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 EARLY CHILDHOOD & FAMILY CENTER 
401 South 8th 

Quincy, IL 62301 
(217)228-7121 

www.qps.org 
 

 
 

Quincy Public Schools Mission Statement: 
EDUCATE STUDENTS AND TEACHERS TO 

ACHIEVE PERSONAL  
EXCELLENCE 

 
QPS VISION: 

The Quincy Public School District is committed to creating a culture of excellence in education for college and 

career readiness by 

• Engaging student to achieve personal excellence; 

• Building professional knowledge and excellent teaching practices through collaboration; 

• Utilizing curriculum aligned to the state standards; 

• Establishing high expectations and improving student growth; and 

• Developing active partnerships with parents and the community. 

 

 

Early Childhood & Family Center Mission Statement: 
Quincy Early Childhood & Family Center is committed to creating a safe and welcoming 

environment by providing developmentally appropriate experiences that promote a love for 

learning while supporting and empowering students and families. 
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Dear ECFC Explorers Families, 

 

On behalf of the staff of Early Childhood & Family Center, we welcome you to the 2023-2024 school year.  The 

program strives to ensure that each child will experience success each day.  Our commitment is to excellence 

and a positive experience for both children and their families. 

 

We are very excited about the partnership that we have entered with you on behalf of your child.  Our 

program will provide opportunities for your child to enter a world of exploration through concrete learning 

experiences.  We know that young children learn through play and our classrooms are designed to motivate 

your child’s learning process each day.  A very important part of the child’s education and development occurs 
through the direct involvement of parents.  Parents are encouraged to volunteer in the classroom, participate 

in school activities, attend parent/family activities, and attend all meetings.  Parent involvement includes 

teachers visiting homes and parents visiting school! 

 

We look forward to an exciting year and working with you to ensure a positive educational experience for your 

child. 

 

Sincerely, 

 
Sara Cramer 

Director - Early Childhood & Family Center 
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PART ONE: General Information 
 

SCHOOL DAY 

Head Start 5 Day Program (Monday-Friday)              Pre-K 5 Day Program (Monday-Friday) 

Morning Session: 8:25 A.M. – 11:25 A.M.  Morning Session: 8:25 A.M. – 11:00 A.M. 

Afternoon Session: 12:15 P.M. – 3:15 P.M.  Afternoon Session: 12:35 P.M. – 3:15 P.M. 

All day session: 8:25 A.M.-3:15 P.M.    

  

Transitional Kindergarten (Monday – Friday)  

8:25 A.M. – 3:15 P.M.  

       

• If you transport your child to school, doors will open at: 8:25 A.M., 12:15 P.M., & 12:35 P.M.  Staff will 

be unavailable prior to arrival time. Children can never be left unattended.   

• If you choose to pick up your child from school you will need to arrive before: 10:55 AM for Pre-K 

morning sessions, 11:20 AM for Head Start morning sessions, and 3:10 PM for all afternoon and All-Day 

sessions.  Should you not pick up your child from school, at these times your child will be put on the bus.  

Changes and arrangements must be made no later than fifteen minutes prior to dismissal time or your 

child will be put on the bus.   
 

PRESCHOOL DEVELOPMENTAL SCREENING PROGRAM 
 

All three, four, and five-year old’s residing in Quincy Public School District are eligible for screening.  Children 
are screened by going through a brief check of speech, language, cognitive, social, fine motor, and gross motor 

skills. Screenings are scheduled throughout the year.  Please call the school office to make an appointment 

217-228-7121. 

PROGRAM 
 

Early Childhood & Family Center is a collaboration of four programs: Head Start, Preschool for All (PreK), Early 

Childhood Special Education, and Transitional Kindergarten.   

 

An important part of the child’s education and development occurs through the direct involvement of parents.  
Parents are encouraged to volunteer in the classroom, participate in school activities, and attend all meetings.  

Parent involvement includes teachers visiting homes and parents visiting school!  

 

HEAD START 
 

Head Start is a federally funded program for children turning three or four years of age by September 1st of 

each year.  Children who are three years of age will attend a half day Head Start program.  All day Head Start 

program is only for Head Start eligible four-year-old children that will attend kindergarten the following school 

year.  The overall goal of the Head Start program is to bring about more social competence in children of low-

income families.  There are four major components in the Head Start program: education, health, parent 

involvement, and social services.  The educational component is designed to meet each child’s individual 
needs.  It also aims to meet the needs of the community served and its ethnic and cultural characteristics.  
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Head Start arranges for every child to receive comprehensive health care, including medical, dental, mental 

health and nutrition services as needed.  Parents are the most important influence on a child’s development.  
An essential part of every Head Start program is the involvement of parents in parent education, program 

planning, and operating activities.  The social services component of Head Start represents an organized 

method of assisting families to assess their needs and then providing those services that will build upon the 

individual strengths of families to meet their own needs. 

 

PRESCHOOL FOR ALL (PreK) 
 

Pre-Kindergarten is a state funded program for children turning three or four years of age by September 1st of 

each year.  The program meets young children at their developmental level, which allows each child the 

opportunity for success and positive self-esteem.  The aim of the program is to provide a developmentally 

appropriate curriculum in the areas of physical, emotional, social, creative, cognitive, and language skills.  This 

is done through an integrated approach.  Parents are the child’s first teacher. Therefore, parent involvement is 

an important component of Pre-Kindergarten.  Parents are encouraged to assist in the child’s classroom, on 
field trips, and in any area that will benefit the children and their families.  The program also offers health and 

social services to provide a well-rounded educational program for children and their families. 

 

EARLY CHILDHOOD SPECIAL EDUCATION 

 
Early Childhood Special Education (ECSE) is a program established by federal law to serve the special needs of 

children ages three through five.  Once a child is found eligible, an Individualized Education Plan (IEP) is 

developed by a team comprised of parents, teachers, and others involved with the child.  The IEP addresses 

the areas in which a child is experiencing delays by establishing long range goals and short-term objectives.  

The ECSE staff plans programming based on the individual needs of the students in the class.  A typical day 

provides children with experiences in listening activities, structured play, fine and gross motor activities, and a 

wide range of learning and language experiences.  A very important part of the child’s education and 
development occurs through the direct involvement of parents.  Parents are encouraged to volunteer in the 

classroom, participate in school activities, and attend all meetings.  Parent involvement includes teachers 

visiting homes and parents visiting school! 

 

Note: Special Education Related Service Log - Illinois School Code (105 ILCS 5/14-8.02f)  

(d) Local education agencies must make logs that record the delivery of related services administered under 

the child's individualized education program and the minutes of each type of related service that has been 

administered available to the child's parent or guardian at any time upon request of the child's parent or 

guardian. For purposes of this subsection (d), related services for which a log must be made are: speech and 

language services, occupational therapy services, physical therapy services, school social work services, school 

counseling services, school psychology services, and school nursing services. The local education agency must 

inform the child's parent or guardian within 20 school days from the beginning of the school year or upon 

establishment of an individualized education program of his or her ability to request those related service logs. 
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TRANSITIONAL KINDERGARTEN 

 
Transitional Kindergarten is a program which enables students to receive a year of intervention services to 

help them secure their readiness skills for kindergarten. Teachers emphasize a curriculum which blends 

preschool and kindergarten and is based on starting from where each student is functioning.  Students attend 

all day 5 days a week, having a school day that is based on the kindergarten day. 

 

FAMILY EDUCATION / ENGAGEMENT 
 

Parents/Guardians are their child’s first teacher. Therefore, family involvement is an important part of the 
Early Childhood & Family Center program.  Volunteers are also an important part of our program.  We 

encourage you to get involved in your child’s educational activities through the following: 

 

VOLUNTEERING IN CLASSROOMS/BUILDINGS/EVENTS 
 

• Field Trips  

• Assist with classroom activities 

• Assist with snacks, breakfast, lunches 

• Assist with outdoor play 

• Help children with coats or boots 

• Prepare and donate supplies or materials 

• Interact with children at centers, dramatic play, blocks, etc. 

• Parent-Child Interactions 

• Read or tell a story 

• HAVE FUN AND ENJOY! 

*This list is not limited.  Your talents and treasures are valued and appreciated! 

 

FAMILY ENGAGMENT 

• Special Topic Meetings 

• District Parental Training Events 

• Special Programs 

• Parenting Classes 

• Open House/Curriculum Night 

• Meals and Wheels  

• Family Fit Night  

• Helping Hands  

• Parent Meetings 

• Policy Council-parent advisory board 

• Health Advisory 

*Be on the look out for more family engagement opportunities. 
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FAMILY SUPPORT SPECIALISTS 
 

Family Support Specialists (FSS) are staff members specifically assigned to each classroom to serve as a contact 

with each family.  The FSS will connect with each family early in the year to make introductions and to set up 

home visits.  FSS are available to support families by being a connection to the classroom and all school 

activities, as well as connecting families with community resources.  

 
Early Childhood & Family Center Family Partnership Agreement 
As an ECFC family, you can take advantage of many opportunities to learn about our services and to 

participate in decisions about ECFC.  You will also have an opportunity to develop new skills and to share your 

experiences and interests with other parents.  

 

ECFC makes a commitment to provide positive experiences for you and your child and to assist you in making 

similar commitments.  We will do this by: 

• Identifying your child’s educational and social emotional goals and taking steps to meet those goals. 
• Providing workshops on parenting, child development, discipline, and other topics of interest. 

• Providing home visits to discuss your child and family’s progress. 
• Inviting you to be part of the planning and community activities. 

• Supporting you to become an advocate for your child with school and other community agencies.  

 

As parents you will make a commitment to provide positive experiences for your child and school by: 

• Having your child ready for school at the scheduled time the bus is to arrive.  

• If your child is absent, calling school (217-228-7121) and the Transportation Department (217-224-

5910). 

• Set goals for your child and assist in achieving those goals. 

• Volunteer and attend family activities. 

• Be involved in the ECFC curriculum and educational activities. 

• Participate in your child’s educational and social emotional progress through home and school visits. 
 
This commitment will ensure that your child has many opportunities to learn, develop and be successful. 

 

POLICY COUNCIL 
 

The ECFC Family Policy Council is an advisory board made up of parents and community members whose 

primary responsibility is to serve as a decision-making body for the ECFC Head Start program.  Responsibilities 

include conducting an evaluation of the program, approving expenditures of parent activity funds, and serving 

as a link between ECFC families, the community, and the Quincy Public School District.  All ECFC families are 

welcome to join Policy Council, regardless of which program their child attends.  Invitations to join will be sent 

out early in the school year. 
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PARENT MEETING/WORKSHOPS 
 

Monthly opportunities for families to explore a wide variety of topics such as: discipline, budgeting, and 

transitioning to kindergarten.  Topics are based on parent interest.  Please let your Family Support Specialist 

know of a topic you would like to see presented. 

 

CONSCIOUS DISCIPLINE PARENTING CLASSES 

 

Come study and share with other parents as we all try to learn some new ideas to help us grow as parents.  

Meal & childcare provided during a course that will meet over a series of 5-6 times.  See your Family Support 

Specialist for information. Sign up required. 

 

FAMILY RESOURCES 
 

Parents/caregivers can access ECFC staff members to talk about their children and family, to seek advice, and 

to ask for assistance in connecting with community resources.  Always begin with your classroom teacher and 

FSS.  Parents may also talk to our School Psychologist, School Social Worker, Education Coordinator, Family 

Services Coordinator, Community Resource Coordinator, Building Manager or Director. 
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PART TWO: RIGHTS & RESPONSIBILITIES 
 

AMERICANS WITH DISABILITIES ACT 
 

The Quincy Public School District No. 172 does not discriminate based on disability in admission to, access to 

or operations of its programs, services or activities.  School District No. 172 does not discriminate based on 

disability in its hiring or employment practices. 

 

This notice is provided as required by Title II of the Americans with Disabilities Act of 1990.  Questions, 

concerns, complaints or requests for additional information regarding the ADA may be forwarded to the 

District’s designated ADA Compliance Coordinator. 

 
Name:  Eryn Beswick 

Title:    Director of Special Education 

Office:  1416 Maine St., Quincy, IL  62301 

Phone:  Voice: (217) 223-8700 TDD: (217) 223-8700 

Days/Hours Available:  Monday - Friday 7:30 a.m. - 4:30 p.m. 

 
Individuals who need auxiliary aids for effective communication in programs and services of the public schools 

are invited to make their needs and preferences known to the ADA Compliance Coordinator. This notice can 

be made available in large print, on audio tape and in Braille from the ADA Compliance Coordinator. 

 

ATTENDANCE 
 

Student attendance is very important in our programs, as it is in elementary and secondary school.  

Attendance is recorded daily.  The school must be notified by the parent/guardian each day a child is absent or 

tardy.  It is important for your child to be on time!  If you have not called the school by 9:00 am (AM session & 

All Day) or 1:00 pm (PM session) on the day your child is absent, school personnel will contact you. If your 

child has excessive absences or demonstrates a pattern of absences, the Family Support Specialist and Family 

Support Coordinator will contact you to discuss the reasons for the absences, offer help when needed, and 

develop a plan to improve your child’s attendance. If your child’s attendance does not improve a meeting with 

the director could be held.  Excessive absences and or tardies could jeopardize the student’s placement in the 
program. 

 

Truancy: Truancy is defined as being absent without valid cause for a school day or a portion of a day or when 

a parent/guardian fails to notify the school of an absence.  

 
Chronic Truancy: Chronic or habitual truancy shall be defined as a student who is absent without cause from 

attendance for 5% or more = 9 regular attendance days. 

ECFC’s goal is to have all students in school daily.  It is important that children be at school daily as learning 

occurs that cannot occur when the child is home.  Please let us know if you need help or support with your 

child attending school daily.  The philosophy of ECFC staff is to foster and strengthen staff and 

parent/guardian partnerships to ensure an inclusive environment.  Therefore, please expect your classroom 

teacher to contact you out of concern and support when your child is absent from school.   
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Early Childhood Student Attendance Policy 2023-2024 

1-9 Days missed: 

1. Days 1 – 9, (on-going) TEACHER reaches out to family regarding attendance.  

• Office will still collect daily attendance and make calls for any student unverified. 

10 days missed: 

1. Family Support Specialist contacts the family regarding attendance and assesses the reason why the 

student has been absent and provides support. 

a. 10-day attendance report is done at the discretion of Family Support Specialist.  

b. Home Visit is completed at the discretion of Family Support Specialist.  

18 days missed: 

1. 18-day attendance report is completed for student and given to Family services Coordinator. 

2. Family Support Specialist completes HV with parent(s)/guardian(s). 

3. Family Support Specialist completes ASP (Attendance Success Plan and gives copy to FSC) 

a. Parent(s)/guardian(s) are given resources, attendance success information. 

25 days missed: 

1. 25-day attendance report is completed for student and given to Family Services Coordinator. 

2. Mandatory staffing between Family Services Coordinator and Family Support Specialist to discuss 

attendance issue(s).  

3. Family Services Coordinator will call the parent(s)/guardian(s) with Family Support Specialist present 

to help problem solve.  

35 days missed: *(as needed, case by case and/or FSS/FSC request)  

1. 35- day attendance report is completed and given to the Family services Coordinator. 

2. Family Support Specialist emails Family Services Coordinator/Director requesting a parent/guardian 

meeting regarding attendance.  

3. Parent/Guardian meeting with the following, but not limited to: 

a. Director 

b. FSC 

c. FSS 

d. Teacher  

e. Other (depending on student and needs)   

4. Some students who reach (35) days, or before, excluding those with excusable absences (major health, 

S.E., special circumstances) could fall under PROBLEM SOLVING and go hand in hand with 

academic/behavior needs. 

BOOKBAGS 
 

Each child should bring a bookbag to school every day. Bookbags should be large enough to carry notes, 

schoolwork, clothes, etc.… Bookbags on wheels are unsafe for young children and are not allowed at school.    

 

Children should not bring toys to school.  We have many toys and materials for the children to use during the 

school day.  Any toy that could be considered weapon-like (toy guns, toy knives, etc.) will be kept until the 

parent can pick it up. 
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BREAKFAST/LUNCH 
 

Transitional Kindergarten and Head Start All-Day students will receive breakfast, lunch, and a snack each day.  

Head Start students will receive breakfast/lunch in the AM and lunch/snack in the PM.  PreK five-day classes 

will receive breakfast in the AM and Lunch in the PM. The meals follow the nutritional guidelines set by the 

U.S. Department of Agriculture for the National School lunch and breakfast program. If you are concerned 

about mealtimes at ECFC, please contact Director, Sara Cramer.  Meals are free for all students attending 

ECFC. 

 

CELL PHONES & OTHER ELECTRONIC DEVICES  
 

Cellular phones or personal electronic entertainment devices are not to be brough to ECFC by students.  If 

electronic devices are brought to school, they will be removed from the child’s possession and a 
parent/guardian will be called to pick up the device.  Cell phones and other electronic devices hinder language 

development and socialization.  Children should always be monitored while on electronic devices. 

 

CHILD ABUSE AND NEGLECT REPORTING POLICY 
 

Illinois state law mandates that any school personnel who suspects child abuse or neglect must make a report 

to the Illinois Department of Children and Family Services Child Abuse Hotline. (800-252-2873) Please call the 

local DCFS office if you have any questions. (217-228-7121)  

 

CONFIDENTIALITY 
 

All information about your child and family is strictly confidential and will not be shared with anyone not 

directly involved with your child without your written consent.  Only authorized Early Childhood & Family 

Center personnel can review the files.  Parents also have a right to review the files.  Please contact the 

Director if you wish to review your child’s file. 
 

CURRICULUM/CLASSROOM 
 

The philosophy behind our curriculum is that young children learn best by doing.  Since young children learn 

and retain by concrete experience, the “hands-on” approach to learning is essential.  Learning is not just 
repeating what someone else says; it requires active thinking and experimenting to find out how things work 

and to learn firsthand about the world we live in.  One of the most important educational goals of our 

program is to help children become enthusiastic learners.  This means encouraging children to be active and 

creative explorers who are not afraid to try out their ideas and to think their own thoughts.  We encourage 

our children to become independent, self-confident, inquisitive learners.  We’re teaching them how to learn 
and helping them develop good habits and attitudes, particularly a positive sense of themselves, which will 

make a difference throughout their lives. 

 

Our Early Childhood curriculum is the Creative Curriculum, a research-based curriculum which addresses all 

areas of Early Childhood development:  

 Personal and Social: fostering a healthy self-concept, developing self-control, approaching learning 

with eagerness and curiosity, interacting easily with others, and using words to solve conflicts. 
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 Language and Literacy: developing listening and speaking skills, encouraging a love of books and 

reading related activities, encouraging written communication through drawing and pretend writing. 

 Mathematical thinking: promoting an interest in numbers and counting, recognizing patterns and 

relationships, awareness of shapes and spatial relations, able to sort and put objects in order, 

experience measurement activities and begins to construct a sense of time. 

 Scientific thinking: using senses to explore, encouraging curiosity to seek answers and draw 

conclusions. 

 Social Studies: awareness of own characteristics, understanding of family and jobs that people do, 

awareness of rules and leadership, sensitivity to people and their environment. 

 The Arts: using a variety of materials to express self, participating in music and creative dramatics, 

appreciating the work of others. 

 Physical: developing balance and control to perform simple tasks, developing eye-hand coordination to 

perform a variety of small motor skills, gain independence for self-care tasks, awareness of basic health 

and safety. 

 
Our Pre-K and Head Start teachers use a portfolio and progress report to document your child’s growth and 
development.  Information collected in these portfolios and the progress report will be shared with parents 

during two scheduled home or center visits, one in Fall and the other in Spring. 

 

Transitional Kindergarten staff is dedicated to offering children a well-balanced educational program that 

covers the basics as well as other differentiated experiences.  Language Arts (reading, writing, spelling, 

language, speaking, and listening), Mathematics, Science, and Social Studies are basic subjects. In addition, 

Physical Education, Music, Art, and Social Emotional learning are provided.  We also expose students to 

Environmental Education, Health, and current events.  Field trips, use of community speakers, and audio-

visual aids along with educational games help make learning interesting and motivating.  Technology is used as 

needed to enhance each student’s education.  Progress reporting will occur in October and February with a 
parent teacher conference.  Teachers will use a standards-based report card to share how your child is 

progressing.  The standards-based report card will be sent home following each trimester as outlined by QPS.  

 

Our staff works to identify children who may benefit from special services.  These services may include speech, 

language, physical and occupational therapy, vision and hearing services, and services for developmental 

delays.  The activities we plan for children, the way we organize the environment, select toys and materials, 

plan the daily schedule, and talk with children, are all designed to accomplish the goals of our curriculum and 

give your individual child a successful school experience. 
 

A CHILD’S PLAY HAS GREAT VALUE 
 

Every part of a child’s life is interwoven with play.  This is the nature of a child.  On the surface, children’s play 
looks simple. In fact, play touches on every aspect of development and learning.  In play, children are free to 

master new knowledge at their own rate and in their own way.  It is the process that we value, not the child’s 
end result.  While children play they practice new cognitive, social, emotional, language, and physical skills.  

Play is active.  It is a form of learning that unites the mind and the body.   

 

DRESS 
 

Children should be dressed in comfortable clothes and shoes for active play. Do not allow your child to wear 

open back shoes, sandals, crocs, boots, slip on shoes. TENNIS SHOES ARE BEST FOR SAFETY AND EASE IN 
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MOTOR ACTIVITIES.  Each day, children will be involved in messy activities (such as finger painting, easel 

painting and water play) and should be dressed accordingly.  If your child wears a dress/skirt to school, please 

make sure they have shorts underneath the dress/skirt.  All children are required to leave an extra set of 

clothes at school (shirt, pants, socks, and underwear). 
 

EMERGENCY DRILLS 
 

Systematic drills are practiced by the entire school in preparation for such emergencies as a fire, inclement 

weather or lock down.  Students and staff have specific places to go and specific behavior to perform once 

they get there.  In a fire drill, students move quickly to the nearest door and go to an assigned area away from 

the building.  In an inclement weather drill, students and staff are assigned to a specific “safe place” in the 

building and are to go there immediately upon hearing the alarm.  Once there, the students assume a 

“tucked” position on their hands and knees, and the staff will have a roll call to account for each student’s 
whereabouts. In a lock down drill, students and staff are alerted of danger.  Students and staff will locate 

themselves in the “safe place” in the building or go to the location designated by the district should they be 
outside of the school building.  All students and staff will remain in the “safe place” until they are notified by 
the authorities that the dangerous situation has been resolved.  You will be notified by a See Saw or Skyward 

message when a practice drill is performed.  

 

QUINCY PUBLIC SCHOOLS 

SCHOOL EMERGENCY GUIDE FOR PARENTS 
 

The purpose of this guide is to provide a quick reference for parents when there is a crisis at school, describe 

what parents can do to best help their children before and during the incident, and explain the process for the 

safe return of your child. 

 

3 SIMPLE STEPS YOU CAN TAKE TO PREPARE FOR A SCHOOL EMERGENCY 

 
Communication is vital in any type of emergency.  To be sure we can quickly contact you, please make certain 

that your child’s Emergency Contact Card is accurate.  Also, please remember to update your contact 
information whenever it changes. 

 
Individuals listed on the Emergency Contact Card should: 

 

• Know you are listing them on the Emergency Contact Card and agree to accept the responsibility of picking 
up your child, when necessary, 

• Be readily available during the day, 
• Have easily accessible transportation to pick up your child from school, and 

• Have a good relationship with your child. 

 
Talk with your child about the importance of listening to school staff members and following directions during 

an emergency.  Also, discuss the emergency training that is provided at school, and ask them to explain their 

role during the various drills.  If you have any further questions about your school’s emergency procedures, 
please feel free to contact the principal for details. 
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3 
School Emergency Cards for Parents are located on the third page of this guide.  Cut them out and carry one 

in your wallet or purse.  The School Emergency Cards for Parents have important instructions to follow during 

a school emergency. 

 

EMERGENCY OPTIONS DURING A SCHOOL EMERGENCY 
 

Evacuation.  Certain emergencies require everyone to leave the premises to keep safe.  Each school has 

planned for off-site evacuations.  Evacuation during a fire may only require everyone to assemble in a field 

away from the building, while other emergencies may require relocating to another building.  The other 

building may be a nearby shelter within walking distance or it may be another school building that requires 

busing to reach it.  The type of crisis and the conditions outside the school will determine the response 

chosen. 

 
Shelter-In-Place.   Sometimes it is safer to remain inside the school building because conditions outside are 

less safe.   During a tornado warning, students and staff may respond to a designated shelter/safe area of the 

building, if there is time to do so.  During an earthquake, the best response is usually to remain in the 

classroom and take cover to avoid potentially falling debris. 

 

Lockdown.  During most violent intruder incidents, lockdown is the best response.  Lockdown keeps students 

and staff in an area they know is safe at the time, while keeping violent intruders out of that area.  Emergency 

responders will normally arrive quickly, so the more time spent in a safe area, the better.  Although our drills 

end rather quickly, in a real event, students should prepare to remain quietly locked down for an extended 

period. 

 
Lockout.  If a potentially dangerous situation is in a school, the school may decide to lockout.  A lockout may 

be caused by police action in the area, a vicious dog near the playground, or some other threatening 

circumstance that might endanger someone outside the building.  Our schools operate in a near-lockout mode 

daily, as all incoming traffic is directed through the security entrance.  In an actual lockout, any students who 

are outside would be brought back into the building, and no one would be allowed to leave until the lockout is 

lifted.  Otherwise, it is “business as usual.” 

 

STUDENT REUNIFICATION PROCEDURES FOLLOWING A SCHOOL EMERGENCY 
 

After an emergency or crisis has caused one of the responses listed above, it is our goal to reunite you with 

your child as soon as the situation has stabilized.  Quincy Public Schools created a Reunification Plan to assist 

in the safe return of your child to you or your designee.  School administration will implement this plan at the 

earliest opportunity. 

 
What to expect.  If an emergency interrupts the school day, QPS will disseminate information as soon as 

possible.  QPS will activate its Skylert message system with specific information and instructions for parents, 

and post information on www.qps.org as soon as possible, as well.  If your child was harmed during the crisis, 

school personnel will personally contact you at the earliest possible time. 
In most cases, students will either remain at their school or at the evacuation site until the regular end of the 

school day.  The Skylert message will inform you as to their location and the appropriate place for you to 

respond, if you plan to pick them up. 

 

http://www.qps.org/
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What you can do.  Please listen to the full Skylert message and respond as requested.  We can return your 

student to you sooner if everyone follows the established procedures. 

 

If you are directed to the reunification site, please follow directions regarding parking and bring a 

government–issued photo ID.  This also applies if one of your previously approved contacts will pick up your 

child in your place.  Students will not be released to anyone unless they are on your approved list and they can 

prove that by presenting a government–issued photo ID.  Students will only be released to parents or 

guardians who have presented acceptable identification and who are named on the student’s Emergency 
Form. 

 

What you should NOT do: 

 

➢ Please, do NOT call the school.  School staff will be busy assisting students during the emergency and 

preparing for reunification immediately afterwards.  Calling the school will delay them and tie up phone 

lines that may be needed to communicate with emergency personnel. 

➢ Please, do NOT immediately come to the school or evacuation site, unless instructed to do so.  Traffic 

may already be impeded by emergency vehicles and adding more cars when no one is ready for release 

will only aggravate the situation.  While parents’ instinct in an emergency is to go to the school to 

safeguard their child, please understand that doing so may significantly reduce the school’s ability to 
respond to the situation.  In addition, going to the school may interfere with police or other emergency 

workers whose sole purpose is to assure the safety and well-being of students and staff. 

 

ENSURING SCHOOL SAFETY IS EVERYONE’S RESPONSIBILITY 
 

Quincy Public Schools are committed to the safety of our students.  Our staff works with public safety 

providers to maintain a safe environment for our students, staff, and visitors.  Each summer, we meet with 

leaders from all local area first responder agencies to review and improve our Crisis Management Plan.  As a 

parent, you should feel confident knowing that we provide emergency response training to school staff.  The 

school’s Crisis Management Plan is modeled from the National Incident Management System (NIMS) that has 

been developed by the Department of Homeland Security. 

 

Throughout the school year, your child will be trained in emergency procedures and will be taught how to 

react, where to assemble, and what to expect in an emergency.  This will be accomplished through fire drills, 

severe weather drills, and lockdown drills.  While it can be unsettling to think about situations that require an 

emergency response, frequent review and practice will help to reduce risk and help both staff and students 

prepare for an actual event. 

 

Following an emergency scenario practice drill, your child may wish to share their experience with you.  If so, 

this would be an excellent time to review the information and procedures as a family.  We created this School 

Emergency Guide for Parents to help you better understand your important role in our Safe School Plans.  

Open communication between home and school is critical to the safety and well-being of your child. 

 

Please let us know if you have concerns or questions about school policies or your child’s safety.  You can learn 
more about this at our website (www.qps.org).    

 

 

http://www.qps.org/
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Please cut out and carry these quick reference cards with you. 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ERIN’S LAW 
 

Erin’s Law requires that all public schools in Illinois implement child-focused sexual abuse prevention 

education that: 

• teaches students in grades pre-K through 5th grade age-appropriate information about how to 

recognize child sexual abuse and tell a trusted adult 

• requires school personnel to be informed about child sexual abuse 

• provides parents and guardians with information on the warning signs of child sexual abuse, plus any 

needed assistance, referrals or resources to support victims and their families 

To that end, all ECFC classrooms will implement the Second Step Child Protection Unit curriculum. In these 
lessons, children will learn three types of skills:  

• Personal Safety. Children will learn important safety rules, such as safety with guns, sharp tools, and fire, 
and when riding on wheels or in cars. They will also learn ways to help them decide if something is safe or 
not. 

• Touching Safety. Children will learn about safe, unsafe, and unwanted touches, and rules about touching 
private body parts. They’ll also learn to say no to unsafe or unwanted touches, and to tell a grown-up if 
someone breaks rules about touching private body parts. 

• Assertiveness. These lessons will also give children a chance to practice asking a grown-up for help, 
telling a grown-up about an unsafe situation, and being assertive to get out of unsafe situations. 

Your child will bring home simple, fun activities called Home Links that will help you understand what he 
or she is learning about safety at school and give your child another chance to practice safety skills. 

QUINCY PUBLIC SCHOOLS 

SCHOOL EMERGENCY CARD FOR 

PARENTS 

During an emergency, information will be 
provided in the following ways: 

 
• Visit www.qps.org and click on Emergency 
Information. 

• Wait for a call from the Skylert Messaging 
System.  You will receive information and 
instructions on what to do during the emergency. 

• Tune into local TV and radio stations for news 
alerts. 

• The school may call the emergency phone 
numbers provided on your child’s Emergency 
Contact Form. 

QUINCY PUBLIC SCHOOLS 

SCHOOL EMERGENCY CARD FOR 

PARENTS 

During an emergency, information will be 
provided in the following ways: 

 
• Visit www.qps.org and click on Emergency 
Information. 

• Wait for a call from the Skylert Messaging 
System.  You will receive information and 
instructions on what to do during the emergency. 

• Tune into local TV and radio stations for news 
alerts. 

• The school may call the emergency phone 
numbers provided on your child’s Emergency 
Contact Form. 

http://www.qps.org/
http://www.qps.org/
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Your child’s teacher will inform you when their classroom will be teaching the lessons. Sample lessons and 
more information can be found at secondstep.org.  

 

FIELD TRIPS 
 

All ECFC programs take a minimum of four field trips a year.  Field trips are a privilege for students.  Students 

must abide by all school policies during transportation and during field trip activities and shall treat all field 

trip locations as though they are school grounds. Parents and guardians attending field trips are expected to 

follow school rules and expectations. Failing to do so will result in being asked to leave.  Failure to abide by 

school rules and/or location rules during a field trip may subject the student to discipline.  All students must 

ride the bus to the destination. Students are allowed to leave with a designated person who is on the 

“Permission to Release” list if this is pre-arranged with the office prior to the day of the field trip.   

 

FINES, FEES, AND CHANGES: WAIVER OF STUDENTS FEES 

Public Act 102-805 Fines for loss or damage to school property are waived for students who meet certain 

eligibility guidelines. Other changes made to comply with PRESS. 

 

MOTOR TIME 
 

Pre-K, Head Start, & Special Education, will have a minimum of 30 minutes of motor time each day.  Motor time 

occurs inside or outside.  Students are always under the supervision of staff when on the playground.  The 

adults assigned to the playground have the authority to enforce all student rules.  Students will be expected to 

play safely and follow the rules.  Children should be dressed appropriately for all types of weather since we will 

be going out whenever possible! 

 

Notes to Not Participate in Motor Time  
The only time a student should not participate in motor time is if he or she has a note from the doctor. 

  

HOMELESS CHILD’S RIGHT TO EDUCATION 

 
When a child loses permanent housing and becomes a homeless person as defined at law, or when a homeless 

child changes his or he temporary living arrangements, the parent or guardian of the homeless child has the 

option to either: 

• Continuing the child’s education in the school of origin for as long as the child remains homeless or, if 
the child becomes permanently housed, until the end of the academic year during which the housing is 

acquired; or 

• Enrolling the child in any school that non-homeless students who live in the attendance area in which 

the child or youth is actually living are eligible to attend. 

 

 

 

https://www.ilga.gov/legislation/BillStatus.asp?GA=102&DocTypeID=HB&DocNum=5265&GAID=16&SessionID=110&LegID=139775
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OUTSIDE PLAY 
 

Children will play outside whenever it is possible.  This is good for physical development, healthy living habits, 

and to help establish lifelong habits of physical exercise.  Our policy for outside play is for the children to go 

outside as follows: 

 

• 30° to 90° --- outside play, when dressed appropriately and conditions permit 

• 15° to 30° --- outside play for short period, when conditions permit 

• below 15° --- no outside play 

• above 90° --- outside play limited or not allowed, depending on conditions 

 

Parents should dress their children appropriate for the weather: 

• Jackets for cool weather and heavier coats as temperatures get colder 

• Hats and gloves/mittens in cold weather 

• Lighter clothes in warmer temperatures 

 

PARKING/DROP-OFF/PICK-UP 
 

PARKING - Posted Accessible Parking is available in the alley along the south side of the building. Other 

parking is available in the Pear Tree Villa parking lot and on Kentucky street.  There is limited parking on the 

east side of the building in the parking lot. 

 

DROP-OFF & PICK-UP – The designated area for picking up and dropping off students is the 8th Street 

entrance, along the yellow curbed area. Pull all the way forward closest to Kentucky Street, allowing room for 

others to park.  It is important that we do not block the driving path in the alley, block State Street Bank 

driveways, or park behind cars blocking them in.   

 

*Remember all areas around ECFC are designated school zones.  Drive slower than 15 miles per hour and stay 

alert to families coming and going with their children. 

  

PARTY INVITATIONS 
 

Party Invitations may be sent to school if all students in the class are invited.  A list of students’ first names is 
available upon request.  Invitations will be placed in each child’s bookbag.  Due to federal law, we are unable 
to share addresses and phone numbers.  

 

PETS/BRINGING ANIMALS TO SCHOOL 
 

Bringing pets/animals to school for show and tell is not permitted, unless the director or their designee has 

given preapproval.  Many students have allergies which could be affected by animals.  Safety of students is 

also a concern when pets/animals are brought into the school.  Service animals will continue to be welcome. 

Please contact ECFC Director to make arrangements for service animals. 
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PHONE CALLS 
 

We do not interrupt instructional time with phone calls while students are in class. However, our secretaries 

would be happy to take a message for you or you may leave a message on the teacher’s voicemail.  Another 
option for communication is to send a message directly to your child’s teacher on the SeeSaw Family app for 
them to call you after students have left their classroom.  If you have an emergency, the secretaries will help 

you.   

 

SCHOOL CANCELLATION AND EARLY DISMISSAL 

 

 In case of questionable weather, listen to any of the local commercial radio or TV stations listed below for 

school closing information.  Quincy Public Schools/ECFC will also send a Skylert message to the primary 

number that you have listed in Skyward, as well as post a School Wide Announcement on SeeSaw and our 

social media outlets. Please make sure you keep the school up to date with correct phone numbers and 

address changes, so we can communicate effectively with you.  This should be broadcast no later than 6:00 

a.m. for the morning session or as soon as available for the afternoon session.  If school is dismissed early 

there will be no afternoon session. 

SECURITY 
 

Your child’s safety is a priority of the district.  To ensure the safety of all students and staff the following 
procedures are in place: 

 

• All visitors are required to sign in and out with Security at our main entrance (8th Street). 

• All visitors are required to walk through a metal detector.  

• All bags will be searched. 

• Two security guards are on duty during school hours. 

• All doors are kept locked.     

• Handicapped accessibility is located at the main, Kentucky St. and alley entrances. 

• Proper ID is required of any person picking up a child.  Please notify the school if anyone other than a 

parent or guardian is picking up a child.  It is the parent’s/guardian’s responsibility to make sure the 

permission to release form is up to date in Skyward.  

 

 

SOCIAL & EMOTIONAL LEARNING (SEL)/BEHAVIOR MANAGEMENT 
 

Our goal is to maintain a safe and orderly environment in which every child can learn. Therefore, we place 

great emphasis on encouraging appropriate behavior of children to help them develop self-control, self-

confidence, and self-discipline.  Significant time is spent teaching life skills is a strong part of our school 

discipline process.   All staff work hard to build relationships with students to ensure that we are able to 

effectively partner with them in that process. 

 

Our classrooms provide an environment that is accepting and encourages appropriate behavior in children.  

Our primary goal is to teach children ways to get along with others.  One way of doing this is to let the children 

know what is expected of them by explaining behavior expectations, as well as modeling those expectations.  

Children need to learn how to make good choices to develop responsibility and that there are consequences 
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to their actions.  They learn to interact with other children, to listen to adults, to use toys and materials 

appropriately, and to clean up after themselves.   

 

These techniques are all a part of our ECFC Social & Emotional Learning Systems framework.  This framework 

is a continuum of supports and services designed to build social competence and prevent challenging 

behaviors for young children.  It has an emphasis on school-wide systems of support that include proactive 

strategies for defining, teaching, and supporting appropriate student behaviors to create positive school 

environments. Instead of using a piecemeal approach of individual behavioral management plans, a 

continuum of positive behavior support for all students within a school is implemented in areas including the 

classroom and non-classroom settings (such as hallways, buses, and restrooms). The following School Wide 

Behavior Expectations Matrix specifically lays out the expectations we have for our students and staff 

members. Copies of this matrix can also be found in your child’s classroom and throughout our building. 
 

All classrooms at ECFC utilize the Second Step Social-Emotional Early Learning curriculum to enrich the skills 

taught through our ECFC SEL Framework. Second Step SEL for Early Learning helps your youngest learners 

benefit more from preschool and prepare for kindergarten. They’ll learn skills to help them pay attention, 
remember directions, and begin to regulate their feelings and behavior. More information can be found at 

secondstep.org or by contacting your child’s teacher. This program systematically teaches those positive 

behaviors, which encourage good social interactions. Staff will also use Conscious Discipline which is an 

evidence-based, trauma informed approach within their classroom and building environment.  Staff will use 

behavior management strategies and classroom structures that turn everyday situations into learning 

opportunities.    

 

We encourage all families to participate in workshops and/or parenting classes teaching Conscious Discipline 

principles.  See your Family Support Specialist for more details. 

 

To ensure the safety of ALL participants and staff, children involved in our program are expected to follow the 

rules and direction of the ECFC staff.  Illinois School Code, 105 Illinois Complied Statues 5/24-24. Maintenance 

of Discipline states:  Teachers and other certified educational employees shall maintain discipline in schools, 

including school grounds which are owned or leased by the Board and used for school purposes and activities.  

In all matters relating to the discipline in and conduct of the school and the school children, they stand in the 

relation of parents and guardians to the pupils.  This relationship shall extend to all activities connected with 

the school program and may be exercised at any time for the safety and supervision of the pupils in the 

absence of their parents/guardians.  Reasonable force may be needed to maintain safety for students, staff or 

other persons, or for the purpose of self-defense or defense of property.   

 

Nothing in this section affects the powers of the Board to establish rules with respect to discipline.  The Board 

may make and enforce reasonable rules of conduct and co-curricular school events.  Any person who violated 

rules may be denied admission to school events for not more than one year, provided that written 10 days’ 
notice of the violation is given such person and a hearing has thereon by the Board pursuant to its rules and 

regulations.  The administration of any school may file legal charges as agents of the school against persons 

committing any offenses at school events.  Any pupil who is guilty of gross disobedience or misconduct, 

emotionally disturbed, or is given evidence of severe emotional disturbance, may be suspended by the 

principal/director.  When students act irresponsibly, violate the rights of others, or present an actual or 

threatening danger to persons or property, they are subject to the loss of some of their rights.  Attendance at 
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extra-curricular events is considered a privilege at which students must abide by the school rules and 

regulations.  

 

Quincy Public Schools requires a safe and secure environment, any act, comment, remark, or statement by a 

student either verbal, nonverbal, or written which could in any way be interpreted as a threat to the safety of 

any person shall subject that student to disciplinary action.  This includes all acts, comments, statements, or 

remarks.   

 

One of the most important lessons education imparts is that of discipline; in fact. “to discipline” means “to 
teach”.  Discipline underlies the whole educational structure.  It is the training that develops self-control, self-

confidence, self-discipline, character, and leadership.  It is the key to good conduct and proper consideration 

for others.  Therefore, staff will teach students to consider more productive and positive behavior choices.  It 

may not be easy for the student being disciplined to recognize the distinction, it is hoped that the disciplinary 

process will be a corrective learning experience.  Parental support of school discipline procedures is 

imperative.  The use of corporal punishment is prohibited in all schools under Illinois law and Quincy Public 

School regulations.  

 

At Early Childhood we focus on the three B’s:  Be Safe, Be Kind, Be a Good Listener. 
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SUGGESTED TREATS FOR ECFC STUDENTS 
 

According to school policy, we are unable to accept homemade treats.  Unfortunately, homemade treats have 

the potential for harboring food borne illnesses or other contaminants.  Therefore, we have developed a list of 

suggestions for treats: 

 

Fruit Roll-Ups      Pudding or Jell-O Cups 

Frozen Yogurt      Packaged muffins 

Regular Yogurt, especially with fruit   Trail Mix 

Pretzels      Teddy Grahams 

Cheese Crackers     Bagels 

Fish Crackers       Granola Bars 

Vanilla Wafers or Chocolate Wafers   Fig Newtons 

Angel Food Cake     Fresh Vegetables, with dip 

Nutri-Grain Bars     Fresh Fruit     

 
Nutritious treats help children create healthy eating habits.  Since research shows that children eat too many 

sweets and high calorie foods, we want to emphasize snacks which benefit the mind and body.  We welcome 

prepackaged snacks. However, please check with your child’s teacher before bringing in snacks.  Teachers will 

be able to communicate if they have any allergies in their room.   

 

TRANSPORTATION PROCEDURES 
 

The Early Childhood & Family Center bus will transport all children who live in the Quincy Public Schools 

District.  Due to the number of children, we must transport, it is extremely important that children are ready 

when the bus arrives.  It is the parent’s responsibility to see the child to and from the bus.  The driver or bus 
rider cannot go to the door.  It is equally important that parent transportation arrives prior to dismissal time 

(10:55 AM, 11:20 AM, 3:10 PM) otherwise your child will be put on the bus. Riding the school bus is a 

privilege.  

BUS RULES 
 

➢ All students should be ready and waiting for the bus to arrive. Please have your child ready and waiting 

for the bus to arrive.  This includes having coats, backpacks, shoes, etc. ready when the bus arrives.   

➢ The bus may arrive up to 5 minutes earlier or 5 minutes later than your scheduled time.  This is called a 

10-minute window.  Times vary based on weather, traffic, student call-ins, or other circumstances.   

➢ To make a permanent bus change, call transportation at 217-224-5910. 

➢ No temporary bus changes. 

➢ It takes 24 hours/one busing day to make a permanent bus change. 

➢ If your child is absent or will be parent transport to school, please call transportation at 217-224-5910 

before the child’s scheduled pick-up time.   

➢ If the bus attempts to pick up a child and is unsuccessful it will be the parent/guardian’s responsibility 
to transport that child to school. 

➢ After three unsuccessful attempts to pick up a child, the child is ineligible to ride the bus until the 

parent/guardian has contacted the transportation department. 

➢ If a parent/guardian/sitter/sibling that is over the age of 14 is not at the designated drop-off, the 

student will be returned to school.  It is the parent/guardian’s responsibility to pick the child up. 



 

 

25 

 

➢ All children must be “SAFE SITTERS.”  All children must wear seat belts. 
➢ All children are to be “GOOD SEAT BUDDIES” and keep hands to self.  
➢ No food or drink is allowed on the bus. 

 

VISITS TO SCHOOL 
 

Visitors to school are encouraged.  Parents are encouraged to visit school and observe their children in the 

classrooms.  Visiting classes and seeing your child working with the group helps you understand the school 

program better.  It also helps your child feel that you are sincerely interested in him/her and the work he/she 

is doing.  It will be helpful if parents schedule any classroom visitation with the teacher in advance.  We do not 

allow “young” friends or relatives of students to spend the day at school. 
 

All visitors, including parents and siblings, are required to enter through the main entrance with the security 

guard. Quincy Public Schools has implemented the Raptor Visitor Management System. The Raptor system 

enhances the safety of our student(s) and staff, as it provides us with the ability to:  

1) compare each visitor to a national database of sex offenders,  

2) provide other safety alerts, 

3) and keep an accurate log of visitors in each school.   

 

With this in place, no known, convicted sex offenders can enter your student’s school, except as allowed by law.  
Other alerts include Orders of Protection. When entered in the system, security guards can help to ensure that 

the school keeps parties separated as the court order demands.  Or, if you want to inform us about someone 

who is not authorized to pick up your child, we can set an alert to warn the security guard.  Finally, knowing who 

is in the school and where they are located is important for each visitor’s own safety.  For instance, in the event 
of an evacuation, we would be better able to locate everyone and help them to safety because we would know 

they were present and where to find them. 

 

The Raptor system requires a valid state-issued photo identification to enter each school building.  This is only 

required for your first visit to an individual building.  Once entered in that building’s system, you only need to 
provide your name to the guard on subsequent visits. 

 

The initial scanning only takes a couple of minutes, and each subsequent entry only takes a few seconds.  After 

initial scanning, simply tell the security guard your name on your next visit.  The security guard types in your 

name, compares you to your photo, and prints your Visitor’s Pass.  We ask that you wear the Visitor’s Pass 
prominently during your visit.  That enables any staff member who sees you to be confident that you successfully 

passed through security.  Failure to wear the Visitor’s Pass may mean that staff members will need to escort 

you back to the security post to verify that you are not an intruder.  Each Visitor’s Pass is dated and is only valid 
for that visit.  When leaving, you will need to check out at the security post, so we know that you have gone. Do 

not exit the building by any other door other than at the main entrance with Security. 

 

The safety of your child/children is important to us, as it is to you.  This requires us to implement measures that 

were not in place a few years ago – certainly not in place when we were all students!  As we implement new 

security procedures, we must balance our obligation to keep your child safe against the ease of access to our 

buildings.  We try to make access as convenient as possible.  If a visitor does not activate the metal detector, 

most visitors can successfully pass-through security screening within a few seconds.  This system should help to 

speed up the process somewhat, while also enhancing security.   



 

 

26 

 

 

Visitors are expected to abide by all school rules during their time on school property.   A visitor who fails to 

conduct himself or herself in a manner that is appropriate will be asked to leave and may be subject to criminal 

penalties for trespass and/or disruptive behavior. If you have any questions, please contact your building’s 
administration or the Security Office at 217-228-4084. 

 
Any person wishing to confer with a staff member should contact that staff member to make an appointment.  

Conferences with teachers are to held, to the extent possible, outside school hours or during the teacher’s 
conference / preparation period.   

 

Visitors are expected to abide by all school rules during their time on school property.  A visitor who fails to 

conduct himself or herself in a manner that is appropriate will be asked to leave and may subject to criminal 

penalties for trespassing and/or disruptive behavior.  

 

No person on school property or at a school event shall perform any of the following acts: 

1. Strike, injure, threaten, harass, or intimidate a staff member, board member, sports official or coach, or 

any other person. 

2. Behave in an unsportsmanlike manner or use vulgar or obscene language.   

3. Unless specifically permitted by state law, possess a weapon, any object that can reasonably be considered 

a weapon or looks like a weapon, or any dangerous device.   

4. Damage or threaten to damage another’s property. 
5. Damage or deface school property. 

6. Violate any Illinois law or municipal, local or county ordinance. 

7. Smoke or otherwise use tobacco products. 

8. Distribute, consume, use, possess, or be impaired by or under the influence of an alcoholic beverage, 

cannabis, other lawful product, or illegal drug. 

9. Be present when the person’s alcoholic beverage, cannabis, other lawful product, or illegal drug 
consumption is detectable, regardless of when and/or where the use occurred. 

10. Use or possess medical cannabis unless he or she as complied Illinois’ Compassionate Use of Medical 
Cannabis Act and district policies. 

11. Impede, delay, disrupt, or otherwise interfere with any school activity or function (including using cellular 

phones in a disruptive manner).  

12. Enter upon any portion of school premises at any time for purposes other than those that are lawful and 

authorized by the board. 

13. Operate a motor vehicle: (a) in a risky manner, (b) in excess of 20 miles per hour, or (c) in violation of an 

authorized district employee’s directive. 
14. Engage in any risky behavior, including rollerblading, roller-skating, or skateboarding.   

15. Violate other district policies or regulations, or a directive from an authorized security office or district 

employee. 

16. Engage in any conduct that interferes with, disrupts, or adversely affects the district or a school function. 

 

All non-ECFC students wishing to visit school must check in with the office and receive permission to do so.   

Permission should be prearranged. 
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PART THREE: Medical 
 

Pre-K and Head Start Health Requirements 2023-2024 
 

PHYSICAL EXAMINATION 
 

Required components of the health examination include: health history with parent signature, diabetes 

screening, lead risk assessment or testing, and complete physical examination. Children must receive a 

physical examination: 
Prior to first entrance in Early Childhood AND yearly while enrolled in Early Childhood.   

The examinations must be completed by a MD, DO, Nurse Practitioner, or Physicians Assistant and must be recorded on an Illinois 

School Physical form.  Physicals of transfer students may be accepted on another form if the information is comparable to that required 

on the Illinois form and if the physical has been completed within the last year. The IHSA Pre-participation Examination (sports physical) 

form is not acceptable as the school physical.  THE LAW REQUIRES US TO EXCLUDE ALL STUDENTS WHO DO NOT 

MEET THIS HEALTH EXAMINATION REQUIREMENT BY OCTOBER 15TH OF THE SCHOOL YEAR. (77 Ill. Adm. Code 

665) 
 

 

2023-2024 IMMUNIZATION REQUIREMENTS 
 

All students must present proof of having received immunizations in accordance with the law and the rules and regulations of the Illinois 

Department of Public Health.  Proof of immunization must be presented to school authorities by the child’s parent or legal guardian 

prior to or upon entrance to the school.  THE LAW REQUIRES US TO EXCLUDE ALL STUDENTS WHO DO NOT MEET 

THE IMMUNIZATION REQUIREMENTS.   
(77 Ill. Adm. Code 665) 
 

IMMUNIZATION REQUIREMENTS FOR PRE-K AND HEADSTART 
DTP/DTaP:  4 or more doses Measles:  1 dose on/after the 1st Birthday 

Polio:  3 or more doses Mumps:  1 dose on/after the 1st Birthday 

Varicella (Chickenpox): 1 dose on/after 1st Birthday Rubella:  1 dose on/after the 1st Birthday 

Pneumococcal:  Primary series  Hib:  Primary series or 1 dose after 15 months of age 

Hepatitis B:  3 doses (3rd dose on/after 6 months of age)  

 

DENTAL EXAMINATIONS 
 

Children must receive a dental examination: 

Prior to first entrance in Early Childhood Program. 

The examination must be completed by a licensed dentist and recorded on the State Dental Form.  Dental examinations that have been 

completed after November 15, 2022, will be accepted for the 2023-2024 school year.  Please make an appointment with your family 

dentist.  The Adams County Dental Clinic is also available to families who meet eligibility requirements.  Contact the Adams County 

Dental Clinic for further information @ 223-5611. (77 Ill. Adm. Code 665-410) 
 

 

SCREENING FOR LEAD POISONING 

Screening for lead poisoning is required to have been done at least once between the ages of six months and six years of age.  Children 

who have attended state approved licensed day care centers or preschools, including school district programs, have already been screened 

as a requirement to attend.  Screening for lead poisoning for children six years of age and older will be at the discretion of the child’s 
health care provider.   Lead poisoning screening is available from your doctor and can be done at the time of the physical examination.  

This screening is available at the Adams County Health Department.  THIS IS A REQUIREMENT OF THE LEAD POISONING 

PREVENTION ACT (410 ILCS 450) AND PUBLIC ACT 093-0104. 
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HEMOGLOBIN TESTING (HEADSTART ONLY) 
 

A hemoglobin blood test will assess if your child’s blood has enough iron. Iron Deficiency Anemia can make it hard for a child to focus 

at school. This assessment is a recommendation of EPSDT and AAP. 

 

MEDICAL HISTORY 
 

At the time of registration, the parent or legal guardian will be asked to complete pertinent medical history information on the electronic 

registration form named “Other Health Information”.  Additional information may be required dependent on the medical history. 

 

 

 

QUINCY PUBLIC SCHOOL DISTRICT #172 

POLICY FOR ADMINISTRATION OF MEDICATION IN SCHOOLS 

 

The administration of medication or supervision of self-medication to students during regular school hours should be 
discouraged unless necessary for a student’s health and well-being.   
 
A certificated school nurse or registered nurse must manage the medication administration program following the 
Recommended Guidelines for Medication Administration in Schools developed by the Illinois Department of Human 
Services (IDHS) and the Illinois State Board of Education (ISBE), September 2000. 
 
A designated administrator will be responsible for medication administration or supervision of self-medication when a 
nurse is not available.  Teachers or other employees cannot be required to administer medication or supervise self-
medication although they may volunteer to do so. 
 
When a student’s licensed prescriber and parent/guardian believes that it is necessary for the student to take a 
medication during school hours, the parent/guardian must request that the school administer the medication to the child 
and follow the District’s “Guidelines for the Administration of Medication at School”. 
 
A licensed prescriber is defined as: 
  

1. Physician – a physician licensed to practice medicine in all of its branches including    
Medical Doctors and Doctors of Osteopathy; 

2. Dentist – a person licensed to practice dentistry in any of its branches; 
3. Podiatrist – a physician licensed to practice podiatric medicine; 
4. Optometrist – a person licensed to practice optometry; 
5. Physician Assistant – a person licensed as a physician assistant in accordance with    

written guidelines required under the Physician Assistant Practice Act. 
6. Advanced Practice Nurse – an advanced practice nurse in accordance with written   

guidelines required under the Nurse Practice Act. 
 
Medications stored and/or administered at school must be FDA approved pharmaceuticals prescribed within their 
therapeutic range and in compliance with accepted standards of safe treatment regimens. 
 
Medications must be stored in a separate locked drawer or cabinet.  When the medication being stored is a controlled 
substance, the locked cabinet must be securely affixed to the wall.  Medications requiring refrigeration must be kept in a 
refrigerator separate from food products. 
 
A student may possess, for immediate use at the student’s discretion an: 
 (A) Epinephrine auto-injector: provided (1) the parent provided written authorization from the student’s physician, 
physician’s assistant or advance practice registered nurse (hereafter, “physician”), and (2) the parent provided a written 
statement from the pupil’s physician containing the name and purpose of the epinephrine auto-injector, the prescribed 
dosage, and the time or circumstances under which the epinephrine auto-injector is to be administered.  (B) Asthma 
inhaler: provided the parent provided (1) written authorization, and (2) a prescription label with the name of the 
medication, the prescribed dosage and the time or circumstances under which the medication is to be administered. 
 
No student shall possess or consume any prescription or non-prescription medication on school grounds other than as 
provided for in this policy. 
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No School District employee shall administer to any student or supervise a student’s self-administration of any 
prescription or non-prescription medication until a completed and signed” Authorization and Permission for Administration 
of Medication” has been submitted and reviewed by the school nurse. 
 
Nothing in this policy shall prohibit any school employee from providing emergency assistance to students, including 
administering medication. 
 
Field Trips (during the school day) - Classroom teacher or designated staff member should complete and turn in to 
school nurse field trips request form at least one week before the field trip.   
Daily Medications will be sent with classroom teachers. The nurse will send a copy of the medication orders and 
instructions for medication administration. 
Staff members going on a field trip where emergency PRN medications are required should have completed epi-pen 
training with the school nurse. 
Emergency PRN medications, including inhalers, will be sent.  
A School Nurse may go on field trips only when medications that cannot be delegated may be required, and a 
parent/guardian/designee will not be attending. 
Emergency undesignated medications will remain at school in the emergency bag. 
If the whole school is going on the field trip, the nurse may attend and take the emergency bag and emergency 
undesignated medications.  
In an emergency situation staff will call 9-1-1. 
 
Field Trips (overnight) – Staff coordinating an out of town field trip will be responsible for appropriate forms and 
medications.  
Undesignated medications will remain at school in the emergency bag. 
In an emergency situation staff will call 9-1-1.  
 
Emergency Procedure Drills/Lockdown –  
Follow your school emergency plan. 
If your school plan requires students to be separated into two different locations, school nursing staff should split up. Each 
nurse should take an emergency bag, with undesignated medications, laptop, and radio if available. 
Nurse’s should be aware of the location of all high need students. 
 
 
 Recommended Guidelines For Medication Administration in Schools, IDHS and ISBE, September 2000. 
Self-Administration and Self-Carry of Medications for Asthma and Allergy (PA98-0795), ISBE Guidance Document, April 2015 
         

 

GUIDELINES FOR THE ADMINISTRATION OF MEDICATION AT SCHOOL 
 

1. Prior to prescription or non-prescription medication being administered to any student the “Authorization and 
Permission for Administration of Medication” form must be completed and signed by the licensed prescriber and 
the parent/guardian.  

2. Medication authorizations are effective for current school year only. 
3. It is the parent/guardian’s responsibility to ensure that the licensed prescriber’s order, written request and 

medication are brought to the school. 
4. The first dose of any new medication should be given at home whenever possible.  The nurse may refuse to 

administer the first dose of a medication if in her clinical judgment it may compromise the safety of the child while 
attending school.  In this instance the parent would be notified. 

5. The school nurse shall review the written order and determine to accept the written order or seek further 
clarification of the order if necessary.   

6. Medication must be delivered to school by a parent/guardian or responsible adult. Medication may also be 
delivered to school by a pharmacy. 

7. Medication must be brought to the school in a container, labeled appropriately by the pharmacist or licensed 
prescriber. 
Prescription medication shall display: 

• Students name 

• Prescription Number 

• Medication Name and Dosage 

• Administration route 
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• Time to be given and/or other direction 

• Date of prescription and refill 

• Licensed Prescriber’s name 

• Pharmacy name, address, phone number 

• Name or initials of Pharmacist 
Over the counter medication must be in the original unopened container with the label intact. No medication will 
be given past the expiration date on the container. 

8. Each medication/time will have a separate labeled prescription bottle.  For example if same medication is ordered 
for 2 separate times, a medication bottle for each time is requested. 

9. Any changes in dose, time, directions or discontinuation of medication must be confirmed from the licensed 
prescriber on the “Authorization and Permission for Administration of Medication” form. 

10. Students will be evaluated on an individual basis regarding the need to carry and self-administer an asthma 
inhaler/Epi-Pen.  The parent/guardian must supply the appropriate medication.  The student is encouraged to 
document frequency of use while at school. 

11. For Asthma Medication:  A school must permit a pupil with asthma the self-administration of medication so long 
as the parent provided (1) written authorization, and (2) a prescription label with the name of the mediation, the 
prescribed dosage and the time or circumstances under which the medication is to be administered. 

12. For Epinephrine Auto-Injectors:  A school must permit a student with allergies the use of an epinephrine auto-
injector provided (1) the parent provided written authorization from the student’s physician, physician’s assistant 
or advance practice registered nurse (hereafter, “physician”), and (2) the parent provided a written statement from 
the pupil’s physician containing the name and purpose of the epinephrine auto-injector, the prescribed dosage, 
and the time or circumstances under which the epinephrine auto-injector is to be administered. 

13. The parent/guardian will need to pick up the medication at the end of the school year or if the medication is 
discontinued or changed during the school year.  If the medication is not picked up, it will be discarded. 

 
Recommended Guidelines for Medication Administration in Schools, IDHS & ISBE, September 2000 

Self-Administration and Self-Carry of Medications for Asthma and Allergy (PA 98-0795), ISBE Guidance Document, April 2015 
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Sick Day Guidelines 
Should I keep my child home or send him/her to school? 

Keeping your child home is advised if he or she is having illness symptoms that would prevent him or her from 

participating in school. For additional information, please contact your school nurse. 
 

You should keep your child home from school if he or she: 
Has a fever of 100 degrees or higher 

• Has been vomiting  

• Has had diarrhea 

• Has very red, irritated eyes with drainage, crusting or pain. 

• Has a rash of unknown origin that has not yet been evaluated by a medical provider 

• Has a severe sore throat 

• Has a constant or productive cough that may be accompanied by headache and body aches 

 

 

 

 

•  

 

 

 
 

24 hour and Next Day Rule: 
FEVER:  Keep your child home until his/her fever has been gone without the aid of fever-reducing 

medication for 24 hours. If sent home from school for this, keep home the next school day. 

VOMITING OR DIARRHEA:  Keep your child home for 24 hours after the last time he or she has vomited 

or had diarrhea and is eating a normal diet. If sent home from school for this, keep home the next school day. 

ANTIBIOTICS:  Keep your child home at least 24 hours after the first dose of antibiotic. 
 

How can I help my  

child feel better: 
• Encourage plenty of rest  

• Encourage increased fluids 

like water, soup, juice, and 

ice.   

• Limit TV watching   
 

Returning to school too soon may 

delay recovery from illness and may 

potentially expose others.  Please 

consult with a health care provider  

or your school nurse for more 

information. 

Illness Prevention 
• Hand washing prevents the spread of disease and 

illness.  Wash hands frequently using soap and 

water, especially before eating, after using the 

bathroom and after handling pets. 

• Keep your child’s immunizations up to date.  

• Make sure he/she has routine well-child exams.   

• Flu vaccinations are recommended for everyone 

from children aged 6 months through adult. 
 

Teach your child to do the following when ill: 
• Cough and sneeze into their elbow. 

• Wash hands often with soap and water, especially 

after coughing or sneezing. 

• Avoid touching their eyes, nose, and mouth as that 

can spread germs. 

• Stay home until recovered to prevent exposure to 

others. 
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QUINCY SCHOOL DISTRICT #172 

UPDATED HEADLICE POLICY – APRIL 2022 

 
Evidence based practices from Illinois Department of Public Health, Center for Disease Control and 

American Pediatric Association recommendations include: 

• Screening of family members and close contacts 

• No regular screenings or rechecks 

• No notification of classmate parents (if there are multiple cases in one classroom the nurse will 

determine if all students need checked) 

• Notification of parent (of affected child) at the end of the day by phone or note indicating that 

prompt, proper treatment is in the best interest of the child and his/her classmates 

 

Outdated practices no longer recommended: 
• Classroom wide screening if one student has head lice 

• Notes home to parents of classmates 

• Immediate exclusion for infestation 

• Nit-free policies 

 

GENERAL INFORMATION 

Head lice (pediculus humanus capitis) are a nuisance, but they have not been shown to spread 

disease.  Research has shown that head lice do not survive for longer than 1 day when not on the head, and 

the eggs only hatch when they are incubated by body heat near the scalp.  Transmission occurs primarily 

through head-to-head contact and infrequently through indirect contact with shared personal belongings.  

Contrary to popular belief, lice do not jump from one host to another, they crawl.   

 

IDENTIFICATION 

A. Adult lice are gray, about 1/16 inch long. 

B. Nits are the lice eggs.  Many nits are more than ¼ inch from the scalp and are usually not viable and 

very unlikely to hatch or may in fact be empty casings. 

C. Nits are cemented to the hair shaft and are unlikely to be transferred to other people. 

D. If a child is discovered to have live lice, they have likely had it for more than 1 month and do not pose 

a significant risk to others.  Therefore, they should NOT be removed from the classroom. 

 

 

TEACHER/SCHOOL RESPONSE 

A. If a teacher, teaching assistant, or other staff observe either nits (lice eggs) or live lice on a student, 

they notify the nurse, who will send home notification and treatment information with the student at the 

end of the school day. 

B. The student remains in the classroom and is NOT excluded from activities.   

C. Students are NOT rechecked by school staff. 

D. If observation of nits or live lice continues with that family, the nurse should review treatment 

options and provide 1% Permethrin shampoo recommended by AAP (see below). 
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HOME TREATMENT 

A.  Shampoos 

1.  Permethrin 1% (Recommended by AAP).  Apply per package directions (may need to be reapplied 7-10 

days later). 

B. Remove all nits from hair with nit comb or by picking them out one at a time.   

C. Wash all clothes and bed linen in hot water, then dry on a hot cycle for 20 minutes. 

D. Dry clean items that cannot be washed. 

E. Everyday cleaning methods are sufficient, there is no need for special chemical treatment (Pesticide 

Research Institute) 

F.  Boil combs, brushes, hair bands and barrettes for 5 minutes. 

G.  Check all members of the family and treat as needed. 

 

Some children may develop a resistant strain of head lice and require a more concentrated effort from a 

physician. 

 

Since lice cannot live on family pets, pets should not be treated.  

 

PREVENTION 

A. The use of combs, brushes or other grooming aids belonging to other persons should be 

discouraged.   

B. Individuals should not share caps, other headwear, or clothing, especially coats or sweaters.   

C. Parents should be encouraged to examine their children’s hair periodically for nits.   
D. Cloakroom hooks should be individually assigned and spaced so clothing does not touch.  If this is not 

feasible, outerwear can be placed in plastic or paper bags and hung on hooks.  Gym lockers or numbered 

hooks should be assigned to individual students. 

 

References: 

Centers for Disease Control and Prevention https://www.cdc.gov/parasites/lice/head/index.html 

Devore, C. & Schutze, G. (2015) Head Lice, American Academy of Pediatrics 

https://publications.aap.org/pediatrics/article/135/5/e1355/33653/Head-Lice 

Illinois Department of Public Health https://dph.illinois.gov/topics-services/diseases-and-

conditions/diseases-a-z-list/head-lice.html 

National Association of School Nurses – https://www.nasn.org/nasn/advocacy/professional-practice-

documents/position-statements/ps-head-lice 

 

 

PLEASE REMEMBER, NURSING STAFF IS ONSITE DAILY AND ARE HERE TO ASSIST YOU.  

PLEASE FEEL FREE TO CONTACT THEM! 

 

 

 

 

https://www.cdc.gov/parasites/lice/head/index.html
https://publications.aap.org/pediatrics/article/135/5/e1355/33653/Head-Lice
https://dph.illinois.gov/topics-services/diseases-and-conditions/diseases-a-z-list/head-lice.html
https://dph.illinois.gov/topics-services/diseases-and-conditions/diseases-a-z-list/head-lice.html
https://www.nasn.org/nasn/advocacy/professional-practice-documents/position-statements/ps-head-lice
https://www.nasn.org/nasn/advocacy/professional-practice-documents/position-statements/ps-head-lice
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Use of Medicinal Marijuana 

Public Act 98-0122 Compassionate Use of Medical Cannabis Pilot Program Act created a process by which 

persons suffering from any of the identified lists of health conditions could be permitted to use 

marijuana (cannabis).  Persons under age 18 are permitted to be given the drug for one condition only: 

epilepsy (seizures).  The law prohibits the presence or use of the drug on school grounds and school 

transportation. 

MEDICAL MARIJUANA: Public Act 98-0122: 

Compassionate Use of Medical Cannabis Pilot Program Act created a process by which persons 

suffering from any of the identified lists of health conditions could be permitted to use marijuana 

(cannabis). Effective August 1, 2018, Public Act 100-0660, also known as Ashley’s Law amends the 

School Code [105 ILCS5/]. Ashley’s Law only allows students who are registered qualifying patients 

under the MCPP to use these products and both the student and the designated caregiver must have a 

registry identification card. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://ilga.gov/legislation/publicacts/98/098-0122.htm
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CHILDREN LEARN WHAT THEY LIVE 
 

If a child lives with criticism, 

He learns to condemn. 

If a child lives with hostility, 

He learns to fight.  

If a child lives with ridicule, 

He learns to be shy. 

If a child lives with shame, 

He learns to feel guilty. 

If a child lives with tolerance, 

He learns to be patient.  

If a child lives with encouragement, 

He learns confidence. 

If a child lives with praise, 

He learns to appreciate. 

If a child lives with fairness, 

He learns justice.  

If a child lives with security, 

He learns to have faith. 

If a child lives with approval, 

He learns to like himself. 

If a child lives with acceptance and friendship, 

He learns to find love in the world. 
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PART Four: Transitional Kindergarten (TK) 
 

School day: 8:25 A.M. – 3:15 P. M. 

30-minute rest period: Children are not required to sleep but are expected to lay quietly with no 

disruptions. 

Lunch/Breakfast: served to all students in cafeteria, students may bring appropriate lunch from 

home, NO candy, soda, or caffeinated drinks. 

 Breakfast: upon arrival at school 

 Lunch: mid-day  

Snack: provided to students before departure 

Parent/Teacher conferences: Parent Teacher Conference for TK, mirrors the QPS 172 Parent 

Teacher Conference schedule. Additional spring conferences if teacher/coordinator deems necessary.  

Home visits: Each family will be supported by a Family Support Specialist (FSS).  The FSS will contact 

you to set up a home visit.  

Discipline: Social and Emotional learning /Behavior Management is located on page 20-24. 

School supplies: Families are responsible to provide school supplies per “School Supply List”. TK 

students need school supplies on the first day of school.  If you need assistance with some items, 

please contact the Transitional Kindergarten Coordinator or your FSS.   

Recess/Playground: TK students will have two recesses per day. 

Specials: 

• Gym – Monday/Wednesday/Friday 

• Music – Tuesday/Thursday 

• Art & Library – alternate on Thursday afternoons 

• All specials are 30 minutes and are taught by the Transitional Kindergarten Coordinator 

SEL (Second Step): Second Step is taught by classroom teachers daily. 
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Transitional Kindergarten Health Requirements 2023-2024 

 
The following requirements are according to the most recent Illinois Department of Public Health 

(IDPH) and Illinois State Board of Education (ISBE) guidelines.  
REQUIRED: 

• Physical Examination:  A physical dated anytime on or after August 14, 2022, will be 

accepted.  The exam must be completed by a MD, DO, Nurse Practitioner, or Physician’s 
Assistant, must be recorded on the State of Illinois Certificate of Child Health Examination 

form, and a parent must complete and sign the Health History section of the physical for it to 

be accepted by the State of Illinois.  

• Lead Screening Documentation:  Screening for lead poisoning is required to have been done 

at least once between the ages of 6 months and 6 years of age.  Lead poisoning screening is 

available from your doctor or at the Adams County Health Department during Immunization 

Clinic Hours. 

• Immunizations:  Required immunizations for Transitional Kindergarten/Kindergarten are: 

Diphtheria, Tetanus, Pertussis (DTP/DTaP):  4 or more doses with the last dose received 

on/after 4th birthday. 

Polio: 4 or more doses of IPV with the last dose received on/after 4th birthday. 

Measles: 2 doses - 1st dose must be on/after the 1st birthday; 2nd dose at least 28 days after 

the first. 

Rubella: 2 doses - 1st dose must be on/after the 1st birthday; 2nd dose at least 28 days after 

the first. 

Mumps: 2 doses - 1st dose must be on/after the 1st birthday; 2nd dose at least 28 days after the 

first. 

Varicella (Chickenpox):  2 doses – 1st dose must be on/after the 1st birthday and the 2nd dose 

at least 28 days after the first. 

• Dental Examination:  The exam must be completed by a licensed dentist and recorded on the 

State of Illinois Proof of School Dental Examination form.  Dental exams that have been 

completed after November 15, 2022, will be accepted for the 2023-2024 school year. 

• Eye Examination:  The exam must be completed by a licensed optometrist or medical doctor 

who performs eye examinations and recorded on the State of Illinois Eye Examination Report 

form.  Eye exams dated anytime on or after August 14, 2022, will be accepted for the 2023-

2024 school year. 
 

Healthy children are best prepared to learn and thrive inside and outside of school.  We wish you and your 

family good health and success in the new school year!  If you have any questions or concerns, please feel 

free to contact either I or your school nurse. The Physical, Dental, and Eye Examination forms are 

available at your providers office or on the Quincy Public School website, www.qps.org, under 

Nursing/Forms. 

MEDICAL HISTORY 

 
At the time of registration, the parent or legal guardian will be asked to complete pertinent medical 

history information on the electronic registration form named “Other Health Information”.  Additional 
information may be required dependent on the medical history. 
 

http://www.qps.org/
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ATTENDANCE  
 

Illinois law requires that whoever has custody or control of any child between six (by September 1st) 

and seventeen years of age shall assure that the child attends school I the district in which hi or she 

resides, during the entire time school is in session (unless the child has already graduated from high 

school).  Illinois law also requires that whoever has custody or control of a child who is enrolled in the 

school, regardless of the child’s age, shall assure that the child attends school during the entire time 

school is in session.   

 

HOME AND HOSPITAL INSTRUCTION 
 
 

A student who is absent from school, or whose physician assistant or licensed advance practice 

registered nurse anticipates his or her absence from school, because of a medical condition may be 

eligible for instruction in the student’s home or hospital.  Appropriate educational services from 
qualified staff will begin no later than five school days after receiving a written statement from a 

physician, physician assistant, or licensed advanced practice registered nurse.  Instructional or related 

services for a student received special educations services will be determined by the student’s 
individualized education program.  A student who is unable to attend school because of pregnancy will 

be provided home instruction, correspondence courses, or other courses of instruction before (1) the 

birth of the child when the student’s physician, physician assistant, or licensed advanced practice nurse 
indicates, in writing, that she is medically unable to attend regular classroom instruction, and (2) for up 

to three months after the child’s birth or a miscarriage. 
For more information on home or hospital instruction, contact: Eryn Beswick, Director of Special 

Education.   

 

PREARRANGED SHOOL ABSENCE 
 
 

An absence may be pre-arranged with the school officials by parents for reasons other than personal 

Illness, and emergencies will be handled on an individual basis by the school attendance personnel.  All 

requests for a prearranged absence form must be phoned in or requested in writing by a parent or 

guardian.  The prearranged absence form must be obtained from the principal’s office five days prior 
to the absence and taken to all of the student’s teachers, then home to be signed by a parent, and 
brought back to the principal’s office for final approval. 
 

TRUANCY 
 
 

Student attendance is critical to the learning process.  Truancy is therefore a serious issue and will be 

dealt with in a serious manner by the school and district.  Students who miss more than 1% but less 

than 5% of the prior 180 regular school days without valid cause (a recognized excuse) are truant.  

Students who are chronic truants will be offered support services and resources aimed at correcting 

the truancy issue.   

If chronic truancy persists after support services and other resources are made available, the school 

and district will take further action, including: 
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• Referral to Regional Office of Education Truancy Officer 

• Reporting to officials under the Juvenile Court Act 

• Referral to the State’s Attorney 

• Appropriate school discipline 

Addressing unexcused and/or excessive absences included one or more of the following: 

• Letters will be sent home to update parents on their child’s attendance and possible 
ramifications. 

• Conferences by phone or in person 

• Doctor’s verification of illness when child returns 

• Home Visits 

• Meeting with the principal, counselor, police liaison office and/or regional truant officer 

 

OTHER ATTENDANCE SITUATIONS 
 
 

If an absence is known ahead of time, please let the office and your child’s teacher know as soon as 
possible.   

• If a parent is ill or requires a hospital stay, the law requires that plans be made for your child to 

attend school.  If you cannot make arrangements with family or friends, please call the school 

office, as we may be able to assist you through one of your community agencies.  

• Routine trips to the doctor should be made outside of the school hours.  If this is not possible, 

minimize the amount of time away from school.  A full day’s absence for a routine physical 
examination is unnecessary.  Parents are to pick up children from the office and return them as 

soon as possible. 

 

PARENTS RESPONSIBILITES 
 
 

PARENTS HAVE THE RIGHT TO: 

1. Expect a classroom atmosphere, or climate that allows a good education to take place. 

2. See your child’s school records 

3. Be told of your child’s attendance, learning or behavior problems 

4. Share in Policy Council and other school activities 

5. Receive trimester reports on your child’s progress in learning 

6. Be included in decisions involving your children at school 

 

PARENTS SHOULD: 

1. See that your child attends school regularly and are not tardy 

2. Understand the responsibilities of the teacher who takes the place of the parents during the 

school day 

3. Support the rules of the school, the district, and community 

4. Safeguard your health by making sure that you go to the doctor and dentist regularly 

5. Attend school conferences.  Also, attend other school activities when possible 

6. Plan a time and place, with supervision, for you to do homework 
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7. Talk with you and the teacher about school and report cards 

8. Cooperate with the school regarding the discipline code 

 

 

STUDENT REPONSIBILITIES 
 
 

One of the most important responsibilities you have as a student in your school is good behavior.  

Without good behavior, you do not learn what you should be learning, you make it hard for other 

students to learn, and you make it difficult for teachers to teach.  To make sure that you and other 

students know how to behave in school, a discipline code has been written.  A discipline code tells you 

the rules of school, the kind of behavior that is expected of students, and also the kind of behavior that 

will not be permitted at school. If you do not behave as you should, the discipline code tells the 

action(s) that will be taken by your teacher, administrator, or Family Support Specialist (FSS).   

All provisions of the special education laws, including P.L. 94-142, are considered to govern the 

administration of discipline in District 172.  Consequently, some provisions of this handbook may not 

apply in some cases where a student’s program is determined by an approved Individual Education 

Plan (IEP).   

 

ALL STUDENTS HAVE A RIGHT TO: 

1. Learn 

2. Protection from physical or verbal abuse 

3. Receive help with your studies 

4. Give your point of view as long as it does not harm the rights of others 

5. Learn to make decisions 

6. Know the reasons for any discipline and have adults available to help you when your ideas and 

those of the school do not agree 

7. Know the School Discipline Code 

 

WHAT YOU (STUDENT) SHOULD DO: 

1. Come to school every day and be on time 

2. Do your work 

3. Ask your teachers for help 

4. Help care for books, supplies, and all school property 

5. Follow all school rules. Follow all requests by staff* 

6. Be polite to all teachers and staff* 

7. Do not use bad words 

8. Make sure you are neat and clean 

9. Act in a way that will help you and other students learn 

10. Be fair and kind to other students 

11. Do not fight or hurt other students 

12. Listen and follow directions 

 *Staff includes bus driver, cooks, custodians, library personnel, lunchroom supervisors, secretaries, 

etc. 
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TEACHER RESPONSIBILITES 
 
 

TEACHERS HAVE THE RIGHT TO: 

1. Expect you to behave properly 

2. Be respected by students, parents and other staff 

3. Protection from physical harm and from harm or theft of personal property 

4. Request support for a student who is misbehaving. 

5. Call for a parent/teacher conference when a student breaks the discipline code 

 

TEACHERS SHOULD: 

1. Provide the best possible education through good classroom climate, which allows for learning 

to take place 

2. Respect all students and parents 

3. Be available to talk with staff, parents, and students 

4. Enforce the rules of the school courteously, consistently and fairly 

5. Deal with disciplinary problems quickly, firmly, and fairly 

6. Help with discipline outside of the classroom – in halls, the restrooms, and on the school 

grounds 

7. Teach respect for community property and good citizenship 


