
  
Monday, August 15, 2016 
 
Kingsley Families, 
 
Welcome to a new school year!  The first day of school is Wednesday, August 24, 
2016.  We are ready to receive your children and begin what will no doubt be 
another  great year at Kingsley.  
 
As we begin the year, I encourage you to read school communications to stay 
informed and in touch.  We have a few ways to make sure you don’t miss out on all 
that is happening at Kingsley including the Tuesday PTA e-mail blast, Kingsley’s 
Friday Folder, and classroom teacher newsletters/communications.  The Kingsley 
School website is another resource, www.district65.net /kingsley.  The website 
includes a current school calendar as well as  a link to Kingsley’s PTA website.   We 
continue to look for ways to improve communication so please feel free to share 
your suggestions.  
 
There are a few important upcoming dates you should know about now. 
 

9/1/16 PTA Welcome Back Ice-Cream Social 
9/8/16  Curriculum Night 

 9/19/16 Picture Day 
 

 
As promised, I have attached updated information about our building procedures 
including school arrival and dismissal.  
 
I’m looking forward to seeing everyone soon. 
 
Kindest Regard, 
 
 
Tricia L. Murray 
 
 
 
 
 

Kingsley Main Line 859-8400 
Ms. Jackson (front office) 859-8403 
Ms. Gill (health office) 859-8402 
Mr. Chess (childcare) 859-8383 
Absence Report 859-8400 press 1  
Mrs. Murray 859-8401 
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Kingsley Building Procedures 2016-17 
 
As we strive to ensure that Kingsley is a welcoming school, we also have 
established procedures to balance this goal with maintaining a safe and secure 
school environment.  This continues to be a building and district priority.  Please 
carefully review the building procedures outlined below.  These procedures exist 
for the benefit of the entire Kingsley community.  Most importantly, they are in 
place to ensure the safety of our students and staff. These procedures only work if 
they are applied and followed by all.  Thank you in advance for your cooperation 
and support. 
  

Parent, Visitor and Volunteer Sign-In 
 

All parents, visitors and volunteers, including those who are regularly in the 
building, must  report to the main office to sign the visitor’s log and obtain a visitor’s 
badge when entering the building.  You will be buzzed into our secure entrance 
area prior to being admitted into the main building.  Everyone is required to 
provide a form of identification when signing in.  The visitor’s badge should be 
worn at all times while in the building.  Please remember to sign out before you 
leave.  It is important that we are able to monitor the entrance and exit of all visits 
to our building. 
 
We ask that you make arrangements with your child’s teacher in advance before 
visiting or volunteering.  If you are dropping off a forgotten item or lunch and/or 
need to get a message to your child, please come to the main office. We will make 
sure the item is delivered or call your child  to the office.   We appreciate your help 
with this.  
  

Before School/After School Childcare Options 
 

District 65 Childcare: 
Information about the D65 School Age Childcare program is available on the 
district website under the parent resource link.    Kingsley’s program meets in room 
110 and also uses the gym space daily.   Before school childcare begins at 7:00 a.m. 
and after school care ends at 6:00 p.m.  Specific information about pick-up, 
drop-off and the daily schedule will be provided to those enrolled in the program. 
Brochures with information about rates and enrollment are available in the main 
office.  
  
Right at School:  
Right at School programming will continue to be offered as an option for Kingsley 
families.  Please see separate mailings for specific information regarding 
enrollment.  Right at School provides programming for families seeking daily care 
as well as a variety of enrichment classes that meet once a week.  Registration is 
offered by trimester.  Karen Haber Smith will continue to serve as the PTA liaison 
for the 2016-17 school year.  
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Morning Arrival 

 

The morning bell rings at 9:00 a.m. .  This bell is a signal that all students should 
line up at their assigned locations on the playground. On the first few days of 
school, teachers will have large signs with their name and room number so that you 
can easily identify your child’s assigned location (thank you PTA).  Kindergarteners 
will line up on the field on the first day, away from the crowd.   Students will enter 
the building escorted by their teachers.  On the first day of school, parents are 
invited to stay on the playground for a back to school PTA coffee once students 
enter the building with their teachers. 
  
Bus drop off (and pick up) will continue to occur in the front of the school.  Prairie 
St. will continue to be the designated area for walkers and students being dropped 
off by parents.  
  
Morning playground supervision begins at 8:50 a.m.  Unless your child is coming 
early for breakfast or a before school activity/program, he/she may not arrive prior 
to this time as there will be no staff supervision.  Students who eat breakfast at 
school will be allowed to enter the building at 8:30 a.m.  
 
If we are having inclement weather (heavy rain or temperature below 20 degrees), 
children in grades K-1 will  enter and go to the gym, and children in grades 2-5 will 
go to the auditorium at 8:50 a.m.  Teachers will pick up students from these two 
locations. 
 
Parking continues to be limited around the school and the "No Parking" signs are 
enforced by the city. It is highly recommended that you park in the neighborhood 
and walk to school if possible.   
 
If a student arrives to school late after 9:05 a.m., he/she should report to the health 
office to sign in and obtain a late pass from Ms. Gill. Please call 859-8414 or 
859-8402 by 9:15 AM if your child will be late and requires a hot lunch. 
  

Afternoon Dismissal 
 

The dismissal bell rings at 3:35 p.m.   We are requesting that parents do not park in 
the fire lanes outside of the main entrance after school. Students who ride the bus 
exit through the front doors. Buses must be able to enter the parking lot in order for 
students to board the buses safely. 
  
Students who walk or get picked up will exit the far side Prairie door with a few 
exceptions.  Students who dismiss from PE, Music or Library will exit the Prairie 
side door closest to the playground area.  These  changes were implemented last 
year to minimize the congestion in our main hallway at the end of the day and 
ensure a safe and orderly dismissal.  We respectfully request that 
parents/caregivers wait outside in the playground area. Please arrange a meeting 
place for the end of the day.  
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There are staff  assigned to playground  supervision until 3:45 p.m.   Students who 
have not been picked up by this time will be escorted back into the building to wait 
in the main office.  
 
Occasionally, you may have to call the office to get a message to your child about a 
change of plans or an emergency. Please relay this information as soon as you are 
able so that we can ensure that your child and child’s teacher receive the message 
in a timely manner. Students are not allowed to make phone calls at the end of the 
day for play dates.  In addition, parent notification is required for a student to ride 
the bus home with a friend.  We respectfully request that these arrangements are 
made ahead of time. 

   
If you plan to pick your child up from school before the regular dismissal time, 
please notify your child’s teacher by sending a note, email, or leaving a voicemail 
message.  Once you arrive at Kingsley, you should sign your child out from the 
health office. Your child will be called down once signed out.  
  

Reporting Student Absences 
 

If your child will be absent from school, call 859-8400 and press 1. When reporting 
the absence, please include your child’s name, grade, teacher, and reason for the 
absence.  After three consecutive days of absence due to illness, a doctor’s note is 
required to excuse the absence.  
 

Communication 
 

We frequently send email blasts with important reminders and information e.g. a 
late bus.  Please make sure that we have your current and correct email address in 
our system.  Additionally, if there are any other changes to your contact 
information, please make sure to notify Ms. Jackson.  
 

Lockers 
 

Each child has a locker at school to store coats, extra shoes, book bags etc. Most 
children share a locker with another student.  Please don't send anything to school 
that is valuable to you or your child. The lockers are not locked and the school 
cannot be responsible for these items. In the rare event that special items are 
brought to school, it is suggested that these items remain with the teacher for 
safekeeping. 

 
  

Lunch 
 

Each child may purchase a hot lunch with milk for $2.75 per day. Children may bring 
lunches from home as well. Milk (white or chocolate) can be purchased each day for 
$.60. Students can pay for lunch or milk on a daily basis or for multiple days at a 
time. Please send exact change for all lunch purchases or send a check.  Please see 
www.district65.net/nutrition  services to find a copy of the menu and a link to 
manage payments on line. 
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If  your child is going to be more than a few minutes late and wants to buy lunch or 
milk, please call the main office so that milk and lunch can be ordered. We order 
the specific amount of lunches daily at 9:20 so ordering late may result in your child 
not being able to make a hot lunch choice  for the day.  
  
 
Your child has 20 minutes to eat lunch and 20 minutes to play outside. We have 6 
lunch supervisors at Kingsley and welcome additional parent volunteers 
particularly in the primary grades. 
 
Our goal is to be outside for recess weather permitting.  Please make sure that your 
child has the appropriate attire for winter weather-hat, mittens or gloves, boots 
and snow pants and/or a change of dry clothes.  On rainy days or cold days (below 
20 degrees) children stay inside during recess.  We have bins of games, coloring 
materials, and other activities for children to use during this time.   
 

Cell Phones 
 

Cell phones are permissible so that children can contact parents/guardians after 
school hours. However, phone use is not allowed during school hours and phones 
must be turned off during the day.  Phones may be stored in the locker or 
preferably turned into the teacher to hold until the end of the day.  Phones ringing 
or being used during the school day will be held in the office and returned directly 
to the parent.  
 
 
 
 
 
 
Thank you in advance for taking the time to read through this information.  Your 
cooperation and help to ensure that Kingsley remains a safe place for all 
students is truly appreciated. 
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