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To contact your child’s Teacher(s), the Director,  
or the SMP Board Chair call or email: 

630-858-1020 x234 
preschool@stmarksglenellyn.org 

 
 
 

 
 

 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
**Your signature on the SMP Policies and Procedures Agreement Form indicates 
your full understanding of and agreement to all policies and procedures put forth 
in this Parent Handbook. 
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Statement of Purpose 

St. Mark's Preschool is inspired by the Reggio Emilia philosophy of education. Our school is a 
place where children can develop a love for learning and an appreciation for the world around 
them. In the Episcopal tradition, we welcome and embrace children of all faiths and socio-
economic backgrounds. St. Mark's Preschool is a supportive community that integrates the arts, 
academics, and health with social and emotional learning. 

 

Goals at St. Mark’s Preschool 
 

Celebrate community, diversity, and individuality 

Value the child, parent, teacher, and community 

Maintain a commitment to our core values of respect, participation, nurturing, and sharing 

Listen closely and Communicate clearly 

Treat each other with honesty and dignity 

Be mindful that parents and teachers are the primary role models for the children 

Ensure that children learn through play and interaction with their environment 
Strive to impart the spirit of participation by being involved in the life of our school and the 
 world at large 

Appreciate each individual’s unique gifts, challenges, and triumphs 

Provide a loving, healthy, safe, and supportive environment that emphasizes positive 
 reinforcement, acceptance, and mutual appreciation 

Give our talents and our abilities as parents and staff by extending kindness, support, and 
 respect to our school community 

Protect this time and this place so each child learns fully with hands, mind, heart, and soul 
Fund and promote accessibility for those in our community who might not otherwise be 
 able to attend 

Episcopal Identity 

St. Mark’s Preschool is a member of the National Association of Episcopal Schools. An Episcopal 
School is founded on the love of God and the belief that we are called to love all of God’s chil-
dren. Love for children and their unique gifts is the foundation of everything we do. 

In the Episcopal tradition and in keeping with the vision of St. Mark’s, we believe in inclusive-
ness and seek diversity as an integral aspect of the preschool experience. We respect and affirm 
the traditions of other faiths and make no effort to proselytize. We will look for the values that 
unite our preschool families rather than those that divide. Moreover, an Episcopal education 
begins with the premise that we are all explorers, and we invite our families and students to ex-
plore and celebrate the differences among us.  

Once a week, our preschool classes meet with our clergy to experience a chapel moment, in the 
classroom, church, garden, and other spaces at St. Mark’s.  The children listen to stories, sing, or 
participate in activities from the Judeo-Christian tradition that reflect our Episcopal values.  
Once a month, parents and caregivers join us to gather as a community for Family Chapel. 
Parents are always welcome to attend activities that involve the discussion of God to ensure 
that they are comfortable with our message. Parents are encouraged to share any concerns they 
may have regarding their child attending a school based in the Episcopal traditions with the 
Director, so that that we may fully respect and honor their beliefs. 
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Philosophy/Reggio Emilia Inspired Learning at SMP 

The St. Mark’s Preschool philosophy is inspired by the Reggio Emilia approach to Early 
Childhood Education.  The emergent curriculum builds upon the interests, passions and play of 
children while also encompassing developmentally appropriate concepts and skills. Learning is 
facilitated through exploration and project work. Children are celebrated as individuals capable 
of deep, creative thinking. Their learning is a personal journey supported through a partnership 
between the child, his/her parents/guardians, and teachers.  Through this authentic process of 
learning, children are naturally engaged in developing skills in the areas of communication and 
language, physical development, personal, social, and emotional development, literacy, 
mathematics, understanding the world, and expressive arts and design. 
 
Reggio Emilia is a town in Italy whose early childhood education is driven by a cooperative, 
child-driven curriculum.  Founded by teacher, Loris Malaguzzi, in the 1960’s, the Reggio Emilia 
education philosophy is a pioneering approach to early childhood education emphasizing the 
interests of children and valuing the child as thoughtful, resourceful and resilient, full of wonder 
and capable of deep understanding.  The Reggio approach respects children’s thoughts and 
ideas and allows them, through self-directed activities, to use their natural curiosity on the path 
to discovery. 
 
Teachers regard the classroom as the “third teacher” and put much care into the design and 
atmosphere of the classroom environment.  Lighting is soft and indirect; colors are muted and 
supplies, and storage are made of natural materials lending a homey feel to the classroom.  
Teachers carefully organize the space for small and large group activities.  Quality materials are 
used, and children learn appropriate use and care of those materials. 
 
Teachers act as documenters, observers, and researchers. They meet weekly to discuss activity 
in the classroom and plan provocations that will further classroom study. Teachers thoughtfully 
and purposefully introduce knowledge and materials for exploration in the classroom promot-
ing both academic and emotional growth.  Documentation of children’s work in progress is 
viewed as an important tool in the learning process for children, teachers, and parents.  Pic-
tures of children engaged in experiences, their words as they discuss what they are doing, feel-
ing, and thinking, and the children’s interpretation of experience through the visual media are 
displayed as a graphic representation of the dynamics of learning. 

The teachers set up provocations –intentional, open-ended explorations of specific materials - 
which feed into the wonders of the children promoting deeper thinking and prompting further 
questions.   Often, the exploration evolves into a study, a long-term discovery of a certain idea 
or topic.  Throughout the study, teachers observe the children’s interests, plan provocations, 
engage in thought provoking conversations and activities, document children’s thoughts and 
wonders, and display them on document panels for families to see. 

Partnerships with parents and community are a cornerstone of our philosophy. Children’s inter-
ests and curiosities are brought to life through direct interaction with the world around them 
through field trips, parent participation and community involvement. 

If you are interested in more information about the Reggio Emilia approach the Teachers and 
Director would be happy to answer your questions. 
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Licensing/Membership 

 
St. Mark’s Preschool is licensed by the State of Illinois, Department of Children and Family 
Services (DCFS).  As a licensed preschool, the program must meet standards related to providing 
activities appropriate for preschool children, as well as have a well-qualified and trained staff.  
 
St. Mark’s preschool is a member of the National Association of Episcopal Schools and The 
North American Reggio Emilia Alliance. 

 

Staff/Administration 
 
The St. Mark’s Preschool staff consists of a Preschool Director and Teaching Team.  Each 
preschool and Friday program class are staffed by two teachers.  Kindergarten Enrichment 
classes are staffed by one teacher.  All teachers are required to complete 15 hours of Continuing 
Education yearly. The preschool complies with health and safety standards established by DCFS 
and the DuPage County Health Department. 
 
St. Mark’s Preschool is a program of St. Mark’s Church, but operates independently, with a 
separate budget, under the direction of our SMP Board.   The St. Mark’s Preschool Board 
oversees the operations of the Preschool and works closely with our Preschool Director. The 
Preschool is a program of St. Mark’s Episcopal Church.  The Churches’ Wardens and Vestry 
oversee the operations of the Church. 
 

Communication  
 

Communication with families is an extremely important value in the Reggio Emilia philosophy. 
Parents are seen as the first Teachers in their child’s life and encouraged to work in partnership 
with the classroom Teacher. Prior to the beginning of the school year, the staff offers a home 
visit for children new to the program and children are invited and encouraged to visit the 
classroom and meet the Teachers. The school will work with families to set up a mutually 
agreed upon time for home visits the week prior to the beginning of the school year.  Classroom 
drop-ins occur the Thursday morning prior to the first day of school. 
 
Parents are encouraged to participate in school life as much as possible. Opportunities for 
parent participation include classroom volunteers, field trip volunteers, and classroom visits for 
families to share their culture and traditions with the class. Arrangements for classroom 
participation can be made with your child’s teachers. 
 
Throughout the school year, handouts and emails are sent home providing information 
regarding school closing and holidays. They will also include information about classroom 
happenings and upcoming events.   
 
Two Parent/Teacher Conferences are held each year.  The scheduling of these conferences is 
determined by the Director at the beginning of the year and is included in the school calendar. If 
a parent would like to set up an individual conference at any point throughout the school year, 
contact your child’s teacher or the preschool Director. 
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Admission/Enrollment 

 
St. Mark’s Preschool and Friday Enrichment Classes are open to children ages three to five 
based on class offerings. Children are eligible for our program based on their age as of 
September 1. Kindergarten Enrichment classes are open to children who are currently attending 
Kindergarten. 
 
Enrollment is on a first come, first served basis. Parents must complete and submit an 
application and a non-refundable $75 deposit for each child applying to the program.  Priority 
enrollment for Friday programs is given to families whose children are also enrolled in a 
preschool class. 
 

Potty Training 

 
Students must be potty trained prior to the start of their first day of school at St. Mark’s. 
Teachers cannot assist with wiping or clothing changes.  We understand that being in a new 
environment, and out of normal routine, can cause some lapses.  If a child has a “number one” 
accident, teachers will guide children through changing into dry clothing.  Accidents will be 
brought to the attention of the person picking up for the day. If a child has a "number two" 
accident, a parent or guardian will be called and must come to assist in the change. If there are 
repeated accidents, parents and guardians will need to meet with the Director to discuss the 
best potty plan of action for the child while they are at school. Families are asked to keep a 
spare set of clothes at school, in case of emergency.   
 

Registration 

 
Completed registration forms and your deposit tuition payment must be received by May 1.  
The deposit tuition payment is non-refundable and is applied as your final (May) payment of the 
school year. Subsequent payments are due at the beginning of the month September through 
April. 
 
Your child’s file must be complete prior to the first day of class for your child to attend St. Mark’s 
Preschool.  You may submit your forms and payment in person or by mail to: St. Mark’s 
Preschool, 393 N. Main St., Glen Ellyn, IL 60137.  Your completed registration must include all 
forms.   
 
New students must submit a copy of their birth certificate. 
 
New students, as well as those returning for a third year, are required to include a copy of their 
birth certificate and physical exam for including immunizations completed within the past six 
months. 
 
If it is necessary to make any changes to the information on your registration forms at any time 
throughout the year, please do so in writing as soon as possible so we can keep our records 
updated.  
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Tuition/Payment 
 

All families are required to submit a signed and dated Tuition Payment Authorization Form with 
their registration materials.  Submission of this form is your contract for payment of all tuition 
and fees required to attend St. Mark’s Preschool.    
 
Tuition payment may be made annually, by trimester, or monthly as stated on the Authorization 
Form.  Your deposit tuition payment is due by May 1 with registration materials. This tuition 
payment is non-refundable and is applied to your final (May) payment for the school year.   
Subsequent tuition is due on the first of each month beginning in October.    
 
Munch and Learn fees are billed for each session at the beginning of the session: on the 15th of 
September, December, and March. 
 
 A late fee of $15 is charged to any payment received after the 15th of the month due.  Returned 
checks or declined automatic tuition withdrawals are subject to a $20 service fee.  

 
Discounts: Siblings - Families pay the full tuition for their first child. Each sibling enrolled for the 
same year will receive $125 off his/her annual tuition. This discount is taken off the final payment 
of the year.   
Payment in Full - A 5% discount is given to families if paying by cash or check and a 1 ½ % discount 
if paying by credit card - if the year’s tuition is paid in full by the end of September. 
Our enrichment programs – Friday Programs, Munch and Learn, and Kindergarten Enrichment – 
are not eligible for discounts.   
 
If you need to change your payment plan or have any questions regarding payments, please 
contact our bookkeeper at treasurer@stmarksglenellyn.org. 
 

Withdrawal/Discharge 

 
If you need to withdraw your child from the program for any reason, St. Mark’s requires a 30-
day written notice.  Your child is not considered withdrawn from the program until written 
notice is submitted and approved by the Director and the Preschool Board.  You are responsible 
for all tuition and fees incurred up to that date.  No refunds of the tuition and fees due by 
September 15th will be given for student withdrawing from the program after October 1. 
  
Withdrawals made prior to the beginning of the school year must be made on or before June 1 
for a 50% refund of the first tuition payment.  Refunds of the first tuition payment are not given 
for withdrawals made after June 1.  Withdrawals made after June 1 are subject to fall tuition 
charges at the discretion of the Director and Preschool Board.   
 
Our staffing is based upon the number of children enrolled in our programs, including Munch 
and Learn, and as tuition is an annual fee, no refunds are available for absences due to illness, 
family vacations, snow days, or other emergency closures. 
 
Adjustment is an individual process for every child. Teachers and staff will work with children 
and families to make it as positive a process as possible. If your child is unable to adjust to the 
program and every effort has been made to work out matters with the family, your child may be 
discharged upon the Director’s recommendations. In that event, tuition will be pro-rated, and 
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the balance refunded. All refunds will be up to the discretion of the Director. 
 
Please note that the Board of St. Mark’s Preschool has the right to withdraw a child because of 
unsatisfactory adjustment of the child to the program or because of delinquent fees or parent(s) 
failure to adhere to school policies. 
 
In all instances, when St. Mark’s decides that it is in the best interest of the child to terminate 
enrollment, the Director will meet with the parents to suggest the best alternative program for 
the child. 

 

Days and Hours of Operation 

 
St. Mark’s Preschool offers morning and afternoon Preschool and Kindergarten Enrichment (KE) 
classes.  Our morning sessions begin at 8:45 am and end at 11:15 am. The afternoon sessions 
begin at 12:45 pm and end at 3:15 pm. 3-day classes are Tuesday-Thursday, and 4-day classes 
are Monday-Thursday.  2-day KE classes are Tuesday and Thursday. Two Friday programs are 
offered separately from the preschool classes, STEAM and Studio Arts.  These classes begin at 
8:45 am and end at 11:45 am. 
 
St. Mark’s Preschool closely follows the Glen Ellyn School District 41 academic calendar. The 
school year begins in September on the Tuesday following Labor Day and runs through the 
Thursday prior to Memorial Day in May.  All holiday closings will follow the District 41 calendar 
as closely as possible.  
 
An SMP school calendar with holidays, important dates, and events will be provided. The 
calendar is subject to change as needed. Any changes to the calendar will be communicated 
through a letter or email.   Families may also check our website for our school calendar.   
 

Families will be notified by email of school closings due to emergencies or inclement weather. 
 

Munch and Learn Program 
 
Munch n' Learn meets Tuesday through Thursday from 11:15 to 12:40 with a maximum of 10 
students per teacher per day. Children munch together and engage in activities that encourage 
socialization, art, imaginative play, math, literacy, and science.  Afternoon preschool students 
are escorted to class by a teacher at the end of Munch and Learn. Prompt pick-up is expected 
and necessary for the comfort of your child and in respect of the teachers’ time. If a parent or 
guardian arrives later than 5 minutes after dismissal time, you may pick your child up in the 
preschool office. If repeated late pick-up occurs, a late fee of $5 will be assessed. 
 *Students must be potty confident/independent for this program. 
Parents or authorized individuals who are more than 10 minutes late to pick up will be assessed 
a $5 fee.   
The cost of the program is $210 per session for each day of MNL. Per school policy, no refunds 
will be given for absences due to illness, vacation, or snow days and MNL days are non-
transferrable. 
MNL placement will be confirmed prior to the start of the school year.  
 
MNL fees are billed for the entire session at the beginning of each session: on the 15th of 
September, December, and March. 
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Summer Program 
St. Mark’s Preschool offers a summer camp program for incoming and currently enrolled 
Preschool families. The program runs Monday -Thursday 9:00 am-12:00 pm from the end of the 
Preschool year through the month of June. Registration forms are available at the beginning of 
March and accepted through May – or until the program is full. 
 
Changes to registration may be made up to the first day of camp. No refunds will be given on or 
after the first day of camp. Camp slots are non-transferrable. 
 
*Your child must be potty-independent to attend summer camp. 
**Please note, if your child is new to St. Mark’s Preschool, you must complete the appropriate 
paperwork prior to the first day of camp. Please see the Preschool Director for the packet. 

 
Arrival/Dismissal 

 
Exterior doors open at 8:35 for morning sessions and 12:35 for afternoon session.  Classroom 
doors open at 8:40 and 12:40 and classes begin at 8:45 and 12:45, respectively.  Parents or 
guardians must assist their child in hanging up their belongings, washing their hands, bringing 
them directly to the classroom, and signing them into their classroom.  Parking is located on the 
east side of the building (off Hillside). A door to the preschool is located off the lot near the 
playground (Door # 5).   
 
Children are dismissed at 11:15 for the morning session and 3:15 for the afternoon session. 
Parents or guardians must pick their child up and sign them out from the classroom each day.  
Prompt pick-up is expected and necessary for the comfort of your child and in respect of the 
teachers’ time.  If a parent/guardian arrives later than 5 minutes after dismissal time you may 
pick your child up in the office. If repeated late pick-up occurs, a late fee may be assessed. 
 
For the safety of the preschool and church community and in accordance with Illinois code, 
please do not leave your car running and/or children in your car while it is unattended. 
 

 A child will not be released to any person not authorized by the parent. If a person other than a 
parent/guardian or individuals listed on the Emergency and Authorization Form is going to pick 
up a child, written and signed authorization is required, and the individual will be asked to 
provide identification to the Director or Teacher. We ask that you provide the name, address 
and telephone number of the person picking up your child. 
 
If a child has not been picked up, 30 minutes has lapsed and parent(s) and emergency contacts 
on file cannot been reached, appropriate authorities will be notified.  We will attempt to call 
parent(s) or Guardian(s) three times.  We would never hold a child responsible for their 
guardian being late.  Discussion of this issue will only be with the parent or guardian and never 
with the child.  We will provide the very best care until you arrive and treat the situation with 
the utmost sensitivity.  
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Daily Program Description 

 
A typical day at St. Mark’s Preschool includes: 

• Arrival - parents/guardians bring children into the classroom or to the playground. 

• Meeting - children and Teachers make their plans for the day, have conversations about 
their current study, read a story, journal, sing songs, etc. 

• Exploration Time - students work independently or in small groups at individualized 
centers of their choosing.  Possible explorations may include dramatic play, construction, 
Handwriting without Tears activities, exploration of light and shadow, water, painting, 
weaving, or work with clay or wire. During exploration time, teachers often work with 
small groups on activities pertaining to the classroom study.   

• Snack Time – the children and teachers eat a healthy snack together. 

• Gross Motor Exploration – students can run, climb, dig, play ball, etc. on the playground 
or in the indoor play area.   

• Closing meeting – Teachers and children gather to reflect on the day. 

• The preschool also enjoys regular visits from our Rectors, music teacher and yoga 
instructor as well as periodic visits from our local librarian and community artists/guests.   

 
Consent/Publicity 

 
During registration, Parents are asked to give consent for their child to be taken on walking trips 
with their class near the church and to use photographs, video, and audiotapes of their child for 
the St. Mark’s Preschool Facebook page, website, and publicity purposes. Throughout the year, 
parents may also be asked for written consent for their child to participate in walking field trips 
around Glen Ellyn.  A permission slip must be on file for the child to participate in field trips. 
 

Walking Field Trips 

 
In keeping with the Reggio Emilia philosophy, we interact with our local community as often as 
possible. Classes take walking field trips to different locales in the community throughout the 
year as well as frequent walks around the neighborhood. Parents will be notified about field 
trips to specific destinations in the community and, when needed, encouraged to attend as both 
chaperones and as partners in the experience. 

 

Clothing/Personal Belongings 

 
Children should attend school in comfortable, easy to use play clothing. Preschool is an active 
environment involving running, climbing, and multiple art mediums. Preschool can sometimes 
be a messy place, so we cannot be responsible for damage to clothing. 
 
You may choose to send in an extra set of clothing with your child in case of emergency.  All 
clothing should be labeled. No slip-on shoes, flip-flops, “crocs”, or clogs are allowed. 
 
Comfort items such as a blanket or favorite stuffed animal may brought to school, as needed, 
and will be kept in a designated area. 
 
Personal items that are brought to school should be appropriately labeled. 
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Health/Illness 

 
All children must have proof of insurance to enroll in St. Mark’s Preschool and documentation of 
immunizations and record of health prior to the first day of school. Families who choose not to 
immunize their children should discuss this with the Director. All medical physical forms will be 
closely inspected prior to the school year to ensure correct and complete notation. If any 
boxes are left unchecked the Director will ask for the physical form to be completed correctly 
before the student is permitted to attend school.  
 
Please notify the school when your child will be absent by contacting the preschool office at 
630-858-1020 x234 or preschool@stmarksglenellyn.org. 
 
If a Teacher feels a child is unwell, they will consult with the Director and parents or guardians 
will be contacted to come pick up the child. 
 
In the event of an emergency, every attempt will be made to reach parents/caregivers at home 
or work.  Only if necessary, will an emergency contact be notified.   

 
We require that you notify the Director immediately if your child contracts a communicable 
disease, such as: chicken pox, measles, strep throat, RSV, Pertussis (whooping cough) or head 
lice. The Director will take the appropriate steps to notify the rest of the school within 24 hours. 
 
We ask that you do not bring your child to school if he or she has any of the following conditions 
listed below within 24 hours prior to class. If the Teacher or Director observes the child with any 
of these conditions, the child will be sent home. 
A. Temperature of 100 degrees F or more. The child must be fever free (without 

medication) for 24 hours before returning to school.  
B. Continuous coughing, vomiting, diarrhea, headache, swollen glands, rash or open sores, 

or inflamed eye with discharge.  Must be symptom-free for 24 hours (without 
medication) before returning to school. 

C. The presence of head lice or pinworms. * 
D. Conjunctivitis or evidence of the possibility of conjunctivitis. 
E. Sore throat or difficulty swallowing. 
F. Stiff neck. 
G. Infected skin patches or open draining wounds. 
H. When a child complains of pain or discomfort that interferes with normal activity. 
I. Excessive fatigue. 
*In the case of head lice, St. Mark’s Preschool follows the Illinois Department of Public Health’s 
stand on exclusion as follows, “Exclude case from school until after the first shampoo, lotion or 
cream rinse pediculicide is properly applied.” We will follow this guideline and re-check the case 
in school on a regular basis to ensure that the treatment is successful and that no live head lice 
are present. Other children in the classroom are also checked during this period to ensure the 
lice have not spread. A note is sent home to classmates. We ask for your assistance in ensuring 
everyone infected within your home is properly treated. We will do our best to respect 
student’s privacy. Information on the identification and treatment of head lice can be found on 
the DuPage County Health Department website (http://www.cdc.gov/parasites/lice/). Please do 
not hesitate to contact us with any questions, or if you suspect your child may be affected. Head 
lice can happen to anyone. Only prompt and adequate treatment will prevent its spread.   

 

mailto:preschool@stmarksglenellyn.org
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Administration of Medications 

 
All arrangements of the administration of medication must be made through and approved by 
the Director in advance. All medications will be distributed in accordance with state regulations 
and school policy. If administration of medication is permitted, it will only be with written 
permission from the parent or legal guardian and the child’s physician. This includes all “over 
the counter” drugs such as Tylenol and Benadryl as well as cough drops. 

 
All prescription drugs must be in the original container showing a label with the child’s name, 
name of medication, expiration date, dosage, and frequency per day. All medication brought to 
the school must be checked in and will be stored in an area not accessible to children. Always 
hand any medications, including inhalers, directly to the Teacher immediately upon arrival. 
Children are not allowed to take any medication not administered by the staff, including cough 
drops and lozenges. The school is not responsible for and will not administer any medication 
that has not been labeled, delivered, and authorized as described above. 

 
Injuries/Emergency Care 

 

If an injury is not serious: The Teacher or Director will administer first aid and fill out an incident 
report. The Director will notify the parent/guardian either by phone before departure time, or 
when the child is picked up. 
If an injury is serious: The teacher or Director will administer first aid and promptly call the 
parent/guardian to come pick up the child.  The teacher or Director will complete an incident 
report. 
If an injury is an emergency: The Director will call 911 while a Preschool staff member stays with 
the injured child. At no time will the child be left unattended. The Director will notify 
parents/guardians. School personnel will accompany the child to Central DuPage Hospital, with 
or without an ambulance, bring the child’s complete file and remain with the child until the 
parent or guardian arrives. 

 
**Please note St. Mark’s Preschool does not provide medical emergency insurance for the 
children. The parent or guardian assumes financial responsibility. The medical emergency 
personnel treating the child will determine the decision of which hospital is used. 

 

Release of Information/Confidentiality 

 
No child’s record will be made available to anyone other than the child’s Teacher, the Director, 
the Preschool Board Chairperson, and an authorized employee of the licensing agency, or the 
child’s parents or legal guardian unless a release form is signed. All files are maintained in a 
locked cabinet.  Personal information gathered from various forms and references collected by 
the St. Mark’s Preschool staff about parents enrolled in our program will not be released. 
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Guidance/Discipline 

 
St. Mark’s philosophy of discipline is based on the premise that all children should experience 
success and the wonder of learning. We strive for an environment that gives children the 
opportunity to explore and experiment within consistent, age-appropriate limits. In this climate, 
most problems are prevented. If an issue arises, we seek to understand the reason behind the 
behavior; why is the child upset and acting out? What is he or she upset about? It is through this 
understanding that we gain a better picture of the whole child and work to address issues most 
effectively. 
 
We define discipline as setting limits, guiding behavior, and helping children to recognize 
appropriate behavior. Discipline is solution-oriented and designed to help solve problems while 
seeking to understand the reason behind the problem. 
Some methods of discipline we employ are: 
 
Distraction - Changing a child’s focus from an activity that is unacceptable to one that is 
acceptable without confronting inappropriate behavior. Examples: Handing a toy to a child who 
is attempting to take another child’s toy; creating a physical barrier between two children that 
are warming up to an argument or fight without commenting on the situation. 
 
Redirection - Preventative in nature, redirection involves the teacher anticipating an issue and 
intervening with a solution before the problem occurs. Examples: Suggesting that a child move 
away from the water table and play in the block area if the child begins splashing water at other 
children; encouraging a child to build blocks to knock down rather than toppling block 
structures another child is building. 

  
Ignoring - Teacher asks, “Is this a behavior I can live with in the classroom?” If it is, he or she will 
ignore it, making sure the behavior does not hurt the child or classmates or harm the 
environment or materials. 
 
Sitting Quietly with A Teacher - The purpose of sitting quietly with a teacher is to help the child 
calm down, regain control and feel comfortable. The teacher typically has the child sit with her 
between 1-3 minutes. 

 
When a student’s behavior becomes disruptive to the class or creates an unsafe environment, 
the following steps will be taken until the problem is resolved: 
 
1. Staff intervention and mediation to try and resolve the issue in class. 
1. Call home to parents. 
2. Parent meeting to set up a behavior modification plan designed to resolve the issue. 
3. If the previous three steps have not produced a resolution to the problem, the matter 

will then be brought to the attention of the St. Mark’s Preschool Board. 
 

Teacher and staff will work with children and families to make it as positive a process as 
possible. If your child is unable to adjust to the program and every effort has been made to 
work out matters with the family, your child may be discharged upon the Director’s 
recommendations.  Please see Discharge and Withdrawal Section for more information. 
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Snacks/Food 
 

We ask that children bring a water bottle to school each day for drinking throughout the day 
and with snack.  
 
Parents must bring all knowledge of their child’s food allergies to the attention of the Director. 
 
Families take turns providing snack for their child’s classroom.  Snack is assigned to each family 
throughout the year via the classroom weekly plans posted outside the classroom.  All snacks 
must be shelf-stable – no refrigeration necessary – and nut free.  Check labels for nut 
ingredients and processing on machines that also process nuts.     Please provide a fruit option 
and carb option for each day.  
 
 Snack Suggestions: 
Carb Options: White cheddar corn puffs (i.e., Pirate’s Booty), goldfish, pretzels, graham crackers, 
veggie chips/straws, wheat crackers, etc. 
Fruit Options: Raisins, dried cranberries, banana chips, whole apples, whole clementines 
(Cuties), whole bananas, dried blueberries, dried strawberries, etc. 
 
Birthday Snacks: Parents should contact the teacher or Director if they would like to provide a 
special treat for the class (e.g., Birthday or other special occasion).  Please ensure the treat is 
healthy such as all fruit popsicles. 
 
The Preschool attempts to maintain a nut-free environment at all times. While we cannot and 
do not have an environment that is totally risk free of exposure to nuts or nut products, every 
effort is made to monitor the environment for exposure to nuts, nut products or food items 
made in a facility where nut products are made.  We reserve the right to not serve any food 
item we feel will put a child at risk of exposure to nuts or possibly cause an allergic reaction. 
 

The Preschool follows all state requirements while preparing and serving snacks. Only food that 
is prepackaged and sealed by the manufacturer or food items prepared in compliance with state 
Food Safety and Sanitation requirements are served. 

• All SMP staff has completed food handing training and earned certificates. 

• All food products are stored in a locked cabinet away from any contamination. 

• Food is discarded on its expiration date. 

• Products requiring refrigeration are immediately placed in the refrigerator upon 
arrival. 

• Staff members wash their hands with soap and dry with single use paper towels 
before preparing and/or serving any food or beverage to children. 

• Teacher(s) and/or aides assist children in washing their hands with soap and 
drying them with single use paper towels. 

• Plastic/paper cups, napkins, bowls, and utensils that are used for snack will be 
discarded in lined trashcans after use. No two children may use the same eating 
utensils or eat off the same product, (i.e., take a bite off another child’s cracker). 

• All tables are washed with bleach and water solution before serving snack. 

• Children are served small bite sized food that is appropriate for their age. 

• Teachers are always present while children eat their snack. 
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Show and Tell 
 

As a part of our Reggio philosophy, children are often asked to show items they are working on 
or enjoy in the classroom to the class during daily meeting.  Show and Tell is more internally 
motivated – encouraging children to practice talking in front of others about their work at 
school.  We welcome children to tell a story in front of the class as well.  Teachers pay close 
attention to who is sharing and offer gentle encouragement and guidance when necessary. 

 
Fire Emergencies 

 
1. Preschool staff will take attendance each morning by 9:15 a.m. for the morning session 

and 1:00 for the afternoon session.    
2. The Preschool is connected directly to the Glen Ellyn Fire Department. 
3. The Preschool is equipped with smoke detectors and alarms, and a sprinkler system. 
4. If any of the fire alert systems mentioned above is activated, the following procedures 

will take place: 
5. Children will be instructed to line up with their Teachers at the door where one of the 

Teachers will then lead the children out of the preschool according to the proper 
evacuation plan. 

6. One of the classroom Teachers will bring the attendance book out of the building to do a 
student head count. This book must contain a current list of emergency phone numbers 
for reaching the parents. 

7. One of the Teachers in the classroom will close the classroom door once all the children 
and both Teachers have left the classroom. 

8. Either Teacher or the Director will open the proper door to allow the children to exit 
easily and count each child as they exit. 

9. Either Teachers or the Director will lead students out of the building by following the pre-
determined fire exit route, depending on where they may be located, in or around the 
building.  They will open doors to allow students to exit easily and count each child as they 
exit.   

10. Once outside the building, the Teachers or Director will lead the children to the 
appropriate pre-determined spot.  If necessary due to a dangerous proximity to the St. 
Mark’s building, the Teachers will lead the children to the Allison’s backyard (on Hillside 
Ave., one house east and adjacent to the lower parking lot next to the church), where a 
head count will be taken.  The Allisons are long standing parishioners of St. Mark’s Church. 

11. The Director is responsible for making sure classrooms are empty, the hallway is empty, 
no children remain in the building, hallway lights are off and the east exit doors are 
closed as he or she leaves the building. 

12. The children and preschool staff will remain outside the building, until the Fire 
Department gives clearance to return to the preschool. 

13. In the case of severe weather, the staff and children will go inside the Allison’s house 
until the Fire Department gives the clearance to return to the preschool. The children 
may be kept inside until the weather permits.   

14. Once the building has been deemed safe by the proper authorities, and the staff and 
students reenter the building, parents will be notified of the emergency.  In the case the 
building is not safe for reentry; parents will be notified via either the Director or 
Teacher’s cell phone, or the phone of another staff or church member. 
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Gas Leak or Power Outage 

In the event of a gas leak or power outage, children will be led by a teacher out of the building 
to Blackberry Market (on the corner of Hillside Avenue and Main Street).  Teachers will turn off 
classroom lights and bring the clip board with them.  Staff members will work together to notify 
all parents.  Teachers will sign out and release children to authorized adults. 

 
Pest Control 

 
St. Mark’s strives to maintain a clean and healthy environment for all. Our church building has 
monthly pest inspections by a licensed pest control company. In the event there is evidence of 
pests, the company treats, as necessary. 
Our Director will be notified prior to any treatments to the building, so that she can ensure that 
children will be kept away from these areas. St. Mark’s maintains a log of all treatments. All 
treatments will follow procedures as specified in DCFS Licensing Standards. 
Parents or guardians will be notified in writing prior to any treatments to areas of the building 
where children attend school or visit with their class. Any necessary treatments will be made in 
minimal amounts and when no children are present. 

 
Water Testing 

 
Per DCFS Regulation 407.370h - A safe and sanitary water supply shall be maintained. If a 
private water supply is used instead of a public water supply, the center shall supply written 
records of current test results indicating that the water supply is safe for drinking in accordance 
with the standards specified for non-community water supplies in the Drinking Water Systems 
Code (77 Ill. Adm. Code 900). New test results must be provided prior to relicensing. 
St. Mark’s Preschool is housed in a building constructed after January 1, 2000 and uses public 
water supply and thus is not required to test drinking water. If testing is deemed necessary, 
testing will be conducted by an IPEA approved laboratory and results posted at the parent 
Information table in the Preschool office. 

 

Security 
 

The safety of your children is of utmost importance to the staff and board of SMP.  Daily 
measures, including staff presence during arrival and dismissal, locked exterior doors while 
classes are in session and awareness of visitors and scheduled activities occurring in the 
building, are in place to maintain a secure environment while your child attends preschool.   The 
preschool Director and Board work with members of the church security committee on 
improvements to building security.  Updates and changes to current security procedures will be 
communicated as they occur.   

 

School Closure Due to Prolonged Emergency 

 
If an emergency occurs causing the Preschool to close for an extended amount of time, we will 
follow the guidelines of Government Agencies, the national Association of Episcopal Schools, 
and our state and local public-school authorities.  
 
All classes will convert to an online format consisting of virtual meetings, emails, video content, 
and Facebook and Instagram posts. Munch and Learn will not run. 
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Tornado and Thunderstorm Emergencies 

 
If the Village of Glen Ellyn sounds the emergency siren, or the Director feels there is threatening 
weather, the following steps will be taken: 
1. All children will be led by a Teacher out of the classroom and taken to the basement via 

the North stairwell of the St. Mark’s building. 
4. Teachers will turn off classroom lights, close the classroom doors, and bring the 

attendance book with them. 
5. Children will be instructed to sit down against the interior walls away from any windows 

and assume a protective position with their legs drawn close to their body and their 
head lowered. 

6. Teachers will do a head count using the attendance book they have taken with them 
from the classroom. 

7. All children and preschool staff will remain in the basement in protective positions until 
the Director deems it safe to return to the classroom. 

 

School Closure Due to Weather 

 
In the event of a school closure due to weather, St. Mark’s Preschool usually follows Glen Ellyn 
School District 41.  Information about District 41 closures will be available through media 
outlets (radio and television) and the Glen Ellyn District 41 website.  An email will also be sent 
from SMP as early as possible.   
 
If the closure occurs during school hours, parents/guardians will be contacted by email as well 
as phone, to come pick up their child. 
 


