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Carlton Academy Day School
“Nurturing to Success”
POLICIES AND PROCEDURES
	Policy No.
	Policy
	Initials of Parent

	1
	Health forms are required when entering the school and must be renewed at time of expiration or child will be unable to attend school.
	

	2
	Late pickup of children at 12:30 and 6:00PM will result in a $15.00 late fee for every 15 minutes or any portion thereof after scheduled pick-up time. Frequent abusers of pick-up times may be required to withdraw the child.
	

	3
	Make every effort to have your child at school by 8:45 AM.
	

	4
	Please call in the morning if your child is to be absent for more than two days.
	

	5
	Any medication to be given by the school must be a prescription medicine. It must be labeled with the child’s name and written instructions with the parent’s signature provided on a prescribed form.  The school does this as a service to the parents, but the school is in no way responsible nor to be held liable or under any obligation to do so.
	

	6
	Keep children home with the following: those with fever, diarrhea or vomiting during the previous 24-hour period.  Children too sick to participate in the full program including outside play, need to be kept at home.
	

	7
	Please label with permanent marker all clothing, blankets, lunch boxes, toys, books, etc. that your child brings to school.  We will make every effort to keep track of your child’s belongings, but we cannot be responsible for misplacement of these items.
	

	8
	An extra set of clothing must be kept at the school for your child in case of an emergency.  Please place in a zip lock bag with your child’s name.
	

	9
	Parents need to inform the school of changes in address, phone number, employment, emergency information or any changes in family situations.
	

	10
	A one month notice is required when withdrawing your child.  If notification in not provided, the full month tuition is due for the following month, regardless of attendance.
	

	11
	If you wish for your child to have breakfast (to be provided by parent or legal guardian) the child must be at school before 8:20 AM.
	

	12
	If you wish to discuss your child’s progress, please call or e-mail the school for an appointment with his/her teacher.  This is to avoid leaving the children unattended while staff members are speaking with the parents.
	

	13
	If, after a reasonable period of time, it is found that a child is unable to adjust to the school, the school reserves the right to request withdrawal of the child.  This decision is left to the discretion of the Director/Owners.
	

	14
	Tuition is due on the first of each month.  Automatic checking debit or automatic credit card debit payment is the only form of accepted payment. A $25.00 late fee, per week will apply should the automatic debit not occur. All tuition and late fees must be paid by the 7th of the month or your child may not return to school until the balance if paid in full.
	

	15
	Your child’s monthly tuition must be paid whether or not he/she is in attendance that month or any part thereof.  This will assure his/her position in the class.  If this is not done, your child cannot be kept on the class roll.
	

	16
	No child will be released to a person not authorized by a parent to pick up the child.  We must have written or verbal authorization for changes in this respect.
	

	17
	The communication book on the front desk is a great help to us.  Please remember to write any changes there might be in your child’s daily schedule.
	

	18
	The following holidays are observed: New Years Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day and the day after Thanksgiving, Christmas Day and the day after Christmas.
	

	19
	Our security procedures may change from time to time and full compliance with those procedures is required by all parents.  No exceptions will be made.
	

	20
	I understand these policies and agree to adhere to them.
	


DATE: _________  CHILD’S NAME: __________________________    
SIGNATURE OF PARENT OR GUARDIAN: _______________________
