
Introduction 
 

 
 
Dear Team, 
 
I am extremely excited about this school year. Being part of Evergreen Christian School (ECS) not only means being a 
part of an excellent school, but of a fabulous community! For over 40 years, ECS has faithfully served this community 
and partnered with parents to raise leaders. I am grateful to serve with you as we commit to making every moment count. 
Together we will stay committed to seeing our vision fulfilled to “Integrate excellent education with devotion to Jesus 
Christ.”  
 
This handbook will help us all stay on the same page and be consistent with our policies and procedures. Please keep it 
easily accessible so that you can to refer to it whenever necessary.  
 
I want to provide you with everything that you need to make this year successful for both you and the families that God 
has placed in our care. God has put us all together to serve the students and families at ECS. “For even the Son of Man did 
not come to be served, but to serve, and to give his life as a ransom for many.” (Mark 10:45 NIV) 
 
I am looking forward to a wonderful year filled with God’s provision and faithfulness for you, along with each student, 
and family. My prayer for you is that you are confident in knowing you have everything necessary to make this year 
successful. “Now may the God of peace…equip you with all you need for doing His will. May He produce in you, 
through the power of Jesus Christ, every good thing that is pleasing to Him. All glory to Him forever and ever! Amen.” 
(Hebrews 13:20-21 NLT). 
 
Serving Together, 
Angela Flores 
Principal 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Who We Are 
 
Welcome! 
As a staff member of Evergreen Christian School (ECS) you are an important and valued team member. The information 
in this handbook will help you play your part with confidence. Thank you for joining with us in helping make ECS a great 
place to be! The ECS current year Faculty and Staff List can be found in the Appendix of the Staff Handbook or within 
Google Drive Handbook Appendix Folder. 
Vision Statement 

“Integrating excellent education with devotion to Jesus Christ” 
Love Partner Teach Guide Inspire 

 
Mission Statement 
At Evergreen Christian School we seek to excel in Safety, Discipleship and Excellent Education 

 
Statements of Faith 
The Evergreen Christian Community (ECC) Executive Board believes it is especially important for non-parochial schools, 
such as ECS, to publish their Statements of Faith. This is important for parents and students to understand before enrolling 
their child(ren). The Board members, faculty, staff, and all members of Evergreen Christian School subscribe, without 
reservation, to the following doctrinal statements: 
 
1) We believe that there is one God, eternally existent in three persons: Father, Son, and Holy Spirit, immutable and 

infinite in wisdom, holiness, power, justice goodness, and truth. (Deut. 6:4; Matt. 28:19) 
2) We believe that God, in the beginning, created the heaven and the earth and that He still upholds them in His 

providence. (Gen. 1:1; Matt. 28:19) 
3) We believe in the deity of Jesus Christ, in His virgin birth, in His sinless life, in His miracle-working power, in His 

vicarious and atoning death, in His resurrection, in His ascension to the right hand of the Father and in His personal 
return to power and glory. We believe that for each of us personally, He was “made to be sin” and died for our sins. 
He suffered the judgment of divine justice, voluntarily shedding His precious blood and dying on Calvary’s cross, 
“The just for the unjust, that He might bring us to God.” We must confess Him as our personal Savior and Lord in 
order to receive eternal life. (John 1:1; Matt. 26:63; Heb. 4:14; Rom. 10:9, 10) 

4) We believe in the present ministry of the Holy Spirit by whose indwelling the Christian is able to live a godly life. We 
believe that God has called us “unto holiness” to walk not after the flesh but after the spirit, to live the victorious 
Christian life, yielded and separate unto God, in constant subjection to our Lord and Savior Jesus Christ and to be a 
living witness before others for His all sufficient grace, power, and peace. (1 Cor. 2:10-14; Gal. 5:15; 1 Cor.:19, 20) 

5) We believe that the Bible comprises the totality of verbally inspired revelation from God to man and that in the 
original documents is inerrant and infallible. It is profitable for teaching, rebuking, correcting, and training in 
righteousness. (2 Tim. 3:16; Heb. 4:12) 

6) We believe in the spiritual unity of believers in Christ and the resurrection of the saved unto eternal life only through 
Jesus Christ. (John 17:20-23; Eh. 4:1-4; 1 Cor. 15) 

 
School Sponsorship and Affiliation 
ECS is a departmental ministry of Evergreen Christian Community (ECC) which is an Assemblies of God church. 
ECS is accredited by AdvanceEd. 
ECS is a member of the Association of Christian Schools International. (ACSI) 
ECS is a member of Washington Federation of Independent Schools. (WFIS) 
ECS is in compliance with the State of Washington. 

Staff Policies and Procedures 
General Information 
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Before School Workshops 
Teachers are contracted to work 185 days. Before the school year begins, three to four days are spent in staff workshops. 
The administration sets the agenda for these days and usually includes time to define a spiritual focus for the year, 
introduce new staff members, and disseminate general information. If time allows, teachers may work to prepare their 
classrooms. Dress is casual. 
 
Church-School Relationship 
ECS is a departmental ministry of ECC which is an Assemblies of God church. The church supports the school in multiple 
ways. One means of support is the use of the church building. It is essential that we keep a good working relationship with 
the church by giving the church staff and building the utmost respect. 
 
School Use of the Main Campus 
Extra care should be taken when using rooms in the main campus. There are several rooms in the main campus that are 
regularly used by the school, such as the 4th grade classrooms, the auditorium, the music room, and extended care rooms.  
 
To use other rooms located in the main campus, you must submit a facility request to the Events Coordinator. These 
rooms need to be treated with the same care as other rooms. Students are never allowed in the building without school 
supervision and permission. Report all damages or concerns immediately to the office staff.  
 
Church Use of School Buildings 
The main campus uses some of the school classrooms. Classrooms need to be prepared for such use.  
 
Classroom Schedules 
The following schedules can be found in the Appendix of the Staff Handbook or within Google Drive Handbook 
Appendix Folder: 

● Master Lunch and Recess Schedule  
● Master Pre-8 Electives and Enrichment Schedule 
● Middle School 
● Elementary 
● Library  
● PE 
● Music  
● Band/Orchestra 
● Technology 
● Spanish 
● Enrichment   
● Teacher Assistant 
● Passport  

 
Classroom Security 
Buildings and classrooms are to remain locked at ALL times. Failure to do so could result in disciplinary action. The 
Office Assistant will call the Teacher to request permission for a non-staff member to enter. 
 
CPR/First Aid Training 
Staff are required to have current first aid and CPR training. At the start of each year, a class is scheduled for those who 
need to update their training. 
 
 
Dress Code and Behavior 
Faculty and staff have the privilege of leading students in spiritual, academic, and social matters. Therefore, we are 
expected to set an example in our attire and behavior, both at school and in the community. We should dress 
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professionally, neatly, attractively, modestly, and in good taste. All dress code standards set for students also apply to 
teachers. Exceptions to this are that teachers are prohibited from wearing shorts, holey jeans, and frayed jeans with 
patches; jeans for any event day including chapel; tattoos must be covered. Since students are very sensitive to the 
attitudes of teachers and staff, we should never need to be counseled regarding our attire or behavior. All behavior should 
be consistent with our Christian witness, and our lives should be a testimony of our belief in Christ; the way we dress is a 
part of that witness. Please refer to additional guidelines in the Student Handbook.  
 
ECS Campus Parking 
For the safety of our students, parents must follow the traffic flow as indicated by the campus map. Faculty and Staff must 
park in lot lanes 2, 3, or, 4 no closer than the first light pole closest to the school, or in the east lane north of the “No 
Parking” zone on the south end of the main campus. The ECS Campus Parking Map can be found in the Appendix of the 
Staff Handbook or within Google Drive Handbook Appendix Folder. 
 
Financial Policy 
The School is an integral part and a ministry of ECC. ECC has the right to use church funds for school expenses or other 
purposes. Additionally, the School reserves the right to use the school finances in any way or manner it deems necessary, 
including using school funds for church expenses or purposes. Further, any designations of funds are merely suggestions 
and not binding on the School. 
 
Liability 
A teacher may be held liable for any injuries sustained by students as a result of their negligence. It is necessary for 
teachers to exercise the degree of care for the safety and well-being of students that a reasonable and prudent person 
would exercise under similar circumstances. Teachers must provide supervision of students at all times, and though not 
every injury means a teacher is negligent (definition: unpreventable accidents or unanticipated actions by another student), 
if it can be demonstrated that the injury is a result of the teacher violating their duty of care, the teacher can be liable. To 
reduce the risk of liability, the teacher is to be present in assigned areas of responsibility, such as the classroom, 
playgrounds, etc. The teacher should consult with the principal and/or parents if there are repeated student behavioral 
problems that might endanger them or other students. The teacher should provide adequate and proper safety instruction, 
taking into account such things as age, knowledge, physical ability, and condition of the student. Teachers should make 
and enforce rules for the regulation of student activity in high-risk areas of the curriculum, such as, but not limited to, PE 
and science labs. The school carries liability insurance that should extend to the negligent acts of teachers within the scope 
of employment, but insurance may not cover all injuries or actions. 
 
School Functions 
It is required that ECS Staff attend all before and after school activities unless administration has approved leave requests.  
 
Staff Communication Information 
Staff Communication should be in electronic form. Examples of necessary documents can be found in the Appendix of the 
Staff Handbook or within Google Drive Handbook Appendix Folder: 

● ECS Faculty and Staff Address and Phone List  
● Board Members  
● ECS Phone Extension List  
● ECS Staff Birthdays  
● ECS Campus Map  
● ECS Time Off Request 

 
 
Staff Evaluations 
An informal walk through and an annual evaluation will be completed for all staff members on ability to perform 
job-related duties and to set and meet professional goals. Following an observation, a conference may be held to discuss 
the measurable quality of the tasks performed, and to establish a plan for growth or change.  
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Staff Meetings 
Weekly Devotions 
The ECS staff has mandatory devotions and prayer every Monday morning at 8:00 a.m. in the Staff Lounge. Staff may 
volunteer to lead the devotion. Please contact the Principal if you cannot be there or on time. 
 
Faculty Meetings 
Faculty meetings are held to facilitate communication and fellowship; to increase cooperation, consistency, and 
accountability concerning policies and procedures; to foster teamwork; to enhance communication; and to boost 
relationships between teachers. The administration will schedule these meetings. Attendance is mandatory for all teachers. 
Office Staff and Aides are invited to attend. 
 
Meeting Schedule: 
Mandatory collaboration time Pre-8th grade has been placed on the calendar. Department leads will work with the 
Principal to create the agenda for these meetings. A follow-up form may be requested to share results of this time. Middle 
School meets every Friday at 7:45am and will be facilitated by the MS lead.  
 
Stewardship Hour Requirements 
ECS requires each family to commit 20 stewardship hours related to the activities of ECS each year. Families with ONLY 
preschoolers at ECS are asked to complete 5 hours per family. If they have a preschooler and a student in a K-8th grade at 
ECS, the 20-hour requirement applies.  
 
Families unable to participate in the Family Stewardship Program will be charged $10.00 per unfulfilled hour. Late- 
entrance families will have prorated required hours. Additional hours of service would be, of course, greeted with 
enthusiasm and greatly appreciated! 
 
ECS is happy to track their hours for them. On the main page of our website, select “Campus Life,” then choose 
“Stewardship.” Here they will help us to accrue the hours they have dedicated to ECS. Hours for the school year can be 
recorded from the first day of the previous summer through the last day of the current school year. If you do not have 
regular access to a computer, our office staff would be happy to assist you with the recording.  
 
Teacher’s Hours 
Teachers are expected to arrive on campus by 8:00 a.m., and stay until 3:30 p.m. Teachers are expected to remain on 
school campus during teacher work hours except during personal lunch times. The administration arranges teacher breaks 
and collaboration prep times in accordance with the schedules that can be found in the Appendix of the Staff Handbook or 
within Google Drive Handbook Appendix Folder. Any time a teacher leaves the campus, they must check out in the 
office. Late school arrivals or early school departures require approval from the Principal to meet staffing requirements. 
 

Operational Information 
Alarms 
Teachers and Office Staff will be given a four-digit number to arm & disarm the security system by the Facilities 
Department. The Accounting Offices and Human Resources are not accessible to most ECS employees. Access panels are 
located at the “A” entrance breeze way just inside the door and inside the Choir Room entrance door of the main church 
building. Only the inside access panels disarm/arm the system. 

There are access panels at “A” and “I” entrances that will allow you access to enter the building, but this does not disarm 
the security system.  

To Disarm: Enter your four-digit code in all buildings.  

Note: In the Activity Center there are access panels located inside Doors A, B, and the Coaches Office.  
If the light on the access panel is RED, then the system is armed; green is disarmed.  
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If the system will not arm, it is likely that there is a door open.  
Please do not reveal your number to anyone under any circumstance. 
 
Audio-visual Materials Review 
Movies may be shown to classroom audiences if they are a purposeful part of the instruction. A list of movies to be shown 
in the classroom must be submitted to Administration. The Principal may decide to view or research certain movies before 
approval is given. There are to be no movies shown in vehicles on field trips. 
 
Movie Policy Guidelines by Level – Pre-K – 8th 
G  

● A written/signed permission slip is received from each child's parent/guardian, and a reasonable, compatible 
alternative activity is provided to students choosing not to view 

PG 
● A written/signed permission slip is received from each child's parent/guardian, and a reasonable, compatible 

alternative activity is provided to students choosing not to view 
PG-13 

Movies are NOT, under any circumstances, to be shown to elementary students 
Movies may be shown to Middle School students ONLY IF: 

● The student is 13 years old 
● A written/signed permission slip is received from each child's parent/guardian, and a reasonable, compatible 

alternative activity is provided to students choosing not to view 
● The movie has been approved by Principal 

R  
Movies are NOT, under any circumstances, to be shown to Evergreen Christian School students  
 

Check Requests, Expense Reports, Reimbursements and Handling Money 
ALL income and expenses need to be turned into the Accounting office for processing. NO cash should ever be kept in 
your classroom, taken home, given, or reimbursed to ANYONE as this leads to tax and legal issues. 
 
When payment to a business or individual is needed, submit a completed form to the School Principal for approval and 
payment. Please find the blank forms on the Staff Resources page at www.evergreenpnw.com/staffresources.  
 
Guideline for choosing the correct form: 

● Check Requests (half sheet forms) are to be used for paying volunteers and vendors 
● Employee Expense Reports (full sheet forms) are to be used for reimbursing employees 

 
Always fill out the form completely and staple supporting documentation (i.e., receipts) to the BACK of the Check 
Request or Expense Report form. Review the samples for specific requirements when completing these forms. All fields 
must be completed properly and thoroughly before we can process your request. Submit your completed form to the 
Principal who will review it and forward it to the accounting office to process. Always allow two weeks processing time 
before expecting payment. A sample Check Request, Expense Report Form, and Mileage form  can be found in the 
Appendix of the Staff Handbook or within Google Drive Handbook Appendix Folder. 
 
Special Items of Note: 

1. Petty Cash – Requests for Reimbursement: 
a. Use of Petty Cash is restricted to purchases of $25.00 or less. The ECS Bookkeeper maintains the petty 

cash fund and can provide that to you. All petty cash expenses must be pre-approved by the Principal. 
Present the receipt to your supervisor providing an estimate of costs. Once pre-approved, purchase the 
item. 

2. Employee Mileage Reimbursement: 
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a. The back of the Employee Expense Report form is to be used for employee mileage reimbursement. 
These must be approved in advance by the Principal. Further information can be found in the Appendix of 
the Staff Handbook or within Google Drive Handbook Appendix Folder. 

3. Scrip Card Purchases: 
a. To purchase a scrip card with company funds, such as for a classroom volunteer thank-you gift from your 

classroom auction fund, first complete a Transfer Request Form: 
i.  Fill in the date of your request two weeks prior to the trip 
ii.  Fill in the total amount at the top right 
iii.  Mark Next Check Run 
iv.  Under description, detail the type and amount of Scrip card, and the reason for the transfer 
v.  Fill in your Teacher Auction & Name for “Transfer Form” 
vi.  Fill in SCIRP” for “Transfer to” 
vii. Give the completed form to the Principal for signature, and it will be forwarded to the accounting 
office for processing 

4. Field Trips: 
a. When payment is needed in relation to a field trip, complete a Check Request form two weeks prior to 

trip.  
b. Clearly write “Field Trip” on the Check Request form. There are additional steps needed to process these 

payments so we need to know when the expense relates to a Field Trip. 
c. Note: Field Trips should be self-funding and are paid for within the Consolidated Activity Fees each year 

(parent chaperone fees were not included and must be collected for each trip). If you plan a new or 
additional field trip that wasn’t accounted for in the Consolidated Activity Fee, obtain prior approval from 
the Principal and note that additional payment may need to be received from students. See also 
instructions on Handling Money regarding this subject. 

 
5. Missionary Speaker or Special Speaker Honorariums: 

a. Prior to the speaking event, obtain a W-9 form from the Accounting Office. The W-9 form is a simple 
IRS document that must be completed and signed by the speaker prior to us issuing an honorarium check 
to them.  Return the completed W-9 form to the Accounting Office immediately. 

b. Prepare a Check Request form for an honorarium and submit it to the Principal for approval. 
i.  Under the Description section of the Check Request form, write the word “honorarium” and describe 
the event for which the guest spoke or presented 
ii.  Complete the top section of the Check Request form with the speaker’s contact information 
iii.  Also write on the Check Request form, or attach to the Check Request form, the name, address, and 
phone number of the speaker’s organization, which may be a missions organization, or the speaker may 
have their own ministry name – be sure to include that information on the form 

 
Handling Money: 
ALL income and expenses need to be put through the bookkeeping system. NO cash should ever be given or reimbursed 
to ANYONE as this leads to tax and legal issues. 
 
The classroom teachers are responsible to keep account of their money. Turn in money collected to the ECS Bookkeeper 
at the first available opportunity. Do not place cash in the ECS Bookkeeper’s mailbox,instead, hand it to her directly or 
hand it to administration to place in the safe. If no one is available to hand it to school administration to place in the 
tuition slot in the front office clearly marked in a deposit envelope. DO NOT hold funds in your desk, filing cabinet, or on 
your person. This is for your protection as well as the protection of the money. Any checks you receive should always be 
made out to ECS. 
 
 
Guidelines for turning in money to the ECS Bookkeeper: 
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1. Organize the money and place it in a sealed and completed “deposit record” envelope. These envelopes are 
located in the ECS workroom by the timecards. A sample Deposit Record Envelope can be found in the Appendix 
of the Staff Handbook or within Google Drive Handbook Appendix Folder. 

a.  For further instruction on Preparing Money for a Deposit, such as when it pertains to a large event 
deposit, see the instructions located in the Appendix of the Staff Handbook or within Google Drive 
Handbook Appendix Folder. 

b. Additional steps for office staff turning in money: office staff must provide a receipt to accompany all 
cash turned in; the receipt must be filled out completely, including the date, the FULL name of the person 
making the payment, amount, and what the funds are for. 

 
Checking your ECS Email 
All faculty and staff are expected to read their email throughout the day and respond within 24 hours during the work 
week. If you receive any emails during the weekend, please respond by noon on the next workday. The directions for 
setting up and accessing your ECS email account can be found in the Appendix of the Staff Handbook or within Google 
Drive Handbook Appendix Folder. 
 
Classroom Supplies and Materials 
Common classroom supplies are located in the Copy Room. Please do not store a large supply of “extras” in your 
classroom. This makes summer clean-up and inventory a significant problem. Extra text books are found in the Staff 
Lounge. 
 
Obtaining and Ordering Supplies 
Supplies which are needed for your classroom may be obtained through the Purchaser in the Office. All orders for 
supplies or equipment not in the Copy Room are made by submitting requests via email to the Purchaser. Please note, the 
budget allowance will be a consideration when determining final approval.  
 
Ordering Textbooks 
Textbooks at all grade levels are provided by the school. They will be issued to the Teacher by the Purchaser. A record of 
all books issued to students will be kept on file by the individual teacher. Ordering is typically done in the spring and 
summer. Additional texts can be ordered as needed throughout the school year with the approval of the Principal. 
 
Damaged Textbooks 
Teachers should report damaged or lost textbooks to the office. The teacher will be responsible to notify the 
parent/guardian of damages due. Notification should be sent to ECC bookkeeper to include the student’s name, item,  and 
amount of the fine so parent/guardian can be billed.  
 
Conferences 
Conferences are held yearly; please refer to calendar for dates. Conferences may also be held as needed throughout the 
year. Most often the purpose is either academic or behavioral. Teachers should develop the routine of documenting 
conferences held with students and parents. Since such conferences often involve some form of decision or plan of action, 
documentation provides a means of recording what was accomplished, what needs to be done, and who is involved. Any 
teacher desiring administrative support for a special conference should notify administration as soon as possible and 
provide a history through copies of written infractions and teacher’s methods of discipline thus far. Please refer to the 
Appendix of the Staff Handbook or within Google Drive Handbook Appendix Folder for behavior contract and academic 
probation forms. 
 
Academic Conferences 
K–8th Grade conferences are held the first two days of Thanksgiving week. Each student’s parents/guardians are 
encouraged to attend a discussion with the teacher for a maximum of twenty minutes. The purpose is for parents/guardians 
and teachers to share spiritual, emotional, social, behavioral, and academic growth demonstrated by the individual student. 
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Teachers should have grades and/or other evaluative information prepared. Again, if necessary, a teacher may request the 
support of the administration or another teacher. Students are encouraged to attend. 
 
Conference Scheduling 
Conferences are scheduled during an all teachers’ In-Service meeting in October. Families with multiple children will be 
scheduled first to coordinate their schedules. The rest of the families will be assigned dates and times. The teacher will 
give a tentative schedule to the Office Assistant to allow parents to call and make changes if needed. Once a schedule is 
completed, each teacher will submit a master schedule of their conferences to the office prior to the beginning of 
conference week. 
 
Cumulative Records 
Faculty Responsibility 
Each teacher is responsible to be informed on important information found in the cumulative record of each student. It is 
essential that the teacher be aware of students with serious health concerns, and that the teachers understand how to 
support each of their special-needs children. A conference with the parent/guardian early in the year may be necessary.  
 
Cumulative record folders are kept in the office and may not be taken from the office due to confidentiality of information 
that may be in the student files. 
 
Records Upkeep 
It is the responsibility of the school Registrar to maintain cumulative record files. Registrar will print two copies at the end 
of the year and file one copy of the student’s final report card in their permanent file. Any personal comments may also be 
added by the teacher. Any accommodations for student must be listed on the report card. 
 
Emergency Preparedness 
Emergency Kits 
Every classroom and pod is equipped with a rolling container for student and teacher emergency kits. These emergency 
kits include space blankets, a first-aid kit, a bar of Ivory soap, toilet paper and a flashlight which are all stored in the 
rolling container next to the exit door.  
 
Parents have the opportunity to provide a small comfort item which will fit into the bag (e.g., a family picture, a small 
square cut from a favorite blanket, a letter of reassurance, a favorite Scripture, etc.).  
 
If your Students are taking any medications that are necessary to sustain life, they will need a three-day supply with them 
in these kits.  
 
There is an additional rolling container that contains other emergency items such as a can opener, bottled water, duct tape, 
etc. A list of contents within each container is available in the office as well inside each container. One of these containers 
is available per four offices/classrooms. All staff members are responsible for knowing where the container assigned to 
them is located.  
 
Earthquake Procedures 
Each classroom is provided with a chart of all emergency procedures. All staff are required to know these procedures and 
the location of the chart. In the event of an earthquake, students and teachers should move away from possible falling 
objects, kneel on the floor (with heads down) under a desk and/or protect the head and neck by covering them with their 
arms. As soon as the earthquake has stopped, evacuate the premises and proceed the same as a fire drill.  
 
Fire Procedures 
Each classroom has a Fire Procedures file stored in plain sight close to the main exit door. This file will contain a map of 
the campus designating the fire escape route to be used by the students in that particular classroom, a current class list, a 
slip of paper for recording missing students or emergency needs, and a pencil. In case of fire or fire drill, follow the 
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directions in the packet. The map of the campus designating the fire escape route and emergency exits can be found in the 
Appendix of the Staff Handbook or within Google Drive Handbook Appendix Folder. 
 
Lockdown Procedures 

      For emergency information regarding Lockdown Procedures, refer to the Appendix of the Staff Handbook or through 
Google Drive Handbook Appendix Folder. 
 
Chemical Storage 
By law, chemicals and/or cleaners are to be stored in locked cabinets or closets. Household cleaners and classroom paint 
supplies may be kept in a high, unlocked cabinet. 
 
Building Protection 
Any building or property needing attention should be reported immediately to the Executive Administrative Assistant. 
Immediacy of reporting and repair should be determined by the safety of the students. Classroom windows, blinds, and 
doors are to be closed and locked by the teacher when leaving for the day. 

 
Employee Incident Report Form  
Staff or students that are injured on the job must complete an Incident Report which is available in the Appendix of the 
Staff Handbook or within Google Drive Handbook Appendix Folder. 
 
End of the Day Room Closure 
Each classroom teacher is responsible for properly cleaning up and preparing his or her classroom (or any other room 
requested for use). Please comply with the following instructions: 

1. The final class for the day should clean up and tidy the room. 
2. If it can’t be vacuumed, clean it up (staples, paper clips, and food scraps). 
3. Clear off the student desks at the end of the day. 
4. Stow student chairs on top of their desks. 
5. The custodial staff will vacuum the entire floor. 

 
Note: If the rooms are properly cleaned up, custodial staff will have more time to clean other items in all of the 

classrooms such as sinks, hard floors, and bathrooms. 
 
End-of-Year Check Out Process 
Before faculty members leave for the summer, they must complete a Teacher’s Checklist for Closing School form in June. 
Complete the items on the list and return the completed form to the Executive Administrative Assistant. The updated form 
will be given in June via email from the Executive Admin Assistant.  
 
Facility Requests 
Please make room reservations through ECS’ Events Coordinator. Requests and changes for request must be completed a 
minimum of 2 weeks in advance. Information may be emailed and should include at least: your name, event name, date, 
time, additional set-up and tear-down, location requested, guest count, technology needs, and room configuration. 
 
Field Trips 
ECS teachers are encouraged to plan field trips that are enrichment experiences enhancing the classroom programs. Field 
trips should be scheduled on a Tuesday or Thursday and should never conflict with Chapel day or other school events and 
assemblies. 
 
All parents or guardians that drive on field trips must complete a Volunteer Application and Driver’s Application.These 
forms are available in the school office and should be completed at least two weeks prior to the field trip. See the 
Appendix of the Staff Handbook or Google Drive Handbook Appendix Folder. 
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Field Trip Student Permission Slips 
Teachers are responsible for collecting permission slips from each student’s parent/guardian. On all permission slip please 
add this required verbiage: 
 
If your student has had any disciplinary action or suspension, they may not be allowed to go on the field trip or 
possibly be accompanied by an adult. Please contact your teacher ASAP if this applies to your child. 
 
Parent/Legal Guardian Signature__________________________________  Date________________ 
 
Give the parent/guardian an option to volunteer, drive, or chaperone. In addition to a “Yes, my child has permission to go 
on the field trip” you should also have a “No” option on the slip, “No, I would rather my child not participate in this 
activity” and “No, my child is unable to attend the activity unless a scholarship is available.” It’s not our business to ask 
why a parent may say no, but the slip should at least have the option. Please do not bring potential shame to the child by 
asking why they are not attending since it was the parent’s decision.  
 
Additionally, if the field trip is at someone’s house, a volunteer application must be filled out by the host along with 
listing any animals they have.. In addition the full name, address, and phone number must be provided on the form in case 
a parent needs to contact the person’s home that day.  Please refer to the Appendix of the Staff Handbook or Google Drive 
Handbook Appendix Folder for additional information for home field trips. 
 
Field Trip Forms 
Field trip forms are available in the office. A form must be completed and returned to the office at least two weeks in 
advance of the field trip. Forms not completed in this timeframe may not be approved. Field trip permission slips, 
emergency forms, and medical release forms are required to be with each student chaperone at all times. You will be 
given two sets of these forms. One is to stay with the teacher  and or volunteer at all times, and the other is to be given to 
the driver of each van or vehicle. Notice must be given to parents regarding field trips at least one week prior to the event 
or the event may not be approved. The cost of field trips may be borne by classroom fees or the parents; please check with 
Principal for clarification on this information. All parent chaperones need to have a completed Volunteer Application; and 
if driving, a Driver Application.  
 
Transportation 
1. School Van & Bus Use and Responsibilities: ECC has one van and one transporter bus. The vehicles are checked out 
through submitting a request to the Events Coordinator. Van drivers must be approved by the church according to their 
auto insurance company’s guidelines. There are several steps involved, so it’s suggested that anyone needing to get 
approval do so well in advance of the event. 
 
The van must be checked out between 9:00am and 4:00pm. The teacher requesting use of the van is responsible to see that 
the van is refueled upon return. Drivers and staff are responsible to ensure that passengers are safely buckled before 
departure, and that behavior is appropriate and not distracting to the driver. The driver must ensure that the van is properly 
cleaned after each use. Eating, drinking, and electronics (including cell phones) in the van are prohibited. The van driver is 
also responsible to do a physical walk around of the vehicle.  
 
The office must be given a list of drivers and students riding in each vehicle before departing for the scheduled field trip. 
Should a vehicle’s passenger list change from what was filed in the office prior to departure, a call must be made to 
inform the school office of the updated changes. 
 
Remember: SAFETY FIRST! Please take all precautions for the safety of the students. Do not take risks with the lives of 
others! Do not overload the van; never block the exit door. Drivers and parents must travel together on the reported path 
and must not stop unless there is an emergency. If one vehicle stops, all vehicles must stop to that the caravan stays 
together. 
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2. Approved Drivers: Classroom teachers are responsible to secure the van and/or car drivers, selecting only from the list 
of qualified and insured drivers available in the office. All parent drivers must fill out appropriate paperwork in the office 
before they will be allowed to drive students on field trips. Drivers are to provide seat belts for each passenger, as well as 
maintain liability insurance. Classroom teachers are responsible to require appropriate car seats or booster seats from 
parents as well. 
 
ALMA Instructions 
All teachers are expected to update their individual classroom attendance into ALMA daily and their individual classroom 
assignments and grades weekly. Two copies of the last quarter’s report cards are to be printed by Registrar, one for the 
parent and one for the student’s permanent file. 
 
ALMA Grading Period Deadlines: 
1st quarter: Ends 11/9/18 3rd Quarter: Ends 4/19/19 
Grades entered by 11/13 at 8am Grades entered by 4/23 at 8am 
Print on 11/14               Print on 4/24 
Report Cards held until conferences               Out to parents on 4/26  

  
2nd Quarter: Ends 2/1/19 4th Quarter: Ends 6/14/19 
Grades entered by 2/5 at 8am              MS entered by 6/7 at 8am; Elementary 6/11 at 8am  
Print on 2/6 Print 2 copies on 6/12  
Out to parents on 2/8                           Hand out to parents on 6/14 w/standardized test  

  

Newsletter 
All teachers, grades K-5 are expected to email a weekly newsletter on the second to last day of each school week to the 
Office Assistant, who will upload them to the school website. Middle School teachers are required to update on the 
website calendar by Friday of each week. Teachers are also required to email a copy of this newsletter or calendar to the 
Exec. Admin. Asst., and Principal. 
 
Report Cards and Midterm Reports 
Reporting on the progress of a student will be accomplished periodically. Means of evaluation is at the discretion of each 
teacher, but both informal and formal means may be used. For K-8th grade, formal reporting is completed quarterly. 
 
There are report cards for K-8th grade. These give information on academic, social, and spiritual progress or achievement. 
Technology, Music, Band, Orchestra, and PE progress are reported using a “Satisfactory” based scale, below right. 
Primary report cards use the grade scale, below right, and Intermediate and MS report cards use the grade scale, below 
left, for academic subjects and Primary report cards use the grade scale, below right:  
                                     GPA           Grade                  % 
 4.0 A 94  - 100  

3.7 A- 90  -  93  
3.3 B+ 88  -  89                         O   =   Outstanding 
3.0 B 83  -  87                         S+ =  Very good 
2.7 B- 80  -  82                         S   =   Satisfactory 
2.3 C+ 78  -  79                         S-  =   Below average 
2.0 C 73  -  77                         N   =   Needs Improvement 
1.7 C- 70  -  72 
1.3 D+ 68  -  69 
1.0 D 63  -  67 
3.7 D- 60  -  62 

F Below 60  
  I Incomplete 

P/F Pass/Fail 
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*Incomplete: a student has a maximum of 5 school days to complete unfinished work. If not done, the assigned may 
convert to an “F.”  
 
Report Cards 
Report cards are sent home with the student following the end of a quarter and via ALMA.  
 
Midterm Reports 
Midterms are sent to 4th-8th grade students who are earning a C- or below in any subject. Information concerning the 
progress of primary students can be discussed more informally with each parent as needed. 
 
Final Report Cards 
Refer to the calendar for the final grades completion date. Final report cards are sent home on the last day of school with a 
copy of each student’s standardized test. Registrar will print two report cards and give one copy to the registrar. Students 
are promoted based on their total preparedness to enter the next grade level. Ability, achievement, social, and emotional 
factors are taken into consideration. 
 
Retention 
Students being considered for retention need to be identified as early in the school year as possible. Administrative 
support and observation is recommended, as well as comprehensive documentation of concerns pointing to retention. The 
factors listed above for promotion in “Final Report Cards” are also the basis for retention. If a student is receiving 
accommodations, please record this on the report card.  
 
School Start and End & Lunch 
K-5th grade students begin their school day at 8:45am. Teachers will open their classroom doors at 8:30am.  Elementary 
students are to arrive no earlier than 8:30 a.m. unless they are attending a zero-hour class. Students who arrive before that 
time will be sent to Before School Care (BSC), and the parent/guardian will be billed accordingly. Middle School (MS) 
students begin their school day at 8:35am. MS teachers’ doors will be open at 8:20am. Students are to arrive no earlier 
than 8:20am. Students who arrive before that time will be sent to BSC, and the parent/guardian will be billed accordingly. 
K-2nd grade students are to be escorted to their classrooms by parent/guardian and not left unattended at any time.  
 
School dismissal is at 3:15pm. for all students grades K-8. All students are expected to be off campus by 3:30pm unless 
they are enrolled in After School Care (ASC) or involved in an after-school activity. K-2nd grade students are to be picked 
up from their classrooms. Elementary teachers (3rd-5th grade) should walk their students out and wait with them until their 
ride arrives. Any student not picked up from the teacher by 3:30pm (12:15pm on early dismissal days) will be referred to 
ASC. All Extended Care fees apply for the afternoon session for that day. No cash payments for “personal babysitting” by 
a staff person attending the front office desk will be accepted. No students should be in the classrooms before or after 
school hours.  
 
When on campus before or after school hours, children of professional and volunteer staff must be either in their parent’s 
rooms, with their parents, in Extended Care, or enrolled in sports programs. They will not be allowed to be in the copy 
room, in staff meetings, on the playground or unattended at anytime. The rules which apply to the general student body in 
regard to supervision while on campus apply to the children of volunteers and staff members as well. Any unsupervised 
student must be escorted to BSC or ASC. 
 
Lunch 
Elementary teachers are responsible to supervise their own students in their classrooms during their designated lunch time. 
MS students will be supervised by designated MS core teachers. A teacher must have permission to leave for any reason. 
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Service Requests 
With the exception of an emergency situation, all service requests will be made via email to the Exec. Admin Asst. 
Emergency situations such as injury, an overflowing toilet, or child blood or vomit should be immediately reported to the 
office staff.  
 
Staff and Parent Email 
A staff email will be sent out on Wednesdays, and a parent weekly email will be sent out on Fridays from the Principal. 
Memos and/or emails will also be used to ensure thorough communication. Staff is expected to check their email 
throughout the day and respond to messages within 24 hours. 
 
Standardized Testing 
General Information 
The Terra Nova Standardized Test is given to students 1st-8th grade each spring. Tests are administered by the classroom 
teacher. The results will normally be available online within 2 weeks of testing dates. The hard copy will be sent home 
with the final report card.  
 

Using the Test Results 
Although Terra Nova scores do not always line up with our sequence, they can give an overall picture of the class 
achievement and can reveal areas where the program should be strengthened. They are more valuable for the class than for 
the individuals. The parent/guardian may receive a copy of their child’s achievement test scores directly from the teachers 
earlier if requested. Teachers and the Principal should be prepared to answer questions regarding those scores and to 
explain to parents how to interpret their purpose and validity. 
 
Standardized test results are not used for report card purposes. They may be used as one tool in determining whether a 
student should be retained or promoted and may also indicate areas of developmental and perceptual concerns for 
individual students. 
 
Guest Teachers 
Teachers and support staff who must be absent from school for any reason should report their intentions to Guest Teacher 
Coordinator as soon as possible and/or before 10:30pm the night before, or by 6:30am. Teachers are prohibited from 
making arrangements for their own guest teacher but should work through the office system.  
 
In order for a guest teacher to have a successful experience, they must be provided appropriate instructions and 
information to carry out the expectations of the day or the extended period of time they will be in the classroom. 
Classroom teachers should consider the needs of the guest early in the year, before an absence occurs. The class 
attendance folder, lesson-plan book, and materials must be left in an obvious and accessible place for use by the guest 
teacher. A file should be created which includes classroom routines, schedules, seating charts, and any other information 
that would be helpful; to be completed by the end of the first week of school.  
 
Teacher Supervisory Responsibilities 
Teachers are responsible at all times for students placed under their care. Students must never be alone or unsupervised on 
our campus. Teachers must arrange for supervision if they must leave their students for any reason. Teachers are expected 
to teach and reinforce school policies and procedures with their students. Students should be trained to respond 
respectfully to all adults on the campus, whether staff, guest teacher, parents, or visitors. 
 
Telephones 
The ECC/ECS Campus uses a phone system to communicate among departments and classrooms. Staff is asked to use 
either the phone in their classroom, the student phone in the entry of the office area, administration phones when offices 
are vacant, or a phone in the front office (only when necessary). The following guidelines have been established in order 
to maintain an atmosphere that promotes communication and keeps our primary task of education in focus.  
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Phone Properties  
● The phones will ring 
● The phones will dial out locally only (by dialing “9” first, and then the number-including +1 and +the area code) 

and within the system using extension numbers 
● Three-digit extension numbers can be dialed for inter-campus communication 
● The phones will receive voice mail 
● Voice mail can be checked from each or any phone on the system 

Guidelines 
● Phones are for staff use only unless staff approval is given to a student to use them 
● All phone calls must come in through the school office 
● Students are to go to the office to make a phone call and bring a pass of consent from their homeroom teacher 
● The use of the phone is reserved for important reasons only 
● During class time, personal calls will not be transferred to staff or students unless it is an emergency  
● Teachers are expected to check voice mail periodically throughout the day 
● Teachers may direct dial the extension of other staff members including the administration 
● Students may not be allowed to answer the phone for the teacher without permission 

 
Procedures for Telephone Use 
The directions to set up your phone and access voice mail options can be found in the Appendix of the Staff Handbook 
and within Google Drive Handbook Appendix Folder. 
 
Tutoring 
If a Teacher would like to tutor/conduct lessons, they must follow this procedure: 

1. They will talk to Principal to discuss compensation from the parent. 
2. The Principal will use a worksheet to calculate the fee and pay amount, generate the supplemental contract and the 

salary review sheet, and send the supplemental contract and salary review sheet to ECC Bookkeeper to be 
reviewed. A copy will be kept for recording so the payments can processed.  

3. ECC Bookkeeper sends the original supplemental contract and salary review sheet to Human Resources (HR) for 
additional signatures. Please refer to the Appendix of the Staff Handbook or Google Drive Handbook Appendix 
Folder. 

 
Use of Copy Machines 
ECS emails as much information as possible to avoid costs of paper and to comply with the “going green” theme we have 
adopted. 
 
If you are required to copy: 
Remember our copy and machines are important to all of us, and because repair of the machines takes both time and 
money, please follow these tips to best care for the machines. 
1. If a machine is jammed, PLEASE do not leave it behind. If you have to leave, please inform someone in the office.  
2. Please do not tinker inside of the machines.  
3.    If you need instruction on how to copy properly, ask the office staff or a fellow teacher.  
4. Please do not use ANY paper in the copy machines other than the standard white/colored copy paper.  
5. Please honor the machines, repair time, and costs, and if at all possible, use two-sided copies to save money. 
 
Visitors 
ECS has a campus-wide policy requiring all visitors entering the campus while school is in session to sign in at the office 
to obtain a visitor’s badge. The procedure of having all visitors and volunteers sign in serves two functions. In the event of 
an emergency, the school office will know exactly who is on campus. A more important function is that by having visitors 
sign in at the office and issuing badges, the school staff is instantly able to identify a parent on campus with school 
business as opposed to an unauthorized visitor. Any visitor on campus without a badge will be asked to go to the ECS 
office, sign in, and obtain a badge. 
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1. Student Visitors: Students must complete a “Guidelines for Student Visitors” form that is obtainable in the office. The 
form must be returned to the office before the proposed visit. While on campus, the visitor is responsible to follow all 
school rules, procedures, and instructions, including dress code. 

2. Parent Visitors: Parents are welcome to visit their students’ classroom. Classroom visits are arranged through the 
Principal and the school office. All visitors sign in and out at the school office and retain a badge that is to be visible 
at all times while on campus. 

 
Webpage Instructions 
All teachers are required to send their individual classroom newsletter or weekly calendar by Thursday at 4 p.m. to the 
office assistant. This will keep everyone up to date and informed pertaining to homework and classroom activities. If a 
teacher does not have this completed on time, it could result in a meeting with the Principal.  
 
Whiteboards 
Whiteboards may be cleaned by using commercial whiteboard cleaner and a soft, clean cloth. If you have an interactive 
piece on your whiteboard, only a soft cloth may be used for cleaning. 
 
 
IMPORTANT INFORMATION: For your information and convenience we have included the student handbook. Please 
read carefully and ask questions so that you know and understand what parents and students have read and for consistency 
sake schoolwide.  
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Parent/Student Handbook 
Who We Are 
Vision Statement 

“Integrating excellent education with devotion to Jesus Christ” 
 
Mission Statement 
At Evergreen Christian School, we:    Love 

    Partner 
  Teach 
  Guide 

    Inspire 
 
General Statements of Faith 
Evergreen Christian School (ECS) is a ministry of Evergreen Christian Community. The Evergreen Christian Community 
Board believes it is especially important for non-parochial schools, such as ECS, to publish their Statements of Faith. This 
is important for parents and students to understand before enrolling his/her child(ren). Board members, faculty, staff, and 
all members of ECS subscribe, without reservation, to the following doctrinal statements: 
 
1) We believe that there is one God, eternally existent in three persons:  Father, Son and Holy Spirit, immutable and 

infinite in wisdom, holiness, power, justice goodness and truth. (Deut. 6:4; Matt. 28:19) 
2) We believe that God, in the beginning, created the heaven and the earth and that He still upholds them in His 

providence. (Gen. 1:1; Matt. 28:19) 
3) We believe in the deity of Jesus Christ, in His virgin birth, in His sinless life, in His miracle-working power, in His 

vicarious and atoning death, in His resurrection, in His ascension to the right hand of the Father and in His personal 
return to power and glory.  We believe that for each of us personally, He was “made to be sin” and died for our sins. 
He suffered the judgment of divine justice, voluntarily shedding His precious blood and dying on Calvary’s cross, 
“The just for the unjust, that He might bring us to God.”  We must confess Him as our personal Savior and Lord in 
order to receive eternal life.  (John 1:1; Matt. 26:63; Heb. 4:14; Rom. 10:9, 10) 

4) We believe in the present ministry of the Holy Spirit by whose indwelling the Christian is able to live a godly life. We 
believe that God has called us “unto holiness” to walk not after the flesh but after the spirit, to live the victorious 
Christian life, yielded and separate unto God, in constant subjection to our Lord and Savior Jesus Christ and to be a 
living witness before others for His all sufficient grace, power and peace. (1 Cor. 2:10-14; Gal. 5:15; 1 Cor. 6:19, 20) 

5) We believe that the Bible comprises the totality of verbally inspired revelation from God to man and that in the 
original documents is inerrant and infallible. It is profitable for teaching, rebuking, correcting and training in 
righteousness. (2 Tim. 3:16; Heb. 4:12) 

6) We believe in the spiritual unity of believers in Christ and the resurrection of the saved unto eternal life only through 
Jesus Christ. (John 17:20-23; Eph. 4:1-4; 1Cor. 15 

 
School Sponsorship and Affiliation 
ECS is a departmental ministry of Evergreen Christian Community, an Assemblies of God church. 
ECS is a member of the Association of Christian Schools International (ACSI). 
ECS is accredited by AdvanceEd. 
ECS is a member of Washington Federation of Independent Schools (WFIS). 
ECS is in compliance with the State of Washington. 
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Parent’s Policies and Procedures  
Academic Program 
Admissions 
Evergreen Christian School (ECS), a ministry of Evergreen Christian Community, does not discriminate in the admission 
of students based on race, religion, color, gender, national origin, or disability as required by federal and state laws (to the 
extent applicable to the School). The School complies with all federal and state disability laws as applicable to the School. 
The School reserves the right to select and dismiss students on the basis of the student’s academic performance, 
commitment to the mission and purposes of the School, lifestyle choices as well as other considerations deemed 
appropriate in the sole discretion of the School. The behavior of the student while off campus is a clear indicator of his/her 
lifestyle choices, and is therefore a consideration for admission and continued enrollment. 
 
Attendance at our School is a privilege, not a right. That privilege may be revoked as determined in the sole and absolute 
discretion of the School. The School reserves the right to refuse admission or continued enrollment to anyone for any 
reason permitted by federal and state laws (to the extent those laws are applicable to the School). 
 
The enrollment process consists of the following steps: 
Step 1: Contact the office for application materials and to schedule a tour.  
Step 2: Complete the application and attach the following documents: 
Pre-8th grade: Birth certificate and completed immunization form.  
1st – 8th grade: One personal letter of recommendation. A copy of student’s most recent transcripts, a copy of student’s 

last Terra Nova, SAT, MSP, or other achievement test, and one letter of recommendation from a Teacher 
or Administrator. 

Step 3: When the school receives your completed application, you will be contacted to schedule an assessment 
and parent interview with a member of the ECS team. The purpose of the assessment is to determine 
appropriate grade placement and/or enrollment at ECS. The purpose of the interview is to help new 
families get to know the school and have their questions answered. 

Step 4: Once accepted, the Registrar will request a check for payment of the registration fee. This fee “reserves 
your child’s spot” in a class and is non-refundable and non-transferrable. 

Step 5: Once enrolled, through payment of the registration fee, you will receive further applicable school 
information, the ECS School Calendar, and a Parent & Student Handbook. Information regarding the start 
of the school year can be found in early August online.  

 
Parents may be required to sign copies of additional forms prior to enrolling his/her child. 
 
 

Kindergarten Entry 
Children who will be 5 years old on or before midnight on August 31 of the entry year are eligible to attend Kindergarten. 
Registration is open in February for returning students and March for new students, and it continues until the classes are 
filled. 
 
 
 
School Start and Dismissal  
School begins at 8:45 a.m. for students K-5th grade and 8:35 a.m. for Middle School students. K-5th grade students may 
arrive no earlier than 8:30 a.m., and middle school no earlier than 8:20 a.m. School dismisses at 3:15 p.m. (K-8th grade). 
Any student not picked up by 3:30 p.m. will go to Extended Care and parents will be charged appropriately. If you need 
Extended Care assistance, please see the Extended Care tab under “Campus Life” on our website. You may also get 
information at the front office for instructions. 
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Student Records  
Student Records include the following:  The student’s name, address, telephone number, date and place of birth, 
participation in activities and sports, weight and height, dates of attendance, awards,  and the most recent previous school 
attended by the student. 
 
Student Records may be released by a school without written consent, provided that public notice shall be given of the 
categories defined as directory information, and parents shall have the right, by written request, to designate that any or all 
of such information be released only with prior parental consent. 
 
Grades and Grading Scale 
Grades at ECS are based on a four point scale below, on the left is the scale of 4th – 8th grade. 
Primary levels (K-3rd grade) use the grading scale to the right. 
 
GPA        Letter             % 
                Grade 
4.0 A 94  - 100 
3.7 A- 90  -  93 
3.3 B+ 88  -  89 O  =   Outstanding 
3.0 B 83  -  87 S+ =  Very good 
2.7 B- 80  -  82 S  =   Satisfactory 
2.3 C+ 78  -  79 S- =   Below average 
2.0 C 73  -  77 N  =   Needs Improvement 
1.7 C- 70  -  72 
1.3 D+ 68  -  69 
1.0 D 63  -  67 
  .7 D- 60  -  62 
  .3 F Below 60  
                 I Incomplete 
                 P Pass 
                 F Fail  
 
Incomplete:  A student has a maximum of five school days to complete assignments or the grade may convert to a zero. 
 
Homework and Assignments 
Assigned by Classroom Teachers: Homework will be assigned by the student’s teacher(s) to achieve the following 
goals: 
 
1. For retention: We believe that most students require repetition to master material essential to his/her educational 

progress. 
2. For practice: Following classroom explanation, illustration, and practice on new work, homework is given so that the 

material will be mastered. 
3. For remedial benefit: As instruction progresses, difficulties in a student’s grasp of a subject may become evident. 

Homework following instruction is given to help overcome such difficulties. 
4. For special projects: Book reports, compositions, special research assignments, and projects are frequently assigned as 

homework or split up between home and school to allow individual and creative work at home. 
5. For completion: Students must finish any class work not finished during the school day at home. 
6. ALMA is our online portal where you can access grades and assignments for your student(s). 
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Parent Participation: In partnership with classroom teachers, parents are expected to ensure the completion of his/her 
child’s homework. All work is to be done neatly. The homework expectations for the average student are as follows (not 
including 30 minutes of reading per day): 
 

Grade: Average Time: 
Kindergarten 10 minutes 
1st - 2nd 10-20 minutes 
3rd 20-30 minutes  
4th 45 minutes 
5th 45-60 minutes 
6th - 8th 60-90 minutes (not including special projects) 

 
This may vary if students have not completed their classroom work or if they have procrastinated timelines for projects. 
 
Testing 
As recommended by the Association of Christian Schools International (ACSI), certain grade levels at Evergreen 
Christian School take achievement tests each year. Testing dates are indicated on the school calendar. The Terra Nova test 
is administered to the 1st – 8th grades, and attendance is mandatory. In addition, 5th-8th grade will participate in the 
Smarter Balanced Math Assessment. Please do not schedule planned vacations, doctor or dental visits, or other 
non-emergency absences during the week of testing. 
 
Report Cards 
Parents are able to view student report cards at the end of each quarter via ALMA and a hard copy will be sent home. 
Students If you have difficulty accessing ALMA, please contact the school office registrar. Check the school calendar for 
these dates. A final report card will be sent home on the last day of school including standardized test.  
 
Midterm Reports 
Midterms are sent out for 5th grade-Middle School students who are earning a C- or below in any subject. Information 
concerning the progress of primary students can be discussed more informally between teacher and parents as needed. 
 
Parent-Teacher Conferences 
K-Middle School Parent-teacher Conferences are held the first two days of Thanksgiving week, and at the request of the 
teachers or parents. Refer to the school calendar for dates.  
 
Curriculum 
The curriculum at ECS emphasizes the basic skills of reading, spelling, language arts, writing, math, social studies, and 
science. Bible is taught as a core subject, with God’s Word and the principles of Christ integrated throughout the total 
program. Enrichment, Music, Band and Orchestra, P.E., Spanish, and Technology are classes taught by specialists and 
offered at many grade levels.  
 
While the members of the Board are fully committed to providing our students with the best possible education in order 
for them to live productive and fulfilling lives, we believe it is crucial that their learning comes from a Christian 
perspective and is anchored in faith. The best curriculum for our students should be chosen and crafted by teachers in 
collaboration with parents and not provided as a “one-size-fits-all” mandate from an outside source. 
 
The Board, together with the faculty and staff will continue to search for innovative and creative ways to instill a 
commitment to excellence and deep faith in our students. 
 
Chapel sets a spiritual tone for ECS with involvement of speakers, musical groups, teachers, and students. Chapel takes 
place on Wednesdays in the Main Auditorium from 8:55am-9:35am. We meet and worship all together and then break out 
into appropriate grade levels for teaching of Biblical principles. 
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Music-ECS offers an extensive music program. K-4th grade students have a general music class one or two periods a 
week. 5th-8th grade  students choose from Choir or Band as his/her required music enrichment. A zero-hour orchestra 
program is available to students in grades 2-5. Middle School students can also choose to a part of orchestra as an elective.  
 
Physical Education (PE)-Each K-5th grade class is scheduled for one or two PE periods per week. Middle School 
students may take PE as an enrichment class. 
 
Library-ECS maintains a library of books, magazines, and other reference materials. Classroom teachers may take their 
classes to the library to checkout books.  Children are also able to use the library by request when accompanied by a staff 
member. Other use of the library depends on the availability of the library. Student access to the Accelerated Reader 
program is available in the library. 
 
Spanish-ECS Spanish is offered grades K-8th. This Enrichment class will give students’ exposure to the Spanish 
language. Students’ will focus on conversational Spanish through song, dialogues, games, and written work.  
 
Technology-Students progress through curriculum in keyboarding, word processing, and multimedia presentations. They 
will have opportunity to graduate from ECS ready to use technology in their future educational experiences. They are 
required to sign a Technology Contract before being permitted to use computers. 
 
Computers and iPads are provided to students to conduct and complete school-related research and assignments. The 
contract includes a list of behaviors we expect from all students while working in the computer lab/classrooms and the 
consequences for violations of the rules. It is not possible for us to provide direct supervision in regard to technology of all 
students at all times. Our network has a filter, but there is always the potential for accessing material that is not acceptable 
in an educational context. Therefore, access to the internet requires all users to uphold the highest level of personal 
responsibility and academic ethics at all times. 
  
Rules of Acceptable Use 
A. General Use:  Access to ECS computer system is a privilege, not a right 

● Noncompliance with our policies may result in suspension and/or termination of privileges. 
● Teachers will not allow students to have access to any non-educational, restricted, password-protected programs. 
● System users are prohibited from changing any computer settings or configurations including background setups. 
● System users may not install any software, including but not limited to commercial software, shareware, freeware, 

original software and/or utilities onto school computers. All software installed on school computers must be 
licensed and installed by ECC/ECS Staff. This includes games. 

● ECS has the right to determine who will be given access to the computer network.  
● No games, shopping, social networks, email, or any other non-school related activity will be permitted. 
● No food or drinks are permitted when using ECS technology in the classrooms, Technology Lab, or at home. 

 
B. Internet/Electronic Communications Use: 

● Access to the Internet will be made available to students for instructional purposes. 
● Electronic communications are not private. Network administrators may review logs of Internet sites visited to 

verify appropriate use.  
● Using the network in such a way that would disrupt the use of the network by other users is prohibited. This 

includes instant messaging or use of the command prompt.  
 

C. Computer Ethics: 
● System users must abide by copyright laws.  
● Any attempts to harm, modify, or destroy school equipment or materials, another user's data, or any other 

networks that are connected to the Internet is prohibited as a violation of school policy. 
● Students/Parents will be financially responsible for any damages to technology equipment damaged by the 

student. 
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D. Personal Safety 
● Revealing personal information without the permission of a teacher is not allowed. 
● Students should not make appointments to meet people they meet through the Internet. 
● Students should notify teachers if anything threatening or dangerous pops up on their screen. 

 
E. Consequences: 

● ECS requires students to make decisions based on honesty, truth, and integrity. We want and expect trust and 
responsibility. Violation of this trust is considered a serious offense and will subject the student to school 
discipline. All workstations, software, files, and messages residing on The School network are the property of the 
school.  

● We expect our students to abide by these policies. Violation of any of the policies described above will result in 
disciplinary actions which could include suspension and or loss of computer lab privileges. 

 
F. Disclaimer of Liability: 

● ECS is not liable for users' inappropriate use of electronic resources or violations of copyright restrictions, users' 
mistakes or negligence, or costs incurred by users. The school will not be responsible for ensuring the accuracy or 
usability of any information found on the Internet. If a chromebook has been damaged by the student, the repair 
cost will be added to the parent/guardian billing statement. 

 
G.  Social Media: 

● Before allowing your student to sign up for any social media please check the age requirement. Because we 
encourage honesty in our students, they will be asked to remove themselves if participating before age 
appropriate in any social media. Parent/guardian will be notified to confirm. Because not all parents allow their 
child(ren) to use social media, students will not be allowed to share their social media with any other students 
while on campus at any time or at any ECS events whether or not they are at the required age. 

 
COPPA 
Our school uses Khan Academy, an online learning tool that students in 1st-8th grade will use to refine their skills in 
math. This program provides educational videos, challenges, and assessments on numerous topics. 
 
To access Khan Academy, students need to be given Google Apps for Education accounts for sign-in and point-tracking 
purposes. With this account, they will have limited access to its services which will only include Google Drive. Students 
will have NO access to the other apps that Google Apps offers, including email and Google+. Please take a moment to 
look at the website we will be using at http://www.google.com/enterprise/apps/education/, as well as what personal 
information the site collects at https://www.google.com/edu/privacy.html.  
 
Before using this tool, we wanted to make you aware of federal regulations that apply to operators of websites and require 
parental consent when they collect information on children under 13, as described below. In order for students to use this 
program/service, certain personal information must be provided to the web site operator. Under the Children’s Online 
Privacy Protection Act (COPPA), these websites must provide parental notification and obtain parental consent before 
collecting personal information from children under the age of 13. For more information on COPPA, please visit 
http://www.ftc.gov/privacy/coppafaqs.shtm. 
 
Schools are permitted to consent to the collection of personal information on behalf of parents of students, thereby 
eliminating the need for individual parental consent given directly to the web site operator. Before doing so, ECC\ECS is 
providing you with this notice and opportunity to opt out. 
 
Because of how a Google Apps for Education account works and how it is used to sign into Khan Academy, neither 
service requires any information beyond the username the student is provided with. This being said, your child's full 
name, date of birth, and school information will not and cannot be provided to either service. Our goal here at ECS is to 
give you peace of mind as we strive to protect your child's identity. 
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After reviewing this information, if you would NOT like your child to have their own Google Apps for Education 
account, please contact ECS before 9-10-18. If we do not hear from you otherwise, we will create a Google Apps for 
Education account for your student. If your child was here last year, and you did not opt out, he or she already has an 
account created and no further contact is necessary. Additionally, if you opted out last year and would like to opt your 
child in this year, please let us know. 
 
Awards 
Character Awards (6th-8th)  
Christian character awards for Middle School are announced at the end of second semester at an awards assembly. The 
Middle School faculty determines which students receive these awards. The awards are based on Biblical character traits.  
 
Academic Awards (6th-8th) are given out at the end of each semester 
Principal’s Award: Given for a 4.0 GPA each semester 
Honor Award: Given for 3.5-3.99 GPA each semester 
Merit Award: Given for 3.00-3.49 GPA each semester 
Athlete of the year: Given to 1 boy and 1 girl 8th grade student.  
Student of the Year Award: Given to 1 boy and 1 girl at 8th grade graduation. 
 
Grade Level Recitations (Pre-8th) End-of-the-Year Awards 
In Psalm 119:9-11 the Bible says, “How can a young man keep his way pure? By living according to your word. I seek 
you with all my heart; do not let me stray from your commands. I have hidden your word in my heart that I might not sin 
against you.” It is our desire at ECS to encourage students to know and understand the Word of God so that it not only 
lights his/her path, but so they know what they believe and why. With that in mind, and in addition to the scripture they 
learn as a part of his/her academics, students are encouraged to learn the following scripture passages.  
 
Preschool -“THE LORD is my shepherd; I shall not want.”  Psalm 23:1 
 
Kindergarten -"For God so loved the world that He gave His only begotten Son, that whoever believes in Him should not 
perish but have everlasting life.” John 3:16 
 

Statements of Faith: The “I Believes” for 1st – 8th Grade 
 

1st Grade-I believe that there is one God, eternally existent in three persons: Father, Son and Holy Spirit, immutable and 
infinite in wisdom, holiness, power, justice, goodness, and truth.  
“Hear, O Israel: The Lord our God, the Lord is one.” Deuteronomy 6:4 
 
2nd Grade-I believe that God, in the beginning, created the heaven and the earth and that He still upholds them in His 
providence. “In the beginning God created the heavens and the earth.” Genesis 1:1 
 
3rd Grade-I believe in the deity of Jesus Christ, in His virgin birth, in His sinless life, in His miracle-working power, in 
His vicarious and atoning death, in His resurrection, in His ascension to the right hand of the Father, and in His personal 
return to power and glory. I believe that, for each of us personally, He was “made to be sin” and died for our sins. He 
suffered the judgment of divine justice, voluntarily shedding His precious blood and dying on Calvary’s cross, “the just 
for the unjust, that He might bring us to God.” I must confess Him as my personal Savior and Lord in order to receive 
eternal life. “That if you confess with your mouth, ‘Jesus is Lord,’ and believe in your heart that God raised him from the 
dead, you will be saved. For it is with your heart that you believe and are justified, and it is with your mouth that you 
confess and are saved.” Romans 10:9-10 
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4th Grade-I believe in the present ministry of the Holy Spirit by whose indwelling the Christian is able to live a godly 
life. I believe that God has called us “unto holiness” to walk not after the flesh but after the Spirit, to live the victorious 
Christian life, yielded and separate unto God, in constant subjection to our Lord and Savior Jesus Christ and to be a living 
witness before others for His all sufficient grace, power, and peace. “But God has revealed it to us by his Spirit. The Spirit 
searches all things, even the deep things of God. For who among men knows the thoughts of a man except the man’s spirit 
within him?  In the same way no one knows the thoughts of God except the Spirit of God. We have not received the spirit 
of the world but the Spirit who is from God, that we may understand what God has freely given us. This is what we speak, 
not in words taught us by human wisdom but in words taught by the Spirit, expressing spiritual truths in spiritual word. 
The man without the Spirit does not accept the things that come from the Spirit of God, for they are foolishness to him, 
and he cannot understand them because they are spiritually discerned.” I Corinthians 2:10-14 
 
5th Grade-I believe that the Bible comprises the totality of verbally-inspired revelation from God to man and that in the 
original documents is inerrant and infallible. It is profitable for teaching, rebuking, correcting, and training in 
righteousness. “All Scripture is given by inspiration of God, and is profitable for doctrine, for reproof, for correction, for 
instruction in righteousness, that the man of God may be complete, thoroughly equipped for every good work.”  2 
Timothy 3:16-17  
 
6th Grade-I believe in the spiritual unity of believers in Christ and the resurrection of the saved unto eternal life only 
through Jesus Christ. "I do not pray for these alone, but also for those who will believe in Me through their word; that they 
all may be one, as You, Father, are in Me, and I in You; that they also may be one in Us, that the world may believe that 
You sent Me. And the glory which You gave Me I have given them, that they may be one just as We are one: I in them, 
and You in Me; that they may be made perfect in one, and that the world may know that You have sent Me, and have 
loved them as You have loved Me.” John 17:20-23 
 
7th Grade-The Whole Armor of God-“Finally, my brethren, be strong in the Lord and in the power of His might. Put on 
the whole armor of God that you may be able to stand against the wiles of the devil. For we do not wrestle against flesh 
and blood, but against principalities, against powers, against the rulers of the darkness of this age, against spiritual hosts of 
wickedness in the heavenly places. Therefore, take up the whole armor of God that you may be able to withstand in the 
evil day, and having done all, to stand. Stand, therefore, having girded your waist with truth, having put on the breastplate 
of righteousness, and having shod your feet with the preparation of the gospel of peace; above all, taking the shield of 
faith with which you will be able to quench all the fiery darts of the wicked one. And take the helmet of salvation, and the 
sword of the Spirit, which is the word of God; praying always with all prayer and supplication in the Spirit, being 
watchful to this end with all perseverance and supplication for all the saints.” Ephesians 6:10-18 
8th Grade-“Blessed is the man who does not walk in the counsel of the wicked or stand in the way of sinners or sit in the 
seat of mockers. But his delight is in the law of the LORD, and on his law he meditates day and night. He is like a tree 
planted by streams of water, which yields its fruit in season and whose leaf does not wither. Whatever he does prospers. 
Not so the wicked! They are like chaff that the wind blows away. Therefore, the wicked will not stand in the judgment, 
nor sinners in the assembly of the righteous. For the LORD watches over the way of the righteous, but the way of the 
wicked will perish.” Psalm 1 
 
Other Awards 
K-5th grade classroom awards are strongly encouraged and can be handed out at the end of the year awards assembly. 
There will be quarterly awards assemblies when teachers are encouraged to give out a character award to a student whose 
actions have stood out. Other awards will be announced by the administration as seems appropriate throughout the year. 
 

Attendance 
General Guidelines  
Students enrolled at ECS are expected to attend school in accordance with state law (RCW 28A.225.010).  
State law requires that children between the ages of eight and seventeen attend school. Truancy is defined as being absent 
from school or from the majority of a student’s classes without a valid excuse. 
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The Executive Board believes attendance at school provides a student with classroom learning experience and is 
composed of participation in class activities and direct instruction provided by the classroom teacher. The instructional 
program designed by each teacher is a progressive and sequential experience. It is very difficult for that experience to be 
“made up.”  
 
Primary responsibility for school attendance rests with the students and their parents. It is important that parents teach 
their students the value and importance of regular and on-time attendance. The schools’ responsibility is to join with 
parents in teaching these values. In order for ECS students to participate in any extracurricular activities, students must 
attend a minimum of ½ of the regular school day. 
 
Excused Absences 
Absences due to illness, health condition, family emergency, or major family event 

If the absence is anticipated, parents are to notify the office or online using the “Report Student Absence” form prior to 
absence. In the case of illness or emergency, parents must notify the ECS office by phone or online as soon as possible on 
the day of absence. In the case of family events, notification should be made in writing at least one week prior to the 
anticipated absence. In cases other than illness or emergency, the school reserves the right to decline an excused absence, 
in which case any absence is treated as unexcused. 
 
Absences due to major family events: 
Each teacher determines the homework to be provided to students prior to, during, or after family events. Teachers may 
provide students with the essentials, but students will miss significant instruction time. It is the student (and parent) 
responsibility to make arrangements with the teacher to make up all missed assignments and ensure that work is 
completed on the day they return to school unless otherwise stated by teacher; in addition to assignments being turned in 
those students must be prepared for any missed or upcoming tests. 
Absences due to illness, health condition, or family emergency:  
Students will be given one day for each day missed to make up assignments. 
 
Unexcused Absences 
Non-class attendance without a valid cause; see excused absence definition 
 
If a student is unexcused, all coursework and homework assignments are due on schedule. No extensions will be granted. 
Academic credit may be affected without opportunity for make-up. Upon returning, the student will be held responsible 
for tests and concepts taught while they were away. 

After three unexcused absences in a nine-week grading period, the letter grade of the course may be dropped one letter 
grade. The school may also contact parents after one unexcused absence and/or take other actions if, in the school’s 
discretion, truancy is a concern. 

Activity-Related Absences 
Official absences sanctioned by the school include school-approved trips, school sport activities, ACSI events, and other 
activities authorized by the administration. 
 
A student with an activity-related absence will be given the opportunity to make-up in class assignments and exams 
missed during the absence. All homework and projects are required to be turned in on time with no additional time given. 
Any make-up work/exams must be scheduled with the teacher prior to the absence. 

Tardiness  
Punctuality is important for ECS students as a training tool to be respectful of times and schedules, to permit them to be 
present at the beginning of a lesson, and to avoid class disruptions created by late arrivals.  
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Students are expected to be seated in his/her classrooms ready to begin instruction, with supplies and homework at 
8:45am (K-5); 8:35am (6-8); otherwise they are considered tardy. The same procedures apply to every scheduled class 
period in the 6-8th grade as well.  
 
A student, who has three unexcused tardies in a nine-week grading period, will be assigned a 30-minute school detention, 
and the letter grade of the course may be dropped one letter grade. The school may also contact parents after three tardies 
and/or take other actions if, in the school’s discretion, tardiness is a concern. 
 
Excessive Absences / Tardiness  
Attendance is an integral part of academic progress. Student interaction and participation give depth to written material 
and constitute the social character of his/her school experience. Also, to advance to the next grade level, students must 
show satisfactory classroom progress and must be in attendance to show this successful progress.  
 
Allowing for health emergencies and individual situations, unsatisfactory attendance may be interpreted to mean absences 
in excess of 18 days per year or tardies totaling 16 per year. Any student having excessive absences and/or tardiness 
during a particular year, even if otherwise performing at acceptable academic standards, may be subject to any or all of the 
following, at the discretion of the school 

● Assigned a failing grade 
● Retained at the present grade 
● Required to sign and follow an attendance contract 
● Filed with the State Court for violating the “Becca Bill.” (SB 5439) 

 
Excusing Students During the School Day 
Students are prohibited from leaving school grounds (except on scheduled school trips) before regular dismissal time 
without parent/guardian  personally signing them out in the school office, or if prior arrangements have been made with, 
and approved by, the school office. A student will be sent to the office for pickup only via a telephone call from the 
receptionist to the classroom Teacher.  
 
Withdrawal 
Notice of transfer to another school should be made to ECS office 30 days prior to moving for the transition of the 
student, class, and teacher. Withdrawal must be in writing by the parent or legal guardian. If a student withdraws, his/her 
tuition will be prorated on a daily basis (based on the current school year total days). There are no registration refunds. 
 

Student Activities 
Opportunities for Student Involvement 
ECS offers school-related activities that broaden a student’s life experiences and create memories of his/her early years. 
Please remember that students and parents are expected to follow all school standards including dress code as a participant 
or spectator at any and all ECS event, including dress code and technology. 
 
Athletics 
Many students (5th-8th grade) are involved each year in our athletic program, and we are proud of our Crusader teams. 
We offer a well-rounded, “no cuts” athletic program to enhance the physical skills and sportsmanship of our students.  
 
ECS is a member of a league made up of small public and Christian schools. Some athletic events occur on our own 
campus, and some events are held on other school campuses. 
 
Fall season offers volleyball for girls, flag football for boys, and co-ed cross country. Winter season offers boys' and girls' 
basketball teams, and the Spring season offers co-ed track.  
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All students wishing to participate in athletics at ECS will be required to complete a sports physical, concussion form, 
medical release form, meet participation criteria for eligibility, and pay appropriate fees. Physical forms are available at 
www.ecsolympia.com. During the season athletes are required to keep their grades in each subject above a C- and have all 
homework assignments turned in. Failure to meet these requirements may prohibit them from attending practice or games. 
 
 
Academic Competitions 
Academic competitions are available for students. They are interscholastic and competitive with schools in the region, 
state, and national level. Some examples of the competitions offered at ECS are: ACSI Spelling Bee, Math Olympics, 
Young Authors, Art Fair, Science Fair, and the National Geography Bee.  
 
Passport Club 
Passport Club is an optional enrichment opportunity for students Kindergarten through 5th Grade. It is an exciting and fun 
year-long opportunity for students to learn the location of some, or all, of the countries in the world, as well as other major 
geographical locations such as continents and oceans. This program help students throughout their educational life.  
 

Behavior & Discipline  
Discipline is training that helps a child make correct choices in a climate of warmth and support, which includes 
limitations with both positive and negative consequences. “No discipline is enjoyable while it is happening-it’s painful! 
But afterward there will be a peaceful harvest of right living for those who are trained in this way.” Hebrews 12:11 (NLT) 
It is a three-way communication process between students, parents, and school personnel. It is, in the Christian 
environment, training in righteousness and character that leads one to be more Christ-like in every way. Scriptural 
principles also require us to help students remain accountable for inappropriate conduct. 
 
Classroom rules and disciplines will be instituted and administered by the classroom teacher. Teachers will act with 
support, as needed, by other staff members and the administration. In addition, teachers are expected to monitor all 
students’ behaviors while on campus or during school activities. 
 
School Encouragement of Appropriate Behavior 
While the School must discipline students for misconduct, it also desires to strongly encourage students to model 
appropriate behavior. Positive reinforcement by school personnel and parents will result in a happy, positive school 
environment where students respect one another, learn, and act in a manner that glorifies Christ. School personnel may 
reward appropriate behavior in a variety of ways. 
 
School-wide Guidelines for all students at ECS 
Our expectation of students is that they are obedient and respectful. So, disruption, disobedience, defiance, disrespect and 
dishonesty are cause for discipline. All students are expected to grow in Christian character traits. The School has 
established general guidelines to encourage students in this process. These general guidelines include, but are not limited 
to: 

● Respecting and obeying school rules, staff and faculty 
● Respecting others rights, feelings and property 
● Maintaining a safe, civil, respectful, and inclusive community 
● Walking safely and acting orderly in and around the buildings and staying in supervised areas 
● Showing consistent evidence of a teachable spirit and doing one’s best to obey and have a clear conscience before 

God 
● Being responsible for one’s actions 
● Making a determined effort to learn, including, but not limited to, being in classes on time and prepared to work, 

with the necessary learning materials 
● Dressing appropriately according to the ECS dress code 
● Behaving in a manner that reflects the testimony of Jesus Christ 
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Behaviors Requiring Discipline 
The School reserves the right to discipline students for conduct that is determined to be inappropriate. It is in the School’s 
sole and absolute discretion. Examples of conduct that may warrant discipline are below. This list is not exhaustive.  

 
Disruption: (Definition) Disturbance or problems which interrupt an event, activity, or process 

● Behavior that adversely affects God’s Word, ECS, and/or the student 
● Harassment or intimidation 
● Bullying of any kind 
● Vulgarity, profanity, obscenities, and inappropriate slang (verbal or non-verbal) 
● Fighting, wrestling, aggression or rough housing 
● Piggyback rides, picking up, carrying others or sitting or laying on laps 
● False alarms and/or threats 
● Blurting; talking when asked not to, out of seat 

 
Disobedience: (Definition) Refusal or neglect to obey 

● Telephone abuse, texting, cyber bullying, Facebook or multimedia abuse  
● Violations of school rules/policies 
● Possession and/or viewing of pornographic or sexually-graphic or suggestive materials 
● Chewing gum 
● Inappropriate dress 
● Use of electronics on campus, including but not limited to cell phones, iPods, iPads, computers 
● Failure to turn in discipline slips and/or attend assigned detention  
● Continued behavior after being asked to stop or start  

 
Defiance: (Definition) A daring or bold resistance to authority or to any opposing force; open disregard; contempt 

● Arrogance 
● Insubordination 
● Arguing or Challenging a teacher’s instruction 
● Non-participation in class 
● Rebellion 

 
Disrespect: (Definition) to lack special regard for authority; to show or express contempt for 

● Unacceptable behavior including, but not limited to spitting 
● Destruction or defacing of school property 
● Gossiping 
● Inappropriate comments to staff or students 
● Arguing with a person in authority 
● Unwholesome speech  
● Taunt/tease/bothering others 
● Extortion 
● Gambling or betting 
● Inappropriate gestures  
● Truancy 
● Unauthorized absence or tardiness from class  
● Negative attitude or influence on other students 
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Dishonesty: (Definition) lack of honesty or integrity; disposition to defraud or deceive 
● Theft 
● Deception 
● Lying, and misrepresentation  
● Cheating 
● Forgery 
● Stealing 
● Plagiarism 
 
Other 
● Arson 
● Gang involvement 
● Possession and/or concealment of a weapon; use of fireworks and/or explosives 
● Use, possession, distribution and/or sale of drugs, drug substances, drug-like substances, drug paraphernalia, 

alcohol, tobacco, and/or tobacco or vaping products 
● Violation of federal, state or city laws 
● Assault or attempted assault including, but not limited to, kicking, hitting, slapping, body slams or blocks  
● Immorality 
● Improper boy/girl relationships (boyfriend/girlfriend relationships are prohibited); side hugs allowed with 

opposite sex 
 

Consequences of Inappropriate Behavior 
Generally, the School attempts to impose gradual disciplinary measures when a student engages in misconduct. However, 
attendance at ECS is a privilege, not a right, and no student has a right to a particular disciplinary process. The School 
may consider the severity and repetition of the behavior, the response of the student and parents, as well as any other 
factors the Schools deems relevant.  

 
Violations of ECS’ policy may result in, but is not limited to, a telephone call home to parent/guardian from student, oral 
or written warnings to the student and signed by parents/guardian, reflection document, disciplinary forms (failure to 
return this slip by the following school morning can result in further discipline), additional work assignments, loss of play 
time or privileges, walking laps, detention, student and or parent conferences, probation, counseling, correction, other 
intervention, up to and including suspension, campus work (clean up, etc.), temporary or permanent expulsion from the 
School. The nature and severity of the consequences for violating this policy will depend on the nature, frequency, and 
severity of the violation.  
  
Definition of Bullying, Intimidation and Harassment  
We recognize that harassment, intimidation and bullying are a widespread and persistent issue that can happen anywhere 
despite education and prevention efforts. We ask you to partner with us to address this issue and to ensure that our school 
is a safe and positive place for growing and learning. 
 
Bullying: (definition) Use superior strength or influence to intimidate (someone), typically to force him or her to do what 
one wants. Can be physical, verbal, emotional or social. 
 
Cyber–Bullying is a serious offense. Children have killed each other and committed suicide after having been involved in 
cyber-bullying. Cyber-bullying could result in a misdemeanor cyber harassment charge, or if the child is young enough 
may result in the charge of juvenile delinquency. Definition-Cyber-bullying is when a child, preteen or teen is tormented, 
threatened, harassed, humiliated, embarrassed, where derogatory, demeaning or unwelcome messages are communicated 
or otherwise targeted by another child, preteen or teen using the Internet, interactive and digital technologies such as 
mobile phones by text messaging, email, social networking sites or any similar electronic means. This is prohibited.  
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Student behavior will not be inclusive to campus time but will extend to off hours, off campus behavior as cyber-bullying 
is not itself inclusive to school grounds because it has an effect on a student or can adversely affect the safety and 
well-being of a student while in school.  
 
As discussed under the School’s discrimination and harassment policy, we are committed to maintaining an academic 
environment where students feel safe at school and are treated with dignity and respect. For that reason, we do not tolerate 
harassment, intimidation or bullying of any kind to our students. What happens if it is reported? Each situation is different. 
Sometimes a report can be followed by quick intervention and resolution. These situations typically do not meet the 
definition of harassment, intimidation or bullying. When an incident or series of incidents meets the definition described 
above, the principal will conduct an investigation. This may include suspension of the student while the investigation is 
underway. The investigation includes interviews and notification of parents of both the alleged aggressor and the targeted 
student. If the outcome of the investigation indicates that harassment, intimidation or bullying has occurred, consequences 
may be assigned and a plan will be developed that will include a plan for follow-up.  
 
Retaliation and False Reports 
Retaliation against those who file complaints or make reports of harassment, intimidation or bullying, or participate as 
witnesses or otherwise cooperate with any investigation is also violation of this policy. Intentionally making a false report 
of bullying is also a violation of this policy. 
 
Weapons Policy 
All students should not have to fear violence to themselves or others while attending school. Guns, knives, and all other 
weapons or articles used as weapons to inflict bodily harm are a hazard to a safe learning environment and the welfare of 
human beings. Any student carrying a gun, other weapon, or use of any object made to act or look like a weapon or 
threatening to carry a weapon on school property, even in jest, shall be subject to discipline, that may include automatic 
expulsion. The School has sole discretion in this situation.  
 
Discrimination and Harassment 
The School is committed to maintaining an academic environment that is free from all forms of discrimination, 
intimidation, exploitation, and harassment on the basis of race, color, national origin, gender, age, or disability. The 
School may discipline students, up to and including immediate expulsion, for violations of this policy. 
 
Harassment: (Definition) “Harassment, intimidation or bullying” means any intentional (the individual’s choice to 
engage in an act) electronic, written, verbal, or physical act, including but not limited to those shown to be motivated by 
race, color, religion, ancestry, national origin, gender, mental or physical disability, or other distinguishing characteristic 
(can include a student’s physical appearance such as height, weight, clothing, and socioeconomic status) or annoying or 
offensive conduct, or speech based on race, color national origin, sex, age or disability (to the extent protected by federal 
or state law) if the conduct or speech:  
1. Creates an environment that is sufficiently severe, pervasive, or persistent so as to interfere with an individual’s work or 

academic performance 
2. Submission to the conduct or speech is explicitly or implicitly made a term of condition of an individual’s employment 

or academic activities (including extracurricular activities) 
3. Submission to, or rejection of, the conduct by the individual is used as the basis for academic decisions affecting the 

individual. It includes, but is not limited to, threats, demands, requests, teasing, taunts, insults, derogatory comments, 
slurs, jokes, abuse, torment, or other similar action 

4. Physically harms a student or damages a student’s property 
5. Has the effect of substantially interfering with a student’s education 
6. Is so severe, persistent or pervasive that it creates an intimidating or threatening educational environment 
7. Has the effect of substantially disrupting the orderly operation of the School 
8. Example of this can be, but is not limited to:  

Hitting, kicking, pinching, shoving, hazing, using body for intimidation, destroying or taking someone’s property, 
teasing, name-calling, spreading rumors or demeaning comments, threatening or obscene gestures, pranks, and not 
stopping when someone asks you to and/or doing any of the above things through someone else 
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Sexual Harassment: (Definition) “Sexual harassment” means unwelcome sexual advances, requests for sexual favors, 
and other verbal or physical conduct of a sexual nature, when: 
1. Submission to the conduct is explicitly or implicitly made a term or condition of a student’s academic activities 

(including extracurricular activities) 
2. Submission to, or rejection of, the conduct by the student is used as the basis of academic decisions affecting the 

student 
3. The conduct (whether intentional or not) has the purpose or effect of unreasonably interfering with a student’s 

academic performance; or of creating an intimidating, hostile, or offensive educational environment 
4. Submission to, or rejection of, the conduct by the individual is used as the basis for any decision affecting the 

individual regarding benefits and services, honors, programs, or activities available at or through the School 
 
Examples of Sexual Harassment 
Unwelcome sexual conduct of this type can include a wide range of verbal or physical conduct of a sexual nature. Without 
limiting the behavior that might violate this policy, the following are examples of inappropriate conduct: 

● Unwanted sexual advances or propositions 
● Offering academic benefits in exchange for sexual favors 
● Making or threatening reprisals after a negative response to sexual advances 
● Visual conduct such as leering, making sexual gestures, displaying sexually suggestive objects or pictures, 

cartoons or posters 
● Verbal conduct such as making or using derogatory comments, epithets, slurs and jokes 
● Verbal abuse of a sexual nature, graphic verbal commentaries about an individual’s body, sexually degrading 

words used to describe an individual, suggestive or obscene letters, notes or invitations 
● Physical conduct such as touching, assaulting, impeding or blocking movements 
● Sexting 
● Social media 

 
Investigation 
The School reserves the right to fully investigate every complaint, and to notify a student’s parent/guardian and 
appropriate government officials as the circumstances warrant. Students may be suspended during the investigation. 
 
Making a Complaint for Sexual Harassment or Bullying  
Students should not try to handle these issues on their own. 
1. Any student who believes he or she is a victim of bullying should tell his/her teacher or Principal. 
2. Any student who believes a fellow schoolmate is a victim of bullying should tell his/her teacher or Principal. 
3. Any parent who believes his or her child is being bullied should contact his/her teacher or Principal. 
 
Questions 
Anyone with questions about this policy should contact the Principal. 
 
Behavior Contract 
A Behavior Contract or probation may be imposed when the School believes a student has a behavior issue, including but 
not limited to a student with multiple detentions and/or has been suspended. This provides the student an opportunity to 
correct their behavior. It may also be used when enrolling a new student who has had problems in the past, but is seeking 
a new start at ECS. The principal will meet with the student and parent if the student is placed on a contract or probation. 
If the student does not show progress or improve to a level the School believes is satisfactory, the student must withdraw 
or be expelled from school.  
 
A Behavior Contract or probation may be recommended for a variety of reasons including, but not limited to, disruption, 
disobedience, defiance, disrespect and dishonesty, a serious or repeated breach of conduct (as determined at the School’s 
sole and absolute discretion), and the failure of the parents and/or student to partner with disciplinary procedures or rules 
of the School.  
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Suspension 
“Suspension” shall mean denial of the right of attendance at any single subject or class, any full schedule of subjects or 
classes, or any school event for a stated period of time. The Principal may suspend a student in his/her sole and absolute 
discretion. Suspension may include in-school and/or out-of-school placement, or Saturday work detention or suspension. 
An out-of-school suspension will require a student to be on probation upon his/her return from the suspension, which 
includes a Behavior Contract. Any student suspended may not participate in any school event the day or night of his/her 
suspension. 
 
The Principal may suspend a student for a variety of misconduct including, but not limited to, disruption, disobedience, 
defiance, disrespect and dishonesty, a serious or repeated breach of conduct (as determined at the School’s sole and 
absolute discretion), and the failure of the parents and/or student to partner with disciplinary procedures or rules of the 
School.  
 
The School may also impose an “emergency suspension” which is the immediate denial of the right of school attendance 
and events for a student as the School deems appropriate including, but not limited to, circumstances when the School 
believes the student presents a danger to themselves, other students, or school personnel, or a threat of substantial 
disruption of the educational process. Such emergency suspension shall continue until the School reinstates the student. 
 
Expulsion 
“Expulsion” shall mean the denial of the right of attendance at any single subject or class or any full schedule of subjects 
and events for an indefinite time period. An expulsion also may include denial of admission to Evergreen Christian 
School. 
 
Attendance at ECS is a privilege. The School may expel a student for any reason without advance notice. Generally, 
expulsion may be recommended for any misconduct mentioned under the School’s Suspension Policy above. However, 
conduct that threatens or presents a danger to the students, staff members or the public; demonstrates a continued pattern 
of misconduct; or violates Scriptural principles or federal or state law will most often result in expulsion. The School 
reserves the right to expel a student at any time in its sole and absolute discretion.  
 
Reinstatement of an expelled student may be considered after the student has completed one full year at another school 
and the student produces documentation of having completed the year successfully. Reinstatement is not guaranteed and 
subject to the School’s discretion. 
 
Appeals Process 
In the event that a student has been suspended, expelled, and/or that a parent does not agree with the action, an appeal 
process is available. All appeal requests will go through the ECS Principal. The student will remain on a suspension status 
until the appeal has been acted on. 
 
If a preliminary meeting between the parent, student and Principal cannot resolve the problem, the following procedures 
will be implemented: 
 
PROCEDURES: 
The parents will:  
1. Notify the Principal, in writing of their desire to appeal the decision 
2. Make an appointment with the Principal to begin the appeal process 
3. If unresolved, parent notifies the Principal, in writing to set up a meeting with the Superintendent 
 
The Principal will: 
1. Check with the Superintendent for a time and date of meeting 
2. Verify to the parent and student in writing, the date and time they may present his/her case 
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The Superintendent will: 
1. Meet with parent, student, Principal and other parties involved 
2. Discuss the results of the hearing and determine whether to reconsider his/her previous action 
3. Make a final decision with the advice from the ECC Board members 
4. Notify the parents and student, in writing, of the decision 
 
Academic Probation 
A student may be placed on academic probation when the School determines the student has an academic deficiency. The 
School may send written notice to the parent or guardian and the student so that a mutual effort on the part of both school 
and home may be made to correct the academic deficiency. Administration may request a meeting with the student, 
parent, teacher, if the student is placed on academic probation. 
 
A student who has been placed on probation is expected to make satisfactory progress within the probation period. If not, 
the administration has sole and absolute discretion to decide if the student will be able to continue at ECS. 
 
Procedures 
1. A student who receives two (2) or more F’s and/or a combination of three (3) D’s at the conclusion of a grading 

period may be placed on academic probation for one grading period following an evaluation by staff and parents. The 
teachers will notify the Principal of a student at the end of each grading period who meets this criteria. 

2. A conference will be held with the parents, teacher, student, and if requested, Administration, to give an explanation 
of the student’s academic standing, and to: 

a. Place the student on academic probation and suggest remedial steps 
b. Establish an academic plan if the student has specific learning needs 
c. Subject the student to restrictions of extra-curricular activities 

3. Next, the academic status of the student will be reviewed by the staff and Administration at the end of the next 
grading period. 

4. After being placed on academic probation, a student who receives no F’s and/or a combination of three (3) D’s the 
next grading period will be removed from academic probation. Extra-curricular activities may be resumed. 

5. After being placed on academic probation, if a student receives two (2) or more “F’s” and/or a combination of three 
(3) D’s on the report card at the end of the next grading period, the Administration will determine whether the student 
will be allowed to remain in school. 

6. Following removal or withdrawal from the school for academic reason, a student may apply to be re-enrolled on 
academic probation if the two following conditions are met: 

a. The student has attended another school for one full semester 
b. The student received no grade lower than a “C-” in any subject 
 

Dress Code 
Purpose of Dress Code 
Many studies have been conducted in regard to dress code. We believe that dress code sets the tone for the atmosphere on 
our campus and inspires excellence. Based on our desire to promote a sense of belonging at ECS, we believe that modesty 
is of the utmost importance, and that there is a connection between what students wear and pedagogical purpose that 
promotes an environment conducive to academic success. A positive education environment increases safety, instills 
discipline, prepares students for appropriate dress outside of school, and reduces distraction in learning. As a result, ECS 
has adopted and will adhere to the following dress code: 

1. Clothing must fit properly 
2. Prohibited clothing 

a. Tight  
b. Frayed- no loose string should be hanging off of jeans 
c. Holes in clothing above the knee 

i. Leggings may be worn under jeans with holes, above the knee and below the hip 
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d. Sweatpants/pants with elastic at bottom of pant leg; fleece 
i. Properly fitting knit Joggers are allowed with cuffs at the bottom of the pant leg; fleece, elastic 

and tight-fitting joggers prohibited 
e. Leggings and jeggings unless a shirt covers hips, derriere and all the way around when arms stretched 

straight over head 
i. If shorts, skirts or dresses are worn over leggings or jeggings they must meet the 4” standard  

f. Spandex  
i. Unless worn under shorts with shorts being no more than 4” above the knee 

g. Sagging or dragging pants below the hip bone or that show undergarments 
h. Athletic or sports shorts 
i. Halter tops, spaghetti straps, racerback, see-through, cropped shirts (all shirts must cover stomach when 

arms are stretched straight over head) 
i.  Tank tops may only be worn if strap is 2” or wider 

j. Low neck line including when student is bent over 
k. Shorts, dresses or skirts more than 4” above the knee 
l. Clothing that reveals under garments 
m. Shoes without enclosed heal or straps; slippers 
n. Hats or sunglasses inside any building 
o. Messaging on clothes including but not limited to suggestive, that create a negative attitude or in conflict 

with school’s mission, violence, alcohol, drugs, sorcery, witchcraft, etc.  
p. Swimsuits that show torso when arms are stretched straight over head without a t-shirt covering them 
q. Boys-earrings; Girls no more than two earrings per ear; no face piercings 
r. Boys-hair in eyes and touching the shoulder; Girls-hair in eyes 
s. No unnatural hair color including but not limited to pink, green, purple, blue, etc. 

 
Dress Code for Special Events     
Because there will be times in the lives of our students when they are expected to wear clothing different from every day 
wear, ECS has implemented a professional dress code for Special Events including, but not limited to, ACSI Middle 
School leadership conference, Christmas Program, any Academic events (Spelling Bee, Geography Bee, Math Olympics, 
etc.), Academic Award Assemblies, Chapel (for students serving in the chapel service), Fine Arts Program, Grandparent’s 
Day, Spring Program and Graduation. 

● Boys: Collared shirts with pants (jeans without holes are allowed) 
● Girls: Blouses or collared shirts with pants (jeans without holes are allowed) or skirts; dresses 
● Boys and Girls: No shorts, t-shirts, hoodies, sweatshirts, jeans with holes, joggers 

 
PE Clothing 
Athletic shoes and socks are required: no street shoes, flip flops, sandals, boots or open-toed shoes of any kind. 
For Middle School PE and athletics, athletic shorts and t-shirts must meet dress code policy; spandex may be worn under 
shorts of dress-code length. Sweats may be worn over the above during cooler weather, as determined by the PE Teacher. 
 
Parent and Student Responsibility 
Parents, please see that your child comes to school each day in compliance with the ECS standards of dress. Our policy 
will be strictly enforced. School staff and administration will decide what is appropriate or inappropriate according to the 
stated guidelines.  
 
Steps for noncompliance: 
1st offense-Student will receive a warning 
2nd offense-A note of noncompliance will be sent home to be signed by the parent/guardian  
3rd offense- Student will be either sent home to change or made to wait in the office until parents bring them proper 
clothing  
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Repeated dress code violations will result in a conference with parents and possible suspension from school. Parents will 
be notified with any dress code changes. 
 

Health and Safety Issues 
The purpose of our Health and Safety Guidelines are completely for the safety of the children at ECS. It is our goal to 
meet the needs of the students at ECS with care and love. 
 
Health Procedures 
It is the parents’ responsibility to ensure that your child/children are healthy and prepared to participate and learn at 
school. If a student appears to be ill and has symptoms indicating that they are ill, parents will be notified as soon as 
possible so the child can recover at home. Students who become ill or injured at school are cared for temporarily in the 
school office or nurse’s office by the office staff or the school nurse, if present. If it is determined that the student should 
go home, parents or emergency contacts will be notified. For this reason, it is important that the office has current 
emergency contact information on file. Please update emergency information whenever changes occur.  
 
If the student has a life-threatening (or potentially life-threatening) illness or chronic condition, a health plan must be on 
file at school prior to the student’s first day of attendance. The plan must indicate what medications the child is on, if any, 
what emergency medications should be given and what treatments the child might require in the course of a day.  
 
Immunizations 
Washington law requires that all students attending school must provide proof of immunization or present a medical 
exemption signed by a physician or a personal/religious exemption signed by a parent or guardian on or before entering 
school. The most current immunization schedule is sent out in the registration packets in the winter for students expected 
to return in the fall. It informs families regarding the immunizations changes and what is required for the various grades. 
A blank immunization form can be obtained online on the ECS website, but is also sent out in the registration materials 
prior to the next school year and is available in the school office. Immunization forms must be completed in his/her 
entirety, including the date/month/year of all mandatory immunizations given, and the form must be signed by a 
parent/guardian.  
 
Exemption forms must indicate in detail, which immunizations the student is exempt from receiving and the form should 
likewise be signed by a parent/guardian. Failure to comply with the immunization requirements will result in 
exclusion from school by order of the State Board of Health.  
 
Medications 
State law and school policy govern the administration of medications to students at school. For students to receive 
medications at school, a Medication Administration Form must be completed and signed by the health care provider 
(M.D., Nurse Practitioner, Physician’s Assistant or dentist), indicating what medication is to be administered, the dosage 
of the medication to be administered, the frequency of administration and the duration of time that it is necessary that the 
child receive the medication at school.  
The medication law addresses only oral medications. Therefore, eye drops, ear drops and creams may not be administered 
at school by unlicensed personnel. A copy of this form can be found in the appendix of this handbook, can be obtained at 
the school office, accessed on-line at the ECS website or originate from the medical practitioner’s office. It is not the 
responsibility of the school staff to obtain the completed form must be signed by the doctor and parents/guardians, and 
brought to the school by an adult accompanied by the completed form. No medication may be carried to school by a 
student except in the case of students authorized by his/her medical care provider to carry inhalers and/or 
Epi-pens.   
• If the dosage changes for a medication the child has been receiving at school, a new form must be completed. 
• A new medication administration form must be completed every school year and is required for over-the-counter 

medications and well as prescription medications.  
• The medication must be provided in the original container with medication and dosage clearly indicated.  
• Medications will be kept in a locked cabinet in the school office or the child’s classroom. 
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• No medications, including over the counter drugs, may be kept in the student’s possession in the classroom, unless it 
is an inhaler or Epi-pen, as previously noted. 

 
It is the parent’s responsibility to inform the school staff of the need and schedule for medication and the parent/guardian 
must sign the Medication Administration Form agreeing to the statement that the school staff might not be able to 
administer the medication if school duties interfere, although every effort will be made by the staff to do so. If the 
parent/guardian does not agree to this condition, it might be necessary for the parent to come in to school to administer the 
medication. At the end of the school year, medications that have not been picked up by a parent, will be destroyed and will 
not be available for administration the following school year. 
 
Lice Policy 
Upon discovery that a student has head lice, the school will notify his/her parents immediately to pick up the child from 
school so treatment can begin. The heads of siblings and classmates will be examined as well. The child must be kept at 
home until all signs of head lice are resolved, to include the presence of nits (eggs). Information materials are kept in the 
school office to assist the parent/guardian in the treatment of head lice. 
 
Concussions 
ECS follows the state law regarding exclusion of athlete’s from play if the student suffers a concussion or a suspected 
concussion at school or during school-sponsored athletic activities. The student will be required to have an authorization 
to play by a medical provider before he/she will be permitted to resume playing. Please inform the coach or PE Teacher if 
your child has suffered a concussion in any sport outside of school in the past. Second or later concussions can be very 
serious and cause permanent brain damage. Information regarding concussions is available in the school nurses’ office, on 
the Olympia School District website and through the U.S. Department of Health and Human Services centers for disease 
control and prevention website. www.cdc.gov/ConcussionInYouthSports. An acknowledgement form must be signed by 
the parent that the materials regarding concussion have been read and understood prior to the child being permitted to play 
sports at ECS. 
 
Returning to School after an Illness 
A child should not return to school after an illness unless he/she is well enough to go outside at recess time. Only on rare 
occasions will an exception to this policy be granted. In these cases, a note must be sent by the health care provider 
and permission must be received from the office because the student will come to the office during the recess periods. In 
no case will the child be unsupervised. If your child has been running a fever, please keep the child home until the 
temperature has been normal (100 degrees or less) for 24 hours without the use of medications to reduce fever. If the child 
is found to have a temperature 100 degrees or above, the parent/guardian will be called to take the child home. At ECS we 
take temperatures with Temp-a-Dot single use thermometers and/or Exergen temporal artery thermometers. If the child’s 
temperature is found to be a borderline fever, it will be verified by both thermometers. 
 
School Nurse 
The registered nurse employed by ECS works 8 hours weekly. During the year, the nurse conducts vision, hearing and 
height/weight screenings. He/She keeps each student’s cumulative health record up-to-date and documents compliance 
with immunization laws. The nurse is available for health conferences and health education for staff and students. The 
nurse provides skilled, short-term emergency care, safe administration of medications and case management planning with 
parents for short-term and/or complex health problems. 
 
Child Abuse/ Neglect Reporting 
There is a mandatory reporting of suspected child abuse and neglect within 48 hours. School personnel, by law, are 
required to report suspected child abuse either to Child Protective Services or the Olympia Police Department. 
 
This means that if any adult, volunteer or paid, who is responsible for children at ECS hears or observes or suspects that a 
child is a victim of child abuse, that adult is required by law to report the suspected abuse to administration and they will 
report it to the necessary department.  
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Abuse or neglect means sexual abuse, sexual exploitation, or injury of a child by any person under circumstances which 
cause harm to the child’s health, welfare, or safety, excluding conduct permitted under RCW 9A.16.100; or the negligent 
treatment or maltreatment of a child by a person responsible for or providing care to the child. 
 
Emergency Preparedness 
Each classroom is provided with emergency supplies in case of an emergency. You may wish to send a small comfort item 
which will fit into a baggie with their name on it (e.g. a family picture, a small square cut from a favorite blanket, a letter 
of reassurance from you to your child, a favorite Scripture, etc.) and give to your child’s teacher. If your child is taking 
any medications that are necessary to sustain life, they must have a three-day supply with them at school at all times. 
Bring them in a pharmacy container with your child's name and the current dosage needs to be clearly labeled, 
accompanied by the appropriate medication forms signed by your physician. 
 
Safety 
Students are urged to observe every safety precaution while at school. Students must report any accident to his/her own 
teacher, to the recess supervisor on duty, or to the office personnel. Students who persist in unsafe behavior will be 
disciplined. 
As further safety procedures, the school periodically holds fire, earthquake, and lockdown safety drills. It is important to 
keep the fire lanes clear and observe the parking regulations. 
 
Wellness Statement 
Evergreen Christian School is committed to providing a school environment that promotes and protects children’s health, 
well-being, and ability to learn by supporting healthy eating and physical activity.  
● Goals for Nutrition and Physical Activity: 

Nutrition education is integrated into the core curriculum.Students are given opportunities for physical activity during 
the day through Physical Education classes, recess periods, and athletics. 

● Nutrition Guidelines: 
ECS sets guidelines for foods and beverages that are to be brought to school for snacks, lunches, and special activities. 
Please refrain from sending carbonated and energy drinks with your student to school. Children are not allowed to 
purchase carbonated drinks from the vending machine at the church unless after school or after extended care with 
parent present. 

● Maintaining Student Wellness: 
The administration will develop and implement procedures consistent with this wellness statement and will monitor 
the extent to which this policy is being implemented. 

● Community Involvement: 
Parents and students will be informed of the goals and guidelines of this statement. Fitness measures will be reported 
on report cards for parent and student awareness. 
 

 

Opportunities for Parent Involvement 
Parent-Teacher Ministry (PTM) 
The PTM Mission Statement is as follows: "To support Evergreen Christian School, its students, staff and families in 
raising up the next generation for the future through faithful service to God through our community.”  
 
The PTM is organized to nurture the relationship between ECS families and the school. The main functions of the PTM 
are to support the teachers, support the overall school community, provide opportunities to raise funds to enhance the 
education of ECS students, and support the mission and vision of ECS. There are many opportunities to get involved with 
this ministry. For more information, please contact the school office. 
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Fundraising 
It is our desire to continue to offer an excellent Christian education while keeping tuition costs as low as possible. 
Therefore, fundraising is critical to the ongoing upgrades and improvements to the school (such as what a bond or levy 
may provide in the public schools). Through partnering with our students, parents, and constituency, we raise funds 
together to support the ongoing vision of ECS: “Integrating excellent education with devotion to Jesus Christ.” 
 
ECS sponsors two major PTM fundraisers during the school year: One in the Fall and one in the Spring. Throughout the 
school year, there may be additional opportunities to support our students for special events or celebrations. 
 
Evergreen Christian School holds two auctions each year. The first auction is held along with the Family Fall Festival and 
the Visions Auction is held in the Spring. The purpose of the two auctions is to raise funds for the school and individual 
classrooms. In addition to the auctions ECS hosts an event called “Celebrate the Children.” It is important to have teacher, 
parent, and volunteer support in order for these auctions to be successful. 
 
Parent Responsibilities 
Parents are asked to model good problem-solving skills for our students. ECS parents, staff, and students are responsible 
to determine facts and then address those facts for the child’s welfare. Parents need to confer first with the classroom 
teacher and, if necessary, work with the Administration should a question or concerns persist. Respect and reverence for 
the Lord Jesus is especially apparent as we address one another in honoring ways. If this should not occur, we ask parents 
to confer with the Principal and work toward resolution for the sake of the school’s mission and purpose. 
 
We also expect that parents will not gossip or complain about Evergreen Christian School, any member of the staff, 
school policies and procedures, either in the presence of his/her children, with other parents, on social media, or in the 
community. This negative behavior can only breed strife, which affects the entire school. Remember, children learn by 
example. If we, as adults, handle situations in a godly, loving, and respectful manner, our children will learn to do the 
same, and ECS will maintain a strong, positive environment. 
 
Parties and Invitations 
Please do not allow your student to bring invitations for personal events unless everyone in their class is invited. In 
addition, so that feeling left out does not occur, please ask your student not talk about a party they have been too that 
everyone in the class has not been invited to. This practices kindness. 
 
Parent/School Communication 
The School requires parent involvement in the educational process. Communication between the School and parents is 
critical. The School may communicate with parents through a variety of methods including, but not limited to, notes and 
memos, the school website, emails, bulk texting, phone calls, and additional parent/teacher conferences when necessary. 
Parents with concerns regarding his/her child should contact the teacher first before discussing them with the 
administration. 
 

General Information 
Stewardship Hour Requirements 
We require each family to complete 20 stewardship hours related to the activities of ECS each year. Families with ONLY 
preschoolers at ECS are asked to complete 5 hours per family. If you have a preschooler and a student K-8th grade at 
ECS, the 20 hour requirement applies.  
 
Families unable to participate in the Family Stewardship Program will be charged $10.00 per unfulfilled hour. Late 
entrance families will have prorated required hours. Additional hours of service would be greeted with enthusiasm and 
greatly appreciated! 
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On the main page of our website, select “Campus Life,” then choose “Stewardship.” Here you will help us to accrue the 
hours you have dedicated to ECS. Hours for the 2018-2019 school year can be recorded from the first day of the previous 
summer through the last day of the current school year. If you do not have regular access to a computer, our office staff 
would be happy to assist you with the recording.  
 
 
Visitors 
Evergreen Christian School requires all parents, visitors, and volunteers entering the campus while school is in session to 
sign in at the office to obtain a visitor's badge. This serves two functions. In the event of an emergency, the school office 
will know exactly who is on campus. More importantly a badge instantly identifies authorized visitors. Persons without a 
badge are not authorized to be on campus. Any visitor on campus without a badge will be asked to return to the office, 
sign in and retrieve a badge. 
 
1. Student Visitors: Students Must complete a “Guidelines for Student Visitors” available in the office. The form must 

be returned to the office before the proposed visit. While on campus, the visitor is responsible to follow all school 
rules, procedures, and instructions. The Administration will seek teacher approval as necessary. 

2. Parent Visitors: Parents are welcome to visit his/her student’s classroom. Classroom visits are to be arranged through 
the school office and limited to 1 hour unless otherwise authorized as helping in the class. All visitors must sign in 
and out at the school office and will be given badges which must be visible at all times. 

 
We appreciate your cooperation in helping us maintain a safe learning environment for all our students by signing in at the 
office every time you come on campus while school is in session.  
 
Change of Contact Information 
For your child’s safety and well-being, if you move during the course of the year, or change your contact information, 
please provide your updated information to the school registrar so we can maintain necessary and appropriate contact with 
you especially in the event of an emergency. 
 
Classroom Placement 
Student Classroom placement is determined in late August to account for enrollment changes occurring throughout the 
spring and summer. Class lists are visually posted on the school office windows the week prior to the first day of school. 
All questions and concerns regarding classroom placement should be directed to the Principal, not the classroom teachers. 
The School reserves the right to make all final decisions regarding classroom placement.  
 
We prayerfully seek God’s direction in meeting classroom placements. Decisions are based on many criteria, in order of 
priority: 

● Girl/Boy ratio 
● Student personality matched with teacher strength 
● Blended academic abilities  
● Student needs 
● Behavioral concerns  
● Social patterns or concerns 
● Spiritual development 
● Teacher and Administrative input 
● Parent concern related to his/her child’s learning needs 

 
Extended Care Program 
ECS operates a school care center, known as Extended Care, before and after school accommodating K-8th grades. If you 
would like further information, contact the school office for an Extended Care Packet. 
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Financial Policy 
Parents agree to complete and return the Parental Agreement (with the appropriate payment of fees). The School is an 
integral part and a ministry of Evergreen Christian Community (ECC). ECC has the right to use church funds for school 
expenses or purposes. Additionally, the School reserves the right to use the school finances in any way or manner it deems 
necessary, including using school funds for church expenses or purposes. Further, any designations of funds are merely 
suggestions and are not binding on the School.  
 
Inspection of Property 
Enrollment in the School constitutes consent by the parent/guardian to allow the child and his or her personal belongings 
to be “searched and seized.” The School expressly reserves the right to search any property brought on the School campus. 
This includes, but is not limited to, a search of backpacks, purses, pockets, lockers, desks and persons as it determines is 
necessary. The School expressly reserves the right to examine the electronic content contained in a cell phone, pager, 
laptop computer, or other device confiscated at the School. 
 
The School reserves the right to grant an exception under this policy on a case-by-case basis for any reason and an 
exception granted to one individual applies only to that individual and does not apply to any other individual, parent, or 
guardian whose child attends the School. 
 
Insurance 
Although the school carries liability insurance, it will not necessarily cover illness or accident to a student while at school. 
Parents should make sure his/her children have appropriate medical insurance.  
 
Lost and Found Items 
Each year students lose many possessions. Parents are asked to mark his/her children's belongings clearly and visibly with 
the child's name. The school office has a "lost and found" department. Every 30 days “lost and found” items will be 
donated to ECC’s Community Care Program or other community donation site. Parents and students are encouraged to 
check regularly for lost items. 
 
Newsletters from Teachers 
Preschool-5th Grade teachers email a weekly newsletter to keep you informed of upcoming dates and other information. 
MS uses a weekly calendar and emails to communicate.  
 
Parking Lot 
Student safety is of the utmost importance to us. Please follow the traffic flow and parking zones as indicated by the maps 
in the Back to School Packet for their safety. 
  
We ask that you pay special attention to the drop off circles at the front of the school and in front of the office. The left 
lane is for driving only. Under NO CIRCUMSTANCE should a vehicle stop in this lane OR in front of the office. If you 
would like to stop and drop your child off - please use the right (inside) lane. The right lane is for dropping off and 
picking up only. Please do not park or leave your car unattended. We apologize that parking and dropping off can be 
inconvenient.  
 
Please do not park in the designated area across the grass or across from the gym that is marked RESERVED. A penalty 
fee may be added to your tuition. Thank you for helping to keep your child(ren) safe!  

 
School Closure Information 
School closures or early dismissal due to snow, ice or other emergencies may be announced through our Alma emergency 
system and broadcast over local radio and TV stations beginning around 6:30am and continuing at frequent intervals. 
Please do not call the radio station. Registering with FlashAlert or checking our Facebook page are the easiest methods to 
access an ECS specific closure, early dismissal, or emergency information. Radio and TV stations participating in the 
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School Announcement Network through FlashAlert are: KGY . . . 1240 AM KING TV . . . Channel 5 KOMO TV. . 
.Channel 4 MIXX . . . 96.1 FM KIRO TV . . . Channel 7 Receive a School is Closed Text: There is a great option to 
receive a text when ECS is delayed or closed: from FlashAlert.  
 
DIRECTIONS for FlashAlert:  
1. In your browser, connect to www.FlashAlert.net  
2. Once you are on the website, select “Manage Your Messages.”  
3. The next screen will say FlashAlert Messenger Subscriber Login…3/4 down the page, click Create New Account to 
set-up a new FlashAlert Messenger account.  
4. Select a Region – Seattle/Western Washington  
5. Type Evergreen Christian School in the “Find Your Organization” box  
6. Enter your email address and make sure that the “Emergency Alerts” box is checked. Click Subscribe 7. Enter email 
again, confirm email, create password, and confirm password Click Create Your Account  
8. The next page prompts you to validate your email address…Under the box with your entered email address, click to 
send the validation message.  
9. After retrieving your validation message through your email, click on the link provided.  
10. This page verifies your information and allows you to add another email or mobile #. Make sure you click Update or 
Add to secure your new information. You will now be able to receive text messages from FlashAlert.  
11. Finally…If you use a smartphone and would like to receive push notifications (for quicker responses) please install the 
FlashAlert Messenger App through either Android or IPhone. Parents have the right to decide when his/her child(ren) 
should be kept at home, based on the hazard and conditions in his/her immediate area. In such cases, absences will be 
excused. 
 
Solicitation 
Parents and/or students should not bring candy, food, cards, magazine subscriptions, etc. to school to sell for his/her own 
profit or other organizations. This activity is difficult to monitor and may conflict with school fundraisers.  
 
Student Milk and Lunch 
Milk is available each day for purchase. Milk tickets can only be purchased in the school office. Teachers may not accept 
any milk money from students. One half-pint of milk costs 30¢, or a ticket for 20 may be purchased for $6.00. The 
classroom teacher holds the cards for the student. 
Students must bring a lunch each day. Microwaves are available for use in some classrooms. Please limit cooking times to 
two minutes. Parents will be notified to bring their student a lunch in the event that he/she forgets. 
 
Yearbook 
ECS produces a yearbook for Preschool through 8th grade. Parents may purchase a yearbook through the specified 
deadline either in the school, office, or online through Jostens.com. Students will receive a yearbook in June. 
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