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Preschool Education Program 2020-2021—Parent Manual 
 
Federal Way Parks and Recreation welcomes you and your family 
to our Preschool Education Program. Our goal is to provide a  
welcoming, safe and developmentally appropriate environment for 
every child.  
This handbook is designed to ensure that your family has a       
rewarding experience with the program. In the handbook we have 
tried to anticipate many of your questions about the program. The 
purpose of this handbook is to outline the program’s policies and            
procedures. We strive to work closely with parents in a partnership 
that will facilitate the transitions between home and school. Daily 
communications and a sense of trust between parents and teachers 
are vital.  
Our goal is to provide the highest quality care and education for 
children and to ensure that parents are valued and respected. To 
accomplish this we depend on parents to be responsible and active 
child care consumers. We expect parents to read this handbook, 
follow the policies and procedures outlined, provide us with all the 
necessary information, and be open and honest with us regarding 
your feedback about the program. We welcome your comments, 
questions, concerns and suggestions about your child’s experience 
and the program. We understand that nothing is more important 
than your child’s early education and care experiences.  
Given the nature of an ever-changing quality early education and 
care program, this handbook is a “living” document. You will be 
notified of formal policy changes during the year via a written   
policy notice through email. In addition, the handbook will be up-
dated as needed. Come and talk with us should you have any sug-
gestions, questions or concerns.  
 
Program Hours: 
ALPHABETS (Fridays 9:15am-10:45am) 
ED 1 (Mondays and Wednesdays: 9am-12pm) 
ED 2 (Tuesdays and Thursdays: 9am-12pm) 
ED 3 (Monday - Thursdays: 9am-12pm or 1pm-4pm) 
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Program Description  
The Federal Way Community Center offers a variety of preschool         
education classes.   All classes include circle time, educational curriculum, 
motor skills, outside play, and lots of socialization. Children must be     
potty-trained for all drop off classes. 
 

ALPHABETS  
Children will learn the alphabet while exploring their senses through craft 

and play. Children will build key social skills among peers and begin their 

preschool experience in a low stress environment. Children will be        

introduced to a classroom routine and begin to build listening stamina. This 

is a parent participation class. Alphabets is for kids going into Kinder. Sept. 

2024 

ED 1  
Children will begin working on discovering independence in our first parent 
drop off class. Children will be working on the alphabet, counting to 10, 
identifying and tracing their name, working on developing key fine motor 
skills and working on key social skills through play based learning. This is a 
parent drop off class. Children must be potty trained for this class. ED 1 is 
for kids going into Kinder. Sept. 2023 
 
ED 2  
Children will begin writing their names independently, learn capital and 

lower case alphabet letters with a focus on letter sounds learn to count to 

20, continue practicing key fine motor skills and practice problem solving 

with peers. This is a parent drop off class. Children must be potty trained. 

ED 2 is for kids going into Kinder. Sept. 2022 

ED 3  
This is our Pre K class. Children will follow a routine similar to that of a 
kindergarten classroom, be exposed to sight words, solidify their knowledge 
of the alphabet, focus on writing first name with a capital and lowercase 
letters, continue to work on developing key fine motor skills. identifying 
and writing numbers, classify shapes and sort colors. ED 3 is for kids going 
into Kinder. Sept. 2021 
 
Enrollment Fee (Annual) 
 
 Preschool Enrollment fee of $45 for each child who signs up for preschool 
education prior to registering for Alphabets, Ed 1, Ed 2 and Ed 3. 
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Payment Information, Fees and Refunds 

2020-2021 Preschool Education Tuition 
See Preschool Education Brochure for specific pricing.  Below are the ranges.    
Pricing depends on the number of days the class is held each month.  

ALPHABETS ($32.00-$85.00) 
ED 1 ($150.00-$240.00) 
ED 2 ($150.00-$240.00) 
ED 3 ($275.00-$430.00) 
 
Payment Deadlines 
Enrollment Fee—$45 Is a school year fee that is non-refundable/non-
transferable. 

A non-refundable/non-transferable holding fee of $10 each month is    
required at the time of registration.  This fee will secure your child’s space in 
the After School Program.  Payment for each month is due the 15th of the 
month prior to attending. 

How to Pay 
Payments are run the 15th of each month for the following month.  The 
card that is charged is the one used in the initial registration.  If the card on 
file needs to be updated, please contact Kimberly Ledyard at 
kim.ledyard@cityoffederalway.com by the 10th of the month to make an   
update to accounts.  September’s payment will be run on August 15th. 

Withdrawals 
If you need to withdraw your child from our Preschool Program, please 
notify us in writing by the 20th of the month of your intent to withdraw for 
the following month.  The $45 school year enrollment fee and $10 holding 
fees are non-refundable or transferable.   

Program Fees 
For the latest fee schedule, visit itallhappenshere.org.   Late payments—$10 
fee for declines each month.   

Late Pickup Fee 
There will be a late charge of $1.00 per minute for children not picked up 
by 12:00PM for the morning classes and 4:00PM for the afternoon. A late 
charge of $2.00 per minute after 12:30PM for the morning classes and 
4:30PM for the afternoon classes. Payments for late-fees are due upon 
pickup. You will not be able to drop your child off for class until the late fee 
is paid. 
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Adverse Weather  
Facility Closures 
 

We do NOT follow the Federal Way                                                 
School District closures due to weather.                                                
You will receive an email the morning of if we                                           
close. If our staff and students can get to class safely,                                        
we will run classes.                                             

Facility Closure: If Preschool classes have already started when the  
weather gets bad, there is a chance that the Community Center will close 
early in order for employees to be able to get home safely.  In this case, all 
parents will be contacted by the Preschool staff and your child will need to 
be picked up promptly.  

Please visit our website www.itallhappenshere.org for program updates.  

Illness and Medication Information 
In the event of illness, we request that you keep your child home. Children 
not well enough to follow the day’s routine (including outside activities) 
cannot attend the program. This includes, but is not limited to children 
with the following symptoms of illness: 
 • Fever   •Discharging Eyes 
 • Sore Throat  • Nausea, Diarrhea 
 • Active Rash  • Stomach Pain 
If child become ill during program hours, a parent/guardian will be noti-
fied and asked to pickup their child. Parents should establish an alternate 
plan for their child if they are unable to pick up a sick child or if they can-
not be reached by telephone during class hours. 
 

Contagious Disease 
Parents are to inform a program supervisor IMMEDIATELY, when their 
child contracts a contagious disease (including but not limited to, hand, 
foot, and mouth, ringworm, chicken pox, conjunctivitis, mumps, measles, 
viral infections, and lice) or is exposed to one. We will then post a notice 
to alert parents. Children being treated with antibiotics for a contagious 
disease may not return to our facility until the danger of infecting others is 
over. 
 

Administration of Medicine 
Staff are unable to administer medication to participants at any recreation 
program. 
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Injuries 
Our staff will treat all minor injuries, and parents will be notified at the time 
of pickup. If the staff determines that the camper should receive medical        
treatment, a parent/guardian will be notified immediately. 
 

Emergency Procedures: 
In case of serious illness or injury, the following procedures will be used: 
 1. Administer First Aid/CPR 
 2. Call 911 
 3. Contact parent or emergency contact 
 4. Transport to nearest hospital (if necessary) 
 5. File accident/medical report 

Behavior Expectations & Rules of Conduct 
• I will respect teachers, visitors and  other students. 
• I will respect myself and the property of others and the classroom. 
• I understand that the Preschool Program has a ZERO TOLERANCE 
POLICY for fighting, verbal abuse, physical abuse or “play fighting” at any-
time. 
• Our Preschool Staff reserve the right to immediately suspend or expel a 
participant who is a danger to him/herself or others. 
 

Discipline Policy 
In organizing and maintaining a safe and cooperative program, it is neces-
sary to have specific policies and limitations that govern our facilities, pro-
gram/staff and the behavior of each child. The following procedures will be 
used when handling discipline situations (note: depending on the severity of 
the incident, some of the steps may be skipped and parent meetings may be 
arranged to further discuss the behavior): 
1) Verbal warning. 
2) Think Time (Separated from activity) 
3) A phone call to parents. 
 
Please note: We reserve the right to dismiss a child IMMEDIATELY if we experience 
extreme discipline problems. Such problems may include, but are not limited to, fighting, 
physical violence toward campers or other staff, bringing weapons to camp, physically or 
verbally threatening/abusing  others, and putting themselves, or other campers, and staff 
members in an unsafe situation. 
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Drop Off/ Pick Up Procedures  
We will open our doors 5 minutes before class starts (8:55AM for morning 
classes and 12:55 PM for afternoon classes.) we ask that parents not linger 
during the drop off period. This is to help assist with flow of drop off, ease 
separation, and helps protect all members of our class. Please let anyone 
authorized to pick up your child know we will check ID. If you wish for 
someone other than you to pick up your child, their name must be listed on 
the enrollment form. We will double check ID in this situation. WE WILL 
NOT RELEASE YOUR CHILD TO SOMEONE NOT LISTED.  
 
Snack  
A daily snack will be served half way through the day. Please specify any 
allergies on the enrollment form so we are aware. We are a nut free facility. 
 
Attire/Preparedness 

 Children should come to class prepared to play and learn. Please send 
your child with appropriate outdoor clothing as well as closed toe shoes.   

 All personal items must be kept in backpacks. 

 Please send your child with an extra change of clothes everyday.   
 
Contact Info: 
 
Katey Sharp Assistant Recreation Coordinator 
ms.kateysharp@gmail.com 
 
Kimberly Ledyard Recreation Coordinator  
 kim.ledyard@cityoffederalway.com 
(253) 835– 6934 



Thank you for your support in making this a great school 

year! Please do not hesitate to be in touch at any point if you 

have any questions or concerns!  

Federal Way Community Center 

876 S 333rd St 

Federal Way, WA 98003 

Phone: 253.835.6900 


