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Our Philosophy 
At Hope Preschool, we value the whole child and recognize that the path to becoming a lifelong learner 
begins at a very young age. We believe in the power of learning through play, allowing children to use their 
imagination while developing physically, cognitively, and emotionally. 

 
Our Mission 

We want to partner with parents in creating lifelong learners through a play-based curriculum while sharing 
the love of Jesus Christ. 

 
Our Purpose 

We believe that children should be valued. Through loving relationships in a nurturing environment, we 
hope they will experience the love of Christ and will one day know him personally. 

 
Preschool Staff 
Janie Brooks, Preschool Director  
Kelly Cowan, Assistant Preschool Director 
Wanda Murphy, Program Director for Infants and Ones 
Becca Benton, Program Director for Twos 
Kris Lamberth, Program Director for Threes 
Melissa Kelley, Program Director for Fours and Fives 
Christine Estes, Enrollment Administrator 
 
Our Preschool staff has been selected for their teaching experience, their love for children and their desire to 
minister to families. All Preschool staff have been fingerprinted by the State of Tennessee.  
 

Preschool Admission 
Children entering Hope Preschool must meet age requirements listed below: 
 
Infants-must be four months old by August 15, 2018.  
Toddlers-must have turned one by August 15, 2018.  
Twos-must have turned two by August 15, 2018.  
Threes-must have turned three by August 15, 2018.  
Fours-must have turned four by August 15, 2018.  
Transition Class-must have turned five by August 15, 2018.  
 
All enrolled students must provide an up-to-date immunization record before the first day of Preschool. A 
copy of any developmental plan (if one has been established) and/or IFSP's must be provided before the first 
day of Preschool. We are blessed to partner with the Harwood Center to meet the needs of children with 
developmental needs.  

 
School Hours 
Preschool classes are in session 9:30 am–2:30 pm on Tuesday, Thursday and Friday.  The Preschool office is 
open 9:00 am–3:00 pm on these same days.     
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Calendar 

 
2018 
 August 23rd      Welcome Hour Visits 

August 28th       First Day of School 
September 27th  REVISED  Professional Development Day  
October 8th - 12th     Fall Break 

 November 20th - 23rd    Thanksgiving Holiday 
 December 20th - January 4th   Christmas Holiday 
 
 
2019: 
 January 8th       Preschool Resumes 
 February 15th       Professional Development Day 

March 12th -15th     Spring Break 
April 19th      Good Friday 

 May 21st      Last Day of Preschool 
 
Emergency Closing 
On the days the Germantown Municipal School District is closed for snow, other inclement weather or any 
emergency conditions, Hope Preschool will also be closed. When in doubt, call 844-HOPE.  The voicemail 
message will be updated with important information.  
 

Drop-off and Pick-up Policies 
Please refrain from using your cell phones while on the premises. This includes in the parking lot and in 
Preschool hallways or classrooms. 
 
Morning Drop-off 
VERY IMPORTANT: You will enter the Preschool through Entrance 4  (Hope 4 Kids)  or 
Entrance 3 (Gym) both are located on the northwest side of the church.  The doors at 
Entrance 3 and 4 will be locked between 10:00 am and 2:25 pm.   
 Morning Drop-off: 

• Teachers have prayer time before school each day.  Please be considerate of this special time, and do 
not enter the hallways or classrooms until the teachers have arrived to welcome your child. 

• Please sign in your child.  This signature process is required by the State of Tennessee DHS. 

• Have your child wash their hands upon entering the room. 

• Please try to leave the room as soon as possible so that your child, their friends, and their teachers 
may best adapt to their daily classroom routine.   

• The preschool day begins 9:30 am. Punctuality is an important part of getting the day started, so 
please be on time.  

 
If you arrive after 10:00 am, please come to Entrance 4 and the office staff will escort your child/children to 
his/her classroom to avoid interrupting class activities.   
 
VERY IMPORTANT:  You must sign in your child each day as required by the State of TN 
DHS.  Sign-in sheets are located at the door entrance of each classroom.  We ask that you contact 
the office by 9:30 am if your child/children will not be attending school on any given day.   
 
Afternoon Pick-up 
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The final half hour of preschool is typically filled with the organized chaos of younger children waking up 
from naps and older children returning from the playground or gym.  Children in the hallway get mixed in 
with the crowd of waiting parents and siblings, thus causing much confusion for the students and teachers.  
The best transition for your child is for them to be in their classroom waiting for you to arrive. 

• You may use exterior Entrances 3 or 4 to enter the building, but we ask that you not enter the main 
interior preschool doors until 2:25 pm.  Staff will open the doors at that time. 

• Upon arriving at your child's classroom, we ask that you respectfully remain outside the classroom 
until the teacher opens the door to dismiss students. 

• Please sign out your child on the class list.  This signature process is required by the State of 
Tennessee DHS. 

• If you need to pick up your child before 2:00 pm, please use Entrance 4. Ask for your child to be 
escorted to the reception desk. 

 
VERY IMPORTANT: You must sign out your child each day.  If you come before 2:25 pm, please 
stop at the desk at Entrance 4 and the receptionist will ask a staff member to bring your child/children to 
you.   
 
Late Pick-up Policy: A late pick-up fine will be added to your monthly tuition and will go into effect 
beginning at 2:41 pm at the close of the preschool day. After the third instance, the late pick-up fine will be 
$1 per minute up to a maximum of $20. 
 
Authorizing release of a child:  Unless a parent gives written permission, the school will not allow 
children to leave the premises with someone other than his/her parent.  Forms are available at the Preschool 
desk to authorize someone else to pick up your child.  The authorized person will need to present their photo 
ID and check in at the Noah’s Ark Preschool desk to receive a white permission form to be presented to the 
teacher in the classroom.  In an emergency, you may telephone permission for the child to go home with 
someone other than yourself. We will verify that you are the one calling.  If there is a person who should 
NOT come for your child, please notify the office and your child/children’s teacher(s). We will practice 
caution at all times to assure your child’s safety. 
 

Health and Safety 
Illnesses 
If your child has any of the following symptoms within 24 hours of preschool, he/she should not come to 
Preschool: 

• fever  

• vomiting 

• diarrhea 

• respiratory symptoms 
• eye drainage or pinkeye 

• unexplained rash or skin infection 

• common cold/runny nose (if chronic runny nose is due to allergies we require a doctors note on file) 
 
Your child/children must be free of any symptoms for 24 hours before returning to class.   

 
Notify the Preschool if your child/children have a communicable disease such as chicken pox, strep throat or 
head lice.   
Preschool records must be kept current as your child receives new immunizations.  Please provide updated 
records if your child receives any new immunizations during the preschool year.  
Medications 
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The preschool staff is not authorized to administer medication to children unless for an emergency (i.e. 
allergies, seizures). If your child has a life-threatening diagnosis, emergency prescription medicine may be 
safely stored in your child’s classroom once a completed medication form is filed. 
 
Self Care Skills 
Children entering the Twos, Threes, Fours and Fives must be able to walk independently and should be able 
to feed themselves.  
 
Potty Training 
Children entering the Threes, Fours, or Fives must be completely potty trained and self-sufficient with all 
skills needed while using the toilet. We ask that you do not send Easy-Ups or Pull-Ups. 
 

Expulsion Policy 
Unfortunately, there are some reasons we must remove a child from our program either on a short term or 
permanent basis. We want you to know that we will do everything possible to work with the family of the 
child to prevent this policy from being enforced. The following are reasons we may have to suspend or expel 
a child from this center: 

 
Immediate Causes for Dismissal 
The child is at risk of causing serious injury to other children of him/herself.  
Parent threatens physical or intimidating actions towards staff members.  
Parents exhibits verbal abuse to staff.  
 
Parental Actions for Child’s Dismissal 
Failure to pay tuition/habitual lateness in payments.  
Failure to complete required forms.  
Habitual tardiness when picking up your child.  
 
Child’s Actions for Dismissal 
Uncontrollable tantrums/angry or physical outbursts.  
Physical or verbal abuse to staff or other children. 

 
What to Bring 
Food 
Children in the Infant class should bring prepared bottles, unopened jarred baby food, and spoon.  The 
teachers are unable to mix formula.   
 

Toddlers should bring bite sized finger foods in a divided plastic lunch container. Their lunch should 
contain an ice pack in an insulated lunch box that is labeled with the child’s name. 
 

Two through five year olds should bring a nutritious lunch with an ice pack in an insulated lunch box 
that is labeled with the child’s name. 
 
Regulations from the Tennessee Department of Health require a freezer pack in lunches that must be kept 
cold.  The foods sent should be healthy and easy for your child to handle (finger foods and sandwiches). 
USDA guidelines require that the following be served for a well-balanced lunch: milk, one serving of meat or 
meat substitute, two servings of fruit or vegetables, and one serving of bread or grains.  
 
Please observe any allergy restrictions in your child’s class. 
 
IMPORTANT:  We also ask that you be aware of food that may present a choking hazard, 
examples: hot dogs, grapes, olives, carrots, and peanuts.  Please cut hot dogs and carrots 
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lengthwise and then diagonally in order to avoid the possibility of choking.  Grapes and olives 
should be cut in quarters before they are sent to Preschool. 
 
 
Birthdays 
We believe a child’s birthday should be celebrated.  If bringing treats, we suggest muffins, fruit cups or 
cookies (we discourage cupcakes and cakes). For a child who has a summer or holiday birthday, please 
arrange a date to celebrate with your child’s teacher.  Please check before making plans and for any food 
allergies in your child’s classroom. 
 

Clothing 
Preschool is messy, so please dress your child in appropriate clothing. The children will go outside every day 
(weather permitting), so we ask that you dress them accordingly.   
 
Please send a seasonally appropriate complete change of clothes (including socks) for all children in case of 
an accident.  Also, please dress older children in uncomplicated clothes so they can help themselves when 
necessary.   
 
If your child is in diapers, please send a minimum of four disposable diapers each day. 
 
Rest Time Necessities 
Infants will not be laid down to sleep on their stomachs.  If your child is only able to sleep on his/her 
stomach, we will need a written release from your physician on file.  Infants will need a crib sheet and 
blanket only during rest time. Infants are only allowed to bring pacifiers with no attachments.  
Ones will need a crib sheet and a small blanket.  They will nap on child-size cots.   
Two and Three year olds will need a crib sheet and a blanket.  They will nap on child-size cots.   
Four and Five year olds do have a quiet time and will need a  crib sheet and blanket. They will rest on 
child-size cots.   
Labels 
LABEL EVERYTHING! This includes lunch boxes, food containers, backpacks, jackets, diaper bags, diapers, 
baby food jars, bottles, spoons, pacifiers, blankets, sheets, etc.  This will ensure that your child is sent home 
with his/her belongings. 
No Toys 
Please do not send toys to school. The Preschool is well equipped with a variety of toys which are chosen for 
fun and are appropriate for skill development. 

 
Tuition and Fees 
The Preschool’s taxpayer ID number is 62-1360056. 
Tuition 
The Preschool Committee at Hope Presbyterian Church has set the following fees for the 2018-2019 school 
year. 
 Infants attending 2 days a week . . . . . . . . . . . . .  . . . . . $205 monthly 
 Child attending 2 days a week . . . . . . . . . . . . . . . . . . . . $195 monthly 
 Child attending 3 days a week . . . . . . . . . . . . . . .  .  . . . $280 monthly 
 

Fees are to be paid annually, by the semester, or one month in advance on the first day of each month.   
 

Tuition fees are based on a yearly cost of operating this program which includes paying the teachers and 
staff. Your prompt payment is appreciated.   
 
These are set fees and no refunds will be given for any school days missed due to a child’s absence, school 
holidays or inclement weather.  
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Tuition payments are due the first of the month. After the 10th of the month, any unpaid tuition will be 
considered delinquent and will result in a $10 late fee unless other arrangements have been made through 
the Director.   
 
Tuition over 30 days may result in dismissal of your child/children from the Preschool.   
 
Returned checks will result in a $20 returned check fee. 
 
Enrollment Fee 
Each year we ask parents to pay an enrollment fee of $ 60 per child or $85 per family.  This fee is non-
refundable.   
 
Activity Fee 
All Preschool children will pay a one-time activity fee of $55.  This fee includes all special materials used 
throughout the year to include evaluation tools and screenings.  This fee will lessen the need to send money 
or materials for special projects during the year. 
 
Withdrawal 
Parents must provide a written notice, two weeks prior to withdrawing your child/children from the 
Preschool.   
 
Funding 
Hope Preschool is a non-profit organization and is supported entirely through student fees.  Each year we 
establish our budget based on the number of students who are enrolled.  Student fees, therefore, are non-
refundable whether the student attends school or not. 
 
Licensed 
Hope Preschool is licensed by the State of Tennessee.  Our license is renewed in December of each year. We 
have always held a three star rating, the highest possible recognition for exceeding minimum licensing 
standards.  

 
Other Policies 
 
Notice of Non-discriminatory Policy to Students 
Hope Preschool admits children of any race, color, nationality or ethnic origin to all privileges, programs and 
activities generally accorded or made available to students at the school.  Hope does not discriminate on the 
basis of race, color, national or ethnic origin in administration of education policies or admissions. 
 
Reporting Child Abuse  
As required by law, any teacher who suspects child abuse will report it immediately to the Preschool Director 
and Program Director, who will then report it to the Department of Child Services. 
 
Records 
Hope Preschool requires parents to keep the following forms on file in the Preschool office: 
 

• Enrollment form which includes telephone numbers of emergency contacts, the name and number of 
your child/children’s doctor and signed permission allowing school officials to authorize emergency 
medical treatment.  Please be sure your emergency contacts are aware that their names and numbers 
are on file. 
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• Health form, as required by state law, from your child’s doctor stating immunization records and any 
allergy history.  This form must have the medical provider’s stamp or signature on it.  Please bring an 
updated form whenever your child receives an immunization. 

 

• Permission slips, if needed, authorizing someone else to pick up your child or authorizing the 
dispensing of medication. 

Multi-Hazard Plan 
We have dedicated procedures in place in case of emergency. These procedures are included in our employee 
handbook to be reviewed at any time. We also include training regarding these procedures in August and 
January during our staff in-service training.   Accommodations are made for children with special needs on a 
case by case basis.  
Drills for these procedures are performed monthly and are documented in the red notebook in the director’s 
office.  

Fire Emergency Procedures 
Evacuation 
A.  At the sound of the fire alarm, all children will be escorted through the appropriate exits located in 
their classrooms.  Teachers will take their  classroom Emergency bag and attendance clipboard with them.  
Everyone will walk swiftly to their designated evacuation area located a safe distance from the building. 
B. One (1) staff member will walk quickly leading the children during the evacuation and one (1) staff 

member will check the classroom, play area, bathroom and under everything. 
C. A head count will be taken before leaving the building and again at the evacuation area. 
D.  Children will be supervised at all times during evacuation and while in the  evacuation area. 
Return to the Building 
A. If fire equipment is being used, teachers are prepared to move your classroom to a safe area at the 

Director’s instruction or the Fire Supervisor’s instruction. 
B. After the building is determined to be safe, the Director will give the “All Clear” to return to the 

building. 
C. Teachers assist  children in returning to their regular routine.     
D. A head count must be taken after returning to building.        
After Evacuation 
A. All alarm systems will be reset immediately. 
B. Fire related reports will be completely  immediately, if not needed to assist children. 
C. Problems  that may have arisen will be corrected. 
D. Fire evacuation drills will  be executed monthly. 

Tornado Emergency Procedures 
During a Tornado 
1. At the first sign of bad weather,  staff will turn on a weather radio or television for the latest    

advisory. 
2. All staff members will be alerted  of possible current tornado activities and review procedures to 

follow. 
3. During a tornado “watch,” staff will keep all children indoors and away from possible dangerous 

areas.  Review tornado procedures with older children. 
4. During a tornado “warning,” all staff and children are taken  to the designated “safe area.”  

Attendance will be taken. 
5. Staff will stay  in the “safe area” until the “All Clear” signal is given by the Director. 
After a Tornado 
1. After a tornado, the Director and staff will attend to medical emergencies and check for damages. 
2. Any clean up will take place as quickly as possible so children and staff are in a safe area and can 

return to a normal routine. 
3. The Director should call for medical assistance and notify their supervisor  of personal injuries, 

property damage and necessary actions taken. 
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Earthquake Emergency Procedures 
A.  Earthquake. 
 1.  If children are inside, we will stay inside until the shaking is over. 
 2.  Children are to drop and cover their heads.  
 3.  If possible, children should get under tables and cover their heads. 
 4.  If children are outside, we will stay there.  We avoid being under trees, 
      near the fences, buildings or utility lines.   
B.   After the earthquake, staff will: 
 1.  Prepare for aftershocks. 
 2.  Take roll call immediately. 
 3.  Do NOT turn on or off any lights.  
 4.  Make an assessment of safety. 
 5.  Check for injuries.  Apply first aid if life threatening. 
 6.  Check for damage to the building.  If the building is unsafe,  
      evacuate immediately. 
C.   Assessing Damage: After the earthquake, if the damage to the building is not too severe, we will 
remain indoors. Clean up will take place as soon as the children are in a secure place.  In the event of severe 
damage to the building, we will be at our designated safe area, the far northeast corner of the parking lot 
behind the playground. 

Chemical Spill 
Due to the more than five miles that separates the preschool from a railroad, the possibility of a chemical 
spill is unlikely. In the event of a chemical spill, we will work in cooperation with local emergency 
management to keep the children and preschool staff out of harms way. 
Flood 
The elevated property of Hope Presbyterian Church is not in a government authorized flood plane. In the 
unlikely event of flooding, we will contact parents for early pickup or close the school. 

Lockdown 
We have lockdown procedures in place in the event of any emergency or threat to our campus. 

Notifying Parents 
In each classroom in the red emergency bag is the children’s information book which contains phone 
numbers for home, cell and work of parents and emergency contacts for each child.  In the case of an 
emergency, parents will be contacted through phone, text or email. We will also take the following measures 
to ensure all parents are aware of our location: post a message on voicemail, post signs at our entrances, post 
a message on Facebook.  

Relocation Sites & Evacuation Routes 
If Adventureland is compromised, our designated relocation site is Covenant United Methodist Church at 
8350 Walnut Grove Road (Contact: Marcy Destefanis, 901-755-1775 Church Offices 754-8587). The students 
will be walked west down Walnut Grove Road to the west double doors facing Walnut Bend close to the bell 
tower to the Mother’s Day Out entrance. 
 


