
 

 

 

 

Bethany Lutheran Preschool 
                           Linda Shirley, Director 

 
                      3701 W. Slaughter Lane, Austin, TX 78749 

                                         512.615.4154  (Preschool Office)    

                          512.292.8778 (Church Office) 512.282.4487 (Fax)                                     
 

 
 
 
 
 
 
 
Dear Parents, 
 
Welcome to the Bethany Lutheran Preschool Program!  We are delighted that you have chosen our program for 
your child’s preschool enrichment.   
 
The information provided in this handbook will help you to gain an understanding of the Preschool’s mission 
and philosophy, its operations and procedures, as well as inform you of what you can expect from us and what 
our expectations are of you.  As our preschool ministry continues to grow, I encourage you to read the 
handbook thoroughly.   
 
We look forward to providing a nurturing and rewarding experience to all our preschool students. 
 
Thank you for sharing your child with us.   
 
Sincerely, 
 

 
Linda Shirley, Director 
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Preschool Office Email:  Preschool@BethanyAustin.com  
Physical & Mailing Address: 3701 W. Slaughter Lane, Austin, TX 78749 
Fax:     512-282-4487 
Website: http://bethanyaustin.com/preschool/information  
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PASTORS’ MESSAGE 
 
Bethany Lutheran Church established its Mother’s Morning Out program in 2002 as a means of serving the 
children and families of our community.  In 2005, we expanded the program to reflect our new preschool format 
incorporating a curriculum based learning environment and regular chapel time.  We are pleased that you and 
your family are part of the Bethany family. 
 
The Lutheran Church has a long history of concern for and involvement in the nurturing and education of 
children.  We are committed to continuing that great tradition by providing quality, loving care to each child in 
our Preschool.  This care includes offering your child many opportunities for intellectual, emotional, physical 
and spiritual growth.  In addition, Bethany sponsors educational programs in the vital areas of parenting, child 
development and family living.   
 
As God’s people, we base our service to others on His infinite and unconditional love for us.  We believe that 
we have been saved by grace through faith in order that we might be of service to one another.  We also 
believe that our Lord desires all His people to belong to a worshipping Christian community.  If you do not have 
a church home, we invite you to join us here at Bethany. 
 

Rev. Dr. William B. Knippa 
Senior Pastor                                           

pastorknippa@BethanyAustin.com 

Rev. Martin D. Danner 
Associate Pastor 

pastordanner@BethanyAustin.com 
                      

PHILOSOPHY 
 
Each child is a special creation of God.  Each child comes to this Preschool with a unique set of gifts and a 
unique set of emotional and physical needs.  Our goal is to take each child and nurture that individual in ways 
that will be a blessing and a foundation for continued growth. 
 
When a child feels valued and secure in their surroundings, s(he) is free to explore, investigate and learn.  In 
working toward this goal, we will help the child understand God’s love.  Chapel is conducted weekly; Bible 
stories and songs are used to convey God’s love.  Teachers exemplify God’s loving concern. 
 
Children learn best by being actively involved in the discovery process.  Play is a major learning mode.  To 
foster learning in this way, classrooms are set up in learning centers.  Materials are provided which stimulate 
the child’s natural desire to act and learn through hands-on experiences.  Curriculum is age appropriate and 
based on weekly themes. 
 
We believe that working with parents is vital to the success of the program.  We urge parents to participate in 
our program by joining us for activities, volunteering their time and talents to the Preschool and being actively 
involved in their child’s early education at home.  Your participation will help your child feel secure in the 
knowledge that you are interested in him/her and his/her surroundings. 

MISSION STATEMENT 
 
The mission of Bethany Lutheran Preschool is to develop God’s children through a Christian, loving, safe, 
creative and family-involved environment. 
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PROGRAM GOALS 
 
It is our goal that the Preschool program will provide and assist your child in the following: 
 

1. To develop a positive self-concept. 
2. To develop a sense of sharing, caring, loving and kindness. 
3. To encourage language development. 
4. To enhance physical development. 
5. To encourage good health practices and develop safety awareness. 
6. To encourage creative expression through the arts. 
7. To respect different cultures.   
8. To provide Christian Education. 

POLICIES 
 
Bethany Lutheran Preschool’s policies are set by the Church Council.  Council members are elected by the 
congregation and serve three-year terms.  Questions regarding policy may be addressed to the Preschool 
Director.  Parents are notified of policy changes and provided program information through correspondence 
either mailed or placed in your child’s classroom folder, via email, or the monthly newsletter. 

PRESCHOOL OPERATIONAL POLICIES 
 
Enrollment – Admission into the Preschool is based on a child’s application date and equalizing male/female 
class ratios.  Program placement is made according to the child’s date of birth as of September 1.  Siblings of 
currently enrolled students will have admission priority based on the date they submit their wait list application 
and as space becomes available.  Parents of prospective students must schedule a tour the Preschool with the 
Director before submitting a wait list application or enrolling their child in the Preschool program.  The Director 
reserves the right to place children at her sole discretion. 
 
 School Year Program Registration:  Registration of currently enrolled students who wish to enroll in 

next year’s School Year Program will occur in January of the current program year.  To secure their 
spot in the School Year Program, currently enrolled students must submit their registration form and 
pay the annual registration fee within the prescribed registration time period.  Once this registration 
period closes, all spots not filled will be offered to children on the wait list.   

 
 Summer Program Registration:  Registration of currently enrolled students who wish to enroll in the 

Summer Program will occur in February of the current program year.  To secure their spot in the 
Summer Program, currently enrolled students must submit their registration form and pay the annual 
registration fee within the prescribed registration time period.  Once this registration period closes, all 
spots not filled will be offered to children on the summer wait list.  A currently enrolled student does not 
have to attend the Summer Program to be eligible to enroll in the School Year Program.   

 
Requirements for Enrolling – The requirements listed below are needed for enrollment and must be met prior 
to first day of attendance.   
 

1. Completion of the registration form. 
2. Payment of the annual registration fee. 
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3. Completion of the admission information packet. 
4. A copy of the student’s current immunization record. 
5. A health statement (well check) signed by the child’s physician.  
6. A copy of the results of a Vision and Hearing Screening Test – when the child turns 4. 

 
Hours of Operation - School hours are Monday through Thursday from 9:00 AM  to 1:00 PM.  Our School 
Year Program starts in September and concludes the following May.  We offer an optional Summer Program in 
June, July and August.   
 
 Holidays:  Please refer to the Preschool calendar for holiday closings.  A copy of the calendar is 

provided at the beginning of each school year, and can also be found on the Preschool page on our 
website.   

   
 Weather Closings:  The Preschool will follow Austin ISD weather-related closing or delayed opening 

decisions.  If Austin ISD cancels classes or closes due to inclement weather, the Preschool will also be 
closed.  If Austin ISD delays opening by two hours, the Preschool will delay opening until 10:00 AM.  
During severe weather, please check local stations for closing announcements. 

Arrival and Dismissal Times  
 
 Arrival:  Children will not be accepted or signed in to their classroom before 9:00 AM.  Prior to that 

time, our teachers and staff are making final preparations for the day ahead.   
 
 Dismissal:  Children are released at 1:00 PM and must be picked up by 1:05 PM.  A $1.00 per 

minute late pick-up fee will be assessed for each minute after 1:05 PM.  Late fees will be recorded and 
assessed to your account.  Parents may pick up their child before the release time of 1:00 PM.  Please 
pick up your child on time. 

 
Drop Off Procedures  
 
Children should be escorted by an adult into the building and the classroom.  As classroom activities begin as 
soon as children arrive, please try to drop off your child no later than 9:15 AM.  Typical drop off procedures for 
children enrolled are as follows: 
 

 Take your child to the bathroom before entering the classroom (for all children who are potty trained). 

 Sign in your child upon entering the classroom.  Please make any notes on the sign-in sheets (i.e. 
unreachable by phone x to y, change in pickup, etc.) 

 Allow your child to place or help place all snacks, lunches and water bottles in designated bins or 
areas. 

 Allow your child to hang or help hang backpacks on designated hooks or in cubbies.  Please make sure 
that a complete change of clothing (including socks and shoes) is in the backpack. 

 Don’t skip your good-byes, but please keep them brief. 
 
Please keep children that are not enrolled in the classroom from entering and playing with classrooms toys and 
items.   
 
Accepting and Releasing Children - Children must be signed in by a parent or adult at their assigned 
classroom upon arrival and signed out by an authorized adult when picked up.  The Preschool, its teachers and 
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staff are not responsible for your child until they are signed in by an adult.  Once the child is signed out, parents 
are responsible for their child.   
 
 Hold Harmless Release – Parents knowingly hold harmless Bethany Lutheran Preschool, Bethany 

Lutheran Church, its agents, employees, and volunteers, from any claims that might result from any 
accidents at any time involving your child after they have been picked up from the classroom.  Parents 
are solely responsible for any damages caused by their child after hours, whether supervised by an 
adult or not. 

 
Pick Up Authorization - It is imperative for the safety of the children in our care that they be released only to 
persons authorized, in writing, by the Parent on the admission form.  Please note that all persons picking up 
must be age 16 or older.  If you have made arrangements for another adult listed on your admission form to 
pick up your child, please notify the teacher or preschool office of the change in pick up.  If you have requested 
that a person not listed on the admission form pick up your child, you must notify the Preschool office in writing 
of this change of authorization.  Authorized persons picking up for the first time should check in with the 
preschool office and present a valid photo ID for copying.  All persons authorized to pick up a child must have a 
copy of a valid photo ID in the student’s file kept in the Preschool Office, parents included.   
 
Parking – Please park in the assigned parking area located to the west and south of the building.  The north 
parking spaces are reserved for Bowie High School parking.  Restrict parking lot speed to 10 mph.  Watch for 
people entering and exiting their vehicles.  NO VEHICLES (MOVING OR PARKED) ARE ALLOWED IN THE 
FIRE LANE ADJACENT TO THE PLAYGROUNDS! 

 
 Entrance – Entrance to the Preschool can be accessed through the doors located near the west parking lot 

and the south parking lot.  The doors located at the east entrance by the playground are FOR EMPLOYEES 
ONLY. 

 
 Withdrawal by Parent – A parent may withdraw their child from the Preschool at any time.  A two week written 

notice of your intent to withdraw is required prior to last date of attendance. If you are withdrawing your child in 
the middle of the month, tuition is not prorated. If a two week notice for withdrawal is not received, the parents 
are responsible for the next month’s tuition. 
 

 Dismissal by the Director – The Director reserves the right to dismiss a child upon notification to the Parents.  
Children who are not yet ready for a group experience or whose needs are not best met in a group setting may 
be dismissed.  Any child who jeopardizes the safety of themselves or others will be dismissed if corrective 
measures are not successful. 
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TEACHER TO STUDENT RATIOS  
 
The current teacher to student ratios are as follows: 
 
 Ages  Bethany Preschool Ratios Texas Licensing Requirements  
 Toddler (18 months), 2 Day Program 2 Teachers to 8 students 1 teacher to 9 students 
 2 Years Old, 2 Day Program 2 Teachers to 10 students 1 teacher to 11 students 
 3 Years Old, 2 Day Program 2 Teachers to 12 students 1 teacher to 15 students 
 3 Years Old, 3 Day Program 2 Teachers to 12 students 1 teacher to 15 students 
 4 Years Old, 2 Day Program 2 Teachers to 12 students 1 teacher to 18 students 
 4 Years Old, 3 Day Program 2 Teachers to 14 students 1 teacher to 18 students 
 4 Years Old, 4 Day Program 2 Teachers to 16 students 1 teacher to 18 students 
 5 Years Old, 4 Day Program 2 Teachers to 16 students 1 teacher to 22 students 
 

From time to time the Preschool may follow state ratios, but will not be non-compliant unless under emergency 
situations. 

 

PROGRAM FEES 
 

 Tuition – TUITION IS DUE ON THE 1ST OF EACH MONTH.  A late fee will be assessed per student if tuition is not 
received  in our offices by 5:00 p.m. before the 15th of each month   Please take this into account when you are 
making your tuition payment online as it can take three to seven business days for a financial institution to 
process your on-line payment. 

 
 School Year tuition is divided into 9 equal payments beginning with September and ending with May.  This 

division takes into consideration all holidays and school closings.  No credits or refunds will be given due to 
school closings due to inclement weather.   

 
 Summer tuition is based on the number of sessions and/or weeks attending. No credits or refunds will be 

given due to school closings due to inclement weather.   
 
 Tuition and fees may be adjusted annually as determined by the Church Council. Please contact the Preschool 

Office for the most current tuition and fee schedules   For current School Year Program tuition rates, please 
contact the Preschool Office.   

 
 Tuition is due regardless of the number of days attended to maintain enrollment.  No refunds will be given for 

days missed due to sickness, vacation or other absences.  Make up days cannot be granted. 
 

FAILURE TO MAINTAIN A CURRENT BALANCE  
MAY RESULT IN ADMINISTRATIVE DISMISSAL FROM THE PRESCHOOL PROGRAM. 
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 Fees – The following fees will be assessed to your account and are payable as follows: 
 
 School Year Registration fees are due and payable at the time of registration and are non-refundable. 
 Summer Registration fees are due and payable at the time of registration and are non-refundable. 
 Returned Check fees are due and payable at the time of notification of an NSF or other returned check.  
 Late Pickup fees are due and payable by the next attendance day. 
 Late Tuition fees are due before the next tuition payment date.  

Overpayment/Refund requests must be made in writing.  Any transaction fee incurred by Bethany Lutheran 
Church related to the overpayment will be deducted from the amount requested for refund. 

 
 Discounts – Parents who have more than one child enrolled in the Bethany Lutheran Preschool program will 

receive a discount on their monthly tuition of $10 for each additional child enrolled in our program.  
 
Payment Methods – Payment of tuition and fees can be made by cash, check, electronic funds transfer or 
credit card(online only).   Payments are accepted through the following methods: 

 Electronic Funds Transfer via the Preschool tab on our website.  

 Credit Card payments via the Preschool tab on our website. 

 Delivered to the Preschool office during regular business hours  (9:00 AM to 1:00 PM, Monday through 
Thursday) 

 Placed in the tuition box located outside of the Preschool office. 

 Mailed to:          Bethany Lutheran Preschool 
            3701 W. Slaughter Lane 
            Austin, TX  78749 

DISCIPLINE AND GUIDANCE POLICY 
 

 Each classroom is arranged so that a child is able to make choices and therefore the child will become self-
sufficient, self-directed and self-disciplined. 
 

 Discipline – Teachers use positive methods of discipline and guidance that encourage self-esteem, self-control 
and self-direction.  Children are also encouraged to use their words to express feelings.  When other guidance 
fails, a period of separation from the group is used.  Children may be brought to the Preschool office or parents 
called to pick up a child.  Parents are required to sign Licensing’s Discipline and Guidance form. All adults, 
including parents, shall follow the rules on discipline and guidance as set forth in the Texas Minimum Standards 
for Child Care Centers while on the premises (see Appendix C).   
 
Biting – Biting is a serious issue in a large group situation.  Teachers will handle a biting incident in the 
following manner: 

 A confidential log will be kept which will include the time, date, place and the names of the 
children involved in the incident. 

 The parents of the children involved will be informed of the biting incident.  The parent of the 
child biting another will need to meet with the teacher. 

 Upon the second incident, the child biting another will be removed from the classroom and the 
parent will be notified. 

 If a third incident occurs, the parent will be asked to pick up their child who has bitten another 
child.  If the behavior continues, the Preschool reserves the right to have the child removed 
either temporarily or permanently from the school. 
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HEALTH POLICIES  
 
Allergies – You must notify the Preschool of any allergies your child may have on the admission information 
form.  You will need to see the Director if your child has severe allergic reactions requiring the use of an EPI-
PEN.  It is the Parents’ responsibility to make sure that any emergent use medication is current. 
 
  Nut Allergies – The Preschool is not a nut free environment.  You must notify the Director and 

indicate on the admission information form if your child has a nut allergy. 
 
Communicable Diseases – For the safety of all children, if exposure to a communicable disease has occurred 
or is suspected, we reserve the right to require proof of diagnostic testing and a negative test result or proof of 
treatment prior to the child’s readmittance to the Preschool. Any child recovering from a communicable disease 
shall be readmitted on the basis of certificate of approval from the child’s physician.  If no physician is in 
attendance, the child may not be readmitted until the recommended time period has elapsed as per the local 
and/or state health department. 
  
 Please refer to Appendix A for a list of illnesses and the release/readmission rules 

regarding all enrolled children which are designed according to Bethany Lutheran 
Preschool standards, the Department of Human Service regulations, and a physician’s  

 recommendation.  
 
Emotional Well Being – Please let us know if your child has or is experiencing a traumatic situation at home.  
The Preschool staff will be supportive at all times.  The church staff is also available to help in difficult 
situations. 
 
Health Check - A visual or physical assessment of a child may be made by the teacher to identify potential 
concerns about a child’s health, including signs or symptoms of illness and injury, in response to changes in the 
child’s behavior since the last date of attendance.  A teacher may use their discretion when accepting a child 
into the classroom who have symptoms such as those listed under the section “Illnesses and Exclusion”.   
 
Illnesses and Exclusion – When a child becomes ill at school, the welfare of the child and consideration of 
others is our first concern. The child will be separated from the other children and given staff supervision until 
they can be picked up.  Fever, diarrhea, and vomiting are common symptoms necessitating a child’s removal 
from the Preschool.  While some symptoms are not the result of a contagious disease, they are not conducive 
to group care.  In these instances, you will be required to pick up your child. 
 
 Children are to be kept at home when they show any of the following symptoms: 
 Sore Throat Toothache Runny nose w/ discoloration 
 Upset Stomach Rash Cough and congestion 
 Fever*  Impetigo Discharge from eyes, ears, or nose 
 Earache  Inflamed eyes  Headache 
 Lethargy  Mouth Sores Abnormal Breathing  
 Diarrhea  Ringworm Any Communicable Disease (See Appendix A) 
 

In general, a child who is too ill to participate in outdoor activity should remain at home until they are 
able to participate.  If a child is absent more than one day or is diagnosed with a contagious illness, please 
call the Director to discuss the nature of the illness so that we may alert others to possible exposure. 
 



 

8 
Last Updated  
February 15, 2016 

   

 Fever – Please do not bring your child to school if they have an oral temperature above 101º or an 
armpit temperature of 100º.   

 
 Return to School –  Children are not to return to the Preschool until they have been free of such 

symptoms for at least 24 hours or have a doctor’s signed statement indicating that the child is 
not contagious.  A doctor’s note is required stating that the child is non-contagious when a child has 
an undiagnosed skin condition (i.e. redness, bumps, irritations, etc.). 

 
Medical Emergencies – An emergency contact’s phone number and address must be on the child’s admission 
form.  This person will be contacted in the event parents cannot be located to come for their child.  In the case 
of sudden acute illness or serious injury of a child, emergency medical care shall be obtained and the parents 
notified as soon as possible. For this reason, we stress the importance of having CURRENT phone numbers for 
parents and emergency contacts. 
 
In an extreme medical emergency, 911 will be called.  EMS will determine which hospital is best 
equipped to handle the emergency care required. 
 

Immunizations – Student immunization records must be current and on file prior to the beginning of each 
school year.  The Texas Administrative Code (TAC) describes the conditions under which individuals can seek 
exemptions from Texas immunization requirements.  Exclusions from compliance are allowable on an individual 
basis for medical contraindications, reasons of conscience, including a religious belief, and active duty with the 
armed forces of the United States.  The school will accept only the originally signed and notarized official 
affidavit forms developed and issued by the Department of State Health Services, Immunization Branch. No 
other forms or reproductions will be allowed.  Employee immunizations are based upon their doctor’s 
recommendations. 
 
Medication – The Preschool will not administer medication to any child.  We feel that our hours of operation 
are such that parents will be able to administer medications to their child at home.  Please plan in accordance 
of this.  DO NOT LEAVE any medication in your child’s bag as this creates a health hazard for other children in 
the room.  If your child has a severe allergy that requires medication (i.e. bee stings, nuts), please notify the 
Director. 
 
Tuberculin Testing – Requirements for tuberculosis screening and testing vary across the state. At this time, 
the Preschool is not required to have its students tested for tuberculosis.   
 
Vision and Hearing Screenings - The Special Senses and Communication Disorders Act, Texas Health and 
Safety Code, Chapter 36, requires a screening or a professional examination for possible vision and hearing 
problems for children 4 years of age and older.  The Preschool must have on file the individual visual acuity and 
sweep check results, or an affidavit stating that the vision or hearing screening conflicts with the tenets or 
practices of a church or religious denomination of which the affiant is an adherent or member. 
 

GENERAL INFORMATION  
 
Animals – Pets from home are not allowed on the Preschool premises.  Throughout the year, animals may be 
brought into a classroom as they coincide with a class activity or project.  Parents will be notified in advance 
when an animal will be at the Preschool. 
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Birthdays – Parents must notify the teacher in advance if they wish to celebrate their child’s birthday in the 
classroom.  Birthday celebrations occur mid-morning or at lunch time and must be in a low-key fashion.  
Acceptable treats are cakes, cupcakes, or cookies (please avoid chocolate and nuts).  Please provide the 
ingredient list of any treat when you send them to class, including information concerning whether or not the 
items have been processed on machinery that may have been used to process nuts.  Parents must furnish all 
plates, napkins, utensils and cups.  The Preschool does not allow balloons (as they are a major factor of 
childhood choking), clowns and other characters, or goodie/treat bags.  For birthday parties held outside of the 
Preschool, invitations may only be handed out if all students in their class are being invited.  Otherwise, you 
must mail your invitations in order to avoid hurt feelings. 
 
Breastfeeding – Parents may breastfeed or provide breast milk to their child.  Parents may use the Cry Room 
for breastfeeding.  Parents are responsible for storage of the milk. 
 
Class Advancement – Students are promoted on an annual basis.   Generally, children are promoted together, 
as a class, from one year to the next; however, some exceptions may apply.  Please see the Director for 
details. Children moving up to the three year old class or new three year olds enrolling in the program MUST be 
potty-trained.   
 
Classroom Parties - Parents are welcome to assist in the classroom the day of a class party. The teacher will 
let you know how you can help via a sign-up sheet. 
 
Clothing – Children should come to the program comfortably dressed in washable play clothes and tennis 
shoes or shoes with back straps. Please dress your child according to the weather as we go outside every day.   
Coats, jackets, sweaters, caps, gloves, and other clothing likely to be lost or misplaced must be clearly marked 
with the child’s name.  Please do not dress your child in clothing with belts or allow your child to wear jewelry to 
school.  The Preschool recommends children who wear dresses also wear shorts or bloomers underneath 
them.   
 
 Each child is required to have a complete change of clothes (including socks and shoes) in 

a container clearly marked with the child’s name. Teachers may decline to accept children 
into the classroom or may call parents to bring items needed if the child does not have them 
at the Preschool.  

 
Curriculum – Bethany Preschool curriculum is theme based, providing planned activities that have been 
designed to meet the individual needs and developmental levels of children.  Weekly activity plans are posted 
outside of the classroom.   These activities may be structured (i.e. circle time, special art project or activity 
related to the theme) or unstructured (i.e. block center, dramatic play center, etc.).  Both structured and non-
structured activities offer opportunity for personal growth and development in the areas of social and emotional 
skills, language and communication, cognitive development, self-regulation, problem solving, and fine and 
gross motor skills.  Outdoor play is scheduled daily.   
 
Children in our Toddler through 4 Year Old/Pre-K Program participate in a weekly class that alternates between 
music and Spanish.  Children in our 2 Year Old Program through the Bridge Program attend weekly Chapel, 
where they sing and hear a Bible story.   Children in our 4 Year Old/Pre-K Program and Bridge Program utilize 
the Handwriting Without Tears program.   
 
The Bridge Program is focused on children who are 5 years old and eligible for, but will not be enrolling in, 
Kindergarten.  This program is not designed to replace Kindergarten but will focus on more intentional learning 
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while further developing a child in the areas of social and emotional skills, language and communication, 
cognitive development, self-regulation, problem solving, and fine and gross motor skills.   
 
Custody Issues – In the case of dual family relationships, the Preschool requires a certified copy of the current 
custody order.  This information is kept strictly confidential. PLEASE NOTE THAT PER STATE LAW, IN THE 
ABSENCE OF A COURT ORDER, BOTH PARENTS HAVE EQUAL RIGHTS.  The Preschool will follow the 
most current court order on file, if any.  A child will only be released to individuals designated by the custodial 
parent for emergency contact or for pick-up of the child.  These designated individuals must produce a valid 
photo ID.   
 
Daily Items Needed – Parents are responsible for providing the following items for their child each day of 
attendance at the Preschool:  

 A nutritious morning snack  

 A nutritious sack lunch  

 Napkins along with all necessary utensils 

 A water bottle/sippy cup for use other than at snack/lunch time 

 A change of clothing 

 Diapers (if not potty trained) 
 
Diapers – Parents are to furnish diapers and any special use wipes for those not yet potty trained.  Your child’s 
daily diapers should have their initials written on each diaper.  Any special items such as powder or diaper 
ointment must come from home. Soiled clothing will be sent home with the child. 
 
Emergency Preparedness –The Preschool will conduct drills as required by Licensing.  These drills help the 
children become acclimated to emergency situations in a non-threatening way. 
 
 Fire Drills:  Fire drills are conducted monthly. 
 Severe Weather Drills:  Severe Weather Drills are conducted four times a year. 
 Evacuation Maps:  Evacuation maps are located in each classroom and throughout the Preschool 

hallways. 
 Evacuation Preparedness Plan:  Please see the Director to review or request a copy of the 

Preschool’s Evacuation Preparedness Plan. 
 Evacuation to Another Facility:  In case of a disaster, the Preschool will be evacuated to the James 

Bowie High School gym, located at 4103 W. Slaughter Lane, Austin, TX, which is across the road 
(Wolftrap) from Bethany Lutheran Church and Preschool. 

  
Field Trips – Field trips off campus are not a part of our curriculum at this time.  The Preschool will have 
special speakers and activities visit the Preschool. 
 
Firearms – As a licensed child care facility, under Section 746.3707 law enforcement officials who are certified 
to carry a firearm on duty may have firearms or ammunition on the premises.  For all other persons, firearms, 
hunting knives, bows and arrows, and other weapons are prohibited on the premises of a child-care center.  
Under Texas Penal Code, Section 46.036, carrying a concealed firearm on church property is strictly prohibited.  
Pursuant to Section 30.07 of the Texas Penal Code, a person licensed under Subchapter H, Chapter 11 of the 
Government Code may not enter this property with a handgun that is carried openly.     
 
Food – Parents are responsible for providing a nutritious snack and sack lunch for their child each day.  Please 
send foods that are ready to serve to your child and which do not require teacher preparation or heating, 
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including breast milk.  Please do not send any kind of soda, foods high in sugar, or glass containers.  Try to 
choose from the five basic food groups when selecting food for your child’s lunch.  Children should be fed 
breakfast prior to arrival at Preschool.    
 
The Preschool cannot guarantee all snacks or lunches provided will be of a healthy nature and as such we are 
required by state licensing to ensure you understand that you are providing your child’s snack and lunch.  The 
Preschool is not responsible for the nutritional value or for meeting the child’s daily food needs. 
 
For a listing of the food needs for children 12 months through 23 months and 2 years to 5 years of age, please 
refer to Appendix B.  
 
Gang Free Zone – Bethany Lutheran Church and Bethany Lutheran Preschool are gang free zones.  Under 
Texas Penal Code, criminal activity or offenses committed within 1000 feet of child care centers are subject to 
harsher penalty.  All weapons (firearms, knives, etc.) are prohibited on the property. 
 
Photos, Videos and Audio Recordings - The Preschool believes in the benefit of using real life pictures in our 
educational program. If parents choose to take pictures of their children while they are in the classroom or on 
the playground, they may only photograph their child, unless written permission is given by the other parent. 
Please note: during certain parent events, such as Pre-K graduation, Thanksgiving and Christmas programs, 
and special events, photographs may be taken. If you wish for your child to not be photographed, you may want 
to keep them at home during these events. 
 
Potty Training - It is not necessary for students enrolled in our toddler and two year old programs to be potty 
trained.  Those students entering the three year old class and all four year old students must be potty trained.  
 
There are many methods on how to potty-train your child.  Choose the one that best suits you and your family.  
Make sure that before you begin that your child is familiar with the vocabulary words you will be using, they 
know the expectations, and that you are prepared and consistent throughout the training process.  Remember, 
not having a plan in place and inconsistent training can cause your child to become reluctant to the process. 
Please do not wait until the week before school starts in September to begin potty-training.  It will create undue 
stress on both you and your child. 
 
If your child is entering the three year old class and is not potty-trained by the beginning of August, please 
inform the Director to discuss options at that time. 
 
Transportation - The Preschool will not and does not offer any type of transportation for the children at this 
time. 
 
Visiting the Preschool – You are encouraged to visit the Preschool at any time; however we ask that you 
coordinate your visit with the Preschool Office or your child’s teacher.  We also ask that you limit the time spent 
in the classroom as can it be disruptive to the flow of the class. Please check in at the Preschool Office to get a 
Visitor’s Badge before entering the classroom or visiting the playground.   
 
 Classroom Visit: Please enter quietly, observe silently and leave gently.  This allows the teachers to 

carry out their tasks in an uninterrupted fashion and the children to continue learning in a peaceful 
environment.   
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 Playground Visit:  When visiting the playground, please remain outside of the fenced areas and 
request a teacher to bring your child to the gate.  This allows the teachers to remain focused on the 
children and create a safe environment for them.  Parents and children are welcome to use the 
playgrounds after Preschool hours.  We respectfully ask that parents follow the same rules after hours 
on the playgrounds to avoid creating confusion concerning playground rules.  Please see Appendix D 
for a list of Preschool Playground Rules. 

 
Water Activities – Sprinkler and water play may be offered on various dates during the months of June, July 
and August, unless the City of Austin is under water restrictions. Bathing suits, water shoes, towels and a 
complete change of clothes will be required on those dates. 

PARENT RESPONSIBILITIES 
 
Classroom Information – Please read and become familiar with any classroom notices and information left for 
you in your child’s folder and/or classroom news and postings that may be found on the Sign-In/Sign-Out 
clipboard, posted outside of your child’s classroom, or posted inside the classroom.    
 
Classroom Folders – Please pick up your child’s papers and projects daily.  The children work very hard on 
their papers and projects and helps the parents share in their child’s day. 
 
Code of Conduct: 
 
 Language - Because young children are present at the Preschool, adult language is not appropriate for 

use around young children.   
 
 Dress – The Preschool requires everyone at the Preschool (students, teachers, staff, parents, etc.) be 

dressed in appropriate attire, no matter the age.    
 
 Behavior – A person making threatening remarks to children, teachers, staff or other parents will not 

be tolerated.  The Preschool reserves the right to terminate care in an event of disruptive behavior from 
a parent or guardian.   

COMMUNICATION WITH PARENTS 
 
Monthly Newsletter – A Preschool newsletter will be available on our website for parents to view.  The 
newsletter will list upcoming events, important dates, holiday closures and any occasion where parent 
participation is requested.  A paper copy will be posted on the classrooms’ Parent Board.   
 
Parent Conferences – The Director and teachers may contact parents periodically to report the progress of 
each child.  Parents are encouraged to bring problems regarding their child to the attention of the teacher or 
Director for discussion.  All discussions will remain confidential.  Prior to the start of class in September, parents 
will be invited to an open house/meet and greet with the teachers and Director.  If you would like to schedule a 
conference, please contact your child’s teacher or the Director. 
 
Comments, Suggestions or Complaints – Any interested party desiring to register a comment, suggestion, or 
complaint relating to the Preschool or any of its agents, teachers, or employees shall communicate the matter 
to the Director in a manner acceptable to the Director.  We recommend all comments, suggestions and 
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complaints be made in writing.  You may email or call the Director directly to set up an appointment to discuss 
the matter. 
 
If you believe that your comment, suggestion or complaint has not been adequately resolved by the Director, 
you may file your comment, suggestion or complaint, in writing, with the church office as follows: 
 

 The Parent may file their comment, suggestion or complaint to the Pastors or Council of Bethany 
Lutheran Church no sooner than two (2) business days following the date of the Director’s final 
decision concerning the comment, suggestion or complaint. 
 

 Any request by a Parent to appear before a meeting of the Council in connection with a comment, 
suggestion, or complaint referred to herein shall be made in writing and shall be provided to the 
Director at least two (2) days prior to the respective meeting.  Failure to comply with these procedures 
shall result in a denial of the request. 
 

 Unless otherwise decided by quorum, the collective appearances of the Parent and the Director, 
referred to in the prior paragraph, shall not exceed 10 minutes.  The presentation shall be in a manner 
acceptable to the Council. 

LICENSE 
 
Bethany Lutheran Preschool is licensed by the State of Texas.  The current licensing report is located on the 
bulletin board outside of the Preschool Office.   
 
A copy of the State Licensing Minimum Standards is located in the Preschool Office for review.  You may also 
access this information at http://www.dfps.state.tx.us     
 
The Texas Department of State Health Services and the Texas Department of Family and Protective Services 
have the authority to inspect and audit the Preschool’s records without prior consent in accordance with 
licensing procedures.  If you would like further information about this inspection, you can access their website at 
http://www.dfps.state.tx.us or http://www.dshs.state.tx.us  
 
The local licensing office address is:   1400 Summit Drive, Suite 100, Austin, TX 78728 
The local licensing office phone is: 512-834-3426  

CHILD ABUSE AND NEGLECT 
 
The Preschool, its agents, teachers, or employees are required by Texas law to report any suspected cases of 
child abuse or neglect.   
 
The confidential Child Abuse Hotline is:  
 1-800-252-5400 
The website for reporting is: 
 http://www.txabusehotline.org  
The Texas Department of Family and Protective Services website for Prevention and Intervention
 https://www.dfps.state.tx.us/prevention_and_early_intervention/default.asp  
 

http://www.dfps.state.tx.us/
http://www.dfps.state.tx.us/
http://www.dshs.state.tx.us/
http://www.txabusehotline.org/
https://www.dfps.state.tx.us/prevention_and_early_intervention/default.asp
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The Preschool employees receive annual training for the prevention and response to abuse and neglect of 
children.  Please contact the Director if you would like to know more about methods used for increasing 
awareness of issues regarding child abuse and neglect, warning signs that a child may be a victim or abuse or 
neglect, or prevention techniques.  If you or your child are a victim of abuse or neglect and need assistance and 
intervention, please contact the Director or one of the Bethany Pastors. 

CIVIL RIGHTS NOTIFICATION 
 
In compliance with the Civil Rights Act, the following non-discrimination statement and complaint-filing 
procedures are hereby provided to parents of current and potential beneficiaries: 
 
 People who are eligible to participate in the program must not be discriminated against because of 

 race, color, national origin, sex, age, disability, religion or political belief.  If you think you have been 
 discriminated against you must write immediately to: Director of Civil Rights, Texas Department of 
 Human Services, M.C.E.-609, 701 West 51st Street, Austin, Texas or the Secretary of Agriculture, 
Washington, D.C. 20250.” 

 
The Preschool will accept children in compliance with the American with Disabilities Act (ADA), its regulations 
and any other applicable local, state or federal laws pertaining to the provision of services to those with 
disabilities.  However, due to financial limitations (i.e. funding for additional staff, special education training for 
staff, need for specialized equipment, etc.) there may be situations in which the enrollment of a student with a 
disability would constitute an undue burden on the Preschool. 

DISCLAIMER  
 
The Preschool administrative team reserves the right to change any policy, procedure, tuition and/or fee 
schedules at any time, in its sole discretion, after reasonable notice to parents through written letter or email.  
 
 



 

 

 

APPENDIX A – COMMUNICABLE DISEASES 
 
Below is a list of illnesses and the release/readmission rules regarding all enrolled children.  These are 
designed according to Bethany Lutheran Preschool standards, the Department of State Health Services 
Regulations (TAC, Title 25, Part 1, Section 97.7), and physicians’ recommendations.  All illnesses or diseases 
denoted with an * are required to be reported to the Texas Department of State Health Services.   
 
Illness/ Disease  Exclusion from Attendance Until: 

*Amebiasis (Intestinal Illness)  24 hours after treatment is initiated. 
 
*Campylobacteriosis (Food Poisoning)   24 hours after diarrhea free and fever free without the use of suppressing 

medications.  
 
*Chickenpox When lesions become dry or if lesions are not vesicular and 24 hours have 

passed with no new lesions occurring. 
 
Common Cold Fever free for 24 hours without the use of fever suppressing medications. 
 
Conjunctivitis (Pink Eye) Physician’s note that the child may return to preschool; or, until completely 

symptom free. 
 
Fever Fever free for 24 hours without use of fever suppressing medications. 
 
Fifth Disease (Erythema Infectiosum) Fever free for 24 hours without the use of fever suppressing medications. 
 
Gastroenteritis Diarrhea free for 24 hours without the use of diarrhea suppressing medications. 
 
Giardiasis (Beaver Fever) Diarrhea free for 24 hours without the use of diarrhea suppressing medications. 
 
*Hepatitis A One (1) week after onset of illness. 
 
Impetigo 24 hours after treatment begins. 
 
Infections (wounds, skin, and soft tissue) Drainage from wounds or skin and soft tissue infections is contained and 

maintained in a clean dry bandage; restrict from situations that could result in the 
infected area becoming exposed, wet, soiled, or otherwise compromised. 

 
*Infectious Mononucleosis Physician decides, or must be fever free for 24 hours without the use of fever 

suppressing medications. 
 
Influenza (Flu) Fever free for 24 hours without the use of fever suppressing medications. 
 
*Influenza (Flu types Novel, Variant and 
Associated pediatric mortality) Fever free for 24 hours without the use of fever suppressing medications. 
 
Lice 24 hours after treatment has begun. 
 
*Measles (Rubeola) Physician’s note that the child may return to preschool, or exclude until four days 

after rash onset.  In the case of an outbreak, unimmunized children should also be 
excluded until at least two weeks after the onset of the last rash. 

 
*Meningitis, bacterial Physician’s note or local health authority approval that the child may return to 

preschool; or 24 hours after start of effective treatment and approval by health 
care provider. 

 



 

 

 

  

Appendix A (con’t) 
 
 
*Meningitis, viral Physician’s note that the child may return to preschool, or fever free for 24 hours 

without the use of fever suppressing medications. 
 
*Meningococcal Infections (Invasive) Physician’s note that the child may return to preschool. 
 
*Mumps Five (5) days after the onset of swelling. 
 
*Pertussis (Whooping Cough) Five (5) days of antibiotic therapy. 
 
Ringworm, Scalp 24 hours after treatment has begun. 
 
Ringworm, Body None, if infected area can be completely covered by clothing or a bandage, 

otherwise exclude until treatment has begun. 
 
*Rubella (German Measles) Physician’s note that the child may return to preschool, or seven (7) days after 

rash onset.  In the case of an outbreak, unimmunized children should be excluded 
until at least three (3) weeks after the onset of the last rash. 

 
*Salmonellosis Diarrhea free and fever free for 24 hours without the use of any suppressing 

medications. 
 
Scabies 24 hours after treatment has begun. 
 
*Shigellosis Exclude until diarrhea free and fever free for 24 hours without the use of 

suppressing medications. 
 
*Streptococcal Sore Throat  
(Strep Throat) and Scarlet Fever 24 hours from time antibiotic treatment was begun and fever free for 24 hours 

without the use of fever suppressing medications. 
  
*Tuberculosis, pulmonary Physician’s note or local health authority that the child may return to preschool, 

and 24 hours after antibiotic treatment has begun.   

 

 

 
 
  



 

 

 

APPENDIX B – CHART OF FOOD NEEDS FOR CHILDREN 
 
 
  

 
Food Needs for Children 12 Months through 23 Months of Age 

 

Food Group # of Servings To Meet 
1/3 Daily Needs 

# of Servings To 
Meet ½ Daily Needs 

Serving Size 

Milk 
1 and 1/3 2 

4 oz. Milk or  
½ oz. Cheese or 
4 oz. Yogurt 

Meat/ Meat Alternative 
1 1 and ½ 

½ - 1 oz. Cooked Meat or 
½ - 1 Egg or 
¼  cup Cooked Beans 

Vegetables and Fruit 

1 and 1/3+ 2+ 

2-3 Tb. Cooked Vegetables or 
2-3 Tb. Canned Fruit or 
¼ Small Fresh Fruit or 
¼ cup Juice 

Whole Grains 

1 and 1/3+ 2+ 

½ Slice Bread or 
¼ cup Cooked Cereal or 
¼ cup Pasta or Rice or 
1 or 2 Crackers 

 
   

 

Food Needs for Children 2 Years through 5 Years of Age 
 

Food Group # of Servings To Meet 
1/3 Daily Needs 

# of Servings To 
Meet ½ Daily Needs 

Serving Size 

Milk 
2/3 of one serving 1 

¾ cup 1% Milk or 
1 ½ oz. Cheese or 
¾ cup Yogurt 

Meat/ Meat Alternative 
2/3 of one serving 1 

1 ½  oz. Cooked Meat or 
¾ Egg or 
¼ cup Cooked Beans 

Vegetables 
1 1 and ½ 

½ cup Raw or Cooked Vegetable or 
½ cup Raw Leafy Vegetable 

Fruit 
2/3 of one serving 1 

½ cup Canned or Chopped Fruit or 
1 piece Fruit or Melon Wedge or  
½ cup Juice 

Whole Grains 

2 3 

½ Slice Bread or 
¼ cup Cooked Cereal or 
½ oz. Ready to Eat Cereal or 
¼ cup Cooked Pasta or Rice or 
3-5 Crackers 
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APPENDIX C – DISCIPLINE AND GUIDANCE POLICY 
 
Discipline must be: 

(1) Individualized and consistent for each child; 
(2) Appropriate to the child’s level of understanding; and 
(3) Directed toward teaching the child acceptable behavior and self-control. 

 
A caregiver may only use positive methods of discipline and guidance that encourage self-esteem, self- control, 
and self-direction, which include at least the following: 

(1) Using praise and encouragement of good behavior instead of focusing only upon unacceptable behavior; 
(2) Reminding a child of behavior expectations daily by using clear, positive statements; 
(3) Redirecting behavior using positive statements; and 
(4) Using brief supervised separation or time out from the group, when appropriate for the child’s age and 

development, which is limited to no more than one minute per year of the child’s age. 
 

There must be no harsh, cruel, or unusual treatment of any child.  The following types of discipline and 
guidance are prohibited: 

(1) Corporal punishment or threats of corporal punishment; 
(2) Punishment associated with food, naps, or toilet training; 
(3) Pinching, shaking, or biting a child; 
(4) Hitting a child with a hand or instrument; 
(5) Putting anything in or on a child’s mouth; 
(6) Humiliating, ridiculing, rejecting, or yelling at a child; 
(7) Subjecting a child to harsh, abusive, or profane language; 
(8) Placing a child in a locked or dark room, bathroom, or closet with the door closed; and, 
(9) Requiring a child to remain silent or inactive for inappropriately long periods of time for the child’s age. 
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APPENDIX D – PLAYGROUND RULES 

 
 
 
 

Playground Rules 
 

 

 

 

We are happy that families let their children play with their friends while preschool is not in session.  

We remind you that the children have certain rules that they follow concerning playground use 

during preschool hours.  We do this for their safety and for the safety of others.  We also do this to 

preserve our playground equipment. 

 

In addition to our "play nice with your friends" rules, our playground rules are as follows:  

 

1. Climbing trees is not allowed. 

2. Climbing on top of playhouses is not allowed. 

3. Climbing on other equipment not meant for climbing is not allowed. 

4. Climbing on or over the fence is not allowed. 

5. We go down the slide bottom down/feet first. 

6. Throwing sand or mulch is not allowed. 

7. Playground equipment should be kept in the fenced play yard. 

8. The playground gates should remain closed and latched. 

9. Take turns and be patient. 

10. Do not leave trash on the playground. 

For children who are under 4 years of age, licensing regulations prohibit children from climbing on 

the horizontal ladder that is located on the large playground. 

 

We respectfully ask that you monitor your children's play and enforce the same rules that we have in 

place.  This eliminates any confusion for the children concerning our playground rules as well as 

helping us to maintain our playground equipment. 
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