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CONCORDIA LUTHERAN SCHOOL (CLS) 

Preschool Parent Handbook 

 

PHILOSOPHY STATEMENT: 

Teach the child in the way he should go, and when he is old he will never part from it.  
Proverbs 22:6 
 
Concordia Lutheran School (CLS) provides a Christian based preschool, elementary, and middle 
school education.  Our faculty and staff view the learner as a “whole child,” striving to meet each 
child’s developmental needs in terms of spiritual, mental, physical and social education.  Our teachers 
are committed to educational goals of excellence.  Education is provided in a safe, loving and God-
pleasing setting that adheres to the Holy Scriptures, and upholds the principles of the Lutheran 
Confessions.  We teach from a carefully chosen curriculum, enhanced with creative teaching 
techniques, varied learning opportunities and use of technology.  Concordia’s parents and teachers 
work hand in hand to prepare our students to be life-long Christians and learners, and to apply their 
knowledge and skills in meeting life’s challenges. 
 
OWNERSHIP: 
 
Concordia Lutheran Preschool is owned and operated by The Lutheran School Association of Greater 
Seattle (Association), consisting of Lutheran congregations who joined together to establish a ministry 
of Christian education for their children.  Children who are not members of Association churches have 
been welcome to attend Concordia since the Association was founded in 1948. 
 
A school board, composed of members from the Association congregations, serves as the board of 
directors and is entrusted to form policies necessary for the day-to-day operation of the school. 
 
OBJECTIVES: 
 
Concordia Lutheran School seeks to carry out the command of our Lord Jesus Christ to “feed my 
lambs” by providing quality preschool in a Christian setting by using loving, creative, and purposeful 
means to train and nurture each child in our care.  Our concern is for the total personality of the 
child—physical, social, mental, emotional, and spiritual. 
 
CURRICULUM AND HOW CHILDREN LEARN: 
Related Washington rules: WAC 110-300-0305 and 110-300-0450(2)(e). 

 
Children learn best through active, meaningful play; secure relationships; exploration; conversation; 
and developmentally appropriate routines. Teachers prepare intentional learning environments and 
experiences that support social-emotional, language, cognitive, physical, creative, and spiritual 
development. Observations of children, family input, and individual developmental needs guide 
classroom planning. Our program incorporates play-based learning, the Zoo-phonics language arts 
curriculum, A Little Spot (Teddy bear class) and Second Step (Bumblebee and Giraffe class) social-
emotional learning, and age-appropriate Christian faith experiences. 
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NON-DISCRIMINATION POLICY:   
Related Washington rules: WAC 110-300-0030 and 110-300-0450(2)(a). 

 
Concordia Lutheran School does not discriminate on the basis of gender, race, creed, color, religion, 
or national or ethnic origin, sex, disability, sexual orientation, use of a guide dog or service animal in 
admittance, education, or other administrative policies and extends to all the rights, privileges, 
programs, and activities generally made available to students at the school, and does follow the 
guidelines as recommended in the Americans with Disabilities act of 1990.  
 
FAMILY ENGAGEMENT AND COMMUNICATION: 
Related Washington rules: WAC 110-300-0085 and 110-300-0450(2)(b). 

 
Concordia Lutheran Preschool values families as partners in each child’s care and education. 
Teachers and families communicate regularly through Brightwheel, email, conferences, classroom 
notices, and in-person conversations. Families are encouraged to share information about their 
child’s development, culture, language, routines, interests, and needs and to contact the classroom 
teacher or Preschool Director with questions or concerns. Interpretation or other reasonable 
communication support may be arranged when available. 
 
PHOTOGRAPHY, VIDEO, AND SURVEILLANCE: 
Related Washington rule: WAC 110-300-0450(2)(c). 

 
A parent or legal guardian must provide written permission before a child is photographed or recorded 
for school communications, classroom displays, the school website, social media, promotional 
materials, or other uses identified on the permission form. Families may change their permission in 
writing. Any building security cameras are used for safety and security and are not a substitute for 
active supervision. 
 
ALCOHOL, TOBACCO, CANNABIS, AND ILLEGAL DRUGS: 
Related Washington rules: WAC 110-300-0420 and 110-300-0450(2)(d). 

 
The use, possession, or impairment from alcohol, tobacco, vaping products, cannabis, or illegal drugs 
is prohibited in licensed preschool areas, on the playground, and during preschool activities. Smoking 
and vaping are not permitted on school property. A child will not be released to a person who appears 
impaired when doing so could place the child at risk; staff will contact another authorized adult or 
emergency services as appropriate. 
 
RELIGIOUS POLICY STATEMENT: 
Related Washington rule: WAC 110-300-0450(2)(i)(iv). 

 
In keeping with Christ’s command to “Feed My Lambs,” our preschool program offers religious 
experiences to the children at their level of understanding.  An age appropriate “Bible Time” with 
lessons, prayers, and songs based on the Bible will be taught.  Preschool children will also participate 
in one or two chapel services each month with students in kindergarten through 5th grade.  Snacks 
and meals will begin with a prayer of thanks.  Teachers will speak lovingly and naturally with the 
children about their own faith and love for the Lord in both formal and informal teaching times. 
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ENROLLMENT: 
Related Washington rule: WAC 110-300-0450(2)(k). 

 
Concordia Lutheran Preschool is a state licensed program open to children from the community.  First 
priority will be given to Association church families, followed by current Concordia children and 
siblings, followed by children from the community.   
 
Concordia Lutheran Preschool is a year-round program. The annual enrollment and tuition term runs 
from June through May, with new tuition rates taking effect each June. Enrollment continues 
throughout the full program year, including the summer months, unless a family provides the required 
written notice of withdrawal. Families do not need to register separately for summer care. Continued 
enrollment for the next program year may require updated enrollment forms and completion of the 
school’s annual registration process. 
 
Children entering the preschool program must typically be three years old by September 1 of the 
current school year. Placement is based on the child’s age, developmental readiness, classroom 
availability, and the conditions of Concordia’s current child-care license. Any exception to the usual 
age guideline must be approved by the Preschool Director and must remain within the ages permitted 
by the school’s license. 
 
Upon acceptance of enrollment, CLS requires that an information packet be completed for our files 
(medical consent forms, allergy information, immunization records, emergency phone numbers, etc.).  
These forms must be on file before the child can be left at Concordia Lutheran Preschool.  
 

Children enrolled in the preschool program must be independently toilet trained as defined in the 
Lavatory and Toilet-Training Policy below. The program recognizes that occasional accidents can 

happen and will respond calmly and respectfully. Because the current preschool classrooms do not 
have an approved diaper-changing area for routine diapering, children may not attend in diapers or 

pull-ups except as part of an approved individual accommodation plan. 
 
CHILD RECORDS, CONFIDENTIALITY, AND ACCESS: 
Related Washington rules: WAC 110-300-0450(2)(n), 110-300-0460, and 110-300-0465. 

 
Families must keep emergency contacts, authorized pickup persons, addresses, telephone numbers, 
health information, immunization records, custody documents, and other required enrollment 
information current. Changes should be reported promptly to the Preschool Director. 
 
Children’s records are confidential and are available only to the child’s parent or legal guardian, 
authorized preschool and school personnel with a legitimate need for the information, the Department 
of Children, Youth, and Families, and others authorized or required by law. Records will not be 
shared with other families without written permission unless disclosure is legally required. Current 
court orders affecting custody, access, or release of a child must be provided to the Preschool 
Director. 
 
HOURS: 
Related Washington rules: WAC 110-300-0450(2)(j) and 110-300-0455(1). 

 

• Full day (Monday–Friday): 7:30 AM–6:00 PM (10-hour maximum unless an alternate schedule 
is approved) 

 

• Half day (Monday–Friday): 8:00 AM–1:00 PM 
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We do not open until 7:30 AM FOR FULL DAY STUDENTS. 

 
Families should arrive with enough time to complete pick up and leave the building by 6:00 PM. 
 

SCHEDULED HOLIDAYS AND CLOSURES: 
 
Concordia Lutheran School will be closed during the following holidays:  
  

Labor Day  
Thanksgiving Day  
Christmas  
New Year’s Day  
Martin Luther King Jr, Day  
Veteran’s Day  
President’s day 

Monday after Easter  
Mid-Winter Break  
Spring Break  
Memorial Day 
Juneteenth 
Independence Day 

 
NOTE: If a holiday falls on a Saturday – CLS will be closed on the preceding Friday.  If the 
holiday falls on a Sunday – CLS will be closed on the following Monday. 
 

Please refer to the annual Preschool calendar for exact dates. 
 

TUITION AND FEES: 
 
Tuition payments must be received by the 10th of each month.  Payments are billed and paid 
through FACTS.  You will be asked to create an account and set up your payment plan.  
Please contact us for more information or with questions regarding your account.  Please note 
that you will be charged a $30 late fee for tuition not received by the 10th of the month. 
 
If a monthly fee is not received by the 17th of the month, full day and part day preschool 
may not be provided beginning the 1st of the following month. 

 
LATE PICK UP FROM CLASS: 
 
A late pickup fee of $20.00 for each 15-minute increment will be charged when a full-day child 
remains after 6:00 PM or a half-day child remains after 1:00 PM. 
 
Please be aware that our employees need to leave the building shortly after 6pm and that our 
state licensing requires that the building is closed at that time. IF YOU HAVE AN 
EMERGENCY AND WILL BE LATE, PLEASE SEND A BRIGHTWHEEL MESSAGE OR 
LEAVE A VOICEMAIL AT OUR PRESCHOOL OFFICE 206-525-0871. 
 
There is no credit given for absences due to vacations, illnesses, or holidays, or inclement 
weather. 

 
WITHDRAWAL FROM PRESCHOOL PROGRAM: 
 
Thirty (30) days notice must be given for withdrawing a child from CLS.  When a child is 
withdrawn with less than 30 days notice, an additional charge of one month of full time or part 
time preschool, beyond the notified withdrawal date, will be added to your account. 
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PARKING: 
 
Preschool families may park in available spots in front of the school or in the church parking lot 
across the street from the school.  Please do not park in areas designated for Auction 
recipients and be sure to hold your child’s hand as you bring them into the building and to their 
classrooms.  For safety reasons, do not allow your child to run ahead.  
 

DRIVE SLOWLY: Please drive cautiously on 36th Avenue and in all school parking 
areas. Follow the posted speed limit and slow down further when children and families 

are present. 
 
 
EMERGENCY SCHOOL CLOSURES: 
Related Washington rules: WAC 110-300-0450(2)(s) and 110-300-0470. 

 
Reunification Plan: If students are unable to use the building for hazardous or unsafe 
conditions and have evacuated, the school will text or call you with the reunification location. 
The reunification sites will be either the back field of the school, Messiah Lutheran Church on 
35th, or the Northeast Branch Public Library on 35th. Signs will be posted as well in case 
technology cannot be accessed to notify you. When you or the person you designate to pick up 
your child comes, they will need identification and will need to be on your list of approved 
emergency pick ups. We will not release a child to anyone not on the list even if it is another 
parent from the school. Please think ahead about who should be on your list. 
 
Most school closures are due to inclement weather or equipment failure.  Concordia’s situation 
in bad weather is unique as compared to many local neighborhood schools.  At times of 
inclement weather, Concordia may choose not to conduct school while other schools may be 
in session.  The safety of the children to and from the school will be our prime consideration.  
Decisions to close the school will be made in the best interest of students and drivers, as well 
as other travelers. 
 
In the event of severe weather and or snow, the school may be closed.  There are several 
methods to use to check on closures, however, in general if Seattle Schools are closed, 
Concordia will close also.  If we are open but have a delayed start, school will open at 10am.  
Therefore, in the case of severe weather there are three options:  Normal operation hours, 
delayed openings to 10am, or school closed for the entire day. 
 
Brightwheel and the School Messenger system may be used to notify families of a closure, 
delayed opening, reunification, or other emergency. Notices may be sent as early as 6:00 AM. 
Families are responsible for keeping their contact information current. 
 
Announcements may be made on KIRO 7 TV, KING 5 TV and KIRO 4 TV.  You can also 
check our website (www.concordiaseattle.com) for updates. 

 
 
 
 

http://www.concordiaseattle.com/
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ILLNESSES: 
Related Washington rules: WAC 110-300-0205 and 110-300-0500. 

 
The problem of communicable disease is prevalent in every group and Concordia is no 
exception.  Parents must make other arrangements for the care of their children when 
they show symptoms of any deviation from normal health.  If a child is ill they will be kept 
separated from the group until taken home. 
 
Children will not be permitted at our school with any of the following conditions: 
 

1. Fever of 100 degrees under arm (auxiliary) or higher, and if they also have one or 
more of the following: diarrhea, earache, shows signs of irritability or confusion, sore 
throat, rash. 

2. Vomiting within the past 24 hours. 
3. Diarrhea – three or more watery stools in a 24-hour period. 
4. Draining rash or undiagnosed rash lasting over a 24-hour period. 
5. Eye discharge or pink eye.  Children can be readmitted after medical diagnosis to 

rule out bacterial or viral infection, or 24 hours on antibiotic treatment. 
6. Fatigue that prevents participation in regular activities. 
7. Open oozing sores and scabs, unless properly covered and 24 hours on antibiotic 

treatment. 
8. Head lice – until treatment is effective and a follow-up check has been made by 

school personnel. 
 
Parents shall be advised to make alternate plans for care in the event the child becomes ill and 
is not able to attend CLS. 
 
In case of minor injury or accident, the staff will administer basic first aid.  All injuries or 
illnesses not requiring immediate parental notification will be documented and reported to 
parents on an incident report when the child is picked up at the end of the day. 
 
In case of medical injury or illness requiring immediate professional care (emergency), the staff 
will call Medic 1 at 911, giving the location and nature of emergency.  As appropriate, the staff 
will administer CPR or first aid measures.  Parents will be notified immediately.  If parents are 
unavailable, those individuals designated as emergency phone contacts will be notified.  All 
children must have an emergency medical release form on file in case of such an 
emergency. 
 
In case of injury or accident, in which Medic I is not needed, but immediate professional care is 
required, the staff will contact the parents.  If parents are unavailable, people designated as 
emergency contacts will be notified. 
 
Concordia Lutheran School staff cannot transport children to a hospital or doctor’s office.  
Injured children shall be transported for medical aid by parents or by calling 911 for an 
ambulance. 
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If a child ingests or comes in contact with a poisonous substance the staff will contact the 
Washington Poison Control Center at 800-222-1222. 
 
Children in full-day classes are required to have a yearly physical examination.  This 
must be included in our health records.  Please inform CLS when this examination takes 
place. 
 
MEDICATIONS: 
Related Washington rules: WAC 110-300-0215 and 110-300-0500. 

 
Please inform your physician that your child is in full day or part day preschool and that you 
prefer to give medications at home, morning and evening.  Knowing this, many doctors will 
order longer acting medications.  Limiting medications dispensed away from home prevents 
medication errors.  Please remember CLS is designed for well children. 
 
If medication must be administered at school, the preschool’s current health policy and the 
following requirements must be followed: 
 

• Prescription medication must be in its original container with a current pharmacy 
label that includes the child’s name and complete administration instructions. 

• Nonprescription medication must be in its original packaging, labeled for the child, 
and administered according to the manufacturer’s directions unless written 
instructions from an authorized health care provider are required. 

• Written parent or guardian authorization is required before medication is 
administered. Additional authorization from a health care provider may be required. 
Sunscreen and other permitted nonmedical items require the applicable written 
authorization. All administration will be documented by preschool staff. 

• Medication needs to go home after the last date that the medication is administered. 
 
Health forms are required to be completed at the time of enrollment showing any allergies, 
physical handicaps, a statement of general health, and a current immunization history.  These 
must be updated and kept current. 
 
CIS (IMMUNIZATION FORMS) 
Related Washington rule: WAC 110-300-0210. 

 
Please be sure to have an updated immunization form on file at Concordia at all times.  The 
state requires that immunizations be listed on the form provided in your original enrollment 
packet (please email the director preschool@concordiaseattle.com if you would like an 
additional copy of the form.  Your pediatrician also has access to this form and can complete it 
for you and return to you for your signature in two places). 
 

The state of Washington will no longer consider personal or philosophical objections 
and exemptions to the MMR immunization.  If the state immunization form you have 
previously turned in for this school year does not reflect a current MMR immunization, 
you must provide an updated record before your child can attend school. 
 

mailto:preschool@concordiaseattle.com
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OFF-SITE ACTIVITIES AND TRANSPORTATION: 
Related Washington rules: WAC 110-300-0345 and 110-300-0480. 

 
Neighborhood walks and other off-site activities may be included in the preschool. Families will 
receive information about planned activities, and written permission will be obtained when 
required. Staff will maintain required ratios, active supervision, attendance records, emergency 
contact information, first-aid supplies, and a method of communication while away from the 
premises. Any vehicle transportation will follow current licensing requirements, and each child 
must use an age- and size-appropriate child restraint. Families will be informed when they are 
responsible for providing an approved restraint. 
 
MEALS AND SNACKS: 
Related Washington rules: WAC 110-300-0180, 110-300-0185, 110-300-0186, and 110-300-0190. 

 
A morning and afternoon snack will be served to children in preschool. Lunch including a drink 
is to be provided by the parents.  Please provide your child with a nutritious, hearty lunch 
including a sandwich or other main course along with fruit or vegetables, crackers, or 
something similar.  Unfortunately, the staff is unable to heat up food or refrigerate food for 
children.  We are a peanut free facility so please do not send any peanut products to school or 
in your emergency packets.  Other nut butter is acceptable, and we ask you please label the 
type of butter used. 
 
Please do not allow your child to bring any gum or candy to CLS. 
 
CLOTHING: 
 
Preschool children must have at least two complete changes of clothing, including underwear 
and socks, clearly marked with the child’s name and left at CLS. Caps, mittens, and warm 
clothing must be worn during the cooler seasons for daily outdoor play. Children should be 
dressed for the weather and in clothing they can manage independently when using the toilet. 
Occasional accidents can happen when children wait too long or become deeply involved in 
play. Please refer to the Lavatory and Toilet-Training Policy for the school’s readiness 
expectations and accident procedures. 
 
OUTDOOR PLAY: 
Related Washington rules: WAC 110-300-0145, 110-300-0146, and 110-300-0147. 

 
Outdoor play is a regular part of the daily routine; children should be prepared to play outside 
some part of every day.  Please do not request that your child stay indoors. 
 
REST TIME (Full Day Students): 
Related Washington rule: WAC 110-300-0265. 

 
A supervised daily rest period is offered to preschool-age children who remain in care for more 
than six hours and to any child who shows a need for rest. Quiet activities are available for 
children who do not sleep. Please provide a clean blanket and fitted crib sheet or bath towel in 
a labeled vinyl bag and take these items home each Friday for washing. A small pillow or 
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stuffed comfort item may also be provided. Families may discuss individual rest needs with the 
child’s teacher; staff will respond to each child’s needs while maintaining a safe and 
supervised rest period. 
 
LAVATORY AND TOILET-TRAINING POLICY: 
Related Washington rules: WAC 110-300-0200, 110-300-0220, and 110-300-0221. 

 

Concordia Lutheran Preschool supports children’s growing independence while recognizing 
that an occasional accident is developmentally normal. Staff will never shame, punish, or 
withhold activities from a child because of a toileting accident. 
 
Definition of independently toilet trained 
 
For enrollment in our preschool classrooms, a child is considered independently toilet trained 
when the child can do the following during waking hours: 
 

• Recognize the need to use the toilet and either go independently or tell an adult with 
enough time to reach the bathroom; 

• Use the toilet for both urination and bowel movements without relying on a diaper or 
pull-up; 

• Manage clothing before and after toileting with no more than occasional verbal 
prompting or limited assistance; 

• Sit safely on the toilet, wipe with developmentally appropriate assistance when 
needed, flush, and wash hands; and 

• Remain dry most of the school day, with accidents being occasional rather than an 
ongoing daily or near-daily pattern. 

 

Staff may provide reminders, help with difficult fasteners, and limited assistance with wiping. 
Staff cannot provide routine diapering, repeated full-body cleanup, or one-to-one toileting 
support that prevents safe supervision of the classroom. 
 
Routine bathroom support 
 
Children will be offered regular bathroom opportunities, including during transitions and before 
rest or outdoor play. A child may use the bathroom whenever needed and will be encouraged 
to communicate that need. Staff will use positive, culturally sensitive, and developmentally 
appropriate methods and will coordinate reasonable routines with the family. 
 
When an accident occurs: 
 
Immediate response — Staff will respond calmly, protect the child’s privacy, and help the 
child change in the lavatory. Gloves will be used whenever staff may contact urine, stool, or 
soiled clothing. 
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Child participation — The child will be encouraged to do as much of the changing and 
cleanup process independently as developmentally appropriate. Staff will provide limited 
assistance as needed. 
 
Cleaning and hygiene — Soiled clothing will be placed in a sealed plastic bag with the child’s 
belongings. Staff will clean and disinfect any contaminated surfaces and ensure that the child 
and assisting staff member wash their hands according to required procedures. 
 
Family notification — The family will be notified the same day. If the child has no clean 
clothing available, has repeated accidents during the same day, has diarrhea, cannot be 
cleaned safely with the facilities and staffing available, or cannot comfortably return to 
classroom activities, a parent or authorized adult may be asked to pick up the child. 
 
When accidents become consistent 
 
For purposes of this policy, accidents may be considered consistent when there are three or 
more toileting accidents within ten attended school days, accidents occur on two consecutive 
attended days, bowel-movement accidents recur, or the frequency or level of assistance 
shows that the child is not yet able to meet the readiness definition above. Staff and the 
Preschool Director may also consider recent illness, constipation, stress, schedule changes, 
and the child’s developmental needs rather than relying only on the number of accidents. 
The following steps will be used: 
 
Step 1 — Document and communicate. Staff will privately record the date, general 
circumstances, reminders offered, and assistance needed, and will communicate with the 
family without shaming the child. 
 
Step 2 — Meet and make a plan. The teacher or Preschool Director will speak with the family 
to identify possible causes and agree on consistent home-and-school strategies. The plan may 
include scheduled bathroom visits, easy-to-manage clothing, agreed-upon words or cues, 
positive encouragement, and additional labeled clothing. 
 
Step 3 — Monitor progress. The school and family will generally follow the written plan for up 
to two school weeks and review the child’s progress. The timeline may be adjusted based on 
the child’s circumstances. 
 
Step 4 — Consider health or developmental needs. Families may be encouraged to consult 
the child’s health-care provider when there is a sudden regression, pain, constipation, frequent 
urination, recurring bowel accidents, or another possible medical or developmental concern. 
The school will discuss reasonable accommodations for a child with a known or suspected 
disability or medical condition before making an attendance decision. 
 
Step 5 — Reassess readiness. If frequent accidents continue, the child requires routine 
diapering or extensive hands-on cleanup, or the school cannot meet the child’s toileting needs 
while maintaining safe classroom supervision, the Preschool Director may require a temporary 
pause in attendance. Before the child returns, the family and Director will agree on signs of 
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readiness and a transition plan. Decisions will be made individually and in accordance with 
applicable nondiscrimination and accommodation requirements. 
Families must keep the school supplied with at least two complete changes of clothing. The 
school may request additional clothing while a support plan is in place. 
 
BEHAVIOR GUIDANCE POLICY: 
Related Washington rules: WAC 110-300-0330, 110-300-0331, and 110-300-0450(2)(f). 

 
Understanding that each child is loved by God, made in His image, and redeemed for His 
service, CLS views discipline as a process of developing appropriate behaviors.  We begin our 
behavior management by providing an interesting learning environment for our students, with 
plenty of opportunities for the child to choose what they would like to do. A challenging 
environment that allows experimenting, learning, physical activity, and quiet times 
prevents boredom and promotes good behavior. 
 
Concordia Lutheran School uses indirect guidance techniques such as these: 
 
 

• We give advance warnings: “You have five more minutes to play before it’s time to 
clean up 

• We give choices: “You may paint with the other children, or you may read a book.” 

• We have regular routine: “We always wash our hands before lunch.  After lunch is 
story time.” 

• We avoid nagging: We tell the child what we expect just once, follow it by asking the 
child if he/she remembers what we asked, and then offer to help the child do what 
was asked. 

• We’re consistent: We do things the same way each day, so the children know what 
to expect and learn to trust and feel safe in their environment. 

 
 
We also use direct guidance techniques: 
 

• We use affirmative language: “We use walking feet indoors” rather than “Don’t run,” 
and “Use your words to tell us you’re angry” rather than “Don’t hit.” 

• We get the child’s attention by crouching down to his/her level, making eye contact, 
speaking quietly, and asking the child to repeat the directions. 

• We try very hard to be fair.  We examine our expectations to make sure they are age 
appropriate, and we don’t make rules just because an activity is too noisy or messy. 

• We avoid arguments by following through with solutions that address the problem 
but also offer the child a way to exit gracefully from the problem: “You can choose a 
quiet place to calm down, or I can choose one for you.” 

 
We, as a staff, pray for the children and families in our program.  We use prayer with the 
children, asking God for His guidance in all of our daily activities.  One-on-one prayer is used 
with children during difficult times, asking God to open our hearts to His will. 
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If a child is unable to demonstrate self-controlling behavior, a brief “thinking time” results for 
the child to regain control.  “Thinking time” occurs only when other measures fail and is used 
as an opportunity for the child to re-group, not as a punishment. 
 
At Concordia, the discipline goal is educating and redirecting children.  It emphasizes 
cooperation. In contrast, punishment has as its goal hurting, shaming, or scaring children.  
Punishment is an inappropriate form of discipline and has no place in our preschool. 
 
By law, program philosophy and policy, the following forms of discipline are forbidden: hitting, 
spanking, shaking, scolding, shaming, isolating, labeling (words such as bad, naughty, etc.), or 
any other negative reaction to the child’s behavior.  All forms of corporal (physical) punishment 
are strictly forbidden. 
 
Some negative behavior is best ignored since its goal is often to get attention.  This technique 
is effective for some of the disruptive thing’s children do and it minimizes mimicking activity by 
other children. 
 
If a child is unable to gain control and requires more individual attention than can be given 
within child-to-staff ratios, we may need to contact a parent.  A child that consistently requires 
one-to-one attention may have to leave the center temporarily for safety’s sake.  Repeated 
uncontrollable behavior can lead to discontinuation of learning center services. 
 
Concordia Lutheran School is not a substitute for parents.  If parents and children are having 
problems at home, those problems and solutions are to be taken care of in the family.  We 
cannot discipline your child for you at school (for example, withholding meals). 
 
 
RESTRAINT POLICY: 
Related Washington rules: WAC 110-300-0335 and 110-300-0490. 

 
Concordia does not use physical restraint as punishment, discipline, or a routine behavior-
management practice. Staff may use the least restrictive physical intervention necessary only 
when immediately required to protect a child or another person from serious physical harm. 
Any such intervention will end as soon as the immediate danger has passed, will not restrict 
breathing, and will be documented and communicated to the parent or guardian in accordance 
with licensing requirements. 
 
EXPULSION AND TERMINATION OF SERVICES: 
Related Washington rules: WAC 110-300-0340, 110-300-0485, and 110-300-0486. 

 
Concordia is committed to working with families to prevent suspension or expulsion whenever 
reasonably possible. When concerns arise, the Preschool Director and teaching team will 
communicate with the family, document concerns, consider developmental and environmental 
factors, and identify reasonable supports, referrals, or an individual plan. Families will be 
invited to participate in decisions affecting their child. 
Immediate temporary removal may be required when a child’s continued presence creates an 
imminent safety risk that cannot be managed within licensed staffing and supervision 
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requirements. Except when immediate action is necessary for safety, termination will follow 
written notice explaining the reason, effective date, and transition considerations. Services 
may also be terminated for nonpayment, repeated failure to follow program policies, failure to 
provide required records, or other material violation of the enrollment agreement. Decisions will 
comply with applicable nondiscrimination and disability laws. 
 
CONFLICT RESOLUTION: 
 
When differences occur within our Christian family, God expects us to act and react in a 
manner which is pleasing to Him.  The school has adopted the directions of Holy Scripture as 
outlined in Matthew 18 as the method for dealing with our differences: 
 
First, one should go directly to the person with whom he/she has a difference, whether it is a 
teacher, the administrator, another parent, board member, or pastor.  The issue should be 
clarified in a non-accusatory manner and an attempt made to teach a resolution.  It is not 
proper or acceptable to discuss the issue with persons not directly involved, as Matthew 18 
directs. 
 
Second, If conversation with the person directly does not bring resolution, the concern should 
be discussed with the director. 
 
Third, if conversation with the director does not bring resolution, the concern should be 
discussed with the administrator, who may arrange a meeting of all persons involved to 
discuss the issue.  The administrator may also ask one of the association pastors or a member 
of the school relations’ committee to provide counsel at such a meeting. 
 
Fourth, if conversation with the administrator does not bring a resolve, the administrator will 
arrange a meeting with the school relations’ committee, who will pursue the matter, as they 
deem appropriate. 
 
Fifth, any unresolved issues may be requested to be brought before the school board.  In 
order to have the matter considered, an appointment should be made with the board chairman, 
who, after hearing the issue and the determination of the administrator and school relations’ 
committee, will then decide if the issue should be put on the board agenda; if the issue is 
placed on the agenda, the board reserves the right to decide whether or not to give a hearing 
to the issue.  Many problems can be avoided by going directly to the person(s) involved 
when questions arise. 
 
CHILD ABUSE REPORTING LAW REQUIREMENTS: 
Related Washington rules: WAC 110-300-0450(2)(t) and 110-300-0475. 

 
Concordia Lutheran School staff are REQUIRED by Washington State law and licensing 
requirements to report immediately to the police or Child Protective Services (CPS) any 
instance when there is reason to suspect the occurrence of physical, sexual, or emotional 
child abuse, child neglect, or exploitation. 
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The staff may not notify parents when the police or CPS are called about possible child abuse, 
neglect, or exploitation, except on the recommendation of CPS or the police when they are 
called. 
 
PARENT TEACHER LEAGUE: 
 
Concordia Parent Teacher League (PTL) meets regularly during the school year and hosts a 
wide range of activities. The PTL has been responsible for many valuable additions to the 
school and its programs. All Concordia families are encouraged to participate in the PTL and 
support its activities and projects. 
 
BIRTHDAYS: 
 
Most children enjoy celebrating special events with their preschool friends (birthdays, new 
babies, and holidays).  Parents may send a “store bought” healthy treat to share with the class.  
Please make arrangements with the teacher several days in advance.  Watch for information 
regarding your child’s “Shining Star Day” in advance of your child’s birthday. 
 
CLASSROOMS, RATIOS, AND MIXED-AGE GROUPS: 
Related Washington rules: WAC 110-300-0356, 110-300-0357, and 110-300-0450(2)(h) and (u). 

 
Concordia offers preschool classrooms based on children’s ages, developmental needs, 
enrollment, and licensed capacity. The program follows the staff-to-child ratios and group-size 
limits required by its current DCYF license. Children may participate in mixed-age groups 
during opening or closing periods, outdoor play, special activities, chapel, summer 
programming, or other planned portions of the day. Staffing and activities will remain 
appropriate for the youngest child in the group. 
 
KINDERGARTEN TRANSITION: 
Related Washington rule: WAC 110-300-0450(2)(o). 

 
Teachers support the transition to kindergarten through developmentally appropriate routines, 
independence skills, social-emotional learning, communication with families, and opportunities 
to become familiar with kindergarten expectations. Families may request a conference to 
discuss readiness and placement. With written parent or guardian permission, relevant 
information may be shared with the child’s receiving school. 
 
PARENT OR GUARDIAN ACCESS: 
Related Washington rule: WAC 110-300-0450(2)(q). 

 
A child’s custodial parent or legal guardian may access the licensed areas used by their child 
during business hours, subject to sign-in, identification, safety, supervision, confidentiality, and 
any applicable court order. Visitors must follow school security procedures and may not disrupt 
care or photograph or record other children without permission. 
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ARRIVAL, DEPARTURE, AND ATTENDANCE RECORDS: 
Related Washington rules: WAC 110-300-0450(2)(m) and 110-300-0455. 

 
Every child must be signed in upon arrival and signed out at departure by a custodial parent, 
legal guardian, or other adult authorized by the parent or guardian. Concordia Lutheran 
Preschool uses Brightwheel as its primary attendance system. The person dropping off or 
picking up the child must complete the Brightwheel check-in or check-out at the time of arrival 
or departure using their own authorized account, PIN, or other approved electronic method. 
Families must not share personal Brightwheel PINs. 
If an authorized person does not have a phone, has forgotten their phone, cannot access 
Brightwheel, or Brightwheel is temporarily unavailable, the person must complete and sign the 
preschool’s paper attendance log. The paper record must include the child’s name, date, 
arrival or departure time, printed name, legal signature, and relationship to the child. Preschool 
staff will verify the person’s identity when necessary and ensure that the attendance record is 
complete. 
 
Children may only be released to a custodial parent, legal guardian, or person authorized in 
the child’s records. Anyone unfamiliar to staff must present valid photo identification. Families 
should update their child’s authorized pickup list in advance whenever possible. 
 
If an unexpected emergency requires someone who is not currently authorized to drop off or 
pick up a child, the parent or legal guardian must contact the Preschool Director or designated 
staff member directly. Staff must verify the request and the identity of the person before 
accepting or releasing the child. The individual must present valid photo identification and 
complete the Unauthorized/Emergency Drop-Off and Pickup Form. A voicemail, text message 
from an unknown number, message delivered through another person, or the individual’s 
statement alone will not be accepted as authorization. If authorization cannot be verified, the 
child will not be released. 
 
Families must physically accompany their child to the designated classroom or staff member at 
arrival and ensure that staff acknowledge the child’s arrival before leaving. At departure, 
families are responsible for notifying staff and completing the appropriate check-out process. 
 
PERSONAL ITEMS: 
 
In order not to confuse school toys with a child’s personal property, we ask that children not to 
bring playthings from home.  CLS staff cannot be responsible for lost or broken personal toys.  
One exception to this is a stuffed animal for use during rest time by full day preschool children, 
or “Show and Tell” items brought on a specific day and cannot be “played” with during normal 
school hours. 
 
ENTRY CODES 
 
Concordia uses a coded entry system. Families may provide the current entry code only to 
adults who are authorized to pick up their child. An entry code does not authorize pickup or 
replace identification and attendance requirements. Codes must not be posted publicly or 
shared with unauthorized persons. 
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ACCESS TO PROGRAM POLICIES AND RECORDS: 
Related Washington rules: WAC 110-300-0450(2)(v) and 110-300-0505. 

Families may ask the Preschool Director to review the program’s health policy, staff policies, 
consistent-care policy, menus, liability-insurance information, licensing inspection reports, 
notices of enforcement action, emergency-preparedness plan, and other applicable program 
policies. Current licensing information and required notices are also posted or made available 
as required by DCYF. 
 
HANDBOOK ACKNOWLEDGMENT: 
Related Washington rule: WAC 110-300-0450(1). 

 
Each family must sign an acknowledgment confirming that a parent or legal guardian received 
and reviewed this handbook and the preschool’s related policies. Families are responsible for 
asking questions and complying with current program policies. Material updates will be 
communicated in writing. 
 
FINAL THOUGHTS 
 
When you enroll your child at Concordia, our staff accepts the responsibility of supporting your 
child’s unique needs. We will love and respect your child and help them grow spiritually, 
emotionally, socially, physically, and academically. We will protect your child’s health and 
safety and provide a thoughtful program designed to create a beneficial and educational 
experience. Our goal is to provide high-quality care in an atmosphere of love and respect while 
fostering moral and spiritual growth. Thank you for sharing your precious child with us! 


