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PARENT HANDBOOK 

 

Welcome to Christian Wee Learn Center! As a ministry of First 

Baptist Church in Martin, Tennessee we are dedicated to 

providing quality Christian care and developing each child 

spiritually, mentally, physically, emotionally, and socially. It is 

our hope that the learning experiences here will be happy, 

wholesome ones. As parents, you are invited to visit us, ask 

questions, and make suggestions. The best assurance for the 

success of your child’s experiences is the relationship of close 

cooperation and understanding between parents and staff. 

 

All of us at Christian Wee Learn Center are constantly learning 

more about children at every level. We are active participants 

in workshops and training events and keep our CPR/First Aid 

skills up to date. With your child in mind, we will continue our 

educational growth to give your child the best care possible. 

 

 



HOURS OF OPERATION 

The center opens at 6:30 a.m. and closes promptly at 5:30 p.m., Monday 

through Friday. Our policy requires that all children arrive no later than 

9:00 a.m. so they can have the opportunity to experience a variety of 

activities including art, free play, Bible stories, music, and other 

experiences geared to their developmental level. If your child will be late 

for a doctor’s appointment, please notify us before 7:00 a.m. that 

morning and provide a doctor’s note. 

________________________________________ 

 

POLICIES AND LICENSING REQUIREMENTS 

When your child is enrolled, you will receive a copy of the center’s 

policies and procedures along with the Department’s Summary of 

Licensing Requirements. These documents are provided at the time of 

admission and are available in the office for review at any time. 

________________________________________ 

 

EMERGENCY PREPAREDNESS / MULTI-HAZARD PLAN 

Christian Wee Learn Center has a written emergency preparedness and 

multi-hazard plan in place to protect children and staff in the event of 

fire, severe weather, lockdown, or other emergencies. Parents are 

informed of this plan at enrollment, and a copy is available in the office 

for review at any time. 

 

An after-hours emergency contact number (731-676-1937) is available to 

families for urgent situations. 

________________________________________ 

 

SHOT RECORDS 

To protect all children in our center, we require that your child be 

vaccinated before starting. We will not accept a religious exemption. An 

up-to-date shot record must be provided before your child begins care. 



SICK CHILDREN 

If your child displays any of these symptoms please keep him/her at 

home for the safety and health of all children and staff. If we observe 

these symptoms at the center, you will be called to pick him/her up. 

 

Diarrhea (with no known cause) 

Difficulty or rapid breathing 

Severe upper respiratory infection 

Vomiting 

Yellowish skin and/or eyes 

Temperature of 100.5 degrees Fahrenheit or higher 

Undiagnosed rash 

Sore throat 

Severe cough 

Chicken pox, pertussis, measles, mumps, rubella, impetigo, diphtheria 

or herpes simplex 

Scabies, ringworm 

Ear ache 

Head lice 

Conjunctivitis (pink eye) 

 

Some of these conditions require medical attention before returning. 

Parents must notify staff if children have been exposed to communicable 

disease. Children may not return until fever-free and symptom-free for 

24 hours without medication. Medicines must be in original containers 

with pharmacy label, and a daily medicine form must be completed. 

_______________________________________ 

 

BRINGING AND PICKING UP YOUR CHILD 

Children must be signed in and out daily using the Brightwheel App by 

scanning the QR code at drop-off and pick-up doors. When you sign your 

child in, you are turning over legal responsibility to Christian Wee Learn 

Center. When you sign your child out, you are relieving us of that 

responsibility. 

 



RELEASE OF CHILDREN POLICY 

• Children are released only to parents/guardians or individuals listed in 

Brightwheel as an authorized pick-up. 

• Anyone not known to staff must show a photo ID. 

• Children will not be released to anyone under the age of 16, even if 

listed. 

• If there are custody or legal restrictions, court documents must be on 

file at the center. 

________________________________________ 

 

TOILETING AND DIAPERING 

Diapers worn by children should be able to contain urine and stool and 

minimize contamination. Only disposable diapers with absorbent 

material may be used unless a medical condition requires otherwise. 

Cloth diapers are not permitted unless medically necessary. 

________________________________________ 

 

FOOD AND MEAL SERVICE POLICY 

Christian Wee Learn Center serves breakfast, lunch, and an afternoon 

snack. Our meals and snacks follow USDA Meal Guidelines. If your child 

cannot eat a served food for medical reasons, a doctor’s note and 

substitute item that meets USDA requirements must be provided. 

Outside food is not allowed unless required by medical condition and 

accompanied by a doctor’s note. 

________________________________________ 

 

TOYS 

We have lots of toys! Please do not allow your child to bring a toy from 

home unless it is “Toy Day” in your classroom. If a toy is brought on 

another day, it will be kept in your child’s cubby until pick-up. Christian 

Wee Learn is not responsible for lost or broken toys. 



CLOTHES 

Washable play clothes are the most suitable because children may get 

dirty. A change of underwear, socks, and outer garments should be kept 

in the classroom. All items should be labeled. During cooler weather, 

send a cap or head covering. Children go outside daily unless it is too 

cold, too hot, or raining, per DHS requirements. 

________________________________________ 

 

NAPTIME 

Cots and coverings for all children are provided by the center. Cot sheets 

are washed weekly or as needed. 

________________________________________ 

 

MISCELLANEOUS 

Infant/toddler parents should discuss schedules, formula, baby foods, 

and supplies with the lead teacher. As children transition to older 

groups, pacifiers, sippy cups, and potty training will be discussed. 

________________________________________ 

 

OBSERVATION OF CHILDREN BY NON-STAFF 

At times, children may be observed by students, therapists, or other 

approved individuals who are not employees of Christian Wee Learn 

Center.  

 

 

 

 

 



BEHAVIOR MANAGEMENT 

We guide children in positive ways so they can learn self-control and 

responsibility. Teachers use encouragement, redirection, problem-

solving, and—when needed—short breaks from the group (no more than 

one minute for each year of age). We do not use physical punishment or 

anything that would cause harm or shame to a child. 

________________________________________ 

 

TRANSITION PLAN IF EXPULSION MUST OCCUR 

If a child has to be withdrawn from our center, we will work with parents 

to plan a smooth transition. Staff will provide referrals and resources to 

help the family find other care. 

________________________________________ 

 

EXPULSION POLICY 

Unfortunately, there are sometimes reasons we have to expel a child from 

our program. We will work with families to prevent this when possible. 

Immediate causes include: risk of serious injury, parent threats or verbal 

abuse toward staff. Parental causes include: failure to pay, failure to 

complete forms, habitual tardiness, or abuse toward staff. Child causes 

include: failure to adjust, uncontrollable tantrums, ongoing physical or 

verbal abuse, or excessive biting. Prior to expulsion, parents will be 

notified and every effort will be made to correct the problem. If behavior 

does not improve within 1–2 weeks (depending on severity), enrollment 

will be ended with one week’s notice. 

 

 

 

 

 

 



FEE SCHEDULE AS OF JAN. 2025 

5 days per week………………………………………………………………. $142 

Before/After School (school year)…………………………………….. $52 

Fees are due each Friday for the following week. Fees are non-

refundable. Fees not paid by Monday closing are delinquent and subject 

to a $10 late charge. If not paid by the following Friday, the child may 

not attend until arrangements are made. A two-week notice is required 

before withdrawing your child or you will be responsible for two weeks 

tuition. 

________________________________________ 

 

LATE CHARGES 

Christian Wee Learn Center closes at 5:30 p.m. Late charges apply as 

follows:  

5:31 p.m. $5.00 

5:40 p.m. $10.00 

5:50 p.m. $15.00 

6:00 p.m. $20.00 

 

Late charges must be paid to the staff waiting with your child. 

________________________________________ 

 

SICK/VACATION/HOLIDAYS 

No credit is given for sick days, vacation days, or holidays. A flat fee is 

paid weekly based on enrollment. 

________________________________________ 

 

FAMILY ASSISTANCE CERTIFICATE HOLDERS 

Christian Wee Learn Center serves parents who receive assistance from 

the state. Parents are financially responsible for balances not covered by 

assistance. 



FAMILY DISCOUNTS 

Apply to children enrolled on a full-time basis only: 

1st child – No discount 

2nd child – $5.00 per week discount 

3rd child – $5.00 per week discount 

________________________________________ 

 

EXTENDED ABSENCES 

If a child is absent for two weeks with no contact, enrollment may be 

terminated and the spot offered to another family. Parents remain 

responsible for accrued fees until enrollment is discontinued. 

________________________________________ 

 

HOLIDAYS 

Closed on the following: New Year’s Day, Good Friday, Memorial Day, 

Independence Day, Labor Day, Thanksgiving Day and the day after, and 

a Christmas Holiday announced each August. If a holiday falls on a 

weekend, we close the nearest weekday. Parents are notified of schedule 

changes in advance. 

________________________________________ 

 

SNOW DAYS 

If closed due to snow or inclement weather, families will be notified by 

text and on the Brightwheel app. A credit will be given for days the center 

closes. 

 

 

 

 



DROP-INS 

Depending on staffing, a limited number of school-age children up to age 

12 may be accepted on a drop-in basis when public schools are closed 

and the center is open. 

________________________________________ 

 

GRIEVANCES 

Any problems should be discussed with your child’s teacher and/or the 

Director/Assistant Director. If a mutual agreement is not reached, a 

decision will be made at the discretion of the Director. All children are 

accepted on a two-week trial period; withdrawal may be necessary if a 

child has not adjusted or if parents refuse to follow policy. 

________________________________________ 

 

CHILD ABUSE AND NEGLECT 

We are mandated by law to report suspected child abuse or neglect to the 

Department of Children’s Services in accordance with Tennessee law. 

________________________________________ 

 

ANTI-DISCRIMINATION POLICY 

Christian Wee Learn Center will not discriminate on the basis of race, 

creed, color, or national origin. 

________________________________________ 

 

SMOKE-FREE ENVIRONMENT 

Christian Wee Learn Center is a smoke-free environment. Smoking, 

vaping, and tobacco use are not permitted inside the building, on the 

playground, or anywhere on church property. 

 



 


