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INTRODUCTION 

 
Welcome to Urban Prairie Waldorf School.  This handbook contains a brief history of 
our school, the details of daily school life, and additional information about the 
structure of our school.   
 
Please take the time to familiarize yourself with this handbook and refer to it as 
necessary throughout the year.  Your e-signature on the enrollment contract 
indicates your willingness to abide by these policies as well as any updates that are 
communicated to the parent body throughout the academic year.  The master copy 
of the handbook will be posted on the website under the “Parents” section.  
 
GENERAL INFORMATION 
 
Who Are We? 
Urban Prairie is a vibrant and intentional community of educators and families who 
embrace the unique Waldorf curriculum, drawn from the philosophies of Rudolf 
Steiner. 
 
Our Mission 
Urban Prairie Waldorf School educates children by awakening a love of learning, 
encouraging reverence and wonder in the world, and nurturing the capacity to impart 
purpose and direction in their lives.  Our curriculum is developmentally engaging, 
meets the here and now, and prepares our students for an ever-changing future. 
 
Our Vision 
•    We envision Urban Prairie at the leading edge of Waldorf education in America. 
•   We innovate on the ideas of Rudolf Steiner and contemporary pedagogical 
philosophy. 
•   Our school is a magnet for seekers and doers, who build a diverse and close-knit 
community that is connected by shared ideals. 
•   We strive for ecological and societal awareness . 
•   Our teaching contains the seeds for social transformation. 
 
History of Urban Prair ie Waldorf  School  
Urban Prairie Waldorf School was born out of the dreams and hard work of many 
people. The Chicago area has long been home to a number of Waldorf schools, which, 
for the most part, did not serve the central and southern parts of the city. In 2005 City 
Garden Early Childhood Center opened in the Pilsen neighborhood on Chicago’s near 
south side, offering Waldorf education for preschoolers and kindergartners. This part 
of the city was prime for Waldorf education, and in a few short years the school grew 
from a handful of children to over 75 families and three classrooms. 
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In 2006, several parents of preschoolers attending City Garden decided to found a 
new school. Watching their three and four-year-olds, the parents could already see 
how Waldorf education sparks the imagination. As they weighed elementary school 
options, the parents did not want that spark to extinguish. They formed a Board of 
Directors, created a budget, and set a start date. 
 
Urban Prairie opened its doors to a 1st grade class of 12 students on September 9th, 
2009, ninety years to the day of the opening of the first Waldorf school in Stuttgart, 
Germany. We look forward to celebrating 100 years of Waldorf education next year.  
We have grown significantly since opening our doors, growing from 12 families to over 
100 families.  Urban Prairie and City Garden remain closely linked philosophically and 
operationally, but we operate two unique legal entities with separate governance 
structures. Urban Prairie is a not-for-profit corporation with 501(c)(3) status with a 
Board of Trustees that meets regularly. 
 
Non-Discrimination Pol icy 
UPWS is an affirming space for all.  The curriculum that we deliver offers students both 
a window into the experiences of others and a mirror to reflect their own life 
experiences.  We are committed to fostering a fully inclusive environment. We actively 
seek and welcome students and staff of all races, ethnicities, nationalities, religions, 
socio-economic backgrounds, sexual orientations and spiritual values. Urban Prairie 
does not discriminate on the basis of race, color, nationality, ethnic origin, or physical 
ability in the administration of its educational policies, admissions policies, financial 
assistance programs, and other school-administered programs. 
 

SCHOOL ORGANIZATION 
 
Urban Prairie is a collaboratively-led institution.  This means that the three leadership 
bodies (Administrative Leadership Team, Faculty, and Board of Trustees) work 
together to carrying out the mission and vision of the school.   
 
Administrative Leadership Team: 
Urban Prairie’s Administration is based on a Leadership Team model that reflects the 
values of our school by supporting both a high quality education for our students and 
the strong community that we seek.  A fully developed administration of a Waldorf 
school holds what is known as the Rights Realm. The Administration responsible for 
upholding the rights of the individual (parents, students, teachers) with the 
organization of the school.  The Administrative Leadership Team is responsible for 
enacting the policy, plans, and budgets approved by the Board of Trustees and faculty. 
 Team Members are ex officio members of the Board of Trustees.  Our Leadership 
Team includes: 
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·   Director of Operations and Finance:  Peggy Lofgren,  
peggy. lofgren@urbanprair ie.org 
 
The day-to-day operations of the school including finance, human resources, facilities, 
and adherence to state and federal regulations are handled by the Director of 
Operations. A fully developed administration of a Waldorf school holds what is known 
as the Rights Realm ensuring that the rights of the individual (parents, students, 
teachers) are balanced along with considerations of the regulations to which the 
school is legally bound. 
 
·   Director of Community Development:   Heather Berhalter,  
heather.berhalter@urbanprair ie.org 
 
The Community Development Director supports the strong community fabric that 
creates social and fiscal health and supports the growth of the school.  This includes 
marketing our school to prospective families, welcoming new students and their 
families to our school, creating opportunities for families to participate in the 
community life of our school, and building a fundraising program.  
 
·   Pedagogical  Director:   
The Pedagogical Director oversees all curricular matters and faculty support inside 
and outside of the classroom.  Currently this position is unfilled, and the work is divided 
amongst the faculty.  
 
Questions about the Administration or the Rights Realm should be directed to 
peggy.lofgren@urbanprairie.org or via phone at 312-733-5337. 
 
Board of Trustees 
The Board of Trustees of Urban Prairie is responsible for the Economic Realm.  The 
Board maintains the fiscal and legal health of the school and overseas long-term 
strategic planning. The Board keeps the school’s mission central in all of its processes. 
All long-term planning initiatives are based on identified goals developed with the 
school’s mission in mind, using input from various stakeholders, including teachers, 
administration, and parents. 
 
The Board is made up of parents, teachers, and community members.  Members of 
the Administrative Leadership Team are ex-officio members of the Board.  Faculty 
may nominate one additional Board if they like.  Nominations are considered each year. 
Board terms are initially one year and run from the beginning of July to the end of June, 
following our fiscal year. Subsequent terms run for two years. Officers are elected 
annually. The Board of Trustees strives for consensus decision-making whenever 
possible, seeking input from our faculty and parents when appropriate.  
Individuals who take on leadership roles for the school do so in the spirit of servant 
leadership, guided by the principle of service to the whole. Urban Prairie exists by virtue 
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of the support of a wide community of parents and friends and all who share our vision 
of Waldorf education. The health and growth of our school depends on the strength of 
these relationships. 
 
Current standing Board committees include: American Waldorf Schools of North 
American Accreditation, Board Development, Executive, Facility, and Finance.  The 
Board also has task groups focused on areas in need of strategic planning. 
 
·       Board President: Ted Shieh, ted.shieh@urbanprairie.org 
·       Board Vice-President: Peg Kern, peg.kern@urbanprairie.org 
 
Additional Board contacts may be found on the school website. 
 
Board meetings are held on the second Thursday of each month.  Agendas including 
relevant study materials are available in the administrative weekly update.  Minutes can 
be found on the school website.  Questions or comments for the Board can be 
brought to the Board President. 
 
Faculty 
The faculty is responsible for overseeing daily classroom and curricular activities. Class 
teachers remain with their class each year unless otherwise noted.  Special subject 
teachers bring their content to students in all relevant grades.  Class teacher works 
with the subject teachers to create an integrated education plan for the students. This 
area of the school is called the Cultural Realm, and the Faculty are the primary holders 
of this realm that includes all aspects of education at UPWS. The Faculty is led by the 
Pedagogical Director.  For this year, as noted above, the faculty will share the 
pedagogical chair duties. 
 
Class Teachers 
The best way to contact teachers is via e-mail.  You can find all teacher contact 
information on our website on in the Big Sis directory.  They will respond to e-mail 
inquiries within 2 school days. In an urgent situation, you should contact the school 
during school hours at 312.733.5337. 
 
Faculty Committees 
While classroom teaching is central to education, there are many other aspects that 
go into the Urban Prairie experience.  Much of the work outside of the classroom is 
taken up by faculty committees.  These committees are mandated by the faculty each 
year to carry out their work.  The following committees are mandated for the 2017/18 
school year: 
 
Festivals Committee - Chair  Hannah Avel lone 
This committee is charged with planning, coordinating, and implementing all school-
wide assemblies and community events pedagogically associated with Waldorf 
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festivals during the school year. Through these festivals, the school cultivates 
community among children, teachers, parents and friends. Our goal through these 
community festivals is to connect us with the cycle of the year through festivals, 
creating ritual and celebration inspired by traditions from cultures the world over that 
have for centuries marked the turning points of the year.   
 
Human Resources Committee - Chair  Peggy Lofgren 
This committee is tasked with hiring for all open positions at Urban Prairie.  The 
committee consists of both teachers and the Director of Operations.  Committee 
members review  applications, participate in interviews, and make hiring decisions.   
 
The Three Streams of Student Support 
UPWS is committed to providing a safe environment for students to learn and grow 
into healthy and responsible citizens.  The Three Streams of Student Support provide 
a structure for this environment and enable us to better assist students who are 
having difficulties educationally, socially, and behaviorally.  This work is based on Kim 
John Payne’s thoughts on student development and pulls heavily from the ideas of 
restorative justice and social-emotional intelligence. 
 
Social  Inclusion Group - Chair  J i l l ian Mi l ler  
The Social Inclusion Group helps students who are having difficulties with social issues. 
These difficulties may include but are not limited to excluding/ being excluded, 
bullying/ being bullied, teasing/being teased, etc. This group assists and nurtures an 
environment of mutual respect, safety, and inclusion. This includes fostering a healthy 
understanding of conflict and resolution strategies.  
     
Care Group - Chair  Candace Choma 
The Care Group strives to support the needs of UPWS students who are experiencing 
challenges to their development and academic success. This group supports teachers 
and parents in meeting students’ individual needs and offers suggestions for 
therapeutic support. Group members draw on Rudolf Steiner’s indications on child 
development, Waldorf pedagogy, relationships to the wellness community, and their 
own study of relevant topics to this work.  
      
Guidance and Discipl ine Group - Chair  Adriana Kondrat   
The Guidance & Discipline Group provides restorative and inclusion-based support to 
students in need of guidance. The Group also assists teachers in finding appropriate 
ways to redirect students who are having difficulty integrating into the classroom and 
school culture. Methodologies may include but are not limited to mentoring, recess/ 
aftercare plans, and weekly check-ins. Central to this work is building a culture based 
on a non-blame, non- shame approach.  
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DAILY LIFE OF THE SCHOOL 
 
Contact Information 
School Address: 1220 W. Lexington St., Chicago, IL 60607 
School Phone: 312.733.5337 
School Website: urbanprairie.org 
 
As we are a small school with a small staff; the phone cannot always be answered 
during the day.   If you have an emergency, please leave a message and call back. 
 Otherwise leave a message, and we will return the call as soon as possible.  
 
Dai ly  School  Procedures 
Drop off  and Pick up 
Drop off  Times:  7:40 a.m. – 7:55 a.m. 
Pick Up Times:  3:25 p.m. – 3:40 p.m. 
Students are expected to be seated at their desks and ready to begin lessons at 
8:00.a.m. We recommend dropping your chi ld off  by 7:45 a.m.,  providing 
ample t ime for your chi ld to be prepared for morning lesson. We 
understand that last-minute happenings can occur. Please keep in mind that late 
arrivals are disruptive to the rhythm of your child’s day and the classroom community. 
Pick up is between 3:25 p.m. and 3:40 p.m. Late pickups can interrupt the rhythm of 
your child’s day as well as school staff schedules.  Any child not picked up by 3:40 p.m. 
will go to aftercare, and charges will apply. Parents may pick up from aftercare any time 
between 3:40 and 6:00 p.m.  
 
For the safety of your children, parents must notify administration if anyone else will be 
picking up their child or if a child is allowed to leave on her/his own.  If the individual is 
not on your list of designated contacts, identification will be requested from that 
person at the time of pick up. 
 
Chi ldren Unloading and Loading Zone Rules 
·       If you wish to walk your child to the school doors, bring supplies, or visit outside of 
the designated drop-off or pick-up times, please see the parking instructions below. 
 Otherwise, please follow drop-off and pick-up instructions. 
·       Enter Lexington St. from Racine St. coming from the east. (driving west).  Do not 
enter from the alley that is to the east of the school. 
·       Drop-off and pick-up take place on Lexington St., directly in front of the school and 
church.  
·       For everyone’s safety, parents are to remain in the car while school staff assist the 
children with the transition in and out of the car and to and from school. 
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·       Cars continue to move forward in the line as cars exit the line.  For the safety of the 
children, please exit at the front of the line only unless otherwise directed by a staff 
member or volunteer on duty. 
·       Depart the loading zone to the right onto Lytle (one way flow is central to the 
safety plan and local agreements).  Please do not U-turn on Lexington or turn 
south on Lytle from Lexington.  
 
·       No parking or standing is permitted in this designated drop off and pick up area or 
the alley immediately to the north or east of the school. 
 
Parking During Drop- off  (AM) and Pick- Up (PM) 
If you wish to accompany your child to the school doors or pick them up at the school 
doors during the designated times, please park in non-Zone 5 sticker areas which 
include areas of Lytle St., Loomis St., Cabrini St. and Taylor St., (in some cases you may 
need to pay the parking meter).  Any tickets issued from the city are the responsibility 
of the individuals. Check all signage carefully.   Also please note that the alley behind 
the school is not available for loading or parking. 
Loading Zone Parking (during non drop- off  and pick- up t imes) 
Outside of peak drop- off and pick- up hours, a 10-minute standing zone in front of 
the church is available for dropping off supplies.  If the loading zone is full, parking may 
be available on Racine, Taylor, Cabrini or Flournoy Lytle Streets.  
 
Parking for School  Events 
For all school events. Zone 5 parking will be waived on Lexington, Cabrini, and Lytle. If a 
ticket is issued during the time when zone restrictions are waived for an event, please 
contact the school office. If parents or families need to park for an individual visit to the 
school, a Zone 5 sticker may be required and is available in the school office. 
 
Punctual ity 
The beginning of class is a time when teachers weave the individual students into the 
whole fabric of the class, setting their group intentions for the day.  Students who 
arrive late miss the this important beginning of morning lesson and disrupt the rest of 
the class.  Please make sure your child has ample time to come into school, change 
shoes, put away their lunch and take care of any other tasks prior to 8:00 a.m. 
 Students will be considered tardy if: 

• they have not arrived at the school before the doors close at 7:55am and/or 
• they are not seated at their desks when school starts at 8:00 a.m.   

If you are aware that your child will not arrive by 7:55am, you must contact the School 
Office at 312-733-5337 or via e-mail at administration@urbanprairie.org as soon as 
possible. 
 
Procedure for students who arr ive after 7:55 a.m. 
·       The front door of the school will be closed at 7:55 a.m. After this time, parents 
must ring the doorbell and accompany children to the office.. 
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·       Children must obtain  a tardy slip in the office. 
·       After putting their items in the cubby, they will place their hand on the window of 
the classroom door and wait outside the room until the class teacher greets them for 
they day. 
 
Tardy Pol icy and Record Keeping 
·       A grade school student who is tardy nine days from school’s opening day to 
January 1st or eleven days from January 1st to school’s last day is considered 
excessively tardy. 
·    In either case, the student may be placed on academic probation, and the class 
teacher will determine the appropriate manner for the student’s family to assist the 
student to make up work and skills deficits as a result of their absences. 
·    This may necessitate academic tutoring at the family’s expense. This may also 
result in the student being placed on probation. Successful completion of the 
teacher’s recommended “Make-up Work” may be a condition for re-enrollment for the 
following year. 
·    Tardiness may be excused in cases of significantly inclement weather that 
impacts road conditions for all families. 
Tardiness will be documented by the class teachers and reviewed monthly.  Families 
will be contacted by Administration to address any concerns of repetitive tardiness. A 
written attendance report will go into the student’s file as part of their permanent 
record. 
 
Attendance 
The experiential nature of Waldorf education makes it very difficult to make up missed 
work. The class works as a whole, and if one student is missing it can affect the work of 
all.  We ask that doctor, dentist, and other appointments be made outside of school 
hours or during school breaks when possible. If you are aware in advance that your 
child will be absent from school, please notify the class teacher or Administration as 
soon as possible by calling 312-733-5337 to make arrangements to complete missed 
learning experiences. 
 
Attendance is mandatory at all scheduled classes, festivals, performances, field trips, 
and class trips including those that take place outside of regular school hours. 
 Exceptions must be approved by the class teacher.  If a student is unable to 
participate in any subject class, the parent must provide a signed note to the office.  If 
the student is unable to participate regularly in a class, a doctor’s note is required. 
 
When there is no advance warning that your child must be absent, contact the school 
as early as possible at (312) 733-5337 or via e-mail at administration@urbanprairie.org 
to report the absence and the reason for it. This call assures us of your child’s safety 
and keeps the class teacher informed of his or her condition when there is illness. 
 Depending on the illness, a doctor’s note may be required for the student’s return to 
school. 



	 10	

 
Attendance and Record Keeping 
·       A grade school student who is absent nine days from school’s opening day to 
January 1st or eleven days from January 1st to school’s last day is considered 
excessively absent. 
·       In either case, the student may be placed on academic probation, and the class 
teacher will determine the appropriate manner for the student’s family to assist the 
student to make up work and skills deficits as a result of their absences. 
·       This may necessitate academic tutoring at the family’s expense. This may also 
result in the student being placed on probation. Successful completion of the 
teacher’s recommended “Make-up Work” may be a condition for re-enrollment for the 
following year. 
Absences will be reviewed monthly, and if a student has excessive absences, the 
family may be contacted by Administration to address any concerns. A written 
attendance report will go into the student’s file as part of their permanent record. 
 
Late Pick-up 
Please be prompt when picking up children from school. School is dismissed at 3:25 
p.m. Students not picked up by 3:40 p.m. will be taken to aftercare and the family is 
subject to aftercare charges. 
 
Aftercare 
Urban Prairie’s aftercare program runs from 3:30 until 6:00 p.m. each school day 
unless otherwise noted. Aftercare is held at the school and is run by the Aftercare staff 
and other staff of our school. Students will spend time inside as well as outside. 
Students attending aftercare will be picked up by Aftercare staff in their classroom at 
3:25 p.m. Students in grades 1 – 4 will be escorted outside for a short play time and 
then return inside at 4:00 p.m. to sit together for a snack provided by the school. 
 Students in Grades 5 – 8 will be escorted to the hall for to have a shared snack 
together provided by the school and then return upstairs for homework room at 3:45 
p.m. 
 
You may take advantage of reduced Aftercare rates by enrolling your child in advance. 
Please see below: 
 
·       Contract:  You may enter into a contract agreement with the school, setting the 
approximate number of hours your child will be in Aftercare per week for the school 
year. A contract can be changed or cancelled during the school year with 30-days 
notice. The cost for contracted Aftercare is $8 per hour. 
 
·       Same Day:  You may notify the school the same day that your child needs 
Aftercare; the cost is $12 per hour. 
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·       Aftercare is billed in 30-minute increments. Contract aftercare is billed monthly 
through TADS. 
 
If your child will be staying for aftercare on an occasional basis, please contact the 
School at (312) 733-5337 or via e-mail at aftercare@urbanprairie.org as soon as you 
know your child will be in aftercare for any portion of the afternoon. 
 
Dress Guidel ines (Al l  Grades) 
The Urban Prairie dress guidelines are designed to support a formal learning 
environment and create a respectful, reverent atmosphere. Our curriculum provides 
for numerous physical activities throughout the day (both inside and out), and clothing 
should fit well while being sturdy enough to provide for optimal movement. 
Please keep the following dress guidelines in mind before your child leaves for school 
each morning. 
 
Clothing & Footwear 
·       Please note that 1st and 2nd graders will need an extra set of clothes 
(including underwear), at school. Place these in a bag to stay in their cubby. 
·       Attire should be more formal than athletic wear. Clothes should be clean, well-
mended and well-fitted so  students can move easily. 
·       We ask that students not wear clothing, shoes, or accessories with cartoon 
characters, advertising or media-oriented logos,  or slogans, or athletic team logos or 
jerseys.   Any logos should be small enough that they can be covered by 2 adult fingers. 
 Anything larger than that is inappropriate.  Outerwear may have logos. 
·       All students need to have a pair of indoor shoes which will remain at school. 
Students may not wear Eurhythmy shoes as indoor shoes. 
·       In order to assure movement, pants, skirts and shorts must stay up, not exposing 
underwear.  Use a belt, if needed. 
·       Shoes should be supportive and light enough for the children to take part in the 
various movement activities throughout the day.  We also ask that children wear 
socks. Please no flip-flops, slippers, crocs, or light-up shoes. 
·       Shorts and skirts must be long enough to assure unrestricted ease of movement. 
Students should wear shorts, leggings or tights under skirts to allow for maximum 
movement during classroom and outdoor activity. 
·       Tops must allow for unrestricted movement without frequent adjustments. 
Strapless shirts and mid-rif-baring shirts are not conducive to unrestricted 
movement. shirts. 
·       No hats are to be worn inside the school, including baseball hats. 

 
Outdoor Wear 
The children go outside everyday and should wear or bring appropriate clothing for any 
weather conditions that may occur while they are at school. Exceptions to this policy 
are severe conditions such as wind chill factor of -15 or greater.  The following attire is 
needed for weather conditions throughout the year: 
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For Rain:        For Cold and Snow: 
Rain Pants       Warm boots 
Rain Boots       Snow Pants 
Rain Coat       Winter / Waterproof Coat 

Mittens / Gloves 
Scarf 
Hat 
Thermal Underwear 

 
Dress Guidel ines Middle School  – see Middle School  Handbook 
 
Special  Events 
We ask that students dress appropriately for special events such as the first day of 
school and assemblies (this includes dress tops, pants and shoes).  Assembly dress for 
students in grades 3 – 8 is white tops or shirts with black bottoms and black shoes. 
 First and second graders may wear the outfit described above or any dressy outfit for 
assemblies.  If an assembly or play requires different clothing, then parents will be 
notified prior to the event. 
 
Inclement Weather Pol icy 
There may be days when weather conditions make travel to and from school, or the 
school site itself, unsafe. The Administration will make a determination regarding of 
inclement weather from the school be based on actual conditions, rather than 
forecasted conditions.  There are three courses of action that may be taken: (1) 
school closure, (2) delayed start, and (3) early dismissal. Parents will be notified via 
email in the event of a snow day or other inclement weather or emergency situation. 
 Following are the actions for notification that the school will take in each scenario: 
 
School  Closure 
A decision will be made that school will not be held due to inclement weather 
conditions by 5:30 a.m. or sooner if possible. If conditions seemingly warrant a school 
closure, parents should check their email for information from the school. Notification 
of the school closure will be made via an email sent to the all-school listserv. 
 
Delayed Start 
By 5:30 am, a decision will be made that school will start later than usual. If conditions 
seemingly warrant a delayed start, parents should check their email for information 
from the school. Notification of a delayed start, including the time school will begin, will 
be made via an email sent to any/all addresses on file for each family to via the all-
school listserv. 
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Early Dismissal  
There may be days when school must be dismissed early because of inclement 
weather conditions. If such a situation arises, families will be notified via e-mail to the all 
school listserv as soon as the decision to dismiss early has been made. It is vitally 
important on early dismissal days that the school has updated contact information 
(phone numbers, emergency contacts). The school will make all attempts to reach 
parents, via email and telephone. 
 
Snack 
Students should bring a healthy snack for mid-morning break that falls within the 
guidelines of our allergy policy. 
 
Lunch 
If you do not purchase a hot lunch for your child, they will need to bring a lunch from 
home.  Please keep the following in mind as you prepare your child for their school day. 
●      Children will need a full water bottle daily 
●      Candy, gum soda, and foods high in refined sugar are not allowed.. 
●      No juice (whether in boxes or otherwise) at school. 
●      Trading of food is not allowed. 
●      The school will provide water for refills. 
 
Hot Lunch Program 
We are pleased to offer a hot lunch program through Green Monkey Catering. The 
program is optional and families wishing to participate will pay Green Monkey directly; 
the school is not involved in the financial transactions. 
Lunch is offered daily. Green Monkey handles dietary restrictions.  For further 
information or questions regarding Green Monkey you may call them directly at 312-
913-1355 or e-mail  them at info@greenmonkeycatering.com 
 
Field Trips 
Field trips are an integral part of the grade school curriculum offering students a 
chance to work together and experience subject matter firsthand.  Starting in 2nd 
grade students may attend overnight field trips in addition to day trips as determined 
by the class teacher.  Parents must sign a travel authorization form in order for their 
child to participate in field trips. 
 
These trips are chaperoned by the class teacher and selected parents.  The 
chaperones will be oriented by the class teacher and will undergo a background check. 
 Chaperones act as representatives of the school, assuming role modeling and 
mentoring relationships with students.  All chaperones must adhere to the following 
policies: 
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●  The class teacher leads the trip.  Chaperones are asked to assist and follow the lead 
of the class teacher and be available to help manage practical tasks so that the teacher 
can attend to the pedagogical work of the trip. 
●  Make an effort to engage as many of the children as possible on the trip.  In addition 
to sharing this experience with your child, this is a wonderful opportunity to get to 
know other children in the class.  Please make your best effort not to show favoritism. 
●  Approach children with a kind heart and without passing judgment.  If you have any 
concerns about a child or group of children, please bring your concerns to the class 
teacher.  If you believe a child is in need of discipline beyond simple redirection, please 
make the class teacher aware of this also. 
●  Show respect for the rules of each location that we visit.  It helps us to make a good 
impression for future trips and teaches the children respect for space and hosts 
through your positive example. 
●  As a chaperone, you have the fantastic opportunity to assist the children in their 
experience of nature and culture without the intervention of media. Except in the 
event of an emergency, chaperones should not contact UPWS or community 
members during the trip.  During the trip, please also refrain from posting any images 
or information on social media regarding the trip.  Reporting to other parents about 
the trip is not permitted and undermines the trust and integrity of the group.  If 
needed, the teacher will contact the designated contact person back home.   
 
Chaperones may not engage in:  
●      Foul Language. 
●      Activities that distract from the tasks of the group.  This includes use of email, 
texting, and social media, which may distract from chaperoning responsibilities.  If you 
must use a cell phone, please do so out of sight of the children except in an 
emergency.  
●      Gossip about children, other parents, or UPWS community members.  
●      Overstepping disciplinary boundaries.  Please leave discipline to the class teacher, 
but do inform the children if you see unacceptable or unsafe behavior.   
 
School  Suppl ies,  Instruments,  and Fees 
Urban Prairie furnishes most of the classroom supplies to students.  Parents may be 
asked to provide supplies for special projects, binders or other small items.  
If you rent an instrument through the school, then musical instrument fees are 
charged in addition to the supply fee for grades 3 and up. 
 
Birthdays 
Birthdays are celebrated in the class with a special observation. Please contact your 
child’s teacher for more specific guidelines and to plan birthday celebrations. 
Please be considerate of students’ feelings when planning out-of-school birthday 
parties.  Classes have a close-knit social dynamic that goes beyond friendships. 
 Please take this into consideration when planning birthday celebrations. Birthday party 
invitations should not be delivered at school. 
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FESTIVAL LIFE 
 
Festivals connect us with the cycle of the year, creating ritual and celebration.   As we 
celebrate the passage of the seasons through art, music and story, we deepen our 
connection to the working rhythms of nature.  The purpose of the school’s festival life 
is to give students a sense of orientation in time and bring the community together.   
Last year, the Festivals Committee took up a study of our festivals in hopes of distilling 
the nature of some of the festivals while adding others in order to be more 
representative of the diverse cultures, religious, and ethnic backgrounds of our 
families.  The committee continues that study in hopes of continuing to improve the 
students’ and community’s experience of festivals. 
 
Some of our festivals are small, in-school events that may mark an occasion that is 
tied to the curriculum of a particular grade (ie Martinmas is celebrated by the 2nd 
grade as part of their study of saints and noble people). Other festivals, such as all-
school assemblies, are for our school family.  These assemblies are a way for students 
to share their works in progress.  Evening musical and dramatic performances are 
somewhat more polished.  Other larger festivals like Michaelmas are meant to include 
our broader community and neighbors.   
 
The following is a list of all-school festivals and assemblies.  Information on class-
specific celebrations is provided by each class teacher.   
 
Opening Ceremony marks the beginning of each new year at Urban Prairie Waldorf 
School.  During this ceremony, we officially mark the beginning of the school year and 
warmly welcome the incoming first grade class into their eight-year journey with our 
community. The eighth graders hand each first grader a rose in a tradition that is 
reversed at the end of the year when the eighth graders leave our school. This is an all 
school assembly with parents encouraged to attend. 
 
Michaelmas is a festival common to almost all Waldorf schools.  The story of St. 
Michael is one of goodness facing and overcoming adversity; St. Michael slays the 
dragon with his sword.  Michaelmas is a festival of inner strength and initiative.  It is 
about all of us, as individuals, finding the will to perform rightful deeds in the world. 
Students undertake meaningful work projects around the school and participate in a 
Michaelmas pageant.  All families, along with the community, are invited to take part in 
this festival. 
 
Hal loween is celebrated on the school day closest to October 31.  Students wear or 
bring costumes that follow their teacher’s recommendations and are usually drawn 
from their class curriculum.  In keeping with our dress code, we ask that students not 
wear costumes depicting media, cartoons, or gruesome images.   
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Dia de los Muertos (Day of the Dead) is celebrated on the school day closest to 
November 1 with a memorial display (ofrenda) of loved ones who have passed over 
and related craft activities. 
 
 
Harvest Feast and Assembly 
We celebrate the bounty of the harvest on the Friday before Thanksgiving.  The 
students help to prepare a shared soup lunch, and parents are invited for an all-school 
assembly to show works in progress. 
 
Winter Solstice - Festivals of  Light 
Many cultures celebrate the coming winter months with a festival of light. In Christian 
cultures this festival is called Advent; Ancient Egyptians celebrated the Festival of 
Osiris; the Celts and Druids held great festivals of light and fire; and Jews celebrate 
Hanukkah. 
 
Advent Spiral  
As the darkest days fall upon us, the festival of Advent celebrates our inner light. 
Children are told a story by their class teacher and then proceed to walk a double spiral 
of pine boughs laid out on the floor. In the center, there sits a lit candle on a log, which 
the children light their own candles on. The path out is lined with gold stars, of which 
the children choose one to place their candle on. Placing a lit candle on the gold stars is 
symbolic of offering the highest part of ourselves in service to others.  There is an in-
school spiral as well as an evening community spiral. 
  
Faculty and staff traditionally perform the reverential and humorous medieval nativity, 
The Shepherds´  Play,  as a gift to the students and school community. This 
tradition of The Shepherds´ Play is observed in most Waldorf schools throughout the 
world. The teachers from City Garden and Urban Prairie perform this play together and 
the communities from both schools attend.. 
 
The Yuletide Festival  transforms our sister school, City Garden, into a magical 
winter wonderland complete with a fairy house, candle-dipping, crafts, and food.   
 
We honor civil rights leader, Martin Luther King,  Jr. ,  with an all-school assembly 
that includes various class presentations about brotherhood, equality, and peace. 
 
Chinese New Year, also known as the Spring Festival, is a widely celebrated festival 
which marks the beginning of the Chinese Lunar Calendar. Taking place over fifteen 
days, it is a time spent with family welcoming the health and prosperity of the coming 
year, bringing about reconciliation and ushering in harmony. The children will 
participate in various activities associated with the festival which will culminate with an 
all-school assembly and sharing of work. 
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Spring Equinox to Summer Solstice - Festivals of  Renewal  
 
Earth Day is celebrated as a day to inspire appreciation and conservation of our 
natural resources.  Students may have field trips to local sites of interest and then 
return to school to act as stewards of the park and the surrounding area. 
 
On Grandparents and Special  Fr iends Day, we welcome our community into 
the classroom.  This is also the season of year-end Orchestra, Choral, and Eurythmy 
Performances. 
 
May Faire is the ancient tradition of celebrating the arrival of summer. It is known as 
Beltane in Celtic lands and celebrated by the Romans with recognition of the goddess 
Flora. Dancing around the May Pole is a joyful experience, symbolic of the tree of life 
and fertility. This festival is celebrated as an entire school community together with 
City Garden. 
 
We end the year with a Closing Ceremony where we reflect on the events of the 
year and echoing Opening Ceremony, the first graders give roses to the graduating 
eighth graders.  Families are invited to join us for this assembly. 
Eighth Grade Graduation honors the completion of 8th grade, celebrating the work of 
the graduating students and the contributions of their teachers. 
 

STUDENT BEHAVIOR GUIDELINES 
 
Code of Conduct 
Urban Prairie strives to build an environment of mutual respect, reverence, and 
responsibility. Caring for each other and the environment is integral to our curriculum 
and is vital for students growing into responsible adults. When anyone is uncivil, 
disrespectful, or disruptive, the whole community is diminished.  Everyone is entitled 
to a secure and supportive learning environment that includes respect for diverse 
viewpoints.  These rules are meant to promote harmony within the school.  Although 
teachers strive to deal flexibly and creatively with situation as they arise, there are 
certain behaviors that are not tolerated by the school.  The following guidelines will 
help nurture a positive and supportive learning environment for all students. 
 
UPWS requires that students:  
·       Have a respectful attitude toward one another and the adults at school. 
·       Use a quiet tone of voice when indoors. 
·       Walk when inside the school. 
·       Follow classroom and outdoor rules whether established by their class teacher, 
subject teacher, substitute teacher, adult volunteer, or field trip chaperone. 
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·       Use polite and kind language when addressing others.  Name-calling or use of 
demeaning or derogatory language is not permitted.  UPWS does not tolerate teasing, 
bullying, ostracizing or mean-spirited criticism. 
·       Respect the personal space of others at all times. 
·       Respect the belongings of other students and of classroom equipment and 
materials. 
·       Respect all areas of the school facilities including classrooms, hallways and 
bathrooms.  All students are asked to help maintain the cleanliness of the facility and 
report any issues. 
·       Students may not bring cell phones, cameras, web-based wrist wear or other 
technological devices to school.  If a student requires a cell phone for parent 
communications, then parents must file a Cell Phone Exception request.  This form is 
available in the office.  The device must be turned into the office each morning and can 
be picked up at dismissal each day.   

·       Keep shoes and other belongings neatly arranged in their cubby or locker. 
·       Transition between classes in an orderly, timely and quiet manner. 

 
Outdoor Etiquette 
UPWS requires that students:  

·       Walk on the sidewalk calmly with their teacher when going outside for recess or an 
outdoor class. There is no roughhousing while walking. 
·       Socialize safely at recess: behavior that threatens anyone’s safety and wellbeing is 
not permitted. 
·       Do not partake in aggressive play 
·       Do not litter. 
·       Use playground equipment in an appropriate manner. Follow teacher guidelines 
regarding equipment use. 
·       Do not throw snow, ice, or sticks at others. 

 
Bul ly ing 
Bullying is written, verbal, or physical conduct, including electronic communication, 
that is sufficiently severe, persistent, or pervasive to limit a student’s ability to 
participate in, or benefit from, a program or activity of the school; or to create a hostile 
or abusive educational environment, adversely affecting a student’s education, 
including acts of verbal, nonverbal, or physical aggression or intimidation. This includes 
bullying that is based on a student’s actual or perceived race, color, national origin, sex, 
disability, sexual orientation, gender identity or expression, religion, or another 
distinguishing characteristic. This also includes conduct that targets a student 
because of a characteristic of a friend, family member, or other person or group with 
whom a student associates. Bullying is frequently referred to as harassment when it 
pertains to a characteristic protected by nondiscrimination laws.  This behavior is not 
tolerated and can include any of the following: 

• Physical abuse or hitting.  Physical fighting may result in immediate suspension. 
 Chronic or egregious fighting is grounds for dismissal. 
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• Verbal abuse or malicious or hurtful name-calling, verbal threats, or 
intimidation.   

• Disrespect of a particular person’s property or stealing. 
• Incitement or getting someone else to carry out any of the above-listed 

actions. 
 
Cyber-bul ly ing Pol icy 
Cyber-bullying is bullying through the use of technology or electronic devices and the 
internet.  It includes, but is not limited to email, social networking, instant messages, 
text messages, and other postings whether on a website, social networking page, in a 
blog, or other electronic communication on or off school campus. Violation of this 
policy may result in disciplinary action, suspension, or dismissal.  Cyber-bullying may 
include but is not limited to: 

• Posting slurs or rumors or other disparaging remarks about a student or 
community member on a website, social networking page, or blog; 

• Sending email or messages that are mean or threatening or show ill-intent; 
• Taking and/or sending embarrassing photographs of a student or posting 

misleading or fake photographs of a student or community member on a 
website, social networking page, or blog. 

 
Conscious Communication Guidel ines 
The goal of conscious communication is that every UPWS parent and student: 

• is able to speak their mind in a way that also takes into account the time and 
space of others and respects the boundaries, thoughts, and feelings of others; 

• takes interest in others’ opinions and strives for understanding without 
judgment;  

• speaks in a way that is kind, true, and necessary (does it improve upon silence?); 
• is responsible for the consequences of their words and actions. 

 
How do we do this? 
 

1. Use “I” statements 
2. Ask curious questions 
3. Take responsibility for your feelings. No one can make you feel anything you do 

not choose to accept. 
4. Be aware of your personal assumptions and beliefs and strive to be neutral in 

your listening. 
5. Welcome and find peace with divergent viewpoints (agree to disagree). 
6. Be as succinct as possible.             
7. Engage in one conversation at a time. 
8. Keep discussion oriented towards solutions and the highest good. 
9. Focus conversation on people who are present. 
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Discipl inary Procedures 
Urban Prairie seeks to cultivate an environment that is permeated with reverence, 
respect, and responsibility where students are supported not only through their 
learning but also any difficulties that arise.  We strive to create a safe learning 
environment both physically and emotionally. UPWS understands discipline to be a 
creative, positive and mutually supporting relationship where the student is taught 
tools to control their own behavior. The Three Streams of Student Support are 
integral in this process.  When there are behavioral issues, the Guidance and Discipline 
Group will take the lead in supporting a child.   
 
This group will work with faculty to ensure systematic use of a variety of classroom 
management techniques, such as helping students refocus their attention or redirect 
their behavior.  The teachers will work with all students who need guidance in a 
respectful and effective way, taking the circumstances and age of the child into 
account.  All disciplinary processes are conducted so that the privacy and rights of the 
individuals involved are protected.  
 
In the beginning and throughout the school year, teachers will clearly communicate to 
the students and their parents the guidelines and expectations for behavior. These 
expectations will change as the children mature through the grades. Questions about 
behavioral guidelines are best addressed with the class teacher.  General questions 
about the Guidance and Discipline Group and the tools that they employ can be 
addressed to their Chair, Adriana Kondrat. 
 
Severe behavior generally encompasses a pattern of extreme behavior that 
disregards classroom rules and school etiquette.  
Incidents involving inappropriate and severe behavior will be addressed based on the 
nature and severity of the offense.  Behavior incidents will be brought to the attention 
of a student’s parents based on the nature of the incident including the severity of an 
incident or in the case of repeated incidents in which the student does not respond to 
teacher’s instructions. Upon a full review and investigation of an incident, the Guidance 
and Discipline Group will determine the level of response necessary which can range 
from a verbal warning up to and including expulsion.  
 
The purpose of a more severe disciplinary action is to call the inappropriate behavior 
and/ actions to the consciousness of the child in order to help them modify the 
behavior or receive the support they need for correcting the concerns.  
 
Probation and Student Dismissal  Process 
Every effort is made to help a student remain at Urban Prairie once they are enrolled. 
The Three Streams of Student Support committees exist in order to support students 
through difficulties or hindrances that may be keeping them from thriving at school. 
 Within this system, there are many tools available to faculty to support students; 
however, the toolbox is not limitless.  Once faculty have exhausted all tools in working 
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with a student, there is a possibility that Urban Prairie cannot serve the student.  There 
are three key points to determine whether a student should remain at the school. 
These are social health, academic health, and parental support of Waldorf education, 
the teacher, and the school. Each aspect must be present for the school to best serve 
the child.  
 
 
Social  and Academic Health  
The teacher identifies and documents a classroom issue and communicates with the 
parents in a timely and respectful fashion. If the problem continues, the teacher along 
with his or her colleagues will develop a plan of action with the parents. Once all parties 
agree to the plan and timeline, it is signed, and the student will be on a Support Plan. 
The faculty will monitor the situation and when the probationary period is complete, 
they will determine if the child and school are is a good fit for each other. If the decision 
is reached that the child would be better served in an alternate educational 
environment, the faculty and administration will carry out this decision. 
 
Administrative Case (Parental  Support)  
An administrative case for dismissal occurs when a parent does not support Waldorf 
education or does not support the authority of the teacher. Lack of support may be 
demonstrated by actions such as failure to respond to attempts to address certain 
issues or situations, inappropriate forms of communication with any representative of 
the school, and/or undermining the relationship of the teacher to the child. In 
situations such as these the class teacher and/or administration will fully document 
the situation and bring it to their colleagues. If needed, the Administration will develop 
a plan and timeline to address the problems. Once all parties agree to the plan and 
timeline, it is signed, and the family will be, in effect, on probation. Administration and 
the class teacher will monitor the situation and when the probationary period is over 
will determine if the family and school are a good fit for each other. If the plan of action 
is not signed and returned to the school by the deadline or is signed and not carried 
out by the parent, then the situation is brought to the Faculty for review. 
Administration and Faculty must come to an agreement regarding whether the 
student may remain at the school and under what conditions or whether and at what 
point the relationship with the student and enrollment is terminated. 
 
MEDICAL POLICIES 
 
Emergency Forms 
A completed emergency form must be on file for each student. This form should be 
updated annually on BigSis during enrollment or re-enrollment. Any special dietary or 
health concerns should be clearly stated in writing on the form and communicated 
directly to Administration. The information on this form is used to contact a parent 
and/or initiate medical care in the event of an emergency. Please notify the school as 
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soon as possible if there are changes in medical status or insurance.  This information 
must also be updated on TADS as soon as possible. 
 
Medication Pol icy 
If your child needs to take medication during the day, you must provide a medication 
plan to the School Office. Under Illinois law, school personnel cannot administer 
medication to students with the exception of auto-injectable epinephrine (e.g. 
Epipen®/Epipen Jr.®). This includes prescription medicine, homeopathic medicine, 
aspirin – anything taken orally or by injection. In an extreme medical emergency, such 
as severe asthma attack, school personnel may administer medicine that has been 
provided by the parent with written permission. In the event of a suspected serious 
allergic reaction, school personnel may administer injectable epinephrine if available. 
This is considered emergency first aid and would be accompanied by a call to 911, 
followed by a call to the parents. 
Students may self-administer medicine with written permission from medical staff or a 
parent to be kept on file at school.  Please administer medication at home when 
possible. 
 
Asthma 
If your child has asthma, please let the Administration and the teacher know. We ask 
that you provide a copy of your child’s asthma plan and bring medication to the 
Administrator’s office with the medication plan.  A back up inhaler should be left with 
the Administrator. Inform the classroom teacher and school administrator 
·       Provide the school with a copy of the most current Asthma Plan. 
·       Provide the Administrator with any medication and inhaler to be left at school when 
possible.  Parents are responsible for ensuring that there is adequate medication 
remaining in the inhaler.  This should be checked on a monthly basis. 
 
Auto-injectable Epinephrine 
Illinois law allows teachers to administer auto-injectable epinephrine to students in 
need. If your child needs an auto-injectable epinephrine with them at all times, you 
must provide two doses/injectors to the school.  One will be kept in the office, and the 
other will be in the classroom or outside with your child’s class at all times. Injectors 
must not be expired. 
 
Cough drops 
Cough drops are permitted if they have been prescribed to manage on- going 
symptoms and specify prescribed usage.  Cough drops should be kept with the class 
teacher or in the school office to be provided to the student upon request.  These 
cough drops should never be shared with others. 
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Dental  Exams 
Illinois law requires that students in 2nd and 6th grades have proof of dental 
examination prior to the completion of the school year. Your dentist should have these 
forms at their office. 
 

Health forms and Immunizations 
Health Forms 
·       Each student must have a medical report on file. 
·       Forms must be submitted for 1st and 6th graders as well as any transfer students. 
Medical examination forms should be available from your child’s doctor or from the 
Administration. 
·The report must state that the student is in good physical condition, free from 
communicable and infectious diseases, and is immunized against childhood diseases. 
 
Immunization Exemptions and Waivers 
·       Parents or legal guardians who object, for religious reasons, to their child being 
immunized for school entrance must submit a Certificate of Religious Exemption, 
which now must be signed by a health care provider.   Certificates must be stated 
annually. 
·       Medical exemptions are also allowed and must be signed by a health care provider. 
·       Students who are not immunized may be excluded from school during outbreaks 
of specific communicable diseases following Center for Disease Control guidelines.   
·       For more details on immunization waivers got to: http://www.nvic.org/Vaccine-
Laws/state-vaccine-requirements/illinois.aspx 
 
I l lness and School  
Contagious Diseases 
If your child has a reportable communicable disease such as; 
·       Chicken pox 
·       Mumps 
·       Measles 
·       Whooping cough 
Contact the Administration immediately, and keep your child home from school.  While 
maintaining confidentiality, we are legally required to notify the community if we have a 
student that contracts any of these diseases.  Students will need a note from a 
licensed heathcare professional to return to school. 
 
General  I l lness  
Please keep sick children at home.  Contagious diseases pass quickly through schools. 
 Sick children have difficulty participating in school.  Rest at home will support quicker 
recovery.  Below are some guidelines for keeping your child at home. 
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Please Keep Your Chi ld at Home If  They Have:  
●  Acute cold with sneezing, coughing and/or runny nose 
●  Sore throat and/or swollen glands 
●  Nausea, vomiting or diarrhea 
●  Listlessness, weakness, chills and headache 
●  A fever 
●  Eyes that show redness, puffiness, discharge, aversion to light 
●  Earache 
• Parasitic infestation such as intestinal worms, lice or scabies (see below) 
We ask that children be fever-free for 24 hours before returning to school. 
 
I l lness at School  
A child who becomes ill at school will rest in a quiet area of the school, and parents will 
be notified. If it becomes clear that the child is too ill to remain at school, we will 
contact the parents to pick up their child. 
 
I l lness and Recess 
Al l  chi ldren wi l l  be expected to go outside. We cannot accommodate children 
inside during recess, as staff will be outside the building with the children. Please take 
this into consideration when making decisions about illness and school attendance. 
 
Injuries at School  
In the event of a mild injury at school, the student will be given simple first aid. This may 
include cleaning of a wound, antibiotic ointment, and a bandage. The parent will be 
called if it appears that the injury requires further attention and is more serious in 
nature. The adult who was supervising the injured child at the time of the accident will 
complete an injury report form which the parent will be asked to sign at pick up. 
In the event of a more serious injury at school, school staff will call 911 if necessary and 
the parents. 
 
Insurance 
Our school insurance does not cover individual children in the event of accidents and 
injuries.  If your family is in need of health insurance please visit www.healthcare.gov. 
Parasit ic Infestations ( intestinal  worms, l ice,  scabies)  
Students will not be allowed in school due to the extremely contagious nature of such 
parasites.   Please notify the Administration immediately. Contracting parasites can 
happen to anyone and is not an indication of poor hygiene. In Illinois, it is legally 
mandatory that we notify the school community of these conditions, but the student’s 
name will remain anonymous. 
 
Lice 
·   Parents must notify the school if a child has nits/lice. 
·    Urban Prairie Administration will notify the community that a student has lice and 
request that all parents check their child for lice and nits.  
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·    If it is discovered that multiple children have lice or nits, Urban Prairie may contact a 
lice specialist in an effort to check all students.  Parents will be notified if an outside 
service is called to assist. 
·    During an outbreak, children with long hair with or without lice/nits are asked to have 
hair pulled back to reduce the risk of contracting lice.  
·    If evidence of lice is found on a student, parents will be notified immediately to pick 
up their child. 
·   Brushes, hats and other accessories which contact touch the hair , should remain at 
home at all times. 
·   Students may return to school when they are nit- free or with a clearance from a 
medical professional. 
 
Mandated Reporting 
According to Illinois Law, all faculty and /or staff members are required to contact the 
Department of Children and Family Services in the case of suspected abuse. Any such 
situations will be handled with discretion and in accordance with the law. 
Visit:  http://www.ilga.gov/legislation/ilcs/ilcs3.asp?ActID=1460&ChapterID for more 
information. 
 

FOOD AND ENVIRONMENTAL ALLERGY POLICY 
 
Urban Prairie Waldorf School (UPWS) is committed to providing a safe and nurturing 
environment for its community, Urban Prairie Waldorf School is committed to working 
in cooperation with parents, students, and their physicians to minimize risks to all 
students and faculty. Allergy management includes prevention, education, awareness, 
communication, and emergency response. 
 
Goals 
·       To maintain the health and protect the safety of children and faculty who have life-
threatening allergies in ways that are developmentally appropriate; ensure the ability 
to participate in and benefit from the services, activities, or opportunities offered by 
the school; promote self-advocacy and competence in self-care. 
·       To maintain the health and protect the safety of children who have a history of 
adverse reactions to food and / or beverages in ways that are developmentally 
appropriate; ensure the ability to participate in and benefit from the services, activities 
or opportunities offered by the school; promote self-advocacy and competence in 
self-care 
·       Implement preventive measures, interventions and individual health care plans for 
students with serious environmental allergies, food or beverage allergies and food or 
beverage intolerances based on medically accurate information and evidence-based 
practices. 
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Requirements 
·       A student with a l i fe threatening active history of allergies or adverse reaction to 
an environmental substance or food is required to submit the UPWS Allergy History 
& Action Plan (AHAP) before the start of the school year. A student that develops a 
new allergy during the school year must submit an updated AHAP as soon as possible. 
A student’s healthcare provider must complete the AHAP with the 
parent(s)  or guardian/designee.  This form can be downloaded from 
TADS or obtained directly from the Administration.   
A student with a non-life threatening active history of allergies or adverse reactions to 
an environmental substance or food is asked to submit the UPWS Adverse Reaction 
to Food and Beverage (ARFB) form before the start of the school year.  This form may 
be completed by the student’s healthcare provider or parent(s) or guardian/designee. 
  This form can be downloaded from TADS or obtained directly from the 
Administration.   
 
Process 
·       The student’s AHAP or ARFB will be utilized by the Administrator and student’s 
classroom teacher to develop a prevention plan in collaboration with the student’s 
parent / guardian as necessary. A prevention plan includes identifying substances that 
should be restricted from the classrooms and /or other areas in accordance with 
Prevention Plan, communication of ng these restrictions with to all UPWS staff and 
parents, and reinforcing behaviors within the classroom and other areas as needed to 
prevent exposure to an allergen. The prevention plan shall be implemented at the 
beginning of the school year and may need to be updated as needed. 
 
Emergency Response 
Each year, UPWS staff will review the process for identifying, managing, and ensuring 
continuity of care for students with life-threatening allergic reactions. UPWS will stock 
autoinjector epinephrine at the school. The purpose of the stocked epinephrine is to 
make the medication available in emergencies to individuals without prior history of 
serious allergies who develop an anaphylactoid response or when a student’s personal 
dose is found to be flawed or ineffective or not immediately available. As noted above, 
students with an active history of serious food or environmental allergies should 
provide two doses of auto-injector epinephrine to UPWS. 
 
FAMILY PARTICIPATION IN THE LIFE OF THE SCHOOL 
 
Parents are a vital part of the community and are encouraged to actively participate in 
the life of our school. Without the gifts of parents’ time, energy, and expertise, our 
school would not exist.  Parent involvement helps create a rich community 
environment that provides greater support for the students and their education.  
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Here are some examples of ways to get involved as a parent volunteer:  

• Classroom Volunteer - There will be many opportunities throughout the 
year to do something helpful for your child’s class.  It could be fixing up 
costumes for a festival, chaperoning a field trip, or hosting a potluck for the 
parents in your class--just to name a few! 

• School-wide Volunteer - Volunteer for school-wide projects such as 
clean-up days, all-school festivals, or performances or for a committee within 
Parent Council. 

• Fundraising and Community-bui lding - Sign up to volunteer or cook for 
Yuletide Festival, help to host Grandparents’ Day, make calls for the Annual 
Fund, or welcome new families to the school. 

• Outreach - Post flyers for school events; write online reviews about UPWS; 
invite friends to class observations or open houses, sign up for outreach 
events. 

• Parent Ambassadors - Work with the Community Development Director to 
support class observations and open houses 

• Serve as a Room Parent - see subsequent description of this job 
• Serve as a Class Delegate to the Parent Counci l  - see Parent Council 

section 
 
Parent Education 
Parents can deepen their understanding of Waldorf education and child development 
through attending Parent Education events.  The Administrative Weekly Update and 
the school calendar will announce these events which include Curriculum Evenings, All 
School Parent Meetings, guest lecturers, movie-screenings, and book clubs.  To make 
suggestions or volunteer to coordinate an event, please contact the Director of 
Community Development. 
 
Parent Counci l  
The Urban Prairie Waldorf School Parent Council embraces the vision of an engaged 
and valued parent body in service to the school’s mission. It is the vision of the Parent 
Council to design, guide, and facilitate participation of parents in the life of the school 
in accordance with UPWS’ stated mission and values. 
All parents are encouraged to take part, and all parents are automatically members. 
 
Parent Council Officers are: 
Briana Villarubia, Co-Chair 
Alison Welch, Co-Chair 
Dona Nishi, Bookkeeper 
Scribe - currently unfilled position 
 
Parent Counci l  Committees include:  

• Library - manage and provide volunteers for the school library 
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• Fundraising - oversee various school fundraisers such as coffee and candle 
sales 

• Yearbook - help to produce the annual yearbook 
• Community Building - support Teacher Appreciation Week, First Friday 

Coffees, and other events that bring our community together 
• Food and Wellness - oversee food for all-school events 
• Green Team - ensure proper recycling and composting at the school as well as 

other green initiatives 
• Makers’ Guild - make items needed in the classrooms 
• Historian - collect information to maintain class binders 

 
Class Delegates 
Each class will have 1 - 2 class delegates to Parent Council who are charged with 
attending monthly Parent Council meetings and reaching out to individuals within their 
classrooms for help as needed in Parent Council or all-school activities and initiatives. 
 Delegates volunteer for one year. 
 
Room Parents 
Room parents work closely with the class teacher, assisting him/her in a variety of 
ways. Room parents are asked to facilitate communication between teachers and 
parents by relaying important information about classroom events and activities. They 
are regarded as the “turn to” resource for the classroom teacher and should be 
prepared to help in whatever ways will best serve the class.  They may: 
·       Help organize field trips, festivals and other classroom events 
·       Create or procure supplies and materials for the class 
·       Organize other class volunteers 
 
Fundraising 
Urban Prairie offers a variety of fundraising opportunities to support the mission of the 
school.  This fundraising is critical to our annual budget, allowing us to provide a vibrant 
and well-rounded curriculum and plan for the future.  Like most independent schools, 
the costs of running our school and creating a stable future may not be fully met with 
tuition dollars.  
 
Annual  Fund:  The Annual Fund is an invitation to support the mission and vision of 
our school in a direct way.  We strive for 100% participation from Board members, 
faculty, staff, and parents and encourage each family to give as generously as their 
circumstances allow. 
 
Capital  Campaign:  Urban Prairie embarked on its first Capital Campaign in March 
2017 in order to purchase and renovate the Montefiore property.  This campaign is 
ongoing as we seek to fulfill the long-term vision of our permanent home at that site.   
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Events:  The school occasionally holds events, galas, or concerts in support of the 
mission of the school.   
 
SCHOOL AND FAMILY IN PARTNERSHIP 
 
Parent-Teacher Partnership 
Enrolling your child in Urban Prairie initiates a partnership between your family and the 
school community. The goal of our education is to support your child’s cognitive, 
social, and emotional development.  Students’ time at Urban Prairie fosters their 
creativity, self-reliance, flexibility, and compassion. Nevertheless, this influence runs in 
the other direction too – from the child to the school. 
As such, please be mindful of how your child’s experiences outside of school are 
inevitably brought back into the classroom to influence the school culture. When the 
majority of children in the school community bring similar values from home, a 
teacher’s influence will be in harmony with the influence of peers. If most children’s 
time at home does not work in concert with the school’s culture, however, it is difficult 
for the school’s values to take hold. 
 
Maintaining a community’s values is a matter of the commons and like the 
maintenance of any commons, it can only be upheld by each individual acting within 
the greater interest of the group. 
 
Parent-Teacher Communication 
There may be times when a parent would like to talk to a class teacher about an issue 
or concern. Please be mindful that during the school day, including drop-off and pick-
up, the teacher is on duty and cannot engage in lengthy discussions. Teachers will 
provide their class parents with office hours. It is best to email to find a mutually 
agreeable time for discussion unless a teacher has specified another preferred 
method of communication. 
 
If parents need to take a concern further, they may contact the Pedagogical Director 
(Faculty Chair in the absence of the Pedagogical Chair), the Community Development 
Director, or the Director of Operations and Finance, who will see to it that the concern 
is addressed appropriately. 
 
Parent-Teacher Conferences 
Parent-Teacher conferences are scheduled 2-3 times a year; the dates for the 
conferences are shown on the School Calendar. These conferences offer a significant 
opportunity to learn about your child’s progress. This is also an opportunity for 
teachers to learn about parents’ concerns and questions. When possible, it is 
recommended that both parents attend these conferences. Parents should feel free 
to contact their class teacher whenever there is a question about their child’s progress 
in school rather than waiting until the Parent-Teacher Conference. 
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Teachers will post sign-up sheets in advance of the date. Posting may occur online or 
physically at the school. This will be determined by the individual class teachers. 
Subject teachers are available for conferences upon request of the teacher or parent. 
 
Mid-Year and Year-End Reports 
Parents will receive written reports (through the Big Sis parent portal) from their class 
and special subject teachers in the middle of the year and at the end of the school 
year.  These reports summarize the work done during the year, address the child’s 
strengths and weaknesses, and offer suggestions for the future.  In middle school, 
block reports will also be sent home throughout the year.   
 
Parent Evenings 
Parent Evenings are scheduled several times per year, and parents are strongly 
encouraged to attend all Parent Evenings. The class teacher will determine the 
frequency of these meetings. 
Parent Evenings are educational and social events. It is important for all families to 
know each other and for parents to work together to help the students grow and learn. 
At each Parent Evening, the class teacher will present something of interest – it might 
be a lecture, a sample  lesson, an in-depth discussion on a particular topic, an artistic 
project, etc. The idea is to give the parents a deeper appreciation and understanding 
of what the children are experiencing. There will be time to ask questions and share 
stories with other parents. If there are two parents in the household, we recommend 
that both try attending these evenings. 
 
Parent Questions 
Parents are encouraged to talk to the person most directly related to the issue at 
hand.  If parents need to take a concern further, they may contact the Pedagogical 
Director (Faculty Chair in the absence of a Pedagogical Chair), Community 
Development Director, Director of Operations and Finance, or Board President. 
 
Questions Regarding Your Chi ld 
Questions concerning your child, the curriculum, or social matters in the class should 
be brought to the class teacher. If a questions requires further attention, parents 
should contact the Faculty Chair, Community Development Director, or the Director 
of Operations and Finance.  
 
Questions Regarding Non-Child Matters 
Questions or concerns regarding school policies, administration, finances, 
employment, safety, parent-to-parent issues, and other general school issues/non-
child specific questions should be directed to the Director of Operations and Finance. 
This may include items such as tuition, aftercare, school programs, the school’s 
facility, etc.  Questions regarding parent education, events, marketing, development, 
admissions, enrollment, and tuition assistance should be directed to the Community 
Development Director. 
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Parent Travel  
If you will be out of town while your child is in school, we ask that you leave information 
with the class teacher and administration letting them know who will be caring for your 
child and how to contact him/her as well as how to get in touch with you in case of an 
emergency. 
 
Visit ing the School  
If a parent desires to visit their child during the school day (both indoors and or 
outdoors), we request that you notify the teacher and administrator in advance, ideally 
a minimum of 24 hours in advance.  This allows the faculty to respect the children’s 
space and the integrity of each class. This applies during school hours as well as 
Aftercare.  All visitors must sign in at the Administrative Office. 
 
Custody Agreements 
In situations in which a custody agreement exists, all relevant portions must be 
uploaded to the enrollment contract through Big Sis. 
 
Recycl ing - Lunch and Snack Containers 
We practice reusing and full-using first, before moving to recycling. Please send a 
lunch with containers that can be used repeatedly. This helps to teach your children to 
respect the environment and normalizes reuse.  There are recycling bins as well as 
compost bins throughout the school.  Teachers will encourage the students to use 
them for any compostable or recyclable items. 
 
Supporting your Chi ld’s Education at Home 
Waldorf schools focus on helping the whole child develop in time with the natural 
rhythms of the child. To this end, the education cannot be attended to only at school; 
the impulse toward wholeness should continue in the home life. Establishing rhythm 
and order at home is one of the best ways to support your child’s education. 
Order, ritual, and rhythm can begin with small things such as lighting a candle at 
dinnertime. The Waldorf idea of rhythm and order in the home life is not to be taken as 
a complete and total schedule; it should be understood as a general suggestion of 
structure on which to hang each individual day. 
 
Most Waldorf parents find that an emphasis on ritual and order is one of the ways that 
Waldorf education directly and positively affects their own lives. In our fast-paced 
world, it is refreshing and rejuvenating to slow down, take pause, and focus on 
enduring values. 
 
Children need the security of boundaries and rhythm to thrive – determining how 
much order your child needs is the role of the parents. We are interested in supporting 
the families at our school in the ways that work best for them. We do not want to be 
dogmatic or directive. This section is intended to provide ideas and guidelines. 
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Media (television,  v ideo games, smart phones and other hand held 
devices) 
Waldorf education strives to nurture children’s growing capacities for imagination, 
independent thinking, healthy feeling, and active willing. Cultivating the imagination is 
necessary for the development of critical thinking. The fact that consuming media, 
including television, movies, video games, and computers, can interfere with the 
development of these capacities is well- documented. A reliance on ready-made 
pictures reduces a child’s ability to visualize both the written word (when reading) and 
the spoken word (when listening to stories or given imaginative pictures orally). 
Students accustomed to passively receiving impressions often have difficulty with the 
inner demands necessary to sustain imaginative thought. 
Media influences easily enter the classroom and the rest of the class is easily affected 
by any images or messages brought to them. Urban Prairie recommends that parents 
limit the exposure their children have to such media, especially during the school week. 
 
Recommended Media Guidel ines by Grade – please contact your class 
teacher for media guidelines by grade. 
If you have questions on this topic or would like resources for further study, please 
discuss with your class teacher. 
 
Sunday Night 
On Monday mornings, the class teacher typically begins a new section of the morning 
lesson. The rest of the week’s lessons are built upon this foundation. For this reason, it 
is very important that children come to school on Monday well- rested and ready to 
learn. Please plan your weekends to allow for some “settling-in” time on Sunday 
evenings. 
 
Photography 
Urban Prairie ceremonies and festivals are a time for families to reflect, enjoy the 
moment, and create lasting memories for the child, family, and community.  With the 
assistance of Parent Council, Urban Prairie will organize members of our community 
to film and / or photograph events, which will be made available to families.  Based on 
this, we ask that when attending any festival, assembly, or other school- wide event 
you refrain from using cameras / cell phones to photograph children. 
 
Please do not post pictures to social media sites, blogs, or other websites of other 
parents’ children at school events without the express consent of those parents.   
 
Directories and Listservs 
A student directory is available on the school’s Big Sis portal. Please only use the 
school directory for school and personal purposes. We do not allow the directory to be 
used for commercial purposes. 
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Our primary method for mass communication is via our class and school Google 
groups.  Our three Google groups have distinct purposes: 
 
Class l istserv:   Your family is included in the listserv group for your child’s class which 
is used to communicate class weekly updates, news and conversations. The listserv 
address includes your teacher’s name (upws_teacher’s last 
name@googlegroups.com).  Parents may post things of general interest to the rest of 
the class on this group. 
 
Urban Prair ie l istserv:  Faculty, Administration, and the Board use this all school 
listserv to send key information to all families in the school, important updates, school 
closures, etc.  Parents cannot send emails to this list.  The Administrative Weekly 
Update is sent to this group. 
 
Bul letin Board:  This Google group for all Urban Prairie (and non- Urban Prairie upon 
request) community members can be used to post information of general interest to 
the whole school. (i.e. Beach Days, organic food vendors in the community, etc.).  
 
CONSCIOUS COMMUNICATION AND CIVILITY POLICY 
 
Conscious Communication and Civi l ity Pol icy 
Urban Prairie strives to foster healthy relationships between all members of our 
community. We ask all members of the Urban Prairie school community to make a 
personal commitment to undertaking direct and honest communication. The school 
must stand on a firm moral foundation, and this is best done in an atmosphere 
supported by trust and compassion. 
 
Differences of opinion do arise and need to be acknowledged. While it is natural for 
concerns to arise within any community, such concerns should be communicated in a 
productive and constructive manner.  When an issue or concern arises within the 
school community, we ask that the parties involved first talk directly with each other. 
We request that all persons engage in honest, respectful, and direct verbal and written 
communications and assume that all parties involved are invested in the best interests 
of the children. One of the twelve senses described by Rudolf Steiner is the sense of 
ego.  This is not the sense of self but a cultivation of sensitivity to others.  
  
We genuinely seek to create an environment that supports the growth of all the 
members of our community.  The goal of communication should to be resolve 
conflicts in a way that ennobles both parties. We recognize that conflicts and concerns 
provide opportunities for learning. We encourage all persons involved in the resolution 
of a concern to consider the process an opportunity to be open to self-review and to 
the viewpoints of others. 
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The goal of conscious communication is that every UPWS parent and student: 
• is able to speak their mind in a way that also takes into account the time and 

space of others and respects the boundaries, thoughts, and feelings of others; 
• takes interest in others’ opinions and strives for understanding without 

judgment;  
• speaks in a way that is kind, true, and necessary (does it improve upon silence?); 
• is responsible for the consequences of their words and actions. 

 
How do we do this? 
 

• Use “I” statements 
• Ask curious questions 
• Take responsibility for your feelings. No one can make you feel anything you do 

not choose to accept. 
• Be aware of your personal assumptions and beliefs and strive to be neutral in 

your listening. 
• Welcome and find peace with divergent viewpoints (agree to disagree). 
• Be as succinct as possible.             
• When in a group, engage in one conversation at a time. 
• Keep discussion oriented towards solutions and the highest good. 
• Focus conversation on people who are present. 

 
Please remember that we are all at different places in our journey will this work, and we 
are all striving towards the same goal.  “Sidewalk talk” that is gossipy in nature is 
destructive to the social fabric of the school community.  Any concerns or comments 
that you have about the school can be best addressed by bringing them directly to a 
teacher or administrative employee. 
Administration will bring uncivil communication to the attention of the parties involved. 
 Repeated incidents of incivility that lead to a breakdown in the partnership with the 
school may put a child’s enrollment in question. 
 
Netiquette Pol icy 
“Netiquette” refers to etiquette and behavior guidelines for internet communications. 
 Engaging in community discussions online, adding comments, posting on a blog or 
social media page is like talking in a shared meeting space.  These guidelines apply to all 
community members who are posting events, topics, comments, and photos that 
represent or pertain to Urban Prairie. 
 
Be respectful .  Many topics can be controversial, but it is important to be able to 
disagree without being disagreeable and/or using obscenities.  Focus comments on 
the issue at hand, and under no circumstances are community members to post 
anything with relation to the school or its employees that might be considered 
threatening, harassing, bullying, obscene, pornographic, sexist, or racist.   
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Individuals that break these guidelines will be notified by the school administration.  If a 
parent repeatedly breaks these rules, then this action would be considered in violation 
of bullying, cyber-bullying, privacy and internet use policies. 
 
ENROLLMENT POLICIES 
 
Probationary Period 
All new students enter the school on a three-month conditional basis. This allows our 
faculty time to discuss the initial adjustment with parents as well as identify any 
changes necessary to ensure the student’s successful transition. The classroom 
teacher will meet with parents at the end of this period to discuss the student’s 
progress. This period may be extended depending on the situation. If a student is 
asked to leave at the end of this period, the family will only be responsible for a 
prorated tuition to the date of dismissal. 
 
Re-enrol lment 
In February, each family will receive a re-enrollment packet that will include a re-
enrollment contract and information about the re-enrollment deposit and tuition for 
the following year. Re-enrollment is due by March 15.  Families who are not up to date 
with payment of the current year’s tuition will not be offered re-enrollment. After the 
March 15th due date for re-enrollment contracts and deposits, the school will open up 
spaces to families outside of the school. No child will be allowed to attend school 
without a signed contract and tuition agreement on file.  Families who enroll after 
March 15 will be subject to a late fee. 
 
Tuit ion 
The tuition your family pays not only enables Urban Prairie Waldorf School to provide 
an outstanding Waldorf education for your child, but it also supports all aspects of the 
school’s operations. Timely payment of tuition is important for the economic and 
educational health of the school. In order to meet salary and other financial 
obligations, the school counts on families to pay tuition on time. 
The tuition is set each winter by the board for the upcoming academic year. Budgetary 
demands, projected enrollment, and expected fundraising revenue are all factors in 
this decision. 
 
Payment of Tuit ion 
Urban Prairie has contracted with TADS, a tuition management vendor, to manage 
tuition payments. All payments will be made through TADS. Families can choose to 
pay tuition in full, semi-annually, or in nine monthly, or eleven monthly installments 
beginning in April. 
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A deposit of $1,000 and the $650 full supply fee are to be paid by March 15th. Families 
who do not reenroll by March 15th will be charged a $200 late fee. Any questions 
regarding tuition or the tuition vendor should be directed to the Administrator. 
Families who do not sign up for a payment plan through TADS by April 1st will be 
charged a $200 late fee. It is important for the health of the school that families 
commit to pay their tuition – our main source of financial support for the school. 
 
Tuit ion Assistance 
We strive to make Urban Prairie a diverse community. To that end, families with 
demonstrated financial need may be eligible for assistance.. Tuition assistance 
applications remain confidential and are reviewed by TADS, a third party tuition 
management company. The award amount (up to one-third of tuition) is determined 
by the tuition management company and members of the Tuition Assistance 
Committee. 
 
Sibl ing Discounts 
Tuition is reduced by 15% for the second and each additional sibling enrolled at UPWS. 
All students must pay the full supply fee. 
 
Student Withdrawals and Refunds 
There will be no reduction in tuition due to a student’s inability to attend school 
because of illness, vacation, bad weather, suspension, expulsion, optional early 
dismissal days, or other reason. If a student is asked to leave the school during the first 
ninety days of their enrollment, the family will only be responsible for a prorated tuition 
payment. 
Parents must notify the school in writing at least thirty days prior to withdrawing a 
student. In the event that the student withdraws from Urban Prairie after the 
execution of this enrollment contract, then Urban Prairie shall collect tuition as follows: 
·       Withdrawal on or before May 31, 2017: tuition deposit of $1,000 and supply fee  
·       Withdrawal from June 1–July 31, 2017: supply fee plus 20% of the annual tuition 
·       Withdrawal from August 1–August 31, 2017: supply fee plus 30% of the annual 

tuition 
·       Withdrawal from September 1–September 30, 2017: supply fee plus 40% of the 

annual tuition 
·       Withdrawal from October 1–October 31, 2017: the supply fee plus 50% of the 

annual tuition 
·       Withdrawal from November 1–November 30, 2017: the supply fee plus 60% of the 

annual tuition 
·       Withdrawal after November 30, 2017: 100% of the annual tuition and the  supply 

fee 
 
Fai lure to Pay Tuit ion 
If a family is having difficulty paying tuition, they should contact the Director of 
Operations and Finance as soon as possible to discuss the situation. If a payment is 
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missed, our tuition vendor, TADS, will contact the family to arrange for payment. When 
payments are 30 days late, the family will receive a written notice stating their TADS 
account is past due, and they must pay the balance due or contact the Administrator 
to make any arrangements outside of their TADS agreement.  After 60 days of non-
payment on a past due balance or no payment arrangements have been agreed upon 
with the Administrator the student must remain home from school until TADS records 
the payment. Students may not participate in any extra curricular after school 
activities if fees are not paid in full (after school programs and lessons).  They may 
attend aftercare. Year-end reports will not be sent out until accounts are paid in full. 
Urban Prairie will not send records to another educational institution until all accounts 
are paid in full.  All unpaid tuition and fees will be pursued through a collection process. 
 


