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House
  “Specialized Assistance Beyond the Classroom”
  Before & After School Care
1152 Stamper Road, Fayetteville, North Carolina  28303

Phone:  (910) 483-6263      
Fax:  (910) 488-0440

E-mail Address:    tutoringhouse@aol.com
WEBSITE:  www.tutoringhouse.com
Shirley Grissett, Director/Owner

OFFICE HOURS:  Monday-Friday:  8:00 a.m. - 10:00 a.m. and 4:30 p.m. – 6:30 p.m.
Dear Parents:
Enclosed you will find information concerning the Tutoring House Before and After School program.  
REGISTRATION INFORMATION:  Enclosed is the basic registration information needed for your child. 
All children registered into the program are required to complete the following: 

· Registration Form 

· Pick up and Emergency Form
· Information/medical form (children are not required to have a physical) 

· Kindergarten children must have shot records 

· Discipline Policy Form 

· Permission Form 

· Handbook Agreement 
Active Army
· Service member’s military orders 

· Leave and Earning Statement (LES) 

The above registration information needs to be returned to the Tutoring House office before your child begins the program. No child will be permitted to start the Tutoring House program unless the registration information is complete. 

CALENDAR/HANDBOOK: We have included a calendar with payment coupons on the bottom of each month. Payment is due to the Tutoring House office by Friday before the week of care. No child will be allowed to attend the Tutoring House unless payment has been received. Be sure to include your child’s name and school on the money order or cashier’s check.  All participants will receive a tax statement regarding all payments received for 2011 mailed out by February 15, 2012. Only children that are registered for the All Day Care program must pay for all day care days.
PAYMENT INFORMATION: Payments are due Friday before the week of care. The Tutoring House is operated on a pre-payment basis. Tutoring House is a continuous program. Once you have registered your child for the Tutoring House you must make payment for each week until you withdraw your child from the program. Payments received at the Tutoring House after Wednesday, the week of care, are considered late and you will be charged a $15.00 late fee. Your child will not be able to attend the program until payment has been received. Payments may be mailed or brought to the Tutoring House office during business hours Monday-Friday 8:00 a.m.-6:30 p.m. Tutoring House accepts cash, money orders and cashier’s check
OBJECTIVE AND GOAL: Tutoring House’s objective is to provide a comprehensive before and after school tutoring program for children. Our goals are as follows: 

To help children develop their fullest potential by focusing on a safe and healthy environment where children can learn and have fun. 
· Self-awareness, confidence, and self-expression. 

· Promoting creativity and self-expressions. 

· Promoting independence and decision making. 

· Interpersonal relationships. 
· Assist in understand and completing class assignments and homework

The Tutoring House staff thanks you for entrusting us to take care of your child for the school year. Please do not hesitate to contact our office if you need additional information. Our number is (910) 483-6263. 
HANDBOOK FOR PARENTS 
INTRODUCTION 
The calendar has been designed to give parents an overview of the Before and After School Child Care Program. Parents should feel free to meet with the Tutoring House Supervisor to discuss any of the policies, goals, philosophies, or content of the program. Parents are always welcome to visit anytime….Special Events is a great time to visit (ex:  intersessions and or teacher workdays). No child will be allowed to attend the Tutoring House program until all registration paperwork is completed. This includes a Parent’s Handbook Agreement that must be signed stating that, as a parent or guardian, you have read and completely understand the handbook and you agree to follow all rules set forth in this handbook. 
ELIGIBILITY 

All children in Cumberland County Schools beginning kindergarten (no younger than 5 by August 31st) through grade five (no older than 12 by August 31st) who can benefit from the program are eligible to attend. 
SNACKS and MEALS 

All snacks and meals served at the Tutoring House meet all USDA standards. Please be sure to notify the Tutoring House staff about any allergies your child may have by listing them on the medication form. 
PARTIAL WEEKS
The Tutoring House does not pro-rate weeks with exception of the inclement weather policy. Only children that are registered for the All Day Care program must pay for all day care days. Children that are registered for the before and after school programs will have to pay for full days. Holidays and teacher workdays are taken into consideration when determining rates. 
ABSENCES
There are NO refunds, credits, or transfer of payments for absences, sickness, mishaps, or holidays.  A full week’s fee is required if your child is absent for any amount of time. Whether your child attends all of a week, part of a week, or none of a week, full payment is still due unless you withdraw your child, with prior notification from the Tutoring House. You must contact the Tutoring House to withdraw your child. 
WITHDRAWALS
All withdrawals from the program must be submitted at least two (2) weeks in advance to the Tutoring House Office. Failure to notify will incur a bill. If you wish to re-enroll your child later, another registration fee will be required. Remember that the Tutoring House is a continuous program and you are responsible for every week until you withdraw your child with prior notification. 

INSURANCE INFORMATION
The safety and well being of students is of utmost importance to us. Not withstanding our intense efforts at risk prevention, there will be some accidents that will result in injury to some of the students during their time at the Tutoring House.  It is essential that you make arrangements for insuring your child against accidents. Please be advised that the Tutoring House does not provide insurance coverage for injury to students at school. If you do not have insurance, you will need a notarized statement saying Tutoring House is not liable for accidents concerning your child if Tutoring House was not negligent. 
PICK-UP OF CHILDREN
Only authorized persons whose names appear on the emergency form will be allowed to pick up your child. NO EXCEPTIONS TO THIS RULE. Please be prepared to present a photo ID at all times when picking up your child.  We care about your child and never want him/her to get in the wrong hands. Please help us by providing all necessary custodial papers and information. All children attending the morning programs MUST be signed in by their parent or guardian 

PAYMENTS
PAYMENTS ARE DUE FRIDAY BEFORE THE WEEK OF CARE.  All programs run on a pre-payment basis. The Tutoring House is a continuous program. Once you have registered your child for the Tutoring House program you must make a payment for every week. Payment received at the Tutoring House office after the Wednesday of the week of care is considered late and you will be charged a $25.00 late fee. Your child will not be allowed to attend the program until payment has been received. Payments can be mailed, brought by during business hours (Monday-Friday, 8:00 a.m. - 10:00 a.m. and 3:00 p.m. – 6:30 p.m.) Credit Card payments (Visa/MasterCard) are also accepted.  
Please bring exact change when making cash payments. 
TUTORING HOUSE ACCEPTS CASH, MONEY ORDERS, DEBIT CARDS, (WITH LOGO ON IT) VISA OR MASTERCARD. You may also set up Bill Pay with your bank to send payments to the Tutoring House bank.  Parents should use their child’s name and school as the account number. 
MAILING ADDRESS:  

TUTORING HOUSE, 1152 STAMPER ROAD, FAYETTEVILLE, NC 28303
SCHOOL YEAR FEES

Registration:   $20.00-Traditional & Year Round Schools 
WEEKLY RATES:
Before School Only 

$75.00 per child
After School (6:00) 
$75.00 1st child 
Before and After 
$135.00 1st child $65.00 2nd child 



$100.00 2nd child $55.00 3rd child 



$85.00 3rd child 
Intersession 
$150.00 1st child 
All Day Care

$145.00 2nd child
All Day Care


$135.00 3rd child
All Day Care
Early Release Day 

$20.00 1st child 




$20.00 2nd child

$15.00 3rd child 
LATE PICK-UP
The after School program runs until 6:00 pm.  Parents will be charged a $1.00 per minute late fee if they pick up their child after 6:00 p.m.  Children may be terminated from the Tutoring House Program for excessive late pick-ups. The late pick up fee must be paid within one week of the late pick up. 
SICK CHILDREN
If your child becomes sick, your child will be isolated and you will be notified to pick him/her up as soon as possible.  Parents should arrange with their employers to leave work if their child should become ill at the Tutoring House. 
INCLEMENT WEATHER
If school dismisses early for inclement weather, the Tutoring House will operate for two (2) hours after dismissal. Children picked up after two hours will be charged a late fee. If school is completely cancelled due to inclement weather, the Tutoring House will operate as needed. 
If the schools are delayed for children or staff due to inclement weather, the morning program will operate on regular schedule. 
The Superintendent or his designee makes the decision as to whether the Cumberland County Schools will release children early, begin school on a delay or close schools due to inclement weather. Families should refer to the Cumberland County Schools website or local news channels for up-to-date information regarding delays or closures. If school is closed one day or children are released early, there is no discount. 
ALL DAY CARE
The Tutoring House is open on scheduled teacher workdays from 5:30 a.m. until 6:00 p.m. Please see the calendar for the specific days that Tutoring House is open. 
Parents may register for the All Day Care Only Program and pay $30.00 per day. Parents need to be aware that their child must be picked up by 6:00 p.m.  Late fees will be charged to all children not picked up by 6:00 p.m. The Tutoring House will offer lunch & two snacks on all day care days. Parents will be asked if they wish to order a lunch for their child. If a lunch was ordered and your child does not attend, $5.00 will be posted to your child’s account to cover the cost of the lunch. On the week of Aug 17-24 snacks and lunch will be provided. 
INTERSESSION
The Tutoring House will operate for year round students during their intersession weeks. (Exception:  Tutoring House will only be open the first weeks for Winter Break The Tutoring House will be opened during Spring Break.  The Tutoring House will not be open the day before and after Thanksgiving.  Hours of operation for intersession are Monday through Friday, 5:30 am until 6:00 pm.  Intersession is the only time you have the option to not send your child and only pay for intersession weeks used. There is one fee for each intersession week and all children need to be picked up by 6:00 p.m. 

DISCIPLINE 
Appropriate behavior is expected of all children. Inappropriate behavior is dealt with by reasoning with the child, time at the reflection table, and requesting parental reinforcement from the home.  Continued behavior problems, which cause disruption for other children, may be cause for a child’s expulsion from the Tutoring House.  If a child is removed from the Tutoring House due to a behavioral problem, no refund will be given for the unused week of care that has been paid by the parents. The Tutoring House will not tolerate fighting and the use of profanity. Children who fight may be suspended or expelled. 
ACTIVITIES 
Each week the children will have an opportunity to choose classes to be tutored or activities that best fit their educational needs. The children can participate in two staff-instructed activities per day or may choose self-directed activities for their enjoyment. Activity schedule is as follows: 
3:30 – snack -- bathroom

3:30 - 4:30 – Children choose an activity (students must be engaged in some sort of activity)
4:30 - 5:30 – Supervised Study Time (Required)
5:30 - 6:00 – Supervised Study Time
*Children may choose to do their homework from school dismissal until closing. 
NOTICE TO PARENTS
It is your responsibility to keep us informed to any change of employment, address, telephone numbers, hours of work, and emergency contacts. It is imperative that we are able to contact you. 
· Registration fee covers your child’s day care until the end of the school year OR until your child is withdrawn from the program, whichever comes first. 
· If you have a credit on your child’s account, it must be used by the end of the school year. Credits cannot be carried over. 
· If your child requires medication during their time at the Tutoring House, please inform us during registration for paperwork. 
· Tutoring House follows the Cumberland County School system’s calendar. 
· All paperwork will be kept on file until the end of the school year.  After this time, paperwork will be shredded. 
· Tutoring House is not responsible for children’s personal belongings that are lost or stolen. 
· The last day of the 2011-2012 Program is June 8, 2012. 
· The Tutoring House will operate a summer program.  More information will be provided at a later date. 
	ELEMENTARY SCHOOLS IN CUMBERLAND COUNTY



	1.   Alderman Road 
321-1657 
	24.  Lake Rim 

867-6680 

	2.   Armstrong 

485-0941 
	25.  Longhill 


488-1829 

	3.   Ashley 

484-9970 
	26.  Manchester 

960-1550 

	4.   Auman 

864-0344 
	26.  Martin 


864-0762 

	5.   Baldwin 

424-1532
	27.  McArthur 

424-3013 

	6.   Brentwood 

864-0478 
	28.  Miller 


868-4034 

	7.   Brown 

497-0657 
	29.  Montclair 

868-9452

	8.   Cashwell 

424-6751 
	30.  Morganton 

867-0913 

	9.   Cliffdale 

864-0545 
	31.  New Century 

487-2347 

	10.   College Lakes 
488-1763 
	32.  Owen 


424-8636 

	11.   Collier 

424-8236 
	33.  Ponderosa 

864-0824 

	12.   Coon 

425-2140 
	34.  Raleigh Road 

630-1769 

	13.   C. Mills 

424-2593 
	35.  Rockfish 

424-3476 

	14.   C. Road 

486-5282 
	36.  Seabrook 

323-2411 

	15.   District 7 

484-5479 
	37.  Sherwood 

424-3760 

	16.   Easom 

484-8559 
	38.  Souders 


488-1654 

	17.   Eastover 

483-0158 
	39.  Stoney Point 

424-8612 

	18.   Galberry Farms 
424-0846 
	40.  Sunnyside 

483-3026 

	19.   Glendale 

484-9794 
	41.  Vanstory 

483-0419 

	20.   Gray’s Creek 
483-7524 
	42.  Warrenwood 

488-1749 

	21.   Hefner 

860-3184 
	43.  Westarea 

488-1837 

	22.   Honeycutt 

423-7394 
	44.  Wilkins 


864-3745 

	23.   Howard Hall 
822-3483 
	44.  Willis 


484-7903 
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PLEASE PRINT NEATLY
TUTORING HOUSE INFORMATION AND MEDICAL FORM
Name of Child:  











 

Last 



First 



Middle 

Child’s Grade in School:  


 
Date of Birth:  





Father’s Full Name:  










 

Mother’s Full Name:  










 

Marital Status:  

□ Single      □ Married      □ Separated      □ Divorced     □ Widowed 

PLEASE SPECIFY AS “NONE” IF NOTHING APPLIES TO YOUR CHILD.
HEALTH HISTORY: 
99Please list any allergies that your child may have:

Please list any chronic or recurring illness your child may have:

 























_____________
Please list any additional information that you feel would be helpful to the staff concerning your child:

Doctor’s Name:  





Phone Number:   



If required, which hospital would you prefer:  








In the event that I cannot be reached in case of an EMERGENCY, I hereby give permission to the physician named above, or one selected by the Tutoring House, to hospitalize, secure proper treatment for, and to order injection, anesthesia or surgery for my child as named above. 

Parent/Guardian:  










 

Print Name:  












Signature:    












Date:  





 

Immunizations records are required for kindergarten children.
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DISCIPLINE AND BEHAVIOR MANAGEMENT POLICY
Praise and positive reinforcement are effective methods of the behavior management of children.  When children receive positive, non-violent, and understanding interactions from adults and others, they develop good self-concepts, problem solving abilities, and self-discipline.  Based on this  belief of how children learn and develop this facility will provide the following discipline and behavior management policy.  
We:






We:

	DO praise, reward, and encourage the children
	DO NOT spank, shake, bite, pinch, push, pull, slap or otherwise physically punish the children.


	DO reason with and set limits for the children
	DO NOT make fun of, yell at, threaten, make sarcastic remarks about, use profanity, or otherwise verbally abuse children


	DO model appropriate behavior for the children.

	DO NOT shame or punish children when bathroom accidents occurs.

	DO modify the classroom environment to attempt to prevent problems before they occur. 

	DO NOT deny food as punishment. 

	DO listen to the children.

	DO NOT to relate discipline to eating. 

	DO provide the children with natural and logical consequences of their behaviors.
	DO NOT leave children alone, unattended, or without supervision. 


	DO provide alternatives for inappropriate behavior to the children. 
	DO NOT leave children in locked rooms, closets, or boxes as punishment. 


	DO treat children as people and respect their needs, desires and feelings. 
	DO NOT criticize, make fun of, or otherwise belittle children’s parents, families, or ethnicity. 


	DO ignore misbehaviors.
	DO NOT allow disciple of children by children.


	DO explain things to children on their level. 

	

	DO stay consistent in our behavior management program. 

	

	DO use short, supervised periods of “time-out”.
	


“TIME-OUT” 
“Time-out” is the removal of a child for a short period of time (one minute per age of the child) from a situation in which the child is misbehaving and has not responded to other discipline techniques. The “time-out” space, usually a chair, is located away from the program activity but within the staff’s sight. During “time-out,” the child has a chance to think about the misbehavior that led to his/her removal from the group. After a brief interval of no more than 5 minutes, the staff member discusses the incident and appropriate behavior with the child. When the child returns to the group, the incident is over and the child is treated with the same affection and respect shown to the other children. 

HANDBOOK DISCIPLINE POLICY 
Appropriate behavior is expected of all children. Inappropriate behavior is dealt with by reasoning with the child, “time-out” and requesting parent reinforcement from the home. 

Continued behavior problems, which cause disruption of the program for other children, may be cause for a child’s expulsion from the program. If a child is removed from the program due to a behavioral problem, no refund will be given for the un-used week(s) of care that has been paid by the parents. 

The Tutoring House will follow the Discipline Policy as adopted by the North Carolina Department of Human Resources Day Care Division. 

------------------------------------------------------------------------------------------------------------------------------- 
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I, the undersigned parent/guardian of  







                                                                                 (child’s full name)

do hereby state that I have received, read, understand and will comply with the facility’s Discipline and Behavior Management Policy and the Prime Time Handbook. I have received a copy of the N.C. Child Care Laws and Rules Summary. 
Parent/Guardian:  











Print Name:  












Signature:  







 Date:  
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PERMISSION FORM
Please Print Neatly
Name of Child:  











 

Last 




First 



Middle 

I hereby grant permission for my child to use all of the play equipment and to participate in all the Tutoring House programs.  
I hereby grant permission for my child to leave the Tutoring House area under the supervision of a staff member, for neighborhood walks and field trips. I understand that I will be notified of all field trips prior to the departure date. 
I hereby grant permission for my child to be included in evaluations and pictures connected with the Tutoring House program. 
I hereby grant permission for the Director or Acting Director to take whatever steps may be necessary to obtain emergency medical care if warranted. These steps include, but are not limited to, the following: 
· Attempt to contact the child’s physician as listed on the medical form. 

· Contact another physician or paramedic. 

· Call for an ambulance. 

· Have the child transported to an emergency room in the company of a staff member. 

(Any expense incurred under the above will be borne by the child’s family.)

I agree that my child is adequately covered by accident and health and/or a hospitalization insurance policy, which is in effect during his/her participation in such activities. This coverage is by virtue of (check one): 
□
Scholastic Accident Insurance (Offered through school)

□
Personal Insurance Policy: 







 

Name of Insurance Company Policy Number 
□
Military Medical Services Available:  






 

Sponsor’s Social Security Number 

Other (Please List):  











I (we) also acknowledge and certify that this certificate hereby releases and absolves the Tutoring House, its agents, and its employees from all liability for injuries and related expenses not caused by negligence of Tutoring House employees during the operation of the Tutoring House program whether or not the insurance coverage listed above is adequate. 
I (we) also will not hold the Tutoring House responsible for anything that may be the result of false information given at the time of enrollment or as a result of not updating the information and medical forms as necessary. 
I (we) also hereby acknowledge and certify that the information provided on the Emergency Form is accurate and up-to-date to the best of my knowledge. I grant permission for all individuals listed to pick-up my child(ren) from the program. 

Parent/Guardian:  



      






 

Print Name 




Signature 

Date:  
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PHOTOGRAPHIC/VIDEOTAPING PARENTAL PERMISSION

The Tutoring House uses photographs, slides, videos, or illustrations of students for many purposes. Some examples include, but are not limited to, newsletters, annual reports, brochures, presentations, videos, news stories produced by the Tutoring House onto our website and other news media, or in other similar forms of communication. 

This form allows you as a parent or guardian to choose whether your child may be in a video, photograph, or other illustration used by the Tutoring House or other news media sources.
□  
I GIVE permission to the Tutoring House or other news media to make photographs, slides, videos, or illustrations of my child.  Further, I authorize their use without inspection or approving the finished product or its specific use. 

□  
I DO NOT GIVE permission for my child to be included in presentations by the Tutoring House or the news media. 

Parent/Guardian Name (PRINT) 


Parent/Guardian Signature 
Student’s Name




Student’s Age       
Student’s Grade

Date of Signature 

Street Address 

City 





State 



Zip Code 
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REGISTRATION FORM
Child’s Name:  




     Birthdate:  



 

Address



City



State

Zip 

School Attending:  






  Grade:  



Parent’s Name:  











Mother’s Work Number:  



 DL#:  

     State:  


Mother’s e-mail:  











Father’s Work Number:  



 DL#:  

     State:  


Father’s e-mail:  











There will be a $25.00 non-refundable, non-transferable registration fee per child. 
Please Choose A Program

  Before School Only (begins at 5:30 am) 


  After School Only (child picked up by 6:00 pm) 


  Before and After School (begins at 5:30 a.m. – child must be picked up by 6:00 p.m.) 

  All Day Care Only/Intersession/Early Release and scheduled teacher workdays

Office Use Only 
Start Date:  




   Teacher’s Name  
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PICK UP and EMERGENCY INFORMATION FORM

Name of Child:  











Last 



First 



Middle 

CHILD’S SCHOOL:  












School’s Phone:  











Parent’s or Guardian’s Name(s):  









Address:  







   Zip:  


 

Home Phone Number:  









 

Father’s Work Number:  



  Employer:  




 

Father’s Cell Number:  



  
Mother’s Work Number:  



  Employer:  





Mother’s Cell Number:  



  Employer:  




 

Allowed To Pick-Up:  Your child will be released ONLY to those persons listed below. 
Please include yourself and siblings allowed to pick-up. 

Emergency Contacts: List persons (Cumberland County residents only) who we may contact in case of an emergency with your child if we are unable to get in touch with the above parents or guardians. 
Name:  




 
Name:  




 

Relationship to child:  



Relationship to child:  



Home/Cell Number:  




Home/Cell Number: 



 

Work Number:  




Work Number:  



 
