
1 
 

 

 

 

Dear Parents, 

We are so honored and blessed to welcome your family to our school family.  Our 
preschool has a rich history of teaching young children in a loving Christian environment.  
The teachers in our preschool are known for their love for Jesus and their love for young 
children.  I want to assure you that we take our job of educating your child very seriously.  
Beneath our playful approach to learning and our child-friendly classroom environments 
is a carefully thought out plan to help your child develop spiritually, emotional, socially, 
physically, and cognitively.   

This handbook is designed to give you a big picture of the Weekday School experience, 
with important details for parents imbedded within. I encourage you to find ways to 
connect with other WDS parents in your child’s classroom as well as at school-wide 
events.  Our goal is to nurture and support both parents and children during the 
preschool years.  As the Director of the Weekday School, my door is always open to you 
for conversation, feedback, advice, and concerns.  I look forward to working with you to 
ensure that the Weekday School is always a wonderful place for children, parents, and 
staff to play, learn, and grow in God’s love. 

In Him, 

 

Beth Hewitt     
Weekday School Director 
August 2016 
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MISSION & VISION STATEMENTS 
The mission of the Weekday School is to create a loving Christian environment where young 
children can learn through play, express their individuality, and grow in their relationship with 
God and others. 

Our vision for each child who attends Weekday School is that he/she would: 

∗ Know and trust in God’s love. 
∗ Develop a sense of wonder about God’s world. 
∗ Experience the joy of friendships with other children. 
∗ Gain confidence and self-esteem as a child of God. 
∗ Demonstrate academic readiness for kindergarten. 

 

PHILOSOPHY 
At the Weekday School, we believe: 
 

• Parents are a child’s primary educators. We believe our role is to partner with parents 
encouraging the growth and development of the whole child. 

• God created each child in a unique and wonderful way. We believe all children learn, 
grow and develop at their own pace. 

• Children have an innate capacity to know and love God. We believe children grow in 
their faith through experiences of loving interaction within the classroom and 
opportunities to explore child-appropriate Bible stories and concepts. 

• Young children learn best through meaningful play. We believe that a classroom 
environment that invites children to play will naturally motivate them to learn about 
themselves, others, and the world around them. 

• Children learn with all of their senses.  We believe children benefit from a hands-on 
learning environment that encourages curiosity, imagination, and independence. 

• Spiritual, social and emotional development is as important as cognitive development in 
the preschool years. We believe children need intentional opportunities to learn and 
practice social skills in a group setting as a foundational preparation for future schooling 
and life experiences. 

• Relationships are the foundation for all learning.  We believe that a loving, nurturing 
relationship between the teacher and the child is essential. 

• Discipline is a learning opportunity based on the grace we all receive from God.  We 
believe that children learn empathy and appropriate behavior over time with repeated 
practice and loving support. 
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HISTORY 
The First Presbyterian Church of Orlando established the Weekday School in 1950 as a ministry 
to young children within our congregation and the greater Orlando community.  Beginning with 
one classroom and the belief that “play is a child’s most important work,” the Weekday School 
became known for its loving and dedicated teaching staff and its commitment to excellence in 
early childhood education.  In 2004, the Christian Schools of Florida accredited the Weekday 
School. Today, with over 65 years of experience of loving and teaching young children, the 
Weekday School annually serves approximately 150 children, ages 2 ½ - 5 years. 

CURRICULUM 
The Weekday School has created theme-based curriculum that emphasizes an integrated 
approach to teaching and learning.  The themes relate to the seasons of the year or 
developmentally appropriate topics for preschoolers.  Using Creative Curriculum as a guide, 
each theme is designed to teach whole language, phonics, math, science, fine motor 
development, social and emotional development, and art.  In addition, we have developed an 
age appropriate Bible curriculum that relates to our units and includes stories, finger plays, 
songs, and games.   

Music and movement are offered on a regular basis for students according to age level.  
Technology is integrated into the classroom using educational tablets for circle time, teacher-
directed centers, or free choice centers.  Learning extends to our outdoor playground/indoor 
playroom environments where children are encouraged to run, climb, crawl, and play. We base 
our discipline curriculum on the work of Dr. Becky Bailey’s Conscious Discipline©, which 
encourages the development of emotional intelligence/self-control and relationship-based 
classroom management.  The goal of our curriculum is to encourage the growth and 
development of the whole child by providing rich learning opportunities in a playful, age-
appropriate environment.   

STAFF 
The staff of the Weekday School is comprised of 36 employees including the office and 
extended day staff.  Every classroom is staffed with two teachers, a lead teacher and an 
assistant teacher.  In addition, classroom floaters provide hands-on support to teachers to 
ensure all children are receiving individualized attention.  
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FACTS ABOUT WEEKDAY SCHOOL 

• Weekday School has enjoyed serving young families for more than 65 years! 

• Accredited by the Christian Schools of Florida. 

• Classes for ages 2 1/2 to 5 years. 

• 144 children enrolled in school in the fall, 155 in the spring.  

• 36 staff members. 

• Small class size/ratios:  

o Two day classes – 10 children:2 teachers 

o Three day classes – 12 children:2 teachers 

o Four day classes – 14/15 children:2 teachers 

• Classroom floaters provide a 3rd teacher in rooms as needed. 

• Preschool program from 9:00 a.m.-12:00 p.m., Monday -Friday. 

• Early Care program from 7:50 a.m. – 9:00 a.m., Monday - Friday 

• Extended Day program from 12:00-2:00/3:00 p.m., Monday - Friday 

• Located in the renovated Allen and Yowell Halls; includes beautiful playground, indoor 

playroom, music room, movement room, and woodworking room. 

• Weekday School Advisory Board oversees planning of the school under the watchful 

care of the Session of FPCO.  It is made up of the Director and nominated Weekday 

School parents.   

• School is financed by funds from tuition, registration and fund-raising events.  

• Tuition assistance is available through the Weekday School Scholarship Fund.  Money for 

this fund is provided through personal gifts, fund-raising, and the Magruder Foundation. 

• The Weekday School is open to all children regardless of their race, color, nationality or 

ethnic origin. 
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POLICIES AND PROCEDURES 

1. SCHOOL REQUIREMENTS FOR STUDENT RECORDS 

• School Entry Health Form with Immunization Records 

• Registration Form 

• Parental Consent / Medical Release 

• Get-Acquainted Form 

• Student Family Record Confirmation 

• FPCO Accidental Insurance Form 

2. CLOTHING AND BOOK BAGS 

Each student must have a change of clothes including shirt, shorts, pants and socks at campus 
at all times.  Please place the items in a zip lock bag with your child’s name on it.  We encourage 
you to dress your child for comfort and play, which includes art.  Pants and shorts should enable 
the child to gain independence in caring for him/herself.  All personal belongings and clothing 
should be marked with the child’s name.  For safety reasons, we recommend sneakers.  Please 
do not allow your child to wear backless shoes “Croc” style shoes.  In all weather, other than 
rain, outside play is part of the daily routine. Therefore, dress your child accordingly for cold 
days as well as warm days. 

 A canvas tote bag is provided by the school.  Parents are encouraged to send this to school 
daily as backpacks and bags with zippers are difficult for preschool children to manage. 

3. POSSESSIONS FROM HOME 

We believe it is wise for children to refrain from bringing personal toys, etc. from home into the 
classroom.  If items do appear at Weekday School from home, they will be placed in the child’s 
“bag” directly outside the classroom.  This is the safest way to protect special items from loss or 
harm.  The teachers are eager for the children to share special discoveries which they make 
with their families (examples:  pictures, shells, flowers or other nature specimens).  Teachers will 
let you know when they desire items from home. 
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4.  POTTY TRAINING 

Children must be toilet trained in order to attend Weekday School.  We are not equipped or 
staffed to meet the state sanitary regulations for children who are not potty trained.  A preschool 
child is considered toilet trained when: 

• he/she no longer wears disposable underwear (pull-ups) to school, 
• can tell the teacher when they need to go to the bathrooms and,  
• can attend to their own hygiene (removing clothes, wiping, etc.) independently. 

Bathroom accidents do happen and we are certainly prepared to assist and support children in 
these instances.   However, if a child has frequent accidents over a period of time with no 
medical reason for the issue, he/she may be asked to take a break from school for a period of 
time to work on toilet training at home.    

5. DISCIPLINE 

At Weekday School, we believe discipline is a learning opportunity based on the grace we all 
receive from God.  We believe children can learn empathy and appropriate behavior over time 
with repeated practice and loving support.  We also believe that relationships are the foundation 
for all learning.  Our classroom management strategies begin with establishing a loving, 
nurturing relationship between the teacher and the child.  From this foundation, we are 
intentional about building our “school family” culture and teaching children age appropriate 
social/emotional skills to empower them to make school friends and solve conflicts that may 
arise. 

Our discipline policy and teaching strategies are based on the work of Becky Bailey’s 
Conscious Discipline© curriculum (consciousdiscipline.com).   In addition, we utilize resources 
from the Technical Assistance Center on Social Emotional Intervention for Young Children 
(challengingbehavior.org) and the Center on the Social and Emotional Foundations for Early 
Learning (csefel.vanderbilt.com).   Under no circumstances will physical punishment ever be 
employed. 

Specific teaching methods we use include: 

1. Maintaining a stimulating learning environment to capture children’s interests and 
attention. 

2. Developing a warm, caring classroom culture where each child feels valued and 
respected.  

3. Teaching children simple classroom rules so they can understand what is expected of 
them in the classroom environment.  

4. Giving positive, respectful directions that tell children what to do in simple and clear 
language. 
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5. Using choices, redirection, and substitution of toys and activities where appropriate. 
6. Incorporating calming techniques into instructional time to guide children in recognizing 

and regulating their emotions. 
7. Providing a “Safe Place” in the classroom where children can go if they are overly 

excited or distressed. 
8. Introducing and reinforcing problem solving skills to help children learn to speak up for 

themselves and solve problems independently.  
9. Giving children the opportunity to experience logical and natural consequences of their 

choices and actions when these present no danger to themselves or others.  
10. Addressing challenging behavior in a proactive manner based on the individual needs of 

the child and the behavior being presented. Some discipline situations may merit a 
holistic approach involving the parents, the school, and other child developmental 
professionals. 
 

6. ARRIVAL AND DISMISSAL 

All children must be signed in and out of school each day.  There will be sign in/out sheets at 
the reception desk as well as in the carpool line.  Children will only be released to parents or 
persons authorized in advance to pick them up.  Parents will provide this information in writing 
on the Student Confirmation Record.  If we do not personally recognize someone who is picking 
up a child and they say they are authorized to pick up, we will ask for photo identification even if 
the person is on the authorized pick-up list.   

Children are not expected to arrive before 9:00 am, as prior to this time the rooms are closed 
for teachers to make preparations for the day.   

Parents can either drop off/pick up children through the carpool line that runs between the 
Sanctuary and Allen Hall or by parking and walking into the building.  Carpool will remain open 
for approximately 15 minutes at drop off and pick up.  If you arrive later than that, you will need 
to park and walk into the building.  Each carpool driver will be given a designated number which 
is to be displayed on the driver’s side of the dashboard. Multi-family carpool numbers are 
available by contacting the WDS office.  

For the safety of our families and students, cell phone use is not permitted in the carpool line. 

Please abide by the State of Florida’s laws concerning car seats and safety belts for children.  
The Florida State Law requires that children 3 and younger must be secured in a federally 
approved child-restraint seat.  Between the ages of 4 and 5, children may be placed in a car 
seat or use car safety belts.  Booster seats help to position the child at the correct height to use 
a seat belt.  Children between 40 and 80 pounds and under 4’ 9” should use a booster seat. 
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7. CAMPUS SAFETY AND SAFETY DRILLS 

Campus safety is of highest importance at WDS.  We use the following procedures to protect 
the young children in our care. 

• All parents and campus visitors must be buzzed into the building and sign in at the 
reception desk.  Parents and visitors are required to wear name tags while they are in 
Allen/Yowell Hall. 

• Children are signed in and out of school each day. 
• Security guards are on campus at all times, are connected by radio to the Weekday 

School, and assist us in monitoring drop off and pick up times. 
• Classroom doors remain locked at all times.  The only exception is during morning and 

afternoon carpool, when a teacher stationed at the door at all times. 
• All of our classrooms are equipped with security cameras with a live feed to the 

Weekday School Office. 
• Teachers are equipped with wireless radios to keep them in communication with the 

office and campus security. 
• Two teachers are with children at all times, including in the hallways and on the 

playground.  Teachers/classrooms are equipped with radios and phones to maintain 
contact with the WDS office and campus security at all times. 

• All teachers and other staff in contact with children are required to pass a Level 2 
Criminal Background Check and undergo first aid/CPR training as well as other age-
appropriate safety training programs to be qualified for employment. 

• As a preventative strategy, the Weekday School conducts regular drills to prepare 
teachers, staff, and children for the possibility of a real emergency situation.  CSF 
requires that we conduct 10 fire drills, 4 lockdown drills, and 2 weather drills per year.  
Parents on campus during drills are required to participate and follow drill guidelines.   

8. HEALTH 

Children who run a fever (100 degrees Fahrenheit, 37.8 degrees Celsius) or have signs of a 
fever (chills, feel very warm, appears flushed or are sweating) should remain home for at least 
24 hours after symptoms are no longer exhibited.  This should be determined without the use of 
fever-reducing medicines. 

In addition, for the child’s own protection and the protection of others, parents should also keep 
the child at home with such symptoms as:  sore throat, nausea, vomiting, runny nose, diarrhea, 
undiagnosed rash, discharging ear, inflamed eyes, coughing, ear ache, conjunctivitis or “pink 
eye”, enlarged glands, or any contagious diseases.  If a child develops any of these symptoms 
at school, a parent will be notified to pick the child up immediately.  We do have a health 
assistant on campus at all times to assist with health related issues. 

The school will make every effort to protect the health and safety of the children.  Cooperation 
of the parents in helping prevent the spread of communicable diseases is of great importance.  
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Each child is observed daily at school, but parents should watch their child for symptoms of 
illness.  Mumps, chicken pox, or other communicable diseases should be reported to the 
preschool immediately so that parents of other possibly exposed children can be notified. 

It is not possible to keep a child in the room during outside playtime because both teachers are 
needed on the playground and we do not leave a child unsupervised in the room.  Therefore, 
when a physical condition calls for such special attention, it would be best for the child to stay at 
home. 

9. MID-MORNING SNACK 

Water and unsweetened crackers will be served each morning.  On occasion, other foods are 
prepared and served as a part of our curriculum.  For this reason, it is particularly important that 
teachers be made aware of any allergies.  Unless special arrangements are made with the 
teacher, children should not bring food to school. 

10.    BIRTHDAYS 

Special recognition of a child’s birthday is made through a teacher’s plans for the day.  Simplicity 
is the key of such planning.  Parents can communicate with the teacher about sending in a 
special snack for their child’s birthday.  Party celebrations (cake, ice cream, and gifts) we feel are 
best observed at home rather than at school.  Invitations, gifts and party carpools should be 
kept out of school unless the entire class is invited. 

11.  FIELD TRIPS 

Four-day students will have the opportunity to participate in Weekday School field trips during 
the school year.  Parents are encouraged to join their children and are notified in advance.  
Field trips include Green Meadows Farm, the Butterfly Garden, a play, and special on-campus 
activities.  Events are subject to change based on availability.  Three-day students have one off 
campus field trip to the fire station.  This is a walking field trip with parent supervision. Siblings 
are not permitted on Weekday School field trips. 

12.   TUITION AND FEES 

Application fees and forms are generally received sometime after a child’s first birthday and 
placed on file until he/she is old enough to enroll. When you apply to the Weekday School, you 
are requesting future placement for your child pending enrollment. A $40 non-refundable fee is 
required to apply to the Weekday School. 

Registration fees (and form) are paid each year the student is enrolling and are non-refundable.  Fees are 
as follows:   2Plus students $65.00;  2Day students $125.00;  3Day students $135.00, and 4Day students 
$145.00. 
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Weekday tuition is due on the 1st of each month (July-April) and a $20 late fee will be charged 
for tuition payments received after the 15th of each month.  Tuition may be paid online by credit 
card or by a check made payable to “First Presbyterian Church” with “WDS Tuition” in the note 
section.  Tuition may be paid in one of the following ways: annually, semi-annually, or monthly 
(yearly sum divided by 10 months; 5 months for 2 Plus classes). 

2 Day Classes $212.00 (monthly July-April) 
$125.00 (material & insurance fee) 
 

2 Plus Classes $212.00 (monthly January-May)  
 $65.00 (material & insurance fee) 

 
3 Day Classes $273.00 (monthly July-April)  
$135.00 (material & insurance fee) 
 

4 Day Classes $325.00 (monthly July-April)  
 $145.00 (material & insurance fee)  
 $ 34.00 (field trip fee)

 

 
 

13.  EARLY WITHDRAWAL FEE: 

The Weekday School program is a yearlong program lasting from August – May.  We make 
financial commitments to fully staff our programs based on enrollment at the beginning of the 
year.  Therefore, if you need to withdraw your child from Weekday School before the end of the 
school year, you must give two weeks written notice and will be responsible for paying the 
current month as well as the next month’s tuition.  

 Two Day Classes  $212.00 
 Three Day Classes $273.00 
 Four Day Classes $325.00 
 
If you enroll in Extended Day on an annual basis and need to withdraw your child before the 
end of the school year, an early withdrawal fee will be assessed.   
  
  

14. FINANCIAL ASSISTANCE:   

Limited financial assistance is available through the Weekday School Scholarship Fund.  
Applications are processed through F.A.S.T. by Independent School Management.  Further 
information and a link for the application are available on the school website, 
weekdayschoolorlando.org. Decisions will be made by the Weekday School Executive 
Committee; requests will be held in the strictest confidence.  Please complete the online 
application and provide necessary documents no later than April 1 for the following school year. 
Fees are subject to change.  Traditionally, Weekday School fees are increased biannually.  
Decisions regarding fee structure are based on a community survey and voted on by the 
Advisory Board. 
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15.   OTHER EXPENSES 

We know the importance of budget planning for families; therefore, we would like you to know 
the following are some options families may choose to participate in through the year.  Please 
feel free to contact the Weekday School office should you need more information about the 
following opportunities: 

Fun Fair 
Tickets 
Raffle 
Donations 
Portrait Round-Up 
 
 

Photos and Keepsakes 
Thanksgiving Video 
Katie Kaufman 
Photography 
Handprint Tile 
School Yearbook  
 

Enrichment 
Fun Fridays 
Summer Fun 
 
Other Special Events 
Mother’s Brunch 
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EARLY CARE AND EXTENDED DAY 
 

Early Care (7:50 -9:00 a.m.) is provided for children enrolled in the Weekday School on the 
days they attend school.  During this program, children have free choice play opportunities 
with manipulatives, toys, puzzles and coloring supplies.  Early Care children often visit the 
Speer playground or the indoor playroom.  The Extended Day Coordinator provides 
staffing for Early Care.  Children are escorted directly to their classrooms when morning 
carpool begins.  Pre-registration and program fees ($5.00/day) are associated with Early 
Care.  Early care enrollment is limited.   
 
Extended Day: Extended Day (12:00 – 2:00/3:00 p.m.) is provided for children enrolled in 
Weekday School on the days they attend school or Fun Fridays (as applicable).  Children 
who attend Extended Day will need to bring a healthy lunch from home, including their 
beverage and any utensils.  We ask that you refrain from sending any candy in their lunch 
boxes.  In addition to lunch, the program includes circle time, enrichment activities (such as 
Spanish and Movement), playground time, and free play.  Carpool is offered for pick-up at 
the end of Extended Day.  Pre-registration and program fees are associated with Extended 
Day. 
 
  2:00 p.m. Extended Day: $16.00 per day 
  3:00 p.m. Extended Day: $22.00 per day 
 

ENRICHMENT PROGRAMS 
Fun Fridays 
 

Fun Fridays is an extra-curricular program offered to our 2Day, 3Day (M/W/TH class only) 
and 4Day students during the fall and spring. Advance registration and an additional fee 
($22 per week) is required. 
 
2/3 Day Fun Fridays will explore a popular children’s book art, storytelling, music & 
movement, and sensory fun.4 Day Fun Friday will focus on S.T.E.A.M.: Science, 
Technology, Engineering Art and Math.  
 
SUMMER FUN: This day camp takes place in two weekly sessions.  The program consists of 
themed activities including art, music, Bible story lessons, water play and snack times. 
Advance registration and payment are required.  Due to limited space and staffing, 2 Plus 
students are not eligible to participate in Summer Fun. 
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SPEECH & OCCUPATIONAL THERAPY 
The Weekday School offers speech and developmental screening opportunities each fall, a 
convenient resource for parents.  There is a nominal fee for this optional screening.  Information 
about the screening will come home in your child’s school bag.  In addition, the Weekday School 
contracts with an occupation therapist and a speech therapist to provide on-site services for 
qualifying Weekday School children. 

From time to time, we also consult with a behavioral therapist to provide support and on-going 
training for our classroom teachers.  We may also make referrals to families if a child would benefit 
from extra support to be successful in school. 

 

PARENT COMMUNICATION 
 

CLASS NEWSLETTERS & WDS NEWSLETTER 
Teachers of each class prepare a monthly calendar and letter to inform parents of skills to 
be covered, curriculum plans, and insights into classroom activities and events. 
Periodically families receive the Weekday School Newsletter highlighting Early Childhood 
Articles, a letter from the Director and a Faith & Families insert.  The Weekday School 
Weekly is available by e-mail and provides information about events each week.   
 
WDS WEEKLIES 
Parents are emailed a weekly list of important upcoming events and things parents need 
to do.  These emails go out on Sundays and are targeted for the coming school week. 
  
WEBSITE & SOCIAL MEDIA 
Our Weekday School website offers a special Parents’ Page, downloads, Fun Fair 
information and Parent Resources with preschoolers in mind. Please visit us at 
weekdayschoolorlando.org.  You can also find Weekday School on Facebook and 
Instagram. 
 
PARENT CONFERENCES & Student Assessments 
Parent-Teacher conferences will be scheduled twice a year for all 4Day students and once 
a year for 3Day students.  2Day parents have the option of up to two conferences as well.   
3 & 4 Day classroom schedules are not observed on these days; however, childcare will 
be provided during your conference time.   
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Teachers welcome parent-initiated conferences anytime throughout the year.  The 
Director is available for conferences by calling her office for an appointment at 407-996-
5864. 
 
Children are assessed at various points in the year to track their overall growth and 
development and help teachers plan classroom instruction.  3 and 4 Day students will be 
given a beginning of year assessment.  These assessments will be shared at Open House.  
2, 3, and 4 Day students will have a fall assessment (November) and spring assessment 
(April).  Parents will receive written copies of all assessments. 
 
OBSERVATION ROOM 
Two of our classrooms offer parents the opportunity to observe our youngest children 
through a one way mirror.  In addition, every classroom has dark film on the windows 
which allows viewing of the children during class time.  If you would like to observe the 
children, please make arrangements in the WDS office. 
 
FAMILY CELEBRATIONS 
Parents are invited to join their child in celebrating or observing a special day from time to 
time.  These occasions are not planned as “performances” for parents but are planned for 
the special meaning they may have to the child. 
 
In the fall, children and parents alike look forward to the Fun Fair and Silent Auction which 
provides fellowship and fun for all!  At Thanksgiving, friends and families join in the 
sanctuary for an informal service of worship.  At Christmas, Weekday School families will 
celebrate the birth of Jesus by attending class parties where children reenact the nativity.   
 

VOLUNTEER OPPORTUNITIES 
Throughout the year there are many ways for parents to be supportive through 
volunteering at Weekday School.  If you desire to be involved, there is a job for you! 

• In the Classroom:  assist with woodworking bench, field trips, parties, and with 
special projects, via Sign Up Genius.  

 

• Advisory Board Programs:  assist with details for events, such as Mother’s Brunch, 
Open House, Thanksgiving Coffee, Fun Fair and Silent Auction. 

 

• At Home or in the Office:  assist teachers and office staff with projects periodically. 
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WEEKDAY SCHOOL ADVISORY BOARD 
The Weekday School Advisory Board oversees the planning for the school and acts with 
the Director as the liaison between the school and the parents.  Advisory Board meetings 
are held once a month and parents will have an opportunity to express an interest in 
serving on this Board each year.  Almost all of the Weekday School programs and events 
that take place during the year are a direct result of Advisory Board involvement. 
 
ROOM MOMS 
Each Classroom has a Room Mom designated to watch over the families within the room.   
Room Moms are responsible for communicating Weekday School happenings to families 
and making sure classroom events, such as monthly picnics, are carried out through the 
year.  It is our desire to be available to serve families and communication with room 
mothers helps to make this happen. 
 
 
 


