse Hotline (_____) will be called any staff has reasonable cause 
to suspect that a child coming before them in their professional capacity is a 
victim of child abuse. 

CONFIDENTIALITY 

• Staff will do everything possible to ensure that all information obtained on the families 
enrolled in the program will be kept in the strictest confidence. 

• No information regarding the child will be release to another agency or individual 
without the written consent of the parent/guardian. 

• Confidentiality can be broken only when there is: 
o An emergency when this release is necessary to protect the health or safety of an 

the child 
o When mandated reporters have reasonable cause or suspicion to suspect child 

abuse 
o When the Court subpoenas a child’s record 

TRANSPORTATION 

HAUP UPK does not provide transportation to and from school.  

OPEN COMMUNICATION 

• Please keep the lines of communication open with your child’s teacher concerning the 
progress and development of your child 

• Parents will be given information regarding results of their child’s assessments during the 
program year, including during parent-teacher conferences.  Parents may also request a 
conference at any point within the program year to discuss their child’s individual 
progress, assessments, needs and/or behaviors. 

• Keep your child’s teacher of changes in habits, achievements, progress, etc. at home so 
that we can work as partners in the best interest of your child. 
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FAMILY GUIDE 

ACKOWLEDGEMENT 

 

I have read the HAUP Little Explorers Family Guide and I agree to abide by the policies and 
procedures described within it.  I also understand that the failure to follow the terms and 
conditions of the program will result in the teaching staff meeting with me. 

 

 

 

___________________________  _____________________________  ______  

Parent/Guardian Name (printed)    Parent/Guardian Signature   Date 

 

 

___________________________  _____________________________  ______  

 Pre-K Staff Name (printed)       Pre-K Staff Signature   Date 

 

 


