Early Education Center

2900 W. Carson Street
Torrance, CA 90503
(310) 320-9923

Revised 9-12-18

24027 Pennsylvania Ave
Lomita, CA 90717
(310) 534-4992

Early Education Center Office 8:00am to 5:00pm
310-320-9923

St. Mark’s Campus
310-534-4992

Shirley Becker, Director
beckers@flchurch.org

Sandy Witham, Assistant Director
withams@flchurch.org

Danielle Poli, St. Marks Campus Site Supervisor
polid@flchurch.org

Tammy Kirkpatrick, Day School Principal and Director of Schools
kirkpatrickt@flchurch.org

1

Welcome to First Lutheran Early Education Center. We are pleased you have chosen our
preschool for your child, and look forward to sharing this year with you and your child.
Thank you for trusting us with your most valued possession...your child. Our goal is to provide a safe and supportive environment where each child can feel secure and thrive. We
also strive to create an environment where you, the parent, will feel comfortable and confident about leaving your child in our care, knowing we will keep them safe and offer opportunities for your child to grow and mature. While we focus primarily on cognitive, social,
emotional, and physical skills, we also make sure each child learns of God’s love for him/
her, and has a chance to explore God’s wonderful world.
We encourage you to visit us at any time. It is important for us to know that you are comfortable with our daily routine and overall program.
We hope that this handbook will help to acquaint you with our policies and procedures.
Please read this handbook carefully. This is your copy to keep for reference. Feel free to
underline any points that you may feel are particularly pertinent to you and your child.
Our staff are all professional teachers trained in Early Childhood Education. Each person
working with your child meets and exceeds the State of California educational requirements
for teachers. We place a high priority on continuing education, and teachers are encouraged to take additional courses each year to improve their teaching skills and gain fresh
new ideas. At times, trained students and volunteers will be working as extra loving hands in
our program, under the close supervision of our regular trained staff.
Our staff will be available to you during center hours and are always willing to answer any
questions you may have. We also have many parent resources available to you. We may
not have all the answers but we will be able to refer you to those who may be able to help.
Simply let us know how we can serve your needs.
Please stop by with your child and get acquainted with us. The more comfortable you and
your child feel, the easier the separation process will be. We are looking
forward to getting to know you and your child better.
Sincerely,

Shirley Becker
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Dear Parents and Students,
First Lutheran Church warmly welcomes you to our schools.
First Lutheran School belongs to the Evangelical Lutheran Education Association (ELEA).
Through this connection, First Lutheran has access to ELEA School Board seminars, teacher’s
conventions, principal’s workshops, student music festival, speech meetings, and science and
art fairs. The school is also a member of the California Association of Private Schools Organizations and is accredited by the ELEA, as well as WASC.
First Lutheran School is directly responsible to the congregation of First Lutheran Church. The
Chairperson of the School Board is a council-approved member. The members of the
School Board are appointed by the Church Council. The duties of the Board include, but
are not limited to, setting policies, reviewing procedures, determining curriculum, directing/
supervising the Administrator, and making decisions based on what is best for both the
Church and School together as a whole. The School Board is directly responsible to the
Church Council.
This handbook has been prepared as a reference for students and parents so that families
are aware of the school’s expectations regarding classroom and campus conduct, contractual agreements, and operating procedures. As it is impossible to fully define all policies and
procedures, as well as to address every issue that may arise throughout the course of the
year, the School Board reserves the right to make additions, deletions, and clarifications as
deemed necessary by the Board.
The Church and School desire that your experience at First Lutheran be rewarding, both educationally and spiritually. The administration, faculty, and Board therefore encourage respect
for work, authority and rules, and consider courtesy and Christian behavior primary essentials
in the total program of First Lutheran School.
Sincerely,
First Lutheran School Board
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Thank you for being part of the First Lutheran Church and School family! As the spouse of an EEC Teacher (Miss Sharon of the Toucan
Class), and the Grandpa of an EEC student (in the Busy Bees at St. Mark’s), I join you in giving thanks for the gift of these children in our
lives.
Our school’s mission is always on my heart – Engage | Inspire | Achieve – and we will do all we can to live up to that vision in the care
and nurture of your children this year and always.
In recent years it has become more and more apparent how important are the first five years of a child's young life. In these crucial early
years, children learn to express themselves, to cope with feelings and emotions, to get along and cooperate with others, and to discover the
world around them. How well they accomplish these learning tasks early in life affects how they will learn, how they’ll feel about themselves,
and how they will respond to others later in life. The Bible, in describing Jesus’ early years, expresses our hope for each of our children -- that
they will "grow in age and wisdom, in favor with God and humankind."
First Lutheran Church and School is committed to lifelong Faith and Learning, as an central part of our mission to the South Bay community. As our compass statement puts it, we seek to be “a caring community of Christian faith for all people.” As a truly international and diverse
faith community, we believe we are in a unique position to help children -- at their own level, and in their own unique way -- to see themselves
as unique persons, created and loved by a caring God, in community with other children, and with a purpose to love and embrace God’s
world.
Thank you for entrusting your children to our care. First Lutheran Church and School is ready to serve you in any way we can. God’s very
best to you and yours!

Bill Hurst
Senior Pastor (and Grandpa)

We invite you to join us for

Worship and Learning at First Lutheran
Saturday “Living Water” Communion Service: 5:30 p.m.
Sunday : Classic Communion at 8:30am, Praise Communion at 10:30am

ChildCare available for infants/children up to 5 years old on Sunday morning)
Sunday: Mandarin Language worship at 3:00pm
Wednesday: “Rejoice Communion” at 6:30pm (Community Meal at 6pm each week.)

Adults and Teens: 9:30 a.m.
“Spark” Sunday School: 10:30 a.m. (Preschool—5th grade, during school year)

(Child care is available for infants/children up to 5 years old.)

Baptisms are offered year round, and people of any age are welcome to receive this gift of God’s embrace. Because God has
loved us from the very foundation of the world, we see Baptism as a special and beautiful way to confirm and express this gift of
life and love. Pastor is glad to discuss the gift of Baptism with you, and to invite you and your children to “come to the water.”

The Rev. Dr. Bill Hurst, Senior Pastor and Mission Director
Church Office: (310) 320-9920 (8:30 a.m. – 4:00 p.m.)
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AFFILIATION WITH EVANGELICAL EDUCATION ASSOCIATION (ELEA)
The Evangelical Lutheran Education Association is a national organization. Membership
provides regular opportunities for teachers, administrators, pastors, and school board
members to share and learn with each other at seminars, workshops, and conventions. First
Lutheran School holds membership in the ELEA and is accredited by this organization.
NON-DISCRIMINATION POLICY
First Lutheran believes that educational opportunities and programs should be open to boys
and girls on an equal basis, and that employment opportunities be available to men and
women equally. We do not discriminate on the basis of sex, color, or national origin in
administering our educational policies, programs, activities, and employment practices.
SCHOOL BOARD & ADMINISTRATION
The governing and policy-making body of the Schools of First Lutheran Church is the School
Board. The Board determines all general policy and curriculum for the school. The School
Board President and School Board members are appointed by the Congregation Council.
If a parent wishes to address the School Board with a concern, he/she must make a
request to the director in writing clearly stating the nature of the concern. This request must
be received by the last Friday of the month. The director will put the concern on the
agenda for the next meeting. It is understood that prior to requesting to address the School
Board, the parent has discussed the matter with the persons involved and the director.
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We believe that play is the essential work of childhood, worthy of respect and encouragement. Play is
an important part of our curriculum. In some cases, Play IS the curriculum. Play is the way children
process what they perceive. It is how children discover for themselves what we cannot teacher them.
We will spend our days building up, knocking down, making things happen. We will explore,
pretend, create, ask why and find out! Our space will be filled with playthings that encourage discovery
play and enhance the development of sensory awareness, fine motor skills, creative thinking, and self
concepts. We will do and provide these things recognizing that we are all children of God worthy of
respect, love and grace.
Our program’s philosophy is based on a developmental approach. We recognize that
growth is a sequential and orderly process through predictable stages of development. As
teachers, we need to meet each child at whatever stage he/she is in, and offer experiences
that will challenge him/her to reach the next stage. We hold to the belief that childhood is a
journey, not a race.
Our program offers many different experiences each week,
assuring that each child has the chance to grow and
develop physically, emotionally, socially, and cognitively.
Opportunities are given to grow through hands-on art
experiences, books and story time, music, dramatic play,
and free play.
We believe that helping the child to mature emotionally and socially will create that
strong foundation needed for future success in school and in the world. Time is taken to
teach and demonstrate appropriate ways to interact with friends, including coaching
the child through conflicts with other children, and working towards self-control.
Parents are an integral part of their child’s program. We have an open-door
policy and parents are welcome at any time of the day. We do limit visits of
any non-parents or non-staff people during the scheduled nap times of the
center.
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Every staff member at First Lutheran EEC brings unique gifts and abilities to our center. In order to work here,
teachers must have completed at least 24 units of early childhood classes. Most have gone further and have 2
and 4 year degrees in Early Childhood Education. The assistants that work here have completed at least 12
units of child development classes, and are encouraged to take a class every semester until they reach 24 units.
Because the field is rapidly changing with all the current research, all staff are strongly encouraged to take at
least one ECE class a year, or 21 continuing education hours per year. This way, we are familiar with all the
latest information on how a child develops.
Each staff member completes a thorough application, screening, and training process, complying with Community Care Licensing regulations. Applicants are fingerprinted, go through a criminal record check and FBI
check. They have a physical examination, are tested for TB, and have training in First Aid and pediatric CPR.
Our center is a firm believer in continuous education, and we attend the yearly CAEYC (California Association
for the Education of Young Children) conference so that we can learn from all the top professionals around the
country.
Because First Lutheran EEC hires highly capable and responsible people, it is natural for parents to seek out our
employees to babysit for their families. We strongly discourage this. We find that it crosses a professional
boundary and can sometimes create an atmosphere of favoritism of one child or family over another. If you do
decide to hire one of our employees to care for your child outside of the FLEEC, please be advised that it is
considered a private contract between your family and that employee. FLEEC accepts no responsibility or lia-

bility for these contracts.
For the past three years, we have participated with LAUP’s Quality Start LA program- a federally funded program designed to help build up the quality of early childhood programs. While we have always run an excellent program, this has given us the opportunity to assess every aspect of our program - the environment, our
staffing, teacher interactions, and our curriculum. Working with a coach, we have focused on making improvements in the way we work with children and their families. We are proud to say that we are an LAUP Quality

Matters Early Education Site.

On the left, Ms. Gabby with infants from our St. Mark’s campus.
Center, Ms. Emelyn with toddlers from our Carson Street Campus
On the right, Ms. Lanice with infants from our Carson Street Campus.
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Our daily curriculum is planned so that children can experience a variety of age-related activities. All activities
are conducted on our school campus—we do not go on field trips or take children off campus, unless parent
permission is obtained. These activities include the following:
Creative Movement: Activities involving small and large motor development and hand-eye coordination
(including movement to music, following the leader, acting out with dramatic play, singing songs).
Motor Development: Perceptual motor development through special indoor and outdoor activities (including
infant exercises, balancing, walking with/without assistance, manipulating riding toys, climbing, crawling, sliding).
Snack Time: Time set aside twice a day to eat nutritionally-balanced snacks in a group setting.
Curriculum Time: Individual daily activities set up to create curiosity and generate sensory experiences (art
projects with various mediums, science activities, dramatic play, cooking).
Outdoor Time: Free play with various equipment in the infant and toddler play yards, and walks with staff on
the grounds in the center’s group stroller.
Story Time: Opportunity to develop listening skills, build vocabulary, and expand language development with
books, stories, poems, and finger plays.
Social Time: The opportunity to interact with infants and toddlers of different developmental ages.
Water Play: A time to experience the properties of water through play in wading pools and water tables, as
well as chances to experiment through using various tools to measure, pour, and scoop water. If we plan water play for the day, we will post a note on our door.
Music & Dance: Fun time with instruments and moving to the beat of the music.
Walks: We go for walks around our campus in our big strollers, looking at flowers, our friends in the preschool and day school, trash trucks, buses, and other interesting things in our neighborhood.

We do not stick to a strict schedule in the Infant and Toddler
Rooms. With children this young it is important to let the needs of
each child be our guide that day. However, there is a basic
schedule that is followed each day.
Our infants will maintain the feeding and sleeping schedules as set up by the parents in the daily log. Staff
will offer various stimulating activities, both indoors and outdoors, during their waking hours.
Diapers will be checked each hour or so, and changed when needed. The older infants (reaching the toddler stage), who are able to handle a more structured day, will follow a basic morning schedule of inside and
outside play, followed by lunch and naptime.
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Office Hours:

Our office, located inside the EEC main door, is open Monday through Friday, 8:00 a.m. to 5:00
p.m.. We are here to answer questions, receive payments and help you with any problems or concerns that you may
have.

Enrollment:

First Lutheran Infant and Toddler classrooms are open to children who are age-eligible (six weeks to
two years). Registration priority is not accepted until a registration form with the annual registration fee is submitted and
processed in the preschool office. When a child is accepted into a program, the registration fee is non-refundable.

Admission:

Admission to the schools and associated institutions of First Lutheran Church is considered on an annual
basis. All children wishing to be enrolled for the coming academic year must submit an application during specified
enrollment periods, and meet the criteria as set out in this policy. Children will be admitted according to the following
criteria and in the listed order of priority.
1. Returning children who have met their fulfillment of all financial obligations in a
timely manner and have demonstrated full support of school policies, goals, and
philosophy.
2. Children whose families have been active members of First Lutheran Church through
the preceding calendar year.
3. Children of First Lutheran Church/School employees.
4. Siblings of children currently enrolled in First Lutheran School.
5. As room is available, children from the community who will support the school’s goals,
policies, and philosophy.
Families may not share days/slots. They are intended for one child, and we will not allow substitutes. We are not able
to allow your child to attend a day he is not normally scheduled for.

Notice of withdrawal:

Two weeks written notice is required if planning to withdraw a child.
Tuition will be charged during that period. Note: Withdrawal is permanent. See rules for extended leave below if you
are considering a temporary absence.
Upon discretion of the program director, it may be determined that the needs of a child may be beyond the program’s
service delivery capacity. In such a situation the parents will be given a two week notice that the child will be withdrawn. The parent may choose to have their child leave before the end of that period. Tuition will be charged through
the child’s last day of attendance.

Extended Leave:

The EEC’s expenses do not change when individual students take an extended leave of absence, therefore, tuition payments need to be made in full during the period of absence. If the child is removed from the
program with the intent of returning at an unknown later date, the above procedures must be followed to secure the
child’s placement. If the child’s place is not secured with regular tuition payments, the child may return only if space is
available, but will not be charged an additional registration fee. The preschool offers no guarantee that space will be
available when you wish to return.

Emergency Extra Care:

Child care for your child on days you are not scheduled to attend is not normally available in the Infant room. However, if you have a true emergency and need care for a few hours, you may ask if we
have room for your child that day. The fee is $12 per hour, or $85 per day.

Request to Change Program:

Requests to change your child’s program (for example, from 2 Full Days to 3
Full Days), must be submitted in writing at least two weeks prior to the change. Requests will be handled on a case by
case basis, depending on the openings available. There will be a $30 charge for each request granted, to cover
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the bookkeeping costs, due at the time we are able to grant the request.

Vacation Credit: Our program is a 12 month, year-round program. We are unable to allow
families to take months off. If your child must temporarily withdraw, you will lose your priority status
and when you wish to return, you will be placed on the wait list. There is a two week vacation
credit available to families in our Infant/Toddler program, after at least 6 months of enrollment. Although the two weeks may be taken at different times of the year, the two week credit will be applied at the time the second vacation week is taken. (Note: Must be full weeks, and not individual
days.) Vacation credit must be requested during the school year in which it is taken. For instance,
one week in November 2010 and one week in March 2011 are in the same school year, and the
Credit Request must be submitted before June 30th, 2011. Note: If, at the end of the school year,
only one week has been taken, we will refund an amount equal to 1/4 of the monthly tuition.

Please ask your child’s teacher for a copy of the Vacation Credit Request form when you have determined your vacation dates. Sample:

Vacation Credit Request
The two week vacation credit is available only to students in the Infant/Toddler program, after at least
6 months of enrollment. The two weeks may be taken at different times of the year, but the credit will
not be applied until after the second week is taken. (A week is defined as five consecutive school days.)
The credit is not applicable during weeks school is closed (i.e., before Labor Day, Christmas week).
Date: _______________________
Child’s Name: ____________________________

Class: ______________________

Dates of absence: ___________________________________________________________________
This is:

 1st Week requested  2nd Week requested

 Full 2 weeks

Comments: _________________________________________________________________________
Parent Signature: ____________________________ Approved: _________________________
Copies:

Original — accounting Pink — family

Yellow — file
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Tuition and Fees:

Tuition is calculated on an annual basis, taking our holidays and other closures into account. It is
then broken into equal monthly payments. Most months will have 4 weeks, but some will have 3 and others will have 5.
Your monthly amount is based on the annual calculation. No refunds or credits will be made due to illness. Monthly payments are made to SMART Tuition Management. You may choose to receive a monthly invoice or pay through automatic
deduction on the 10th or 20th of each month. All payments are delinquent 5 days past the due date, and a late fee of
$20 will be charged. If you choose to make an annual payment, it needs to be paid directly to First Lutheran School.
Annual payments are due on the first of the month preceding the first month of attendance in the new school year.

Returned checks:

There is a $25 fee when checks are returned from the bank without payment. Money orders or
cash will be required to replace the returned check. Consistently late payments may jeopardize your child’s place in our
center.

HUG Fees:

Your tuition payments each year are dedicated to our education programs and regular operating costs.
In addition, we must also plan for property maintenance, capital improvements (such as renovation of existing buildings as
well as new construction), and acquisition of new properties. To help us with this maintenance, the HUG (Help Us Grow)
fee is an annual fee charged per family, based on the number of days you attend. This fee may be paid in cash, may be
offset by participating in our Scrip (gift cards) program, and half of your HUG fee may be covered by donating hours of
volunteer time to specific, approved projects on campus throughout the school year. See below for requirements for full
and part-time families. More information is available in the office.
Yearly HUG fee
5 days a week
$200 or $100 plus 10 volunteer hours
Three days a week
$120 or $60 plus 6 volunteer hours
Two days a week
$80 or $40 plus 4 volunteer hours

Attendance:

Please notify the center if your child is unable to attend that day, or if he/she will be arriving much later
than normal. We appreciate knowing whether your child is ill or is absent for another reason. NOTIFY US IMMEDIATELY if your child has a contagious disease. We need to let other parents and staff know that they may have been exposed.
Thank you for your cooperation.

Arrivals and Departure:

The State of California requires that all children be signed in and out each day by an
adult (18 years or older). The requirement must be met with a full signature and the time. If you neglect to sign in, we will
call you at work to come back and sign them in. State law states that the child must be signed in by an adult at the time of
drop-off.
Upon arrival at the center, you will be asked to complete the daily log for your child which includes the time of day and
any special instructions for the staff. The normal drop-off procedure includes completion of this form, putting your child’s
belongings in the designated container, checking and/or changing your child’s diaper before you leave, getting your
child settled into the center, and checking with the staff before leaving. This procedure should take between 5-10 minutes
each morning. Be sure to plan your schedule accordingly to allow yourself enough time with your child at the center each
day.
PLEASE DO NOT USE YOUR CELL PHONE WHILE DROPPING OFF OR PICKING UP YOUR CHILD. Your little one
needs your full attention during this transition time, so please finish your conversation before coming in to the EEC. Thanks!
When your child is picked up, a copy of the daily log will be given to you. Your child needs to be signed out each day
with the time out and a full signature. Again, at the end of the day, plan your schedule to have 5-10 minutes with your
child in the center. We have found this time together helps make transitions go smoothly for both the parents and the children in the center. Please ask staff to make sure your child was changed within the hour. For the safety of our little ones,
please drop off your older children before your little one. Older children (even siblings) cannot be in our room. (Our
climbing structure is not made for older children). For the same reasons, when picking up your children at the end of the
day, pick up your little one first, and then the older siblings.
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Late Pick Up: We know how important you are to your children and they look forward to seeing their parents at pick-up
time. A child can become anxious when he doesn’t see a parent or caregiver at the end of a busy day, especially when
he is the only child left in the classroom. Prompt pick-up helps your child feel secure and allows our teachers to begin preparing for the next school day.
Our center hours are from 7:00 a.m. to 6:00 p.m.. Please do not ask the staff to let you in early or to stay late. We close
promptly at 6:00 p.m., and a late charge of $1.00 per minute, according to our clock is charged for each child left after
6:00 p.m.. Late minutes are calculated at the time the parent leaves with the child. This charge will be added to your
SMART tuition account. We realize that with traffic problems, you might be late once or twice. However, after the third
time late, the late fee goes up to $5.00 a minute.

PLEASE NOTE: If there is a recurring pattern of late pick-ups, and you cannot designate an alternate person to pick up
your child on time, we reserve the right to ask that you withdraw your child from our program.

Authorization for Release:

No child will be released to anyone, other than the parent or legal guardian, without
written authorization of the parent or guardian. We must have written authorization for changes in this matter. Please keep
your authorization for release form in our office up-to-date! Parents, be sure to inform any individuals you send to pick up
your child, that photo identification will be required before the staff will release your child to them.

Court-Ordered Custody Agreements: First Lutheran Early Education Center honors custodial decisions of the State of
California. If your child is affected by a court decision regarding parental guardianship or parental visiting rights by a noncustodial parent, the school must have certified copies of these documents in the child’s school file in order to abide by
them. If a restraining order is in place, the center must have an ORIGINAL copy on file. The teachers of First Lutheran Early
Education Center have been instructed to call the police if a non-custodial parent tries to pick up a child in violation of the
most recent document in our files. Protect your child’s rights by making sure that the school has current information.

Mutual Respect Expectation:

The staff of First Lutheran EEC are committed to an environment of mutual respect
and safety for our students, parents, and one another. We expect the same level of respect from parents in our programs.
First Lutheran Schools have a “no tolerance” policy with regards to behaviors which could create an abusive environment
for students, parents, or staff. These behaviors may include threats, obscenities, verbal abuse, bullying, stalking, physical
injury, or any conduct considered abusive, hostile, or offensive. Such behaviors from parents are grounds for exclusion from
our program.

Other People’s Children:

The First Lutheran EEC strives to meet the highest professional standards. The educators
and the Director are not able to discuss with parents negative issues regarding other people's children. This sometimes
makes for awkward, one-sided conversations, but we simply won’t talk about a child’s needs except to their parents. Similarly, parents are asked to model high standards of confidentially with regard to other people's children, remembering this is
a safe and respectful community where children come to learn and grow; they don’t arrive having mastered most social,
academic, or emotional skills. This expectation of adults includes off-campus discussions about things that children do at
school. Every effort must be put forth by adults in the learning community to treat children and their families with dignity and
respect. Repeated disregard for confidential matters with other people's children will be considered grounds for disenrollment from the learning community.

Research:

The First Lutheran EEC considers the advancement of the early childhood field to be important and contributes to such advancement by welcoming early childhood education students from Cal State University, Dominguez Hills,
and other colleges/universities, to observe and learn. Our teachers model best practices for these students, and assess
their experience at the end of the semester. This program has proven to be beneficial for both the student and our classrooms.

LABEL! LABEL! LABEL!

Please label everything that comes into the center. All items, including food containers,
bags, and clothing you bring into the school, need to be clearly labeled with your child’s name. Even though every
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child has a cubby, things get misplaced and sometimes lost. Items that are clearly labeled will be returned quickly to
their owner.

Calendar/Holidays:

We try to recognize the needs of working parents, staff, and their families, but we also
recognize that holidays and breaks are necessary to the well-being of all. We operate a year-round schedule with a
one-week break at the end of summer. Our program begins on July 1st each year and continues through June 30th.
The center will be closed for the following major holidays: (See the calendar online for specific closure dates.)
July:
September:
November:
December:

Independence Day
Labor Day
Veteran’s Day
Thanksgiving (Thurs-Fri)
Christmas (see below)

January:
February:
Mar/April:
May:
December /Spring

New Year’s Day
Martin Luther King, Jr. Day
President’s Day
Good Friday
Memorial Day
2 days for in-service trainings

Note that the center is closed, usually during the last week of August, when we will be setting up for the fall start and
teachers will participate in in-service training. We will also be closed for two days at the end of the school year to
prepare for the summer session. And we will be closed during the week between Christmas and New Year’s Day, in
order to give our teachers a much-needed rest. Tuition has been figured for the school year on an annual basis, and
divided into equal monthly payments. Therefore, there will be no adjustments given to monthly tuition because of the
days the center is closed.

Dress Code:

Our program is about play and having fun. Children should be dressed ready to play in the sand,
paint, and climb on the equipment without worrying about getting their clothing dirty. Please do not send your child in
his/her “good clothes.” If your child has begun toilet- training, clothing should allow for easy off and on in the bathroom.
Tennis shoes and socks are the preferred foot attire. NO sandals, cowboy boots, Crocs, or party shoes, as they impair walking, running, and climbing ability.
Because we are a Christian school, and wish to teach both morals and peaceful behavior, we ask that children‘s clothing reflect those of Christian values. Please do not send your child to school in clothing or shoes depicting characters
from violent TV shows and movies.
For children who are toilet-trained, dresses need to have shorts worn underneath them, both for the child’s comfort and
safety, as well as to protect the child’s modesty.
Please be aware of the standards as you select and buy your child’s clothing for school. Dress code is subject to
change at the discretion of the School Board.

Social Time:

Many moms and dads like to chat with each other. This is encouraged, but please step outside.
We want the children to settle quietly into the morning routine, and too many adult voices cause disruption. You are
welcome to help your child adjust to the classroom by reading aloud to them, playing with play dough, etc.
While we recognize that communication with your child’s teacher is important, it can be disruptive to the class if you
spend too much time visiting. Each staff person has a job to do, materials to prepare, and children to watch. If you
need to consult with your child’s teacher, we will be happy to schedule a time for you to sit down together.

No Solicitations:

The school requests that no solicitations be made by parents to other parents for their own private ventures. Ads and flyers are not to be placed on the school’s bulletin boards or distributed within the classrooms.
The preschool class list should not be used to contact parents for solicitations of business, or invitations to private business parties. These lists are for use concerning preschool issues only.
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Wipes and Kleenex:

Because we use wipes for more than just bottoms, we ask each parent to bring in a box or
bag of wipes when needed/asked for, to share with the center. (We prefer the Huggies non-fragrance wipes, as they
are more durable and clean smelling.) A box of tissues for the never-ending runny noses would be appreciated every
three months as well.

Coats-Jackets-Sweaters-Hats:

It is important that your child has a jacket or sweater each day to wear at the center. It often gets cool outdoors in the late afternoon. Be sure these garments are clearly labeled with your child’s name.

Extra Clothing and Diapers:

Accidents occur and we need all children to have two sets of extra clothes at the
center. If your child comes home wearing the “extra clothes,” please launder them and return them to us as soon as possible. The center does not supply diapers. The staff will alert you when your child’s supply is running low. We have a minimal supply of diapers and there is a charge of $1.00 per diaper when a child does not have any of his/her own. Please
make sure there are plenty of diapers for your child.

Birthdays:

Birthdays are special days for your child and are celebrated at snack time. If you would like to provide a
special birthday treat, special arrangements should be made in advance with the staff. You are welcome to bring a small
treat of cookies, muffins, finger jello, or finger foods.

Snacks:

All snacks for toddlers will be provided by the center in accordance with the nutritional requirements set by the
State of California. We will occasionally involve the children in the preparation of the snack, as it provides special learning opportunities. Snacks will continue to meet our low-sugar and nutritional guidelines. Snacks are served both midmorning and mid-afternoon.

The EEC is Nut-Free:

Because of the increase in children with severe nut allergies, our center is totally nut-free. For
several of our children, any contact with a nut product (peanuts, almonds, walnuts, etc.) can produce life threatening reactions. It is so easy for peanut butter to transfer from a child’s fingers to furniture/faucets/clothing. If it is touched by a child
that is highly allergic, tragedy can strike. Please do not send any nut products to school in your child’s lunch, or in snack
or treat foods that you provide for the class. If your child will only eat peanut butter sandwiches, check out the Soy Butter
available in grocery stores. Parents that use it say their child cannot taste the difference.

Meal Times:

You will need to send all food for your infant or toddler. We do not provide lunch. Infant mealtimes will
vary with the schedule set up on each daily log. For the young toddlers, lunch is from 11:30 a.m. to 12:00 p.m.. A $5.00
charge will be billed to parents when lunch is not provided for your child. Please be sure all food containers/lunch boxes
are labeled with your child’s name.

Nap Time:

For nap time, infants will need 2 small crib sheets and light blankets. The Pack n’ Play and Portable Crib
sheets work well on our crib mattresses. Toddlers will need 2 fitted crib sheets and 2 small blankets (crib size). This allows us to have one in use, and a spare in case of accidents. These items must be labeled with your child’s name. These
will be sent home weekly, or as needed, to be laundered and returned. We have a few school sheets that are loaned
out if one is forgotten. If your child has used a school sheet, please launder and return it the next week along with your
own sheet. Ask the teachers for more details.

Parking:

On our Carson Street Campus: Parking is available on Flower Street and in the lot to the south of the preschool. The most congested times are between 8:10 and 8:30 a.m., and between 2:45 and 3:15 p.m., during the school
year. We will try to have someone out by the curb directing traffic on busy days. Plan your schedule to give yourself time
to arrive and depart safely. If at all possible, adjust your schedule so you will not need to be here at those busy times.
On our St. Mark’s Campus: There is ample parking. Please come in the south driveway and drive around the curve to
park alongside our building. Exit through the north driveway. Reminder: Please do not use the parking spaces marked
“Reserved Parking.” These are for church personnel only.
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In even the best child care program, periodic outbreaks of biting occur among infants and toddlers, and sometimes even
among preschoolers. Biting is unfortunately not unexpected in toddler groups, but can be very emotionally-charged.
When it happens, it’s pretty scary, extremely frustrating, and very stressful for children, parents, and teachers. But however unfortunate, it is a natural phenomenon, not something to blame on children, parents, or teachers, and there are no
quick and easy solutions.
Children bite for a variety of reasons: simple sensory exploration, panic, crowding, seeking to be noticed, intense desire
for an item, or even in the excitement of a happy moment. Repeated biting becomes a pattern of learned behavior that
is often hard to extinguish, because it does achieve results: the desired toy, excitement, and attention. No one can predict which children will bite, but we are ready to help toddlers who do bite to learn other behaviors. We are also
ready to give treatment, sympathy, and advice to children who are bitten. Here are the ways that First Lutheran works to
prevent biting and how we respond to it when it does happen:


First, we try to program the day to avoid boredom, frustration, or over-stimulation. We provide a calm and cheerful
atmosphere with a mix of stimulating, soothing, age-appropriate activities, and multiples of favorite toys. We also
work to model acceptable and appropriate behaviors for the children, helping them learn words to express their
feelings and giving them tools to resolve conflicts with our help.



Second, if a bite does occur, we help the child who was bitten. We reassure him or her and care for the bite. If the
skin is not broken, we use a cold pack. If the skin is broken, we follow medical advice and clean the bite with soap
and water. If it is likely the bite may get dirty, we will cover it to keep it clean. If your child is bitten, we will call you
to let you know about the bite. The teachers fill out a Bite Report, have it signed by our administrator, keep a copy,
and give one to you when you pick up your child. We also respond to the child who did the biting. We show the
children strong disapproval of biting. Our specific response varies by circumstances, but our basic message is that
biting is the wrong thing to do. Helping us to comfort the bitten child and holding a wet compress on the bite may
be used as a way of showing that what he or she did hurts the other child. We help the child recognize his emotions and we validate the child’s right to feel that emotion, but as teachers we cannot let the child act out his emotions by hurting another child, and so we help the child who bit learn different, more appropriate behavior.



Third, we look intensively at the context of each biting incident for patterns. Was there crowding, over-stimulation,
too few toys, too much waiting, other frustration? Is the biting child getting enough attention, care, and appropriate
positive reinforcement for not biting? Does the biting child need help becoming engaged in play or to make
friends? We develop a plan to address the causes of the biting, focusing on keeping children safe and helping
those who are stuck in biting patterns.



Fourth, parents are notified if their child starts to bite. We ask parents to keep us informed if their child is biting at
home. Children who bite in our program do not necessarily bite at home. But if your child is biting in both places, it
is important for all of us to be consistent in dealing with it. Communication is very important in order to help your
child stop biting.

We wish that we could guarantee that biting will never happen in our program, but we know there is no such guarantee. Some children become “stuck” for a while in a biting syndrome, and it is frustrating for the parents of victims that we
are unable to “fix” the situation quickly or terminate care. We will make every effort to extinguish the behavior quickly
and to balance our commitment to the family of the biting child to that of other families. Only after we feel we have
made every effort to make the program work for the biting child do we consider asking a family to withdraw the child or
move to our other campus. Group living is tough. When biting occurs, we are all challenged to maintain a broader
perspective and to pull together.
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Illness can travel quickly through an early childhood center, especially in a class of infants and toddlers. A partnership
between families and staff can help keep our children healthy and well.

Check each child daily upon arrival for symptoms of illness.
Disinfect daily all surfaces in the classrooms with a diluted bleach solution.
Send home a letter if your child has been exposed to an infectious illness.
Remind children to cover their mouths with their arm when coughing/sneezing.
Make sure that children are dressed comfortably for outdoor play.
Administer medications when necessary.
Please Note: We prefer to not administer medications while your child is attending the center. If it is necessary, please
follow the instructions on page 20.

Inform the center immediately if the child has been diagnosed with an infectious illness.
Return the child to the center after an infectious illness only after cleared by the child’s doctor and with a release note
signed by the physician.
Dress the child in appropriate clothing for the weather.
Supply the center with extra clothing for changes in the weather during the day.
Assess their child’s health each morning before bringing the child to the center. The child should remain at home if the
child exhibits any signs of illness. These signs may include:












Symptoms of a communicable disease such as chicken pox, measles, scarlet fever, hand-foot-mouth disease, and Fifth’s disease
Fever of 100 degrees or more (This usually indicates the presence of an infection.)
An excessive runny nose and/or a persistent cough, unless explained by a doctor’s note
Watery or inflamed eyes or a pus secretion from an eye – a sign of conjunctivitis
Diarrhea
Vomiting
Ear Infection
Unexplained lethargy
Draining sores or burns
Rash other than mild diaper rash
Other symptoms at our discretion

Your child will not be admitted to the center if any of these symptoms are present at drop-off. Your child may also be
sent home if he/she appears to have any symptoms of illness during the day. This includes a child who has more than
one incident of vomiting or more than two incidents of diarrhea. If you are in doubt whether your child is ill, please
keep him/her at home. A day at home may be better than having to leave work in order to pick up your child.
If you need care for the day, we recommend the TLC program for mildly ill children at Torrance Memorial Hospital. It
is reasonably priced and parents have been pleased to use it when their child is sick. More information is available at
www.torrancememorial.org search: TLC Sick Child Care. Little Company of Mary Hospital also offers a similar program. Search: “Little Company of Mary, The Care Depot.” You will need to pre-register for both these programs.
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If a child has had a fever of 100 degrees or more within the previous 24 hours, he/she may NOT attend
school the next day. Wait until the fever has been completely gone for 24 hours before returning.
If a child is sick for any reason, especially if sent home from the center the day before, it is highly recommended
that he/she stay home for another day to regain complete health. However, if the child has recovered quickly,
and you feel the child is well enough to return to the center, the child may return the next day with a written doctor’s release.

Bumps & Bruises: Whenever a child gets hurt in the center, a staff member will fill out an “ouch” report to
explain what happened. It is our policy to call parents about every bump to the head or face. The parent can
then decide if further treatment is necessary. When a child is injured at home, please write on the daily log how
the injury occurred and any treatment that needs to be continued during the day at the center. (This includes
any scrapes that are covered by a Band-Aid, bumps, and bruises.)

Immunizations: Your child’s health is a matter of major importance to all of us. Upon enrollment, you must file
with us a health form signed by your child’s physician. We have adopted the state health policy of “No shots –
No School” as stated in section 6025 or 6035 of the California Administrative Code, Title 17, Part 1, Chapter
4. The immunization report must be in our files before your child begins at the center. If we have not received
this, your child will not be able to attend.
Here are the immunizations (shots) required to attend all child care programs, by age:
Age when enrolling
2-3 months
4-5 months
6-14 months

Immunization (shots) needed
1 each of polio, DTP, Hib
2 each of polio, DTP, Hib
3 DTP
2 each of polio and Hib

15-17 months

3 each of polio and DTP
1 MMR; must be on or after the first birthday
At least 1 Hib given on or after the first birthday
(regardless of any doses given before the first birthday)

18 months - 4 years

3 polio, 4 DTP, 1 MMR; to be given on/after first birthday
At least 1 Hib given on or after the first birthday
(regardless of any doses given before the first birthday)
Hepatitis B - a 3-dose series
1 Chicken pox
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Illness

Symptoms and/or Exclusion Time (when your child cannot be at the center)

Exclude children with any

With an elevation of body temperature above normal when accompanied by behavior

of the following condi-

changes, stiff neck, difficulty breathing, rash, sore throat, and/or other signs or symptoms

tions:

of illness; or if the child is unable to participate in routine activities.
If medication is prescribed by the health care provider it must be administered for 24
hours before the child can attend, even if the health care provider has cleared the child
for readmission.

Fever

Measure temperature before giving medications to reduce fever. Temperature of 100°F
or (axillary (armpit) temperature 99° F or higher.) Child must be fever free for 24 hours

Vomiting

Until vomiting stops. Child must be out of the center 24 hours symptom free.

Rash with Fever or Behav-

Until a medical exam indicates these symptoms are not those of a communicable disease

ior Change

that requires exclusion.

Unusual Color of Skin,

Until a medical exam indicates the child does not have Hepatitis A. Symptoms of Hepa-

Eyes, Stool, or Urine

titis A include yellow eyes or skin (jaundice), gray or white stool, or dark (tea or cola colored) urine.

Chickenpox

Until all the blisters have dried into scabs and no new blisters or sores have started within
the last 24 hours; usually by day 6 after the rash began.

Croup

Until fever and cough are gone and the child is well enough to participate in routine activities.

Fifth disease

None, if other rash-causing illnesses are ruled out by a healthcare provider, since persons
with fifth disease are no longer infectious once the rash begins.

Head Lice

Until first treatment is completed and no live lice or nits are seen.

Herpes, Oral Infection

Until those children with primary infection who do not have control of their oral secretions
no longer have active sores inside the mouth. No exclusion is necessary for children
who have recurrent infections (fever blisters and cold sores).

Impetigo

Until treated with antibiotics for 24 hours and sores are drying or improving.

Measles

Until 4 days after the rash appears.

Mumps

Until 9 days after swelling begins.
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Illness

Symptoms and/or Exclusion Time (when your child cannot be at the center)

Pinworm Infection

Until 24 hours after treatment has started and healthcare provider has cleared for readmission.

Respiratory Infection (Viral)

Until fever is gone and the child is well enough to participate in routine activities.

Ringworm

Until 24 hours after treatment has started and healthcare provider has cleared the child for
readmission.

Rotavirus Infection

Until diarrhea has stopped for 24 hours.

Scabies

Until 24 hours after treatment begins.

Staph Skin Infection
(excluding impetigo)

While draining sores are present.

Viral Gastroenteritis
caused by Norovirus
(Norwalk-like viruses)

Until diarrhea and vomiting have stopped for 24 hours

Signs/Symptoms of Possible Severe Illness

Until a healthcare provider has evaluated the child to rule out severe illness, when the
child is unusually tired (lethargic), or has uncontrolled coughing, unexplained irritability,
persistent crying, difficulty breathing, wheezing, or other unusual signs for the child.

Diarrhea

Until diarrhea stops and has not had a bout of diarrhea for 24 hours. Diarrhea is defined
as an increased number of stools compared with a person's normal pattern, along with
decreased stool form and/or watery, bloody, and mucus-containing stools. Stools need
to be contained within the diaper.
Children must leave the center after 2 bouts of diarrhea.

Mouth Sores with Drooling

Until a medical exam indicates the child may return or until sores have healed

Eye Drainage

Until 24 hours after treatment has started when purulent (pus) drainage and/or fever or
eye pain is present, or a medical exam indicates that a child may return.

Acute Bronchitis (Chest
Cold)/Bronchitis

Until fever is gone and the child is well enough to participate in routine activities

Conjunctivitis (Pinkeye)/
Conjunctivitis with pus
and/or fever or eye pain.

Until the child has been evaluated by the healthcare provider and until 24 hours after antibiotic treatment begins, or until the healthcare provider has cleared the child for readmission. If any medication is prescribed by the health care provider it must be administered
for 24 hours before the child can attend, whether or not the health care provider has
cleared the child for readmission.
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Illness

Symptoms and/or Exclusion Time (when your child cannot be at the center)

Hand, Foot, and Mouth

May return after child is fever- free for 24 hours and the child is well enough to partici-

Disease

pate in routine activities . A Doctors note is needed clearing the child to return.

Hepatitis B

Children who have the hepatitis B virus in their blood may attend childcare unless they
have unusually aggressive behavior (e.g., biting), oozing sores that cannot be covered,
or bleeding problems.

HIV/AIDS

Exclude infected child if they exhibit biting behavior, has open sores which cannot be
covered, or any bleeding disorders.

Influenza

Until fever free for 24 hours and the child is well enough to participate in routine activities.

Meningococcal Disease

Until the child has been on appropriate antibiotics for at least 24 hours and is well
enough to participate in routine activities.

Pertussis

(Whooping

Until 5 days after appropriate antibiotic treatment begins.

Cough)
Pneumonia

Until fever free for 24 hours and the child is well enough to participate in routine activities.

Respiratory Syncytial Vi-

Until fever free for 24 hours and the child is well enough to participate in routine activi-

rus (RSV) Infection

ties.

Rosella

Provided that the other rash illnesses, especially measles, have been ruled out, the child
may return when the fever is gone for 24 hours.

Rubella

Until 7 days after rash appears.

(German Measles)
Shingles (Zoster)

None, if blisters can be covered by clothing or a bandage. If blisters cannot be covered, exclude until the blisters have crusted.

Streptococcal

Infection

Until 48 hours after antibiotic treatment begins and the child is without fever for 24 hours.

(Sore Throat/Scarlet Fever/Perianal Cellulitis)
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The providers at First Lutheran Early Education Center prefer not to administer any medications while a child is in our
care. We do realize sometimes it is necessary to do so for the health and welfare of the child. Types of incidental
medical services to be provided will be limited to prescription medications and OTC medications (with a doctor’s
note only), Epi-Pens, Inhalers, and Nebulizers. Medications will be administered following the guidelines listed below.

Prescription Medications
Prescription medications will be administered only if the medication is in its original container with a prescription label
attached. The doctor recommended dosage must be on the label, as well as the child’s name, a current date, and
any special instructions. The medication can only be administered in accordance with the label directions. If a
change in dosage, frequency, or specific directions on how to administer occurs, a new label must be obtained. A
completed and signed Parent Consent for Administration of Medications and Medication Chart (LIC9221) must be
provided by the parent, along with the prescription container. Staff will record on the Parent Consent form each
dose administered with date, time, and staff signature. Consent forms will be placed in the child’s file upon completion of the treatment, and a copy will be provided to the parent.

Over the Counter Medications
OTC medications will be administered only if the medication is in its original container. A completed and signed Parent Consent for Administration of Medications and Medication Chart (LIC9221) must be provided by the parent
along with the container. OTC medications also require a doctor’s note with the following information: duration the
child will be taking or using the medication, start date, stop date, amount to be administered, and a time schedule of
when the medication is to be administered. The note must be on the prescribing doctor’s letter head with a date,
phone number, and doctor signature. Sunscreen, diaper cream, and other skin creams are now ruled as an over the
counter drug product by the USFDA, and a Parent Consent for Administration of Medications must be completed,
signed, and turned in to the office with the cream.

Other Medications
Regarding Epi Pens, Inhalers, and Nebulizers: It is the parent’s responsibility to obtain training materials for the child
care staff, either directly from the physician or a written referral from the physician to a website. The record of medication service (LIC9221) with the date, staff signature, and time that medication was administered will be kept in the
child’s file and a copy provided to parents at pick-up time, at the conclusion of the treatment(s). In addition, the parent will provide written instructions from the child’s doctor. These written instructions must include (1) specific indications (such as symptoms) for administering the medication in accordance with the prescription, (2) potential side effects and expected response, (3) dose form, amount to be administered and schedule if more than one treatment, (4)
actions to be taken in the event of side effects or incomplete treatment response including what actions to take in an
emergency, (5) instructions for proper storage of the medication, and (6) the telephone number and address of the
child’s physician.

Epi Pens
Epi Pens require an allergy list, with a list of reactions to look for, that is to be kept in a child’s file and in the
class emergency backpack. If an Epi-Pen is administered, 911 and parents will be called immediately.
Used Epi-pens will be returned to their original case and packaging, placed in a sealed plastic bag and returned to the locked first aid cabinet. When the parent arrives for pick-up, staff will return the used Epi-pen to
the child’s parent for sanitation and cleaning. The parent will then be required to return the clean device to
the Center on the child's next day of attendance.
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Nebulizer
If a child is known to need a nebulizer, there are two forms to complete. The Nebulizer Care Consent/
Verification Child Care Facilities form (LIC9166) must be completed by a parent or legal guardian upon
enrollment, or at the beginning of the school year, and kept on file. This form gives permission to specifically
named staff members who will be authorized to administer inhaled medications to the child.
Each time a nebulizer is brought to school for a new series of treatments, a completed and signed Parent
Consent for Administration of Medications and Medication Chart (LIC9221) and specific written instructions
from the child’s physician on letterhead must be provided, including indications for administering the medication or the daily schedule for administering the treatments with start and end dates, potential side effects,
dose form and amount to be administered, actions to be taken in the event of side effects, instructions for
proper storage of the medication, and the date, telephone number, and address of the child’s physician.

Staff Training—Inhalers and Epi-Pens
All staff will be provided general instructions on inhalers and Epi-Pens at scheduled First Aid and CPR recertification.
At the time of the child’s enrollment or at the beginning of the school year a parent will personally instruct staff members who are authorized to administer medications on how to use the specific device used to deliver the medication
to the child. It is the parent’s responsibility to obtain training materials for the child care staff, either directly from the
physician or a written referral from the physician to a website. The record of medication service (LIC9221) with the
date, staff signature, and time that medication was administered will be kept in the child’s file and a copy provided
to parents at pick-up time at the conclusion of the treatment(s).

Storage
Storage of prescription medication containers will be in a lockbox kept in the office. Medications that require refrigeration will be kept in a lockbox in the refrigerator. Epi-pens will be kept in locked pouches in the classroom emergency backpack under adult supervision and inaccessible to children. It is the parents’ responsibility to collect medications at the end of the day. We will keep one Epi-Pen for the child at school. Additional Epi-Pens brought to
school must be kept in a locked storage container which will be inaccessible to the children.

Precautions
Gloves will be worn while administering medication, to insure no potential exposure to blood or body fluids. Hands
will be washed immediately after removal and disposal of gloves, and disposal of used instruments will be in approved containers.

Procedure for Emergency Administration of Medication
If a child requires emergency administration of any Medication Services, the following procedures will be followed:
 911 will be called immediately and the child’s parent or authorized representative will be notified by telephone
immediately following the treatment.
 The parent will be provided with a copy of the LIC9221 which shows the date, time, and administering staff
member information, which will be completed at the time of administration.
 An “Unusual Incident Report” (LIC 624) will be completed with a description of the medical event that triggered
the need for the administration of the medication. A copy of this form will be provided to the parent at the time
of pick up on the day of the incident, and a copy kept in the child’s file.

Disasters
In the event of a disaster, the Director or authorized classroom teachers will be responsible for retrieving the medication from the locked first aid cabinet or emergency backpack. These medications will remain in the possession of
the Administrator in an emergency situation. If the Administrator becomes unable to maintain possession, they will be
given to a trained staff member.
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The teachers have all had First Aid and Pediatric CPR training, and are able to take care of all
minor injuries. When we are in doubt, we call the parents, and in an emergency, would call
911 as well. Until the arrival of a parent, physician, ambulance, or paramedic, the Director or
person in charge will make all decisions about the care of the child. You will be expected to
assume responsibility for any resulting expense.
It is to your child’s benefit that you keep the school current on phone numbers, emergency numbers, and any other pertinent information.
Please notify the preschool office of any changes, or if there might be a change for notification
for a particular day.

Each month we do a fire or earthquake drill according to regulations. In addition, the center
has gone through extensive planning and preparation for a school-wide emergency. (See the
next page for our Disaster/Emergency Plan.)
In the event of a major earthquake, we have adequate supplies of food and water on campus
to take care of our children.
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In the event of a severe emergency, earthquake, actual major fire, or other disaster, we want you to be able to
quickly locate your children. Thus, all of the children in KINDERGARTEN THROUGH EIGHTH GRADE, will be
grouped alphabetically by last names and family members will be together. INFANT/TODDLER and PRESCHOOL children will be grouped together in the field area with their teachers until a parent/guardian arrives.
Older siblings of EEC children will stay with the EEC children. We are prepared to care for children up to 72
hours after a major disaster.

In the event of major emergency, parents and/or guardians are asked to go to the Flower Street gate to REQUEST your child(ren). Children will be RELEASED in an orderly fashion at the Monterey Street parking lot gate,
to parents or guardians. School staff will stay at the school with their respective and assigned groups of children
until the parents arrive to check them out.
In order to avoid unnecessary confusion, parents must stay at the gates. Your child/children will be brought to the
gate. It is imperative that we check out all of the children in an orderly way.
If telephones are operational following a serious disaster, their use will be restricted to reporting medical, fire, or
other emergencies. PLEASE DO NOT CALL THE SCHOOL. Information for parents will be released by local radio and television stations. Parents will be advised through the media, of local school conditions, dismissal times,
and various disaster procedures.
No student will be released to anyone other than his/her parent/guardian except under the following circumstances:
1.

Adults noted on the Emergency Form who will be asked to provide identification, their signature, their destination, telephone number, and address.

2.

When circumstances warrant that, in the administration’s judgment, it would be safest to move students to
an alternate location.

Students are assigned to certain school personnel for supervision and personnel should not be asked to locate
students not assigned to their care.
In the event of a severe disaster,
First Lutheran School will work with and follow plans
as determined by local Torrance Emergency/Rescue, Police, and Fire Departments.

The First Lutheran School office has a monitor, provided by the City of Torrance, for the purpose of communicating
emergency information to the school. In case of a toxic or chemical spill or fumes, or an actual police emergency
in our immediate area, we will follow the directive of the City of Torrance for “Shelter-In-Place.” This means that
ALL students, faculty, staff, visitors, and/or anyone else found on campus, will be directed to go indoors (doors &
windows locked with air conditioning off), until an “all clear” is given by the City of Torrance.
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In the event of a severe emergency, earthquake, actual major fire, or other disaster, we want to keep the children
as safe as possible. The St. Mark’s staff will first group the children in the grass quad area in front of our
classrooms. When it is deemed safe to do so, the children and staff will proceed to our south playground where
our emergency supplies are stored. We are prepared to care for children up to 72 hours after a major disaster.

In the

event of a major emergency, it is our desire to reunite you as quickly as possible with your child. In order
to do so, children will be released in an orderly fashion to parents or guardians at the gate to the south
playground. Staff will remain in the yard with their respective classes until the parents arrive to check the children
out.
In order to avoid unnecessary confusion, parents must remain at the entrance gate and are not permitted to enter
the yard. Your child/children will be brought to the gate. It is imperative that each person picking up a child
sign that child out on an emergency pick-up form in our daily attendance log book.
No student will be released to anyone other than his/her parent/guardian except under the following
circumstances:
1. Adults noted on the Emergency Form who will be asked to provide identification, their signature, their
destination, telephone number, and address.
2. When circumstances warrant that, in the administration’s judgment, it would be safest to move students to an
alternate location.
The children will stay with their regular teacher(s) until they are picked up. In order for those teachers to focus on
the children in their care, please do not ask them to locate any other children.
If telephones are operational following a serious disaster, their use will be restricted to reporting medical, fire, or
other emergencies. PLEASE DO NOT CALL THE SCHOOL. Information for parents will be released by local
radio and television stations. Parents will be advised though the media of local school conditions and various
disaster procedures.

In case of a toxic or chemical spill or fumes, or a police emergency in our immediate area, we will follow the
directive of the City of Lomita to “shelter-in-place” in our nap room with all doors locked. The necessary supplies
are available there to seal the area and care for the children until the “all clear” is given by the City of Lomita.
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Parent Communication: It is important that parents and staff work together at this marvelous stage of development.
We need to be able to communicate freely with each other. Each day many things affect you and your child at
home and away from the center. We like to know the reasons for his/her excitement or excessive fussiness or moodiness. Please let us know what may be the reason for any changes in your child's day. The daily report is our primary means of communication, other than conversations at drop-off and pick-up. If you wish a more in-depth conference, please ask to set up an appointment with you. That way, your teacher(s) can visit with you without the distraction of having to watch the other children.
Notes to the Office: All messages that concern you or your child at school should be in writing or noted on your
child's daily log sheet. Please leave your messages in the hands of a staff member and not in your child's bag or
cubby. We really appreciate your help in keeping us informed.
A copy of the infant-toddler daily log sheet will go home with you each day. This information will help you to know
what activities occurred during the day with your child, including feeding schedules, diapering/bathroom routines,
any special circumstances and activities.
Student Office Files: It is the parents responsibility to keep all student files current. If you change your address, job,
phone number, etc., please inform us immediately. Also, if any information on your child’s emergency form should
change (i.e., work number, extension change, cell phone, pager, etc.) we need to be notified in writing AS SOON
AS POSSIBLE.
Parent Education: We provide information about parent education programs in the community that come to our attention. We also have a small parent library in the preschool entry-way where you are welcome to browse and
check out books. We hope that parents will take advantage of these opportunities to expand their parenting.

Book-Lending Library:
Our book-lending library is located in the little room on the right as you enter the Torrance campus main preschool
door. Fundraisers over the past few years have allowed us to purchase many new hardcover books for you to check
out and read to your child. These are some of the best books available for toddlers and preschoolers! There are
parenting books available as well.




These books are only available for check-out by the immediate families of children enrolled in our program.
Please fill out the cards in the pockets and put them in the collection box.
We ask that you supervise your child's use of the books. Sit and read the book together, so that the book is not
torn or colored in.
 Books are due back in one week (leave them in the collection bin).
 After one week, there will be a daily fine charged of 25 cents a day until the material is returned.
Please take good care of our books. We will bill you for books not returned in a timely manner, or for any damage
done to books. Please teach your children to respect and care for these materials, so that others may enjoy them,
too.
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Most children will go through the process of toilet-training while they are enrolled in our two year old
class. However, if a child in the Toddler Room shows signs of being ready, we will initiate a toilettraining plan for that child, after meetings with the child’s parents, to discuss readiness and procedure.
Here at our center, we will be using the following technique to toilet-train children that show readiness.
With patience and understanding, the staff will guide your child through the following steps of toilettraining:
1. Introduce the toilet areas and/or potty chairs.
2. Assist children with taking off and putting on clothes.
3. Teach children correct bathroom words.
4. Flush toilet.
5. Wash hands with soap and water.
It is also our policy that:
- Children will be supervised while in the bathroom.
- Children may look at appropriate books while sitting on toilets.
- All wet clothes will be sent home at the end of the day to be laundered.
- No child will be forced to sit on or use a toilet.
- Children who are ready for toilet training will wear training pants rather than
diapers or pull-ups.
We hope you as parents/guardians understand the toilet-training procedures that your child will be
taught at the center. We encourage you to use the same techniques at home for consistency while
your child is toilet-training.
If you have any questions, please feel free to talk with the staff.

27

Child abuse and neglect is a terrible crisis. As caring and concerned parents and child care providers we take
very seriously our responsibility, as required by law, to report suspected cases.
First Lutheran staff have been trained to recognize the signs and symptoms of abuse and neglect.
Abuse and neglect, whether it may be physical or emotional, can happen in all types of families, from all walks
of life and in varying degrees. In all instances, the damage to children can last a lifetime and certainly affect their
self-esteem and developmental process.
When abuse occurs, both children and parents are the victims and need support, understanding, and help.
Parents may ask the Director for a confidential referral for outside intervention and suggested resources for
prevention and assistance in dealing with this problem.
Should a parent or Early Education Center staff member suspect abuse or neglect, these steps are the usual
course of action:
1. Staff members are encouraged to discuss the suspected case with the
Director. They are not required to, however, as the law clearly states that as
mandated reporters, teachers are required to report a “reasonable suspicion”
whether their supervisor agrees or not.
2. The Director will observe the child, talk with the child and further seek to
determine if abuse or neglect may have occurred. These findings will be
documented in the child’s file.
3. The Director may talk with the child’s parent(s) about the concerns.
4. The staff and the Director will make a determination of the need to call the
appropriate child abuse agency in consultation with the Principal and
Senior Pastor.
5. A social worker or representative of the agency may visit the child at the
preschool or the child’s home.
IN A SITUATION DEEMED TO REQUIRE IMMEDIATE ATTENTION, A STAFF MEMBER MAY CALL THE
ABUSE HOTLINE DIRECTLY.
At First Lutheran we are also very concerned about preventing abuse in the child care center. To protect the
children in our care, the following measures are taken:
● Extensive screening of all staff members, including criminal background checks
● Close observations and performance evaluations of staff
● Involved, capable supervision monitoring the classrooms, activities, and staff members.
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California Health and Safety Code Section 1596.857 requires that parents or guardians be
informed of their rights:
To enter and inspect the child care center without advance notice whenever children are in care.
To file a complaint against the licensee with the licensing office and review the licensee’s public file kept by the
licensing office.
To review, at the child care center, reports of licensing visits and substantiated complaints against the licensee made
during the last three years.
To complain to the licensing office and inspect the child care center without discrimination or retaliation against you or
your child.
To request in writing that a parent not be allowed to visit your child or take your child from the child care center,
provided you have shown a certified copy of a court order.
To receive from the licensee the name, address and telephone number of the local licensing office.
Licensing Office Name:
Licensing Office Address:
Licensing Office Telephone:

Community Care Licensing Division
6167 Bristol Parkway, Suite 400, Culver City, CA 90230
(310) 545-1730

To be informed by the licensee, upon request, of the name and type of association to the child care center for any
adult who has been granted a criminal record exemption, and that the name of the person may also be obtained by
contacting the local licensing office.
To receive, from the licensee, the Caregiver Background Check Process form.
NOTE: CALIFORNIA STATE LAW PROVIDES THAT THE LICENSEE MAY DENY ACCESS TO THE CHILD
CARE CENTER TO A PARENT/AUTHORIZED REPRESENTATIVE IF THE BEHAVIOR OF THE PARENT/
AUTHORIZED REPRESENTATIVE POSES A RISK TO CHILDREN IN CARE.
For the Department of Justice “Registered Sex Offender” database, go to www.meganslaw.ca.gov.
California Code of Regulations, General Licensing Regulations, Sections 80072 and 101223
lists these personal rights for Child Day Care Facilities. Each person receiving services from a community care
facility shall have rights which include, but are not limited to, the following:
To be accorded dignity in his/her personal relationship with staff and other persons.
To be accorded safe, healthful, and comfortable accommodations, furnishings and equipment to meet his/her needs.
To be free from corporal or unusual punishment, infliction of pain, humiliation, intimidation, ridicule, coercion, threat,
mental abuse, or other actions of a punitive nature, including but not limited to: interference with the daily living
functions, including eating, sleeping, or toileting, or withholding of shelter, clothing, medication, or aids to physical
functioning.
To be informed, and to have the authorized representative informed by the licensee of the provisions of law regarding
complaints including, but not limited to, the address and telephone number of the licensing agency's complaint
receiving unit, and of information regarding confidentiality.
To be free to attend religious services or activities of his/her choice and to have visits from the spiritual advisor of his/
her choice. Attendance at religious services, either in or outside the facility, shall be on a completely voluntary basis.
(In child day care facilities, decisions concerning attendance at religious services or visits from spiritual advisors shall
be made by the parents or guardians of the child.)
Not to be locked in any room, building, or facility premises by day or nights.
Not to be placed in any restraining device, except a supportive restraint approved in advance by the licensing
agency.
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