Kids Cottage

Admission Agreement
Policy and Regulations

This facility has proudly served our community since 1984. We accept children age two years
through five years in to our preschool program. Private kindergarten is also available. Our Christian
facility promotes high self-esteem, independence, and natural curiosity through a spiritual
curriculum.

Admission Policy
Children will be accepted to this program regardless of race, creed, religion, national origin, or
socio-economical status. Children with disabilities will be accepted provided their needs can be
met by the facility. Families needing financial aid may qualify for government subsidies. If you
would like more information regarding government assistance please inquire in the school office.
Staff
All of our staff meet Title 22 requirements, and have CPR certification and First Aid training. All staff
members have been fingerprinted and cleared through the Department of Justice. Our staff is
continuing their education in the field as well as the church.
Curriculum
Our curriculum is aimed to give each child the opportunity to grow and develop spiritually, socially,
intellectually, physically, and emotionally. It is an experience and child centered curriculum in an
atmosphere of loving concern and guidance. It includes development and understanding in
language concepts, communication, reading readiness, number concepts, physical coordination,
and creativity in many areas such as art, science and music.
Throughout the program, the teachers will guide the children to see God at work in His world
through science experiences that help the children learn about environment, thus helping them
build redlistic science concepts. There will be many real experiences for the senses — sight, sound,
taste, touch and smell - so that the children will learn how to see and know God's wonderful world.
The children will learn about Jesus and the Bible through Bible stories, pictures and songs. They will
learn to love one another through the guidance of loving teachers.
No Entry Policy
This facility is dedicated to preparing children for their academic careers. Our classes begin
promptly at 9:00am. Children that enter later not only lose the benefit of a full session but disrupt
the learning process for the other children. Therefore, children must be in school no later than
9:00am or they will not be admitted. Full tuition for days missed is required.
Children work and play hard while in the facility and little bodies need rest. Our nap time is from
12:30 — 2:30. Children may not be picked up between these hours as it causes a disruption to the
nap time. If you arrive between 12:30 and 2:30, you will be asked to wait in the office until 2:30.
Exceptions to these policies will only be made on an individual bases with prior written notice.
Payment/Tuition
Tuition is due on the first day of each month prior to childcare services. If payment is received prior
to the 5™ of the month, a 10% discount will be given. Payment will be accepted as on time until
five p.m. on the tenth after which a 10% fee will be added. Tuition is due for the days requested on
the enroliment form. Days cannot be added or deleted without two weeks written nofice.
Payment is required whether or not your child attends. All co-payments and family fees are due on
the first of each month.
Childcare services will be suspended if tuition is not received by the fifteenth of the month.

Initial
Financial Assistance Programs
Families on assistance programs of any nature are responsible for any tuition, fees or charges not
paid be the program they are on. Any charges not covered by the program become the family’s
responsibility. Failure to fulfill your obligation to a program that results in non-payment of the
services will result in the tuition becoming your responsibility and all late fees will apply. Failure to
notify the office in writing of changes to your program may result in termination of services. We
appreciate your cooperation in fulfilling all the requirements of each program. If you have any
question, please see the administration.
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Returned Checks
There will be a $35.00 charge on all checks retured unpaid. A second returned check is an
additional $35.00 and will require tuition to be paid in cash or money order only.
Vacation/Absence/Holidays
Credit cannot be given for days missed due to illness. We cannot allow ‘trading' days or ‘make-
up' days to compensate for missed days. The school runs at or near capacity daily and staff
schedules are made accordingly. Due to licensing requirements, we cannot deviate from
established schedules.
Full tuition is required for holidays observed by the facility. The holiday schedule is published at the
beginning of the calendar year and available to you.
One year after enroliment, one week of vacation time is permitted per year at no charge. Please
submit notice of vacation at least two weeks in advance in order to receive this credit.
Withdrawal Policy
Parents are required to give two weeks written notice in the event of withdrawal. Verbal
notification is NOT acceptable. You are responsible for payment regardless of whether or not your
child attends. You will be billed for the two weeks notice and responsible for payment in the event
that you withdrawal your child without notice.

Initial
Additional Fees
Please be aware that you will be charge $1.00 per minute if you are late picking up your child. This
fee is due and payable directly to the teacher on duty in cash on the same day.
A late fee of 10% of your balance is due if tuition is not paid in full by the fifth of the month.
Meals/Snacks
You must provide lunch for your child. Lunches may not have items that require heating. We
cannot make your child eat their lunch, please consider this when selecting lunch items. No glass,
candy, gum or soda please!
Two well-balanced, nutritious snacks are provided at no additional charge.
Sick Children
Please, do not send sick children to school. Children with an elevated temperature , contagious
illness, suspicious iliness, rash, vomiting, etc. should stay at home to insure the health and well-being
of themselves and others.
Children found to be ill while at school will be isolated and a parent or other authorized adult will
be called to pick up the child within a reasonable amount of time. Parents that do not arrive
within a reasonable amount of time will be charged additionally.
Medication
Medication given at the school must have your child's name on the ORIGINAL BOTTLE. A
medication consent form must be completed in order for the medication to be administered. The
consent form and instructions on the bottle MUST match. Medication is administered at 8:00am,
12:00noon, and 4:00pm ONLY. Please arrange your medication schedule to meet the schedule of
the school.
Safety
Parents or persons bringing the child in o school must sign in the child and wait for the child to be
accepted by a teacher. Please sign children in and out with a FULL NAME SIGNATURE. The State
Law requires full signatures, not initials. Authorized persons with valid picture identification will be
allowed to pick up children. THERE IS NO EXCEPTION TO THIS POLICY. We do not accept phone
calls or notes brought in by anyone other than the parent/guardian.
Sandals without back straps, hooded sweatshirts/jackets with strings, and clothing that is too big for
your child present dangers to children, especially on the playground. Please choose your child's
clothing with safety in mind.
Please check your child's pockets and backpack each morning before you come to school. Gum,
change, marbles, and other small items are choking hazards and NOT permitted at school.
Please do not send medication or vitamins with your child. Vitamins need to be taken before or
after school and medication needs to be handed to a staff member and appropriate paperwork
completed.
Glass is not permitted at school.
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The safety of our children is our first priority. Your cooperation is expected and appreciated.
Parent Volunteer/Visitation
Parents wishing to visit their child during school may do so without disrupting the classroom
experience. Children are not permitted to make or receive calls while at the facility. We welcome
parent/guardian observations or classroom help. Appropriate conduct is expected.
Suspension/Expulsion Policy
This facility reserves the right to suspend or expel a student for inappropriate behavior. This
includes, but is not limited to , conduct that present a danger to the students or staff, inappropriate
language or behavior that is disruptive to the daily routine. Parent's inappropriate conduct at
school, towards their child, other children, other parents or the staff, may result in termination of
service. Non-payment will result in termination of service. In the event of suspension, full tuition is
required. In the event of an expulsion or termination of service, the two weeks “notice” is required,
regardless of whether or not your child attends.
Earthquake, Fire Drill, and Smog Alerts
Our school has a plan for evaluation of the building in case of disaster. This plan is available for
review. Earthquake and fire drills are held regularly. We encourage you to discuss these
experiences with your child when he/she tells you about it. In the event of smog-alert, the children
will be kept in doors, Children will be kept indoors when the temperature is below 50 degrees
Fahrenheit or over 100 degrees Fahrenheit.
Cubby ltems
Every child is required to keep a complete change of clothing in his/her cubby at all fimes. Please
be sure to check the clothing periodically to ensure that they are appropriate for the changing
weather. Mark all of these items with your child's name and/or cubby number. We are not
responsible for lost items.
Please do not keep medication, vitamins, cleansers, or other potential hazards in your child’s
cubby.
We prefer that you not allow your child to bring toys from home. Toys from home run the risk of
becoming lost or broken. School personnel are not responsible for toys from home so please
exercise good judgment. School personnel may not leave their supervision duties to search for a
missing toy. Toy weapons are never permitted under any circumstances. Please consult the site
director if you have any questions.

Initial
Refund Policy
Refunds for weeks paid in advance will be given when written nofice is given two weeks in
advance of withdrawal.
Administration
Please see the administration with any questions, problems or concerns you might have. If a family
situation arises, we might be able to offer you some resources. Please know that in caring for your
child, we are happy to help your whole family.
Mandated Reporters
Please understand that as childcare professionals, every staff member is REQUIRED by law to report
any suspicion of child abuse. This is not a personal attack, but an attempt to help our primary
concern, the child and his/her family.
Changes
The administration reserves the right to make changes to these policies with two weeks notice to
the clients. Notice may be given in the monthly newsletter, by individual nofice or posted.
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APPLICATION FOR ADMISSION

Child’'s name D.O.B.
Primary Address

Mother’'s name Phone
CDL SS#

Address

Employer Phone

| have read, understand, and accept the Admission Agreement.

X Date
Father's name Phone
CDL SS#
Address

Employer Phone

| have read, understand, and accept the Admission Agreement.
X Date

Please mark the appropriate boxes:
[ ] Fulltime [ ]Parttime [ IMon. [ ]Tues. [ |Weds. [ JThurs. [ ]Fri.

Lunch Program? [ ]Yes, | will purchase lunch. [ ]No, | will provide lunch.







