Huntley Park District
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Welcome to Seedlings Preschool
Our Seedlings Preschool program is for 3–5-year-old early learners.
Seedlings Preschool follows a play-based curriculum. This focuses on developing social skills along with self-awareness and
the fundamentals of colors, shapes, numbers and more. This program is not licensed or regulated by DCFS.
Our activities address the social, physical, cognitive, emotional, language development and self-help needs of young
children. With the support of amazing Park District facilities, parks, and amenities there is so much for your children to
explore!
Play is the work of a child. Meaningful play encourages curiosity, discovery and problem solving. In our classrooms, you will
find busy, happy and sometimes noisy children engaged in math, literacy, science, art, music and small motor activities.
Our school uses the Letter People program, a puppet-based program, with all classes to help children learn the alphabet
and letter sounds. As the children work and play, our college-educated teachers focus on the individual growth and selfesteem of each child.

Class offerings include
3-year-old
4-year-old
Mixed ages (3-4 year old)
•
•
•
•

Morning:
Afternoon:
Night Owl:
Dual Language:

9:00 - 11:30a
12:15 - 2:45p
6:00 - 7:30p
9-1130a

Contact information
Registration Desk

847-669-3180
info@huntleyparks.org

Absentee Line

847-515-2965

Preschool Director
Connie Lombard

847-669-0597
clombard@huntleyparks.org

Program Manager
Erin Upshaw

224-650-6920
eupshaw@huntleyparks.org
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PROGRAM CALENDAR
The Seedlings Preschool Program follows the D158 School Calendar. When school is not in session, preschool classes will not be offered.
GENERAL PROGRAM INFORMATION
Enrollment is open to any child ages 3-5 years old. Enrollment is first come first serve basis, a waitlist will be started and enrolled when
available.
All participants must be potty trained.
Participant Information Updates
If at any time the participant or parent/guardian’s telephone number, address, or other pertinent information
changes, please notify the Registration Office. And update all forms with your preschool teacher.
Absentee Procedures
Please contact the preschool director 30 minutes prior to the start of class to let them know your child will not be
attending. Please include the information below.
847-515-2965
1.
2.
3.
4.

Your first and last name?
Your child or children’s first and last names?
Who their teacher is?
What is the reason for the absence that day?

Proper Attire for Seedlings Preschool
Students must wear a face covering indoors, unless eating. Masks do not need to be worn outdoors. Please, keep in mind
that your child will be involved in all kinds of play, some of which will involve messy materials. Clothing should allow for active
games each day.
Weather permitting children will head outside to play on Connie’s Playground. Please send your child with appropriate
clothing for the weather.
What not To Bring to Preschool
Other than required items such as backpacks, no other fabric items should be brought to the program. Toys are not permitted,
and other personal belongings should remain at home as much as possible. Please ask the staff for direction if there is a specific
item, you’d like your child to bring.
Snacks
Please provide a snack and drink daily for your child.
Classes are not “peanut free.” Please inform staff if your child has a peanut allergy and fill out an Allergy Action Form and we
will make an appropriate accommodation.
If your child requires medication at mealtimes, you must provide a Permission to Dispense Medication Form so staff can
monitor and administer medication appropriately. Children may not take medication without this form.

Photographs
Photos and video footage are periodically taken of people participating in Park District activities, attending a class or event,
or using District facilities or property. Please be aware that by registering for an activity, participating in an activity,
attending an event, or using District facilities or property, you authorize the District to use these photos and video footage
for promotional purposes in District publications, advertising, marketing materials, brochures, event flyers, social media, and
the District’s website without additional prior notice or permission and without any compensation to you. All photos and
videos are property of the District.
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HEALTH, SAFETY, AND MEDICAL ACCOMODATIONS
Please compete the Participant Information Form and any additional allergy, asthma, or permission to dispense medication
forms if necessary. These must be completed before the first day of school.
Provide your students vaccination records to the front desk. This form can be found on our website.
First Aid Procedures
In cases of minor injury, the staff will administer simple first aid. Parents won’t be notified for all minor incidents that occur,
staff will treat and resume activities. Parents will be notified for more serious injuries and illness that interfere with
participation for an extended period of time. For more serious injuries requiring medical attention, the staff will call 911 and
contact the parent(s) immediately. If neither parent can be reached, the staff will try to reach the emergency contact person
specified on your participant form.
Sick Procedures
Since we are unable to take care of a sick child, we ask that you be especially aware of impending illness. Parents will be
called to come pick up their child if the child is vomiting, has a fever, or diarrhea. They will also be sent home if exhibiting
any currently recognized symptoms of COVID-19 as defined by the CDC and IDPH. You must take your child home if they
exhibit signs or symptoms of illness or when their needs require prolonged individual staff attention. Staff is required to
report any cases of communicable diseases to the local board of health. Such reports shall include the name and home
address of any individual in the program known to have or suspected of having a communicable disease. Please do not send
a sick child to class. If you are not sure please keep your child home and contact your child’s physician for additional
guidance.
Please see Page 9 for the daily health assessment.
Head Lice
Please assist us with this reducing the risk of contracting head lice by following these few simple guidelines below:
1. Remind your child to not share combs/brushes.
2. No sharing hats.
3. Check your child’s head daily.
4. Notify the Site Supervisor immediately if problem exists.
5. Begin treatment right away. (Recreation Supervisor can provide written information on treatment of head lice.)
Environmental/Medical Accommodation Procedures
Special accommodations include conditions that require emergency medications. This can include, but is not limited to,
diabetes or severe allergies of which these conditions require insulin or an Epi-pen. If the request along with all needed
documentation is not presented to the Park District in a timely manner, participation within the activity can be delayed or
denied.
Medication Procedures
The Huntley Park District recognizes that participants may require the consumption or administration of both prescription
and non-prescription medications to maintain health. We require you to fill out the Permission to Dispense Medication
Form before any medication will be accepted. These forms should be completed before the first day of attendance.
Medicine should be brought to school and given to your teacher. Medication will be secured and administered by the
staff daily.
Allergies/Asthma
If your child has a severe allergy (nuts, bee stings, etc.) and/or if there is a prescribed EpiPen, please complete an Allergy
Action Plan. If your child has Asthma and may need to use an inhaler, please complete and Asthma Action Plan. These forms
can be found at our registration office.
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Inclusion Request Procedure
If you believe a one-on-one aide is needed to support an individual within a Huntley Park District activity you can indicate that
when you register. When registering online you will be asked the question “Does the participant have a special need?” This
question is used for a variety of requests including one-on-one aides, medication needs, allergy needs, or other special
accommodations. When you answer this question, this will prompt a staff person to reach out to you. An accommodation will
be considered after a conversation with the parents of the participant and if necessary medical notes and a formal assessment
by our partner agency Northern Illinois Special Recreation Association, may be necessary to determine what sort of
accommodation is needed. Some of the supports available can be, but are not limited to a one-on-one aide, sign language
interpreter, rule modification, or supply adaptation. We ask that participants give us at least two weeks prior to the activity
starting, more, if possible, to best evaluate and accommodate your need. All participants must meet the Essential Eligibility
Guidelines explained on the previous page. We offer a recreation-based program, and our staff are trained to assist, redirect,
refocus, and help individuals participate in the activities offered in our program. Our staff are not clinically licensed or certified
and accommodations are based on the abilities of our staff to work with the needs of the participant. We will work with
parents in the initial evaluation and on an ongoing basis if there are concerns about appropriate care. We want to ensure that
your child is in the best place for their respective needs. Unfortunately, depending upon the level of personal care needed, our
staff may not be the most qualified for your individual situation.
BEHAVIOR MANAGEMENT PROCEDURE
All participants are expected to exhibit appropriate behavior. The following guidelines have been developed to help make
children’s programs safe and enjoyable for all participants. Additional rules may be developed for specific programs as
deemed necessary by staff. Any rules, directives, or orders from local, state, or federal officials, implemented either temporary
or permanent, for the safety of participants and employees must be followed.
Huntley Park District insists that all participants comply with the following basic behavior code. All participants shall:
1. Show respect to all participants, staff, and volunteers.
2. Follow program rules and take direction from staff.
3. Refrain from using abusive or inappropriate language.
4. Refrain from threatening or causing bodily harm to self, other participants, or staff.
5. Show respect for equipment, supplies and facilities.
6. Not possess any weapons.
Discipline
A positive approach will be used regarding discipline. Staff will periodically review rules with participants during the program
session. If inappropriate behavior occurs, a prompt resolution will be sought specific to each individual’s situation. The
Huntley Park District reserves the right to dismiss a participant whose behavior endangers his or her own safety or the safety of
others.
Procedures
Upon registration or entry into the program, the parent/guardian should be solicited for any information regarding special
accommodations needed for the participant. Also, the inclusion coordinator from the Special Recreation Association (SRA)
should be contacted for guidance. Documentation should be maintained regarding any problem behaviors, special
accommodations, and behavior modification programs.
If any participant exhibits inappropriate actions, the following guidelines should be followed:
Program leaders should determine the severity of the action and immediately take steps to correct it. These may include but
are not limited to:
• First occurrence: Verbal warning
• Second occurrence: Time-out. (Approximately one minute per age.)
• Third occurrence: Loss of Privilege. Conduct Report given. Parent/guardian notified.
• Three Conduct Reports: The Recreation Manager will contact a parent or guardian to request a meeting (in person or
over the phone as necessary) to discuss disciplinary problems and solutions.
*NOTE* Any violent, physical or threatening actions may receive an immediate conduct report and may result in a suspension
from the program. The Park District reserves the right to suspend/dismiss a participant whose behavior endangers the safety of
themselves or others, continues to violate program rules (intentionally or unintentionally) and/or if inappropriate behavior
does not stop.
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PAYMENT INFORMATION
Seedling Preschool Fees
Monthly preschool fees will be charged monthly on the 15th of the month. The amount will be debited from a credit or debit
card you have put on file. Participants will not be allowed to attend the program if session balance is not paid in full, prior to
the next month beginning.
Cancellations/Refunds
All cancellations must be made in writing by completing the Refund Request Form,
https://www.huntleyparks.org/cancellation/. No verbal cancellations will be accepted. No refunds will be issued after the start
of the billing cycle unless accompanied with a medical note. No refunds or credits will be given for days your child does not
attend the program. We are unable to prorate fees for days missed to illness, vacation, behavior suspensions, etc. If cancelling
out of the program, please make your request in writing at least 7 days prior to the next billing cycle.
Seedlings Preschool Tax Information
Seedlings Preschool is a recreation activity, depending on your circumstances the cost of the program may qualify as childcare
for a tax deduction. If you and your tax advisor decide you can use this, the tax ID number is 36-26-14811. Please retain your
receipts for tax purposes. The Huntley Park District does NOT send out a tax statement. If you need a copy of your monthly
receipts you may go online and view/print your payment history.
How do I login online? Go to https://webtrac.huntleyparks.org/wbwsc/webtrac.wsc/wbsplash.html
1. Enter your Username & Password
2. Scroll over MY ACCOUNT near top of page and click on Childcare Statement (found under Reports)
3. You will see a column of Your Household Receipts with receipt numbers and dates, click to view and print individual
receipts.
I do not have a Username or Password, how do I receive one?

• Contact the HPD Registration Office at 847/669-3180 ext. 1 and request to have a username and temporary password
emailed to you.
DROP OFF AND PICK UP PROCEDURES
All Seedling Preschool classes are held at the REC Building located at 12015 Mill St.
Upon drop off and pick up, please park in the front parking lot. When in the building, take a left to enter the preschool wing.
All parents MUST indicate on their Participant Information Form who authorized to pick-up and maybe be required to provide
ID. Staff will not release children to anyone other than individuals that you authorize through the Participant Information Form.
Prior to all drop offs, parents must review and evaluate their child(ren)’s health. By dropping off your child to the Preschool
Program you are affirming that your child does not meet the criteria listed on the Participant Self-Assessment.
All students must be checked in and out with preschool staff. Please make sure to connect with your teacher at those times.

LUNCH BUNCH PROGRAM INFORMATION (for preschool participants only)
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Lunch Bunch is held daily. It meets directly after morning classes. Pick up is at 1:45 in the preschool hallway. Each day will be a
different theme. The program is staffed by our preschool teachers and aids. Children must bring their own lunch and a
beverage unless it is on a day that we pick up fast food. The program is only for children who are registered in our preschool
program. Please register at least 24 hours before the session.

September Schedule
Activity number: 5659909
Tuesday 9/7:
Wednesday 9/8:
Thursday 9/9:
Friday 9/10:
Monday 9/13:
Tuesday 9/14:
Wednesday 9/15:
Thursday 9/16:
Friday 9/17:
Monday 9/20:
Tuesday 9/21:
Wednesday 9/22:
Thursday 9/23:
Friday 9/24:
Monday 9/27:
Tuesday 9/28:
Wednesday 9/29:
Thursday 9/30:

Popsicles: Eat and Art
Let’s Go on a Bear Hunt
Picnic in the Park
Sidewalk Chalk Fun
We All Scream for Ice Cream
Disney Scavenger Hunt
Water Fun: Paint the Playground!
Music and Movement
Fun with Parachutes
Our Marching Band
Fun with Science
Apple Collage
McDonald’s
Fun with Blocks
This Way, That Way: Obstacle Course Fun
Doggone Art, Stories and Songs
Puzzle Fun
A Hike in the Park

OPEN HOUSE
Students will have an opportunity to meet their teachers and see their classrooms at Open House. This will take place at the
end of August. You will receive detailed information in a separate email.
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Participant Self-Assessment Health Questionnaire
for Wellness Screen Related to COVID-19
The Huntley Park District is committed to the safety of employees, customers, and community during the COVID-19
pandemic. Employees and customers will be required to self-assess using these questions each day prior to coming onsite. If the answer is “yes” to any question, (which pertains to you or the child in your care participating in a Huntley
Park District Activity) please do not come on-site to prevent the spread of illness. Additionally, participants should notify
the program supervisor of their absence and the reason for the absence.
The symptoms listed below are those currently provided by the CDC as signs or symptoms associated with the COVID-19
disease.
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o

Do you have a fever of 100.4 degrees Fahrenheit or higher?
Do you have a cough?
Do you have a sore throat?
Have you been experiencing difficulty breathing or a shortness of breath?
Do you have muscle aches?
Have you had a new or unusual headache (e.g., not typical to the individual)?
Have you noticed a new loss of taste or loss of smell?
Have you been experiencing chills or rigors (i.e., a sudden feeling of cold with
shivering accompanied by a rise in temperature)?
Do you have any gastrointestinal concerns (e.g., abdominal, pain, vomiting, diarrhea)?
Have you tested positive for COVID-19 in the last 14 days?
Is anyone in your household displaying any symptoms (as listed above) of COVID-19?
To the best of your knowledge, in the last 14 days, have you come into close contact*
with anyone who has tested positive for or been diagnosed with COVID-19?
Does the participant have a suspected or diagnosed case of COVID-19
Is any member of your household awaiting the results of a pending COVID-19 test.

By coming to Huntley Park District activities, you acknowledge that you have in fact conducted this self-assessment for
yourself and/or the child(ren) in your care and the results are true and accurate to the best of your current knowledge.

*Close contact is defined by CDC as someone who was within 6 feet of an infected person for a cumulative total of 15
minutes or more over a 24-hour period starting from 2 days before illness onset (or, for asymptomatic patients, 2 days
prior to test specimen collection) until the time the patient is isolated.
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