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Where Every Child is Special and Learning is Fun!!

School Aged Program
Before and After School Handbook
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Carmella’s Kids Learning Center
    Phone: 410-629-1630

9028 Worcester Highway                   Fax: 410-629-0879

Berlin, MD 21811
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Dear parents,

Thank you so much for your interest in our before and after school program!   We love children of all ages and are very excited for the opportunity to work with your child.  Our center has eight classrooms, each designed for a specific age group.  We currently have three infant and toddler classrooms, two two-year old classrooms, two large three to five year old classroom, a Pre-K classroom and our Before and After School Fun Zone.  We also have an amazing indoor jungle gym and outdoor playground area!
Your child will participate in daily activities that fit the needs of their age and ability.  Some of the daily activities for Before and After school include; Homework Help, science experiments, art projects, Fun Themes and contests, games, and much more!  We cannot wait for the chance to share our many different learning opportunities with you and your child!   

Sincerely,

The staff at Carmella’s Kids


Tuition Rates: 

New this year! 

Before and After School Rate: 

$80.00 + Transport School $10 one way $20 2 ways 
Part time Daily Rate: $25.00 (includes transports) 

All inclusive this year! 
Cost covers Before and After school care, 1 hour & 2 hour school delays, Days off of School and Early Dismissals. 

We will automatically pick your child up and assume that we are dropping your child off on all early dismissals and delays.  

Parents

Open Communication between parent and teacher is an imperative part of any program.  You are more than welcome to participate in activity throughout the day or to stop in at any time.  If you wish to speak to the director and the teacher about your child’s progress, please set up an appointment.  In this handbook you will find all of the rules and regulations that we follow at our center.  By signing the Enrollment Agreement, you are stating that you received and reviewed all of the information in this handbook and agree to follow the rules and regulations.  Any changes in the handbook will be posted and given to you in writing two weeks prior to the change being implemented.

Means of Communication in our Center

We are always available to help in any way possible with all of your needs.   Sometimes pick up and drop offs get hectic and you are not able to talk to the teacher.  We have mailboxes set up for all of the children that come to Carmella’s Kids.  Within one week of enrollment your child will be given a mailbox and a folder.  This folder is a means of communication between you and your child’s teacher.  You can write down any questions that you have for your child’s teacher and turn it into the centers secretary and your questions will be answered and put back in your child’s mailbox!   Any questions can also be given to the secretary.  Email is a great way for communication to! You are welcome to email Carmella at any time: carmgymqueen@aol.com. No question or comment is too big or small!  

Mission Statement


Our goal at Carmella’s Kids is to help your child learn and grow through developmentally appropriate activities while providing quality care. 
Schedule


Our learning center is open Monday through Friday, from 7:00 am – 6:00 pm.  You may drop your child off and pick your child up any time between those hours.  Buckingham Bus picks up promptly at 8:10 a.m.  The Twisters bus leaves to drop your child off at school promptly at 8:10 a.m.  The BIS bus drops off in the afternoon at 3:10.  Buckingham drops off at 3:40 and we return from Ocean City and Showell at about 4:00 p.m.   When picking up your child, please allow enough time so that you are out of the center at 6:00.  If you are not out of the building by 6:00 pm, a late fee of $5.00 per minute, per child will apply.  We are open for our regular hours during inclement weather (fog delays, snow delays, and snow day’s ECT.).  We are closed during STATE OF EMERGENCY and if the weather is extremely bad.  Our closing will be announced on the TV channel WBOC.

Enrollment


We offer part-time and full-time enrollment, to fit the needs of you and your child.  Your child may participate in any number of days per week, but the days must be the same each week.  You may not switch days (come Monday instead of Thursday), but days can be added as needed for an additional fee.  We also provide a half-day program.  We provide transportation to local elementary schools for children participating in the Before and After school  program for an additional fee. 

Initial Enrollment Procedure


There are a few things you must do in order to reserve a spot in our program for your child.  The first it to fill out the steps for acceptance paper, which gives all the initial information we need to enroll your child in our center.  The spot will be reserved for your child when the following fees are paid: $25.00 non-refundable registration fee and a deposit equal to the amount of one week’s tuition.  If there are no openings available at that time, your child to be placed on the waiting list and you will be notified as soon as a spot becomes available.  When an opening becomes available for your child all of the other required paperwork is due within one week of your child’s start date.  If paperwork is not turned in within one week, your child will not be able to return until all paperwork is returned.

Trial Period


When your child is enrolled in our before and after school program, there is a two-week trial period to ensure our program is the right fit for your child.  If we see reoccurring behaviors that are harmful to the other students, the staff or your child, we reserve the right to terminate your enrollment agreement.  These behaviors could be both physical and/or mental.

Tuition Rates


Your tuition is based on the number of days and hours your child will attend.  By signing the Enrollment Agreement, you agree to pay the specified amount every Monday.  Tuition rate is subject to change.  A one-month notice will be given prior to a change in the tuition rates being implemented.

Additional Days


Additional days may be added with pre-approval of the director.  An additional fee of the cost of an extra day will be added to your tuition.  Switching of days is not allowed.  The rate of the additional day will not exceed the amount of full-time tuition.  If a field trip occurs on a day that your child is not normally scheduled, you child is more then welcome to come if there is an opening.  You will need to speak with the director for pre-approval and pay the cost of an additional day.  If you are accompanying your child on a field trip, you are still responsible for paying the extra day fee.

Vacations and Holidays


If your child is absent due to vacation, illness or a holiday, you are still responsible for paying their tuition during the absence.  This is necessary so that your child’s spot will be available when they return.  We are closed for the following holidays; New Years Day, Good Friday, Memorial Day, Fourth of July (Monday or Friday), Labor Day, Thanksgiving, Black Friday, Christmas Eve (Monday or Friday), Christmas Day, New Years Eve (Monday or Friday).  You will be reminded two weeks ahead of time of the closings.  

Tuition Payment Policy


Please do not make us the “bad guys” concerning tuition.  Your tuition payment is the amount agreed upon and stated in your Enrollment Agreement.  Tuition is due on Monday for the current week.  We accept check, cash and credit cards.  If your payment is not received by Monday at 5:00 pm, a $15.00 late payment fee will apply.  If payment is not received by Wednesday, your child will not be able to return until your late tuition, the $15.00 late fee, and the current week’s tuition are paid in full.  If you are not caught up in payments by the following Friday, you will forfeit your deposit, your child’s spot will be forfeited and you will be responsible for paying your past due balance, your late fees, and the following two weeks tuition (2 week notice). Please, please, please do not let it come to this!  There is also a $35.00 bounced check fee plus any additional late fees caused because tuition was not received by Monday at 5:00 p.m.  After two bounced checks, you may only pay in cash. 

Purchase of Care Policy


We gladly accept Purchase of Care (POC) assistance from the state.  Our policy is that until we receive the first payment for your child from the state, you are responsible for paying their tuition in full.  This ensures that the tuition for your child is always paid on time.  When we begin receiving payment from the state, your account will be credited the difference.  We do not refund the difference in cash; it is credited towards future tuition payments.  POC covers only your tuition rate; you are responsible for paying all other fees (snow days, missed lunches, ECT.).  If you miss more then five days in any month, POC will not pay for those days.  You are responsible for paying the additional day fee for any number of days missed over five.

Additional Fees


Here is a list additional charges that may be added to your weekly tuition:

Registration Fee: There is a $25.00 non-refundable annual registration fee.

Art Fee: There is an annual $25.00 art fee.  This will cover the cost of paints, paper and tons of other supplies for our numerous art projects.

Daily Fees: If we must call you to find your child because we were not notified of absence, a $2.00 service fee will be applied.
Gymnastics Fees:  You can add gymnastics Classes to your enrollment for $10.00 a week.  Your child will then be enrolled in 2 one hour classes of your choice. 
Parental Withdrawal


If you decide to leave our learning center, a written two-week notice must be given.  This allows us to apply your deposit toward your last week’s tuition.  If you do not give a two-week written notice, your deposit will be forfeited and you will be responsible for paying your last two week’s tuition.  If you wish to make a change to your enrollment agreement, we ask that you do so in writing.  All changes must be pre-approved by the director. The change will come into effect two weeks after notice of the change is given.  After 30 days your account and contract will be turned over to a collections account.  
Child’s Health


Please call and let us know if you are keeping your child home due to illness.  We go to extensive measures to keep our center germ and illness free.  We ask that you please keep your child at home if they have a temperature above 100 degrees, are vomiting or have diarrhea.   If any of these things occur during the day, you will be called to pick your child up.  Your child may return to the center when they have been fever and/or illness free for 24 hours.  If your child shows symptoms of ringworm, lice, pink eye, or any other communicable diseases, you will be called immediately to pick your child up.  Your child may return 24 hours after treatment has been started and/or a doctor states that the disease is no longer contagious.  

Transportation To and From School
We provide transportation from the following schools: 

Ocean City Elementary, Worcester Preparatory School and Showell Elementary School.  We get a school bus from Buckingham Elementary and from Berlin Intermediate School.  We automatically assume that your child is getting picked up or dropped off when they are a part of our before and after school program.  If your child is not getting picked up by us we MUST be called and told.  If you fail to tell us, you will be charged a $2.00 service fee for having to call you and “finding your child.” 
Snacks

We provide one small snack and juice for your child afterschool.  We have a vending machine for your child to purchase extra snacks if you give them extra money.  
Summer Enrollment
Your child will automatically be enrolled in our summer camp full time unless we hear differently from you.  If you want to un-enroll for the summer just let us know by May 1st.   You will not have to pay the deposit but will be signed up for the entire summer.  Your deposit that you paid for before and after school will be held over to the gym for our fun fantastic Summer Camp!  

Learning Center

· 
New Years Day
· 

Good Friday 
· 

Memorial Day
· 
Labor Day 
· Thanksgiving 
· Black Friday 

· Christmas Eve 

· Christmas Day

· New Years Eve 
Please remember that all calendar schedule holidays are paid at regular tuition for the week.  We do not prorate tuition for this week or change regular scheduled days of care.  Thanks! 
Carmella’s Kids Learning Center

Before and After School Contract

The following is an enrollment agreement.  By signing this form, you agree to the rules and regulations stated in the attached packet.

Child’s Name: __________________________________________

School Year: ___________________________________________

School Attending: (Check)

___ Showell Elementary (Pick up)                         ____ Buckingham (Bus Drop Off) 

___ Ocean City (Pick Up)                                            ____ BIS (Bus Drop Off)

___ Worcester Prep (Pick Up)

I, ____________________________, herby agree to enroll my child, ______________________________, in the Carmella’s Kids Learning Center Before and After School Program.  The facility agrees to accept my child’s enrollment under the following terms and conditions as well as those listed in the Before and After School Packet.

· I understand that I must pay for every week of the school year.  This includes the days that the students are not in school for holidays, snow days, professional days ect.
· I understand that my tuition is the same amount weekly, whether my child is here or not.  My tuition is based on the school year and I pay to keep my child’s spot in the program.
· I understand that I will be charged a $2.00 service fee if I do not notify Carmella’s Kids Learning Center that my child will be absent from the program and a staff member has to call and “find my child.”

· I understand that tuition is due on Monday for the week.  If my tuition is not received by Monday, I agree to pay a $15.00 late fee.  If my tuition is not received by Wednesday, I understand that my child will not be able to return until tuition and late payment is received.

Hours of Care: (Check)                         



Transportation

____ Full time (Before and After): $80.00


____ 1 way: $10.00 per week
____ Full time (Before): $80.00




____ 2 ways: $20.00 per week

____ Full time (After): $80.00
Part time: ($25.00 per day)

Check Days of Attendance
	
	Before 
	After

	Monday
	
	

	Tuesday
	
	

	Wednesday
	
	

	Thursday
	
	

	Friday
	
	


Weekly tuition rate: ______________________________
I understand that by signing this agreement that I am entering into a contractual agreement with Carmella’s Kids Learning Center.  At anytime, any party can give a two week written notice to release the binding of the contract.  I understand that I forfeit my deposit if proper written notice is not given.  
_______________________________________________________________
                     ______________________________
Parent/Guardian





Date

_______________________________________________________________
                     ______________________________
Director of Program/Owner



Date
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Transport Permission Slip

Twisters Before and After School Program

I, _______________________, PARENT OF _______________________________ GIVE PERMISSION

TO TWISTERS INCORPORATED, ALSO KNOWN AS CARMELLAS’S KIDS, TO TRANSPORT MY CHILD TO AND/OR FROM SCHOO.  I WILL NOT HOLD TWISTERS INCORPORATED OR CARMELLA’S KIDS OR ANY OF ITS EMPLOYEES LIABLE IF AN ACCIDENT, INJURY OR DEATH OCCURS.

_______________________________________________________________________PARENT SIGNATURE

_______________________________________________________________________DATE

I GIVE TWISTERS INC MY PERMISSION TO LET MY CHILD PLAY ON THE JUNGLE GYM LOCATED INSIDE CARMELLA’S KIDS.

X_____________________________________

PARENT SIGNATURE

I DO GIVE TWISTERS INC MY PERMISSION TO TAKE MY CHILDS PICTURE FOR ADVERTISING PURPOSES

X_____________________________________

PARENT SIGNATURE 
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