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Welcome to Sunshine Preschool!
We are looking forward to another excellent year at Sunshine Preschool, an 
enriching program for early childhood students. 

This play-based program gives students the opportunity to gain social and 
educational skills in a nurturing environment.

Philosophy and Goals
Sunshine Preschool is a multi-faceted program for children ages 3-5. Our 
goal is to build positive self-esteem by providing a nurturing and supportive 
atmosphere that is conducive to creative learning. The program strives to 
recognize and meet children’s needs on an individual skill level.

Important Contact Information 
Leisure Center Phone  847-291-2995

Leisure Center Fax  847-291-0218

3s Classroom sunshinepreschool3@nbparks.org 847-897-6164

4s Classroom sunshinepreschool@nbparks.org 847-897-6167

Nancy Eschker neschker@nbparks.org  847-897-6152

Instructors
Our instructors are college graduates with teaching experience, carefully 
selected and trained by the Northbrook Park District. At least two instructors 
supervise each class. We meet or exceed minimum instructor to student ratios 
set by DCFS.

Program Surveys
The Northbrook Park District is committed to providing outstanding customer 
service and exceeding expectations. To measure customer satisfaction, we 
email surveys to participants. Your feedback is important to us.

Thank you, and have a great year! 
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Participant Information, Physicals and Communication

ePACT – Required Electronic Paperwork

The Northbrook Park District uses ePACT to securely collect and manage critical 
emergency information. ePACT replaces the need to fill out multiple paper 
forms and ensures we have the most up-to-date and accurate contact and 
medical information in case of emergency. Your child’s profile through ePACT 
must be submitted before their first day of attendance at the program.

We will communicate urgent information to parents through our text 
messaging system. Parents are required to provide a cell phone number and 
email in ePACT to be used for important updates. Parents will also need to 
make sure their registration file is up to date in our registration system—
ActiveNet.

Our instructors are available by phone, email and in person. An informational 
whiteboard outside the classrooms is updated daily; please check for important 
announcements. You will receive an electronic newsletter/calendar during 
the first week of every month. Reminders and updates are sent through email.  
You may sign up through ePact for our emergency text messaging system to 
receive last minute information, such as school closings.

We ask that you keep the lines of communication open about any unusual 
circumstances at home or school, so we can be sensitive to your child’s needs. 
The staff would like to work as a team with your family and the school. Your 
input is vital to accomplishing that goal.

Please return the Certificate of Child Health Examination by November 1, 

2021. If your child has had an examination within the past year, the physician 
only needs to fill out and sign the Physical Form that is included in the parent 
email. Sunshine Preschool requires an immunization record to be on file for 
each child enrolled in the program. Children who are not fully immunized 

Dates to Remember

Tuesday, August 31
Parent Night for Enrolled Families

7pm outside the Leisure Center under the tent

Thursday, September 2

Orientation for Enrolled Students (with Parents) 
Families will be given a specific time between 
9am and noon

Wednesday, September 8

First Day of School – All Classes

Tu, Th, F: 3s 
AM, PM: 4s
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Connect with us at nbparks.org!

for medical reasons or religious beliefs must submit a written letter 
signed by your doctor. If a child is diagnosed with a vaccine-preventable 
disease, the non-immunized child will be excluded from the program 
until the school is disease-free.

Admission or continued enrollment may be denied if records are not 
updated. Parents are expected to keep their child’s member record in 
ePACT up to date with current health exam forms, list of immunizations 
authorized contacts and student information forms.

Participants with Special Needs/NSSRA
The Northbrook Park District partners with Northern Suburban Special 
Recreation Association (NSSRA) to offer inclusive recreation programs 
and services to residents of all abilities. NSSRA support staff is available 
to work alongside participants in all Park District programs, including 
Sunshine Preschool. Companions can assist with special needs, behavior 
management, and social and emotional development. Participants 
requesting support for the school year can contact the Park District Liaison 
at 847-291-2995 to help determine if an NSSRA companion is needed.

Personal Belongings 
Send a complete change of clothing for your child (top, bottom, socks 
and underwear) in a labeled zip-top bag the first week of class with 
each item labeled. Mark all personal belongings, such as coats, hats, 
gloves and scarves, with your child’s name. 

Children should not bring toys, electronics or sports equipment to school; 
the staff cannot be responsible for them. In addition, staff can refuse to 
allow items that could be dangerous. Sunshine Preschool maintains a lost 
and found. If a child has lost something, send a note describing the item.
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Drop-Off and Pickup
Sunshine Preschool has implemented a new drop off and pick up procedure. 
Drop off and pick up takes place at Door #4 on the northeast side of the Leisure 
Center building. A parent or authorized adult listed in ePact must sign children 
in at drop-off and out at pickup. We will not release your child to anyone who is 
not on this list. Identification will be required.

Drop-off and pickup times are as follows: 

4’s Class (9am-11:15am)

Drop off begins at 8:55am

Pick up begins at 11:15am

3’s Class (9:15am-11:30am)

Drop off begins at 9:05am

Pick up begins at 11:30am 

Arrive at your designated drop-off/pick up time to avoid congestion. The 
classroom doors will be locked 5 minutes after class start time for security 
purposes. If you are unable to arrive on time, you will need to escort your child 
into the building through the main doors of the Leisure Center and bring them 
into the classroom.

Late Pickup
To ensure a positive preschool experience, it is important to be prompt at 
dismissal time. If you will be delayed for any reason, please phone the Leisure 
Center office at 847-291-2995, and the office personnel will relay the message 
to the appropriate classroom. Parents will be charged a $10 late fee for every 
15 minutes (or portion thereof ) that they are late. If a parent or caregiver is 
more than 15 minutes late, staff will begin calling the emergency number(s) 
listed on the Student Information Form. 

Absences
If your child will not attend a day of Sunshine Preschool, notify us as soon as 
possible and let us know the reason for the absence. You can call the Leisure 
Center office at 847-291-2995. The office opens at 9am, but you can call before 
then and leave a message. There will be no refunds for student absences.
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Emergency Closings
In case of an emergency closing of the Leisure Center (due to weather, 
mechanical difficulties, etc.), Sunshine Preschool will be canceled. 

We follow School District 27 closings and holidays. For closings that occur during 
classroom hours, we will call or text parents to pick up the students. 

If a parent cannot be reached, we will call the emergency number(s) provided. 
There are no make-up days or refunds given for emergency closings.

Field Trips
Periodically and when allowed, our 4s preschoolers will venture out on fun-
filled, educational field trips to various places of interest. You will receive 
information prior to each trip. When needed, we will post a sign-up sheet for 
parent volunteers outside of the classroom. Parents are welcome to accompany 
us on trips, but we cannot accommodate siblings. 

Parent Volunteers
While we typically utilize parent volunteers throughout the year, currently, we 
are not able to have visitors in the classroom due to COVID restrictions. Should 
this change, you will receive information about volunteer opportunities from 
Nancy Eschker.”

T-shirt and Class Photo
Preschoolers will receive one T-shirt for the school year. Students can wear 
the shirts anytime, especially on field trip days. The Park District arranges for a 
professional photographer to take pictures of the children, individually and in 
a class photo. Parents are responsible for the cost of any photos they choose to 
order. All preschool classes will have photos taken in the fall. Fall photo date is 
October 25 for all classes. We will be using Simply Portraits Chicago. 

Nut-free Snacks
The daily routine includes a snack in each classroom. Children take turns 
bringing snacks for the class. You will receive a monthly snack calendar with your 
child’s assigned day. 

Please send packaged, healthy snacks such as fruit or vegetables (pre-sliced), 
pretzels, crackers, cheese, muffins, etc. Due to food allergies, we strive to 
maintain nut-free classrooms. Do not send any snacks made with nuts or 
processed in a factory with nuts or nut products. You will receive a list of snacks 
and brands that are nut-free the first week of class. We cannot serve  
homemade items for snacks or special occasions.
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Physical and Emotional Health of Children
Our concern for your children is not limited to learning but also encompasses 
the emotional and physical sides of their development. We expect your 
cooperation in accepting our rules for the health and safety of the children. 

Feel free to contact us concerning your child’s physical and emotional health. 
We will respect all information as confidential.

Keep your child home if they have the following conditions: 

• a fever

• lice or nits

• complains of stomach or head pain

• seems unusually pale, flushed or unusually irritable

• infectious cold symptoms 

• thick discharge from nose, eyes or ears

It is better to be overly cautious than to risk exposing other children and 
teachers to infection. A child needs to be fever-free for 24 hours before 
returning to the classroom. 

If your child contracts a highly contagious illness, such as strep throat, lice, hand 
foot and mouth or chickenpox, please inform the instructors immediately, so 
they can notify other parents. If your child is exposed to a contagious sickness 
in school, we will send you a written notice. 

A doctor’s note stating your child is free of lice or nits is required for all children 
in order to return to school after having lice or nits. 

Face Coverings
Face coverings will be required for all students and staff while they are in 
the building. Face coverings maybe removed only while eating, drinking  and 
physically distanced. Students will only be allowed to remove face coverings 
when they are outside and distanced according to CDC guidelines.
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First Aid and Medical Emergencies
For minor injuries, it is Park District policy to administer ice packs and/or band-
aids as immediate first aid. First aid treatment of minor cuts and bruises will be 
reported to you by an instructor. If we cannot speak with a parent we will make a 
follow-up phone call.

If your child is injured and requires more than basic first aid, we will take the 
following steps:

• A staff member will call paramedics to handle serious accidents or illnesses.

• We will contact you. If you are unavailable, we will call emergency contacts 
as listed in ePact.

• If necessary, paramedics will transport an injured child to the nearest 
hospital, accompanied by a Sunshine Preschool staff member.

You will be responsible for emergency medical charges for all services rendered. 
Your authorization for program staff to secure emergency medical care for your 
child and to pay for such care is part of your registration agreement.

Medication
If a child requires medication, the parent should do the following:

• Communicate the need to the instructor

• Fill out the Permission to Dispense Medication Forms in ePact

• Send medication in proper container with dosage amount indicated

Insurance 
The Park District does not carry medical or accident insurance for program 
participants; the cost would make program fees prohibitive. Please review your 
personal health insurance plan to make sure your family has proper coverage. 

School Dress and Supplies
Students should bring a backpack to school every day to bring home notes 
and projects. Our day is filled with creative and sometimes messy play and 
activities. Paint and markers may stain, our sensory tables can be messy and 
our playground may be muddy. We encourage the use of smocks at times, but 
these are not always enough protection. Dress your child accordingly. As a safety 
measure, send your child in closed-toe gym shoes (no Crocs or sandals). 

We encourage independence in all areas of your child’s development. Please be 
sure that your children wear comfortable clothes that they can manage easily, 
and safely run, jump and play in. Elastic waistbands on bottoms are helpful.
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Behavior and Discipline
The Northbrook Park District expects Sunshine Preschool students to exhibit age-
appropriate behavior at all times, to show respect to staff, volunteers and other 
students, and to respect equipment, supplies and facilities. Behavior guidelines 
are outlined in the Participant Code of Conduct at nbparks.org and in our 
Recreation Guide.

Staff members use a direct and progressive approach to discipline to help 
children develop self control and learn to assume responsibility for their actions. 
We use positive statements and reinforcement to redirect negative behavior. The 
staff will discipline children as needed and keep parents informed. 

We evaluate each situation, using Participant Conduct Reports to document 
inappropriate behavior. Staff will discuss those reports with the students 
and their parents or guardians. The District reserves the right to dismiss any 
participant whose behavior endangers the safety of others or negatively impacts 
a program or facility. The safety and enjoyment of all participants is our main 
concern.

Suspected Abuse or Neglect
Sunshine Preschool personnel having reasonable cause to believe that a child 
known to them in their professional capacity may be abused or neglected 
shall immediately report the matter to their supervisor, in accordance with 
procedures outlined in “The Abused and Neglected Child Reporting Act.” The 
proper authorities will be notified.

Transitioning and Independence
Because some children and parents may experience anxiety about the start of a 
school year, parents should start to talk positively and excitedly about preschool 
several weeks before it begins. This will help your child know what to expect 
and anticipate school as a positive experience. Some children may be upset 
when their parents leave them in the classroom, so we recommend a smile, 
quick goodbye and departure. Our instructors have many years of experience 
comforting children, and lingering parents can disrupt the new routines. You can 
trust us with your children and know that we will contact you if needed. 

The following is a list of suggestions to help transition your child into a 
classroom with ease:
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Do:

• Send your child with a “lovey” or comfort item from home  
(stuffed animal, blanket, picture of you) 

• Review their upcoming activities and help them understand  
what to expect

• Give them a quick hug and kiss goodbye when it’s time to leave and then 
walk away

• Read books to your child or watch a video together about starting 
preschool

• Make play dates with classmates to help form relationships

• Keep positive body language when dropping off children

• Practice leaving your child with non-relatives (babysitter, play dates, etc.) to 
practice separating

Don’t:

• Linger when saying goodbye 

• Sneak out of the room without saying goodbye

• Play with your child during class time

• Constantly peek through the classroom window 

•  Talk about children’s anxieties in front of them

• Let them stay home if they are having a hard time transitioning 

Recommended Books 
• Maisy Goes To School by Lucy Cousins

• Preschool Day Hooray by Linda Leopold Strauss

• What to Expect at Preschool by Laura Rader

• I Love You All Day Long by Francesca Ransacks
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Payment Information

Setting up Automated Payments
If not paid in full, payments are made electronically through a checking/savings 
account or debit/credit card due 30 days prior to the following month. After 
the deposit, monthly installments are charged starting October 1 with the last 
monthly installment charged on April 1, 2022. Fees are not prorated. 

A $25 late fee will be applied if payment is not received by the 15th of the 
month. Any payment returned for non-sufficient funds will incur a fee of $15 in 
addition to the late fee. 

Failure to keep an account current will result in dismissal from the program. 
Notification of pending action will be provided. 

Withdrawals and Refunds 
Withdrawals are subject to an administrative fee of 10% of the remaining 
balance owed to the program. Future payments will be stopped; refunds will not 
be issued. All withdrawal requests must be made prior to an automatic payment.

Connect with us at nbparks.org!

Code Days Dates Times Res Non-Res Res Non-Res

3-Year Olds    Yearly Fee 9 Mo. Installments 
16018 M,W,F 9/8/21-5/20/22 9:15am-11:30am $2,449 $3,645 $272 $405

Pre-K – 4-Year olds  Yearly Fee 9 Mo. Installments 
16020 M-Th 9/8/21-5/19/22 9am-11:15am $3,165 $3,959 $351 $439

Preschool Extender 3-4 Year Olds   Daily Fee  
16635 M-F 9/13/21-5/13/22 11:15am-12:45pm $15


