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Carol Stream Park District Facilities
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849 Lies Road
Carol Stream, IL 60188

630.784.6100
630.289.1972 -Fax

(M-F) 8:00 am - 9:00 pm
(Sat) 8:00am - 6:00 pm
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|[Elk Trail Recreation Center (ETRC)
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630.784.6188—Fax
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General Safety Rules

Only current CSPD staff, current participants, parents/guardians, invited
special guests, and individuals listed on the Release Forms are allowed

on or around premises during program hours.

¢ Movies may be shown. All movies must be rated “G”;

¢ Personal belongings and toys from home are strongly discouraged unless
your child is Student of the Week or it is requested to bring a specific item
in for a special day or project. Staff is not responsible for lost, damaged
or stolen items and reserves the right to restrict or confiscate

inappropriate toys.

Preschool Program — Administrative Staff

Pam Slaga
Division Superintendent

Janet Zatto
Program Supervisor

Kim Bestwina
Curriculum Coordinator

630.784.6125
pams@csparks.org

630.784.6136
janet@csparks.org

630.784.6140
kimb@csparks.org




Supply Lists

Responsibility for one’s belongings and respect for the property of others is
taught daily. Parents will be given a minimal list (on orientation night or during
the first week of class) of supplies to bring to school. Please send your child
with a backpack that is large enough to fit at least 8.5 X 11 unfolded paper
every day of class. Please label all supplies with your child’s first and last
name.

Medical Forms

lllinois law requires all children entering preschool have their current
immunizations on file. This does not require a physical. Your doctor's nurse
can transfer the health information onto the medical form. These forms are
due prior to the start of school.

Safety Drills

Park District policy mandates that we conduct a monthly fire and tornado drill.
Fire drills helps us teach the children the importance of exiting the building
calmly, quietly and quickly. Tornado drills help us teach the importance of
protecting themselves by getting down low and staying quiet, all while
protecting their heads. These dates will be noted in the monthly newsletter

and a letter will go home after each drill has been conducted. |
.!

Special Events

Special events will be planned throughout the school year. Parents will have
advance notice of the various events. These events will take place outside of
preschool hours and are completely optional.

Carol Stream Park District
Pathway to Preschool Program

Welcome to the
Pathway to Preschool Program

N

This handbook is intended to encompass the Carol Stream Park District Pathway to
Preschool program. The information found in the handbook is a general overview of|
the program’s procedures. If your child has any special needs or concerns, please
contact the Park District office at 630.784.6140 as soon as possible so appropriate
arrangements can be made to accommodate your child.

Curriculum

The Carol Stream Park District Pathway to Preschool program curriculum reflects the
lllinois Learning Standards and helps children develop pre-kindergarten skills
including letter and name recognition, listening, health habits, cooperative play, fine
and gross motor skills and socialization skills. The classes are structured around
academic and holiday themes that will enhance learning and fun. The experiences
are both educational and recreational, which aid in social, physical, intellectual and
emotional growth.

It is recommended that children come to school in clothing that allows them the
freedom to explore and play. Older, more comfortable clothing and sturdy shoes or
gym shoes are recommended. Please mark all your child’s belongings. Send a
backpack daily with your child to carry crafts and notes home.

At any time, you may schedule an appointment with the classroom teacher to discuss
your child’s progress. Please keep your instructor informed of any major changes
that occur in your child’s world, so that they may help your child through any difficult
transitions.

Our Pathway to Preschool Program can help a child:
¢ Enhance socialization skills

Build self-esteem and confidence

Develop readiness skills

Learn in a nurturing environment

Explore new horizons

Gain a sense of independence

Have fun!
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Registration Procedures

Our goal is to accommodate as many families as possible. The Carol Stream
Park District reserves the right to adjust minimums/maximums and locations
based on the availability of space, staff, and enrollment in order to maintain
the safety, structure and integrity of the program as a whole.

All registrations are subject to acceptance based on program availability,
proper completion of registration material, payment status and history, and the
Carol Stream Park District's ability to meet any special needs of the
participant.

In order to register each participant must:

¢ Complete and sign proper registration and emergency forms

¢ Provide a copy of birth certificate and a current immunization form before
the first day of attendance

¢ Include full proper payment prior to the first day of attendance

¢ No participant is permitted to temporarily withdraw from the program
¢ Any participant withdrawing from the program:
¢ will not be guaranteed a spot should they wish to return

¢ must resubmit complete registration and emergency forms

w
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Parent-Instructor Communication

Communication between parents and instructors is very important. The
instructors try to maintain close communication with parents throughout the
school year with calendars and newsletters. At any time, you may schedule
an appointment to meet with your child’s instructor to discuss specific needs
of your child.

Conferences and Progress Reports

Progress reports are completed during May each year for children enrolled in
the Pathway to Preschool program. Parent-Instructor conferences are held at
that time to discuss your child’s progress.

Clothing and Personal Belongings

Please send your child to school in comfortable, washable, play clothes. We
have smocks for painting and the water table, but brushes slip and we do not
want your child to worry about ruining their favorite outfit. Backpacks and
coats should be labeled with your child’s first and last name. This will help
them as well as instructors identify their belongings. Please, do not send toys,
blankets, snacks, or other personal items in your child’s backpack. We can
not be responsible for lost or broken items.

Bathroom Procedures

Your child may use the bathroom at anytime during the school day. Please
encourage your child to tell the instructor if they need to use the bathroom.
The instructor will not accompany your child into the bathroom, they will
however, stand outside the door. Instructors do not wipe bottoms; this is a
skill that you may wish to work on at home. If your child needs assistance
with buttons, snaps, zippers and belts the instructor will be happy to assist
them. If your child does have an “accident” you will be called to come and
change them. Please do not send clothes for them to change themselves.
The preschool program requires that a child must be toilet trained to
participate. Diapers, pull-ups and rubber paints will not be allowed. Children
with regular “accidents” may be removed from the program.

.
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Classroom Size

¢ Our programs operate with an instructor to student ratio of 1:8 or less.
Our goal is to accommodate as many children as possible, but still
provide a quality experience. Program maximums are subject to change
and may be adjusted based on the availability of staff and space.

¢ The Park District reserves the right to set and/or readjust minimum and
maximum program attendance/ per site throughout the school year in
order to maintain the safety, structure, and integrity of the program as a
whole.

Book Club

You will receive a Firefly book order with each monthly newsletter. You are
under no obligation to order any books. If you wish to order, complete the
order form and send a check made payable to Firefly Book Club, before the
due date. Checks that are issued to your child’s instructor or the Park District
cannot be accepted. PLEASE DO NOT SEND CASH. If you would like these
books to be a surprise for your child, mark the envelope SURPRISE and we
will hand the books to you in a bag. Note the return by date on the forms, we
need to process all forms quickly so the children can receive their books in 2
weeks. They are always anxious!

Birthdays

A birthday is always a special occasion. Your child may celebrate his/her|
birthday on the day, if it allows, or one that is closest to the actual day.
Summer birthdays will be celebrated at the end of the school year. As stated
in the parent handbook, please only bring individually wrapped items, and
juice boxes. Please do not bring any items that contain peanuts or peanut
products, some children are very allergic. If your child has a food allergy,
please notify your child’s instructor, so special accommodations can be made.
'Your child’s instructor may give further instructions regarding specific snack
needs or restrictions.
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Payment Procedures

You may remit your payments in one of five ways:

1.) You may drop off your payment at:

Simkus Recreation Center
849 Lies Road

Carol Stream, IL 60188
Attn: Preschool Program

Aldrin Community Center
391 Illini Drive

Carol Stream, IL 60188
Attn: Preschool Program

2.) You may mail your payments to the above locations.

3.) You may use the 24 hour drop boxes at the above locations.

4.) You may fax a completed payment slip with a Credit Card # to the
Attention of Preschool at 630.289.1972.

5.) You may sign up for Auto Pay to have convenient, automatic payments
directly debited from your credit card, checking or savings account.

Notes

All registrations must be accompanied by payment per registration form
Make checks payable to the Carol Stream Park District

No payments will be accepted at preschool site

Payment slips must accompany all scheduled payments

No partial payment accepted; full payment is required to participate

Late Payments

¢ If payment is not received by the due date (regardless of holiday or
weekend), a late fee per family will be applied

¢ Late payments are not considered paid in full unless late fee is paid

¢ Consistent late payments, and non-payment may result in suspension
from one and/or all CSPD Programs

* & 6 o o0

Preschool Payments

¢ Atregistration last month and current month fees are due; if the program
has not started there is no current month

¢ Amounts already include discounts for school holidays, breaks,
emergency closings and other non-attendance days

¢ All remaining payments are due on the 1st of every month
A late fee must be paid after the 1st of every month

¢ As of the 15th, all accounts past due will be assumed to be the
participant’s last month and the advanced payment made at registration
will be applied and the child is not eligible to participate

*
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Payment Schedule 2008-2009

MONTH PAYMENT DUE DATE

September
October
November
December
January
February
March Monday, March 1, 2010
April Thursday, April 1, 2010
May * PAID AT REGISTRATION

Tuesday, September, 1 2009
Thursday, October 1, 2009
Sunday, November 1, 2009
Tuesday, December 1, 2009
Friday, January 1, 2010
Monday, February 1, 2010
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Special Needs

i

|If your child has any special medical, physical, psychological and/or emotional
needs please list them in detail on your registration material. Lack of]
information may adversely affect the Park District’s ability to accommodate the
needs of your child and may necessitate that participant's removal from the
program. The CSPD is not responsible for any injuries, complications,
damages, or losses due to withheld information. All participants must be toilet-
trained and are responsible for all of their own toileting needs.

|l|

Childcare Expense Statements

Receipts can be issued upon request as well as a Statement of Account which
includes all registrations and payments to CSPD for a given period of time. A
Tax ID Letter is available. The Carol Stream Park District is not responsible or,
liable for determining childcare expenses.

Insurance
As with all Carol Stream Park District Programs, the Preschool Program does

not provide insurance coverage for participants. Parents should check their
individual insurance policy for coverage.
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Behavior Guidelines

Discipline is carried out in a way to help your child develop self control and
assume responsibility for their behavior. It is kind and gentle, yet firm. The
behavior guidelines are based on five overall rules:

—
~

Children may not hurt or disturb others, verbally or physically.
Children must respect others and all property.

All children must be safe. They may not place themselves or others in
dangerous situations.

Children are responsible for their actions and belongings.

All children need to listen to and respect the staff.

L
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Parents are also asked to follow these guidelines.

Discipline Procedures

|
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Our goal is to guide the children in skills designed to help them become
competent, contributing, problem solving members of their world. In order to
provide a safe and fun environment for your child, the staff will on a daily basis
utilize a few basic "child management techniques". The staff will use the
following methods:

¢ redirection with uncooperative children to engage them in another activity
or redirect the entire activity in a more wholesome direction.

¢ encourage the children to work out their own solutions to disputes.
¢ help the children to understand each other's actions.

If redirection does not solve the conflict, the children are given a verbal
warning, followed by a time-out. If the problems continue to occur, parents
will be notified to help remedy the situation. A child may be suspended from
the program for physically harming another person, damaging property or
failure to follow safety rules. The Carol Stream Park District reserves the right
to immediately remove any child from the program who acts in a manner
deemed as unacceptable or inappropriate.




Dispensing Medication Procedures

Strict policies have been put in place regarding the dispensing of medication
to participants. These steps must be taken if a participant is required to
receive medication while in the program. This includes restrictions for cough
drops, vitamins, pain relievers, and over the counter or prescription drugs.

Parents/Guardians are required to complete a “Permission to Dispense

Medication Form” for any and all medication to be administered to
participants by CSPD staff or the participant themselves.

1. Prescription Drugs / Inhalers Controlled by Instructors

¢ Parent/Guardian must sign and complete a Permission to Dispense
Medication form.

¢ Parent/Guardian will provide the CSPD staff with the child’s medication in
the original container with prescription label that includes patients name,
physicians name, pharmacy name, name of medication and complete
dosage information. The proper dosage for the day should be sent in the
original container each day. If the original container is not available,
parent should try to obtain a one.

¢ Medication will be stored in a secure area and at a temperature
consistent with the package instructions. If the program is held outside,
staff will carry the medication with their emergency Kkit.

2. Inhaler—Controlled by child for self-administration

¢ Parents must also sign and complete the Permission To Dispense
Medication Form.

¢ Medication must be in the original container with prescription label that
includes patients name, physicians name, pharmacy name, name of
medication and complete dosage information.

¢ Parent/Guardian must have the “Self-Administration of Asthma
Medication” portion of the Permission to Dispense Medication form
completed and signed by a Physician, Physician Assistant, or Advanced
Practice R.N.

\

School Closing — Program Cancellation Procedures

*

In case of inclement weather, the park district preschool program will
follow CCSD 93. If CCSD 93 cancels classes, the park district preschool
program will also be closed. Snow days will not be made-up or refunded.
If the Elk Trail Recreation Center closes for any reason including weather|
or an emergency due to unforeseen circumstances, the preschool
program will be closed and no refunds will be issued for these days.

*

Late Pick-Up Fee (per child)

A $5.00 late fee for the first ten minutes (or any portion thereof) and $1.00, per|
minute after the first ten minutes will be charged if you are late picking up your
child. This late fee must be paid the same day or sent with your child the
following day. If late pick-up becomes habitual, you will run the risk of your
child being discharged from the program.

Drop-Off/Pick-Up Procedures

The Carol Stream Park District preschool program utilizes a drop-off / pick-up
system. The procedures below have been assessed by the Carol Stream
Police Department as well as our Safety Coordinator to ensure the safest,
most efficient way to manage the traffic flow in and out of the Elk Trail
Recreation Center.

Each family will receive 2 colored pick up cards. Please display the card in
the passenger side window to help expedite our pick up. The second card
can be given to another person who may be picking up your child on a regular
basis. In the event someone needs to pick up your child and does not have a
pick up card, you must give permission for us to release your child by either
calling the preschool office or sending a note with your child explaining who
will be picking up your child. We will need to verify the pick up person by their
driver’s license or another form of picture ID.

*

Please enter the parking lot via the west side of the building on the south
side of the street — there is no left turn into the parking lot between 8:00
am and 4:00 pm

*

There are two drop-off / pick-up spots available within the drop-off / pick-
up zone — children may only exit and enter their vehicles in this designated
zone - the children should have their seatbelts on at all times outside off
the designated zone

| .
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Drop-Off/Pick-Up Procedures (continued)

& Parents should not exit their vehicles — one of your instructors or a Carol
Stream Park District staff member will unbuckle your child from his/her
safety seat and escort your child into the building and after class will
escort your child to their car and buckle him/her back into the safety seat

¢ If possible, please position your child’s safety seat on the passenger side
of your vehicle — this will help to avoid children walking in the parking lot
and will help expedite the process

¢ The drop-off / pick-up time should not be viewed as a time to address
any concerns with your child’s instructor — if you need to speak with an
instructor please call the preschool office at 630.784.6140 to leave a
message or to set up an appointment with the instructor

¢ If you insist on getting out of your vehicle, you will need to park your
vehicle on the street on the west side of the building on the south side of
the street within the designated parking area and escort your child into
the building or out of the building

& If you drop-off or pick-up your child outside of your designated time, you
will need to park your vehicle on the street on the west side of the
building on the south side of the street within the designated parking area
and escort your child into the building or come into the building to escort
your child out of the building — late fees will be assessed for late drop-offs
and pick-ups

*The Drop-off / Pick-up procedures will be reassessed throughout the year and are
subject to change™

Emergency Contact & Release Form —Authorization

¢ Only authorized individuals listed on each participants Emergency
Contact and Release Form will be permitted to pick up a child. Parents/
Guardians are responsible for providing site instructors with any changes
to individuals who are authorized to pick up their child.

¢ Authorization for release is accepted ONLY from parent/guardian(s) with
primary custody, mother, father, both or guardian.

¢ Parents/Guardians are also responsible for informing instructors of any
changes to primary custody, restraining orders, or any other situations or
changes which may affect the participant.

Absentee Reporting Procedures

For the safety of the children enrolled in our preschool program, we require a
telephone call any day your child will not be attending the program. A call is
not necessary on a scheduled day off of school. Please see the school year|
schedule for a list of days off. If your child will not be attending please call
630.784.6140.

Health & Medical Emergency Procedures

Notification of Medical Attention

The Carol Stream Park District continually strives to create a safe as well as
fun environment for your child to be in. However, at times the occasional
accident may occur. Below is our procedure regarding notifying parents/
guardians of any such incidents:

Minor Injury/ lliness:
+ We will only administer simple basic first aide and a band aide and/or
ice pack as necessary according to staff training.
+ You will be notified when you arrive to pick-up your child.
Injury/ lliness Requiring More Attention: /n addition to the steps above...
+ We will attempt to contact you or your emergency contacts in the event
you are unreachable.
+ An accident report may be completed.
More Serious Injury/ lliness: In addition to the steps above...
+Program Supervisors will also be immediately contacted.
+Your child may need to be picked up as immediately as possible.
+Emergency transportation may be arranged as deemed necessary.

In addition, we will attempt to contact you immediately at any time upon
your child’s request.

Healthy Kids Policy

+ If a child is running a fever (99.9 or above) or appears sick, we request
that they be picked up as immediately as possible. The CSPD policy is
that a child be fever-free for 24 hours before returning to the program.

+ We also ask that you be considerate of other children and staff and keep
your child home if they show signs of illness.

¢+ Paramedics (9-1-1) will be called to handle serious injuries. If your child
needs emergency medical care, we will accompany them and a parent/
guardian must meet us at the medical facility as immediately as possible.

+ If your child contracts a contagious condition that restricts them from
returning, you must inform the preschool office at 630.784.6140. The
staff will then distribute Health Alert Notices to affected participants.

+ A child must receive appropriate treatment, depending on the condition,
before returning to the program and may require a medical release from a
physician before returning.
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