
 

1 
 

 

 
 

 

 

 

 

A ministry of West End Church of Christ 
 

 

Westendcoc.org/preschool 

615.269.4630 

      615.383.5130 (Fax) 

 

 

Directors: 

Amy Tate: atate@westendcoc.org 

Leslie Sitton: lsitton@westendcoc.org 

 

School office: preschool@westendcoc.org 
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Mission: 

West End coc Preschool exists to serve our families.  Each individual is 

special to us and their overall well-being is paramount.  It is our hope that 

your child will be stimulated intellectually, grow spiritually, and engage 

socially with the world around them. 

We hope that each child will leave our school knowing themselves better,  

able to create good relationships with others, and have an understanding of 

God and His love for all of us. 

“Let the little children come to me, and do not hinder them, for the kingdom of 

God belongs to such as these.”  Luke 18:16 

West End coc Preschool’s mission of all adults is to guide our children to: 

Be a curious participant in learning 

Become a well-rounded person 

Belong to the community in a respectful and productive way 

Believe in God and His love 

 

Admission: 

West End coc Preschool serves children ages 15 months-5 years before 

August 1 of the current school year.  In order for children to secure class 

placement, the admission application must be completed along with the non-

refundable registration fee. 

 

Fees: 

 Annual registration fees are as follows: 

$150.00 for new families 

$100.00 for returning families 
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Tuition: 

Tuition is due by the 5th of every month.  Tuition received after the 5th will be 

subject to a $5.00 per day late charge.  If tuition is not paid by end of day on 

the 10th of the month, your child will not be permitted to return to school 

until all fees are current. 

 

**Openings for return will be subject to class wait lists.** 

 

Year-end receipts will be given to all students.  Monthly receipts are 

available per request to the school office. 

Our tax ID number is: 620515365 

West End coc Preschool offers a $10 monthly sibling discount. 

West End coc Preschool offers a 20% monthly tuition discount to active 

church members of West End Church of Christ who have established 

membership for a minimum of 3 months.  

 

Hours: 

West End coc Preschool is open from 7:30-5:30 Monday-Friday. 

Core hours: 8:30-2:30 

Before care: 7:30-8:30 

After care: 2:30-4:00, 4:00-5:30 
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Student schedules, additional hours and late fees: 

In order to maintain correct student to teacher ratios, children are only able 

to attend the hours elected.  When available, parents can request additional 

days/hours.  Additional days/hours must be arranged 24 hours in advance 

with office approval and are subject to a $9/hour rate.   

Days are not available for swapping. 

A $5.00 charge will be applied to every half hour that children arrive early or 

are picked up late without prior office approval. 

We understand that emergencies happen so never panic if you are delayed. 

All children are scheduled to be picked up no later than 5:30 p.m. each day.  

A late charge of $3.00 per minute will be incurred until 5:40 p.m.  After 5:40 

p.m., the charge increases to $5 per minute. 

 

Attendance: 

Daily attendance is very important.  Please notify the school office if your 

child will be late or absent.  All children are expected to be in their 

classrooms by 8:30 a.m.  Please respect your child’s teacher, their class 

schedule, and their desire for your child to be a part of that by being on time.  

All children must be signed in and signed out on the daily attendance form.  

A complete signature is required by law.   

 

Safety: 

We are required, by law, to have at least one other emergency contact on file 

(other than the parent/guardian).  Your child will only be released to those 

individuals designated on the student form by the parent/guardian.  Children 

will not be released to anyone whose behavior leads staff to question a child’s 

safety. 
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Before your child has been signed in, and once your child has been signed out, 

they must remain with you at all times.  We ask that you and your child 

leave the play areas once your child has been signed out in order to ensure we 

are maintaining proper student to child ratios. 

Emergency Bags- A bag with supplies for each child will be kept at school in 

the event of any type of emergency/disaster. 

Fire/Tornado Drills- We routinely have fire drills and discuss 

procedures/information with the children. 

 

Clothing: 

Warm clothing in winter and cool clothing in summer is necessary for outside 

play.  We require that all children have a complete change of clothes at all 

times.  Extra clothing should be rotated with the seasons. Parents are 

responsible for providing enough diapers and wipes for a week at a time.  

Pull-ups must have Velcro tabs.   

 

Outside play: 

We receive notice from the Health Department concerning high levels of air 

pollution and will remain indoors upon their advice.  Our students are 

allowed the opportunity for outside play when the wind chill or heat index is 

between 32-95 and when it is not raining.  Sunscreen and insect repellent 

should be applied at home. 

 

Holidays & School Closings: 

**All scheduled school closings are reflected in our school calendar.** 

Dates are subject to change and families will be notified well in advance for 

the next school year’s calendar.    
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If the school is going to be closed for inclement weather, we will email/call our 

school families, post information on our website, and on News Channel 5.   

There is no refund or tuition adjustment for days missed due to inclement 

weather until after the first seven days. 

West End coc Preschool will be closed in observance for the following: 

In-service (2 days before Fall term begins, dates subject to change) 

Labor Day 

Fall Break (1 week, dates subject to change) 

Veteran’s Day 

Thanksgiving (Wed.-Fri.)  

Christmas Break (2 weeks, dates subject to change) 

Martin Luther King Day 

Spring Break (1 week, dates subject to change) 

Good Friday 

Summer Break (Memorial Day week) 

4th of July (closed 4th & 5th) 
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Curriculum: 

Our teachers follow the Tennessee Early Learning Development Standards 

and plan thematic units each week.  These lesson plans implement the 

SPICE  curriculum.  Themes and lesson plans are posted in each classroom. 

 

Bible Lessons: 

West End coc Preschool is a ministry of West End Church of Christ.  As a 

part of that ministry, our students are given daily Bible instruction.  These 

lessons consist of stories taken directly from the Bible as well as the teaching 

of moral principles.  The teachers encourage children to pray at meals and 

other times within their day.   

 

Progress Reports: 

Progress reports are sent home mid-year and then again near the end of the 

school year.  Parent-Teacher conferences may be initiated by either party at 

any time during the year, but are formally offered in March.  Parents will be 

asked to complete an informational questionnaire for each student in order to 

gain further insight into parental concerns and goals.  This information is 

used to assist our teachers in setting on going educational goals for each 

child.  An ongoing portfolio is kept for each child during their time with us.  

This is shared with parents during the year and passed on from teacher to 

teacher. 
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Snack & Lunch: 

Snacks are served to everyone each morning and in the afternoon for those in 

after care.  We serve juice or milk with our snacks and water is always 

available. Even though we are not a nut free school, we provide nut free 

snacks. 

The school does not provide lunch on a regular basis; children should bring a 

lunch from home.  These lunches should contain a serving of protein, or 

protein substitute, a serving of grain, and two servings of fruits and/or 

vegetables.  Please keep nutrition in mind when preparing your child’s lunch.  

Refrigerators and microwaves are available as needed.  We are happy to heat 

up lunches, but please keep the heat time to a minute or under.  Children are 

not allowed to share food from their lunches.   

Because we are a NAEYC accredited school, we are bound by their standards.  

NAEYC mandates, “Staff do not offer children younger than four years 

old these foods: hot dogs, whole or sliced into rounds; whole grapes; 

nuts; popcorn; raw peas and hard pretzels; spoonsful of peanut 

butter; chunks of raw carrots or meat larger than can be swallowed 

whole.” (5.B.14) 

Specific food allergies are always considered and posted in classrooms and 

eating areas.  We must provide milk or a milk substitute.  If your child does 

not drink the milk we provide, parents must provide the alternative.  Please 

see the school office if you need to make special food or drink arrangements.  

Children are expected to eat breakfast before arrival. 

 

Naps: 

State law requires that all children have an extended rest period.  Children 

who stay for nap will need a standard crib sheet and blanket in their cubbies.  

All items should be labeled and taken home weekly for washing. 
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Birthdays: 

Parents who wish to share their child’s birthday with their class are 

encouraged to bring birthday treats.  The teacher should be notified in 

advance.  Although we encourage sharing and recognizing everyone’s 

birthday, we ask that you keep the occasion simple. 

 

Parent Involvement: 

We always welcome all parents to our school.  There are many ways to be 

involved.  Volunteer forms are sent out yearly and opportunities are open to 

all family members. 

We have school wide parties for Halloween, Christmas, Valentine’s Day, and 

Easter.  Parents and family members are encouraged to come and 

participate.  Your child’s teacher will have class specific information and 

sign-up sheets available. 

 

School Visitors: 

We welcome all parents and relatives for short visits to our program.  Please 

advise the staff of any legal stipulations that limit access to your child by any 

other person.  It is very important to maintain our daily routines for our 

teachers and our students.  Unless previously scheduled, i.e. reading or 

helping in the classroom, please limit your visit to lunch or outside play time.   
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Health Forms: 

All students must have a current Tennessee Department of Health 

Certificate of Immunization to be kept on file (within 10 days of enrollment).  

All information is kept confidential.  Information will be released to directors, 

current teaching staff, legal guardians/parents, emergency personnel, and 

regulatory agents. 

 

Contagious Disease: 

Parents are expected to help prevent the spread of communicable diseases by 

giving special attention to their child when they seem to be showing signs of 

illness.  Children must wash their hands upon arrival.  Parents/guardians 

will be notified if their child isn’t feeling well, running a fever of 100 degrees, 

or having more than one episode of diarrhea within an hour.  Children must 

be symptom free for at least 24 hours before returning to school.  Please 

notify the school as soon as possible if your child contracts a contagious 

disease. 

 

Medication: 

Any medication that is to be administered during school hours must be 

signed in and locked in a medical locker.  In the event that medication must 

be refrigerated, a childproof medication box is located in the kitchen 

refrigerator.  Please do not send medication to school in lunch boxes or 

backpacks.  All medication should be in the original container, labeled with 

the child’s first and last name.  If we are to follow other dosing instructions 

than what is labeled on the original package, we must have physician 

authorization to do so. 
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Communication: 

The children are our primary focus of our attention during the school day.  If 

we are unable to answer the phone, please leave a message as we check our 

messages frequently.  In the event of an emergency, please call the church 

office at 615.383.7450 and they will assist you.  Also, you are always welcome 

to email the school office for questions, reporting absences, etc. 

Our preschool makes every effort to stay in communication with our families.  

Yearly calendars are distributed and available on our website.  Classrooms 

send out monthly calendars and emails are sent out regularly.  Each 

classroom participates in a communication/photo sharing site.  You will 

receive more specifics from your child’s teacher along with an invitation to 

join.   

 

Withdrawal: 

The staff at West End coc Preschool makes every effort to work well with all 

of our families.  We welcome children with varying abilities, temperaments, 

and developmental levels.  There is always a possibility that a family may not 

be a good fit with our school.  The directors will meet with families to find 

workable solutions for these situations.   This includes, but is not limited to 

children who harm themselves or others, who struggle with anger 

management, are disrespectful to staff or other children.  This also includes 

parents who are unable to be supportive of school rules and regulations.  

Parents will be called to pick up their child for the day who continues to harm 

others or the property of others.  When called to pick up your child, parents 

must arrive within one hour.  It is the directors’ option to withdraw a child 

from our program if other solutions have not been effective.  If a child is 

withdrawn, financial arrangements are referred to our school Elder for 

approval.  There will be no refund of the registration fee. 
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