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HISTORY 
 
In 1989, Pacific First Montessori (“PFM”) was established as a Montessori childcare center in the City 
Center building in downtown Seattle. PFM was owned by Haggard Nelson Childcare Resources until 
2016 when it was purchased by Teddi Blades. Teddi Blades had previously taught preschool at PFM for 
seven (7) years and was the director of PFM from 2012 until she purchased the center. Ms. Blades 
continues to serve as director and owner of PFM. 
 

PHILOSOPHY 
 
At Pacific First Montessori (“PFM”), our program follows the Montessori approach to learning based on 
the teachings of Dr. Maria Montessori. The hallmarks of a Montessori classroom include multi-age 
groupings, specifically designed Montessori materials, and work periods where children choose their 
own work based on their interests. Our afternoon program follows a play-based approach with stations 
for dress-up play, engineering and building opportunities, and an emphasis on large-scale art projects 
based on the Reggio Emilia approach. 
 
We believe that a child’s most critical learning occurs during the first six years of life. In each age 
grouping, children are encouraged to engage in activities that are intellectually stimulating, 
developmentally appropriate, hands-on, and creative. We understand that children learn at their own 
pace and by exploring their world. The Montessori classroom environments at PFM encourage children 
to explore a wide variety of learning experiences within distinct areas of the classroom: math, language, 
geography, sensory, practical life, art, and science. 
 
At PFM, the teacher is present as an observer, and available to the children as a helper and/or 
participant in their learning. Teachers take meticulous daily notes on the children’s work and skill levels 
so they can offer lessons each day that are appropriate for each child. The teachers rely on the 
sequential order of the Montessori materials available in the classroom to help guide the children’s 
learning from concrete ideas to more abstract ideas. Each day, during the children’s work time, a 
teacher will take time to observe the overall classroom and to give one on one lessons and small group 
lessons. Teachers pay attention to what the children are voicing interest in (seasons and seasonal 
activities, animals, and/or holidays, etc.) and bring these ideas into the classroom for the children to 
explore in more depth. 
 
Children’s social and emotional learning is an important part of their development in the early years.  At 
PFM, we support and guide each child daily in their social interactions, problem solving, and sharing with 
peers. We provide this support by offering grace and courtesy lessons, role-playing with children, and 
offering assistance with communication when an issue arises between children. Large motor 
development is also important for early learners. Opportunities for these experiences are available each 
day during outside play time, which allows for running, pedaling, climbing, jumping, and balancing. 
 
While attending PFM, children are supported and encouraged to: 
 

• Be caring and respectful; nurturing self-esteem in themselves as well as in others; 
• Develop creative and independent thinking skills; 
• Develop self-discipline and inner motivation; 
• Grow in self-confidence and independence; and  
• Care for their environment.  
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We value: 
 

• Respect for the child; 
• Independence in learning; 
• Peaceful interactions between people; 
• Non-competitive learning environments;  
• Care of the environment and materials; and 
• Individual learning styles. 

 
At PFM, we are proud of the diversity represented among the families in our program. Our goal is to 
honor each child and their family by building positive relationships, clear communication and an age 
appropriate, child centered environment. 
 
We follow federal, state and local laws prohibiting discrimination on the basis of race, color, sex, religion 
or belief, creed, ancestry, national origin, age, sexual orientation, marital status, handicap, disability, or 
status as a covered veteran. We do not discriminate when hiring staff or accepting families and children 
into our program. 
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ADMINISTRATION AND STAFFING 
 
When hiring teachers and administrators for PFM, we value diverse educational and life experiences. We 
look for staff members who have a passion for working with young children and their families. The 
foundation of our teaching team is built upon teachers who: 
 

• Have documented educational training; 
• Are prepared to share their life experiences, talents and interests; and  
• Are passionate about the field of early childhood development. 

 
Center Director 
 
The Director is responsible for the day-to-day center operations, parent relations, staff supervision and 
general administration. The Director is available both to parents and staff for consultation. 
 
Teaching Staff 
 
Each classroom has either a lead teacher and assistant or co-teachers. The teachers are required to have 
formal education and experience relevant to early childhood education. Teachers plan classroom 
curriculum, establish a supportive and nurturing environment for the children in their group, and 
communicate with parents on a daily basis. PFM also contracts with professional artists to teach 
enrichment classes such as art, dance and music. A schedule of enrichment classes is posted for each 
age group. 
 
Consulting Nurse 
 
A pediatric public health nurse consultant visits monthly to provide advice and resources for the staff 
and families. 
 
Staff Support 
 
We believe that staff deserve the same support and care that we offer children and families. If staff is 
well taken care of, they are better prepared to care for children and respond appropriately to families. 
We offer Paid Sick and Safe Time, flexible schedules, medical and dental benefits for employees who 
work more than 30 hours per week, and 401K accounts. PFM also provides financial support for staff to 
attend workshops, classes and national conferences relating to early childhood education. 
 
Staff Development 
 
Continuing education is an important component of a quality early childhood program. We support the 
professional development of our teaching staff by providing regular opportunities for continuing 
education. Our teaching staff is required to attend workshops and seminars throughout the year. In 
addition, each teacher is required to complete 30 hours of training through S.T.A.R.S. (State Training and 
Registry System) upon hire and 10 hours of training every year thereafter. Many of our teachers have 
received financial support to attend Montessori or RIE training or to participate in continuing education 
classes for additional certificates and degrees. 
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IMPORTANT INFORMATION 
 
Hours of Operation 
 
PFM is open between the hours of 7:30 am and 6:00 pm. We are in session Monday through Friday with 
the exception of posted holidays, in-service days and closures for one week in the winter and one week 
in the summer. 
 
Tuition 
 
Tuition is based on a September through August academic year. Tuition is paid monthly through ACH 
payment or through a recurring credit card charge. Upon enrollment, parents are required to complete 
an Automatic Bill Pay Authorization. Monthly tuition will be charged on or about the 25th of each month. 
Please note that credit card payments are subject to a monthly transaction fee. If a payment or charge is 
declined, a $20 fee will be added to the monthly charge. 
 
Because our budget is based on a 12-month academic year, there is no reduction for vacations, illness, 
or legal or scheduled holidays. 
 

Late Pick-Ups 
 
At PFM, parents1 picking up children after 6:00 pm are considered late. Parents are given a 5 minute 
grace period, then late fees apply. The late fees are $5.00 plus $1.00 for every minute late after 5:35 pm. 
The staff person who has stayed late with your child will present you with a payment notice indicating 
the time of pick up and the amount due. Payment should be made directly to the staff member who has 
stayed late with your child and is due “on the spot.” If a child is still at PFM after 6:30 pm our staff will 
call the parent and/or the emergency contact on file.  If staff is unable to reach a parent or the 
emergency contact, staff may be required to call the Seattle Police Department or Child Protective 
Services to take the child until the parent is located. 
 
Additional Expenses 
 
Parents should anticipate small additional expenses throughout the year. Field trips, class pictures or 
special projects are a few of the events/items in which additional costs may be passed on to parents.  
 
Wait List 
 
To reserve a space on PFM’s wait list, an application along with a non-refundable $50 fee must be 
submitted. Space will not be reserved on the wait list unless a parent is pregnant or has initiated 
adoption procedures. The applicant must be the parent or legal guardian of the child. 
 
Age Groups and Ratios 
 
Our age groups are somewhat non-traditional as compared to the state prescribed groupings. We have 
purposely included some overlapping of ages as development is individual and our primary concern is 
successfully transitioning children from one group to another. 

                                                           
1 For purposes of this handbook, the term “parent” includes any legal guardian of the enrolled child(ren). 
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Class Age Group PFM Teacher:Child Ratio WAC Teacher:Child Ratio 

Infant 3 months-18 months 1:3 1:4 

Toddler 18 months-(~30-36)months 1:5 1:7 

Preschool (~30-36) months- 5 years 1:7 1:10 

 
PFM strives to maintain these teacher to child ratios. However, due to staffing issues, we occasionally 
will adjust the rations to those allowed under WAC 170-295-2090. 
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ENROLLMENT, WITHDRAWAL and ATTENDANCE 
 
PFM enrolls children from 3 months through the start of kindergarten. Before a child is enrolled, we ask 
that you schedule an introductory visit and meeting with the child’s prospective teacher. 
 
At the time of enrollment, each child will need the following on file: 
 

1. Non-refundable registration fee 
2. Tuition Contract 
3. First tuition payment / Automatic Bill Pay Authorization 
4. Completed Personal Information form / Email Address Sharing form 
5. Two signed Consent for Emergency Treatment forms 
6. Care and Handling of Animals (Pet Policy) 
7. Photography Consent form 
8. Babysitting Policy and Release (if necessary) 
9. Certificate of Immunization Status 
10. Parent Authorization Form 
11. Individual Emergency Plan for children with allergies and/or health concerns. 

 
It is the parent’s responsibility to keep all phone numbers and addresses up to date. Please help us keep 
this information current! 
 
Priority for admission is as follows: 
 

1. Siblings of students already enrolled at PFM 
2. Employees in the City Centre Building 
3. Members of the general community 

 
We admit all children regardless of race, color, sex, religion or belief, creed, ancestry, national origin, 
sexual orientation, handicap, or disability. It is our policy to make reasonable accommodation of the 
physical and/or mental limitations of all children in our care or who are seeking care. 
 
Annual Registration Fee 
 
Each spring, families with enrolled children are asked to complete a re-enrollment form and pay a $50 
fee. This form, along with the fee, is required to reserve an available space in September. If the 
paperwork and fee are not returned by the date requested on the form, it will be assumed the child’s 
last day will be the last day of the school year, which ends on August 31.  
 
Withdrawal Policy 
 
To withdraw your child from school, we require a 30-day advance written notice to the Director.  This 
allows us the opportunity to fill your child’s space and gives your child the chance to say goodbye to 
staff and fellow children. 
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Attendance 
 
Regular attendance is expected. Please speak with your child’s teacher or director if an extended 
absence is anticipated. There will be no tuition reduction due to vacations taken during the school year. 
 
Sign In/Out Sheets 
 
Each classroom has a sign in/out sheet. If you wish to have your child go home with someone other than 
yourself, it must be indicated in the parent/staff communication notebook when the child is dropped off 
or by sending an email to office staff. We ask that any person who picks up a child sign their full name in 
the appropriate column on the sign out sheet. It is also important to make sure your child is aware of 
any change in your daily routine. In the case of last minute arrangements, a phone call to PFM is 
required. Children will not be released to any unauthorized person without the parent’s permission. 
Persons unknown to staff members will be asked to present photo identification. 
 
Holiday & Vacation Closures 

 
● Labor Day 
● Veteran’s Day 
● Thanksgiving Day and the day after 
● Christmas Day 
● New Year’s Day 
● MLK Jr. Day 
● President’s Day 
● Memorial Day 
● Independence Day 

 
In addition to the holidays listed above, PFM is closed for winter break during the week between 
Christmas and New Year’s Day. PFM is closed for summer break during the week of July 4th. The exact 
dates for holiday and vacation closures during the school year and winter and summer breaks are listed 
in the annual calendar.  
 
Annual Calendar 
 
The PFM calendar runs from September 1 through August 31. A calendar for the full year is published as 
part of the spring registration/re-enrollment process. The calendar includes all closures and events for 
the school. Calendars are posted at the school and are available to all families. 
 
In-Service Days 
 
PFM holds multiple teacher in-service days during the academic year. On these days, PFM is closed. 
Please see the annual calendar for the exact dates for in-service days. 
 
Snow Days 
 
In the event of a snow day, PFM will post information to pacificfirstmontessori.com no later than 6:00 
am. The notice will indicate whether there will either be 1) a two (2) hour delay in opening (meaning 
PFM would open at 9:30 am) or 2) a complete closure for the day. When there is inclement weather 
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forecast, parents should check the website before leaving home. If the website it not updated, parents 
should call PFM to ensure that there is adequate staffing to maintain the legally required staff/child 
ratios necessary to operate the center.  
 
PFM follows the guidelines and actions of Seattle Public Schools with regard to closures and delays 
related to inclement weather. In addition to the email from PFM, parents and staff may check 
www.seattleschools.org to determine whether there is a delay or closure due to inclement weather.  
 
NOTE: PFM does not follow the actions of other school districts located within King County. 
 
Communication 
 
Strong communication is an essential element for building partnerships. Communication between 
parents and the childcare program can take many forms. Options include: 
 

● Daily informal chats between parents and staff; 
● Writing a message to your child’s teacher in the parent communication book or via email. The 

teacher will respond with a call or an email; 
● Leave a message on the school phone. All calls will be responded to promptly; 
● Email to the Director; and/or 
● Schedule a meeting with the Director or teacher. 

 
Your input is important to us. Please feel free to discuss any concerns you may have with your child’s 
teacher or the Director at any time. The Director strives to respond quickly to all parent concerns. When 
necessary, a conference with parents, the Director and the teacher may be required to discuss the issues 
at hand. 
 

Transparent Classroom 
 
To facilitate communication, PFM utilizes the web portal, Transparent Classroom. Through Transparent 
Classroom, teachers share photographs of children at play and at work during the day. Teachers and 
staff are also able to share notes about a child’s learning progress. Parents receive a unique log-in and 
are only able to see photographs and notes about their enrolled child(ren). 
 
PFM Parent Portal 
 
PFM has created a Parent Portal on its website—www.pacificfirstmontessori.com. The Portal is a 
convenient place to find copies of PFM’s emergency plan, Health Policy, Parent Handbook and other 
relevant policies and information. Additionally, PFM will post additional educational information for 
parents, monthly newsletters from the Director and/or classrooms, event reminders and closure 
information in the event of inclement weather. 
 
Photography Consent 
 
While in the care of PFM, staff may take photographs of children on field trips or while participating in 
other PFM activities. The photographs may be posted to Transparent Classroom, used in promoting PFM 
– either in print or on the Internet (including on social media), or displayed on PFM’s bulletin boards. As 
part of enrollment, parents are required to complete PFM’s Photography Consent Form. Parents may 
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choose not to allow staff to take photographs of their child(ren) or may limit the use of any photographs 
to posting on Transparent Classroom. 
 
Transition Policy 
 
Children will move from the Infant Room to the Toddler Room between 16 and 18 months. The move 
from Toddlers to Preschool takes place between 30 and 36 months. Parents will meet with teachers 
from both classrooms to determine the child’s readiness and to design a schedule for the transition. 
Transitions are subject to the developmental readiness of the child and space availability. Children will 
share time between old and new classrooms prior to making the transition complete. Some transitions 
may take up to three weeks while other children may be comfortable in their new classroom after just a 
few days. 
 
Transition steps: 
 

● Child’s current teacher discusses transition plan/options with parents. 
● Parents may observe in the prospective classroom. 
● Parents meet with new teacher. 
● Transition plan is signed by teacher and Director and a copy given to parents.  
● Child begins visits to the new classroom. 

 
Your child’s current teacher will guide your child as they begin visits to the new classroom. 
 
Families with children moving on to kindergarten will be given the following transitional support: 
 

● Preliminary conference with parents in early fall to discuss possible kindergarten transition for 
the following school year; 

● A kindergarten readiness seminar in the fall; 
● A kindergarten planning timeline and packet; 
● A child assessment form for parents; 
● Teacher assessments of children if required by kindergarten for admissions; and 
● Follow up conferences with teacher or Director if needed. 

 
Diapers and Toilet Learning 
 
For parents of infants and toddlers, PFM supplies cloth diapers. Any disposable diapers must be supplied 
by the parents. Due to health department regulations, soiled clothing from home will be placed in a 
plastic bag and sent home unwashed. 
 
As your child approaches the transition to the preschool class, the toddler teachers will work closely 
with parents to begin toilet learning. Each child’s readiness for toilet learning is the key that begins the 
process. Toilet learning requires consistency and patience and close communication between parents 
and teachers. We strongly discourage the use of “pull up” type diapers for toilet learning. It is helpful for 
the children to experience the feeling of wetness when moving through this developmental stage. For 
that purpose, we recommend each family purchase several pair of cloth training pants to use during the 
toilet learning process. 
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Creams or ointments such as A&D or Desitin are considered medication and require a written consent 
form from the parent. Please see the “Medication” section for more detail. 
 
Rest Time 
 
All children will have quiet time after the lunch hour. Younger children or those still taking naps will have 
their rest time in a quiet room supervised by teachers. Teachers are aware of and positioned so they can 
hear and see any sleeping children, even when they are engaged with children who are awake. At PFM, 
mirrors, videos or sound monitors are not used to supervise sleeping children. If a child does not fall 
asleep after resting for 20 to 30 minutes, they are able to choose quiet activities to do. Children will 
need to bring a blanket to school. Sleeping mats will be provided. Each child’s blanket will be sent home 
weekly to be laundered. Older preschoolers will have a shorter rest time of about 20 minutes and then 
resume their classroom activities in “extended day.” 
 
Our infant program offers a unique napping experience. The infants are provided napping mats rather 
than cribs. This offers the children the opportunity to move freely to and from their sleeping space when 
tired or after awaking. This opportunity also promotes self-help and independence even at a very young 
age. Sleeping mats also enable staff to lie close to your child and assist them in falling asleep, if needed. 
Infants are placed to sleep on their backs and allowed to assume a comfortable sleeping position. 
 
Toys 
 
Please keep all toys, candy and gum at home!  
 
Ask your child’s teacher if a sharing day has been scheduled. In this case, children may bring a special 
item which must be kept in their cubbies until “sharing circle.” Items relating to a special project, nature 
treasures or holiday items are always welcome. PFM cannot assume responsibility for loss or damage to 
any personal items children bring to the center. Due to potential health risks, latex balloons are not 
allowed in the center.  
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PARENTAL PARTICIPATION 
 
Open Door and Parental Participation 
 
Parents are always welcome! Parents may visit their child’s class and all areas of the school that are 
used by children at any time. While at PFM, we ask that parents observe and encourage their child to 
adhere to classroom rules and routines. If you wish to visit for an extended period of time, please 
arrange a time with your child’s teacher to avoid scheduling conflicts or multiple visitors. If your child 
has recently enrolled or transitioned to another age group, it is often advisable to allow your child time 
to settle in before visiting. We encourage parents to come spend time with their infants during the day. 
This is a special time, both for your child, as well as the staff. We do ask, however, that if you plan on 
bringing friends or other family members to visit that you call ahead. 
 
How To Get Involved 
 
We always appreciate parents who can help with cooking projects, join us for a walk, read a story, or 
share something special about themselves with the class. Please discuss these possibilities with the 
Director or your child’s teacher. Additional opportunities to be involved include: 
 

● Chaperone on field trips; 
● Participate w/ Room Parents to plan events; 
● Help to organize teacher appreciation week; 
● Join us for circle time to share something: sing a song or read a book in your child’s home  

language, cultural cooking lesson, or an art lesson are some examples. 
● Complete classroom material repairs. 

 
Parent Gatherings 
 
Traditions are a significant part of life at PFM. Events and gatherings help define the culture of the 
school and reflect our respect for rituals and traditions for all our families. These traditions are a 
wonderful way for the children to come together with their extended school community and give 
parents a glimpse into their child’s life at school. In addition to the variety of ways for parents to be 
involved (listed above), there are also craft nights and community support events. 
 
PFM hosts parent meetings that are either held during the lunch hour or in the evening. These meetings 
are typically in a discussion or speaker format. Family gatherings are also scheduled regularly 
throughout the year. Family gatherings often include potluck meals or brunches. These events are 
wonderful opportunities for parents to better acquaint themselves with fellow parents, staff and the 
PFM’s programs. All meetings and family gatherings will be posted well in advance. 
 
Parent Education 
 
Each year, PFM will hold two parenting workshops—one in the fall and one in the spring. Parents are 
required to attend one of the workshops and are strongly encouraged to attend both. PFM will work 
with local educators, counselors, and/or child behavioral specialists to provide these workshops at no 
cost to parents. The dates for the workshops will be included in the annual calendar. PFM will provide 
child care for the workshops at no extra charge. 
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Home Visits and Conferences 
 
Once each school year, PFM schedules a home visit for each child. The home visits are generally 
scheduled in October and November. While optional, PFM highly encourages these visits as they are a 
special occasion when a child is able to share their family and home with their teacher. The teacher will 
spend time visiting with both your child and you. This is an opportunity for the child and parents and 
teacher to meet and chat in a relaxed home environment.  
 
Parent/Teacher conferences are held once in the fall and once in the spring. Teachers and parents meet 
at the school and review the child’s growth, development and accomplishments during the prior 
months. As these events are scheduled, teachers will post a sign-up list of dates and times for parents. In 
addition, parents are welcome to talk with their child’s teacher anytime. Please make an appointment to 
insure a time that is best for both of you. 
 
Assessments 
 
On a daily basis, teachers use observation logs, the Montessori three period lesson, as well as checklists 
to record children’s interests and skills throughout the year. Teachers also use an informal assessment 
tool provided by the Center for Disease Control and Prevention (CDC) called the Developmental 
Monitoring and Screening Tool for Milestones (“CDC Milestone”). Children are assessed within 90 days 
of transitioning into school and then again when they reach the next age of development to be 
assessed. The three main focus points of the CDC Milestone (based on age) include: social competence, 
physical and motor development, and health and safety awareness. The CDC Milestone helps track 
normal development and can help identify children with additional needs in certain areas. The 
information gleaned from this assessment allows teachers to plan classroom instruction more 
thoughtfully and in-line with individual children’s needs. This information, along with your child’s 
records, is confidential and accessed only by teachers during these observation periods. 
 
Through the CDC Milestone information, we can make recommendations to families if additional 
services are needed for the child. A copy of the CDC Milestone assessment will be sent home to the 
parents within 30 days of completion and a conference offered to discuss the results.  
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Field Trips 
 
We enjoy giving children the opportunity to learn about their community by scheduling field trips 
throughout the year. Transportation will be provided by Metro or a chartered bus. You will be notified 
well in advance of all field trips. Permission for your child to participate is part of your enrollment 
record. However, you must also authorize each field trip individually. There will be occasions when an 
additional fee is required. This information will be posted. Please let your child’s teacher or the Director 
know if you are available to join us! 
 
Normally the infant and toddlers do not participate in field trips. We do, however, need parents to sign 
the “field trip” permission form for our daily walks. Each day the infants and toddlers go on a walk either 
in the building, to the library, to Pike Place Market, or to other nearby locations. The staff child ratio is 
maintained on these walks and a cell phone is carried by staff at all times. 
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THE FIRST DAY 
 

Please bring the following to the PFM on or before your child’s first day: 
 

1. All required paperwork 
2. Extra sets of clothes, labeled with your child’s name 
3. A nap blanket 
4. Slippers 
5. Diapers, if necessary 
6. Emergency kit 

 
On the first day, you and your child will be full of excitement, anticipation, and, without a doubt, a 
little anxiety. A matter-of-fact approach to the beginning of a new program is most helpful for your 
child. A calm attitude sends the message that you are looking forward to your child having an 
enjoyable experience. This is especially important the first few days. You may want to assure your 
child that you’ll be returning as soon as your work is over to pick him or her up from school. 

 
Each child will have a different adjustment period when entering a new situation. In the beginning, 
a few short days may help your child adjust more comfortably. Please discuss any concerns that 
come up with your child’s teacher or the Director. They will have advice on ways to ease your child 
into his or her new environment. The entire PFM staff want a smooth transition for both you and 
your child! 
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GENERAL SCHEDULE OF THE DAY 
 
7:30 am PFM opens 
 
7:30 – 8:20  Breakfast Club/Morning Work Activities  
 
8:30 – 9:00 Outside Play Time 
 
9:00 – 9:30 Morning Snack 
 
9:30 – 11:00 Work Cycle 
 
11:00 – 11:30 Outside Play Time 
 
11:30 – 12:00 Community Circle 
 
12:00 – 12:30 pm Lunch 
 
12:30 – 2:45 Naptime for toddlers and younger preschoolers 
 

           Short Rest time and activities for “extended day” preschoolers 
 
2:45 – 3:00 Afternoon Snack 
 
3:00 – 6:00 Outside Time/Afternoon Play 
 
5:00 – 5:15 Late Afternoon Snack 
 
6:00 pm PFM Closes 

 
This is a general plan of the day at PFM. Each age group has a posted daily schedule. Due to the nature 
of infants, activities and events in this age group are based on individual needs and schedules. 
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SETTING LIMITS 
 
Discipline 
 
The goal at PFM is to help children develop self-discipline. Our early childhood program fosters an 
environment in which children learn to respect others and their surroundings. We teach and encourage 
children to use problem-solving skills and conflict resolution skills. By observing a child’s behavior, 
teachers can begin to assess the function of that behavior for the child in the context of their classroom 
environment. Other discipline techniques we employ are prevention, teacher shadowing, redirection, 
positive modeling and gentle reminders. Discipline shall be fair, consistent and appropriate for the age 
and maturity of the child. Physical punishment, such as spanking, is strictly prohibited on the premises of 
the childcare program. See, WAC 170-295-2040. Any cruel and unusual discipline that is frightening or 
humiliating is never used. 
 
Behavior Policy 
 
If a negative behavior occurs at PFM, staff will address and seek to resolve it directly with the child. It is 
important that parents and teachers work together, but the consequences and problem solving need to 
be immediately tied to the behavior. Our policy is as follows: 
 

● Hurting another child or throwing a tantrum leads to being away from the group until the child 
is calm enough to rejoin the activity; 

● Abuse of an activity or toy leads to a loss of the privilege of using that toy or material for a 
specific length of time; 

● Repeated unprovoked hurting of another child and/or using classroom objects as weapons to 
injure staff or children leads to a call to the parent(s) to come and take the child home; 

● Serious injury of a child or staff member, or habitual behavior that compromises the safety of 
the children, leads to termination of enrollment. 

● Corporal punishment is not allowed on the premises of the center. 
 
Continued Disruptive Behavior 
 
Every effort will be made to help parents and children resolve difficulties that may arise from their 
child’s attendance at PFM. Steps toward resolution include: 
 

● Teacher observation and identification of contextual factors relating to behavior. 
● Scheduling a parent/Director conference. The child’s teacher may also be asked to attend. 
● Possible referral to an outside agency if there seem to be developmental concerns or behavior 

that is outside our expertise. For example, with parent permission, we will invite a King County 
child psychologist to come to PFM to observe the child. 

● Create behavior plan and share with family. 
● A behavior plan is a concrete plan of action created by a child’s teacher and/or Director for 

managing a student's behavior. 
● Possible withdrawal of child if a behavior problem is so severe that no positive solution can be 

found. 
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What’s Best for Your Child 
 
In some cases, the group care environment of our Montessori program may not be the most appropriate 
or suitable early care environment for your child. On occasion, we will implement a predetermined 
adjustment period after which a determination will be made about continuing enrollment. After 
thoughtful discussion between teacher, parents and Director, a family may be asked to make other 
arrangements for their child. 
 
Withdrawal Transition Supports 
 
Should we find that after observing the child, implementing behavior plans, and communicating 
problematic behavior to parents, the situation is beyond our expertise, we will plan a meeting with the 
family to discuss withdrawal. We will offer the following withdrawal transition support: refer family to a 
school more developmentally appropriate for their child’s needs, provide family with community 
resources and information that we feel may help their child, and offer the child and family a chance to 
say goodbye to teachers, other families, and children. 
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CELEBRATIONS 
 
Celebrations and Holidays 
 
We celebrate many holidays and traditions as part of our multicultural curriculum. Families are 
encouraged to share their special holiday stories or activities with the children in the program. We do 
not promote any specific religious doctrines or beliefs. The staff at PFM acknowledge and protect the 
rights of children, families and staff to their own culture and to the customs, beliefs and practices that 
comprise that culture. 
 
Birthdays 
 
We love to celebrate any event and celebrating a child’s birthday is very special. We have a special 
birthday ceremony that involves everyone in the class. Your child’s teacher may give you a form to fill 
out before your child’s birthday, asking for photos and a few specific facts or interesting events for each 
year of your child’s life. Parents are always welcome to participate in the “Birthday Circle”. 
 
Birthday children are welcome to bring a special snack to share with their class. Due to the severity of 
peanut allergy reactions, we require that all treats be “peanut free.” It is important to talk with your 
child’s teacher about other possible food sensitivities or allergies within the classroom. Teachers will be 
happy to make appropriate snack suggestions.  
 
REMEMBER: Due to safety concerns, latex balloons should not be brought into PFM. 
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SNACKS AND MEALS 
 
Meal Time Philosophy 
 
We approach diverse family values around food in the same way we support the individuality of each 
child. Fundamentally, we believe that children should have access to the healthiest food available, 
preferably local. At PFM, we work with parents to provide children with food that is nutritious, 
diverse and minimally processed. 
 
Schedule 
 
We serve lunch and three snacks daily: 
 
 Breakfast brought from home 7:30 – 8:20 am  
 

Morning snack   9:00 – 9:30 am 
 
 Lunch    12:00 – 12:30 pm 
 
 Afternoon snack  2:45 – 3:00 pm 
 
 Late Afternoon snack  5:00 – 5:15 pm 
 
If you wish to take your child out to lunch, please let us know in advance. 
 
Snacks and lunches follow the Health Department nutritional guidelines. Preschool parents will be 
asked to provide morning snack once a month. A snack schedule will be sent home to families from 
their child’s teacher. Due to potentially fatal reactions to nuts, all snacks must be nut free.  
 
Every effort is made to provide healthy and nutritious meals / snacks for your child. In cases of 
allergies or diet restrictions, parents may be asked to supply their child’s food. There is no tuition 
reduction in this case. If your child has an allergy or food restriction, a physician’s note must be on 
file with PFM. In addition to peanuts, we also may have children within the center who are allergic to 
other foods. On the occasion that your child brings food into the center, it is important that no food 
be left in the areas of cubbies where it may be accessible to other children. 
 
REMEMBER: Due to potentially fatal allergic reactions to peanuts, we require that all snacks, treats 
and lunches be free of peanuts and tree nuts. 
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INFANT CARE 
 
Infant Feeding 
 
Because infants differ in their introduction to, amount of and tolerance for different foods, we ask that 
parents of infants provide formula, cereal and strained food. Please label each container with your 
child’s name and date. All used food containers and bottles are returned home for cleaning and 
sterilization at the end of each day. 
 
Unless arranged otherwise, infants will be fed on demand whenever they are hungry. If you are 
breastfeeding you are encouraged to come and breast feed at the center. You are welcome to come into 
the class and join your child, or sit in the quieter, private setting of the Staff Room. Infants will be fed the 
amount they want and can hold without discomfort or large amounts of regurgitation. 
 
Utmost care will be used when handling infant formula and food to prevent contamination and food-
borne illnesses. When your child is about one (1) year of age and formula/breast milk is replaced with 
cow’s milk, solid foods should be provided to satisfy a higher percentage of calories and nutritional 
requirements. 
 
Public Health Guidelines for Infant Feeding 
 

1. All formula and breast milk must be labeled with the child’s first and last name and date and 
refrigerated immediately. 

2. All infant foods provided by the parent must be labeled with the child’s first and last name and 
date. 

3. Prior to food preparation, staff will wash hands and clean and disinfect preparation surfaces. A 
separate food preparation sink will be provided away from the diaper changing/hand washing 
area. 

4. Cans of powdered formula must be dated when opened, stored in a cool dark place, and 
discarded 1 month after opening. 

5. Bottles will be prepared as needed. 
6. Used bottles and warmed unused formula or breast milk will be discarded after 1 hour to 

prevent bacterial growth. Leftover portions of formula or breast milk will not be saved or re-
heated. 

7. All unused prepared formula will be discarded at the end of each day. 
8. Frozen breast milk older than 3 months or not dated will not be accepted. Thawed breast milk 

will not be re-frozen. Breast milk will not be microwaved as this destroys essential nutrients. 
9. Due to the way microwaves heat food, microwave heating of formula and baby food is to be 

avoided. In this way scalding, burning and bottle explosion will be prevented. 
10. Solid foods are discouraged before 4-6 months of age without the health care provider’s 

consent, due to increased food allergy risks. 
11. Chopped table foods are encouraged after 10 months of age. 
12. Cups and spoons are encouraged at approximately 9-10 months of age. 
13. Whole milk is not recommended for children under 12 months of age. Whole milk is encouraged 

for children aged 12-24 months. If the parents request 2% milk, a written note from the child’s 
pediatrician will be required. 
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14. Raw milk, goat’s milk and non-fat milk will not be accepted without a note from the child’s 
pediatrician. 

15. No egg whites or honey will be given to infants under the age of 12 months. 
16. No medication will be added to breast milk or formula unless requested in writing by the 

pediatrician. 
17. A note from the child’s physician will be required if an infant is to be on limited food/formula 

intake, diluted formula, Pedialyte or any type of elimination (allergy) diet. 
18. Bottles, nipples, and other eating utensils cleaned at PFM will be washed with soap and water 

and run through the sanitizing dishwasher. 
19. Infants will be held when fed. Bottles will not be propped. 
20. Infants will not be placed in bed with a bottle. 
21. Bottle-feeding will be discouraged after 14 months of age. 
22. Children will not be allowed to walk around with a bottle or food. 

 
Food preparation and eating in the infant room is done in a thoughtful, respectful manner. Each child is 
offered food or bottles according to their own schedule. Children who are taking a bottle are always 
held by a caregiver. This becomes a time where the child and caregiver can bond and spend quiet time 
together. As they grow, each child is invited to the table or asks to be fed using sign language, gestures 
or simple words. They are given their own utensil to participate in the feeding process and to practice 
fine motor skills. Children who are able to sit on their own do so and actively feed themselves. Children 
begin using a small cup with a small amount of water in it as soon as they are able to sit on their own. 
This assists children during the weaning process. 
 
We strive to support your child through: 
 

● Providing appropriately sized eating and drinking utensils 
● Providing safe, nutritious and healthy meal and snack options 
● Providing a calm and relaxed meal time 
● Providing an environment that supports independence and skill building 
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KEEPING YOUR CHILD HEALTHY 
 
Sick Child Policy 
 
Parents are required to keep children home if they exhibit any symptoms of illness as listed below. We 
understand the difficulty of this for working parents, but this must be done to maintain a healthy 
environment for everyone. Parents are obligated to report any communicable disease or condition (i.e., 
conjunctivitis, head lice, chicken pox, pertussis, etc.) to the Director or staff so that we can alert other 
parents as soon as possible. In the event of an outbreak in our area, children with exempted 
immunizations will not be able to attend. 
 
As recommended in the Seattle King County Department of Public Health Child Care Center Health 
Policy, PFM asks that you keep your child at home if he or she has any of the following symptoms: 
 

● Fever of 100+ (must be fever-free for 24 hours before returning) accompanied by one or more 
of the following symptoms: 

● Diarrhea or vomiting   
● Earache 
● Headache 
● Signs of irritability or confusion 
● Sore throat 
● Rash 
● Fatigue that limits participation in daily activities 

● Diarrhea (three (3) or more watery stools within a 24 hour period or any bloody stool) 
● Vomiting (two (2) or more occasions within a 24 hour period) 
● Rash (especially with fever or itching) 
● Eye discharge or conjunctivitis (pinkeye): until clear or until 24 hours of antibiotic treatment 
● Sick appearance, not feeling well, and/or not able to keep up with program activities 
● Open or oozing sores, unless properly covered and 24 hours have passed since starting antibiotic 

treatment, if necessary 
● Lice or scabies: head lice – until no lice or nits are present; scabies – until after treatment. 

 
Please inform the Director if your child is absent due to illness. This information helps us keep track of 
illness in the program. 
 
When a child appears ill or is injured while at PFM, PFM follows these guidelines: 
 

● If a child arrives at school and exhibits possible symptoms of an illness, we will isolate the child 
and have him/her lie down quietly and rest. 

● If a child continues to feel ill, we will call the parents. If parents cannot be reached, an 
emergency contact will be called to pick the child up. 

● In the case of minor injury, the child’s parents will be notified and an “Ouch/Illness Report” will 
be completed. 

● In the case of an emergency involving serious illness or injury, parents and “911” will be called. 
Children will be transported to the Virginia Mason Medical Center emergency room unless other 
arrangements have been made. 
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● The public health nurse consultant is available once a month for consultations on illness as well 
as other issues pertaining to young children. 

 
Outside playtime is a regular part of our daily schedule. Children well enough to be at school are 
considered well enough to play outside. It is important that children arrive at school dressed 
appropriately for the weather. Please provide a hat, mittens and extra socks at school, in addition to a 
supply of extra clothing. In the warmer months, we encourage the children and staff to spend a larger 
portion of the day outside. The playground offers shade (from the tall buildings surrounding the 
playground) and staff create multiple opportunities for water play. All of our equipment meets national 
safety requirements. 
 
REMINDER: Parents are responsible for providing or obtaining health insurance for their enrolled 
children. 
 
Medication Policy 
 

● Any medication or special medical procedures will be administered only with a signed 
Medication Authorization Form from the parent of the child.  

● All medication, both prescription and over the counter, must be in the original prescription 
container with the proper dose clearly indicated. The container must be labeled with the child’s 
full name and the date it was brought to PFM.  

● Non-prescription medications for children under two years of age require a written 
authorization from a physician unless the instructions on the container are specific to that age of 
the child being treated. Please check the directions on the label before bringing them to PFM. 

● Medication will only be administered to the limit of the instructions on the label. 
● All medications must be dispensed by a staff member and may not be kept in the child’s 

possession. 
● Parent authorization forms are available in the office and in each classroom. They are required 

for all types of medication including non-prescription medication such as Tylenol, sunscreen, 
chapstick, lotions and ointments, etc. 

 
Please see PFM’s Health Policy for further information regarding medications at the school. 
 
General Hygiene and Infection Control Practices 
 
Controlling infection and preventing the spread of disease is of the utmost importance in any childcare 
center. Hand washing is the single most effective method of preventing the spread of contaminants and 
disease. Staff do not use hand-washing sinks for bathing children or removing bodily fluid. 
 
Staff and children will wash their hands 
 

● Upon arrival at the school 
● Before and after handling food 
● After using the bathroom 
● Before and after diaper changes 
● After coming in from outside 
● Before giving or receiving medication 
● After coming into contact with bodily fluids 
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● After handling pets 
● After handling garbage or cleaning 
● When moving from one group to another 

 
Toys, laundry, counter tops, floors, high chairs, tables, shelves, diaper changing tables, cribs, toilets and 
sinks are disinfected regularly with a bleach solution. 
 
HIV/AIDS and Bloodborne Pathogens Awareness 
 
Every staff member is required to attend an HIV/AIDS/BBP awareness course. We will follow WISHA 
guidelines when working with bodily fluids. All staff members will use universal precautions when 
exposed to bodily fluids, including: 
 

1. Using gloves or some other barrier when dealing with a bleeding wound. 
2. Washing hands thoroughly after dealing with blood or bodily fluids, even if gloves were used. 
3. Disposing of bloodied gloves, tissues, etc., by sealing in 2 plastic bags and placing in a waste 

receptacle outside of the classroom. 
4. Washing all contaminated cloth in hot water with bleach added. 
5. Cleaning and disinfecting all exposed surfaces with a bleach solution. 
6. Our staff receives an annual training update with regards to WISHA guidelines and universal 

precautions. 
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ADDITIONAL POLICIES 
 
Cell Phones 
 
Out of respect for the children, PFM is a cell phone free environment. Please turn off your phone prior 
to entering the facility. In addition, parents are required to turn off phones and other devices when 
accompanying us on field trips, preparing to leave the school, and/or when participating in school 
activities/functions. 
 
Babysitting 
 
PFM does not provide offsite or afterhours babysitting services. To the extent that parents hire 
employees of PFM to provide offsite or afterhours babysitting, such services are provided independent 
of PFM. Prior to providing any babysitting services, employees are required to have the parents sign a 
Babysitting Policy and Release. Failure to obtain a Babysitting Policy and Release may result in discipline 
of the employee. 
  
Disasters 
 
As required by the State of Washington, PFM has a Disaster Preparedness Plan. As part of that plan, fire 
drills are practiced every month. Earthquake drills are practiced quarterly. We follow and practice the 
evacuation policies and procedures established by the building management. Parents may review the 
Disaster Preparedness Plan through the Parent Portal at www.pacificfirstmontessori.com. A copy is also 
available in PFM’s lobby.  
 
In case of a disaster, earthquake, storm, etc., your child will be protected and supervised until you or 
someone authorized on your emergency list can pick him/her up. 
 
Emergency Supplies / Personal Care Packs 
 
PFM is required to have supplies on hand to support care of your child(ren) for up to three (3) days in 
the case of a disaster. These supplies include potable water, first aid supplies and other survival 
essentials. If your child requires daily or regular medications, a three-day supply of the necessary 
medications should be included with the child’s personal care pack. PFM refreshes its emergency 
supplies annually. In addition, parents are required to prepare a personal care pack for each child to be 
used in the event of an emergency. These packs should be brought to PFM along with your registration 
papers.  
 
Each personal care pack should include the following items: 
 

● Small mylar blanket (available at most sporting goods stores) 
● 3 food items that are non-perishable, canned (not in glass or cardboard containers), and do not 

require heating. 
● A can opener 
● A family picture 
● A letter from you to your child 
● Small flashlight with batteries 
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● If appropriate, a three (3) day supply of any medications the child requires 
 
Please place these items in a large Ziploc bag, labeled with the child’s name and the date it was 
prepared. If the child is an infant, please include the following additional items: 
 

● Baby spoon 
● Extra bottled water and formula 
● Extra bottle (minimum 4 oz size) 

 
Security 
 
PFM has a security system, which consists of a door code to enter the facility.  Each family is given a 
specific code that is to be kept confidential. When a child transitions out of school, their family code is 
deleted.  If someone other than a parent is coming to pick up the child, please instruct them to ring the 
doorbell to enter. 
 
If you see any suspicious activity outside our school door, please report this to building security by 
calling 206-625-9606 and notify the Director by email. Weapons of any kind are not permitted inside the 
school or facility. 
 
Child Abuse Reporting 
 
As required by Washington State law, suspected child abuse and/or neglect will be reported to Child 
Protective Services (CPS). Teachers and the Director are responsible for submitting reports. Signs of 
possible neglect include: failure to provide adequate food, clothing, shelter, emotional nurturing or 
health care. Childcare personnel do not notify parents when CPS has been called about possible abuse, 
neglect or exploitation except on the recommendations of CPS or police personnel. 
 
Responding to Cases of Parental Separation or Divorce 
 
Occasionally, we have families who are experiencing a marital separation or who are divorcing. In some 
cases, court orders are entered placing the child(ren) with one parent and limiting access of the other 
parent to the child(ren). It is our desire to have a consistent response to these situations and to keep the 
childcare environment as neutral and secure as possible for the child(ren).  If this situation applies to 
you, please discuss your situation with the Director so appropriate accommodations can be made.      
 
Anti-Harassment / Anti-Discrimination 
 
PFM is committed to providing a work environment where staff and families are treated with respect. 
PFM expressly prohibits all forms of harassment and discrimination on the basis of any legally protected 
characteristic or activity, including race, color, sex, religion or belief, creed, ancestry, national origin, 
age, sexual orientation, marital status, handicap, disability, or status as a covered veteran. We will not 
tolerate harassment from staff, families, vendors or visitors. Harassment and discrimination can take 
many forms. Examples of prohibited conduct include but are not limited to: 

 
● Epithets, slurs, negative stereotyping or threatening, intimidating or hostile acts that relate to 

any legally protected characteristic or activity. 
● Written or graphic material displayed or circulated in our workplace that denigrates or shows 
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hostility or aversion toward an individual or group because of any legally protected 
characteristic or activity. 

● Intimidating, hostile, derogatory, disrespectful, or otherwise offensive conduct or remarks that 
are directed at a person because of any legally protected characteristic or activity. 

 
Grievance Policy and Procedure 
 
Because we recognize parents as the first and most important influence in their child’s life, a positive 
working relationship between parents and PFM is of primary importance. 
 
The Director maintains an open door policy. The open door policy provides direct access to the Director 
and provides an opportunity for parents to share concerns. If a grievance occurs that cannot be satisfied 
by discussion with the Director, these steps should be followed: 
 

1. Document the concern and deliver written notice to both the on-site Director and to PFM’s 
general counsel: Jason Bergevin / Holmquist + Gardiner, PLLC, 1770 2nd Ave, Seattle, Washington 
98104. 

2. A meeting will be set up between the parent, the Director and general counsel. 
3. Every effort will be made to satisfy the grievance and mediate any conflicts. 
4. A verbal and written resolution will then be offered both to the parent and Director. The record 

of resolution will remain in the child’s file. 
 
A family may be terminated for a number of reasons, which include but are not limited to the following: 
 

1. Failure to pay tuition in a timely manner; 
2. Parent or guardian does not meet the terms of the parent contract; 
3. Parent or guardian behaves in a manner that is threatening or bullying to children, staff or 

property; or 
4. A child continues to engage in disruptive behavior and fails to meet the objectives of the 

Behavior Plan. 
 
Staff Separations 
 
A positive and stable relationship between child, parent and staff is the foundation for a productive 
partnership that supports the growth of a child. Because we value consistency and stability in 
relationships for children and their families, a staff separation is considered carefully. Unfortunately, 
there are situations when the fit between PFM and an employee is not philosophically compatible or 
when PFM’s expectations do not match those of the employee. Before PFM initiates a separation, there 
are many conversations, offers of additional training and a great deal of thought. We are committed to 
hiring and supporting a highly qualified staff for which a deep love and respect for children is their 
passion. Anything less is not fair to the children in our care. 
 
Confidentiality Statement 
 
PFM respects the privacy of every child and family and considers all records containing your child’s 
personal information to be confidential. The records are kept secure in the child’s file in the office. Only 
the Director and lead staff have access to these records. PFM will always seek your permission to share 
information with other professionals.  
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Pesticide Usage 
 
Please refer to the Pesticide Usage policy found in the lobby. 
 
Pet Policy and Practices 
 
We strive to offer children the opportunity to interact with their world. PFM typically has an aquarium in 
one of the classrooms. PFM will also have other animals or insects such as guinea pigs, rabbits, hermit 
crabs or walking sticks. Staff will involve the children in the feeding and care of PFM’s pets. Additional 
information about PFM’s pets is included in PFM’s Care and Handling of Animals (Pet Policy), which is 
included in your enrollment information. A copy is also available through the Parent Portal. On occasion, 
PFM may have other animals or pets visit. Prior to doing so, parents will be notified.  
 

IMPORTANT CONTACT INFORMATION 
 
Pacific First Montessori (office): (206) 682-6878  
 
City Center Security: (206) 625-9606 
 
Teddi Blades: tblades@pacificfirstmontessori.com 
 
Fire/Police/Ambulance: 911 
 
Child Protective Services: (800) 609-8764 
 
Poison Control Center: (800) 222-1222 
 
Animal Control: (206) 386-7387 
 

mailto:tblades@pacificfirstmontessori.com

