
 

Parent Handbook 

Contains important information, 
procedures, and policies for your best 

preschool experience.   
Please read thoroughly, sign & return 

portion on last page. 



Hours of Operation: 
We offer classes for ages 1-5 years of age Monday - Friday, from 9am 
- 12pm.   

Tuition: 
Our annual preschool tuition is broken down in to nine monthly payments for the 
convenience of our parents.  It is due on the first of each month, from 
September through May.  If we do not have preschool on the 1st it is due on the 
first preschool day after that.  Tuition is considered late after the 7th of each 
month and a $25 late fee will be added at that time.  If you have extenuating 
circumstances, please speak with the director to make other arrangements.  We 
do not offer sibling discounts.  The preschool is self-sustained and counts on 
tuition to pay teacher salaries and purchase supplies.  We do not pro-rate tuition 
due to personal or holiday absences.   

We accept cash, check and card payments via Square  
You may also set up recurring payments with your bank and they will mail a 
check to us each month.  Do not put cash in tuition drop box.  You must give 
cash to the director and have a receipt in hand.  Make checks payable to WPA.  
You will get an annual tuition statement in January for your tax purposes.  
Square Info: If you pay via Square there will be a monthly processing fee of 
$5, which can be paid in one lump sum of $45 for the school year. If you choose 
to pay via Square, we will set up your recurring invoice and email it to you.  You 
save your card on file and it automatically deducts payment on the 1st of the 
month. Notify the preschool director if you want to sign up for this service, 
understanding this is the ONLY way you can pay each month.   

Tuition is based on the number of days per week he/she attends.    
1 day per week =  $75 per month 
2 days per week = $140 per month 
3 days per week = $180 per month 
4 days per week = $215 per month 
5 days per week = $240 per month 

Annual Fees (per student):  
*Registration Fee = $40 non-refundable, due with registration form to hold 
your child’s place. 
*Activity Fee = $25 due the first week of school.  This covers the cost of the 
enrichment programs we bring on site at no extra charge to you like Spanish, 
Music, Chapel, Taekwondo, and Fun Friday events.    



Morning Drop off / Pick up:   
Our staff works from 8:30am to 12:30pm each day, which allows them time 
before and after school to do the prep work that is required to successfully run a 
classroom and to sanitize.  Staff members are often running back and forth 
between their classrooms, supply room, and the church office to run copies 
during these times.  Please do not bring your child in to the preschool 
early.  We will unlock the doors at 8:50am, and unless you have made prior 
arrangements, we cannot be responsible for children until school opens. You will 
place your child’s backpack in their cubby in the hallway and drop them off at the 
classroom door.  We encourage goodbyes to be “short and sweet” so the 
teachers can focus on the students and we can get our day started.  For security 
purposes, the preschool entrance is locked at 9:30am.     

After preschool doors are locked, we transition to specials out of the classroom.  
Please make every attempt to be on time so your student doesn’t miss any part 
of our short 3 hours together.   

Preschool ends at 12 noon each day. You may pick your child up in their 
classroom or off the playground depending on where they are at dismissal.  Be 
sure to take any artwork/paperwork that is in your child’s cubby home each day.  
Parents who are late should expect to pay the staff member who is watching 
their child. Our late fee is $1 per minute beginning at 12:05pm. For example, if 
you arrive at 12:09pm, you would owe the teacher $4. 

Snacks: 
Wesleyan Preschool Academy (WPA) provides a daily snack for our students. 
Snacks might include (but aren’t limited to) goldfish, graham crackers or other 
crackers, grapes (cut in small pieces for younger students), popcorn, veggie 
straws, banana, pizza, cookies, cupcakes (on special occasions), various dry 
cereals, popsicles, pretzels, cheese, etc.  PLEASE BE SURE THAT YOUR CHILD’S 
TEACHER IS AWARE OF ANY FOOD ALLERGY.  Food allergy charts are posted in 
every classroom for our students’ safety.  Bring a reusable filled water bottle 
labeled with your child’s name each day.  We will refill it if they run out.  We 
gladly accept donations for snacks! The snack bin is in the director’s office.  

Birthdays: 
At WPA, we aim to make each child feel special on (or around) their birthday.  
Parents are welcome to bring in a special treat for the class, either in the 
morning to leave with the teacher or during snack time if arranged in advance 
with the teacher.  You’re also welcome to bring in special birthday napkins, hats, 
plates, treat bags, etc.  Our staff will make sure each child is recognized on his/
her birthday, so please do NOT feel like you HAVE to do this.  We will seat them 



in our special Golden Birthday Chair, sing to them, and take their picture!  IF you 
plan to hand out birthday invitations at school, please do not ask the teachers to 
put them in cubbies unless you are inviting every student in the class.  You are 
welcome to discreetly pass one off to a friend on campus, but we cannot pass 
them out unless there is one for each student. 

Parking Lot: 
**PLEASE DO NOT SPEED THROUGH OUR PRESCHOOL PARKING LOT!**   
Remember we have little ones walking to and from cars and we want everyone 
to be aware and stay safe.  The covered drive in front of our door is reserved for 
those who have physical disabilities AND those with very small infants if you do 
not want to take the baby out of the car in the rain.  Please be mindful and 
considerate of this policy and of one another.     

Sick Policy:  
Please do not send your child to preschool if they have had fever, vomiting, 
diarrhea, unexplained rash, pink eye or lice in the last 24 hours.  We will call to 
send a student home if any of the following symptoms occur at school: 

>100 degree temperature 
Vomiting/diarrhea 
Conjunctivitis (pink eye) 
Parasites (lice) 
Chicken Pox 
Unexplained rash/allergic reaction 

We cannot administer medication unless it is life-saving epinephrine as 
prescribed by a doctor and noted on the student’s Health & Physical form.   
In order to return to school, your child must be free of all symptoms 
named above for at least 24 hours without aid from medication.   

**COVID-19 Clause** 
Since the symptoms in young children for Covid-19 are not consistent across the 
board, we are going to be very cautious this year. If a child has ANY Covid-19 
symptoms as stated by the CDC, they may not come to school. If anyone in the 
household has any of the above-mentioned symptoms, everyone must stay 
home. For example, if a student in the 2’s is seemingly healthy, but their sibling 
in the 3’s is sick, neither child may attend school. This is to take every precaution 
to keep our staff & students healthy so we can remain open. 

Please take your child’s temperature before departing for school in the morning. 
All adults must wear a face covering at drop off and pickup if they are entering 
our building. Every adult and child’s temperature will be taken with a contactless 
thermometer at the door before they enter the building. If a temperature reads 



100.4 degrees or above, the individual will not be allowed to enter. 

If a preschool child, parent, or staff member tests positive for COVID-19, the 
director needs to be notified. We will keep names confidential. I will notify 
everyone at WPA of a possible exposure, and you reserve the right to quarantine 
or completely withdraw your student without the regular 30 day written notice 
and tuition penalty.  If you or anyone in your household has been tested for 
COVID-19 and results are pending, the individual is NOT permitted to return to 
WPA until results are reported.  

**We ask that you understand the importance of being flexible, and 
that this policy will be updated as needed to ensure best practices for 
the health & safety of all.** 

Discipline Policy: 
Positive reinforcement encourages favorable behavior.  We give verbal praise to 
build the child’s feeling of success and independence.  This response strengthens 
the likelihood of desired behavior reoccurring.  When necessary, a teacher may 
need to redirect unacceptable behavior with verbal cues and modeling what is 
desired.  After several verbal redirections, the teacher may use a “time out” to 
remove the child from play, giving a verbal explanation.  This teaches empathy 
and provides words to attach to the child’s feelings.  The next step, after multiple 
attempts of behavior modification, the child will be brought into the director’s 
office for a “cool down” outside the classroom environment.  The director will 
address the child and return them back to class for a chance to make better 
choices.  At WPA we recognize the importance of teaching our little learners to 
navigate their human responses to stimuli by gentle guidance versus harsh 
correction.  At NO POINT should a teacher use physical force to correct a child.  
This will result in immediate termination.   

Inclement Weather: 
Check WFMY News 2, Fox 8 News, email, and the Remind App to see listings on 
school closings and delays.  We do not follow one particular county since we 
have students and teachers from both WSFCS & GCS.  You must check your 
messages. 

Communication: 
You should receive a monthly calendar & letter from your child’s teacher.  You are 
welcome to stop by the Preschool Director’s office at any time with inquiries.  We 
communicate often via email.  If you are not receiving email already from 
jennifer@kwclife.com and would like to, please send an email and ask to be 
added to our list (identify yourself and your relation to our student).  We also 

mailto:jennifer@kwclife.com


send hard copies home in your child’s cubby and we use the Remind App for 
announcements and reminders.  

Withdrawing a Student: 
A 30-day written notice is required to withdraw your student.  If the end date 
falls mid-month, we will pro-rate the tuition.  If you withdraw a student without a 
30-day notice, you are responsible for the entire month’s payment.   

We look forward to an enjoyable and exciting year!  
Thank you for being a part of the 
Wesleyan Preschool Academy! 

---------------------------------------------------------
--------------------- 

Please sign and return this portion of the Handbook, acknowledging 
you have read and agree to our policies.   

Signature:_________________________    Date:______________ 

Student’s Name:____________________    Class:_______________ 


