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FINANCIAL POLICY AGREEMENT
                                             C09OR0578

Tuition

I have enrolled my child,  ____________________ at The Learning Center of South Park to attend _____ days per week in the following program and I will remit the tuition amount as listed on the attached 2009-2010 Tuition Rate Sheet according to the due date as stated below (please check one):

__ Full Day Program (6:30am – 6:30pm)   (VPK student’s amount is listed on a separate schedule)
__ Morning Program (8:45am – 2:00pm)

__ VPK Only Program (9:00am - 2:00pm)  (No tuition or registration fees are required)
Bi-Weekly Tuition payment due dates:

· All tuition payments are due on a biweekly basis by Friday prior to the week of actual attendance and considered late if paid after 9am on the following Tuesday.

· The 2009-2010 billing schedule begins on Friday July 31, 2009.  Therefore, the tuition payments are due every other Friday beginning Friday July 31, 2009.
· There is no pre-pay discount for paying more than two weeks at a time.
· For all new students the first tuition payment must be paid with cash or money order.

· If a check is returned from the bank there will be a Return Check Fee of $40.  The full amount of the check must be remitted in cash within 24 hours.  After the second occurrence, all future payments must be paid with cash or money order

Late Payment Fees:

· Late payment fees will be assessed on tuition payments made after the afore-mentioned tuition due dates in the amount of $7 per day. 

· If the tuition and fees are not paid by the Friday following the billing date the late payment fee of $7.00 per day will then increase to $10.00 per day and your child will be suspended until the balance is paid in full.

Tuition reductions:

· Tuition reductions will only be made at enrollment, if a student is withdrawn, with a referral or vacation award, in combination with a holding fee.  It is the parent/legal guardian’s responsibility to request in writing a reduction to the tuition.  The written request must be placed in the Tuition Payment Box.

· These reductions are made in full one week increments.

· There is no daily rate.

· Children enrolled in the Voluntary Pre-Kindergarten (VPK) program that stay longer than the VPK hours will only pay the difference between the TLC tuition rate and the amount paid by the Coalition that oversees VPK.  Accordingly, the parent’s portion will increase when the amount paid by the Coalition decreases.

· The Office Manager, Director or Owner will make the appropriate calculations.

Voluntary Pre-Kindergarten (VPK)

The 2009-2010 school year is TLC’s fourth year to participate in the VPK Program.  TLC has chosen to do the 5-hour program.  In accordance with the rules set forth by the coalition that runs the program the hours are 9am to 2:00pm.  A schedule showing the VPK calendar dates and holidays will be available no later than Monday August 17, 2009.  During the VPK Holidays the TLC financial requirements will be applied.
In accordance with the rules set forth by the coalition and TLC Policies and Procedures the following is non-negotiable:

· Students enrolled in the VPK Only program must be at TLC no earlier than 8:45am and no later than 9:00am.  These students must be picked up at 2:00pm sharp.  VPK only students that are dropped off prior to 8:45am and picked up after 2:00pm will be charged an Extended Stay Fee describe later in this document.

· All students must be checked in daily at the time they are dropped off and signed out daily at the time they are picked up.

· The program is 5 days per week, unless otherwise noted on the VPK Schedule.
· A student is entitled to 3 unexcused absences per month.  However, a signed note from the parent/legal guardian explaining the reason for the absence is still required.

· A parent whose child misses 4 days or more per month must submit a letter stating the reason(s) for the absence and complete the VPK Absence form prior to or immediately upon returning from the absence.  (Forms are available in the TLC office).

· Absences of 7 days or more require, in addition to the VPK Absence form, documentation signed by a professional (i.e. Doctor) who is unrelated to the child.  The documentation must state the reason for the absence and show that the person has personal knowledge of the reason for the child’s absence.

· Only 5 days may be excused for family vacation per school year.

· If a student is absent for 5 unexcused consecutive days he/she will be dropped from the program.

· Students enrolled in one of the programs that exceed the VPK hours must pay the difference between the program’s tuition rate and the amount paid by the Coalition.  Therefore, if a student in one of these programs is absent on a VPK day and these absent days are not paid by the coalition the amount will be charged back to the students account and immediate payment will be required.

· At the end of each month, the parent/legal guardian must verify and sign the Monthly Attendance Verification Form.  This form can only be signed by the parent/legal guardian to show that the parent/legal guardian declares that their child attended on the days documented for submission by TLC to the Coalition.  If the number is found to be incorrect it will be amended.

Past Due Accounts

A student that has an account that is 3 days past due will not be allowed to attend school until the account has been paid in full, including late payment fees.  If the past due amount and late payment fees are not paid in full after 10 days the student will be removed from the list of enrolled students and replaced by someone from the waiting list.
Payments

If the parent/legal guardian does not provide all of the requested information, checks will not be accepted.  Any check written for an amount other than the regular tuition should have an explanation on or attached to it.  If the last name printed on your check is different than your child’s, your child’s name must be written in the memo section of the check so the payment is applied appropriately.
Annual Fees

A Registration Fee is required for every year of enrollment; it includes processing costs and some material fees and is payable with the Student Registration Form.  The Internet Viewing Start-up Fee is required every year in order to receive continued access to the web cameras.  A biweekly fee is changed for usage of the cameras and can be stopped at any time.  Annual fees are NOT REFUNDABLE are required with each yearly registration.
Tuition Deposit

The equivalent of one week of tuition is required in cash at the time of registration but no later than the first day of attendance.  The deposit will be applied to the last week of attendance with TLC.  If the tuition changes the deposit amount will also change accordingly.

Vacation and Referral Awards

Each student is entitled to a (1) week Vacation Award after the first 60 days of attendance to be used prior to the beginning of the following school year.  At the beginning of the fall session every year after the first year anniversary a (2) week Vacation Award will be available to be used at any time during that school year.  A vacation award can only be used if your child is not in attendance and can only be taken in full week increments.  It is the parent/legal guardian’s responsibility to request the Vacation Award in writing prior to the actual vacation.  The request must be placed in the Tuition Payment Box.

A Referral Award is TLC’s way of saying thank you to the parents who refer others to bring their children to our preschool. After the referred child has attended for 6 (six) weeks, an amount equal to one week of tuition is awarded to the parent who made the referral.  The parent/legal guardian of the student being referred must include the student or parent/legal guardian name of the person that referred them on their registration form.  The Referral Award will then be awarded at the appropriate time.

Holding Fees

If a vacation award is not available, a Holding Fee must be paid in accordance with the tuition payment requirements stated in the Tuition section above, and as stated is subject to late payment fee assessments and the child being withdrawn from TLC for non-payment.  This fee is located on the 2009-2010 Tuition Rate Sheet.

Break Non-registration Fee
Because we are sensitive to the fact that many of our students have siblings in the public schools, prior to the public schools week long breaks, TLC distributes to all enrolled students a Break Registration Form and the curriculum is modified during these dates.  The purpose of this is that we understand many families opt to keep their pre-school children at home during these times that the public schools are closed.  To keep our staffing schedule in line with the number of students that will be attending we have developed this form.  It is so very important that EVERYONE completes and returns these forms to the office so the appropriate staff schedule can be developed.  Any child that is not registered to attend during these breaks but does attend TLC during those breaks will be charged a Break Non-registration Fee of $50.00.  

Extended Stay and After-hours Fees
Children enrolled in the VPK Only Program or the Pre-School Morning Program must be dropped off no earlier than 8:45am and picked up no later than 2:00pm sharp.  If a child in one of these programs is not picked up by the correct time, an Extended Stay Fee of $12.00 per hour will be charged.  This fee will be broken up per half hour, for instance if a child is picked up at any time between 2:00pm and 2:30pm a $6.00 fee will be assessed.

TLC closes promptly at 6:30 PM, after which an After-hours Fee of $1.00 per minute will be charged for all children remaining.  For example, a pick-up time of 6:32pm will result in a $2.00 charge.

Field Trip Charges

There may be a charge for some field trips.  These fees must be paid in cash no later than the deadline provided on the field trip notification (no exceptions).  Checks will NOT be accepted to pay for field trips.  Field trip money must be paid in cash and given to office personnel so a receipt can be written at the time the payment is remitted.

Withdrawals

TLC requires written two (2) week notification of a parent/legal guardian’s intent to withdraw their child.  The written notice must include the child’s name, the intended last day of attendance, the reason for the withdrawal and the parent/legal guardian’s signature.

If a student is absent for two (2) consecutive weeks and the appropriate notification has not been made and the appropriate holding fee has not been paid, the student will automatically be dropped from the roll and replaced with someone from the waiting list.  If the position is still available another registration fee will be required in order to reinstate the child
Student Records

No less than 3 days prior to the first day of attendance a full and completed enrollment packet, Certificate of Immunization (Florida Department of Health DH 680) and School Entry Health Exam (Florida Department of Health DH 3040) must be provided for the child’s student file.  These forms must be kept current or the child will not be allowed to attend school until the matter has been resolved. 

X ________________________________________

X____________________________

Parent/Legal Guardian signature of understanding and acceptance of 

Date of signature

the student record requirement.

Tax Statements, Receipts and Refunds 

A request must be made in writing at the beginning of enrollment for an annual tax statement and/or receipt.  The tax identification number will only be provided on a TLC computer generated receipt or tax statement.  Receipts and tax statements will only be given to the person(s) responsible for making payments on the account.

_____I will need a transaction receipt. This receipt prints every time a payment is posted to your account. It is

your responsibility to pick up the receipt from the office.  If the receipts are not picked up regularly, the

printing of receipts will be suspended without warning.

_____I will need an annual tax statement. This statement is printed on or before January 15 of every year.

It is the parent’s responsibility to request in writing, with details, any refund or credit due.

Holiday and Staff Training

TLC closes in observation of certain holidays and once a year for a 3-day staff training session (dates to be determined).  The small number of days the Center is closed for the training session and each holiday (listed below) does not warrant a change in the tuition.  Therefore, the tuition is due in full.  In an effort to lessen the impact of the Center being closed for the staff training, this event is scheduled during the summer in July, usually Thursday, Friday and Saturday.


September 7, 2009 - Labor Day


November 26-27, 2009 - Thanksgiving


December 25, 2009 - Christmas


January 1, 2010 - New Year’s Day


May 31, 2010 - Memorial Day


July 5, 2010 - Independence Day


July 30-31, 2010  – Staff Training

By signing below I agree to the Financial Agreement:

X







X








Parent/Legal Guardian


Date


Parent/Legal Guardian


Date






(September 2009)
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