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CENTRAL LAB SCHOOL
PRE-K INFORMATION PACKET
1615 Stanley Street
Carroll Hall
New Britain, CT 06053

Mission Statement
The Central Lab School Pre-K at Central Connecticut State University is a collaborative, university-based learning community dedicated to excellence in early childhood education, teaching, and scholarship. Through developmentally appropriate, play-based experiences, we nurture the young child while preparing reflective, innovative future early childhood educators and professionals through applied learning, research, and community partnerships that strengthen children, families, and communities.

Rationale
The Central Lab School Pre-K at Central Connecticut State University is a collaborative community of children, families, educators, and university students dedicated to high-quality early childhood education, teaching, and scholarship. Through developmentally appropriate, play-based learning experiences, the program provides a safe, nurturing, and engaging environment that supports each child’s social-emotional, physical, cognitive, and aesthetic development. 
Housed in our School of Education, the Central Lab School works toward meeting the mission of the School of Education which is to prepare dynamic and responsive educators who passionately innovate, advocate, and create positive learning impacts for student success in a wide range of educational settings. Through extensive experiential learning options, our Pre-K Lab brings the School of Education mission to life as it serves as a direct, hands-on environment for our students to become deeply involved in while developing invaluable skills. 
As a university laboratory school embedded within the culture and academic mission of the university, the Pre-K Lab serves as a living learning environment where teaching, research, and community engagement intersect. The program provides opportunities for Early Childhood Studies students to engage in observation, inquiry, and reflective practice that connects coursework to authentic experiences with young children. Through this integration, the Pre-K Lab supports the preparation of reflective practitioners who design child-centered learning environments and develop high-quality early learning experiences informed by research, policy, and practice.
The Pre-K Lab also serves as a site for collaboration across the university community, fostering partnerships among faculty, students, families, and community organizations. Through respectful, reciprocal relationships that honor the diversity of children and families, the program promotes advocacy, innovation, and leadership in early childhood education. 
In alignment with the mission of Central Connecticut State University—Changing Lives, Building Communities; Central to Connecticut—the Lab Preschool enriches the lives of children and families while preparing thoughtful, responsible educators who will strengthen early childhood programs and communities throughout Connecticut and beyond.

Central Lab School & Pre-K Curriculum
Central Lab School Pre-K curriculum is play-based, hands-on, and addresses the “whole chid,” balancing social-emotional growth with foundational literacy and math skills. We prioritize inquiry-driven learning, fostering curiosity and exploration while promoting the development of fine and gross motor skills.

Additional Program Options
Central Lunch Buddies 
This program extends the Pre-K day until 1:00 pm. Parents/guardians provide a nut-free, healthy, “kid friendly” lunch, (please see the “Kid Friendly Lunch” notice in this packet). Children eat lunch at the Center with friends. All contents of the lunch provided by parents/guardians must be nut-free including the lunch, snack, and drink. Lunch Buddies is available Monday through Friday. Children are not permitted to share any part of their lunch. We understand that children can be picky and sometimes finding healthy options can be difficult. We respectfully request that the lunch prepared is as healthy as possible. Candy, soda, fast food is not permitted. Thank you for your cooperation. After lunch, students participate in centers or outdoor exploration activities. The Drop-In Center does NOT provide lunch.
*Additional fees apply, (see tuition & billing section below). 

Central Rest Time 
This program provides our pre-school-aged children with the opportunity to rest while student-parent/faculty/staff attend class within that timeframe.
· Rest Period is held Monday through Thursday from 1:00 pm to 3:00 pm 
· For children ages 3-4  
· Parent/Guardian provides a “nap bag”, (small pillow, blanket, small stuffed animal).
· *Additional fees apply, (see tuition & billing section below). 

Tuition & Billing
Central Lab School Tuition

· Central Lab School Pre-K: $100.00 Non-refundable deposit, $3,000.00 Fee for 36 Weeks, 9:00 am – 12:00 pm
· Lunch Buddies: $1,000.00 Fee for 36 Weeks,12:00 pm – 1:00 pm
· Rest Time: $2,000.00 Fee for 36 Weeks, 1:00 pm – 3:00 pm

Billing and Payment Options

· 10% discount for tuition paid in full at time of registration
· 10 month billing plan is available upon request.(Monthly payments due on the first of each month: 
(August, September, October, November, December, January, February, March, April, May)
· Payments are made through a secure payment link.
· On Time Payments Required: To avoid lapse in services, tuition must be paid on time.




ENROLLMENT AND REGISTRATION

1. Enrollment Form: Go to the website to complete the Enrollment Form.
 
2. Complete all sections of the Enrollment Form including:
· Authorized Permission for Emergency Pick Up: Adults who may be contacted in an emergency when the parent/guardian cannot be reached and to with whom the child may be released. Emergency personnel will only release a child to someone on this list in an emergency. Per Connecticut State Law:
· You must list at least one person who is not the child’s parent/guardian
· Please give the first and last name of everyone on this list

3. Authorized Permission for Alternate Pick Up: Adults who are authorized to pick up the child. The Drop-In Center staff will only release your child to adults on this list. It is your responsibility to tell the staff at drop- off if there will be an alternate pick up and the name of the adult picking up. Adults authorized to pick up a child should be prepared to show their license at the time of pick up.

4. Complete, sign, & date the following:
· Emergency Authorization (required)
· Parent Information Packet & Behavior Management Policy Agreement (required)
· Permission to attend special programs on campus (optional)
· Photographic Consent & Release Preference Form (required)
· Current Health Assessment Record (Use the checklist below to prepare your HAR)

HEALTH ASSESSMENT RECORD CHECKLIST

· HAR Part 1 – completed, signed, dated by parent/guardian
· HAR Part 2 – completed, signed, dated by physician (date of exam must be within the year and updated every year)
· HAR Immunization – updated immunizations
· Dental section is not required
· If your physician requires emergency medication at school/child care facility, additional paperwork is required.

Please send fully completed enrollment documents and Health Assessment Records that meet the criteria listed above to:    		Kellymccarthy@ccsu.edu 

*INCOMPLETE ENROLLMENT FORMS WILL NOT BE ACCEPTED AND WILL DELAY ENROLLMENT AND PROGRAM REGISTRATION.
POLICIES AND PROCEDURES


Attendance, Arrival & Departure Policy: 
Attendance Policy: 
· Regular attendance is essential and promotes long-term academic success.
· Absence: Email notification is required by 8:30 am if a student will be absent, citing the reason, (illness, personal matter).
· Chronic Absence or Tardiness: Excessive, unexplained absences or late arrivals or pick-ups will result in a request to meet with school administrator to create an improvement plan.
Arrival Procedure: 
· Access to the Lab School will be provided at 9:00 am. Families will arrive at the Lab School entrance. Prompt arrival is required to ease into the daily routine and minimize disruptions to the morning curriculum.
· Children must be accompanied by and adult to the classroom. Children must be supervised at all times by an adult in the lobby area.
·  Sign-In: Parents/guardians must sign children in upon arrival.
· Children will be met at the classroom door by a member of the teaching staff. 
Authorized Pick-Up Procedure:
· Staff must be notified each time someone other that the parent/guardian will be picking up a child.
· Children will only be released to individuals listed on the authorized pick-up form. Authorized individuals should be prepared to show Photo ID.
· Sign-Out: Authorized adults must sign children out at the time of departure.
· Any changes to the authorized pick-up list must be provided in writing.
· Pick-ups should be timely and at the scheduled pick-up time.
· All children should be supervised during the drop-off and the pick-up.


Bathroom Independence Policy
The Central Lab School Pre-K refers to the American Academy of Pediatrics to define bathroom independence.
The American Academy of Pediatrics (AAP), through publications like HealthyChildren.org, defines potty training as a developmental process, not an age-specific event, requiring a child to have the physical, cognitive, and emotional readiness to use the toilet consistently. This involves recognizing bladder/bowel signals, communicating that need, following instructions, and possessing the motor skills to undress and use the toilet independently. 
A child is generally considered potty trained when they can recognize the physical urge to urinate or defecate, consistently communicate that need to a caregiver or go to the toilet independently, and successfully use the toilet for both functions with minimal assistance, including managing their clothing. While occasional accidents are normal, a potty-trained child does not have frequent accidents and can stay dry for extended periods during the day. To view this policy in its entirety, please go to the end of this packet.

Illness Policy:
If your child shows signs/symptoms of illness, (coughing, sneezing, runny nose, sore throat), they should be kept home from school. Children with a fever of 100 degrees or more, undiagnosed rash, vomiting, or diarrhea should not attend the Center. Children with a fever should not return until fever-free for 24 hours, without using anti-fever medication. Children with vomiting or diarrhea should remain home until they are symptom free for 24 hours. If your child is sent home due to diarrhea, vomiting and/or fever, your child must be symptom free for 24 hours before returning to school/Center. Please inform the Lab School if your child is sick and will not attend school.



Influenza Vaccination Policy: Connecticut law requires that children ages 24–59 months receive at least one dose of the flu vaccine each year between August 1 and December 31 to attend school. This includes children who attend licensed child care programs. Children between the ages 36-59 months without documented proof of at least one dose of the flu vaccine within stated timeframe will be unable to attend the Center until after flu season has passed, (after March 31st). 

Snack Policy:
Central Lab School is a nut-free facility. We respectfully request that you do not bring a snack for your child unless your child is registered for the Lunch Buddies Program. Snacks will be provided in the morning by the Lab School. The snack will include either a fruit or a vegetable and a carbohydrate served with water. The carbohydrate will be a type of cracker, (Ritz cracker, goldfish, saltines). The Central Lab School does not provide lunch. 

Kid Friendly Lunches:
Packing “kid-friendly” lunches promote independence. Please select foods that are easy for young children to open and manage on their own, like finger foods, pre-cut fruits and vegetables, and simple sandwiches with minimal fillings. PLEASE DO NOT PACK ANY FOODS THAT CONTAIN ANY KIND OF NUT.

· Easy-to-open packaging: Opt for containers with simple clasps, peelable fruit, or pre-cut veggies that don't require utensils. 
· Finger foods: Include bite-sized pieces of fruits, cheese cubes, veggie sticks, or mini crackers that can be easily picked up and eaten. All grapes must be cut in half.
· Familiar options: Incorporate foods your child already enjoys alongside new or less familiar choices to encourage trying new things. 
· Visual cues: Use fun lunchboxes with compartments or color-coded sections to help children identify different food groups. 

· Insulated Lunch Bags and Ice Packs: According to the  USDA Food Safety and Inspection Service place icepacks, frozen gel packs, or even frozen juice boxes in insulated lunch containers, especially with perishable food items.

· Keep Lunch Containers Clean: Wash lunch bags, boxes, containers regularly to prevent bacterial growth and odors.

Parent Access to Program and Facility:
Parents will have immediate access to the program during all hours of operation.

Medication Policy:
The Central Lab School will administer emergency medication only.This includes prescribed asthma inhalers and epi-pens. The medication administration form must be signed by the authorized prescriber and parent/guardian giving the center authorization to administer the medication. This form is available on our website. 

The parental responsibilities include providing the proper medication authorization form, and the medication. The medication administration form must be signed by the authorized prescriber and parent/guardian giving the center authorization to administer the medication. The medication authorization form must include information, such as: 

· The child’s name, address, and birthdate 
· The date the medication order was written 
· Medication name, dose, and method of administration
· Time to be administered 
· Relevant side effects and prescribers plan for management should they occur 
· Listing of allergies, if any and reactions or negative interactions with foods or drugs 
· Specific instructions from prescriber how medication is to be given 
· Name, address, telephone number and signature of authorized prescriber ordering the drug 
· Name, address, telephone number, signature, and relationship to the child of the parents giving permission for the administration of the drug by a staff member. 

It is the parent’s responsibility to ensure the medication administration form clearly states that it is for licensed child care centers. Please understand that your child may not be able to attend if he/she does not have the proper authorization. All medications must be in their original child resistant safety container and clearly labeled with child’s name, name of prescription, date of prescription, and directions for use. Epi-Pens and asthma inhalant medications will be stored in a locked container. A copy of the Authorization for the Administration of Medication form can be downloaded from our website.


Cold Weather Guidelines and Outside Time
Lab School programs require children to have appropriate winter gear  for outside time in cold weather. 
· General winter wear: warm coat, hat, gloves/mittens
· Snow play: boots and snow pants
· Layers: dressing in layers helps children adapt to temperature changes
· Labeling: label all items to help return lost ones 

Cold Temperatures
· Children will remain inside when temperatures fall below the “feels like” temperature of 30-degrees
· Outdoor time may be shortened on colder days above the 30-degree threshold.

Indoor Movement Activities
· If outdoor time is cancelled, indoor options will be provided.


Closing Time Plan 

If a child is not picked up within fifteen minutes of our closing time, the following procedures will take place:

1. A staff member will attempt to call the child’s parent/guardian using the contact information on file.
2. If the parent/guardian cannot be reached, the staff will attempt to contact the emergency contact and alternate contact people listed on file.
3. If the parents/guardians, emergency contacts, and alternate contacts with permission to release forms on file cannot be reached, the police will be contacted after one hour past the center closing time.
4. At that time, the child may be released to the police.
5. Two staff members will remain with the child at all times.

Central State Police
Emergency (police, fire, medical) Call 911
Routine Service Request: 860-832-2375




Behavior Management Policy 

One of the best ways to address challenging behavior is to prevent it. With a proactive approach, our teachers utilize practices that support positive behavior. We provide flexible spacing to support different types of learning styles. We plan and organize our classroom, lessons, and activities to ensure smooth transitions. Materials are set up in a safe and accessible manner. Positive behavior expectations are clear, simple, and taught explicitly. Teachers plan, teach, and practice routines and procedures. Reinforcement and re-teaching happen throughout the year and as needed. Appropriate consequences for unacceptable behavior are managed when necessary. Physical restraint is prohibited, unless such restraint is necessary to protect the health and safety of the child or other people. 
Our Center uses Positive Behavior Strategies and Supports to develop and maintain a safe and healthy learning environment. Positive behavior strategies are evidence-based, proactive approaches to addressing challenging student behavior. Positive behavior strategies encourage the observation of behavior as a form of communication. Every behavior sends a message about what a student needs. Positive behavior strategies help to proactively reduce challenging behaviors while also building trusting relationships between teachers, students, and families. Once the behavior is understood, the appropriate response can be more effective. Especially in a preschool setting, students often lack the language or communication skills to express what they need. Understanding what the behavior is communicating is the key. 
Some examples of positive behavior strategies that are used at the Center include: 
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· Setting clear behavior expectations
· Modeling positive behavior
· Pre-correcting and prompting
· Respectful redirection
· Nonverbal signals
· Brain breaks
· Routines
· Proximity
· Quiet corrections
· Positive phrasing
· Praising positive behavior 
· Active ignoring
· Teach replacement skills
· Problem solving

Our teaching staff implements appropriate classroom management techniques that encourage the growth and development of each child’s self-esteem. Our teachers are trained to observe challenging behavior and carefully select appropriate responses that guide young learners to handle intense emotions and build positive interpersonal relationships. This approach fosters self-discipline and respect for others. Regardless of skill and experience, sometimes a child’s behavior is difficult to read. In cases when a challenging behavior persists, our teachers make contact with families to work collaboratively and find solutions. All students are continuously supervised during all disciplinary actions. 
Abusive, neglectful, physical, corporal, humiliating, or frightening treatment or punishment including, but not limited to, spanking, slapping, pinching, shaking or striking a child is prohibited.


Abuse and Neglect Policy
As mandated reporters, all of our staff have a responsibility to prevent the child abuse and neglect of any children involved in our center. 
1. Child Abuse is defined as: (CT statutes, Section 46b-120)
A child who has had
· Non-accidental physical injuries inflicted upon him 
· Injuries which are at variance with the history given of them 
· Is in a condition, which is the result of maltreatment, such as, but not limited to, malnutrition, sexual exploitation, and deprivation of necessities, emotional maltreatment or cruel punishment. 

2. Child neglect is defined as: (CT General Statutes, 46b-120)

A child who has been 

· Abandoned 
· Denied proper care and attention physically, educationally, emotionally or morally 
· Allowed to live under circumstances, conditions or associations injurious to his well-being
 
3. Child Abuse includes: (CT General Statutes, 46b-120)
· Any non-accidental physical or mental injury, (shaking, beating, burning).
· Any form of sexual abuse, (sexual exploitation).
· Neglect of a child, (failure to provide food, clothing, shelter, education, mental care, appropriate supervision).
· Emotional abuse, (excessive belittling, berating, or teasing which impairs the child’s psychological growth).
· At risk behavior, (placing a child in a situation which might endanger him by abuse or neglect). 
4. 	Staff responsibilities: (CT General Statutes, Sections 17a-101, 17a-101a, 17a-10lb, 17a-101c, and 17a-101d.) 
As childcare providers, we are mandated by law to report any suspicion that a child is being abused, neglected or at risk. 
    5. Procedure for Reporting a suspected case of abuse or neglect:
· Call the Department of Children and Families (open 24 hours a day) at 1-800- 842-2288.
· Call the Connecticut Office of Early Childhood at 1-800-282-6063 or 1-860-509- 8045.
· The reporter’s name is required, but may be kept confidential. 
· Information required to report: 

· Name of child 
· Address of child 
· Phone number of child 
· Name of parents or guardians 
· Address of parents or guardians 
· Phone number of parents or guardians 
· Relevant information such as: physical or behavioral indicators, nature and extent of injury, maltreatment or neglect 
· Exact description of what the reporter has observed 
· Time and date of incident 
· Information about previous injuries, if any 
· Circumstances under which reporter learned of abuse 
· Name of any person suspected of causing injury 
· Any information reporter believes would be helpful 
· Any action taken to help or treat the child 
· Seek medical attention for the child – if needed 
6. 

7. Mandated reporters must report orally to DCF or a law enforcement agency within 12 hours of suspecting that a child has been abused or neglected. Within 48 hours of making the report, the mandated reporter must submit a written report (DCF – 136) to DCF. 
Staff are protected by law from discrimination or retaliation for reporting suspected abuse or neglect (CT General Statutes, Section 17a-101e). 
All phone calls to DCF shall be documented and kept on file at the Center. A copy of all statements from staff and the DCF-136 shall also be kept on file. 
       7. 	The administration of the CCSU Drop-In Child Care Center supports zero tolerance for abuse and neglect and will implement immediate action should there be an allegation that a staff member abused or neglected a child. 
The administration will protect the child, including immediate notification of a parent or guardian, once there is an allegation of abuse or neglect of a child in our program. 
Any staff member accused of abuse or neglect may be immediately removed from his or her position until DCF’s investigation is completed. Based on whether the allegations were substantiated or not, the employee would either be dismissed from his/her position or allowed to return to work. 
        8. Staff Training: 
Staff are required to attend bi-annual staff meetings focusing on the steps for reporting suspected abuse and neglect and the role of a mandated reporter. All new staff will be trained in these procedures prior to their start in the classroom. 
        9. Provisions for informing families of abuse and neglect: 
A copy of this policy will be included in our parent information packet, and each family will be given a copy upon enrollment. A copy of this policy will also be posted on the parent board. When an accusation of abuse or neglect by a staff member is made, the Drop-In Child Care Center director must immediately inform the parents or guardians that a report has been made to DCF. Health care officials may need to talk to a child’s parents to access the cause of the child’s injuries and offer support and guidance.






Emergency Plans 


Medical Emergency Plan:
· A qualified staff member will attend to first aid as needed.
· Another staff member will notify the parent/guardian.
· Consultation with the child’s doctor/dentist will be attempted as necessary. 
· If contact with the child’s doctor/dentist cannot be made, the Center’s medical/dental consultant will be contacted.
· In an extreme emergency, 911 will be called.
· The ambulance will transport the child and a staff member to the nearest hospital.
· The child’s emergency permission form will be brought to the hospital with them.
· Another staff member will notify the parent/guardian or the emergency/alternate contact person on file and told to meet the child at the emergency room.
· Additional staff will be recruited to maintain required ratios as needed.

Medical Non-Emergency: 
If a child becomes ill while at the Center:

· Parent/guardian will be notified.
· The child will be moved to an administrative office.
· A cot will be available.
· A staff member will remain with the child at all times.


Weather:
In the event of a snow day or any other hazardous weather emergency:

· The program will follow the CCSU school closing, delay, or early dismissal schedule.
· Parents are notified via radio/television announcement, (closing or delay), or will be contacted via cell phone to pick their child, (early dismissal).
· Ratios will be maintained at all times.
· Two staff members will remain until all children are picked up.

Shelter In-Place 
· Staff and children will remain locked indoors away from windows and doors. 
· First aid staff will be on hand to administer first aid, as needed, until emergency personnel can arrive. 
· Parents will be notified after immediate danger has passed.

Evacuation:
In the event that the facility must evacuate:

· Children will be taken to Willard-DiLoreto Hall Health Center. (Marcus White Hall is the back-up location).
· Notes will be posted to alert parents of the re-location details.
· Parents will be notified via cell phone to pick up their child.
· Ratios will be maintained at all times.
· Two staff members will remain with the children until all children are picked up.

Emergency Closing prior to the opening:  (not weather related)
· Parents will be notified through the email and phone number on file.

Multi-Hazard Drills: A multi-hazard emergency drill will be practiced at least annually which includes the demonstration of all staff, program staff, and children sheltering, locking down and evacuating the facility.

Continuatin of Operations: If an emergency causes the facility to be unsafe for childcare, program staff will notify parents and refer them to 211 for other childcare options. The Operator will submit an initial application for Change in Location and will notify the Office of Early Childhood when an alternate location has been identified so that an inspection can be completed as soon as possible so it can be approved for childcare.

Special Accommodations: Accommodations for children with disabilities and children with chronic medical conditions developed in consultatinwith the child’s parent(s). 




Hours of Operation 

*The CENTRAL LAB SCHOOL follows the University Academic Calendar, (see attached calendar)

PROGRAM 

Central Lab School Pre-K :		Monday through Friday			9:00 am – 12:00 pm 

Lunch Buddies:			Monday through Friday			12:00 pm – 1:00 pm

Rest Time: 				Monday through Thursday		1:00 pm – 3:00 pm



BATHROOM INDEPENDENCE POLICY
The Central Lab School Pre-K refers to the American Academy of Pediatrics to define bathroom independence.The American Academy of Pediatrics (AAP), through publications like HealthyChildren.org, defines potty training as a developmental process, not an age-specific event, requiring a child to have the physical, cognitive, and emotional readiness to use the toilet consistently. This involves recognizing bladder/bowel signals, communicating that need, following instructions, and possessing the motor skills to undress and use the toilet independently. 
A child is generally considered potty trained when they can recognize the physical urge to urinate or defecate, consistently communicate that need to a caregiver or go to the toilet independently, and successfully use the toilet for both functions with minimal assistance, including managing their clothing. While occasional accidents are normal, a potty-trained child does not have frequent accidents and can stay dry for extended periods during the day. 

A potty-trained child can do the following consistently:

· Recognizing the urge: The child feels the need to go and doesn't just go in their diaper. 
· Communication: The child can verbalize their need to use the potty or signal it in some way. 
· Physical ability: The child can get to the toilet, sit on it, and pull their pants up and down. 
· Consistency: The child uses the toilet for both peeing and pooping and stays dry during the day for at least a couple of hours. 
· Independence: The child can wipe themselves and wash their hands with little to no help. 

What is not considered potty trained?

· Constant accidents: 
A child who has frequent accidents, even if they know how to use the toilet, is not fully trained. 
· Reliance on pull-ups: 
Consistently needing to wear a pull-up for daytime or having accidents that require a pull-up for school is a sign the child is not yet trained. 
· Requiring frequent prompts: 
The child should not need constant reminders or prompting to go to the potty; they should be able to initiate the process themselves. 
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