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The Tree House Learning Center

23 Tiffany Lynn Ct., Wentzville, MO 63385

Phone: 636-332-1055    Fax: 636-327-6111

Thank you for your interest in our center!  We look forward to meeting you and your family!  

Please complete the forms included in this file and return to The Tree House Learning Center at your earliest convenience.  

The following is required for your child to be registered and ready to attend:

1. All registration forms

2. A copy of your child’s immunization records

3. $50/$75 registration fee

Each classroom is unique however, the following items will be needed for all classrooms:

1. A change of clothes
2. Weather appropriate outdoor clothing (coats, hat, gloves)
3. Bedding:  a crib sheet, pillow/stuffed animal, blanket

4. XL Ziploc bag for bedding
If your child is not potty trained, you will also need to provide diapers/pull-ups and wipes as well as any diaper creams or ointments.

If you have any questions, please don’t hesitate to call us at the above number.

Again, thank you for choosing The Tree House Learning Center!

The Tree House Learning Center

General Policies
· Hours:  The center is open from 6:00 a.m. to 6:00 p.m. Monday through Friday.  After 6:00 p.m. there will be a late charge of $1.00 per minute, per child.  Late fees are due immediately.  Excessive lateness could result in dismissal from the center.

· Holidays:  To allow our staff time with their families, the center will be closed on the following days: Please remember that full tuition is due for these days.  Please not that if a holiday falls on a Saturday, the center will be closed on the Friday before.  If the holiday falls on a Sunday, the center will be closed on the following Monday.

*New Year’s Day

*Memorial Day

*Independence Day



*Labor Day


*Thanksgiving Day 
* Friday after Thanksgiving
*Christmas Eve Day

* Christmas Day
· Tuition:  Tuition is due every Monday.  There will be a late charge of $10.00 added to your weekly fee if tuition is not received by Monday at 6:00 p.m.  Care will be terminated for any account that falls behind two or more weeks.  Those wishing to re-enroll must bring all accounts up to date and pay the registration fee.

· Returned Checks: A $25.00 fee will be charged for all returned checks.  Any individual that had two or more returned checks will be required to pay tuition with a money order.

· Vacation:  Each full time child will receive 5 vacation days after a year attending the center for 6 months.  A written notice must be submitted 2 weeks in advance.  The vacation days are to be used consecutively.  Single day absences will be charged at the regular rate.

· Arrivals/Departures:  Parents must sign their children in and out upon arrival and departure every day.  Parents must accompany their children to the designated classroom upon arrival and departure each day.

· Authorized Pick-Up:  Names of anyone authorized to pick up your child must be on file with The Tree House.  A picture ID must be presented before the Tree House staff will relinquish a child to anyone other than their parents or legal guardians.  All visitors must stop at the front office and will be escorted to the appropriate classroom.  ID codes are only to be used by those that they are assigned to.  

· Absences:  We ask that you please call the center if your child is going to be absent for the day.  If a child is absent for 2 consecutive weeks without any notification, your child will be dropped from the center.  Re-enrollment will require payment of the registration fee and any past due fees/tuition.
· Public School Closings:  There will be an additional $15.00 per day charge for school-age children and $10.00 per day for kindergartners who spend the entire day at the Tree House due to scheduled school holidays, teacher institute days or snow days.  (This rate does not apply to summer camp.)
· Sick Children:  Please refer to our medical Policies.
· Outside Time: As required by the DHSS, children will be required to go outside, weather permitting, for a minimum of 1 hour per day.  Please make sure you child has weather appropriate clothing.
· Withdrawal:  Two weeks written notice is required when a family is withdrawing their child from our center.  Full tuition will be charged is a written notice is not submitted.
Parent/Guardian Signature:__________________________________  Date:___________________

Tree House Learning Center

Electronic Communication

Our current database allows us the opportunity to communicate between school and home via text and email.  We can email statements, receipts and other financial documentation as well as communication from your child’s teacher (i.e. newsletters, upcoming events etc.).  We can also send messages via text in the event of an emergency school closing or inclement weather, reminders of school wide events (i.e.picture day, class parties), etc.  If you would like electronic communication from the Tree House Learning Center, please complete the information below.

Child’s Name_________________________________________________

Email address for classroom communication:

____________________________________
Mom

Home









Dad

Work

____________________________________
Mom

Home









Dad

Work

Email for statements, receipts and financial documentation:

____________________________________
Mom

Home









Dad

Work

____________________________________
Mom

Home









Dad

Work

Cellular number where you would like to receive text messages:

___________________________________

Carrier:______________









         (i.e. Sprint, AT&T)

___________________________________

Carrier:______________









         (i.e. Sprint, AT&T)

Tree House Learning Center

Medical Policies

· Immunization records are to be provided before the first day of attendance.

· Medical Examination Reports must be provided within 30 days of the time of enrollment.

· To protect all the children and staff at the center, children showing symptoms of a communicable disease must recover at home and must be symptom free for 24 hours without the aid of medication before returning to the Tree House. As outlined by the Missouri Department of Health, these symptoms include, but are not limited to a fever at or above 99 degrees when taken under the arm, diarrhea or vomiting, earache, sore throat, severe cough, difficulty breathing, unidentified rash, conjunctivitis, any signs of lice, chicken pox, measles, and mumps.

· Any medication that is to be administered to a child must accompany a medical authorization form that may be obtained at the front desk.  All medication must be in its original container with the child’s full name clearly visible.  Prescription medication must be in its original container and have the pharmaceutical label with your child’s name and dosage instructions printed and visible. 
· Any child that has allergies must complete an allergy action plan prior to enrollment.  Parents are required to inform the center of all allergies, potential reactions and supply us with a plan of action if such a reaction should occur.  Parents are responsible for updating their child’s information/plan of action as often as necessary.
· Children in attendance must be well enough to fully participate in all classroom activities including outside time.
Parent/Guardian Signature:_________________________  Date:________________

Tree House Learning Center

Photography Policies

On occasion, the Tree House Learning Center will be using various photographs of children, their artwork, or other items produced in their classrooms on our monitors and in our classrooms.

The pictures will be used solely to promote school spirit and to give visitors an opportunity to appreciate the wide variety of outstanding learning experiences and activities that our center has to offer. 

Please fill out the form below indicating whether or not you give permission to the Tree House Learning Center to use photographs/artwork that include or were produced by your child.  No names or identities will be included.

Child’s Name__________________________________________________

_________  I DO give permission to the Tree House Learning Center to use pictures/artwork that includes or was produced by the above child.

_________  I DO NOT give permission to the Tree House Learning Center to use pictures/artwork that includes or was produced by my child.

Parent/Guardian Signature:_________________________  Date:________________

The Tree House Learning Center

Withdrawal Policies


Your child’s well-being is our number one concern.  If we determine that your child is not adjusting to our program, we will withdrawal the child/family from the center in order for you to find more suitable arrangements.  Any of the following actions will result in withdrawal of a child or family.

· The inability of our center to care for your child’s needs.

· Abuse or mistreatment of any other children, the staff, or property.

· Behavior that is dangerous or disruptive to him/herself or other classmates.

· Non-payment, repeated late payments of tuition or excessive late pick -ups.

Parent/Guardian Signature:________________________  Date:_________________

