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Parent Contract
Welcome to our Preschool. We are so glad you have chosen Main Street Christian Education Center to begin your child’s education journey. Please thoroughly read the contract and fully complete the last page. Discuss any questions or concerns prior to signing the contract.  Return ONLY the last page.
Hours of operation:  
Half day: 8:30am to 11:30am *Drop off 8:15-8:25am, Pick up 11:30am
Full day: 7:00am to 5:00pm. *Drop off 7:00-8:25am                                                    
                                                      Pick up 3:00-5:00pm* Families will select times*
Except for medical appointments or emergencies drop offs should be no later than 8:25am.  We will staff all day hours according to scheduled pick up times, please specify your drop off and pick up times on the last page of this form. Please do your best each day to stick to your selected time. Notify the office if you need to change your times.
Later drop off and earlier pick up times can be accommodated, if necessary, each day without permission if they are in the specified window (drop off 7:00am to 8:25am or pick up 3:00-5:00). Simply send a message on Bright wheel if you will be dropping your child off later or if you will be picking up earlier. Be mindful of rest time (1:00pm-3:00pm) when picking up.  
**Please give as much notice in advance as possible and wait for staff confirmation if you are going to drop off outside our designated drop-off window (later than 8:25am) or if you need to pick up before 3:00pm. Our teachers run the car line and after 8:25 need to be in their classroom to maintain ratio. We also use rest time for our teacher breaks/lunches. There are less staff available to bring children to the car during rest time and you may have to wait some time for staff to be available if you do not have confirmation from our staff.
Enrollment
	After your application is approved the following items are required and must be submitted within one week of the first day of school unless otherwise noted:
· Current immunization record or notarized exemption. To be valid it needs a physician’s signature and date. (Unfortunately, print outs from my chart are not a valid record). This can be emailed to cecadmin@mainstreetcec.org, or faxed to 859-474-3490.
· Supply fees and Application fees should be paid no later than orientation.
· The last page of this contract should be completed and submitted. You can place it in your child’s folder or email to cecadmin@mainstreetcec.org 
· Form, we need these fille out each year in order to apply sunscreen to your child. You may supply your own or opt out, but you must complete a form. This form can be found on our website at www.mainstreetcec.org  under the forms tab. Completed forms can be placed in your child’s folder or emailed to cecadmin@mainstreetcec.org.
· Medication Administration Authorization Form (if needed). This form is to be completed for any item needing to be applied to or given to your child. This includes diaper rash cream, lotion, ChapStick, over the counter medication and prescribed medications. The form can be found on our website at www.mainstreetcec.org under the forms tab. Completed forms can be placed in your child’s folder or emailed to cecadmin@mainstreetcec.org.

Tuition Payment and Fees
As a nonprofit program your tuition fees go directly to paying our teachers’ salaries. Prompt payment is necessary and appreciated.
           Tuition:
· Payments are due on the 1st of the month and considered late on the 11th day of the month. Late fees are $30 for each month you are late on payment. 
· If a family needs alternative payment plan or to extend their due date for a certain month, they should reach out as soon as possible but no later than the 10th of the month. Preferably before the due date to avoid late fees.
· Tuition will NOT be prorated for families who elect to end enrollment prior to the end of the month OR for families who choose to begin enrollment after the first of the month. If the CEC chooses to begin or end enrollment, tuition will be prorated for the days attended.
· Adding additional days to your child’s week is an option, if space allows. You will be charged the additional day rate (up to $40/daily depending on age group). First check with your child’s teacher or the administrators to see if there is space.
Fees:
· Curriculum/Enrichment fees are charged per trimester and are nonrefundable. First fee is due at orientation; second fee is due in January. The third fee is for the optional summer program and is due in June only if your child attends the summer.  These fees are used to purchase curriculum and other consumable supplies (snacks, paper, art supplies, manipulatives, books, enrichment activities). 
· Late drop off and Pick up- habitual late pick up and late drop offs are subject to a fee. Charges will be added after FOUR incidents in one month. If an additional incident occurs in a subsequent month a revision of drop off and pick up times will be recommended. If the problem persists, it may be time to consider alternatives options for your child’s care. 
· The fee is $1/per minute for the first 9 minutes. After 10 minutes a $15 fee will be added. After 15 minutes $30 will be added. And $30 will be added every 15 minutes until pick up occurs. Early and late drop offs can be arranged if requested in advance (at least one day prior) or in emergency situations if you let us know as soon as possible if an emergency arises.
· Schedule change fee- All schedule changes for the school year should be requested by September 30th. All requests will be considered and accommodated as our capacity allows. Changes are not guaranteed and due to capacity and staffing not every request can be accommodated. We will do our best to get the schedule you want and will also suggest alternative schedules if your request cannot be fulfilled.  After September 30th any schedule changes are subject to a schedule change fee of $20 per change. 
· If space allows additional days can be added with a cost up to $40 per day added (if temporary). If the change of additional days is permanent, we ask that the change is made at the beginning of the month, and you will be charged the new tuition rate. If changes must be made mid-month, the daily rate will be charged until next month’s tuition invoice. If days are added permanently at the beginning of the month no schedule change fee will be charged. 
· Fees for missing items. Please be sure your child has the items they need for success in the classroom, if your child is routinely missing these items, you may be charged for the CEC or teacher supplying them:
· Lunch items ($1-$3 per item)
· Oversized Ziplock bags for nappers ($7 per bag)
· Tote bags ($15), Folders ($2), Personal school supplies ($1-$3 per item).
Days off (due to: Illness, School Breaks, Snow Days, Vacations)
· Preschool attendance is not compulsory. You can choose to keep your child at home on any day that school is in session for any reason. If you choose to keep your child home, please as a courtesy, let the teacher know through brightwheel. If you keep your child home, you are still responsible for paying for your child’s tuition that day. We staff our classrooms based on enrollment and not daily attendance, so your tuition covers your child’s spot in the program.  If your child is enrolled in CCAP you may be responsible for paying for your child’s missed days. Currently CCAP pays for enrollment and not days attended but they have the right to change that policy without notice. If they revert to paying based on attendance, you will be responsible for paying for missed days. 
· Breaks have been calculated in your child’s tuition. All days available for attending are calculated that that total is divided into equal monthly payments. Your monthly payments do not change due to our breaks. 
· Four snow days are calculated into our Tuition rates. After four snow days, we will issue partial refunds to students who were scheduled to attend that day. This credit will be applied to the next month’s tuition bill. These credits are issued to Full day students only. There are no credits for half day students. There will be no credits for delays or early closings.  This only applies to school wide closings, not if you decide to keep your child home due to the weather. 
· All outstanding balances must be paid before you can enroll for another school year. This applies to siblings. If you have an outstanding balance on the account for any child, the balance must be paid before we consider enrollment. 
Illness Policy
· Please notify the CEC office staff at drop off if your child has had any medication in the last 24 hours. In case of a medical emergency, we must report any medication given in the last 24 hours.  
· If your child needs medication while at school, you must complete the Medication Administration Authorization form on our website. Please print it out and bring it with you at drop off OR fill it out digitally and email to cecadmin@mainstreetcec.org prior to drop off.  This is for any over the counter or prescription medication that must be applied to or given to your child. This includes creams, lotions and ChapSticks.  We are unable to do give anything to your child without this form.
· If your child is found unwell during the school day, you will be notified immediately. Sick children must be isolated from the other children, and we will do our best to provide a comfortable space while they wait for pick up. You or one of your listed authorized pick ups must pick up a sick or injured child within 60 minutes of the notification. 
· The following is a list of common symptoms that would exclude your child from care:
· Fever (a fever is defined as a temperature of 100.4 or higher)
· Vomiting, diarrhea, or severe (debilitating) nausea. (Two or more episodes in 24 hours)
· Widespread rashes or patches of broken skin
· Disruptive cough (persistent, causes vomiting and/or choking)
· Runny nose (continuous or colored discharge)
Lunch Requirements- Full Day Students-(KRS Section 9:19 a, b, c, d):
State regulations require your child to pack what they define as a healthy lunch each, a meal tip sheet is included both in your orientation folder and on our website. State regulations list that a healthy lunch should contain:
· 1% milk to drink (unflavored)
· A serving of protein (meat/meat alternative, cottage cheese, yogurt, nut butters)
· A serving of grain (whole grain bread, crackers)
· A serving of fruit and a serving of vegetables (alternatively 2 vegetables)
Lunch suggestions:
· Please omit or limit sugary snacks/treats. 
· Include necessary utensils and an ice pack


Contacting our staff: 
We ask that you help support our staff’s work life balance. They have families and other obligations outside work hours. Teachers are responsible for answering messages during their work hours. If you message Brightwheel after hours our teachers are not responsible for a response until the next day we are in session. We ask, if possible, to send all non-emergent messages during the hours of 7:00am to 5:00pm.  Please try to leave any after-hours messages to emergencies. Please do not contact teachers regarding school matters on facebook, messenger, Instagram, ect. The teachers have the right and are encouraged to notify the administrator if you break the contract and contact them after hours or on social media regarding school matters.  You can email any questions or concerns at any time at cecadmin@mainstreetcec.org . 

 Nap Policy 
The Kentucky state standard of practice for licensed centers require that preschool programs operating for more than 4 hours per day provide a rest time for preschool aged children (922 KAR 2:120 section 6). Per the standard, we are required to provide the opportunity for each child to sleep. This means that the child cannot be distracted or excluded from resting. If the child chooses on their own not to sleep when given the opportunity, the child will be provided with a quiet activity so that the other children can rest undisturbed. Rest time promotes relaxation, rest, self-regulation and refocus so the staff and children can end the day strong. More specifically Main Street CEC has adopted the following nap policy for full day students.
· Rest time will be from 1:00-3:00pm. We dim lights, play relaxing music, reduce hallway traffic/noise and ask for no scheduled pick ups during this time. Obviously, sometimes, although rare, early pick ups need to happen during rest time. We ask that you make every effort to prevent disruptions during nap time and plan pick ups either before or after the rest period. 
· Each child should have a napper. This can be as simple as a crib sheet, blanket and travel sized pillow OR can be as elaborate as all in one napper (check amazon). Children may bring a stuffed item for rest time. This item will remain with the napper all week and it cannot be sent home every night.  Napping items should be stored in an oversized Ziplock bag. It must be able to be zipped closed for hygienic purposes.
· Children will be asked to lay quietly on their napper to see if they are sleepy and in need of a nap. Usually for 30 minutes or until all children who choose to nap are in a sound sleep. 
· If a child falls asleep in the first 30 minutes, they will be allowed to nap the duration of the rest time or until they wake up on their own, whichever comes first. 
· The classroom lights will remain dim and relaxing music will play for the duration of rest time. 
· If the child remains awake after the first 30 minutes, they will be provided with the opportunity to select a quiet activity to bring to their mat. The child can enjoy quiet activities until rest time is over. The child should not be disruptive.
· If a child awakens on their own before rest time ends, they can select a quiet activity to take to their mat. 
Main Street CEC recognizes the developmental sleep needs will change as your child grows. Your child will never be forced to sleep and the opportunity for quiet activities will be available for each classroom. Please refrain from requesting that teachers impede your child from napping entirely. If you would like your child to be completely excluded from rest time, please plan to pick your child up prior to 1:00pm or consider our Traditional (half day) preschool option. We feel the half day option is a great alternative if you feel your child has outgrown resting but are still falling asleep during rest time. 
Discipline Policy
Main Street CEC used Trust Base Relational intervention in our classrooms. TBRI prioritizes building relationships with our students and choosing interventions that keep the child (whenever possible) in the classroom. Our staff has received training hours in TBRI principles and are given practical ways to implement them into their classroom. Your children will receive natural and logical consequences. In certain situations when behavior cannot be regulated in the classroom children may be removed from their class briefly to de-escalate. They may take a walk (with an adult) or come to the office where your child will be supervised in calming activities for de-escalation. If your child’s behavior is a concern, beyond what we typically see in a preschool classroom, you will be requested to come for a conference to see if we can work together to help your child. If behavior is a consistent concern and disruption, you may be asked to find another educational choice for your child. 
Special Educational or Behavioral Accommodations
While we will do everything in our power to accommodate both behavioral and educational special needs, our private, non-profit, preschool program does not have access to all the resources our public partners have in supporting special needs. While we believe our program is adequate, sometimes even better suited for some children with special needs, we believe it is wise and loving to know that we have limited outside resources and our teachers do not have specialized certifications. We are happy to accommodate any already established therapists (ABA, OT, PT, SLP) into our classroom, as needed for your child, please work with the admin and classroom teacher to find the most appropriate time for therapists to visit your child at school.
Termination
This contract can be terminated by you or Main Street CEC by giving a 2-week notice. Reasons for contract termination may include:
· Payments not made on time, and no effort has been made by the family to create and adhere to an alternative payment plan. 
· Disorderly conduct from a child (consistent use of inappropriate language, shouting, causing harm or risk of harm to self or other students, damaging property, consistent behavioral concerns needing de-escalation)
· Failure to submit required forms, after reminders, within the requested time period or within two weeks of the document’s expiration.
· Breech of this signed contract (includes habitual disregard for pick up and drop off times)
· Your child’s educational, behavioral or social development needs are not being met at our school. 
Reasons for immediate termination from our program:
· Disorderly conduct from a Parent, guardian or authorized pick up (use of profanity, shouting, speaking derogatorily or discriminatingly, intimidation, threats, causing harm or risk of harm to self or students or damaging property)
· Physical aggression toward a child or CEC Staff  
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Please direct any questions or concerns with this contract to one of our CEC admins. Please ask any questions or express any concerns prior to signing this contract.  Your signature acknowledges that you have read the contract entirely and you agree to the policies and procedures outlined within. Your initials say you understand the pickup and drop off times. The Main Street CEC may amend this contract by providing a copy of new or changed policies two weeks in advance, your signature will be requested if any changes are made during the school year. 

Traditional (Half day) Students : Hours 8:30am to 11:30am Parents Please initial: ____/_____

                       *Drop off 8:15-8:25am, Pick up 11:30am 
                       Please have your car tag visible at pick up.
Child(ren) Enrolled:
Name:________________________________     Date of Birth: ______________________
Name:_________________________________   Date of Birth:_______________________
Name:__________________________________   Date of Birth: ______________________
Parent/Legal Guardian(s):                                                                                                                                               Signatures indicate: “I have read, understand and agree to the parent contract.”
Name:_________________________  Signature:_________________________ Date:__________
Name:__________________________  Signature:______________________     Date:__________
Please note that after 8:25am teachers are in their classroom for ratio. If you do not give advance notice that you will be dropping off or picking up outside of specified windows, we cannot promise a staff member will be quickly available during that time to get your child or bring your child out and you may have to wait.
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Please direct any questions or concerns with this contract to one of our CEC admins. Please ask any questions or express any concerns prior to signing this contract.  Your signature acknowledges that you have read the contract entirely and you agree to the policies and procedures outlined within. Your initials say you understand the pick up and drop off times. The Main Street CEC may amend this contract by providing a copy of new or changed policies two weeks in advance, your signature will be requested if any changes are made during the school year. 
Full Day Students:   Hours 7:00am to 5:00pm * Rest time 1:00-3:00pm Parents Please initial: ______/_____

Drop off times: 7:00am-8:25a                 Pickup Times: 11:30-1:00 or 3:00-5:00
Please select a drop-off time window, we will staff according to the number of students scheduled to be here. You can always drop off later than your specified time, if you drop off by 8:25a, but NOT earlier. * Simply send a brightwheel message letting us know when to expect you. You can pick up earlier than your selected time but not later. * Send a brightwheel to let us know, please be mindful of rest time 1:00-3:00.
Drop off time (circle ONE): 7:00-7:15, 7:15-7:30, 7:30-7:45, 7:45-8:00, 8:00-8:15, 8:15-8:25
Pick up time (circle ONE): 11:30, 11:30-11:45, 11:45-12:00, 12:00-12:15, 12:15-12:30, 12:30-12:45, 3:05-3:20, 3:20-3:35, 3:35-3:50, 3:50-4:05, 405-4:20, 4:20-4:35, 4:35-4:50, 4:50-5:00.
Please note that after 8:25am teachers are in their classroom for ratio. Rest time is from 1:00-3:00pm. Staff is reduced during rest time for lunch breaks, lesson planning, and team meetings. Because of ratio standards, if you do not give advance notice that you will be dropping off or picking up outside of specified windows, we cannot promise a staff member will be quickly available during that time to get your child or bring your child out and you may have to wait.
Child(ren) Enrolled:
Name:________________________________     Date of Birth: ______________________
Name:_________________________________   Date of Birth:_______________________
Name:__________________________________   Date of Birth: ______________________
Parent/Legal Guardian(s):                                                                                                                                               Signatures indicate: “I have read, understand and agree to the parent contract.”
Name:_________________________  Signature:_________________________ Date:__________
Name:__________________________  Signature:________________________ Date:__________
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