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This handbook contains information about the programs, policies, and procedures of 
Winnetka Community Nursery School (WCNS). WCNS welcomes all applicants and does not 
discriminate on the basis of family structure, socioeconomic, racial, religious cultural 
backgrounds; gender, abilities or preferred language of individuals in all aspects of the 
program, including volunteer opportunities. 

WCNS is a nut free, peanut free environment.   

Our Federal Tax ID Number:  36-2167958 
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Welcome to WCNS 
Greetings from Kathryn Martin & Holly Bressler  

Winnetka Community Nursery School Co-Directors 

Dear Families, 

Welcome to the 2018 - 2019 school year! We have enthusiastically prepared for your arrival. 
You will find WCNS to be a very special place for children, as well as families. We look 
forward to a nurturing and productive association as we all celebrate the uniqueness of each 
child.  

The Winnetka Community Nursery School is dedicated to providing an environment where 
children can grow at their own level of development and an education sensitive to the needs 
of each child. We support children’s independence and help set gentle limits for self-
discipline and problem solving. Ongoing, two-way communication between home and school 
is an essential part of making preschool a rewarding experience. The healthy relationship 
between families and Winnetka Community Nursery School is so important. 

We have prepared this handbook as an initial step toward that necessary communication. 
Please read it carefully. In it you will find not only the “hows” and “whys” of your child’s day, 
but also important information about policies and procedures. Your comments, concerns 
and questions are welcome. We strive to keep communication open and direct. We ask that 
you do the same in sharing information that can help us serve the needs of both you and 
your child.  

Thank you for choosing WCNS!  We are looking forward to a successful year and consider it a 
privilege to be a part of your child’s life. 

Kathryn Martin & Holly Bressler 
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All About WCNS 
Mission & Philosophy 
We believe it is important to meet the needs of the whole child by providing a safe, 
consistent, nurturing environment encouraging the social, emotional, physical, and 
intellectual growth of children, while also responding to the needs of families. The unique 
personality, needs, abilities, and learning style of each child are accepted and appreciated, as 
the staff and parents work together in the best interests of the children. We emphasize 
socialization, building each child’s self esteem through play, the natural learning experience 
for children. The WCNS staff works in partnership with families to increase the child’s 
respect for her/himself and the rights of others. 

Winnetka Community Nursery School bases its philosophy on the National Association for 
the Education of Young Children’s definition of a high quality early childhood program. Our 
teaching philosophy integrates the theories of Dewey, Piaget, Erikson, Montessori, and 
Vygotsky. Regardless of your child’s stage of development, our goal is to promote three key 
developmental issues through interactions and curriculum: security, exploration and 
discovery, and identity. 

Philosophically, Winnetka Community Nursery School strives to: 

• Foster positive self-identity and sense of emotional well-being 

• Develop social skills and knowledge 

• Encourage children to think, reason, question and experiment 

• Encourage language and literacy development 

• Enhance physical development and skills 

• Encourage and demonstrate sound health, safety and nutritional practices 

• Encourage creative expression, representation and appreciation for the arts 

• Respect cultural diversity 

•  Include families as partners in the education of their children 

By providing a rich and creative curriculum, highly qualified staff, opportunities for parental 
involvement and partnership, and a sense of school community, Winnetka Community 
Nursery School strives to be a model of excellence in early childhood education. 

WCNS Parent Handbook 2018-2019 !8



History  
Winnetka Community Nursery School is located on the northwest corner of the Winnetka 
Community House in Winnetka. WCNS was founded during the Second World War to care 
for children whose mothers wished to take some part in the war effort. Until 1961, it was an 
all-day nursery, providing both a morning-only program for children in the community, and 
a morning, lunch, and afternoon program for those children whose mothers worked outside 
the home.   

In 1961, the full-day program was discontinued due to limited demand. The morning 
program consisted of four groups including a group for children with special needs. The 
special needs class was discontinued when special education was adopted formally by the 
Winnetka Public Schools in 1968. In 1975, the full-day program was reopened to meet the 
needs of the community. The program was further redefined in the 1990’s when the full-day 
program was divided into a morning and an extended-day program.  

Today, parents can now choose to send their children two to five days in the morning nursery 
school program, depending on the child’s age. For those seeking a longer day, we offer an 
extended JK program as well as Enrichment opportunities for 3’s and JK students several 
days a week. 

Winnetka Community Nursery School is accredited by the National Association for the 
Education of Young Children (NAEYC) and licensed by the Illinois Department of Children 
and Family Services (DCFS). WCNS is also certified as a Gold Circle of Quality through 
ExceleRate Illinois.  

Winnetka Community Nursery School works with community groups such as The Alliance 
for Early Childhood, The North Suburban Special Education District, Erikson Institute, 
National Louis University, and Winnetka Public School District 36. 

Educational Philosophy 
Research has shown that most of the child’s potential for learning is established by age six. 
During these early years, children need a stimulating environment which will enable them to 
build their knowledge through many and varied opportunities to see, hear, smell, taste, and 
feel. This includes opportunities to be “little scientists,” to explore and experiment, to 
question and guess, to fail and try again.  

Through research, we know that young children learn primarily through play. In play, 
children feel the freedom to try out new ideas, practice skills and imitate adult roles. As our 
teachers plan activities and direct opportunities for children to work together, children learn 
to get along with others and to feel good about themselves. These experiences affect their 
growth and set the foundation for all other learning for the rest of their lives. 
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We believe that “readiness” for formal school is based on play. Children play with important 
math concepts as they sort and classify, build with blocks and work on patterning with 
manipulatives or puzzles.  They learn by doing… counting trucks and cars and discovering 
what happens when 10 cars are divided evenly among five children. Counting to 20 and 
recognizing numbers are also important skills, but an understanding of the concept comes 
through play.  

One important way children play with the concepts of reading and writing is by pretending 
to read and write letters or make books. Many of the marks they make do not yet resemble 
letters, just as collections of letters do not spell words. By dictating their own stories or 
messages to an adult, who will write them down and read them back, children learn that 
their words are important and can be permanently recorded.  

We believe in fostering a love for literature and reading in children through a variety of 
language arts, including reading storybooks, providing numerous fiction and non-fiction 
books in the classroom, illustrating and acting out stories. Each classroom encourages 
writing at the writing center, which may include “props” such as phones and pads of paper to 
take down “messages.” Reciting the alphabet and writing letters correctly are skills adults 
recognize, but these are only part of the larger reading and writing process.   

During these critical years, a child who learns to play successfully develops self-confidence 
and an ability to cooperate with others. When a child learns to communicate thoughts and 
feelings in positive ways, and to accept responsibility for her/his actions, that child has 
learned a lifetime skill. When a child learns to make choices and initiate productive 
activities, she/he has learned to take independent action that will produce life long rewards. 
Our objective is to provide opportunities for these foundations to be created and 
strengthened. 

WCNS Parent Handbook 2018-2019 !10



Our Staff 
Our teachers are chosen on the basis of their academic background, experience, and their 
personal commitment to working with young children and their families. Each classroom is 
staffed with professionals who have degrees in Early Childhood Education or a related field. 
Throughout the year, all teachers attend professional development training and may 
participate in coursework to keep them informed of new information in the field. The staff is 
a cohesive and caring group of educators who reflect the values of Winnetka Community 
Nursery School. We consider the experience, talent, and dedication of our staff to be our 
greatest asset. 
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Admission & Enrollment 
Applications for the upcoming year will be available in late fall. If the School receives more 
applications than there are available spaces for a particular class, after factoring in 
enrollment priorities, all remaining applications for that class will be included in a lottery 
selection. We hope to accommodate all families who wish to enroll their children in our 
programs.  

In the event a class has more applications than spaces, placement is prioritized as follows: 

1. Children whose parents are WCNS Board (including Honorary Board) or 
staff members. 

2. Children currently enrolled in WCNS or a sibling of children enrolled in 
WCNS prior to the 2018 – 2019 school year (Returning Families). 

3. All other children applying for registration before the deadline (New 
Families). 

4. Children applying for registration after the deadline. 

In the event a class becomes full using the above placement system, a wait list is established. 
WCNS reserves the right to cancel or change programs, classes and enrollment procedures at 
any given time. Questions regarding registration should be directed to the Co-Directors at 
the school at (847) 446-4432. 

Tuition 
If a child is absent for more than 2 weeks without a doctor’s note or pre-approval by the Co-
Directors or Board President, forfeiture of enrollment may be necessary. Notice of 
withdrawal must be confirmed in writing with the Co-Directors. All inquiries regarding 
tuition should be directed to the Co-Directors.  All tuition payments are non-refundable and 
non-transferable. 

Financial Aid 
Financial Aid is available for the Nursery School and Summer Camp. For information 
regarding Financial Aid, please contact the Co-Directors.   

Hours of Operation 
Winnetka Community Nursery School is open Monday through Friday from 8:30 a.m. to 
2:30 p.m. Our morning sessions are from 8:45 am to 11:15 am, and our Extended JK and 
Enrichment offerings last until 1:15 pm on Monday-Thursday. 
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Children’s Files 
All forms required by law must be on file in the school office prior to the first day of school. 
This includes: 

• Child and Family History 

• Medical Form with TB, Lead and Parent Section completed 

• Information and Release Form 

• Copy of your child’s birth certificate 

• Signed Discipline and Guidance Form 

• Allergy and Medication Permission Form (if necessary) 

• DCFS Summary of Standards 

Children whose files are incomplete may not attend preschool.  Please be sure to schedule an 
appointment with your child’s physician in a timely manner if a physical form is required. 
Information in your child’s file will not be made available to any other school, agency, or 
individual without your permission within the exceptions of DCFS. 

Release of Personal Information 
All information in a child’s file is strictly confidential and will be seen only by his/her 
classroom teachers and the Co-Directors. In order to release this information as well as 
information regarding a child’s social/emotional development and adjustment to the school, 
the parents/guardians must sign a Permission to Release Information Form, which may be 
obtained from the office. 
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The Philosophy of Reggio Emilia:   
Basic Principles of the Reggio Approach 
2013 Basic Principles of the Reggio Emilia Approach (PDF file).  Retrieved from http://www.stcuthberts.school.nz/wp-content/uploads/2013/07/Reggio-Emilia-
Approach1.pdf 

Believing that “the potential of children is stunted when the endpoint of their learning is 
formulated in advance” (Carlina Rinaldi), teachers develop an “emergent curriculum” in 
collaboration with the learners. 

The Hundred Languages of Children 

Reggio educators believe that children have the capacity for representing ideas in a wide 
variety of symbolic and graphic modes. Children need to develop the tools to investigate and 
make sense of an object about which they are curious. Reggio teachers greatly emphasize 
various visual and expressive arts as symbolic tools or languages of the children that should 
be cultivated. The approach emphasizes the importance of children’ s symbolic language. 
The hundred “languages” are the many modes of expression, such as speech, writing, 
movement, drawing, painting, sculpture, shadow play, collage and music, through which 
children communicate and learn about their world. Various media, when combined to tell a 
story, form the 100 languages. Teachers learn to listen to the “100 Languages” that children 
use to express themselves as individual learners and as “teachers” in their own right. 

The Image of the Child 

The educators in Reggio Emilia first and foremost always speak about the image they have of 
the child. Adults see children as competent, full of potential and active in constructing his or 
her own knowledge through interactions with others. Adults try to understand as fully as 
possible the child’s viewpoint and abilities. All children have preparedness, potential and 
curiosity, and interest in engaging in social interaction, establishing relationships, 
constructing their learning, and negotiating with everything the environment brings to them. 
Teachers are deeply aware of the children’s potential and construct all their learning and the 
environment of the children’s experience to respond appropriately. As children participate in 
their activities, it is important for them to make and correct their own errors. This approach 
provides the necessary opportunity to become practiced at creative problem solving. 
Teachers must have enough respect for children in order to permit these processes to occur. 
Reggio teachers neither provide solutions nor leave children to their own resources. The 
child-centred curriculum of Reggio Emilia schools is based on this image of children as full 
of life, power and confidence, rather than full of need.                  
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The Role of the Environment 

Through conscious use of space, color, natural light, displays of children’s work, and 
attention to nature and detail, the environment serves as another teacher. The environment 
serves as an invitation to enter and participate. The schools are, of course, the most visible 
aspect of the work done by teachers and parents in Reggio Emilia. They convey many 
messages, of which the most immediate is that this is a place where adults have thought 
about the quality and the instructive power of space. The appearance of each school is like 
that of an excellent, experiential museum for children. Commitment and creativity of 
teachers and parents are reflected in the attention to detail and design. Intrigue and curiosity 
result from careful placement of materials and products of children from previous years. 
Adults and children personalize each school with their message boxes, art, documentation 
panels and investigations. Many panels convey a sense of history and identity of each school. 
Colour, light, mirrors, shadows, recyclable materials and natural artifacts including plants 
are used to enhance the environment and provide discovery opportunities. The layout of 
physical space, in addition to welcoming whoever enters the schools, fosters encounters, 
communication and relationships. As suggested by Reggio teachers and other researchers, 
“children learn more effectively” when they are able to use a wide variety of materials in a 
wide range of activities and in cooperation with adults who help them ask good questions. In 
addition, it is desirable to provide environmental support that is a real collaboration among 
school, families and the community. 

The Role of the Teacher 

Teachers facilitate children’s ability to represent what they know and imagine. Teachers 
mediate between children’s current understanding and what they are on the threshold of 
understanding by: reviewing and helping children tell the story of their own learning; 
arranging new experiences, challenges and problems; connecting children with resources; 
facilitating group discussions and social interactions; reflecting children’s ideas; and 
facilitating the development of new skills. To know how to plan or proceed with the 
children’s learning, teachers observe and listen to them closely. Teachers use the 
understanding they gain in this way to act as a resource for them. They ask questions and 
discover the children’s ideas, hypotheses and theories. Then the adults discuss together what 
they have recorded through their own notes, or audio or visual recordings, and make flexible 
plans and preparations. Then they are ready to enter again into dialogues with the children 
and offer them occasions for discovering and also revisiting experiences since they consider 
themselves to be partners in this process of learning which might proceed with pauses and 
setbacks, but which is an experience constructed and enjoyed together with the children. The 
role of teachers, therefore, is considered to be one of continual research and learning 
process, taking place with the children and embedded in team cooperation. Doing research, 
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reflecting, and listening to children together with other colleagues, contributes to a situation 
of continuous individual and group professional growth. 

The Importance of Time 

Investigations and themes follow the children’s interest and development of concepts. 
Investigations and activities are not “one-shot deals”; rather they build upon one another 
over time, as experiences, activities and forms of expression. Children know that their “work” 
will remain intact and in place until they have completed their task. Children have the time 
and guidance to use the same materials repeatedly until they are pleased with the results. 
Time is not set by the clock, and continuity is not interrupted by the calendar. Children’s own 
sense of time and their personal rhythm are considered in planning and carrying out 
activities and investigations. Teachers get to know the personal time of the children and each 
child’s particular characteristics. 

The Value of Relationships and Interaction of Children in Small Groups 

In preparing the space, teachers offer the possibility for children to be with the teachers and 
many of the other children, or with just a few of them, or even alone when they need a little 
niche to stay by themselves. However, teachers are always aware that children learn a great 
deal in exchanges with their peers, especially when they can interact in small groups. Such 
small groups of two, three, four or five children provide possibilities for paying attention, 
hearing and listening to each other, developing curiosity and interest, asking questions, and 
responding to them. It provides opportunities for negotiation and dynamic communication. 
This type of small group also favors the emergence of cognitive conflicts that can initiate a 
process in which children construct together new learning and development. 

Observation and Documentation 

As the teacher’s role becomes more of an observer and documenter, she becomes a facilitator 
and co-learner. The way the Reggio teachers facilitate the learning is by asking questions that 
lead children to other thoughts and further actions. The teacher also provides books and 
other resources on investigation topics that children examine in order to make relevant 
decisions. The teachers explain that they learn how to work with children by continuously 
observing. The teachers do not rely solely on their memory but document interactions and 
learning by audio or visual taking, writing notes and taking slides or photographs of the 
children. Transcripts of children’s remarks and discussions, photographs of their activity, 
and representations of their thinking and learning using many media are carefully arranged 
by teachers, to document the children’s learning (and the process of learning) done in 
schools.  
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This documentation has several functions: 

• Documentation contributes to the extensiveness and depth of the learning gained by the 
children from their investigations and other learning. 

• Documentation makes it possible for parents to become acutely aware of their children’s 
experiences at school. Parents are aware of their children’s experience and maintain their 
involvement. 

• Documentation is an important kind of teacher research allowing teachers to understand 
children better and to evaluate the teacher’s own work, thus promoting their professional 
growth. 

• Documentation makes children aware that their efforts are valued. 

• Documentation creates an archive that traces the history of the school and the pleasure of 
learning by many children and their teachers. 

• Documentation provides information about children’s learning and progress that cannot 
be demonstrated by tests and checklists. 

The Curriculum 

The curriculum is not established in advance. Teachers express general goals and make 
hypotheses about what direction activities and investigations might take; consequently, they 
make appropriate preparations. Then, after observing children in action, they compare, 
discuss and interpret together their observations and make choices that they share with the 
children about what to offer and how to sustain the children in their exploration and 
learning. In fact, the curriculum develops in the process of each activity or investigation and 
is flexibly adjusted accordingly through this continuous dialogue among teachers and 
children. Children pursue extensive investigations of their world, guided by teachers who 
share their sense of adventure and “amazement”. 

Investigations 

Investigations provide the backbone of the children’s and teacher’s learning experiences. 
They are based on the strong convictions that learning by doing is of great importance and 
that to discuss in groups and to revisit ideas and experiences is the primary way of gaining 
better understanding and learning. 

Ideas from investigations originate in the continuum of the experience of children and 
teachers as they construct knowledge together. Investigations can last from a few days to 
several months. They may start either from a chance event, an idea or problem posed by one 
or more children, or an experience initiated directly by the teachers. 
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Investigations can be based on any relevant topic such as shadows, reflections, dinosaurs or 
rain in the city. 

Their distinguishing aspects included the following: 

• The teacher’s role is that of both facilitator and partner in learning; 

• Topic selection is based on student interests and experiences; 

• Collaboration occurs among students, teachers and parents; 

• Investigation content emerges from students’ spiralling understanding; 

• Multiple experiences occur with the same and different media in order to represent 
cognition; 

• Repetition of activities takes place for different purposes; 

• Extended time may be devoted to an investigation; 

• Investigations are usually small-group rather than whole-class; 

• An investigation should include a broad range of concepts, such as maths, science, art, 
writing, social studies and music. 

  

WCNS Parent Handbook 2018-2019 !18



Curriculum Goals 
 Curriculum Goals for 2-5 Year Old Children Attending WCNS  

Personal & Social Domains 
Self Concept 

• Demonstrates self-confidence 

• Shows some self direction 

 Self Control 

• Follows simple classroom rules and routines with guidance 

• Begins to use classroom materials carefully 

• Manages transitions 

 Approaches to learning 

• Shows eagerness and curiosity as a learner 

• Seeks help when encountering a problem 

• Approaches play with purpose and inventiveness 

 Interaction with others 

• Interacts with one or more children 

• Interacts with familiar adults 

• Participates in the group life of the class 

• Shows empathy and caring of others 

 Social problem-solving 

• Seeks adult help when needed to resolve conflicts 

Language and Literacy 
Listening 

• Gains meaning by listening 

• Follows two-step directions                                                                                                           
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• Shows beginning phonological awareness 

 Speaking 

• Speaks clearly enough to be understood by most listeners (4+ yr olds: without contextual 
clues) 

• Uses expanded vocabulary and language for a variety of purposes 

 Reading 

• Shows appreciation for books (4+ yr. olds: and reading) 

• Shows interest in letters and words (4+ yr. olds: shows beginning understanding of 
concepts about print) 

• Comprehends and responds to stories read aloud (4+ yr. olds: begins to develop 
knowledge about letters) 

 Writing 

• Represents ideas and stories through pictures, dictation, and play 

• Uses scribbles and unconventional shapes to write (4+ yr. olds: uses letter- like shapes, 
symbols, and letters to convey meaning, also understands purposes for writing) 

Mathematical Thinking 
Mathematical processes 

• Shows interest in solving mathematical problems (4+ yr. olds: begins to use simple 
strategies to solve mathematical problems) 

 Number and operations 

• Shows curiosity and interest in counting and numbers (4+ yr. olds: shows beginning 
understanding of number and quantity) 

 Patterns, relationships, and functions 

• Sorts objects into subgroups that vary by one attribute (4+ yr. olds: recognizes simple 
patterns and duplicates them) 

 Geometry and spatial relations 

• Identifies several shapes 

• Shows understanding of several positional words 
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Measurement 

• Shows understanding of some comparative words 

• Participates in measuring activities (4+ yr. olds: orders, compares, and describes objects 
according to a single attribute) 

Scientific Thinking 
Inquiry 

• Uses senses to observe and explore classroom materials and natural phenomena 

• Begins to use simple tools and equipment for investigation 

• Makes comparisons among objects 

Social Studies 
People, past and present 

• Begins to recognize own physical characteristics and those of others 

 Human Interdependence 

• Begins to understand family structures and roles (4+ yr. olds: begins to understand 
family needs, roles, and relationships) 

• Describes some jobs that people do (4+ yr. olds: and what is required to perform them) 

• 4+ yr. olds: begin to be aware of technology and how it affects life 

 Citizenship and government 

• Shows awareness of group rules (4+ yr. olds: shows awareness of what it means to be a 
leader) 

 People and where they live 

• Shows beginning awareness of their environment (4+ yr. olds: describes the location of 
things in the environment) 

The Arts 
Expression and representation 

• Participates in group music experiences 

• Participates in creative movement, dance, and drama 
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• Uses a variety of art materials for tactile experience and exploration 

• Understanding and appreciation 

• Responds to artistic creations or events 

Physical Development 
Gross Motor 

• Moves with some balance and control 

• Coordinates movements to perform simple tasks 

Fine Motor Development 

• Uses strength and control to perform simple tasks 

• Uses eye-hand coordination to perform simple tasks 

• Explores the use of various drawing and art tools (4+ yr. olds: shows beginning control 
of writing, drawing, art tools, and cutting with scissors) 

Personal Health and Safety 

• Begins to perform self-care tasks independently 

• Follows basic health and safety rules with reminders     
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Multicultural Policy 
WCNS is committed to multicultural education.  We strive create a program that reflects the 
lives of our children, families, staff and community.  By recognizing the impact culture has 
on our families, we make every effort to provide a culturally responsive environment by 
affirming human differences and the right for people to make choices about their own 
lifestyle.  WCNS staff recognizes, appreciates, and respects the unique qualities of each child.  
We make the commitment to multicultural education by: (Adapted from the Anti-Bias and 
Culturally Relevant Training, Mary Pat Martin & Anne Stewart, September, 2008) 

• Recognizing the beauty, value, and contribution of each child 

• Fostering high self-esteem and positive self-concept in all children 

• Providing children with a positive experience by exploring similarities and differences 

• Introducing children to different cultures through music, food, and classroom materials 

• Increasing children’s ability to talk and play with people who are different from 
themselves 

• Helping children to be a group member 

• Helping children to work cooperatively in a diverse community 

• Helping children to recognize unfair behavior and giving them the knowledge to do 
something about it 

• Treat children of all races, religions, family background, and cultures with equal respect 
and consideration 

• Providing children of both sexes with equal opportunity to take part in all activities 

• Providing a multicultural display in all classrooms which reflects the lives of the children 
enrolled and families help maintain 

• Ensuring that materials used by the children and pictures hung in the classroom 
represent different types of cultures. 

Teachers and families will always work together to help children participate in our program 
when professional values and practices differ from family values and practices. 
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Classroom Activities 
Each class posts a daily schedule inside their classroom entrance, serving as a method of 
communication between school and home. We use the Illinois Early Learning Standards for 
Early Childhood as a guide and benchmarks for the classroom curriculum. 

All classes may include: 

•  block play 

•  children’s literature 

•  a group gathering time 

•  creative movement 

•  dramatic play 

•  outdoor play 

•  science 

•  music and singing 

•  sensory activities 

•  socialization skills 

•  parent involvement 

•  cooking 

•  snack 

•  experiential art 

•  fine motor activities 

•  free play 

•  imaginative play 

•  gross motor activities 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Assessment of Learning 
At the year’s beginning, parents are asked to complete a family assessment, as well as attend 
the Family Connections Conference as a way to make connections in understanding each 
child as an individual.   

In addition to written evaluations, co-teaching teams provide parents with a collection of 
children’s work that represents a child’s growth through the school year. Following the 
Illinois Early Learning Standards as guidelines and the developmental guidelines of the 
Work Sampling System®, this portfolio includes photographs and samples that serve as 
assessments of cognitive, physical, and social and emotional developmental areas, as well as 
a means for improved communication between family and school.   

Through documenting and evaluating individual performance of classroom-based tasks, 
Work Sampling strengthens student motivation, assists teachers in instructional decision-
making, and serves as an effective means for reporting children's progress to families, 
educators, and the community. 

Child assessments are imbedded into the curriculum of the classroom and are aligned with 
the WCNS program goals and philosophy. The purpose of assessing young children is to 
inform teachers of children’s progress throughout the school year, as well as to inform 
teachers on their teaching practices.  This in turn develops teaching and learning.   

All information collected for the purpose of assessment is strictly confidential and will be 
seen only by his/her classroom teachers, Co-Directors, parents/guardians, and outside 
regulators (i.e. DCFS).  In order to release this information as well as information regarding 
a child’s social/emotional development and adjustment to school, the parents/guardians 
must sign a Permission to Release Information form which may be obtained from the WCNS 
office.   
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Child Screening 
Children are screened with the Ages and Stages Questionnaire, 3 Edition (ASQ-3) which is 
sent home within 60 days of the beginning of school.  The teachers then score the result and 
shares them with the parents during the fall conference. If needed, teachers will provide 
parents with referrals to resources in the community to support their child’s developmental 
needs. The ASQ-3 is both reliable and valid tool, recognized by the field of early childhood.  
“The ASQ-3 materials are meant to be used to facilitate screening and monitoring and to 
assist in the early identification of children who may need further assessment“ (ASQ-3 User’s 
Guide, xxi).   
Hearing and Vision screening is required by DCFS and provided at WCNS within 60 days of 
entry into the program each year for all preschool age children 3 years of age or older.  It is 
provided by screening technicians that are certified by the Illinois Department of Public 
Health.  Parents/Guardians will be notified of the results.  

In lieu of the screening services required for vision screening by DCFS and provided at 
WCNS, a completed and signed report form indicating an eye examination by an M.D. 
specializing in diseases of the eye or a licensed optometrist has been administered within the 
previous 12 months is acceptable.    

In lieu of the screening services required for hearing screening by DCFS and provided at 
WCNS, a completed and signed report form indicating that the child has had an ear 
examination by a physician and an audiological evaluation completed by an audiologist 
within the previous 12 months is acceptable.   
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Children with Special Needs 
It is not unusual for preschool age children to receive supportive services outside the school 
or during class time (i.e. speech and language therapy, physical therapy, play therapy, etc.)  
WCNS does not discriminate on the basis of race, religion, sex national origin or disability. 
WCNS is committed to providing programs and services that meet the needs of all children. 
We accept children with special needs in accordance with our established school registration 
policies. However, if a child’s individual needs require accommodations that cannot be 
provided through existing WCNS resources, parents/guardians will be asked to contribute to 
the cost of such accommodations. While WCNS makes every effort to accommodate all 
children who register, if a requested accommodation would result in an undue burden on 
WCNS resources or fundamentally alter the nature of the WCNS program, admission or 
continued enrollment may be denied. We cannot accept children who, in our judgment, 
make it reasonably difficult for others to benefit from our program.  

At WCNS, we believe that it is important to provide a safe and nurturing environment that 
promotes the social, emotional, cognitive and physical development of young children, while 
also responding to the needs of the family. We believe that including children with special 
needs in a regular preschool program enriches the lives of all children by bringing them 
together in an environment that teaches acceptance, respect, and an appreciation of 
individual differences. It also enables children with special needs to acquire the social, 
language and play skills needed to succeed in school. It is an appropriate practice in a 
developmental early childhood setting. We urge parents and guardians to discuss with the 
Co-Directors any special circumstances involving their child prior to registration or at the 
beginning of the program. 

Identification of Children 
WCNS is committed to providing individualized instruction, which addresses the needs of 
each child in its programs. WCNS is also committed to identifying children with special 
needs. From time to time consultants may observe in the classroom to identify children who 
may benefit from additional services. In addition, on occasion, WCNS may need to do any of 
the following: 

• require additional parent/teacher conferences to discuss and identify concerns 

• make recommendations to seek assessment in speech/language, cognitive, physical and 
social/emotional areas       

• require parental consent to call in a consultant to observe a child, or children, and advise 
the Co-Directors and teachers                                                                                                                                                                                                                                                                                                                                
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• make changes/adjustments in a child's schedule or program based on identified needs 

• consult with parents/guardians regarding accommodations and additional services 
necessary for a child’s continued participation in WCNS programs 

• ask parents/guardians to contribute to the expense of reasonable accommodations for 
their child 

• refer parents/guardians of children who cannot participate, with reasonable 
accommodations, in WCNS programs to a more appropriate placement 

Requirements for the Enrollment 
It is important that WCNS be considered part of the team of professionals working to enrich 
each child’s preschool experience. Accordingly, WCNS staff members working with a child 
with special needs must have access to information from outside services that would help 
facilitate that child’s adjustment to preschool. Reports from agencies and/or private 
therapists providing services to each child enrolled at WCNS should be forwarded to the Co-
Directors on a timely basis. All information will be treated with confidentiality. Unless 
required by law, WCNS will not send information to any other agencies or schools, without 
the written authorization from the parents or guardians. 

To facilitate an understanding of a child’s needs and, where appropriate, make adjustments, 
WCNS also requires parents to sign a Release of Information form enabling the classroom 
teachers and the school Co-Directors to talk directly with the agency or therapists providing 
services to best meet the child’s needs in the classroom. WCNS also may require parental 
consent to permit WCNS staff to participate in the child’s IEP/IFSP meetings with the public 
school district. Failure to assist WCNS in obtaining information it believes is necessary to 
accommodate a child within the school may result in admission or continued enrollment 
being denied. If it is determined that a child, even with reasonable accommodations, is 
unable to participate in WCNS programs, we are glad to assist in determining the best 
placement for the child. 
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Typical Classroom Schedule 
The order and length of time allotted to these activities will vary depending on the age and 
interest of the children. 

JK  

8:45  Arrival/Greeting, Outdoor Time 

9:30  Transition to Indoors. Hand Washing/Bathroom 

9:40  Group Gathering Time 

10:00   Center Work and Snack 

11:00   Group Gathering Time 

11:15   Dismissal/Transition to Extended JK 

11:30  Hand washing/Lunch 

12:00  Center/Project Work 

12:45  Outdoor Time 

1:15  Dismissal 

Twos & Threes 

8:45   Arrival/greeting, hand washing 

9:00   Indoor Exploring & Snack 

10:15    Clean Up/Group Gathering Time 

10:45    Outdoor Time 

11:15    Dismissal 
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Drop-Off and Arrival 
In order for children to experience all the activities at school and to have fun, it is important 
that they arrive in a timely manner. Consistency and predictability are important to children 
of all ages. The teachers plan each day’s activities for the same time each day so that children 
always know what is going to happen next. Missing part of the day often confuses children 
and contributes to making them feel insecure. Your promptness at the start of the day helps 
your child make the transition to school at the same time as the other children and enables 
all children in your child’s class to start the day in a smooth and uninterrupted manner. We 
ask that all children be in their classrooms at the scheduled starting time of their class. If this 
is not possible, please notify the classroom teacher. 

Car Line 
The car line will begin the first week of October. The car line is for drop-off only, and all 
parents/guardians must pick-up in person. Only JK and 3’s students can use the car line.  

The car line is optional and parents/guardians can always choose to walk their child into 
school. Please enter the car line by heading west on Pine Street, and turning left onto Killian 
Court. Your child will exit the car on the driver’s side, and will be assisted by the Co-
Directors and/or teachers. Staff will be positioned at various intervals outside to help escort 
your child into school. The car line will be available from 8:45-8:55 A.M. If you are running 
late, you will need to park and bring your child inside.  

WCNS Parking Sticker 
A WCNS parking sticker is required to park on Killian Court. Teachers will distribute the 
stickers during conferences at the beginning of the school year or a sticker may be obtained 
from the school office. The sticker should be affixed to the lower right corner of the rear 
window of your car. This allows you to park in short-term parking on Killian Court. Because 
parking is limited, please be courteous of other families and do not park on Killian Court for 
an extended period of time. Please park as close to the end of the Killian Court parking lane 
as possible. Please do not wait for a parking space because it will cause traffic to back up into 
Pine Street.  

For the safety of the children, do not park beside the yellow curb at the South end of the 
parking lane (in the municipal lot). You may be ticketed if you park in this area. If no parking 
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space is available on Killian Court, you may park in the appropriately designated spaces in 
the adjacent municipal lot or circle around again to Killian Court. 

“Tickets” 
When you arrive, please bring your child to take a “ticket” (a strip of construction paper) 
from and be greeted by the Co-Directors, and then bring your child with the “ticket” to your 
child’s teacher. The “ticket” allows the children to be individually greeted by both the Co-
Director and their teacher. All children must be brought directly to their classroom teachers. 
Parents, guardians, caregivers, or carpool drivers are to make sure every child in their care is 
greeted by their teacher before leaving school. 

Pick-up/Sign-out 
For the protection of your child, all children are signed out at the end of the day by parents/
guardians or by someone who has been authorized in writing. No child will be sent home 
with anyone other than the parent/guardian unless the name is listed on the Information 
and Release Form kept in the school office. Please take time to consider all possible people 
who may have occasion to bring your child home (relatives, friends, carpool, neighbors) 
when completing the release section on the Information and Release Form. You may change 
or add to this form at anytime during the school year. Also, please inform the school in 
writing if you wish to have someone deleted from your form.  If your child is to go home with 
someone whose name is not on your list (e.g. a friend’s parent), we must have your written 
permission. All of these policies are in compliance with the State of Illinois Department of 
Children and Family Services. 

Hand Washing 
In an ongoing effort to curb the spread of germs, hand washing takes place several times 
throughout the day; upon arrival in the classroom, before and after snack, after outside play, 
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and after toileting. We ask that you help your child wash his/her hands upon arrival in the 
classroom,  as this will help reduce the spread of germs by an estimated fifty percent. 

A Place for Personal Belongings 
Every child is assigned a mailbox folder as well as a permanent place in the school (cubby) 
for his/her outer clothing, sneakers, extra change of clothing, etc. Things brought from home 
may be safely left in this cubby during school hours. The teachers may leave artwork and 
notes to be brought home in each child’s cubby and/or mailbox. 

Child’s Possessions at School 
We know how important it is to young children to bring their special possessions with them 
to school. Bringing one favorite thing to school as a comforting transitional object or to show 
the teachers and/or class is a lovely custom. We do not want to discourage this.  However, we 
need your help in setting limits with your child on what is appropriate to bring to school.The 
following are not appropriate and not allowed in WCNS: 

•  guns 

•  war toys 

•  costumes 

•  masks 

•  sticks 

•  toys with small pieces 

•  books with frightening pictures 

•  action figures 

•  money 

• balloons 

• Sippy cups/bottles  

Each classroom has its own way of handling things brought from home. Because children 
become upset when small toys are misplaced or lost or when special toys are handled by 
other children, we will have the children leave their items in their cubby for safekeeping after 
showing the teachers. 
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Late Policy 
We understand that on occasion a family may run into a situation which would cause them 
to be late picking up their child. We ask that a courtesy call be made to inform the program 
that you will be late, and what your expected time of pick up will be. We appreciate your 
consideration in making every effort to pick your child up on time. In an event where a 
parent/guardian is later than 15 minutes, WCNS will call the parents. If the parent/guardian 
cannot be reached and more than 20 minutes have passed, WCNS will call the emergency 
pick up contacts. WCNS will keep calling parents and/or emergency contacts every 10 
minutes until someone has been reached. After one hour, if a parent or emergency contact 
has not been reached, WCNS will call the Winnetka Police Department. WCNS cannot 
excuse a child to any individuals that are not on the Information and Release Form located 
in the school office. 

Termination Policy 
When it is determined that a problem exists that would jeopardize the safety and well being 
of a child or others around him/her, a meeting will be scheduled with the child’s family, the 
Co-Directors, and the child’s teachers. These parties will discuss the problem, design a plan 
of action, and determine a time frame for the implementation of this plan. The situation will 
be re-evaluated at the end of the specified period. At this time a decision will be made either 
to  

• allow the child to remain at WCNS as we continue to monitor and make adjustments for 
his/her needs or 

• assist in the placement of the child in an environment that better fits the needs of both the 
child and family. 

 

WCNS Parent Handbook 2018-2019 !33



Grievance Policy 
If, at any time, a parent/guardian has a grievance with any part of the program, children, or 
staff, a special meeting can be arranged with the Co-Directors and/or classroom 
teachers.Discipline and Guidance 

A positive guidance approach is used to help children develop positive self-esteem, build 
trust in the world around them, and develop autonomy and pride in their work.  A 
supportive, nurturing environment with caring adults is the first step in the development of 
inner control and appropriate behavior. 

Our teachers set limits by using room arrangements which provide choices for children.  By 
allowing children to assume responsibility for their actions, they develop self-control and 
become aware of the rights of others.  Consequences (logical and natural) developmentally 
related to the child’s behavior/act might include reinforcing positive behavior, modeling 
appropriate behavior, and assisting children in expressing their emotions.  There are three 
basic rules regarding what is not acceptable.  They are as follows: 

1. We do not hurt ourselves. 

2. We do not hurt others. 

3. We do not hurt the things around us. 

Teachers will be patient and kind, but firm when discussing why an action is not appropriate.  
At times, a child may need to be redirected to another activity, or encouraged to take a 
moment away from the rest of the group.  This can take the form of quietly reading a book, 
working on a puzzle, or just having some time to herself/himself.  Parents shall be notified of 
any continuing discipline concerns with their child and invited to discuss the situation. 

Termination Procedures for Children Enrolled at WCNS 

1. Observation of the child’s behavior in the classroom environment to determine that a 
problem exists that would jeopardize the safety and well being of herself/himself or 
others. 

2. Meeting with the teachers, support staff, Co-Directors, and family/guardian occurs. The 
problem is discussed and an action plan is agreed upon by all members. 

• A time frame for implementation of an action plan is agreed upon by all members. 

• The situation is reevaluated at the end of the specified time period. 

• Either of two things will occur: 
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1. The child will remain at WCNS as we continue to monitor and make adjustments for 
his/her needs or 

2. The decision is made to assist in the placement of the child in an environment that 
better fits the needs of both child and family.                                                                  

Outdoor Play 
Daily explorations are a planned part of our curriculum. It is our policy that children who are 
well enough to come to the program are well enough to go outside.  

Fresh air and movement is something that each child needs daily for general well-being and 
healthy development. Staff and children will remain indoors during inclement weather, 
based on the judgment of the Co-Directors. WCNS uses the Iowa Department of Health 
Child Care Weather Watch as an indicator for determining outdoor play in weather 
conditions. If the air temperature is 20 degrees or above and the windchill is above 10 
degrees, we go outside. The exception would be excessive precipitation. We reserve the right 
to go outdoors for shortened periods of time when weather temperatures are not ideal.  We 
understand the importance of children playing and exercising outdoors in fresh air, and we 
prioritize outdoor play even when we can only go out for short periods of time. We require 
that parents dress children appropriately for the weather. If we find that a child is not 
dressed appropriately, teachers will make every attempt to find extra clothing and/or contact 
a parent for assistance.  

In cold weather children should have mittens, boots/shoes, hats, snowpants and winter 
jackets. In warm weather, they should have light jackets, cool tops, shorts, and closed-toed 
shoes.  

If parents would like sunscreen and/or bug spray applied they need to do the application 
prior to the child(ren) beginning nursery school. We will not apply sunscreen or bug spray.  

Staff and children will have limited outside time on “Ozone Action Days” when fog, smoke or 
pollution exists.  The Co-Directors will inform staff when these days occur. 
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Field Trips 
Teachers may plan “community walking trips” with older students in order to help enhance 
children’s understanding of various topics of study. These types of field trips include, for 
example, visiting the fire station, the bank, the grocery store, or the dentist’s office.    

Parents are to be informed of any special community walking trips and the purpose for the 
trip.  Teachers will secure a minimum of 3 adults to go along as chaperones for any walking 
trip away from the premises of WCNS. The 3 adults can include 1 classroom teacher. 1 
teacher will be “child free” during the trip.  

Enrichment Opportunities 
Children are invited to participate in various enrichment classes offered on a “trimester” 
basis throughout the year. Offerings will change each trimester, but some examples include: 
cooking, build-it, art, and games. Children bring their own nut-free lunch. Registration takes 
place prior to the beginning of the school year for the fall session, and again at the beginning 
of the winter and spring sessions. Children enrolled in enrichment classes are transitioned 
by their morning teachers to their enrichment teachers.   
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Snacks 
Children will be offered a nutritious snack everyday provided by the families for the whole 
class. Families will receive a complete list of acceptable snacks before school begins, during 
the Family Connections Conference. Each family will be assigned 2-3 weeks during the 
school year for bringing snack. All fruit will be washed and prepared by the teachers. The 
Health Department requires that snacks be store-bought and in their original sealed 
package. WCNS is a  nut free, peanut-free school. Please do not bring any items containing 
tree nuts, peanuts, peanut traces, or peanut oil into the school.  Marshmallows are never 
allowed in the school as they are a choking hazard for young children.  Candy is not 
acceptable as we are attentive and sensitive to children’s allergies. Plans can be made to 
accommodate specific allergies based on a doctor’s written allergy diagnosis. 

Birthdays 
Birthdays are a very special time for young children and a special event at WCNS, with each 
class celebrating in a unique way. We feel that all children welcome a simple celebration at 
school. You may bring in popsicles to share for a special snack. Please speak to the classroom 
teachers in advance to learn how birthdays are celebrated in your child’s room. If you would 
like to bring popsicles, the Health Department requires they must be store-bought and in 
their original sealed package. Please do not bring candy. In addition, please note that we 
cannot allow balloons in school as they pose a choking hazard. WCNS is a nut free, peanut-
free school. Please do not bring any items containing tree nuts, peanuts, peanut traces, or 
peanut oil into the school (read the packaging labels carefully). 
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Celebrating Holidays During 
the School Year 
At Winnetka Community Nursery School, we are sensitive to the developmental stages and 
needs of our young children.  Celebrations, rituals and social activities are an important part 
of childhood.  They help children learn that they belong to a family, community, culture, and 
society. Most holidays are based on things children do not yet understand. Therefore, early 
childhood educators recommend keeping the classroom routine consistent to avoid over 
stimulation. This means we keep holiday activities to a minimum. We use a seasonal 
approach to celebrations instead of a holiday-centered approach. This approach allows 
everyone to celebrate something that is universally shared, such as autumn. We invite 
families (parents, grandparents, aunts & uncles) to share their customs, traditions, holidays, 
and celebrations with us. We feel it is very important and beneficial to connect holidays to 
the children’s daily lives, to learn about one another, and to approach them in a 
developmentally sensitive way. Thus, while we want to validate their importance in the lives 
of children, we do not want to “teach” about them or base our curriculum on holidays.  

Emergency School Closings 
Inclement weather or other unanticipated emergencies may result in school being cancelled.  
The determination to close school will be the decision of the Co-Directors/Board President 
and based upon available information collected, such as from local law enforcement 
agencies, weather forecast services, and/or local school districts.  If this happens, every effort 
will be made to finalize the decision by 7:00 am. The WCNS Board of Directors and the Co-
Directors will work together to notify families and staff of emergency nursery school closing 
in the following ways:   

• Email:  Families and staff will be notified of a school closing via the Co-Directors. Please 
make sure your email address is current. 

• Text message:  Registered families will receive a text message through the Remind App. 
Staff will receive a text message from the Co-Directors.                       
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Family Involvement at WCNS 
Open House 
WCNS will host an Open House event for families to visit the school with their child, prior to 
the beginning of school. Children will be able to meet their teachers and familiarize 
themselves with their classroom. All families are encouraged to attend in order to support a 
smooth transition for everyone at the start of school. 

Family Books 
Each family receives a binder during their Family Connection Conference in the fall. The 
books begin with a few simple pages of pictures and information about your family and what 
you like to do together. The family book “lives” in the classroom and will be used to develop 
curriculum and projects as well as to support a strong connection and partnership between 
home and Winnetka Community Nursery School. 

First Days of School 
Parents should plan to stay at school with their children on the first day or until parent and 
child feel comfortable with separation and the transition from home to school. Please 
arrange childcare for siblings so that you can focus your attention on the child who is coming 
to school. When you are able to leave the classroom, you can enjoy refreshments and 
conversation at the Corridor Coffee event being held in the school lobby. 

Popsicle Party 
Meet us on a Sunday afternoon in the Fall to play on the school playground and enjoy 
popsicles with friends. This is a great opportunity to meet new families and reconnect with 
friends. 

Family Fall Festival 
The Family Fall Festival is a fun event for the whole family to celebrate the season. This 
Saturday festival will offer activities for everyone such as painting, pumpkin pounding, a 
warm cider station, pumpkin buckets, face painting, and an opportunity to listen to Fall 
stories. 

P.J Storytime 
P.J. Storytime is an evening for children and families to celebrate the power of literature. 
You are invited to come to school in your P.J.’s to hear favorite stories read aloud by parents.  
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Parent Involvement & 
Communication 
Conferences 
Three parent-teacher conferences are scheduled each year: one before the child’s entrance 
into the school (Family Connections Conference), one in November and one in March. At the 
end of the year parents will receive a portfolio of their child’s work, as well as a written 
evaluation. Parents or teachers may request conferences any other time. In addition, 
conferences may be scheduled with the Co-Directors at any time.  Conferences help to foster 
a mutual engagement with teachers and families to share your child’s interests, approaches 
to learning, and developmental needs. Goals and concerns for each individual child will be 
discussed. 

Classroom and School Newsletters 
The school uses various forms of written communication to keep the parents informed of the 
activities in each classroom and at the school.   

• A weekly email containing information about upcoming events and school news is sent by 
the Co-Directors every Monday. 

• Each classroom will send home a newsletter twice a month to give families a larger 
“snapshot” of your child’s daily activities in the classroom. 

Classroom Volunteer 
Family is always welcome to visit and volunteer in the classroom. Providing volunteer time 
in the classroom offers families the opportunity to observe children in a group, to spend time 
with children and to share special talents and ideas with children. Classroom teachers will 
contact families about specific volunteer opportunities in each classroom. We ask that when 
working in the classroom you do not engage the teachers in lengthy conversations. The staff 
needs to direct their attention to the children and management of the classroom. Instead, 
ask the teacher to call you to discuss any issues. Please arrange childcare for siblings on days 
that you plan to visit your child’s classroom. 

Room Parent 
A room parent helps to coordinate communication between the school and classroom 
parents. Each class organizes a “get to know you” park playdate for the whole family, as well 
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as a coffee or cocktail party for the parents. They arrange a fund for holiday and end-of-year 
gifts to teachers. The room parents are also responsible for contacting parents to promote 
school events. 

WCNS Board of Directors 
The Board of Directors is comprised of 13 parents and the Co-Directors, and is responsible 
for the overall operation and policies of the nursery school.  Responsibility for the day-to-day 
operations of the school, including staffing, rests with the Co-Directors. The Board meets on 
a monthly basis. Parents are encouraged to contact Board members with ideas and  
concerns. For further information, please contact the President or Vice President.  Please 
share your skills or interests with us. 

The Alliance for Early Childhood 
Providing programs and support for parents and professionals who teach and care for young 
children, the Alliance fills the year with informational forums and presentations, and serves 
as a ready resource for information about all facets of early childhood education http://
theallianceforec.org. 

WCNS Parent Handbook 2018-2019 !41



Fundraising for WCNS 
The Grand Food Center 
The Grand Food Center, located directly west of the school, at Green Bay Road and Pine 
Street is a wonderful grocery store. Save all of your receipts and turn them in to the mailbox 
in the school lobby, and The Grand will donate a percentage of all our purchases throughout 
the year to WCNS. 

Book Fair 
An Usborne book fair will take place in the lobby in early winter, and the company will 
donate a percentage of proceeds sold. You are invited to purchase books for yourselves and 
our classrooms, and get a head start on your holiday shopping. 

WCNS Parent Party & Benefit 
Help raise money for our school by attending, donating or arranging corporate donations of 
items for the silent auction, addressing invitations, preparing silent auction display boards 
or helping with the decorating, arrangement and/or cleanup.   

Amazon Smile 
AmazonSmile is a simple way for you to support Winnetka Community Nursery School every 
time you shop, at no cost to you. When you shop at smile.amazon.com, you will find the 
exact same low prices with the added bonus that Amazon will donate .05% of your purchase 
to WCNS. To shop at AmazonSmile, go to smile.amazon.com. Use the same login 
information at amazon.com. All settings are the same. Select Winnetka Community Nursery 
School and begin shopping. Your eligible purchase will result in a donation to our school. 

Winnetka Children’s Fair 
This is the principal fundraiser for our school and is an event enjoyed by the entire 
community. Help is needed posting fliers, financially underwriting or obtaining corporate 
underwriting of an activity at the Fair, setting up or taking down the Fair, locating volunteers 
to work, and working at the Fair. All families are encouraged to join the fun by volunteering 
at the Fair. The first Children’s Fair was held in 1945. 
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Community Outreach 
Throughout the year, Winnetka Community Nursery School encourages our school 
community to support organizations in surrounding communities that are responsive to 
people in need. Our school develops age-appropriate service learning programs to help 
strengthen our community and enable our children and their families to reach out to others. 
We will also work with selected charities. The school lobby will serve as a drop off point for 
various items. 

Bernie’s Books 
In the school lobby there is a basket bins for gently used children’s books. Winnetka 
Community Nursery School makes a donation of these books to Bernie’s Books. The mission 
of Bernie’s Books is to collect, process and distribute quality new and gently used children's 
books to significantly increase BOOK OWNERSHIP among at-risk infants, toddlers, 
preschoolers and school-age children throughout Chicagoland. For more information, please 
visit http://berniesbookbank.org 

Recycling 
We recycle at WCNS. Throughout the school there are blue containers for collecting 
recyclable materials. Please feel free to dispose of recyclable materials in these containers.  
We also collect plastic bags. There is a collection container located in the lobby for these 
items.  
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Health Policies for WCNS 
Every child must have a current medical form (with the initial form dated no more than 6 
months prior to the first day the child starts school) on file at the school. This form must list 
immunization dates and be completed by both physician and parent/guardian. All 
subsequent immunizations must be reported for inclusion in the file. In accordance with 
NAEYC recommendations, new forms must be completed every year. DCFS and the Health 
Department monitor our compliance. New students must have their forms on file before they 
begin school. 

Please check medical forms carefully to be sure they are complete. TB test and lead screening 
results should be recorded in the proper spaces, and the box labeled “health history” must be 
completed and signed by the parent/guardian. 

Immunization Policy 
In order to comply with the Rules and Regulations of the Department of Children and Family 
Services, and to protect our school community as a whole, and in particular to protect 
pregnant mothers and younger siblings who may not be fully immunized, the Winnetka 
Community Nursery School has adopted the following policy: Children attending WCNS 
must have received the following immunizations, in accordance with the Rules and 
Regulations of the Illinois Department of Public Health: 

•  Poliomyelitis 

• Measles 

• Diphtheria 

•  Hepatitis B 

•  Mumps 

•  Pertussis 

•  Tetanus 

•  Haemophilus influenzae B 

• Varicella (or proof of having chicken pox) 
TB skin test (or an X-ray proving the 
child is free of TB) within six months of 
starting nursery school 

•  Lead screening  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Exceptions  
WCNS places paramount importance upon the protection and safety of the school 
community as a whole. If a family has a medically or legally valid reason for requesting an 
exception to a particular immunization requirement, the parents/guardians must provide: 

• A letter attached to the Medical Form or a note written directly on the Medical Form by the 
child’s doctor stating that the requirement is medically contraindicated.   

• A written and signed statement from the religious organization official detailing the 
religious belief that conflicts with the immunization requirements. 

Administering Medications at School 
 A Medical Consent Form is available in the school office in the event your child needs to take 
medication during school hours.  No medication will be given unless a parent/
guardian has completed this form. Prescription medication may be given to a 
child by a WCNS staff member if the label bears the child’s name, the 
physician’s name, the drugstore’s name, the prescription number, the date of 
the prescription, and the parent/guardian has completed and signed the 
medical consent form.  A copy of this form is kept in the classroom. Each time the 
medication is given, the WCNS staff member will record this on the Medical Consent Form  
that is kept in the classroom. Non-prescription medications may be administered by a WCNS 
staff member with written permission of the parent/guardian in accordance with the 
packaged instructions, with the exception of aspirin and aspirin-substitutes. These 
medication may be administered only if there is a specific prescription written by the 
physician.  They must be labeled with the child’s name and date, and the parent/guardian 
must complete  and sign a Medial Consent Form. 

Illness at School 
If your child is unable to attend school, please contact the school as soon as possible. We 
request that you call the school. To help us ensure a healthy environment for our children, 
we ask that parents/guardians use good judgment.  Please do not send a sick or overly tired 
child to school. If your child is not feeling well and you do not know whether to send your 
child, we recommend keeping your child home the entire day to see if further symptoms 
develop. When a child’s resistance is low, she/he is more susceptible to illness. A fresh cold, 
pink eye or upset stomach can infect an entire class, including teachers and their families,  
within days. Sick teachers (and sick children of teachers) affect the entire program, as we 
have to hire substitute teachers to be with your children while they recover. We, therefore, 
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ask you to err on the side of caution when deciding if your child is well enough to come to 
school. If a child is not healthy enough to participate in both indoor and outdoor play, she/he 
should not be in school that day. It is not possible to keep a child indoors while the rest of the 
class is outside. If your child is ill for six consecutive school days, the law requires a 
physician’s letter stating that your child is able to return to school and participate in all 
activities. Parents and caregivers are our first line of defense against the spread of disease. 
Since you know your child best, we must depend on you to use common sense and be 
considerate of others. If there is any doubt about whether your child is well enough to go to 
school, please keep him/her at home. Sick children do not enjoy being in school. Our 
teachers will send children home if they do not seem healthy upon arrival, become ill during 
school hours, or report having been ill within the past 24 hours. 

Treatment of Illness or Accident While at School 
 If a child should become ill while at school, we will keep him/her as comfortable as possible 
while we contact the parents/guardians, or emergency numbers provided by the parents/
guardians. For this reason, it is essential that we have the most current work numbers as well 
as cellular phone numbers. We also require two emergency numbers for each child. Parents/
guardians should update these numbers if there are any changes. The parent/guardian or 
emergency contact will be asked to take the child home. Sick children will be isolated from 
the rest of the class while waiting to go home. If a child should get hurt at school and the 
injury does not require immediate attention, we will keep him/her as comfortable as possible 
while we contact the parent/guardian. If the injury is minor and the parent agrees, the child 
may remain in the classroom for the remainder of the day. An Accident Report  will be 
completed by the child’s teacher, signed by the parent/guardian, and kept on file in the 
school office. 

Medical Emergencies 
 In the event of an emergency or accident requiring immediate medical attention, we will call 
the Winnetka paramedics at 911. One of the child’s teachers or an administrator will stay 
with the child at all times and accompany him/her to the hospital with the paramedics. 
Remaining staff members will immediately contact the parents/guardians or emergency 
numbers to notify them of the emergency. An Accident Report will be completed by the 
child’s teacher, signed by the parent/guardian, and kept on file in the school office. 

Communicable Diseases 
Notify the school immediately so that we may inform the families of children who may have 
been exposed. Parents/guardians whose child has contracted a communicable disease 
(chicken pox, strep throat/scarlet fever, head lice, pin worms, scabies, conjunctivitis, 
hepatitis, meningitis), are required to report their disease to the school. For serious illnesses 
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which are highly contagious or of long duration, a note from the child’s physician is required 
before the child returns to school. 

When a Child is Well Enough to Return to School 
Please use the following guidelines to determine whether your child should attend school or 
when your child may return to school. These guidelines help to ensure the best health of all 
the children and staff participating in the school’s activities. 

Chicken Pox:  Notify the school . Child may return when all pox are scabbed over. This may 
take up to 10-14 days (1 week minimal). 

Cold/Cough:  Please use good judgment and remember that children who do not feel well 
are not very happy to be at school. We can’t avoid colds, but we can help to control their 
spread by having children with excessively runny noses and/or coughs stay home. 

Diarrhea:  Child may return when she/he no longer has loose stools. 

Fever:  Children should stay home a full 24 hours temperature free following a fever. 

Fifth Disease:  Notify the school. Fifth Disease is a mild, non-febrile rash which causes the 
child to look as if she/he was slapped in the face. The skin all over the child’s body may 
redden or a lacey rash may appear. The rash may fade and then recur. Parents are advised to 
consult their child’s physician as to when the child may return to school. Most doctors 
recommend keeping children home for 2-4 days. Children with Fifth Disease are not 
contagious when the rash is present. Note: Pregnant women exposed to Fifth Disease may 
want to consult their physician. 

Fractures: Parents/guardians are asked to provide written information from the physician 
regarding restrictions to child’s level of activity. 

Head Lice:  Notify the school.  Child may return to school after treatment with a lice 
shampoo and after all nits have been removed. 

Pin Worms & Scabies:  Notify the school. Child may return 24 hours after treatment. 

Hepatitis:  Notify the school. Symptoms include behavioral changes, fatigue, loss of 
appetite, yellowish skin & whites of eyes, dark urine, and light colored stools. If you suspect 
hepatitis, keep your child at home and consult your pediatrician. 

Meningitis:  Notify the school  with any type of meningitis. Early symptoms include fever, 
headache, stiff neck, vomiting. The child’s actively level will decrease, associated with not 
feeling well, and symptoms can progress rapidly, becoming more severe. Contact your 
pediatrician. 
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Open Sore (Impetigo):  Notify the school. Child may return to school when lesions have 
stopped draining and the treatment has begun. 

Pink Eye (Conjunctivitis):  Notify the school.  Both forms of conjunctivitis (viral & 
bacterial) are highly contagious. A child who is uncomfortable or has a thick, colored 
discharge should be kept at home. As with a cold, parents/guardians should use their 
judgment and not send a child with a fresh case of conjunctivitis or a child who is feeling to 
ill to go school. Contact your physician. If your child is given an antibiotic, she/he may not 
return to school for a full 24 hours following the start of medication. Viral conjunctivitis is 
contagious as long as there are symptoms. 

Sore Throat:  Please use good judgment. Often a child is most contagious at the onset of an 
illness. Contact your physician if a fever is associated with the sore throat, the sore throat 
persists without a fever or other cold symptoms. Your child could have strep throat. 
Untreated strep infections can lead to serious side effects, such as rheumatic fever. 

Strep Throat/Scarlet Fever:  Notify the school.  Child may return to school a full 24 
hours after antibiotic treatment has begun, and after the child is fever and symptom free. 

Vomiting:  Child should stay home at least 24 hours after the initial vomiting episode 
occurred, and be symptom-free before returning to school. Our experience is that a child 
who has vomited the night before school (or before coming to school) is sick and will often 
vomit again at school. 
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Resources for Families 
Winnetka Community Nursery School maintains a resource book in the school office for 
child and family support services in the North Shore area. These resources include specialists 
in speech and language, OT, PT, and mental health, as well as contact names and numbers 
with the Winnetka School District. WCNS has developed strong relationships with many 
stakeholders in the community who support the mission of the school by offering 
educational opportunities for parents and staff, as well as professional services. 

Journals and parenting magazines are kept in the parent-teacher lounge for parents and 
teachers. WCNS provides information about parenting programs and lectures in the 
community through a weekly email newsletter, fliers sent home with children, and posting 
information on the bulletin board in the school lobby.   

Teachers work in collaboration with parents and the school district and other supportive 
agencies for the best developmental outcomes for each child. Teachers are familiar and 
comfortable working with and discussing possible resources that would be beneficial and 
specific to individual children and families.  

Suspected Child Abuse or Neglect 
Under the Abused and Neglected Child Reporting Act, all staff members are mandated 
reporters. This means that staff members are required to report to the Child Abuse Hotline 
whenever they have reasonable cause to believe that a child known to them in their 
professional official capacity may be abused or neglected.
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