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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, emotionally, socially, physically, and cognitively.   

This handbook is designed to give you a big picture of the Weekday School 
experience, with important details for parents embedded 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, 

 

 
Weekday School Director 
August 2018 
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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.  

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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ARRIVAL, DISMISSAL & CARPOOL 

Parents must check in children in and out of school each day. There will be check on 
device at the reception desk (if you walk in) as well as in the carpool line.  

Arrival - Carpool:   Carpool will begin 10 minutes before our start time (9am). Please do not 
plan to drop off earlier unless your child is signed up for early care. On time arrival is 
important as children often feel uncomfortable arriving after the class is already involved 
in activities. If you choose to use carpool for drop off, please pull all the way forward and 
do not get out of your car. Do not allow your child out of the car until a staff member 
comes for him/her. Our assistant teachers/floaters will come to your car, unbuckle your 
child, and take your child by the hand to the classroom where the lead teacher will be at 
the door for morning welcome. If you arrive after our carpool is finished, you will need to 
park, walk your child in, check in, and walk your child to class (or have the receptionist 
page the classroom teacher to pick up). You do not need your carpool number visible for 
arrival time. 

Arrival - Walking in:  If you choose to walk your child into school, you will need to park at 
the metered spots on the street or the Orange County Administrative Parking Garage 
(corner of Jackson/Rosalind). Receptionist can validate your garage parking ticket if you 
bring it with you. Once you park,  stop at the reception desk to check in, you will escort 
your child to the door of the classroom. We request that parents say goodbye at the 
classroom door and not enter the classrooms at that time. Once a parent crosses into the 
room, it is often harder to have a smooth goodbye and can be disruptive to the other 
children. If your child has a hard time when you leave on a regular basis, we recommend 
trying the carpool line. It is often easier for your child to leave you than for you to leave 
your child. If your child is upset when you leave, PLEASE feel free to call the WDS office 
to check in. We are happy to check to be sure your child is calm and engaged in the 
class and do not want you to spend your morning concerned or worried. 

 

At dismissal, children will only be released to parents or persons authorized in advance 
to pick them up.  If we do not personally recognize someone who is picking up a child, 
we will ask for photo identification even if the person is on the authorized pick-up list. 
Parents must call or email the office in the event of last minute carpool changes. We will 
not release a child to another WDS parent or friend who is not listed on the authorized 
pick-up list without parental consent via phone or email. 

Dismissal - Carpool: Please display your carpool number as you pull into the carpool 
area. We use this number to radio ahead to have your child brought to the carpool area. 
Please remain in your car and refrain from using your phone during active carpool times. 
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An assistant teacher/floater will walk your child to your car and help them in.  After your 
child is loaded into the car, pull forward to the right side of the driveway to park, get out, 
and buckle your child in. Carpool will end 10 minutes after the official pick up time (12, 2, 
3pm). If you arrive in the carpool area later than that, you will need to park, walk into the 
building, and sign your child out.  

Dismissal - Walking-in: If you walk in to pick up your child, you will check out at the 
receptionist desk and wait in the lobby until our dismissal process begins. Once children 
are in the hallways for carpool, you may go retrieve your child and let your child’s teacher 
know you have signed them out.   

If you need to pick up your child before the designated dismissal times, the receptionist 
will radio your teacher and the assistant will escort your child to the receptionist area to 
meet you. 

Carpool Safety Guidelines: 

● Please refrain from using your phone 
during active carpool times. 

● Please consider having your car seat 
on the driver’s side so that 
staff/children do not have to cross 
between cars. 

● Please refrain from extended 
conversations with staff in the carpool 
line. 

● Please notify anyone transporting your 
child of our carpool policies in 
advance. Carpool can be confusing to 
grandparents and babysitters who 
have never participated. 

● Please cooperate with the direction of 
our security guards. They help us 
tremendously so good partnership is 
important. 
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BIRTHDAYS 

Children’s birthdays are recognized at school with simple classroom celebrations 
coordinated by the teacher (special chair/song, etc.). Parents may coordinate with the 
teacher in advance to send in a special birthday snack (allergy free if needed). No 
full-sized cakes, gifts or party favors, please. We request that birthday party invitations 
only be sent into school to go home in school bags if the entire class is being included in 
the party.  

Teacher birthdays are recognized with simple classroom celebrations coordinated by the 
room parents. This typically involves children bringing in handmade cards or pictures and 
maybe a flower. We request that parents not collect money for a group gift or send in 
individual gifts for teacher birthdays.  

CAMPUS SAFETY AND EMERGENCY DRILLS 

Campus safety is of the highest importance.  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 
● Parents are expected to cooperate with campus security guards. 
● We conduct regular drills to prepare teachers, staff, and children for the possibility 

of actual emergency situations. Parents on campus during drills are required to 
participate and follow drill guidelines.   

CLOTHING  

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. For 
safety reasons, we recommend sneakers and closed heeled 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. 

Each student must have a change of clothes including shirt, shorts, pants and socks on 
campus at all times.  Please place the items in a ziploc bag with your child’s name on it. 
All personal belongings and clothing should also be marked with the child’s name.   
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COMMUNICATION 

Parent-school communication is very important to us. We recommend adding the office 
number, your teacher’s contact info, and the office staff emails to your contact lists for 
easy referral. You can call or email us anytime you have a question or concern. If it’s an 
emergency situation, you can expect a reply as soon as possible. If it is a non-emergency 
school-related matter, we will respond during school hours. 

For general school communication, we send weekly emails (on Sundays) of upcoming 
events/reminders, school bag “mail,” and monthly digital newsletters. Each age level 
sends home monthly calendars and weekly papers via school bags. Teachers 
communicate with parents about what is happening in the classroom using Kaymbu 
(pictures, videos, text that arrives in your inbox). We rely on SignUpGenius to coordinate 
parent volunteers and sign up for parent-teacher conferences during the year. 

If your child happens to have an accident or injury (bumps, bruises, bites, etc.) while at 
school the teacher will complete and send home a written accident report via the school 
bag. Parents should sign the report and send it back to the office. We keep a copy in 
your child’s office file and send a signed copy back to parents to keep.  

In the event of a school emergency or emergency update, we use the emergency 
messaging feature in Kaymbu. You will receive a text/email. It is important for at least one 
parent to be reachable by phone during school hours.  If you are traveling while your 
child is in school, please inform the office of who can be reached on your behalf if you 
will unavailable during school hours. 

DEVELOPMENTAL SCREENINGS AND SERVICES 

We offer speech and developmental screening (motor coordination, sensory processing, 
self-care skills, etc) 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 
ongoing 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. 
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DISCIPLINE 

Discipline comes from the word “disciple.” A disciple is one is who is being taught. We 
believe discipline is a learning opportunity for children. We focus on teaching children 
positive behavior in classroom situations, not on punishment. We recognize that some 
challenging behavior is developmentally appropriate for young children. We set 
reasonable, consistent classroom rules and  tailor our discipline approach to what is 
appropriate for their age. Under no circumstances will corporal punishment ever be 
used. 

The positive discipline strategies teachers use include modeling appropriate behavior, 
teaching calming techniques, redirection, anticipation and removal of potential 
problems, positive reinforcement, providing reasonable choices, and social coaching. 
We will help children recognize and accept logical or natural consequences of their 
behavior. We will develop and maintain daily routines to help children understand our 
expectations. 

In the event of a persistent discipline situation, the teacher and parents will work 
together to develop a behavior plan. In addition, we consult with developmental 
professionals who assist our teachers with classroom plans as needed. If reasonable 
progress is not made, the parents, teacher, and Director will work together to 
determine whether the child can continue in the program. 
 

EARLY CARE AND EXTENDED DAY 

Early Care/Extended Day is offered on the days your child attends school. Reservations 
must be made 24 hours in advance to secure a spot, either by completing enrollment 
form or emailing the EC/ED Coordination about drop-in availability. Parents must walk 
their children into Early Care. *Early Care drop-off for WDS/TCS families may happen in 
the TCS carpool drop off if WDS student is escorted to the Early Care room by the TCS 
sibling.   

Children will bring their own lunch (including beverage) if they are staying for Extended 
Day. Be aware that children may be in different rooms with different staff than their 
regular morning class for both Early Care and Extended Day. Parents may walk in or use 
carpool at Extended Day dismissal. The carpool line will close promptly at 2:10pm and 
3:10pm. *WDS/TCS  siblings can be picked up during the 3:10-3:20 TCS carpool window. Please 
be aware that being at the front of this carpool line is very important because a longer wait create 
behavior challenges we are not staffed to manage. If a family is unable to make this pick up time 
on a regular basis, alternate arrangements will be the family’s responsibility. 

7 



FOOD ALLERGIES 

Making school a safe place for children with food allergies is important. We use several 
strategies in the classroom for reducing exposure to allergens including: 

● restricting use of identified allergens in the classroom 
● educating parents/staff about allergy needs of children  
● hand washing before and after consuming/handling food 
● sanitizing tables, chairs before/after each snack 
● staff training for allergy awareness and emergency response 

Parents are responsible for notifying the school of allergies, bringing emergency 
medication to school (if applicable), providing an emergency care plan from your child’s 
pediatric allergist, and working with your classroom teacher to create an individual plan 
prior to the start of school (which may sending in safe snacks for your child). 

FUN FRIDAYS 

Fun Fridays are enrichment days for students held on Fridays (9am - 12pm) during the 
school year. There is an additional fee ($22/day) for Fun Fridays, space is limited, and 
advance registration is required. 

● Fun Friday is offered for 2 Day and 3 Day (M/W/Th) students every Friday that 
school is in session.  Fun Friday 2 & 3 will include sensory fun, art exploration, 
stories, music and movement. 

● Fun Friday for 4 Day students focuses on S.T.E.A.M.: Science, Technology, 
Engineering, Art, and Math.  
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ILLNESS 
 

If a child develops any symptoms of illness at school, including a fever above 100℃, the 
child will be isolated from other children and parents will be called to pick up the child 
immediately.  

The school makes every effort to protect the health and safety of all our children. For 
your child’s protection, and the health of others, please keep your child at home if he/she 
has: 

● had a fever, vomiting, or diarrhea in the last 24 hours 
● heavy nasal discharge, sniffles, reddened eyes 
● signs of rash on face or body 
● a constant cough, sore throat, headache 
● been tired or listless 
● been fussy or cranky 
● a fever that is only reduced by medication, even it’s low grade 

Your child should not return to school until he/she has been symptom free for 24 hours. 

Please notify the office immediately if your child contracts a communicable disease (strep 
throat, chicken pox, pink eye, flu, or hand/foot/mouth disease) or any other condition, 
such as lice, that could spread throughout the school. 

MEDICATION  

We are not authorized to administer medication (including topical medication, vitamins, 
cough drops) with the exception of emergency medication such as an epi-pen. If 
emergency medication is needed for a child, parents are required to provide it to the 
school with the necessary paperwork. Emergency medication will be kept with the child’s 
classroom teacher at all times.  

Please do not send in non-emergency medication in your child’s school bag or ask your 
child’s teacher to give your child any type of medication while on campus. Teachers have 
basic first aid kits in their classrooms and we have a health aide on campus to help us 
assess medical needs as they arise. If a child needs non-emergency medication during 
school hours, the office will call parents and ask them to come to pick up their child. 
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MORNING SNACK  

We provide a simple snack of Cheerios™ and water. From time to time, teachers will 
request parents to send in special snacks related to what the children are learning in 
class. Parents also have the opportunity to send in a special snack for a child’s birthday.  

If our provided snack does not meet your child’s specific dietary needs, you may 
coordinate a system for sending in snacks for your child with the teacher.  Your  teacher 
will also make you aware of any restrictions due to food allergies in your class to guide 
your “special snack” selections. 

POTTY TRAINING 

Children must be potty 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.)  

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, he/she may be asked to take a break from school for a period of time to work on 
potty training at home.  

 SCHOOL BAGS & POSSESSIONS FROM HOME 

 A personalized canvas tote bag is provided by the school.  Parents are encouraged to 
send this to school daily. 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.   

SCHOOL CLOSURES 
We follow Orange County Public Schools cancellation policies for weather related school 
closures. If OCPS schools are closed due to weather, we will be closed as well. In there is 
an exception to this, we will notify you directly. 
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TUITION, FEES  AND WITHDRAWAL FEES 

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 memo. 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). 

Material and insurance fees are one time annual fees and are non-refundable. The 
insurance fee covers accidents that occur on the FPCO campus during school hours. 
Parents will need to present the insurance identification card at the time of treatment 

Financial statements are sent home at the beginning of each month and will include 
charges for Early Care/Extended Day and Fun Fridays if applicable.  

 

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. If you enroll in Early Care/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.   

 

VOLUNTEER OPPORTUNITIES 
 

Throughout the year there are many ways for parents to be supportive through 
volunteering at Weekday School. Each class has a designated Room Parent to help 
connect the classroom/school needs to parent volunteers. We use SignUpGenius pages 
to organize these volunteer opportunities. 
 
Our biggest event of the year is Fun Fair, our annual preschool-friendly fundraiser, that 
helps support our operating budget, scholarship needs, and special equipment/materials 
for our classroom. Parents are needed to volunteer to help with the advance planning 
and the day of the event. 
 
In February of each year, we recruit volunteers interested in serving on our Advisory 
Board for the upcoming school year. The Advisory Board oversees special school events 
(Open House, Mom’s Night Out, Daddy and Me Day, etc.).  
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