SECURITY

SECURITY DOOR:  Key fob use is required when dropping off or picking up your child.  It is required EVERY TIME.  The parent (not the child) should open and the close the Security Door.  The first fob issued to you is free.  If you need additional fob(s) for anyone on your child’s authorized pick-up list, we will issue them for $10.00 each.  DO NOT ALLOW OTHER INDIVIDUALS TO ENTER WITH YOU!  Each parent/guardian is required to open individually.

SIGNING OUT AT PICK-UP:  It is required that each parent/guardian or authorized individual note the time picking up as well as sign one’s name behind the time.  Signing out is required EVERY TIME.

CAR SAFETY SEATS FOR CHILDREN

All children under eight (8) years of age traveling anywhere in a passenger car, Class I truck, Class II truck, classic motor vehicle, antique motor vehicle or motor home should be fastened securely in a child passenger restraint system or child booster seat.  The child passenger restraint system must be appropriate for the child’s height and weight in accordance with the recommendations of the manufacturer.  Remember, it’s the law.  Even more important, your child’s life must be your priority.  Set the example:  USE YOUR SEAT BELT!
INDIVIDUAL STUDENT SCHEDULES
If you need to switch your child’s schedule for a specific week, you may do so by asking the Director.  If there is availability on the needed days, your child’s schedule will be changed for that week.  You will not be charged for switching days.  However, if you need to add a day to a specific week, you will be charged for the additional day(s).
- - -R-E-A-D- -S-I-G-N- -C-U-T- -A-N-D- -S-U-B-M-I-T- - -

I have read and understand all of the above rules and policies of St. 

Alban’s Christian Learning Center.
____________________________________          _____________
Parent/Guardian Signature

          Date
____________________________________          _____________
Parent/Guardian Signature

          Date
NAPTIME

Please provide a crib sheet (optional), a small blanket, a small pillow as well as a “naptime buddy”.  Because of illness, we do not allow children to use the center’s stuffed animals at naptime.

GUEST PICKING UP CHILD

Please inform us when someone other than a parent is picking up your child.  They MUST BE LISTED ON THE EMERGENCY CONTACT FORM.  Any person picking up your child more than 2 times a month must have a key fob.  Please speak to the Director regarding this.
For your child’s safety, we will not release your child to anyone other than those persons who have been designated by you.

TOYS FROM HOME

Please do not bring toys from home except for Show and Tell.

IMPORTANT NOTES

Please be aware that we reserve the right to discontinue a child’s enrollment for any reason that would put the children in our care or the operation of our program in jeopardy including, but not limited to:  1) non-payment, 2) late pick-up, 3) failure follow the Center and Church policies, 4) non-compliance with state regulations, 5) student behavior (hurting other children, disrespectful to teachers, refusal to follow rules, etc.).
ENROLLMENT

Enrolling your child at St. Alban’s does not automatically enroll your child for the next school season.  While the registration fee is a one-time fee, your child MUST be enrolled for each school season.  It is the one-week prepaid tuition that holds your child’s spot.  Enrollment for summer/fall programs begins each February.

EMERGENCY CHILD CARE
We do offer emergency child care for parents who need immediate care for their child due to emergency school closings or any emergency that requires your child to attend our Center temporarily, even if it is for one day.  We can only offer this service if space is available.  ALL necessary paperwork MUST still be filled out for your child to attend.  
          Enrollment Manual 
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                                     2848 St. Alban’s Drive
Sinking Spring, PA  19608                                                                                 610-678 -7006 
Fax:  610-678-7008                                                                                                           Durinda Foltz/Director    
 email:  stalbanslearningcenter@verizon.net
website:  www.stalbanschristianlearningcenter.com  
                              WELCOME  
Thank you for enrolling your child in our Christian Learning Center.  We hope you find your time with us a rewarding experience.  We take very seriously caring for and protecting your child as well as helping your child develop an awareness of God’s presence in all aspects of life as they develop their academic and physical skills.  We are licensed by the PA Dept. of Public Welfare and comply with all required regulations.    
As your child begins his/her time here in our preschool-daycare-after-school care program, there are important rules that need to be followed.  Please read our manual carefully.
TUITION PAYMENT

We are pro-rated. Payment is required whether your child is present or absent. Weekly, bi-weekly, monthly payments MUST BE MADE on your child’s FIRST DAY OF ATTENDANCE for the week, bi-week, or month.  PAYMENT MUST ALWAYS BE MADE IN ADVANCE AND KEPT CURRENT.  With the 1st payment that is late, you will receive a warning.  With the 2nd to 4th late payments, there will be a $5.00/day late payment fee until payment is received.  If payment is late a 5th time, your child’s enrollment at St. Alban’s will be terminated.
**NOTE** If you are behind in your tuition payment for any reason, or have an outstanding balance for late charges or any other misc. fees, your child will not be allowed to return to the Center until full payment on outstanding balances are made.

There will be a $20.00 charge for all returned checks.  NOTE:   Returned checks are considered late payment and part of the late payment rule.   After the third returned check, you will be required to pay your child’s tuition by money order only.  THERE ARE NO REFUNDS.
SCHEDULE
The Learning Center opens at 6:30 am.  The key fob you were issued will only work after 6:30 am.

Morning preschool students (and full-day preschoolers) MUST arrive between 6:30 and 8:15 am to benefit from the full program.  Morning-only preschoolers MUST be picked up by 12:30 pm or late fees apply.
Full day, afternoon and after-school students MUST be picked NO LATER THAN 6:00 pm or late fees apply.  The key fob you were issued will not work after 6:00 pm.
Because unwarranted lateness disrupts the effectiveness of the program, late fees will incur and accumulate every fifteen minutes.  In case of emergency, please call as soon as possible to let us know if you will be late for any reason.
For the first four late pick-ups, the charge is $5.00 per each fifteen minutes.  The next four late pick-ups will be charged $10.00 for each fifteen minutes.  After the eighth late pick-up, enrollment will be discontinued.
ABSENCE

ILLNESS:   WE MUST RECEIVE A TELEPHONE CALL if your child is out due to sickness.  Please let us know the nature of your child’s illness, especially if it is highly contagious so that we can notify the other families.

Please be aware of your child’s health each day.  If your child is feeling unwell and would find it difficult to concentrate and participate, it is best to keep your child home to rest and recover.  Upon arrival we will also assess your child’s health and disposition.  We may need to ask you to keep your child home.

VACATION/OTHER DAYS OFF: The Center MUST know in advance when your child will not be attending.
PARKING LOT RULES

HANDICAPPED PARKING SPACES:

Individuals with a special license may only use these spaces.  No other vehicles are permitted in these spaces.

PARKING IN THE DRIVEWAY IS NOT ALLOWED.  The only exceptions to parking in this area are for merchandise drop off by carriers and service personnel doing repairs to the facility.

ENTER and EXIT the parking lot correctly.  Please park in a designated space.  Observe the five-miles-per-hour driving rule on the lot.

STREET PARKING: Park on the correct side of the street.

CHILDREN ON PARKING LOT: Please do not allow your child to run ahead of you.  Keep your child by your side when entering and exiting the center to avoid pedestrian/vehicular accidents.

LOCK YOUR CAR: Please turn off and lock your car when dropping off/picking up your child to prevent theft.

Citations can be issued for lack of adherence to parking lot rules.

         LUNCH AND SNACKS
The Learning Center provides snacks in the morning and in the afternoon.  Children bring in a lunch and drink from home.  We will warm up food and refrigerate lunch boxes.




  FIELD TRIPS
A signed permission slip is required for all trips.  We will leave at the time scheduled.  Children should arrive early on field trip days.
CHANGE OF CLOTHING
Please provide a complete change of clothing, including underwear, to be kept at the Learning Center in case of an accident.  When accidents occur, please replace the clothing as soon as possible.
ILLNESS
If your child becomes ill here at the Center, you will receive a phone
call to make you aware of your child’s situation/symptoms.  You will be required to pick your child up if your child shows one or more of the following symptoms:


*a temperature of 101 degrees or higher


*vomiting more than once at the Center


*diarrhea more than once at the Center
Calls about your child’s symptoms do not mean that you must pick up your child at that time.  However, you may receive a second phone call if your child’s condition worsens; therefore, you may be required to pick up your child at that time.  If your child is diagnosed with an illness that requires antibiotics, your child MUST be on the medication for 24 hours before returning to the Center.
YOUR SIGNATURE IS NEEDED

The Center requires your permission for various items.  Please read and sign appropriately.

 - - -R-E-A-D- -S-I-G-N- -C-U-T- -A-N-D- -S-U-B-M-I-T- - -
PICTURES: During the year pictures are taken.  Please sign the release slip allowing us to take pictures of your child.

I hereby give my child, _____________________________, permission to have his/her picture taken by the staff at St. Alban’s.

_______________________________________________     _____________
Parent/Guardian Signature                                                              Date

   OVER>>>>
           Revised 12/11






















