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St. Peter Lutheran Church and School 
111 W. Olive St. 

Arlington Heights, IL 60004 
 

Telephone: (847) 253-6638 
School Office: Ext. 125 

Fax: (847)-259-4185 
Website: www.stpeter-ah.org 

Bruce Rudi – Principal 
 
 

 
 
 
 

Kindergarten Staff 
 

Kristin Drake – Full-Day 
Phone:  847-253-6638  x384 

Email:  kdrake@stpeter-ah.org 
Assistant:  Michelle Kay 

 
Michele Gnan – Full-Day 

Phone:  847-253-6638  x372 
Email:  mgnan@stpeter-ah.org 

Assistant:  Val Masterson 
 

Mary Ellen Witte – Half-Day 
Phone:  847-253-6638  x189 

Email:  mewitte@stpeter-ah.org 
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Accreditation and Certification  

The curriculum of St. Peter Lutheran School meets the requirements of the State of Illinois and 
the guidelines for Lutheran Schools.  St. Peter Lutheran School is accredited by the North 
Central Association of Colleges and Schools and by the Lutheran Church-Missouri Synod.  St. 
Peter is an Illinois State Recognized School and is a member of the Illinois Elementary School 
Association.  Faculty members hold the appropriate state certificates. 

 
Arrival 

Students may enter the building and classroom at 7:45 a.m. Students who need care before 7:45 
a.m. should attend Extension 345.   

If you wish to walk your child to his/her classroom, please park in the parking lot and walk your 
child across the street to the Bartz Hall entrance.  If you are dropping your child off from your 
vehicle, please let your child out at the safety patrol at the St. Peter statue on Highland St or at 
the flag poles on Vail St. 
 
Students must arrive by 8:00 a.m. to be ready to join the entire school for the Pledge to the 
Christian Flag, the Pledge of Allegiance to the Flag, opening prayer and morning 
announcements. 
 
 
Attendance Policy 
 
Students not in their classroom by 8:00 a.m. are marked absent by the teacher. Students arriving 
after 8:00 a.m. must go to the school office for an admit slip which is to be presented to the 
teacher. These students are marked tardy by the secretary. It is the responsibility of the parent to 
inform the school secretary by 8:30 a.m. each day the student is absent. Students who miss more 
than 2 hours of the school day will receive credit for only 1/2 day of school. The school office 
should be notified for absences for vacations. Please call 847-253-6638 to report an absence. 
 
 
Birthdays 
 
Please refer to the individual teacher regarding birthday celebrations.  
To avoid hurt feelings, please do not send party invitations to school unless all the girls or all the 
boys are invited. 
 
 
Building Security 
 
School doors will be kept locked during the day from 8:15 a.m. to 2:15 p.m. During this time, 
parents must enter the building through the church office to get a visitor’s pass. 
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Cold Weather Policy 
 
The following policy is observed during the winter weeks of severe temperatures for classes in 
grades PS-5: 

Red   (wind-chill factor below -5 degrees) 

Children will remain indoors. 

Yellow  (wind-chill factor between -5 and +10 degrees) 

Children may be taken outside at teacher discretion. 

Green   (wind-chill factor above +10 degrees) 

Children may be taken outside. 

 

Crisis Management Procedure 

The school will routinely conduct fire, intruder, and disaster drills during the school year. If 
dismissal time occurs during a tornado warning, and local conditions indicate that children may 
be unable to safely travel home, dismissal will be delayed until the danger passes. If this occurs, 
parents may come to school to pick up their children. During such an emergency, parents are 
requested not to call the school since the phone lines will be needed for emergency 
communication. If the school needs to be evacuated, students will be taken to Our Savior 
Lutheran Church. 

 

Discipline Policy 

It is the goal of St. Peter to teach children in a Christ-centered classroom where there is a 
supportive atmosphere of love, encouragement, and respect. Positive reinforcements are 
implemented when appropriate. A child who is disruptive or aggressive may be moved to a 
separate area in the classroom. A child who continually disrupts the class may be denied certain 
classroom privileges. In order to better understand your child’s behavior, we ask that you notify 
the teacher about any upsetting experiences, or changes in your child’s daily routine.  This will 
help us better understand your child and meet his/her needs. 
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Dismissal Procedure 

Half-day students will be dismissed at 11:15 a.m. on Vail St. at the Bartz Hall entrance. 
 
Full-day students will be dismissed at 2:20 p.m. on the southwest side of the building on 
Highland Ave. using a car line method.  Each family will be assigned a number to identify the 
appropriate vehicle for each child.  Teachers will help each child into their vehicle.   
 
Students attending Extension 3-4-5 will be escorted to the appropriate classroom at 2:20 p.m. for 
the Extension 3-4-5 program. 
 
Students who leave school during the day should give an early dismissal note from their parents 
to the teacher. Students leaving early are to wait at the school office for a parent or guardian. 
 

Dress Code 

Send your child to school cleanly dressed, properly groomed, and in clothes for learning and 
play.  We have both indoor and outdoor experiences, as weather permits.  Students will 
participate in a variety of art activities with different types of media.  The children wear smocks, 
but despite precautions, accidents may occur.  We use washable paints, markers, and glue as 
often as we can, but not all pigments may totally launder out of all fabrics. 

On chapel days, girls should wear blouses or sweaters with skirts, dresses or dress pants. Boys 
should wear collared shirts, sweaters or vests, and dress pants. Jeans, sweatshirts, T-shirts or 
shorts are not to be worn to chapel. Children may change to other appropriate clothing after 
chapel. 

Please send students to school in shoes that will enable them to run and climb safely. Sandals 
without backs or straps for support should not be worn to school. 

 
Evaluation 
 
Parents will receive assessment reports four times a year. There will be two scheduled parent 
conferences during the year to discuss each child’s progress. Teachers are also available for 
conferences as needed during the school year. 
 
 
Emergency School Closings 
 
If school is to be closed because of severe weather, the following stations will carry information: 
WGN (720AM), and WBBM (780AM). The St. Peter school website will also post closing 
information. (www.stpeter-ah.org/school) If District 25 closes school for weather reasons, St. 
Peter will also close. PTL has a phone tree which will attempt to notify all families when school 
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is closed. 
 
 
Field Trips 

Field trips will be planned throughout the year to enrich the kindergarten curriculum. These trips 
will be announced in advance by the kindergarten department. Parent volunteers may be asked to 
be chaperones on each trip. Transportation plans will be announced along with other specific 
information 3-4 weeks before the trip.  Parents will be asked to sign a permission form and a 
medical emergency form and will be assessed a fee for the field trip, as needed. 

 

Illness and Injuries 

Children who become ill during the day should be picked up as soon as possible after parents are 
notified by the school nurse. Children must be fever free and free of digestive problems for a 24 
hour period before returning to school. Children must have a temperature of less than 100 
degrees to be considered fever free.  Children taking antibiotics should have a 24 hour cycle 
before returning to school.  If a child has not recuperated sufficiently from his illness and must 
stay indoors for several days, then the student has not recovered from the illness and should 
remain at home.   

Communicable diseases must be reported to the school nurse so that other parents may be 
informed of exposure. 
 
Minor injuries are handled by the school nurse or staff. Soap, water, band-aids, and ice will be 
used as needed. Parents will be notified in cases of severe bumps, cuts, or bites. In case of critical 
emergencies, where the school nurse considers it necessary to call for medical help, the 
procedures are as follows: 

1. Call 911 and render care as determined by specific cases. 
2. Call parents  
3. Log accidents and incidents requiring special attention. 

 

Immunization and Physical Exams 
 
Proof of health examination and proof of immunization against preventable communicable 
disease are required by the State of Illinois for all students entering a school for the first time, at 
the beginning of kindergarten and at the beginning of fifth grade.  Physicals are to be turned in to 
the nurse’s office by August 1.  A dental exam and eye exam is also required. 
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Instructional Resource Center (I.R.C.) 
 
The primary purpose of the I.R.C. is to enrich and support the educational program of the school 
and to aid the individual student in the pursuit of continuing education. All kindergarten students 
use the networked computer lab to enhance classroom curriculum weekly.  They also have a 
group story time. 
 
 
Lunch 
 
Children attending the full-day kindergarten program will have lunch from 11:15 a.m. to 11:45 
a.m. each day. On scheduled school days, a hot lunch program is available in the cafeteria where 
all the children eat their lunches.  Individual milk may also be purchased. The children may 
choose to eat hot lunch or bring a lunch from home. Refrigeration of lunches is not available. To 
enable the teachers to get an accurate lunch count, children must be aware if they will be eating a 
hot lunch when they arrive each morning.  Hot lunches and milk will be paid for using pre-paid 
punch cards. 
 
 
Medication 
 
School faculty and personnel are not permitted to dispense medication to students. Parents of 
students needing medication during the school day should make arrangements with the school 
nurse and must complete the School Medical Request form, which will be on file in the nurse’s 
office. The school nurse will be in the building between 8:30 a.m. and 2:00 p.m. The school 
nurse should receive, in advance, a supply of the student’s medication with dosage and 
distribution schedule provided in writing and signed by the student’s physician or parent. It will 
be the responsibility of the school nurse to dispense the medication according to the doctor’s 
prescription. 
 
 
Motor Facilitation 
 
This program is geared for kindergarten and first grade students.  The purpose of the motor 
facilitation program is to help each child develop perceptual motor abilities through participation 
in a series of motor activities.  The concepts developed are: perceptions of the body and of its 
positions in space, good body balance, locomotor agility, the improvement of the basic attributes 
of strength, endurance and flexibility.  Small group instruction, using parent volunteers, is 
directed by the physical education instructor. 
 
 
Parent Involvement 
There are many ways parents may become involved in their child’s learning environment.  
Please consider helping in one or more of these areas: 
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·  Becoming a Room Parent to assist with class parties 
·  Being a chaperone for field trips 
·  Volunteering to help in the gym once a week to work with small groups of children in the 

motor program 
·  Collecting and sending in labels for the Campbell’s Soup “Labels for Education” 

program 
·  Volunteering to help serve refreshments at special events 
·  Volunteering to help at the Book Fair 
·  Helping your child’s teacher with projects to prepare for class  
·  Volunteering to work with small groups of students in the classroom 

 
 
Pets 
 
Please refrain from bringing pets onto school property.  Many children have allergies to animals 
and many have fears of animals.  
 
 
Pictures 

In early fall individual pictures will be taken by a photographer.  Photo orders are prepaid.  A 
makeup or retake day is scheduled.  Classroom pictures are scheduled at a later date and are also 
available for purchase. 

Candid photos may be used for marketing purposes in print and electronic formats unless parents 
request in writing on the School Directory Information form for their child’s photo not to be 
used. 

 
Snacks 
 
Parents are asked to take turns providing snacks for the entire class on specific days.  Each 
month teachers send home a snack schedule for parents to follow. 
 
 
Tuition and Fees 
 

All tuition and fees must remain current. Tuition is due each month.  A $25.00 late fee will be 
assessed if payment has not reached the school by the 15th.  Any balances over ninety days will 
be referred to the Finance Committee of the School Board.  Special circumstances will be 
reviewed by the School Board. Appropriate action may include termination of enrollment. 
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Schedules 
 

Half-Day Daily Schedule 
8:00 - 8:15 Attendance and Announcements 
8:15 – 8:40 Religion 
8:40 – 9:00 Calendar and Morning Meeting 
9:00 - 10:30 Language Arts, Math, Science, Handwriting, Phonics, Art and Music 
10:30 - 10:40 Snack 
10:40 - 11:00 Creative Play 
11:00 – 11:15 Closing and Dismissal 
 
 
Full-Day Daily Schedule 
8:00 – 8:15 Attendance and Announcements 
8:15 - 8:30 Table work 
8:30 – 8:50 Religion 
8:50 – 9:10 Calendar and Morning Meeting 
9:10 – 9:30  Phonics and Handwriting 
9:30 – 9:45 Snack 
9:45 - 10:00 Recess 
10:00 – 11:20 Language Arts and Math 
11:15 - 11:45 Lunch 
11:50 - 12:20 Recess   
12:20 – 1:00 Quiet Time  
1:00 – 1:45 Centers – Creative Play, Art, Science, Social Studies included 
1:45 – 2:10 Group Meeting 
2:10 - 2:20 Closing and Dismissal 
 
 
Weekly Activities: 
IRC/Computer (Library) 
Physical Education (Gym) 
Motor Program (Gym) 
Music Education (Band room) 
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Extension 3-4-5 
Information Section 

 

Purpose and Program Format 
The Extension 3-4-5 program was developed to serve as Christ-centered care and learning 
activities for preschool and kindergarten students at St. Peter that reaches beyond their regular 
classroom sessions. The program can accommodate full-day students both before (7:00-7:45 
a.m.) and after (2:20-6:00 p.m.) the regular kindergarten classes. The program is also open 
during many early dismissal and non-school days. 

Classrooms 
The Extension 3-4-5 program will use the lower level cafeteria during the before school period 
and classrooms in the lower level of the east wing of St. Peter Lutheran School in the afternoons. 

Extension 3-4-5 Activities 
The Extension 3-4-5 will utilize a variety of activities that allow the child to enjoy their extended 
hours at school. The afternoon program will include opportunities for gross motor activities, art 
activities, learning centers, stories, and computer time. A snack is also provided in the afternoon 
program. 
 
Enrollment 
Families desiring to use this program for their kindergartner should complete an application 
form, which is available in the school or preschool office. Once this form is completed the 
student’s name will be placed on all Extension 3-4-5 attendance ledgers and the child will be 
allowed to participate in the program on a regular or occasional use basis, based on the needs of 
the family. 

Weekly Reservation Forms 
Following enrollment in the Extension 3-4-5 program, the student will begin to receive Weekly 
Reservation Forms. These forms are sent home on Mondays and Tuesdays and are due back on 
Thursdays at noon of each week in order to reserve the appropriate number of days and hours of 
care for their children for the following week. If Extension 3-4-5 services will not be needed for 
the following week, the Weekly Reservation Form does not need to be returned. All families 
must use these forms during the first month of school (August and September). 

Permanent Reservation Status 
Following the first month of school, any family with very regular hours and days of attendance 
can be put on permanent status. Under this format, Extension 3-4-5 spaces will be reserved for 
the same days/hours each week and the family will not have to complete the Weekly Reservation 
Forms. 
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Non-School and Early Dismissal Days Programs 
The Extension 3-4-5 program strives to serve the needs of our families by offering full day 
programs on many non-school days. On these days that St. Peter school is closed, the Extension 
3-4-5 program is open continuously from 7:00 a.m. to 6:00 p.m. Parents are asked to sign up for 
these special full days of the program ahead of time as well. There are a limited number of 
student positions on these days so one is encouraged to sign up as soon as possible on these days. 
Please note that there is no hot lunch program on these days so the children will all need to bring 
a sack lunch from home. Milk for lunch and snacks will be provided by the Extension 3-4-5 
program on these days. There is a separate fee structure for attendance on these days due to the 
longer hours of the program. The full-day kindergarten monthly fees DO NOT COVER the cost 
for the Extension 3-4-5 program on these non-school days. 

Security Procedures 
In order to pick-up an Extension 3-4-5 student, individuals should be listed by name on the 
student’s enrollment records. Please keep your child’s record up to date in the school office. 
Anyone with authorization to pick-up the child in the Extension 3-4-5 program will be given a 
security pass which is used to gain admittance to the building and to sign a child out of the 
program. In unusual situations, if someone, who is not listed on the records will need to pick up a 
child, parents are asked to send a signed note or telephone the program director, coordinator, 
teacher or group leader. Authorized persons other than the enrolling parent will be asked to 
identify themselves with a picture ID.  In order to keep the school and church building properly 
secure, parents/care givers are asked to enter the building via the appropriate entrances as listed 
below. 

7:00 a.m.- 8:00 a.m. - The Bartz Hall/gym entrance 
8:15 a.m. - 2:20 p.m. - Church doors  
2:20 a.m. - 6:00 p.m. – The Bartz Hall/gym entrance 

Please check in with the receptionist or security guard and/or show your security card when 
entering the building. 

Pick-Up Delays 
Children often experience anxiety when their friends have gone home and no one has yet come 
for them. If one is running late, please notify the Extension 3-4-5 program. (253-6638, ext. 345) 
immediately and possibly make arrangements for another authorized adult to come for the child. 
A fee of $1 per minute per child (based on the school clocks) will be charged for any child(ren) 
left after the 6:00 p.m. closing time.  Please try to be considerate of the evening schedules and 
plans of the Extension 3-4-5 staff and arrive at school at or before the 6:00 p.m. closing time. 

Fees 
A fee structure chart has been established for the Extension 3-4-5 program . This chart allows for 
discounts for more than one child in a family and hourly or daily fees for program usage. All fees 
for the Extension 3-4-5 are billed monthly. Payments may be made with cash or check to St. 
Peter Lutheran School. Please enclose any payments in a sealed envelope with the child’s name 
on it.   
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Families will not be charged for any possible days that the school is closed down. Absences 
reported 24 hours in advance (prior to the planned arrival time) to the Extension 3-4-5 program 
will be charged only 50% tuition. All other absences will be assessed the child’s regular 
Extension 3-4-5 charges. Please call the school with as much advance notice as possible of your 
child’s absence. 
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Kindergarten School Calendar 
2008-2009 

 
August 21  Open House (6:00-8:00 p.m.) 
August 25  First Day of School (Grades 1-8) 
August 26  First Day of Kindergarten 
August 28  Orientation: Preschool – Grade 5 (beginning at 6:30 p.m.) 
 
September 1  Labor Day – No School 
September 14  Church and School Picnic (begins at 12 noon) 
September 19  Spirit Day 
September 25  Individual School Pictures 
 
October 10  No School – Teachers’ Conference 
October 13  Columbus Day – No School 
October 17  Spirit Day 
October 24  Kindergarten Restaurant Night 
October 28  Class/Absentee Picture Days 
October 31  Reformation Celebration 
 
November 1  Kindergarten Classes sing at 6:00 p.m. church service 
November 6  Parent-Teacher Conferences 
November 7  No School - Parent-Teacher Conferences 
November 11  Veteran’s Day Program 
November 21  Spirit Day 
November 26-28 Thanksgiving Break – No School 
 
December 3  Kindergarten – Grade 2 Christmas Service (7:00 p.m.) 
December 18-19 Christmas Parties 
December 19   Spirit Day and Early Dismissal 
Dec. 22 – Jan. 2  Christmas Break 
 
January 5  Classes Resume 
January 13-15  Vision and Hearing Tests 
January 16   Spirit Day, Records Day – Early Dismissal 
January 18  Kindergarten classes sing at 10:45 a.m. church service 
January 19  Martin Luther King Jr. Day – No School 
January 24  Donuts with Dad Day 
January 28  Kindergarten – Grade 8 Open House  
 
February  3   Kindergarten – Grade 8 Open House  
February 9  Registration (Current families) 
February 12  Registration (Open to the community) 
February 13  Valentine’s Day Parties 
February 16  Presidents’ Day – No School 
February 20  Spirit Day   
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February 26  Preschool – Grade 8 Open House 
 
March 1-5  National Lutheran Schools Week 
March 6  LSA Basketball Tournament – No School 
March 9-13  Parent-Teacher Conferences 
March 11  Kindergarten Classes sing for 5:00 Lenten church service 
March 20   Spirit Day 
March 23-27   Spring Break 
 
April 8   Kindergarten Easter Egg Hunt (5:30 p.m.) 
April 10  Good Friday – No School 
April13  No School – Easter Monday  
April 17  Spirit Day 
April 20-24  Week of the Young Child and Scholastic Book Fair 
April 24  Grandparents’ Day and Early Dismissal 
 
May 3   Kindergarten Classes sing at 11:00 a.m. church service 
May 21  Fine Arts Festival/Band Concert/PTL Ice Cream Social 
May 25  Memorial Day – No School 
May 29  Spirit Day 
 
June 3   Kindergarten Closing Service   

 

 

 
 

 
 


