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Dear Parents:

Welcome to our After School Program. We would like to take this time to explain some of our policies
to you.

It is important as childcare providers to maintain a secure and stable environment for your child. In
order to accomplish this, we must also offer our staff the security of knowing that their employment
with Discovery Emporium is also secure and stable. This becomes an impossible task when some
parents feel that they should not pay tuition when their child is absent for illness or vacation. Your
tuition is what pays our staff salaries. Therefore, if tuition is paid only when your child is in
attendance, it does not allow us to guarantee stability to our staff and quality to all concerned.

For this reason, we require all parents to obligate themselves to their tuition. Should you decide to
keep your child home, for any reason, you will be required to pay your tuition in full for that period of
absence as part of your contractual arrangement with us. Your child cannot re-enter the program
without meeting all your tuition obligations. Therefore, during the Winter and Spring recess tuition
must be paid.

In the event that Discovery Emporium is forced to close due to unforeseen circumstances beyond our
control such as hurricanes, loss of power, floods, etc., parents are responsible for the tuition payment

for the entire week

When your child attends camp days due to a teacher workday a fee of $35 extra per day, per child will
be charged. For early dismissal days a fee of $15 extra per day will be charged.

If for any reason your child will not require us to pick them up, we would also appreciate your
letting us know by 1:30 on the day of the absence. You will receive a penalty of $10.00 when we

do not receive a telephone call.

We would be happy to discuss any of these policies with you personally, or any other concerns you
may have.

Sincerely,

Discovery Emporium Administration



Child Enroliment Information

For office use only
Starting Date: Program:
Tuition: School:

Child’s Name: Date of enrollment:
Address: City: St: Zip:
Birth Date: Sex:
Mother’s Name: Home Address:
Cell Number:(__ ) Email:
Father’s Name: Home Address:
Cell Number: (__) Email:
Guardian’s Name: Home Address:
Cell Number: (__ ) Email:
Place of employment Business Address Phone

Mother

Father

Guardian

Other persons to be notified in case of emergency:

Name: Address:
Relationship: Cell Phone: ( )
Name: Address:
Relationship: Cell Phone:

List any restrictions for the following:

Fieldtrips: Playground:

Please list any allergies your child may have

Parent’s Signature:

Witness:

Date:




Authorization for Student Pickup

In addition to parents, Discovery Emporium needs to have on file the names of other individuals who are
authorized to pick up the child from the school. It is of extreme importance that the school is notified in
writing if anyone other than the parent will be picking up the child. Notification will need to be given on or
before the day in question. Discovery Emporium will not release a child to anyone without a written
authorization from the parent.

Student’s Name:
Authorized for Pick Up (Please Print):

Mother: Yes___ No Father: Yes No

Names of other persons permitted to remove child from center. Please also list their phone numbers and relationship to
child.

1. Work: ()
Relationship: Cell: (__)
2. Work: (__)
Relationship: Cell: (__)
3. Work: ()
Relationship: Cell: (__)
4. . Work: (__)
Relationship: Cell: (__)
5. Work: (__)
Relationship: Cell: (__)
6. Work: (__)
Relationship: Cell: (__)

Please list any special instructions:

After Hours: The administration at Discovery Emporium will attempt to contact the parents and all other authorized
names listed on this form, if children are not picked up after our center closes. However, if no contact can be made to
have the child picked up, legal authorities must be notified. Staff members are not permitted to remove the child from
the center and continue providing care in their home.

Signature (Parent or Legal Guardian): Date:




Permission Slip
Fieldtrips are an important part of our school program. Several fieldtrips are planned for the school year. For this reason,
one permission form is being used to secure parental approval for all trips. These trips will be carefully supervised by
adults. You will receive advanced notice of all fieldtrips. Should you wish your child to participate in these activities,
please sign below. (Not applicable to children under age 4)

Discovery Emporium has taken all necessary precautions to protect your children from accidents during their fieldtrips.
However, should you consent to your child’s attendance at the various field trips, then you, the parent, will hold harmless
Discovery Emporium from any liabilities incurred during these field trips due to the carelessness of others.

Child’s Name:

Parent’s Signature: Date:

Received By: Date:

| Authorization for medical treatment of a minor |
I (we), and hereby state that | am (we are) the parent(s) or
legal guardian(s) of , @ minor, age born on who resides with me (us)
at

| (we) authorize for emergency purposes only any designated employee of Discovery Emporium to consent to any
necessary examination, anesthetic, medical diagnosis, surgery or treatment, and/or hospital care to be rendered to the
above named minor under the general or special supervision, and of the advice of any physician or surgeon licensed to
practice medicine in the State of Florida.

Child’s Name Phone(__ )
Last Tetanus/Diphtheria Booster Allergies to drugs or foods
Please list any special medications or pertinent information:
Insurance Company: Policy #:
Parents or legal guardian
Address

Employer
Employer’s Address

Telephone Numbers where parents can be reached

Father’s Name Business Phone( )
Mother’s Name Business Phone( )
Child’s Physician Phone(_ )

Authorization

Father’s Signature: Date:
Mother’s Signature Date:
Legal Guardian: Date:

Administration: Date:




Policy Agreement

The terms and conditions below define our policies as well as your responsibilities. At Discovery Emporium we believe that an open
line of communication among parents, teachers and the school are an integral aspect of the success of every child. Following these
policies will ensure the safety and wellbeing of the children.

Enrollment
The only person(s) allowed to add or delete names from the Authorized Pick-Up list is the person(s) signing the agreement.
All information in the enrollment packet must be completed prior to the child’s first day of attendance in the center.

Tuition

Tuition is due on the Friday preceding your child’s weekly attendance.

*“Tuition Express” is run on Fridays by noon. All accounts must be enrolled in Tuition express.
*A late fee of $30 is charged on tuition not received by 6 PM Monday.

*Non-payment of tuition by Monday could result in disenroliment.

*Continuous late payments may result in an additional late fee of $50.

Discovery Emporium requires that tuition is paid in full, even if for any reason you should decide that your child be kept at home for a
period of time. Your child cannot re-enter the center after this temporary absence without payment in full of any outstanding tuition
balance.

Center Schedule
A daily schedule of the center activities is posted on the parent bulletin board.

Our facility closes at 6:00 PM. Please be punctual or make arrangements with an “emergency contact”
which is listed on our form to pick up your child(ren).

Late Pick-Up Fees
Late pick-up fees are $15 for the first 5 minutes, $5 every minute thereafter (this means that when you are 10 minutes late your late
pick-up fees are $40).

Holidays

The center will be closed on the following Holidays. Tuition will be charged at the regular rate.
New Year’s Day Memorial Day Fourth of July Labor Day
Thanksgiving Day and the day after Christmas Day and the day after

Arrival/Departure
It is center policy that you sign your child in and out each day on the touch screen monitor. Your child will only be released to those
persons authorized in your child’s records. You must notify the administration prior to anyone coming to pick up your child.

Clothing

1. Clothes worn by the children should be comfortable and casual. Closed toe shoes are required.

2. All clothing must be labeled with your child’s name in permanent ink. The center is not responsible for lost clothing or items that
are not labeled.

Vacation
Discovery Emporium families are entitled to 1 week per calendar year. Request must be made at least 1 week prior to vacation.



Physical Activity

Discovery Emporium recognizes the physical, social and developmental benefits of regular physical activity and fundamental
movement skills (gross motor development) for young children. The service is committed to including physical activity and skill
development as an integral part of the center’s daily routine. Our children are required to participate in a minimum of 60 minutes of
physical activity daily. If your child is not able to participate, a doctor’s note must be provided to the program.

Birthdays
Birthdays are a special time at Discovery Emporium. Advance arrangements may be made with the child’s teacher if a parent wishes
to bring in something simple to commemorate this occasion.

Things From Home
Certain items such as toys, play guns, candy, gum, balloons and money are not permitted at the center. These items should be left at
home for the safety of your own child and other children at the center.

Allergies
If your child has any allergies, please inform the center director and list the allergen information on your enrollment agreement so
we can take the right precautions to protect your son or daughter’s health.

Medications
The staff will administer medication upon written authorization of the child’s parent.

The following guidelines must be followed as per Florida Law:
1. All prescription and non-prescription medication must be in the original container

2. Medications must be labeled with the name of the physician, child and medication
3. Must clearly state medication directions on label

Sick Policy

A skinned knee or a small cut is not an emergency and will be given first aid by qualified member of our staff. In the event of a
medical emergency or accident, we will contact you immediately. If you cannot be reached, the emergency contact listed in the
enrollment form will be called. The center is near excellent hospital services, should their services be required. By signing this
agreement, you are authorizing Discovery Emporium to take any emergency action necessary for the care and protection of your
child.

Your child will need to leave school or be kept at home if he/she develops any of the following symptoms:

* Fever over 100.4

* Severe coughing, causing the child to become red or cause difficulty in breathing
* Diarrhea

* Conjunctivitis (pink eye)

* Unexplained skin rash

* Vomiting

* Head lice

* Any additional signs or symptoms of an illness being present

You will be called to pick up your child as soon as possible from school if he/she develops any of the above symptoms, or comes into
school with any of the above symptoms. Please be aware that your child may not return to school until they are symptom free for at
least 24 hours. Exception will only be granted when a doctor’s note can be provided stating that your child is no longer contagious.

Field Trips

On occasion, children over age 4 will be taken on fieldtrips by the staff of Discovery Emporium. Parents will receive advanced notice
through the center’s monthly calendars. Part of this agreement is the authorization for the center to take your child on such
fieldtrips. Parents are responsible for the cost of bus transportation and admission.



Transportation

Center management and staff must use a transportation log to track children who leave the center to participate in a scheduled field
trip or to be transported by the center. In order to maintain accurate records, center management will review the appropriate roster.
Children must be counted prior to boarding the vehicle and once on the vehicle, also upon arrival at the destination while on the
vehicle and off the vehicle. Signatures of the driver and second staff are required. As to meet the State of Florida Requirement, every
child younger than 6 years old must be transported using a booster seat (booster seat must be provided by the parents or guardians).

Custody and Visitation

In the event of any legal custodial orders that address whether the individual is permitted to pick up or visit a child, a copy of the
court order or legal document must be provided to the center for inclusion in your child’s file. Please note that employees cannot be
responsible for supervising parenting time (visitation), and, as a result, visitation by the non custodial parents is not permitted while
the child is at Discovery Emporium.

Discipline

Discovery Emporium, discipline consists of positive reinforcement and/or redirection. Our positive methods of discipline encourage
self-control, self-direction, self esteem and cooperation among children. The use of physical punishment, deprivation, or ridicule is
never used as a form of discipline.

Keeping each child safe is one of our main priorities here at Discovery Emporium. In order to ensure a safe and pleasant after school
program and bus ride we will be using the following discipline policy:

Any misconduct will result in a written report with one being sent home and a copy kept in the child’s file.
Three written warnings will result in the parents being notified that they have one week to find another program for their child.

We expect the following behavior from your child whenever they are with us:
1. Bekind and respectful to others.

Use safe hands, feet, and words.

Take care of toys, materials, and property.

Follow directions from teachers and staff.

Participate in activities without disrupting others.

vk wn

We will expect the following behavior from your child while on the bus:
1. Stay seated at all times.
2. Use quiet voices only.
3. Help keep the bus clean by not eating, chewing gum or littering.
4. Keep hands and feet in the bus at all times.

We ask that you work with the staff to implement this plan. Please review these rules with your child.

The mentioned guidelines have been developed to ensure the comfort and protection of your child. Discovery Emporium adheres to
all County and State rules and regulations regarding safety, fire, nutrition and child/teacher ratios. Our goal is to create for your child
a safe, comfortable and pleasant atmosphere that promotes learning. We appreciate your questions and welcome your suggestions.
Discovery Emporium looks forward to working closely with you to provide the most wonderful learning experience for your child.



Center Policy on Tuition and Fees

In order to maintain a stable environment for your child, we must also present our staff with the assurance that their employment
with Discovery Emporium is secure. Your child’s tuition is what will guarantee stability to our staff. Our center requires that tuition is
paid even when the child is absent from school for iliness or vacation.

Discovery Emporium requires that tuition is paid in full, even if for any reason you should decide that your child be kept at home for a
period of time. Your child cannot re-enter the center after this temporary absence without payment in full of any outstanding tuition
balance.

Fees are subject to change at the discretion of the Administration. Policies on this contract supersede all other documents given to
parents.

All fees are non-refundable

Tuition

Tuition is due on the Friday preceding your child’s weekly attendance.

*“Tuition Express” is run on Fridays by noon. All accounts must be enrolled in Tuition express.
*A late fee of $30 is charged on tuition not received by 6 PM Monday.

*Non-payment of tuition by Monday could result in disenrollment.

*Continuous late payments may result in an additional late fee of $50.

Late Pick-Up Fees
Late pick-up fees are $15 for the first 5 minutes, $5 every minute thereafter (this means that when you are 10 minutes late

your late pick-up fees are $40).

There is a 10% discount on the oldest child when enrolling two children. This may not be combined with any other discount.
Only one discount is allowed per child.

Tuition is always paid one week in advance.
Annual Registration is due for each child at the beginning of each school year, excluding summer camp.
Discovery Emporium will remain open during Winter and Spring Break. Dates may change according to the local School Board.

Holiday Schedule: Although school will be closed on the following holidays, tuition is still due on these dates. The school may also be
closed infrequently for weather related reasons. Tuition is still due on these days.

*Labor Day *Christmas Day *Independence Day
*Thanksgiving Day *The day after Christmas *Memorial Day
* The day after Thanksgiving *New Year's Day

If one of the above Holidays is on a Saturday it will be observed on the Friday before. If one of the above Holidays is on a Sunday it
will be observed on the Monday after.

In the event that Discovery Emporium is forced to close due to unforeseen circumstances beyond our control such as hurricanes,
loss of power, floods, etc., parents are responsible for the tuition payment for the entire week.



Tuition and Vacation
Discovery Emporium requires that tuition is paid in full every Friday, even if for any reason, you should decide that your child be kept

at home for a period of time or you would like to take time off for vacation. Your child cannot re-enter the center after this
temporary absence, without payment in full of any outstanding tuition balance.

Termination of Enroliment by Discovery Emporium
It may be necessary in particular instances for the Director to discontinue a child’s attendance. Although the utmost effort will be
made to rectify a difficult situation before a decision is made, such decision will be based on the best interest of that child and the

overall operation of the school.

The following are some of the reasons for termination:

*Non-payment of tuition (immediate termination) *Abuse of children, staff or property
*The school’s inability to meet the needs of the child *Violation of school policies by students or parents
*Disruptive behavior *Dangerous behavior

As a courtesy, parents will receive one week notification prior to termination of enroliment.

Termination of Enroliment by Parent

The center requires two weeks written notice prior to the withdrawal of your child from the school. If notice is not given, the center
will charge two weeks tuition.



Parent’s Role

A parent's role in quality child care is vital:

7 Inquire about the qualifications and
experience of child care staff, as well
as staff turnover.

0 Know the facility's policies and
procedures.

ac icate directly with caregi

7] Visit and observe the facility.

O Participate in special activities,
meetings, and conferences.

1 Talk to your child about their daily
experiences in child care.

0 Arrange alternate care for their child
when they are sick.

0 Familiarize yourself with the child
care standards used to license the child
care facility.

More
information
and free
resources:

MyFLFamilies.com/ChildCare

This child care facility is licensed
according to the minimum licensure
standards included in

section 402.305, Florida Statutes
(F.S.), and Chapter 65C-22, Florida
Administrative Code (F.A.C.).
License Number:

License Issuedon _ /_/
License Expireson __/_/__

For more information regarding

the compliance history of this child care
provider, please visit:
MyFLFamilies.com/childcare

(850) 488-4900
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Know Your
Child Care
Facility
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Reports of suspected cases of physical abuse,
sexual abuse, and neglect are received and
referred for investigation by the Abuse Hotline
To report suspected cases of child abuse or
neglect, please call the Florida Abuse Hotline at
1-800-962-2873.

CF/PI 175-24, 03/2014

This brochure was created by the
Florida Department of Children and Families,

Office of Licensing pursuant to 5. 402.3125(5), FS. MyFLFamilies.com/ChildCare

General Requirements

Every licensed child care facility must meet

the minimum state child care licensing standards
pursuant to s. 402.305, F.S., and ch.

65C-22, F.A.C., which include, but are not limited
to, the following:

0 Valid license posted for parents to see.

7 All staff appropriately screened.

1 Maintain appropriate transportation vehicles
(if transportation is provided).

1 Provide parents with written disciplinary practices
used by the facility.

1 Provide access to the facility during normal hours
of operation.

7 Maintain minimum staff-to-child ratios:

Age of Child Child: Teacher Ratio
Infant 41

1 year old 6:1

2 year old 111

3 year old 15:1

4 year old 20:1

5 year old and up 25:1

Health Related Requirements

1 Emergency procedures that include:

+ Posting Florida Abuse Hotline number
along with other emergency numbers.

«  Staff trained in first aid and Infant/Child

CPR on the premises at all times.
Fully stocked first aid kit.

+ A working fire extinguisher and
documented monthly fire drills with
children and staff.

1 Medication and hazardous materials are
inaccessible and out of children’s reach.

Tnlnlnn Requirements

0 40-hour introductory child care training.
0 10-hour il m-semee training annually.
005 ion unit of

training or 5 clock hours of training in

early literacy and language development.
M Director Credential for all facility directors.

Food and Nutrition

1 Post a meal and snack menu that provides
daily nutritional needs of the children
(if meals are provided).

Record Keeping
M Maintain accurate records that include:

Children’s health exam/immunization
record

Medication records.

Enroliment information.

Personnel records.

Daily attendance.

*  Accidents and incidents.

+  Parental permission for field trips and
administration of medications.

Physical Environment

Maintain sufficient usable indoor floor space
for playing, working, and napping.

Provide space that is clean and free of litter
and other hazards.

Maintain sufficient lighting and inside
temperatures.

Equipped with age and developmentally
appropriate toys.

Provide appropriate bathroom facilities and
other furnishings.

Provide isolation area for children who
become ill.

Practice proper hand washing, toileting,

and diapering activities.
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Quality Caregivers

0 Avre friendly and eager to care for children.
0O Accept family cultural and ethnic differences.
O Are warm, understanding, encouraging, and

ol e & )
in a safe, nurturing, and stim i iy responsive oeaahchids.rﬂvldualnse&

¢ turing, & Aat-. 9 : 0 Use a pleasant tone of voice and fregently hold,

Children in these settings participate in daily, cuddie, and talk to the children.
age-appropsials sciviles that help devabop essanficl O Help children manage their behavior in a positive,

Quality Child Care

Ouahty child care offers healthy, social, and
i under qualified sup

skills, build independence and instill seff-respect.
When evaluating the quality of a child care setting,

constructive, and non-threatening manner.

P = M Allow children to play alone or in small groups.
the folowing indicators should be considered: 01 Are attentive to and interact with the children.
Quality Activities 01 Provide stimulating, interesting, and educati
1 Ave chidren initiated and teacher faciitated. actvities. )

01 Include social interchanges with all children. B D g 0f sociel wrd
1 Aoty fih b, needs and developmental tasksfor al cicren.
story telling, music, dancing, and other varied 0" Comeunicaty wih parents,
aclivities. Quality Environments
1 Include exercise and coordination development. 01 Are clean, safe, inviing, comfortable, child-friendly.
0 Include free play and organized activities. N Provide easy access to age-appropriate toys.
M Include opportunities for all children to read, be 0 Display children’s activities and creations.

creative, explore, and problem-solve.

n

Provide a safe and secure environment that fosters
the growing independence of all children.

ENUOR l




Agreement of Discovery Emporium Policies

I, the parent of, have read and acknowledge the above

Policy Agreement which includes the “Discipline Policy”, “Sick Policy”, and “Dispensing Medication
Guidelines”, as well as the Center Policy on Tuition and Fees. | fully understand these Policies and Guidelines
and the reasons for their implementation.

| agree not to solicit Discovery Emporium employees for alternate care. | agree to hold Discovery Emporium
and its affiliates harmless in any situation that may occur should | retain the services of a Discovery Emporium
Employee outside its premises.

Initials

| acknowledge that | have received and read the “Know Your Childcare Facility” brochure.

Initials

| hereby give, Discovery Emporium and its agents, the absolute right and permission to copyright and/or
publish, or use photographic portraits or pictures of my child, or reproductions thereof in color or otherwise,
made through any media for promotional materials, publications, social media or any other lawful purpose
whatsoever. These pictures may be used in conjunction with his/her own or fictitious name.

Initials

Parent’s Name Printed

Parent’s Cell Number:( ) Parent’s Work Phone: ()
Email:
Parent’s Signature Date:

Administrative Signature: Date:




