
 

March 28, 2019 
 
 
Thank you for your interest in employment at Son-Shine Early Childhood Center at Holy Cross 
Lutheran Church.  For the upcoming school year we seek to fill the following position: 
 
 Preschool Teacher of Son-Shine Early Childhood Center—20 Hours per Week/10.5 Months 

per Year 
 
 Per hour wage determined on the basis of education and experience  
 
A Job description of the position is attached. Please read through the description carefully and 
note the specific qualifications for the position. 
  
Applicants for the position must submit the following: 

1. A cover letter, describing interest in and commitment to the job of providing childhood 
education in a Christian setting. 

2. A completed employment application. 

3. A comprehensive resume. 

4. A written Statement of Faith (one page or less). 

 

The deadline for submission of all application materials to the office at Holy 
Cross Lutheran Church, 7307 N. Nevada, Spokane, WA  99208 is 12 noon on 
Friday, May 24, 2019.   

SONSHINE EARLY  
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www.sonshineearlychildhoodcenter.com 
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Job Description for Preschool Teacher 
 
Our Philosophy of Childcare and Early Learning: 
 
SonShine Early Childhood Center (SonShine ECC) is a ministry of Holy Cross Lutheran Church.  It 
serves our community providing a safe, warm, and stimulating educational environment where a 
child can experience God’s love for us in Jesus and become a link in sharing that love with others.   
 
SonShine provides a planned program of activity, centered on Jesus Christ, to enable and encour-
age the child to develop naturally and to take pleasure in learning. We utilize an active curriculum 
that engages all of a child’s senses to support each child as they grow physically, cognitively, so-
cially, emotionally, and spiritually. We encourage questions, investigation, mistakes, repetition, and 
routine as natural and important parts of this learning process. Through this process we help each 
child discover, develop, and use all the talents and skills with which he/she has been endowed by 
the Creator and to rejoice in the life God has provided.  
  
We also hope to strengthen the entire family by caring for each of them and by sharing with them the 
fellowship of God’s family, the Church, as expressed through the life of our congregation. 
 

The Role of the Preschool Teacher: 

Our Preschool Teacher serves under the Pastor of Holy Cross Lutheran Church as an integral part of 
the ministry team. Working with the Pastor the Preschool Teacher assists in developing the philoso-
phy of the Center and is integral in ensuring its implementation. The Preschool Teacher plans and 
implements curriculum. The Preschool Teacher’s  time includes both classroom and administrative 
hours. As preschool is a key segment of the congregation’s ministry the Preschool Teacher’s will 
also help to foster this connection between Church and Preschool making the most of the opportuni-
ties for Gospel outreach that the Center provides.  He/She will also keep the congregation informed 
of the role of the preschool in the congregation’s ministry and share its successes.  
 

Qualifications: 

 The Preschool Teacher must have a mature faith in the Triune God and in the reconciliation with 
Him that God has provided through the work of His Son, Jesus Christ, our Savior.  This faith 
must be evident in lifestyle, behavior, and work habits, especially in dealing with others.  

 
 The Preschool Teacher must be an active member of a Christian Church and agree to teach in 

accordance with the beliefs, doctrines, and values of the Lutheran Church-Missouri Synod. 
 
 The Preschool Teacher must obtain a satisfactory TB test, Food Handler’s Card, and have cur-

rent First Aid and Infant/Child CPR certification or the commitment to obtain such. 
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 The Preschool Teacher will submit to a national criminal background check and a Washington 

State Department of Early Learning background check and, if required, fingerprinting.  
 
 Preferred candidates for this position will have a degree from an accredited college or university 

in early childhood education, or will have equivalent education hours, and/or certification in early 
childhood education.   

 
 It is desired that candidate for this position have experience as a teacher in childcare, preschool, 

or early learning programs serving 3-6 year olds.   
 
 The candidate must also agree to participate in any training opportunities that may be offered 

which may lead to additional certifications necessary for the position. 
 

Duties of the Preschool Teacher: 

The list of duties which follows is intended to provide a broad perspective on the role of the Pre-
school Teacher.  It is not all-inclusive, but it illustrates the scope of the task.   
 

Administrative 

1. Manage the operation of the preschool ministry in all respects under the governance policies set 
by the Holy Cross Board of Directors and under the leadership of the Pastor.  This may include 
any aspect of the operation necessary to deliver quality Christian early learning programs 
(including: managing expenses according to budget, supervising assistants and substitute teach-

ers, and overseeing marketing). 

2. Manage relationships with the Washington State Department of Early Learning and other regula-

tory agencies, as necessary (SonShine is not a state licensed preschool). 

3. Manage relationships with parents and the general public; share the program with perspective 

parents, support current parents, advertise and present the program to the community. 

4. Manage the health and safety of all. 

5. Assist the Pastor in managing the strong relationship between SonShine and the congregation. 

Teaching 

1. Develop curriculum, both educational and spiritual, and assure that it is implemented faithfully.  

2. Be the lead provider of education for the preschool, providing constant supervision and maintain-

ing appropriate child-to-adult ratios at all times. 

3. Maintain up-to-date records as required. 

4. Care for the classroom maintaining a safe, clean, and healthy place for the children. 

5. Assist in maintaining a safe and healthy playground. 

6. Select, train, and supervise preschool assistants and substitute teachers, as necessary. 

7. Establish and maintain positive relationships with parents and families.  Recognize the needs of 
individual families and when appropriate, provide necessary assistance or referrals.  Keep fami-

lies informed of current activities, staff changes, field trips, special events, etc. 



Schedule: 
 
The contract period begins approximately August 1, 2018, and renews annually. The work period 
primarily covers the weeks of the preschool class schedule, generally the first week of September 
through the last week of May (See attached calendar for the 2018-2019 school year).   
 
An additional six weeks of preparatory/administrative time will be offered as necessary to be used 
prior to (three weeks) and following (three weeks) the school year (these days may include planning, 
training, room set up, staff meetings, parent meetings, perspective parent meetings, marketing, end 
of year wrap up, and other administrative work).  
 
The standard workweek will be 20 hours. The Preschool Teacher will be expected to teach Monday, 
Wednesday, and Friday 9 a.m.–noon while preschool is in session. An additional 11 hours of pre-
paratory/administrative time are provided each week. The schedule for administrative hours is flexi-
ble and may be set by the Preschool Teacher.  
 
The Preschool Teacher may use those preparatory/administrative hours to attend or assist with Holy 
Cross Events that he/she deems beneficial to SonShine or its families. 
 
The Preschool Teacher may work through school year breaks (Christmas, Spring, etc…) as neces-
sary using up to 20 hours per week for preparatory/administrative time, or take that time off as he/
she sees fit.  
 
Compensation: 

 
The position will be compensated on an hourly basis for actual hours worked paid out every other 
Friday according to the payroll calendar of Holy Cross Lutheran Church.  
 
Sick leave will be accrued and offered in accordance the State and Local laws for part-time employ-
ees. (The Preschool Teacher will be responsible to provide lesson plans, maintain a pool of, and 
schedule substitute teachers accordingly.) 
 
Review: 
 

The Pastor will conduct a review of the Preschool Teacher’s performance annually.  The purpose of 
the review is to provide the Preschool Teacher with a measure of his/her performance, from which 
the Pastor and Preschool Teacher will cooperate in planning for the continued success of the Center, 
and also the continued growth and development of the Preschool Teacher. 
 
If the Preschool Teacher’s performance is judged to be deficient in a measure that cannot be en-
dured, the Pastor with the support of the Holy Cross Board of Directors may establish a probationary 
period for the Preschool Teacher during which needed improvement can be identified, implemented, 
and observed.  The Pastor, with the support of the Holy Cross Board of Directors, may also elect to 
dismiss the Preschool Teacher at will, if necessary, for the well-being and success of the SonShine 
ECC. 
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Application for Employment 

Name:  Date:  

Address:  E-mail  

Position(s)  
applying for: 

 Home Church:  

Social Security No.:  Cell Phone:  

Date Available:  Date of Birth:  

  

      Yes           No Can you meet attendance requirements? 

      Yes           No Have you been previously employed by Son-Shine ECC?  If yes, when?  

 

      Yes           No 
Have you ever been convicted of a criminal offense (felony or serious misdemeanor)?  If yes, state law may pro-
hibit you from working in this industry. 

      Yes           No Do you speak any languages other than English?  If yes, what languages? 

      Yes           No Did you graduate from high school?  If no, please indicate the highest grade completed:   
  

Please print 

Please provide three references, not related to you and not previous employers: 

Name Address Phone Number 

 

 

  

 

 

  

 

 

  

EMPLOYMENT EXPERIENCE 

      Yes           No Are you employed now? 

     

      Yes           No 
If you are employed, may we contact your present employer?   If no, the job offer will be contingent upon receiv-
ing a satisfactory reference check. 

      Yes           No Have you ever been discharged or forced to resign from any employment situation?  If yes, please explain: 

  

College or Training/Vocational School you attended following high school graduation: 

Name and Address Years  
Attended 

Major Completed 
Degree 
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Please list your work experience in its entirety, beginning with your present (or last) job, in reverse order.  Show promotions as 
separate jobs.  Be sure to include appropriate military experience.  Please put a star (*) next to any job which gives you specific experi-
ence in the position for which you are applying.  If you need more space, please use a separate sheet of paper. 

1.  Employer:  Dates of Employment:  to  

Address:  
 

 
Telephone: 

 

Position/Title:  Supervisor’s Name:  

       Full time          Part time          Temp  Avg. Hrs. worked/week:  Hourly/Monthly Rate:  

Reason for Leaving:  Work performed:   

  

2.  Employer:  Dates of Employment:  to  

Address:  
 

 
Telephone: 

 

Position/Title:  Supervisor’s Name:  

       Full time          Part time          Temp  Avg. Hrs. worked/week:  Hourly/Monthly Rate:  

Reason for Leaving:  Work performed:   

  

PLEASE DESCRIBE ANY SPECIAL SKILLS OR QUALIFICATIONS you have acquired from employment or other experience which 
may help to qualify you for the position(s) for which you are applying.  Include where and how acquired. 

 

 

 

3.  Employer:  Dates of Employment:  to  

Address:  
 

 
Telephone: 

 

Position/Title:  Supervisor’s Name:  

       Full time          Part time          Temp  Avg. Hrs. worked/week:  Hourly/Monthly Rate:  

Reason for Leaving:  Work performed:   

  

4.  Employer:  Dates of Employment:  to  

Address:  
 

 
Telephone: 

 

Position/Title:  Supervisor’s Name:  

       Full time          Part time          Temp  Avg. Hrs. worked/week:  Hourly/Monthly Rate:  

Reason for Leaving:  Work performed:   
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Initial Below  

 I give Son-Shine Early Childhood Center/Holy Cross Lutheran Church the right to investigate all references and to 
secure additional job-related information about me including the right to verify any educational information given in this 
application.  Furthermore, I give Son-Shine Early Childhood Center/Holy Cross Lutheran Church the right to use a 
third party background check agency for such investigative purposes and to contact appropriate government agencies 
as deemed necessary in order to verify my suitability for this position.  I hereby release from liability Son-Shine Early 
Childhood Center/Holy Cross Lutheran Church and its representatives for seeking such information and other corpora-
tions, educational institutions, or organizations for furnishing such information. 

 It is understood and agreed that any misrepresentation by me in this application will be sufficient cause for cancella-
tion of this application and/or separation from service at Son-Shine Early Childhood Center/Holy Cross Lutheran 
Church if I have been employed. 

 In the event of my employment by Son-Shine Early Childhood Center/Holy Cross Lutheran Church, I agree to abide by 
all present and subsequently issued rules of Son-Shine Early Childhood Center/Holy Cross Lutheran Church. 

 I understand that just as I am free to resign at any time, Son-Shine Early Childhood Center/Holy Cross Lutheran 
Church reserves the right to terminate my employment at any time, with or without cause and without prior notice. 

 If employed, I will be required to complete an Employment Verification Form (I-9) and within three days show satisfac-
tory evidence of identity and eligibility for employment. 

 I understand that if I am interviewed for any position with Son-Shine Early Childhood Center a Nationwide Background 
check will be conducted. 

 
Signature of Applicant: 

 

 
Date: 

 

Employment Application:  Page 3 of 3 

Have you, at any time, been involved in or accused, rightly or wrongly, of sexual abuse, maltreatment, or neglect or been involved         
romantically with any minor after you became and adult?       Yes     No 
 

Are you using illegal and/or recreational drugs or have you ever gone through treatment for alcohol or drug abuse?    Yes     No 
 

Is there anything in your past or current life that might be a problem if we found out about it later?   Yes     No 
 

If the answer to any of the above questions is “yes,” it will be discussed confidentially during your interview. 

Please also include in attached pages:  
 
 A detailed resume 
 A one page statement of faith (describing what you believe about God and how that impacts your life and your desire 

to work at SonShine Preschool)  


