
 



 
 

 

 

 

 

 
 

 

 

  

 Dear Parents ~ 

We welcome you and your child to Elmhurst Academy! 

Elmhurst Academy’s philosophy towards educating young children is inspired by 

the programs of Reggio Emilia, Italy. Internationally regarded as an exceptional 

method for early childhood education, the basic principles of the Reggio Emilia 

schools focus on the strength and capability of the children they serve. At Elmhurst 

Academy, we recognize the collaboration that takes place between children and 

teachers and see the work they do together as key within the learning environment.  

The principles of the Reggio Emilia Approach are:  

 The Image of the Child. Children are strong, intelligent and capable from 

birth. Teachers are deeply aware of the children's potential and construct 

their work and the environment of the children's experience to respond 

appropriately. Children's rights are recognized, as well as their needs.  

 Relationships as the Foundations of the System. Education focuses on 

each child, not considered in isolation but in relationship to with the family, 

other children, the teachers, the environment of the school, the community 

and wider society.  

 The Role of Parents. Parents are considered to be an essential component 

to the program. They are a competent and active part of the children's 

learning environment.  

 The Physical Environment. Schools pay special attention to the design and 

aesthetics of the space. The life of the school and the work of the children 

are made visible and legible through documentation displayed on the walls.  

 Professional Development. Teachers serve as researchers and collaborators 

in the learning environment. They meet often to discuss their observations 

and interpretations of children's work.  



 
 

 

 

 

 

 
 

 

 

  

 Pedagogy. A curriculum based on the expressed interests of the children 

shows value for their capabilities. Along with adult's insights, the diverse 

materials within the environment support emergent literacy and numeracy.  

 

From the moment you walk in the door at Elmhurst Academy, you know you are in a 

special place. A place that nurtures and respects children….an entire community 

developed for, and committed to, guiding children in their discovery of the world and 

themselves. Feel comfortable with the fact that your child is enrolled in one of the 

finest early childhood schools.  

Please familiarize yourself with this parent handbook. It has been created for the 

health, safety and well-being of your child. 

 

 

My Warmest Regards ~ 

 

Colleen Odegaard 

Academy Director  

 
  
 
 
 
 
 
 
 
 



 
 

 

 

 

 

 
 

 

 

  

 
 
 

PHILOSOPHY 
The years from birth through eight are a crucial age span in a young 

person’s life, when a firm foundation is laid for a healthy development 

and lifelong learning. According to the Carnegie Task Force on 

Learning, children make great leaps in cognition, language acquisition, 

and reasoning, corresponding with dramatic neurological changes during 

these eight years. They develop greater facility in intellectual problem 

solving and abstract thinking. Their store of knowledge swells, their 

attention span stretches and their capacity for reflection increases.  

 

They become more proficient in their oral and written communication 

and better able to relate ideas to their peers. They also develop greater 

capacity to regulate their own behavior and resolve conflict peacefully. 

 

The Elmhurst Academy early childhood program is inspired from the 

Reggio Emilia schools, located in Reggio Emilia, Italy. The approach 

is based upon the following principles: 

 

Emergent Curriculum:  An emergent curriculum is one that builds upon 

the interests of children. Topics for study are captured from the talk of 

children, through community or family events, as well as the known 

interests of children. Teachers work together to formulate hypotheses 

about the possible directions of a project, the materials needed and 

possible parent and/or community support and involvement. 



 
 

 

 

 

 

 
 

 

 

  

 

 

 

Project Work:  Projects, also emergent, are in-depth studies of 

concepts, ideas and interests, which arises within the group. Considered 

as an adventure, projects may last one week or could continue 

throughout the school year. Throughout a project, teachers help 

children make decisions about the direction of study, the ways in which 

the group will research the topic, the representational medium that will 

demonstrate and showcase the topic and the selection of materials 

needed to represent the work. Long-term projects or progettazione, 

enhance lifelong learning. 

 

Representational Development:   Consistent with Howard Gardner’s 

notion of schooling for multiple intelligences, the Reggio Emilia 

approach calls for the integration of the graphic arts as tools for 

cognitive, linguistic, and social development. Presentation of concepts 

and hypothesis in multiple forms of representation – print, art, 

construction, drama, music, puppetry and shadow play – are viewed as 

essential to children’s understanding of experience. Children have 100 

languages, multiple symbolic languages. 

 

Collaboration:  Collaborative group work, both large and small, is 

considered valuable and necessary to advance cognitive development. 

Students are encouraged to dialogue, critique, compare, negotiate, 

hypothesize, and problem solve through group work. Reggio Emilia 

approach multiple perspectives promote both a sense of group 

membership and the uniqueness of self. There high emphasis on the 



 
 

 

 

 

 

 
 

 

 

  

collaboration among home-school-community to support the learning of 

the child. 

 

Teachers as Researchers:  The teacher’s role within the Reggio Emilia 

approach is complex. The role of the teacher is first and foremost to be 

that of a learner alongside the children. The teacher is a teacher-

researcher, a resource and guide as she/he lends expertise to children 

(Edwards, 1993). Within such a teacher-researcher role, educators 

carefully listen, observe, and document children’s’ work and the growth 

of community in their classroom and are to provoke, co-construct, and 

stimulate thinking, and children’s collaboration with peers. Teachers are 

committed to reflection about their own teaching and learning. 

 

Documentation:  Similar to the portfolio approach, documentation of 

children’s work in progress is viewed as an important tool in the learning 

process for children, teachers and parents. Pictures of children engaged 

in experiences, their words as they discuss what they are doing, feeling 

and thinking and the children’s interpretation of experiences through the 

visual media are displayed as a graphic presentation of the dynamics of 

learning. Documentation is used as assessment and advocacy. 

 

Environment:  Within the Reggio Emilia schools, great attention is 

given to the look and feel of the classroom. Environment is considered 

the “third teacher.” Teachers carefully organize space for small and 

large group projects and small intimate spaces for one, two or three 

children. Documentation of children’s work, natural elements, and 

collections that children have made from classroom activities are 

displayed both at the children’s and adult eye level. Hailed as an 



 
 

 

 

 

 

 
 

 

 

  

exemplary model of early childhood education (Newsweek, 1991), the 

Reggio Emilia approach to education is committed to the creation of 

conditions for learning that will enhance and facilitate children’s 

construction of “his or her own powers of thinking through the synthesis 

of all the expressive, communicative and cognitive languages.” 

Our purposes are many; our goal is one….to cultivate your child’s own 

natural desire to learn. Elmhurst Academy is where character and 

education build a strong foundation for our future.   
 

 

 

FACULTY & STAFF 
Elmhurst Academy believes that high quality early education is directly 

related to high quality teachers and staff. The teaching faculty provides 

a unique level of expertise across all age levels, as degreed professional 

teachers implement our curriculum. Program Directors or Mentor 

Teachers manage each of the school’s programs, as well as an Academy 

Director, two Assistant Directors and an Atelierista and an 

Administrative Assistant. Classrooms consist of Primary Teacher as 

well as an Associate/Assistant Teachers.  

 

Enrichment teachers include; music teacher, dance & movement 

instructor, foreign language teacher, nature curriculum specialist, 

creative arts teacher, technology coordinator and physical education 

coordinator.  

 

 

 



 
 

 

 

 

 

 
 

 

 

  

In addition, each school year, teachers and directors are required to 

obtain a minimum of 50 hours of professional development training to 

insure continued knowledge and expertise in the field of early 

childhood.  

In order to support educators at Elmhurst Academy in their continuing 

evolution as professionals, we make a strong commitment to ongoing 

professional development for all of our staff. Please be aware that this 

type of professional development requires occasional absences of 

educators from the classrooms.  In all cases, well-trained substitute 

educators work in the absence of your child’s regular classroom teacher. 

We hope that the strength and nature of the experience for your child 

and you while at the school is evidence of the power of our strong 

commitment to regular professional development.  

 

ENROLLMENT 
Elmhurst Academy enrolls children from birth through kindergarten 

during the school year and birth through the third grade during our 

Summer Session. Elmhurst Academy is an equal opportunity provider 

of early care and education. Applications for enrollment are accepted 

without regard to race, religion, sex or national origin. Elmhurst 

Academy accepts children with disabilities and will make "reasonable 

accommodations" based on the recommendations of the child's 

healthcare provider, with the exception of those whose needs require 

extreme modifications beyond the capabilities of the facility’s resources. 

Individual assessments of a child’s needs and the facilities abilities to 

meet these needs will be made.  

In addition to providing basic identifying and developmental information 

concerning your child, both parents are required to participate in a 



 
 

 

 

 

 

 
 

 

 

  

parent interview prior to their child’s start date at the academy. Incoming 

students must have a developmental evaluation in order to assess the 

child’s ability to benefit from and adjust to our school. This also allows 

parents and children the opportunity to become acquainted with and 

observe Elmhurst Academy’s environment. School tours are scheduled 

between 9:00 and 11:00 a.m., Monday through Thursday.  Any 

questions regarding policies and procedures will be reviewed at this time. 

We believe this procedure allows for an easier transition into your child's 

new educational environment.  

 

The Elmhurst Academy school day runs Monday through Friday from 

8:30 a.m. - 3:30 p.m., with a before school program from 7:00-8:30 a.m. 

and an after school program from 3:30-6:00 p.m. The school year starts 

in September and ends in June. The summer session runs June 

through August. For the child’s best interest, the maximum time a child 

can attend Elmhurst Academy is 10 hours per day.  If your child is in 

attendance more than 10 hours, a late fee will be incurred.  Please see 

the "Tuition Policies" form for exact rates.  Registration is on a rolling 

basis and takes place in January for Kindergarten and March for the 

remainder of the classrooms for both the school year and the summer 

camp.  Children currently enrolled have priority registration.  Children 

are enrolled for five days per week attendance, or on a part-time basis as 

enrollment allows. 

 

 

Elmhurst Academy reserves the right to dis-enroll a student whenever 

their is substantial evidence that the student is unable to function or 

benefit from the program, is a direct threat to the health and safety of 



 
 

 

 

 

 

 
 

 

 

  

others in the program (please see "Behavior Management" for 

additional information) or whenever the child's parents have failed in 

major or repeated fashion to comply with the policies of Elmhurst 

Academy.  

 

If for any reason your child will no longer be attending our school, the 

School Office must be notified in writing 30 days prior to their last day. 

 

 

SCHOOL CLOSINGS 
For Elmhurst Academy School closings, please see annual school 

calendar distributed to parents at the start of the school year.                        

A separate Summer Program calendar will be distributed at the 

beginning of the camp session. 

 

* For weather related and emergency school closings, please see 

“Emergency Closings”.  

 

 

 

ACCREDITATION 
Elmhurst Academy of Early Learning is accredited by the National 

Association for the Education of Young Children (NAEYC), as well 

as is certified a Nature Explore Classroom through the Arbor Day 

Foundation. Early Childhood Schools that undertake the 

responsibility of upholding accreditation standards do so, on a voluntary 

basis, thus displaying their commitment to the highest quality early care 

and education. 



 
 

 

 

 

 

 
 

 

 

  

 

 

 

STUDENT ASSESSMENT 
The Elmhurst Academy Student Assessment is used to assess 

each student in our program. The profile has been carefully developed 

with a baseline of the Illinois Early Learning Standards and exceeding 

with the EA developmental standards for students.  

Our assessments are completed on a trimester occurrence, and 

Parent/Teacher Conferences are held in November and February 

and, if necessary, in May to discuss each students progress in the 

program. In addition to our student assessment profile, teachers 

maintain a portfolio of each student with documented work samples and 

developmental milestones highlighting the student’s educational growth.  

Each portfolio shows the child’s progress and development from the 

beginning to the end of the school year.  

 

 

EARLY CHILDHOOD PROGRAMS OFFERED 
Elmhurst Academy has six different programs, educating children from 

birth through Kindergarten. Chronological age, developmental 

readiness and enrollment availability are some of the evaluating criteria 

used to determine a child’s developmental readiness to proceed from 

one classroom to the next.  Within a student’s educational journey at the 

academy, each student will loop in one classroom for a two year period. 

Each of our classrooms has the capacity to meet and exceed the 

individual learning goals of our students.  

 



 
 

 

 

 

 

 
 

 

 

  

 

Program Directors and teachers work very closely with the students and 

the parents to insure a successful transition process from one classroom 

to the next.  
 

 Infant Program 

 Toddler Program 

 Preschool Preparatory Program 

 Preschool Program 

 Kindergarten Bridge Program 

 Kindergarten Program
 

 

 

 

 

 

 

BEHAVIOR GUIDANCE & CONFLICT RESOLUTION 
We have a fundamental belief that children are powerful, competent and 

capable. Positive educational experiences encourage and enhance their 

growth and development. Teachers relate to each child on their own level, 

while developing a warm and positive rapport. In addition, teachers involve 

children in decision making so that from their perspective, an atmosphere of 

fairness is developed. Through emotional development, children are 

encouraged to communicate their feelings, both positive and negative. When 

necessary, children are asked to quietly reflect and problem-solve to bring 

about more acceptable behavior.   Children are encouraged to resolve their 

conflicts peaceably and independently. Conflicts are viewed as teachable 

moments to assist the child in developing positive character traits. In the 

Preschool Preparatory, Preschool and Kindergarten classrooms, the “Peace 



 
 

 

 

 

 

 
 

 

 

  

Tables” are used to promote conflict resolution among students, promoting 

responsibility and respect for one another, and themselves. Students can go 

to the peace table on their own, or are referred by a teacher.  

 

Teachers are firm, supportive and consistent in their approach so that 

children will know and understand what is expected of them.  

 

In our efforts to promote positive behavior guidance, Elmhurst Academy 

teachers are specially trained in conflict resolution. Through conflict 

resolution, children help in establishing the rules of the classroom and learn to 

resolve their conflicts independently and peacefully. The ultimate goal of 

conflict resolution is to result in a situation where everybody wins. 

 

We ask you to support our efforts by being a positive role model to all 

children. 

 

 

 

 

 TOLERANCE AND CHARACTER DEVELOPMENT  
For most children being a classmate at Elmhurst Academy constitutes their 

first active participation in an ongoing social structure outside of their family. 

The vision of community that their classroom will provide, will color a child’s 

ideas and expectations about fairness, cooperation and citizenship that they 

will carry with them through their lives. 

 

A child will spend their adult lives not only in a century different from the one 

in which we were raised, but also in a different kind of world. They will go to 



 
 

 

 

 

 

 
 

 

 

  

school with and work with people from a wide range of back grounds… people 

from different races, religions, family structures and with different physical 

abilities. 

 

A young child forms ideas about themselves and other people long before 

they enter first grade. That is why at Elmhurst Academy we believe it is so 

important to begin teaching anti-bias lessons early, so that a child will learn to 

appreciate differences rather than fear people who are different from them. 

The dictionary defines empathy as “understanding so intimate that the 

feelings, thoughts and motives of one are readily comprehended by others.”  

It is not enough for children to be able to empathize with people they have 

things in common with…that is easy. They must also learn to empathize with 

people who are very different from them, in their needs, experiences, points  

of view, life circumstances, beliefs, ethnic and cultural backgrounds, talents, 

abilities and accomplishments. 

 

Throughout a child’s early years at Elmhurst Academy, they will be building 

a peaceful community, where differences are celebrated and disputes are 

resolved peaceable. 

 

As capable and confident adults, we ask for your support in our goal of 

dispelling stereo-types and prejudices, fostering respect for differences and 

building a peaceful world for children. 

 

 

 

 

 



 
 

 

 

 

 

 
 

 

 

  

Elmhurst Academy 

Behavior Management /EA Student Action Plan 
If we have a concern about a particular behavior a child is exhibiting we will 

follow these appropriate steps:  

1.  The teachers will address the concern with our Assistant Director who 

oversees the EA Student Action Plans.  

2.  The Assistant Director will address the concern with the Academy 

Director.  

3.  The teachers will document the child's behavior for a period of two weeks, 

noting any patterns. 

4.  During this two week period the school’s mental health consultant will be 

notified of concerns. An observation visit may be scheduled upon 

notification of the parents and release completed.  

5. Parents will be directed to contact the school’s mental health consultant 

after observation visit to the school. Recommendations will be given for 

school and home at this time. 

6.  The Assistant Director will schedule a conference with teachers, 

Academy Director and parents to explore solutions and recommendations. 

An Elmhurst Academy Student Action Plan (EASAP) will be 

developed, listing steps to help the child succeed and develop within the 

program.  

7.   Assistant Director and Teachers will follow up with the parents after the 

conference to insure the EASAP is effective and appropriate for that 

student.  

 

*Elmhurst Academy reserves the right to dis-enroll a student whenever there 

is substantial evidence that the student is unable to function or benefit from 

the program, is a direct threat to the safety of others in the program or 



 
 

 

 

 

 

 
 

 

 

  

whenever the child's parents have failed in major or repeated fashion to 

comply with the policies of Elmhurst Academy.  

 

 

 

BULLYING POLICY 
Elmhurst Academy is committed to providing an environment for children 

that is safe, welcoming and free from bullying; the persistent behavior by any 

individual which has a harmful or distressing impact on another student, which 

directly threatens the safety of a student or group of students or interferes 

with a child’s educational benefits, opportunities and performance.  Bullying 

can have many forms including emotional (tormenting), physical (pushing, 

scratching, biting, spitting, hitting and kicking), verbal (name calling, 

threatening), psychological (behavior to instill a sense of fear in someone).  

Elmhurst Academy recognizes that legitimate play behavior may include 

some of these facets, however when one or more parties become targeted on 

a frequent and recurrent basis, the experience of those affected could 

become negative. 

Despite all efforts to prevent it, bullying behaviors may occur in rare 

circumstances. If a suspected bullying incident should arise the teacher(s) will 

implement the Elmhurst Academy Behavioral Management/EASAP 

Plan.  

 

 



 
 

 

 

 

 

 
 

 

 

  

EARLY INTERVENTION RESOURCES 

Our goal at Elmhurst Academy is to support your child’s total development: 

physical, social, emotional and cognitive. Visual and hearing acuity play an 

integral role in your child’s development, especially at this young age. We 

encourage you to initiate discussions about hearing/ vision development with 

your child’s pediatrician.  

 

Elmhurst Academy provides speech, vision and hearing screening annually at 

the school.  

 

 

To help in early identification of possible delays in development, Elmhurst 

Academy provides several resources for early intervention services.  

We know that when early intervention is provided, the impact on overall 

development is lessened. Often children can overcome mild to moderate 

delays in the first few years of life. Elmhurst Academy works together as a 

team with any therapists or outside intervention for optimal benefit to the 

student.  

 

 

 

 

CHILD ABUSE AND MANDATED REPORTER STATUS 
By law, all teachers and administrators at Elmhurst Academy are mandated 

child abuse reporters. All teachers and administrators have received 

specialized training in recognizing child abuse and neglect.  

 



 
 

 

 

 

 

 
 

 

 

  

 

HOLIDAY AND RELIGIOUS OBSERVANCES 
Students are taught the aspects of holidays with non-denominational 

views as a part of our Global Studies and Cultural Diversity exploration.  

 

 

FIELD TRIPS & TRANSPORTATION 
Throughout the year, students may participate in educational field trips and 

on-site events to enhance their curriculum. There is a minimal activity fee to 

cover the cost of transportation and admission. Prior to the event, a 

permission slip will be sent home in your child's mail folder which will include 

detailed information of the planned trip. All field trip forms must be signed by 

a parent or guardian and returned by the requested date. Please note if your 

child is in attendance on the day of a field trip they are expected to attend 

the event on that day.  
 

Parents who wish to chaperone, must attend a Parent Field Trip Safety 

Training. 

 

Buses chartered through First Student Charter Services, are used in 

transporting children to and from field trips.  For school bus safety info 

please visit www.firstgroupamerica.com 
 

To enhance our curriculum classrooms may take walking excursions within the 

community. 

 

 

 

 



 
 

 

 

 

 

 
 

 

 

  

 

PERSONAL BELONGINGS 
Parents are requested not to permit children to bring any possessions to 

Elmhurst Academy other than a particular security item which may be 

needed at rest time with the exception of our infant program that implements 

safe sleep practices. This security item must be small enough to fit in the 

child’s school bag and taken home each evening and laundered at home.  

 

During the school year, your child's teachers may allow certain designated 

days where possessions may be brought from home. These special days are 

in conjunction with the curriculum and parents will be informed through 

parent/teacher communication.  Parents please remember when transporting 
your child (ren)’s personal belongings to school, please do not use plastic 
bags as they are a safety hazard for children. Please use cloth or paper bags 
only. 
 
Many of the children love to wear jewelry such as bracelets, pierced earrings, 

rings and necklaces, etc.  In order to avoid a foreseeable choking accident, we 

ask that these items also be left at home. Pierced earrings are only permitted 

during the first two weeks of piercing, as long as the earlobes are covered 

with surgical tape.  

 
 

USE OF PHOTOGRAPHY FOR PROMOTIONAL 
PURPOSES 

Written permission must be obtained from the parents of children whose 

photograph is used in promotional material, articles and videos. Please see 

Parent Consent on the Application for Admission Form. 



 
 

 

 

 

 

 
 

 

 

  

 

 

PARENT COMMUNICATION 
Elmhurst Academy recognizes that communication between parents and the 

school is essential. We make every effort to communicate your child's daily 

activities to you, both verbally and written through electronic mail.  We 

appreciate you sharing with us any situation in your child's life that could 

influence his or her progress or daily behavior at Elmhurst Academy.  

 

 

Please familiarize yourself with the Elmhurst Academy Parent Resource 

Center located in the front entrance. This area is strictly for parents and 

contains a wealth of information. Pertinent notices and school informational 

flyers are posted on the parent board, along with information and articles in 

the parent files, additional forms, atelier of taste, etc. For your assistance, 

you will also find informative parenting articles from various publications.  

 

We hope you will find the Elmhurst Academy phone system convenient and 

easy to use. Here are a few steps we ask that you follow in order to ensure 

proper handling of all calls.  

 

 

 

 The Elmhurst Academy main number is (630) 279-2494. If you need 

to report that your child will not be attending Elmhurst Academy on a 

specific day, please use the Elmhurst Academy Daily Message 

Center. As a courtesy, please call the school to inform us if your child 

will be arriving later than 9:00 a.m.  



 
 

 

 

 

 

 
 

 

 

  

 

 Access the school website and e-mail address at 

www.elmhurstacademy.com.  Please visit our updated school 

information website often and view our classroom pages for information 

on classroom projects and current curriculum. Each teacher and 

administrator at Elmhurst Academy has a private e-mail address 

consisting of the first letter of their first name and last name 

(i.e.codegaard@elmhurstacademy.com) Parents are welcome to send a 

message at any time during the day.  

 

 Parents are asked to add their e-mail address to the “Elmhurst 

Academy Parent E~Newslist”. Many school reminders and updates 

such as; 

 Atelier of Taste,  

 Emergency Information,   

 Classroom Week in Reviews 

 “EA Scholarly News” monthly newsletter” are communicated 

through e-mail.  
 
 Parents of children in the Infant and Toddler Programs will receive the 

Daily Reflection Form, which will outline the students’ activities and 

routines for that day.  

 

 Documentation of student learning can be found throughout the 

classroom and main hallway of the school. We encourage you to view 

these educational displays of student work. 

 

 

http://www.elmhurstacademy.com/


 
 

 

 

 

 

 
 

 

 

  

 Each classroom has a mail center containing a mail folder for each 

 student. Please check these folders on a daily basis for school work 

 completed by your child, notes from the school, etc. These folders are  

 used for school information only. 

 

 Elmhurst Academy is committed to maintaining high quality early 

childhood education and we understand the importance of our parents’ 

 feedback. Throughout the year, Elmhurst Academy asks parents to 

 complete Parent Surveys on our school. These surveys are integral 

 for our continued training and development purposes and to ensure the 

 best possible environment for your child. 

 

While teachers are with their class, the first priority is the safety and 

education of the students. Please refrain from distracting the teachers by 

communicating in depth during this time.  

 

CELL PHONE & SOCIAL ETIQUETTE FOR PARENTS 
While we understand cell phone use is imperative in today’s technology world, 

we want to respectfully remind you of cell phone etiquette while at Elmhurst 

Academy. In an effort to insure our student’s best learning environments, we 

have limited the school grounds to a phone “quiet zone” and inside the 

classrooms are “phone-free areas.” Occasionally, an emergency is going to 

arise at an inopportune cell phone time. We understand. No matter where 

you are, if you believe it may be an emergency, do take the call. Also, while we 

promote open communication between parents and encourage you to get to 

know one another, we kindly request during the school hours that the 

conversations be held outside of the classroom to detract from any class 

distractions or interruptions 



 
 

 

 

 

 

 
 

 

 

  

 

CONFIDENTIALITY 
Confidentiality of our students’ personal, developmental and health 

information is a priority at Elmhurst Academy. Not only is disclosing this 

type of information about the children and /or teachers in our school 

unethical, but it is also unlawful. 

 

 

Please note, while innocent in nature, questions regarding a child’s 

development, health and personal information including age/birth date, etc; 

other than your own; is information that the teachers and staff at Elmhurst 

Academy are simply unable to disclose to another person without a parent 

consent. 

 

We strongly encourage you to get to know other families in our school. 

Please register for the Elmhurst Academy Parent Directory. This directory 

will include contact information for the families that wish to share their 

information. 

 

 
 

 

FUNDRAISING 
Elmhurst Academy hosts three annual formal fundraisers; two during the 

school year and one during the summer session. All funds earned are used to 

assist in the purchase of new classroom materials, school equipment and 

resources to enhance your child’s educational experience, along with funding 

the many school events hosted each year. Additionally, parents are able to 

register to support Elmhurst Academy year round through “eScrip”.  Visit 



 
 

 

 

 

 

 
 

 

 

  

www.escrip.com for further information. Elmhurst Academy participates in 

the Campbell Labels for Education program and General Mills Box Top 

for Education, in addition to recycling inkjet printer cartridges. Collection 

baskets are located in the Parent Resource Center.  

 

Elmhurst Academy has two school service projects; Northern Illinois Food 

Bank and Northern Illinois Raptor Rehab & Education organization, home 

of Ulysses Elmhurst Academy’s school mascot.  

 

 

SCHOOL SPIRIT WEAR 
Children and parents can show their school spirit by wearing Elmhurst 

Academy apparel.  Visit the Elmhurst Academy online store at 

www.fieldhouse.com /ELMHURSTACADEMY 

 

 

 

 

ARRIVAL AND DEPARTURE PROCEDURES 
The daily arrival and departure of children at Elmhurst Academy is 

conducted in a way that protects each child's physical and emotional well-

being. Each day over 200 cars/trucks/SUVs pass through the Elmhurst 

Academy parking lot to drop off and pick up children from the school. Please 

take extra precautions in navigating your vehicle safely and hold your child’s 

hand when walking to and from school. For your safety, when possible do not 

carry your child, as this helps reinforce proper safety practices. Infants who 

meet the appropriate weight criteria should always be transported in their 

infant safety carrier. We appreciate your flexibility, especially on inclement 

http://www.escrip.com/
http://www.fieldhouse.com/


 
 

 

 

 

 

 
 

 

 

  

weather days. Thank you for insuring the safe delivery of our most precious 

cargo. 

 

For your peace of mind and the safety of your child, a security access device 

is needed to enter the building and given only to persons authorized to gain 

entrance. Each parent will be supplied with an access device. Should you 

need additional access devices, please complete a purchase order form 

located in the Parent Resource Center. Other visitors, or in the event that 

your access device may not work properly,  we ask you to please press the 

intercom and identify yourself with your first and last name and the name of 

the child you are picking up. We appreciate your patience in the event that 

we must call our office for an identity check at this time. Although parents 

with security access devices are welcome at any time, all other visitors to 

Elmhurst Academy are admitted by appointment only. In addition, a visitor’s 

log book is kept where pertinent information is obtained on every visitor.  

 

For the safety of our children, please do not allow any other person to enter 
the school building. Access devices are immediately deactivated when 

circumstances warrant a threat to the safety of the school. By law, children 

must be signed in and signed out by a parent, or a person you have 

specifically authorized, whose name is listed under the Transportation 

Authorization on the Application for Admission form.  In an emergency 

situation, this information could be valuable. Persons not known by the 

teachers and staff will be required to provide a photo identification card to 

establish their identity before the child is released to them. If a situation 

occurs where you would like your child released to someone other than those 

listed on your Transportation Agreement, please complete a Temporary 

Transportation Agreement located in the Parent Files in the Parent 



 
 

 

 

 

 

 
 

 

 

  

Resource Center. For your convenience, these forms may also be faxed to 

you should you be away from the school. Please be aware that your child will 

never be released to an unknown person without your signed permission. 

 

The Daily Arrival and Departure Log is located in the Parent Resource 

Center. Please sign your child in every morning. Parents are required to 

escort their child to their classroom and notify the teacher of his or her arrival, 

and assist them in washing their hands before joining the class. 

 

Upon arrival in the classroom, your child will be given a general health check. 

If your child arrives with a visible sign of injury, we ask that you please give us 

details in writing by completing a Morning Injury Check Form. The 

information obtained will better assist us in giving your child the extra medical 

attention that may be needed. 

 

When departing at the end of your child's day, please notify their teachers 

and sign out on the Arrival and Departure Log before leaving the building. 

Please do not allow your child to open the main door to the school when 

leaving each night.  Students are taught only teachers and parents can open 

classroom and exterior school building doors.  

 

No child may be left unattended without authorized adult supervision while 
on school property.  Elmhurst Academy’s responsibility to children begins 

when the child is released to a teacher and ends when a child is released to 

their parents or to an authorized person listed on the child's Transportation 

Authorization. 



 
 

 

 

 

 

 
 

 

 

  

 

 

CLOSING POLICY 
We ask that you make every effort to pick up your child before school 

closing. By policy, our teachers and staff may not transport your child home 

or make other child care arrangements. 

 

If a child is left in the school after closing time, an administrator will take the 

following measures: 

1. Try to contact you by phone. 

2. Try to contact your emergency contacts by phone. 

3. If unsuccessful, contact the appropriate local authorities. 

Additionally, there are late charges incurred should your child attend the 

school past the closing time, or past a ten hour period daily. The appropriate 

authorities will be notified after 30 minutes after school closing in the event 

that the school office is unable to contact a child’s parent or their listed 

emergency contacts.  

 

Please advise the school if you will be picking up your child later than your 

regularly scheduled time so that their teachers may eliminate any concerns or 

fears your child may have under such circumstances.  

 

 

EMERGENCY PROCEDURES 
In the event of an emergency or severe weather conditions which might 

prevent Elmhurst Academy from opening, information will be broadcasted 

through local media outlets using the “Emergency Closing Center”; as well 

as posted on their website. Please register your e-mail address for a 



 
 

 

 

 

 

 
 

 

 

  

personalized notification of our school’s emergency closing status at 

www.emergencyclosing.com. In the event of an emergency that makes it 

necessary for Elmhurst Academy to close early, you will be notified by an 

administrator so that you can make appropriate arrangements for picking up 

your child. 
 

 

DISASTER AND CRISIS MANAGEMENT PLAN 
Elmhurst Academy is not a public building where unidentified persons are 

admitted. We continue to be a locked environment, where parents and 

teachers have pre-approved access card entry.  Visitors are admitted by 

appointment only and must show identification. Our school has three, silent 

push-button alarms that when activated will alert the local authorities within 

seconds of trouble. 
 

Our schools disaster and crisis management plan continues to cover 

evacuation procedures, an emergency relocation plan and any lock down 

situation.  
 

We have developed a code name identifying “trouble” that is used between 

teachers and administrators when it is necessary to be alerted. 
 

Our school continues to practice fire, tornado, relocation and lockdown drills 

regularly. Each drill is rotated to different times of the day so that we may log 

results and overcome any concerns. 

 

Each classroom has an Emergency Information Center. 

 

All teachers and administrators are trained in health and safety risk 

http://www.emergencyclosing.com/


 
 

 

 

 

 

 
 

 

 

  

management, blood borne pathogens, and are CPR and First Aid certified. 

This training is renewed on an annual basis.  

 

Elmhurst Academy has a nurse consultant on staff through the DuPage 

County Health Department, as well as a Health & Safety committee 

devised of teachers and administrators.  

 

INSURANCE 
Elmhurst Academy carries public liability insurance in the single limit maximum 

of $1,000,000.00 per occurrence. The insurance is in force for the duration 

of the school's operating license or permit. 

OUTDOOR EXPLORATIONS & SAFETY 
Environmental education and outdoor play contributes to a child's health 

and overall development. Research has proven that it is only by intimately 

knowing the wonders of nature’s complexity that will lead to a full 

appreciation of the immense beauty of our planet.  Elmhurst Academy has 

created two outdoor discovery play gardens that have been landscaped to 

encourage children to explore the mysteries of nature. The two discovery 

play gardens are separate and developmentally appropriate for the various 

age levels.  Our play gardens include large motor climbing equipment, see-

through art easels, musical instruments including chimes and gongs, interactive 

water play, natural sand play areas, quiet discovery niches for reading, and 

wooden log play houses for creative, dramatic play. The Elmhurst Academy 

Discovery Play Gardens are landscaped in natural ways using berms and 

mounds, logs, stumps and boulders. Children have the ability to learn in this 

natural environment through exploring the child-friendly plants, trees, flowers 

and vegetation.  They receive hands-on learning with water, dirt, sand, insects 

and the power of their own imagination. Our classrooms have gardening 



 
 

 

 

 

 

 
 

 

 

  

areas that are incorporated in the Elmhurst Academy curriculum.  Picnic 

tables and park benches are there for children to relax and enjoy, in addition 

to a large paved area used for bikes and ball playing, basketball hoops, and 

badminton during the summer months.  Discovery Play Garden safety checks 

are performed daily before outdoor play is permitted for any classroom. 

Elmhurst Academy is a certified Nature Explore Classroom, which is 

accredited through the Arbor Day Foundation.  

 

Elmhurst Academy has a Health and Safety Committee devised of 

Elmhurst Academy teachers and staff members to insure the school 

maintains the healthiest and safest environment for your child. 

 

APPROPRIATE DRESS FOR INDOORS AND OUTDOORS 
Please dress your child comfortably so that he or she may take advantage of 

all learning opportunities, indoors and outdoors. Your child should wear 

clothing that is washable and adaptable to food spills, paint and water play 

and encourages independence. Be sure to provide clothing for seasonal 

changes (hat, coat, jacket, boots, mittens, snow pants, etc.) During the winter 

months, please provide an extra pair of gloves or mittens and a hat in your 

child's personal belongings that may be kept at school. When the 

temperature is 70 degrees of higher a wide brimmed hat should be worn for 

eye and head sun protection when outside on the Discovery Play Gardens. 

Sunglasses are not allowed for safety reasons, as it could impair their vision 

when engaged in outdoor activities.  

Elmhurst Academy follows www.chilcareweather watch.com 

 

Since children play on climbing equipment, in our Discovery Play Gardens 

we request no open toe sandals or dress shoes, even if they have rubber 



 
 

 

 

 

 

 
 

 

 

  

soles. Athletic shoes are a MUST because they are made to support the 

foot from shock. For your child’s safety, students will not be able to use the 

climbing equipment in our Discovery Play Gardens when inappropriate 

shoes are worn. Clothing that is easy for a child to manipulate especially 

during toilet training, makes them much more independent and self-sufficient. 

Please dress your child in manageable and comfortable clothing. Scarves and 

drawstrings, on all clothing and outerwear become a safety hazard if they are 

caught on an object.  

 

 

The Consumer Product Safety Commission has mandated that all 

drawstrings be eliminated from children's clothing. If your child wears a jacket, 

coat or sweatshirt with a hood or neck drawstring, we ask you to remove the 

drawstring or sew a seam through the drawstring at the middle of the hood or 

neck so neither end can pull out and become caught on an object. 

 

We ask that you bring at least one change of seasonally appropriate clothing 

(including socks and underwear) for your child to keep at school. Please 

clearly label all clothing with your child's name. If your child does not have a 

change of clothes and becomes in need of one, Elmhurst Academy is able to 

provide the appropriate new clothing for your child and a nominal fee will be 

charged to your easy pay account for the purchase. 

 

MEDICAL CARE AND ILLNESS 
To protect and insure the continued welfare of both individual children and 

the school as a whole, Elmhurst Academy requires that prior to enrollment 

each child receive a physical examination, necessary immunizations and 

clearance from communicable diseases as prescribed by the Illinois 



 
 

 

 

 

 

 
 

 

 

  

Department of Public. Parents are also required to update their child's 

physical examination every two years.  

 

The child's initial medical report must be dated no less than six months prior 

to enrollment if they are registering for our program. Unless the examining 

physician has made a determination that it is unnecessary (“no test needed” 

should be noted on the child’s exam), a tuberculin skin test and the results of 

the test must be included in the initial examination.  

 

 

The initial exam for all students age of one to six years must show that they 

have been screened for lead poisoning (if they reside in an area defined as 

high risk) or that a lead risk assessment has been completed (if they live in an 

area defined as low risk) Exceptions made for children who should not be 

subject to immunizations or tuberculin tests for medical reasons must be 

indicated in writing by the physician on the child's medical form. 

 

When registering for kindergarten, children must obtain an updated physical, 

dental and vision exam. For Summer Senior Campers (kindergarten through 

third grade), a copy of their most recent regularly scheduled school physical 

may be submitted. 

 

In the event your child is returning to Elmhurst Academy following an illness 

or a hospitalization, parents may also be required to obtain a medical 

clearance for their child to resume participation. Such clearance will routinely 

be required following any type of communicable disease. 

 

 



 
 

 

 

 

 

 
 

 

 

  

In addition, each child is given a pre-admission screening by their teacher to 

determine if he or she has obvious signs of illness, communicable diseases or 

pre-existing injury which in their judgment would prohibit their attendance.  

 

Children will be excluded from the program if: 

1. The child's illness prevents the child from participating in routine activities. 

2. The illness requires more care than the teachers are able to provide 

without compromising the needs of the children in the group. 

3. Fever over 101 F degrees - Children must be fever-free for  

24 hours without fever reducing medications before re-admittance to the 

school. 

4. Rash combined with fever over 101 F degrees. 

5. Diarrhea 

6. Unusual irritability 

7. Persistent crying 

8. Difficulty breathing or other signs of possible severe illness. 

9. Vomiting two or more times in the previous 24 hours, unless the vomiting 

 is determined to be due to be non-communicable condition and the child is 

not in danger of dehydration. Mouth sores with inability to control saliva. 

10. Conjunctivitis (pink eye) until 24 hours after treatment has been initiated. 

11. Impetigo (facial sores) until 24 hours after treatment has been initiated. 

12. Strep throat until 24 hours after treatment has been initiated and is     

fever free for 24 hours. 

13. Head lice until the morning after the initial treatment and all visible nits 

are removed from the hair follicles. 

14. Scabies until the morning after the initial treatment. 

15. Chicken pox until at least 6 days after onset of the initial rash. 

16. Whooping cough until 5 days of antibiotic treatment has been 



 
 

 

 

 

 

 
 

 

 

  

completed. 

17. Mumps until 9 days after onset of gland swelling. 

18. Measles until 4 days after disappearance of rash and 24 hours of 

being fever free. 

 

Elmhurst Academy believes outdoor play is a necessity for a child's growth 

and development; weather permitting. It is our policy that a child who comes to 

school must be well enough to participate in both indoor and outdoor 

activities. If there are medical reasons that your child cannot play outdoors, 

but is well enough to attend school, we will be happy to comply with your 

physician's request when presented with their written instructions and 

rationale as to why your child received authorization to return to school, but 

may not participate in outdoor activities.  

 

Should your child become sick during the day, you will be notified as soon as 

possible. Upon notification, parents are required to promptly pick up their 

child from school. If notifying the parents is unsuccessful, a person from your 

Emergency Contact list on the Application for Admission form will be 

notified. Parents will be supplied with a “Student Illness Report” upon pick 

up from school.  

 

When it is required to keep your child home, it is for several reasons; 

1. A child's resistance is low when they are ill, making it easier for them to 

contract other illnesses. 

2. For the protection of other children, your child's illness may be contagious. 

3. For your child's emotional well-being; a child who is ill requires extra 

soothing, cuddling and rest. We are unable to provide the kind of 

environment a sick child needs. 



 
 

 

 

 

 

 
 

 

 

  

 

For the protection of all children and teachers, we ask that you notify the 

school within 24 hours after your child has developed a known or suspected 

communicable disease.  

 

In the event of a serious accident or illness when time may be limited, 

paramedics will be called first and your child will be transported to an 

emergency medical facility. Parents will be contacted immediately thereafter. 

Parents are required to provide written consent for administrators of the 

school to have the authority to obtain medical services as they deem 

necessary when the child's physician is unavailable. (Please see "Parent 

Consent" on Application for Admission form). 

 

All teachers and staff are CPR and First Aid certified, along with having 

necessary Red Cross certification for caring for the Mildly III Child, and 

blood borne pathogens. If a minor injury requires first aid, a report of the 

incident will be provided to the parents stating the time, place and detail of 

the incident, along with the type of first aid administered to the child. Parents 

are required to sign the Incident Report assuring they have been informed of 

the incident. Teachers are required to wear disposable, latex gloves before 

treating any injury. First aid kits are supplied in each classroom along with 

first aid instructional manuals. Complete first aid kits are carried by each 

teacher whenever their class leaves the building. 

 



 
 

 

 

 

 

 
 

 

 

  

 

MEDICATION 
According to the FDA, accidental overdose is the leading cause of liver 
damage. The FDA recommends not to administer Acetaminophen products 
under the age of six years. 
 

Elmhurst Academy of Early Learning will not administer any medication to a 

child, even if prescribed by the child’s physician, with the exception of 

medication required for chronic disease control. If any other medication is 

prescribed for your child, please ask your child’s physician to regulate the 

dosage so that it may be administered at home. According to the American 

Academy of Pediatrics, half a million children five years of age and younger, 

are affected by bad reactions or side effects from widely used medicines that 

may require medical treatment and sometimes hospitalization. Please inform 

the school office, if your child has been administered ANY medication at 

home, so that we may be alerted to possible side effects.  
 

Prescription medication for chronic disease control, such as asthma, etc. can 

be dispensed to your child by Elmhurst Academy only if it is in the original 

prescription bottle which includes a label stating the child’s name, physician’s 

name, prescribed dosage, and date. An Elmhurst Academy “Medical 

Action Plan Form” will assist us in administering this medication properly. For 

inhaled medication, please have the pharmacy attach the prescription label to 

the inhaler itself, not the box. Prescribed EpiPens will be kept safely within 

the child’s classroom Emergency First Aid Kits. All teachers are trained in 

the use of EpiPens. 
 

 

Medication must always be handled by an adult. Elmhurst Academy requires 

a “Chronic Disease Control Medication Form” and a “Medical Action 



 
 

 

 

 

 

 
 

 

 

  

Form” to accompany the medication. Forms can be found in the Parent 

Resource Center files. Please personally hand the medication and 

completed forms directly to your child’s teacher. This will prevent medication 

from being left unattended and causing an unsafe situation. 

For any further questions, please contact the School Office. 

 

Special Needs Due To Asthma 

If your child has been diagnosed with asthma, you will be asked to have your 

child’s physician complete an “Asthma Action Plan” that will be kept in your 

child’s records. Should your child have other allergies, such as animal or 

environmental, please have your child’s physician complete a “Medical Care 

Action Plan.”  

 

 

REST-TIME  
Students enrolled at Elmhurst Academy need some portion of their day set 

aside for rest. Toddler, preschool preparatory and preschool students are 

assigned their own sleeping cot during rest time. Infant students are assigned 

an individual crib. Elmhurst Academy supplies white, 100% cotton, hypo-

allergenic blankets and sheets for every child. These linens are organically 

laundered weekly.  This procedure allows for proper sanitation and 

cleanliness. Health and safety issues are a priority at Elmhurst Academy. 

(Please see “Personal Belongings" Policy and Infant Safe Sleep Policy). 

 

 

 

 

 



 
 

 

 

 

 

 
 

 

 

  

SAFE SLEEP POLICY FOR INFANTS 
Elmhurst Academy of Early Learning will follow the “Safe Sleep” 

recommendation form the American Academy of Pediatrics: 

1.  Healthy babies should always sleep on their backs. Side sleeping is not 

as safe as back sleeping and is not advised. 

2.  A physician’s note is required for non-back sleepers that explain the 

rationale as to why the baby should not be placed in a back sleep position. 

3. Safety-approved cribs and firm mattresses with a Juvenile Products 

Manufacturers Association Certificate for Safety will be provided for each 

individual infant. 

4. Cribs will be kept free of toys, stuffed animals and extra bedding. 

5. If a blanket is used, the child’s feet will be placed towards the foot of the 

crib, and a light blanket will be tucked along the sides and foot of the 

mattress. 

6. Room temperature will be kept comfortable for a lightly clothed adult. 

7. Sleeping babies will always be in visual sight. 

8. Elmhurst Academy will provide supervised “tummy time” for each infant. 

9. Staff are trained about “safe sleep practices” and will review these 

practices often. 

10. Safe Sleep Practices will be discussed with each family during 

orientation. 

 

SMOKE-FREE ENVIRONMENT 
Elmhurst Academy maintains a smoke-free environment.  By law there is no 

smoking within 15 feet of the school property line.  Thank you. 
 

 



 
 

 

 

 

 

 
 

 

 

  

TOILET TRAINING POLICY 
Toilet training is a complex act involving the whole child. One of the most 

difficult tasks a child has to accomplish is the “timing.” “I don’t want to stop 

playing. How long can I wait before I wet my pants?” This is one of the most 

difficult steps a child needs to master. 

 

When your child is ready to take this big step, potty training readiness will be 

discussed with you by your child’s primary teacher, but must be agreed upon 

by both parties before it begins. Please bring in a stack of cotton training 

pants; buy them a size larger because they shrink. Also, bring in lots of extra 

clothes. *Please note that Elmhurst Academy has a NO PULL-UP policy, 

as it has been proven that they prolong potty training. 

 

Remember to dress your child for “SUCCESS.” Your child needs to 

wear clothes that he/she can pull up or down by himself/herself. This is not 

the time to dress your child in overhauls, belts, or snaps and zippers because 

these items are difficult for a child to manipulate by themselves. Our goal is to 

teach the child to be self-reliant in all stages of toilet training, including 

getting themselves dressed and undressed. Sweat pants and shorts with 

elastic waists are excellent for toilet training because they are easy to pull up 

and down.  

 

Please see Elmhurst Academy Toilet Training Policy located in the Parent 

Resource Center.  

 

 

 

 



 
 

 

 

 

 

 
 

 

 

  

DISPOSABLE DIAPERS POLICY 
The American Public Health Association and the American Academy of 

Pediatrics Standards state that only disposable paper diapers with absorbent 

gelling fully meet the health requirements in group settings. 

1. Diapers worn by children in group settings must be able to contain urine and 

stool and minimize fecal contamination of other children, teachers, environmental 

surfaces, and objects within the school setting. 

2. The diaper must have an absorbent inner lining completely contained within 

an outer covering made of waterproof material that prevents the escape of feces 

and urine. 

3. The outer covering and inner lining must be changed together at the same 

time as a unit and shall not be reused. 

 

Only disposable paper diapers with absorbent gelling material fully meet these 

criteria. 

Please see Elmhurst Academy Toilet Training Procedures Policy located in 

the Parent Resource Center 

 

 

HANDWASHING 
Research has proven that one of the major ways to eliminate the spreading of 

viruses and disease is with proper hand washing procedures. As children are 

developmentally ready, teachers instruct them on the proper hand washing 

techniques while assisting and supervising the procedure when necessary.  

Because young children learn by imitating adults, we ask you to support your 

children's hand washing efforts by role modeling hand washing practices 

whenever you are with your child. 

 

BUILDING SANITATION 



 
 

 

 

 

 

 
 

 

 

  

In order to insure the health and safety of our children, Elmhurst Academy 

classrooms and equipment are cleaned and sanitized by a professional 

cleaning service on a daily basis. The cleaning and sanitizing of classroom 

materials are logged and kept on file by the Elmhurst Academy Health and 

Safety Committee. 

 

 

ELMHURST ACADEMY INTEGRATED  
PEST MANAGEMENT POLICY 

At Elmhurst Academy we take every measure to prevent exposure to 

pesticides and potentially hazardous materials by the young children in our 

care. If there is a need to use these measures, parents will be notified of pest 

control applications. We participate in the Green Care for Children 

program and have adopted their guidelines as our standard for pest control 

and pesticide use at our facility. For more information on the Green Care 

for Children program and safer pest control practices please visit 

www.GreenCareForChildren.org 

 

 

ELMHURST ACADEMY HEALTHY SCHOOL  

WELLNESS POLICY 

POSITIVE NUTRITION & SUSTAINABILITY  
 

Elmhurst Academy is committed to providing a learning environment that 

supports and promotes wellness, good nutrition, and an active lifestyle. We 

recognize the positive relationship between good nutrition, physical activity 

as it relates to the ability for children to develop and learn. Our entire school 

environment is aligned with healthy school goals to positively influence our 

http://www.greencareforchildren.org/


 
 

 

 

 

 

 
 

 

 

  

student’s beliefs and habits and promote health and wellness, good nutrition 

and regular physical activity. Environmental sustainability roots EA 

education in the natural world. Learning from natural processes is a powerful 

vehicle for teaching our students about the connection between their 

everyday choices and the health of the community, the environment and 

themselves.  

 

Elmhurst Academy offers lunch and morning and afternoon snacks five days 

per week. (See Infant Food Safety for separate policy). Organic, scratch-

made, nutritionally balanced and locally sourced meals highlight our 

innovation and commitment to sustainability and raising healthy students, 

while providing children with knowledge that enhances their educational 

experience by encouraging mindful eating.  

 

Elmhurst Academy must meet specific nutritional guidelines provided by the 

Food & Nutrition Board of the National Council, and monitored by the 

DuPage County Health Department and the Department of Children & 

Family Services. Meals feature a variety of healthy foods that are tasty, 

attractive, of excellent quality and served at the proper safe temperatures.  

To meet the criteria, snack items do not exceed a maximum of 3g fat, maximum 

of 400mg sodium and 25 carbohydrate grams of sugar per 100 calorie 

serving. School menus will be emailed and posted in the Parent Resource 

Center on a weekly basis. Elmhurst Academy is committed to serving as 

many fresh fruits and vegetables as possible, and will make changes to the 

weekly menu, as these items become obtainable. Fruit and vegetable daily 

consumption substitutions will be written on the front entrance chalk board. 

(See Infant/Toddler Food Policy for separate food consumption parent 

communication). Food safety and sanitation will be a key part of the School 



 
 

 

 

 

 

 
 

 

 

  

Food Service operation. 

 

Elmhurst Academy provides a pleasant eating experience for students while 

promoting acceptable table manners, and healthy eating habits. Students  

are asked to help with setting the table for lunch and snacks with the proper 

eating utensils, and to include the creation of table decorations and 

centerpieces. Soft dining music is played while children are encouraged to 

make conversation with their peers and teachers as they enjoy their meals. 

One teacher will sit with each group table in an effort to monitor safety 

during eating and encourage appropriate table manners. Children will be 

encouraged to try new food items, but never forced. 

 

School Food Service staff are certified by the DuPage County Health 

Department, and holds current individual State of Illinois Food Service 

Licenses as well as Food Handlers Training. They regularly participate in 

professional development workshops through the Illinois Nutritional 

Educational Department (INET), which prepares teachers to develop 

nutritional curriculum, for Preschool and Kindergarten age children. They will 

be directly responsible for administering our Elmhurst Academy child 

nutritional program. 

 

Nutritional Education 
Teachers integrate nutritional & health education into core curriculum, areas 

such as math, science, social studies and language arts. Nutrition education 

has been shown to improve the eating habits of children. INET reports that 

“healthy eating behavior correlates positively with the amount of nutrition 

instruction and activities that children are exposed to.” 

 



 
 

 

 

 

 

 
 

 

 

  

Elmhurst Academy also participates in the Healthy Schools Campaign and 

is a member of the Team Nutrition School, sponsored by the U.S. 

Department of Agriculture. 

 

Daily Food Substitutions 
If your child requires a special diet due to medical or religious reasons, 

substitutions to the menu may be brought from home. Elmhurst Academy 

must be provided with written instructions from the child’s medical provider 

explaining the rationale for substituting these items. Parents must insure that 

all daily food substitutions are of equal nutritional value and comply with the 

Health & Safety food policies of the school. Please note the Elmhurst 

Academy is a peanut-free facility.  Elmhurst Academy will provide parents 

that are making daily food substitutions to our menu with a labeled black 

insulated lunch bag to transport food to and from school, on an as needed 

basis. Parents will be responsible for safe food temperature control before 

the bag is handed to their child’s teacher. All food items must be clearly 

labeled with your child’s name, the date, identity of the food items and 

requires no special food preparation before consumption by their child.  All 

food substitutions insulated bags will be placed in our school kitchen 

refrigerator. Parents must provide their child’s teacher with a weekly menu 

circling the items that they will substitute during that week. Parents will 

provide the signed menu to their child’s teacher each Monday morning, or the 

first day of the week that their child is in attendance. Your child’s primary 

teacher will be responsible for monitoring your child’s food substitutions. 

(Please see Infant Safe Food Policy for special instructions) 

 

Food Allergies and Asthma 
If your child requires a special diet due to medical reasons and possible 



 
 

 

 

 

 

 
 

 

 

  

allergic reactions, causing asthma, specific guidelines must be provided by 

your child’s physician. An Allergy/Asthma Action Plan must be completed 

by your child’s physician. The information provided on this form will better 

enable us to carefully monitor your child’s special dietary needs. 

 

Elmhurst Academy is a Peanut Free Environment 
As peanut butter and food products containing peanut butter are a very 

high safety risk for allergic reactions, Elmhurst Academy will serve a peanut 

butter substitute called Sun Butter which is made from Sun Flower Seeds. 

Please see www.Sunbutter.com for more information.  As Peanut Butter 

and similar foods with this consistency are considered a choking hazard for 

children three years old and younger, Sun Butter will only be served in the 

Preschool and Kindergarten classrooms. 

 

 

 
 
 

ALLERGIES  
 

Special Dietary Needs Due To Allergies: 
In an effort to learn how to recognize an allergic reaction, and to assist us in 

insuring your child’s medical needs are met, we at Elmhurst Academy ask that 

any and all children suspected allergies be diagnosed by their pediatrician.  

If you suspect your child is suffering from allergies, you should immediately 

consult with your pediatrician, who will usually perform skin tests to diagnose 

the most common environmental and/or food allergens. After diagnosis is 

made, an Allergy Action Plan from your physician must be submitted to 



 
 

 

 

 

 

 
 

 

 

  

school. Elmhurst Academy considers your child’s special needs a priority 

and will accommodate any and all recommendations submitted in writing by 

your child’s physician. All requests must include your physician’s rationale for 

their special medical instructions.  If your child requires a special diet due to 

medical reasons or allergic reactions, meals and snacks may be brought in 

from home with written instructions from the child's medical provider, and a 

“Special Dietary Food Allergy/Intolerance Action Plan” must be 

completed. Elmhurst Academy will supply families with a labeled, insulated 

bag to transport special foods to and from the school on an as needed basis. 

We ask that the school weekly menu be marked with instructions, and given to 

your child’s teacher along with their special food substitutions indicated on 

the menu. The parents will be responsible for the safety of the food brought 

into the school. Parents must insure that all daily food substitutions are of 

equal nutritional value and comply with the Health & Safety food policies of 

the school. Special foods provided by the parents must be clearly labeled 

with your child's name, the date, and identity of the food.  This food will not 

be shared with other children. Information on your child's special diet must be 

in writing to be maintained on file at the school.  All insulated lunch bags are 

kept in our kitchen refrigerator. Please ask your child’s teachers to retrieve 

your insulated bag at the end of each day. 

 
Infant Safe Food Policy 
All food items including breast milk, brought from home for your infant’s daily 

consumption will be labeled with your child’s name and the date. All formula 

will be premixed at home, bottled and labeled for your infant’s daily 

consumption. Baby food items will be brought in for that day’s consumption 

only. This includes all infant dry cereal, jar foods, premixed and bottled 

formula, and bottled milk. Any leftover food items as well as empty bottles will 



 
 

 

 

 

 

 
 

 

 

  

be sent home daily. All food items will be transported from home in a black 

insulated lunch bag provided by Elmhurst Academy. 

 

For infants that are being introduced to table foods, written physician 

guidelines must be provided for their child’s file. After physician approval is 

provided, parents are asked to provide a signed and dated Elmhurst 

Academy Weekly Menu each Monday, circling the items that we may feed 

their infant. Infants will be fed on demand unless the infant’s health care 

provider gives written instructions otherwise. Whenever possible the same 

teacher shall feed a specific infant for most of the infant’s feedings.  

 

Infant & Toddler Food Consumption Daily Report 
Parents of Infants and Toddlers will receive a written Food Daily 

Consumption Report from their child’s teacher. (Additional daily written 

information for Infants and Toddlers will also be provided. See your child’s 

teacher for more information) 

 

 

CONCLUSION 
Elmhurst Academy teachers and parents share a mutual concern for the 

welfare of our children.  Through this partnership, we effectively provide an 

opportunity to work together exploring strategies for educating and caring 

for each child.   We recognize that you, the parent, are the "expert" on your 

own child, and by communicating your perspectives, and seeking solutions, 

together we can foster the trusting relationship necessary to achieve our goal 

... providing a quality early years experience, where our children can grow and 

develop in an environment surrounded by respect and stability.  

 



 
 

 

 

 

 

 
 

 

 

  

Thank you for entrusting Elmhurst Academy with the early care and 

education of your child.  We look forward to building a strong foundation for 

lifelong learning. 


