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Godly Rearing And Christian Education  
Abounds 

At 

Roxbury Christian Academy 
�
 

Our Mission 
 

The primary mission of Roxbury Christian Academy is to minister to families at 
their point of need ! Children need a creative, active and stimulating environment. 
Our goal is to provide superior care, instruction and guidance in a Christian 
environment at an affordable price. 
 

Our Philosophy 
 

Superior childcare is an essential part of life in today’s society. Roxbury Christian 
Academy is dedicated to providing services that support and contribute to the 
success and well being of families. As caring professionals, we understand the 
importance of the early years. We are aware that a child’s love for learning will be 
influenced by their experiences at a young age. With that belief we commit 
ourselves to providing stimulating activities, which assist in that developmental 
process, along with  

Godly Rearing And Christian Education. 
 
 
 

Our Promise 
We promise to: 

�  Establish and maintain a safe, healthy learning environment. 
�  Advance physical and intellectual competence. 
�  Support social and emotional development and to provide positive 

Christian guidance. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
�
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School Policies 

 
 
Enrollment:  
To become enrolled in our program you must do the following: 
- Schedule at least one meeting with the Administrator or supervising 

teacher prior to child’s first day. 
- Complete the Registration Packet read all policies in the Parent Handbook  

then sign & turn in Policy Agreement form along with the non-refundable  
registration fee.  

- You must submit a current copy of your child’s immunization records upon 
 enrollment, as per state guidelines. 

 
Goals & Faith:  
Though Roxbury Christian Academy reserves the right to deny enrollment for any 
reason, to anybody, at anytime no child will be denied enrollment because of 
race, religion or ethnic background. 
- Through G.R.A.C.E.- (Godly Rearing And Christian Education), Our goal 

is to provide experiences in which love for God and His Son, Jesus Christ, 
is expressed through music, prayer, social experiences, activities, 
education and conversation; the children then learn to love themselves 
and others as Christ loves us.    

- It is our objective through Bible stories, song, and prayer to help each 
child become aware that God made the world and He cares for it and the 
people in it.     

 
Health & Safety Measures: 
- Staff members are required to pass a drug test and criminal history check 

prior to employment. 
- At least one staff member certified in CPR and First Aid will be on sight at 

all times. 
- This is a smoke, drug and alcohol free environment. 
-  All children will remain under close supervision. 
- A plan is posted in each classroom that gives procedures in case of 

weather emergencies.  
- If evacuation is necessary care will continue in either the Unitarian Church 

east of our facility or school 106 just 2 blocks south and parents will be 
notified with a phone call. 

- Emergency drills with instructions will be given to the children throughout 
the school year. 

- In the event of illness, serious injury or death of a provider parents will be 
notified by telephone or written notice depending on the situation. 

- Our open door policy welcomes you to visit at any time.   
- We have a pass code entry system. 
- State guidelines for ill/sick children are strictly  followed . 
�
�
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Operating Hours:  
- Mon – Fri. 7:00 A.M.- 6:00 P.M.(or when the last child of the day has left). 
 
10 Hour Block: 
- Each child is allotted a 10 hour block per day and must be picked up 

within 10 hours from the point they are dropped off. (Ex. 7:00-5:00, 7:15-
5:15, 7:30-5:30 etc.  

- Anytime past the 10 hour block will be subject to late pick up fees 
beginning at the 1minute mark past the 10 hour block at a rate of $ 15.00 
per quarter of an hour. 

- Our clocks are set with the Downtown time and are checked on a regular 
basis; therefore it will be our clock time that we will go by. 

- All clients whether self pay or CCDF are required to pay late pick up fees 
the very next morning at the latest. 

 
Daily Schedule- Approximate: 
7:00    Early arrival free time, group play. Early arrivals may also eat breakfast 
            brought from home at this time. Breakfast is over at 8:15 A.M.  
 
8:30 Clean up/Circle Time. 
 
8:45 -9:00 Christian Education w/ prayer, singing, Bible stories, memory verses 
 and A.M. snack. 
 
9:00  Class time for Preschool & Kindergarten. 
 
11:15 Recess & Alternating lunches, depending on how the morning went. 
 
12:30 Circle time. Prepare for rest period. 
 
1:00- Rest period 
 
3:00    Clean up from rest period/ take restroom break. 
 
3:15    P.M. snack.  
 
3:30 Pick up begins. Various indoor/outdoor activities. Group games & 
 independent play. 
 
5:00 Cool down period. Quite activities such as reading, puzzles, table games, 
 etc… 
 
6:00 All children must be picked up by 6:00 pm to avoid late pick up charges.  
 
Rest Period:  
- All children need a period of rest from a busy schedule.  
- Our rest period takes place between the hours of one and three. 
- Those that do not sleep are required to rest and not disturb the others and 

after resting may be allowed to participate in a quiet activity. 



 5 
- Naptime toys are not permitted. 
- A small lightweight sheet or cover may be brought for naptime.  
�
Food & Drink Items: 

DO NOT SEND CANDY TO SCHOOL!  
- All food and drink items are to be brought in lunch containers.  
- Bottles for those younger than 1 year old must arrive pre-made prepared 
 with child’s name, and date labeled on it. This is a daily requirement!  
- Do not bring bags or boxes of food or bottles of juice or jugs of milk to be 

stored here.   
-  Do not bring canned food items unless they are pull tab. PULL TAB CANS  

ONLY!!!! 
- Do not bring drinks that need to be made here. All drinks must come ready 
 to serve. 
- During warm weather months we ask that you pack sandwiches & finger 
 foods that is easily taken outdoors for picnics.  
- Please do not allow children to carry in open conta iners of food or 

drink into the building. 
- Please do not allow children to eat or drink in th e hallway. 
 
Meals: 
-          Those arriving before 8:00  may bring a single serving of breakfast from 
 home to eat here between 7:30 - 8:00.  
-          Children arriving at 8:00 or after need to have already eaten breakfast. 
- All children are required to bring their lunch. 
- Please make sure that your child has a nutritionally balanced meal, 
 whether it’s for breakfast or lunch.  
 
Snacks & Supplies:  
- Each August we will hold a snack & supply drive. We would like each 

family to donate at least 2 items on the list per child they have enrolled. Of 
course, we would not stop you from donating more than that.  

- Please make sure all items are turned in by the designated due date. 
 
Holidays: 
- We will be closed for the following holidays: Labor Day, Thanksgiving and 

the day after, Christmas Eve thru New Years Day, Memorial Day & July 
Fourth  
(weekly tuition will not be pro-rated for these days). 

- If a holiday falls on a Saturday we will be closed the previous Friday. If it 
falls on a Sunday we will be closed the following Monday in recognition of 
the holiday. 

 
Breaks:  (weekly tuition will not be pro-rated for these days) 
- We will be closed for Winter Break from Christmas Eve, December 24th 

thru New Years Day, January, 1st.  
- If a holiday falls on a Saturday we will be closed the previous Friday. If it 

falls on a Sunday we will be closed the following Monday in recognition of 
the holiday. 
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�
Personal Days: 
- Five personal days at half the tuition are given to full time students only 

who have been with us for 1 full year.  
- There are no pro-rated or personal day benefits for part time students. 
- Additional personal days will require the regular weekly tuition after the 5 

allotted personal days at half the cost have been used. 
- There are no exceptions to the above policy unless otherwise pre-

arranged through the office due to extenuating circumstances. 
- No other time off with out paying is given. 
 
Closure Days : Fees will not be pro-rated for these days. 
 
- In case of emergency closures due to bad weather or extenuating 

circumstances a message will be placed on the voice mail accordingly. 
- During threatening weather please call the school by 6:00 A.M. to find out 

if we will be opening on a delay or if we will be closed due to the weather.   
- Since it is a requirement by the State to be CPR certified, school and day 

care may be closed for 1 or 2 days depending on the scheduling for the 
CPR renewal classes.  

- The exact date will be announced and the time closed for renewal will not 
be pro-rated. 

 
Arrival & Departure : 
- Parents must escort children to the classroom so that the teacher is aware 
 of their arrival. 
- All children must be signed in by person dropping off and signed out by 

person picking up. 
- Anyone picking up must be on the pick up list.      
- In the event of extreme circumstances where someone on the list cannot 

pick up, it will be at the discretion of the Administrator or Supervising 
Teacher to obtain verbal permission from the parent for someone not on 
the list to pick up their child. 

 
DO NOT SEND CHILDREN INTO THE BUILDING BY THEMSELVE S! 
 
Punctuality : 
 
- During the school year we ask that all students be at school no later than 

8:45 A.M. This helps to keep a class schedule. 
 
�
Dress & Personal Grooming:  
- Articles of clothing portraying witchcraft, magic or demonic looking 

characters are not permitted. 
- Girls may not wear low cut tops, short skirts or dresses or extremely short 

shorts. 
- We are aware of how rough children can be on clothing; however, children 
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should attend school in clean clothes free of rips, holes or tears. 

- Girls must wear shorts under their dresses to be allowed to play on the 
playground equipment during recess. 

- Children are not permitted to arrive at school in their pajamas. They must 
be completely dressed. 

- All shoes must be tied or properly secured on the feet upon arrival. 
- Appropriately fitting shoes must be worn. No lose fitting shoes or flip-flops. 
- Students should display good grooming habits including; clean body, hair 

and teeth. 
- Children are allowed to bring toothbrushes and paste to school to use 

after meals. 
 
Back Pack: 
- All children are required to bring a backpack large enough to store a small 

blanket, and change of clothes. 
- Child’s name must be on backpack and everything inside. 
- It is up to the parent to make sure that there is a change of clothes in the 

backpack on a daily basis. If the clothes are used please make sure they 
get replaced. There is nothing more embarrassing for a child of any age to 
have had an accident and not have anything to change into. If this 
happens you will be called to bring something immediately for your child to 
put on. 

- We do not borrow clothes from other children. 
- All parents with children in diapers or being potty trained need to make 

sure they keep the following items in their back pack; diapers, pull ups, 
wipes, extra clothing. 

�
Illness & Injury: State guidelines for sick or ill children are strictly followed! 
 
- Please call if your child will not be present due to illness. If you are aware 

of what the illness is please inform the office so we can monitor the other 
children.           

- The State requires that you do not bring your children to school if they are 
complaining of aches, fever, sore throat, etc. 

- If your child becomes sick at school you will be notified to pick them up 
immediately. This will help in preventing the spread of the illness or 
infectious disease to other children and staff members. 

- If your child breaks a fever of 101 ‘ or higher you will be notified to pick 
them up immediately. 

- The State requires that if your child strikes a fever of 101 ‘ or higher they 
may not return to school until their fever has been under 101 ‘ for a 
consecutive 24 hour period without the aid of medication. This means that 
if your child was sent home at 2:30 on Tuesday with a temp. of 101 ‘ or 
higher they may not return until after 2:30 on Wednesday providing their 
temperature dropped below 101 ‘ and stayed that way the minute they left.  

- Depending on the nature of the illness, written medical permission may be 
required before the children can return. We want to keep the school as 
free from virus as possible. 

- In the event of Lice breakout, and depending on the severity, medical 
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permission may be required stating that your child has been treated and 
may resume group activity. 

- As with any illness proper treatment is important. Please make sure you 
follow all medication instructions and medical advice to promote the 
healing of your child. 

- For quick reference a Communicable Disease Chart issued by the state is 
located in the back of this handbook. 

- In case of a minor injury the child will be treated with first aid and the 
parent will be notified. 

- With serious injury the school will first notify emergency medical personnel 
and then attempt to notify the parent or emergency contact.  

- Make sure your emergency form is notarized. Without it needed treatment 
may not be given to your child until you arrive. 

- A parent may be held financially responsible for cost related to injuries 
their child may inflict upon another person.  

�
Medication: 
- Parent must sign medication record for each day that medicine is required 
- A doctor’s note for all over the counter medications is good for one year. 

The note must give the reason(s) why the drug can be administered and 
how much should be given. It must be signed and dated by the doctor. 

- All prescribed medication must have prescription notice with dosage 
amount and doctors information on the bottle. 

- The school will not administer medication to a child that does not have 
their name listed as the patient. 

- The school cannot be responsible for not administering needed 
medication if the parent did not sign the medication form for that day. 

 
Show & Tell And Other Toys From Home: 
- Children may have show and tell on Fridays. 
- Animals are not permitted for show & tell and are not permitted in the 

building. 
- Stuffed animals may not be brought to school. 
- Your child’s toy must be brought to school in their backpack and remain 

there until the designated time for show & tell. 
- Toys from home may not be brought any other day for any other reason 

other than for Friday show & tell. 
- Please make sure your child’s name is on their toy. 
- The school is not responsible for lost or damaged articles. 
�
 
Photographing/Video taping: 
- Photographs and or video footage may be taken of the children to be used 

for class projects, activities and advertisements, as well as for 
documentation for developmental or behavioral assessments which may 
or may not be used in parent/teacher conferences. 

�
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Abandoned items: Initial all items. 
- We are not responsible for replacing discarded items that are unclaimed 
 and un-initialed. 
 
Property Damage: 
- In case of damage to school or church equipment or facility beyond 

normal wear, student families will be required to make restitution for the 
damages their child has caused.  

- In case of loss or damage to toys or school materials beyond normal wear, 
families will be required to replace the item(s) their child has lost or 
damaged. 

�
Communication: 
- All staff will work together to ensure an open line of communication from 

teacher to student, parent to teacher and from office to parent. 
- Office information will be placed in your child’s sign in folder or homework 

folder. 
- Drop off and pick up times are not the time to pull the teacher aside for a 

one on one conversation; the teacher has many responsibilities that may 
keep her from giving you the attention you desire. 

- Please schedule a time for a private conference when you can meet 
during operating hours. 

       
Payment of accounts: Payment is due upon arrival th e first day your child 
is in attendance. 
- Student records, including year end statements will not be released upon 
 dismissal or withdraw of a student unless proper policy is followed and 
 your account is fully satisfied of any and all fees leaving a zero balance.  
Please note! There are absolutely no exceptions  to the above policy under 
any circumstances whatsoever! 
- If your account is not paid in full upon arrival the first day of attendance, 

including all outstanding fees you will not receive the on time payment 
discount. 

- The payment box located by the office is for check or money order 
payments only. 

- Do not put cash payments in the payment box. If the office is closed and 
you have a cash payment please see a teacher for a receipt. Do not leave 
a cash payment without retaining a receipt. Your receipt will be your only 
proof of cash payment in the event there is a discrepancy on your 
account. 

- When paying with cash please bring exact amount as change is not made. 
If you do not have exact change then the remaining balance will be 
credited to your next week's payment. 

- Payments left in backpacks, lunch boxes, diaper bags, on counter or in 
sign in book will not be accepted as on time payments and will not receive 
the discount. 

- Partial payments made the first day will not receive the on time discount. 
- Post dated checks are not considered an on time payment and will not 

receive the discount. 
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- Any account not paid before the end of the current week will result in 

your child being excluded from the program until your account, including 
all late fees is paid. If this happens and you choose not to bring your child 
back you will be charged for the 2 week notice payment with out the on 
time discount. 

- We are not responsible for loss of work if you are unable to leave your 
child due to non-payment and payment will not be pro-rated if you are 
unable to leave your child due to non-payment. 

  
NSF/Closed Accounts or Returned Account Frozen: 
- If a check issued to the school is returned for any reason then a return fee 

of $ 15.00 will automatically be charged to your account. 
-  If this were to occur more than once then you would be required to pay 

with money order or cash for the remainder of your enrollment.  
- If your returned check was a payment made reflecting the on time 

discount you will automatically be charged the difference of the discount 
since technically your account was not paid, in addition to the returned 
check fee. This could be a total of an additional $40.00 for a returned 
check including the original amount of the returned check. 

 
Withdraws:  
- A full two week written notice with a full two week payment by cash or 

money order is required and if not given you will be charged for the two 
weeks at the non discounted rate. 

- In the event your child has not been in attendance for 5 consecutive 
business days without payment or notice to the office as of why, your child 
will be considered withdrawn at which time your two weeks payment will 
be required and we reserve the right to fill your child’s position. 

- You must pay a re-registration fee to re-enroll your child and any 
outstanding balance on your account including any additional fees. Re-
enrollment depends upon availability. 

- We reserve the right to dismiss any child for any reason at any time 
without notice. 

 -         To avoid legal steps, of which you will be responsible for any and all cost    
            related to such steps, your account must be paid in full, including all  
            applicable fees, leaving a $ 0.00 balance upon the withdraw or dismissal  
            of your child.   
 
Financial Sponsor:  
Those signing the policy agreement form are responsible for paying all fees 
including but not limited to: 
-  Weekly tuition, Book fees, Returned check fees, Late pickup/early drop off 

fees, Damage repair fees, Registration fees,  C.C.D.F.parent share, fees 
related to late payments and any other fees not listed here that may arise. 

�
Early drop off / Late pick up fees: 
 
- If a specific schedule has been assigned for you and you drop off earlier 

than your designated drop off time you will be charged an early drop off 
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fee at a rate of $15.00 per quarter of an hour or any portion thereof. 

- We close at 6:00 P.M. (or when the last child leaves). Regardless of who 
picks your child up, the financial sponsor shall be responsible for all late 
pick up fees beginning at 6:01. 

- Fees accrue at a rate of $ 15.00 per quarter of an hour or any portion 
thereof. Example: From 6:01 to 6:15 you will be charged $ 15.00. From 
6:16 to 6:30 you will be charged $ 30.00 etc.  

- If you are late please be responsible to inquire about the amount of your 
late fee and pay it then or at the latest the very next morning.  

�
Parent Handbook: 
 
- It may be necessary in the future to make policy revisions. You would then 

receive an addendum to the handbook to keep for your records. You will 
also need to sign a policy revision form stating that you agree to adhere to 
the new policy. 

- Policies in your parent handbook were created for the sole purpose of 
operating this ministry in such a way that your child would receive the best 
possible; love and affection along with: 

 Godly Rearing And Christian Education. 
- Parents disregarding school policies may need to have a conference with 

the Administrator.  
- If policies continue to be ignored after the conference, the school reserves 

the right to dismiss the child permanently.  
- No refund will be given due to dismissal. 
- Please refer back to this handbook if you have any questions regarding 
 policy. 
- Please keep track of this handbook; a lot of hard work and prayerful 

consideration went into producing it. 
�
Discipline:  
 
- Proverbs 10:17 - He who heeds discipline shows the way to life, but 

whoever ignores correction leads others astray.      
- Romans 13:5 - Therefore it is necessary to submit to authority, not only 

because of possible discipline but also because of conscience. 
- Different levels of discipline are necessary for the child and the entire 

school. We believe that discipline is essential in building of character and 
self- control in each individual child. There are certain behaviors that 
cannot be allowed at school because they disrupt the learning of all 
students, corrupt the character, lower the self-esteem and dishonor Christ. 

         
The following are grounds for discipline: 
      
-  Lying : Proverbs 12:22- The Lord detests lying lips but He delights in those 

who are truthful. 
Matthew 12:36-37- But I tell you that men will have to give an account on 
the day of judgment for every careless word they have spoken. For by 



 12 
your words you will be acquitted and by your words you will be 
condemned.   

-  Swearing : Ephesians 4:29 - Do not let any unwholesome talk come out of 
your mouths, but only what is helpful for building others up. 

          Exodus 20:7 - Do not misuse the name of the Lord your God. 
�

�� Fighting / Intentionally harming others : Ephesians 4:31 - Get rid of all 
bitterness, rage and anger, brawling and slander, along with every form of 
malice. Be kind and compassionate to one another, forgiving each other 
just as God forgave us through Christ. 

           Ephesians 5:1 - Be imitators of God, therefore, as dearly loved children. 
               
- Disrespect: Or any other form of misbehavior that is not mentioned here 

but that the child knows and has been taught is not right. 
Hebrews 13:17- Obey your leaders and submit to their authority. They 
keep watch over you as those who must give an account. Obey them so 
that their work will be a joy, not a burden, for that would be of no 
advantage to you.  

- Child training and discipline will be handled with kindness, understanding 
and Christian principles. 

 
4 Step discipline policy  
 
1). Redirect the child’s attention and give a verbal reminder privately that 
there will be consequences for their negative behavior if it continues. 
  
 If negative behavior continues: 

 
2). The child will be placed in time out according to their age and 
depending on the severity of the matter the parent will be notified and 
asked to speak to the child at that time. 

                    
If the above listed steps have not been successful in putting an end 
to the misconduct then:  

 
3).The parent will be called to come to the office and deal privately with 
the child. The child will remain excluded from group activities until the 
parent handles the matter personally. 
 
If after step 3 we still have a problem:  
 
4). The child will need to be picked up immediately and depending on the 
nature of the matter up to a two- day suspension may be given. 
Tuition will remain the same and no refund will be given for time missed 
due to suspension. 

- Refunds will not be given if your child is permanently dismissed from the 
 program for any reason. 
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- In addition to the above sequence there is an acceleration clause for a 

severe violation. Step 4 will be taken if the child is sent to the office for: 
Intentionally hurting someone causing a major injury. Any child causing 
serious injury to another person may result in immediate dismissal. 

 
- The following steps will be taken if a student of any age is found with any 

form of weapons, drugs or drug paraphernalia: The authorities will be 
called then the parents will be called, in that order. 

- The school expects that parents will administer appropriate home 
consequences in response to school communication about student 
misbehavior. 

-  Parents should communicate to teachers any special circumstances that 
may be temporarily affecting their child’s behavior. 

-  Over the course of time if a student repeatedly displays inappropriate 
behavior (fowl language, causing harm to others, and disrespect to 
teachers or causing damage to materials or facility) the student will be 
dismissed from the program.  

 
Termination of enrollment: 

We reserve the right to terminate enrollment for the following reasons (but 
not limited to): 

- Failure to pay required tuition or fees. 
- Failure to complete the required forms. 
- Lack of parental cooperation. 
- Failure of the child to adjust to the environment after a reasonable amount 

of time. 
- Physical or verbal abuse of any person or property. 
- Our inability to meet the child’s needs. 
- Lack of compliance to handbook regulations. 
- Serious illness of child. 
- False information given by parent either verbally or in writing. 
-  Parental display of inappropriate behavior or language in front of children 
 and/or intimidating and aggressive attitude or language toward children, 
 staff or other parents. 
 
Field trips:  
- Parent consent forms must be signed for your child to participate in a field 

trip. There may be additional fees for field trips depending on the nature of 
the trip. 

-   Some parents may be asked for volunteer help for trips.  
- If you do not wish your child to participate in a field trip then they will 

remain at school while the rest of the class is gone, unless the field trip is 
going to take on the course of a half of a day or more, then we ask that the 
child not attend due to lack of supervision while we’re away. 

- Tuition will not be pro rated if you keep your child home on a field trip day.      
�
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Abuse: 
- It is everyone’s responsibility to ensure the safety of all children. The State 

requires that Child Protection Services (CPS) be contacted upon any sign 
of abuse; be it - physical, sexual, mental or verbal. 

- If your child has received an injury anywhere other than school that is 
fairly noticeable, please inform us of the fact when dropping your child off. 
If you don’t inform us we may call you about it. 

- If a child arrives with a noticeable injury the State requires us to fill out a 
form stating how the injury was sustained.  

- A child arriving with repeated visible injuries may warrant a call to CPS. At 
that point we are required to contact Child Protection Services only. 

 
Neglect / Abandonment:      
- A child left after hours without notice as to why does not necessarily mean 

neglect or intentional abandonment.  It’s very possible that it is an 
emergency situation and due to the circumstances we are just unaware at 
the time.  However, in this day and age we just don’t know. That is why 
every attempt to contact the parent, emergency contact or anyone listed 
on the pick up form will be made. 

- If a child is left after hours and we have not been contacted as to why, we 
will try to reach others on the pick up list. As a last resort and after several 
attempts have been made and we have failed to reach anyone on the pick 
up list or the emergency contact name, it would then be a matter of 
contacting the authorities. 

�
Curriculum & Curriculum Fees: 
- We may use ABeka - Christian curriculum and other supplemental lessons 

as needed.  
- 50% of your child’s (non-refundable) curriculum fee is due the first week of 

August with the remainder of the curriculum fees to be paid within 30 
days. 

- All students, part or full time in preschool and kindergarten must pay for 
the use of these curriculum materials. 

�
Fund-raisers:  
- Fund-raisers may be held throughout the year to help build funds for 

certain recreational items, needed materials for the classroom or 
equipment or other costs not listed. It would be greatly appreciated if we 
had 100% cooperation from our families to help make raising these funds 
successful. If you have any thoughts or ideas on fund-raisers please let us 
know.  

����
����
����
����
����
����
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Tuition Fee Schedule/Registration 
 
On Time Payment Discount: 
Receive a $ 25.00 weekly discount per child when your tuition is paid upon arrival 

the first day of the week your child is present.* 
If not paid the first day upon arrival you will not receive the on time payment 
discount and your payment must reflect the non-discounted rate per child. 
 
Full time rates are for four or more days:  

         Age         Non-discounted               With discount* 
 
Infant – 36 mo.       $160.00 per child   $ 135.00 per child 
3 years         $130.00 per child   $ 105.00 per child 
4 to 6 years        $115.00  per child   $  90.00 per child 
 
Full time is 4-5 days a week and the cost is not pro-rated if the child comes 4 
days as opposed to 5. 
If you are in a full time position and need to transfer to part time then you must 
give a two week written notice with a two week full time payment amount.  
Part time is not available for 4 yrs & up. 
 
Part time rates are for 3 days: Available part time  days are Monday-
Thursday only! 

Age                 Non-discounted    With on time payment discount* 
 
Infant – 36 mo.       $115.00 per child   $  90.00 per child 
3 years         $  97.00 per child   $  72.00 per child 
4 to 6 years                    Part time not available in this age group                   
 
Part time positions are on a first come basis and are any 3 day combination 
between Monday and Thursday. Fridays are not available for part time. If you are 
in a part time program you may change to full time by submitting a written 
request to the office. Just remember that once you go to full time you may have 
to wait for an opening to go back to part time if the need arises. 
1 day programs are not available for any age group. 
 
A 5% discount on the oldest child is given to those enrolling more than one child 
full time. 
 
Registration fees :  
- 1-2 children = $ 30.00 each, 3rd child = $ 25.00 
- Additional children after the 3rd will be $ 20.00 per child. 
- Annual Registration fees are due for all students the first week of May 
 along with�your weekly tuition payment. 
 

*****Above fees subject to change, Call for current  rates***** 
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Assistance Programs  

 
Child Care Development fund Voucher Program ( C.C.D.F.), is an assistance 
program available through the State of Indiana: 
Only full time CCDF clients will be accepted.  
Regardless of whether C.C.D.F. pays your full tuition amount or if you have a 
parent share you are responsible for the registration fees and curriculum fees, of 
which payment arrangements can be made.  
You are also responsible for paying for all late payment and late pick up fees as 
well as, any time during your child’s enrollment that C.C.D.F. does not cover 
regardless of the reason for non-coverage. When this happens the balance you 
owe is due immediately since this is already time that we have rendered services 
for your family. You are also required to follow the withdraw policy or you will be 
charged for the two weeks. 
CCDF pays for 40 hrs per week and your child must be in attendance at least 25 
of these hrs per week. 
If CCDF does not pay or does not pay the full amount because of your child’s 
lack of attendance then you are responsible for any and all portion CCDF did not 
pay. 
Also, we reserve the right to dismiss C.C.D.F. clients in the event C.C.D.F. has 
fallen behind on their payments and restitution has not been made within an 
allotted time frame. 
We reserve the right to limit the amount of C.C.D.F. clients on enrollment.   
 
The outline for the above CCDF policy also applies to any other form of 
assistance program that we may agree to accept. 
 
 
Thank you for reading this parent handbook in full. It is important that we work 
together to ensure the best possible care for your children.  
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