
                     

Preschool	
Enrollment	



Dear Parents, 

Welcome to Discovery Emporium where it is fun to learn when learning is play.  
We appreciate the opportunity to become acquainted with you and extend an 
invitation to become a member of our school family. 

Our program is designed to provide for you and your child the best quality in 
care.  The learning process takes place in a warm, friendly, and nurturing 
environment that stimulates children and brings out their very best.  When you 
as parents choose an appropriate childcare program, it is an important decision 
for both the parent and the child.  Our quality programs offer the child healthy 
social and educational experiences under qualified supervision in a safe, 
nurturing and stimulating environment to maximize each child’s potential.  We 
look forward to sharing with you and your family a pleasant early childhood 
educational experience. 

You must complete and return the forms within 24 hours before attending the 
center for the first time. 

Sincerely,  
Discovery Emporium Administration 



                                                      

                                    Child Enrollment Information 

1 
Child’s Name: __________________________________________ 	 Date of enrollment: ___________________ 
Preferred Name: ________________________________________ 
Address: ______________________________________________      	 City: ________    St: ____     Zip: _________ 
Birth Date: ___________________                Sex: _____              

Mother’s Name: _________________________________    	  Home Address: ______________________________ 
Work Phone:(___) _______________________________       	  Cell Number:(___) ____________________________ 
Email: _________________________________________          Provider: ___________________________________ 

Father’s Name: __________________________________       	Home Address: _______________________________     
Work Phone:(___) _______________________________       	  Cell Number:(___) ____________________________ 
Email: _________________________________________          Provider: ___________________________________ 

Guardian’s Name: ________________________________       	Home Address: ______________________________   
Work Phone:(___) ________________________________ 	 Cell Number:(___) ____________________________ 

           Place of employment	 	           Business Address 	 	              Phone 

Mother________________________       _______________________________     (___) __________________ 
Father_________________________        _______________________________    (___) __________________ 
Guardian_______________________        _______________________________    (___) __________________ 

Other persons to be notified in case of emergency: 

Name: ______________________________________     	  Address: _____________________________________   
Relationship: _________________________________      	  Phone:(___) __________________________________ 

Name: ______________________________________                Address: ___________________________________               
Relationship: _________________________________               Phone:(___) __________________________________ 

For office use only 
Starting Date: _________________________                    Program: ______________________________ 

Tuition: _____________________________                     Time in:__________    Time out:___________ 

Classroom:  __________________________	 	 	 	                            



List any restrictions for the following:	  

Fieldtrips: ___________________________________     
Playground: _________________________________ 

Please list any allergies your child may have: ___________________________________________________ 

Parent’s Signature: _________________________ Witness: ________________________   Date: ____________ 

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) 

Child’s Name: ______________________________   

Parent’s Signature: __________________________  	    Date:__________ 

                                                    Authorization for medical treatment of a minor 

I (we), _______________________ and _________________________ hereby state that I am (we are) the 
parent(s) or legal guardian(s) of ___________________________, a minor, age_____ born on _________ who 
resides with me (us) at_________________________________________________. 

I (we) authorized 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. 

Last Tetanus/Diphtheria Booster___________                Allergies to drugs or foods___________________ 

Please list any special medications or pertinent information: ____________________________________ 

Child’s Physician: ______________________________     Phone:(___) __________________________________ 

Authorization 
Parent’s Signature: _______________________________________         Date: _________________ 

Legal Guardian: _________________________________________          Date: _________________ 

Administrative Signature: _________________________________ 
                                                              



 	 	 	 	 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 Preschool.  It is of extreme importance that Discovery Emporium 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:__________________ 



   	 	 	 	   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 school are an integral aspect of the success of every 
child.  Following these policies will ensure the safety and wellbeing of the children. 

Enrollment 
1. HRS form 3040, an updated immunization record, evidence of freedom from tuberculosis and other communicable 
diseases must be on the child’s file prior to their first day of enrollment. 
2. The only person(s) allowed to add or delete names from the Authorized Pick-Up list is the person(s) signing the 
agreement. 
3. 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 disenrollment. 
*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 (12:30 for VPK only). Please be punctual or make arrangements with an “emergency 
contact” 
which is listed on our form to pick up your child(ren).  If your child is VPK ONLY, wrap-around care is available for the 
day. 

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. 

Diapers  
The following items must be provided by parents whose children are still in diapers: 
*at least 10 disposable diapers                 *wipes                  *creams and ointments                 *lotions	              
(All items must have the child’s name and must be packed in a labeled carrying bag.)  

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. 

A medical release from the doctor is necessary when your child returns to school from any illness or communicable 
disease (strep throat, viral infection, mumps, chicken pox, scarlet fever, pin worms, lice, etc.).  This is a requirement of 
the Department of Health. 

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 Policy 
At Discovery Emporium we strive to develop a positive relationship between teacher and child.  If inappropriate 
behavior does occur, we begin with a positive approach. Discipline at Discovery Emporium consists of positive 
reinforcement and/or redirection.  Our positive methods of discipline encourage self-control, self-direction, self-esteem 
and cooperation among children. 

Keeping each child safe is one of our main priorities here at Discovery Emporium. In order to ensure a safe and pleasant 
environment 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. Be kind and respectful to others. 
2.    Use safe hands, feet, and words. 
3.    Take care of toys, materials, and property. 
4.    Follow directions from teachers and staff. 
5.    Participate in activities without disrupting others. 

Discovery Emporium expects parental involvement and cooperation in all aspects of discipline.  Failure to comply can 
warrant termination.  We reserve the right to discontinue work with any child/parent whose needs cannot be met. 



                                                                             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 illness 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 

Days of Care: M – T – W – T – F, Hours of care are 6:30 am – 6:00 pm.   Late fees will apply if picked up after 6:00 pm 

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 Payment Fees: 
A late fee of $30 will be charged if tuition is not paid by 6 PM on Monday. 

A late pickup fee will be charged as follows: 
Parents will be charged $15 for the first 5 minutes, $5 every minute thereafter until your child is picked up after his/her 
scheduled time.   This fee is due upon pickup. 

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. 

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. Curriculum for the week will be replaced by camp activities. 

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 Enrollment 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 enrollment. 

Termination of Enrollment 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. 



 



                        	 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.  I fully understand these Policies and 
Guidelines and the reasons for their implementation. 
I agree not to solicit Discovery Emporium employees for alternate care.   I agree to hold Discovery 
Emporium and its affiliates harmless in any situation that may occur should I retain the services of a 
Discovery Emporium Employee outside its premises. 

 _______Initials 
____________________________________________________________________________________ 

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

  _______Initials 
____________________________________________________________________________________ 

I/We consent to all Health and Developmental Screenings that are to be completed as part of the 
School Readiness program.	  

________Initials 
____________________________________________________________________________________ 

I 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________________________________________            

Pa r e n t ’s C e l l N u m b e r : ( _ _ _ ) _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _   Pa r e n t ’s Wo r k P h o n e : 
(___)____________________ 

Email: _______________________________________ 

Parent’s Signature_______________________________________     Date: _______________________ 

Administrative Signature:  _________________________________    Date: _______________________  



                                                               ALTERNATE NUTRITION PLAN 

Name of Child Care Provider:  Discovery Emporium  

Name of Child: _____________________________________                  Date: _________________ 

Address: ________________________________________________________________________ 

________________________________________________________________________________ 

Dear Parent/Guardian:  

In accordance with the Port St Lucie County Ordinance parents/guardians and Child Care Providers are 
urged to work cooperatively to assure that children are provided with nutritious snacks and meals 
when they are not offered by the Provider. 

 The Provider agrees to offer a nutritious: (Operator/Director checks those which apply) 
 ☐ Breakfast ☐ Mid-morning snack ☐ Lunch ☐ Mid-afternoon snack ☐ No meals or snack 

 The parent agrees to provide a nutritious: (Parent checks those which apply) 
 ☐ Breakfast ☐ Mid-morning snack ☐ Lunch ☐ Mid-afternoon snack ☐ Dinner 
 ☐ Evening snack  

I have read the preceding and agree to meet the child’s nutritional needs as defined above. 
  
Parent/Guardian Print: ____________________________  
Parent/Guardian Signature ________________________ 

Operator/Director Print: ___________________________ 
Operator/Director Signature: _______________________ 


	Authorization

