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C.A.S.T.L.E. Child Care
A Program of the Sebastopol Union School District

7601 Huntley Street, Sebastopol,  CA  95472

Phone:  (707) 829-4578   Fax:  (707) 823-3601
CASTLE POLICY AGREEMENT

This agreement contains important policies, procedures, and rules by which our child care program operates.  Please read and sign at the bottom indicating your agreement.
1. CASTLE offers before and after school, school vacation, and summer child care for grades TK through 6th on the Park Side Elementary School campus.  We also offer a CIT program for grades 7 & 8. CITs must have prior approval from one of the Site Directors. 
2. The before school program is open at Park Side from 7:00 – 8:15am and from school dismissal until 6:00pm.  During our full day camps, CASTLE is open from 7am – 6pm.  Brook Haven children will take the bus from PS to BH in the morning.  After school, they will either take the bus from Brook Haven or walk to Park Side accompanied by adult staff.
3. There is an annual twenty-five dollar ($25.00) non-refundable registration fee per family and a fifty dollar ($50.00) non-refundable materials fee per child payable at the time of registration.  If you sign up for drop-in care only, the materials fee per child will be discounted to $25.00.  Your child will be enrolled once you have completed the CASTLE Enrollment Form, the Monthly Fee Schedule, the Parent Authorization for Medical Treatment, the Photo and Sunscreen Permission form, signed this agreement and paid the registration fee.
4. Tuition is established prior to admission according to your child’s schedule.  Your contracted rate will be charged regardless of holidays, illness, or personal absences, except as noted in #7 below.  Your contracted rate includes all CASTLE paid holidays.  Fees for August, December, January, March, and June will be prorated to reflect school vacation days.  Optional full day camps will be available during those times, at a daily rate.
5. Payment can be made by cash or check directly to CASTLE; by EFT (free) or Debit/Credit Card ($5 administration fee) through tutionexpress.com; or by Debit/Credit Card ($5 administration fee) through myProcare.com.  You may also pay using myschoolbucks.com ($1.95 fee).  CASTLE also accepts many forms of tuition assistance including River to Coast Children’s Services, 4c’s, and Sonoma Works.  
6. Parents are required to sign their child in (if they are using the morning program) and out with a full signature on a daily basis, noting the time of sign in or out.  Parents receiving tuition assistance must also verify the accuracy of the funder’s monthly attendance sheet with a signature at the bottom by the last day of the month. 
7. We may give a tuition credit in the case of a severe illness, if a doctor’s note is provided.  Tuition may be pro-rated for family vacations only if the vacation lasts at least a calendar week, up to a maximum of three weeks per school year, provided CASTLE receives written notice two weeks in advance.  

8. Extra hours, beyond those contracted, will be billed at $7.50/hour.  Any portion of an hour over the 15 minute grace period will be billed as a full hour. 
9. Your child must be enrolled in the CASTLE program and have all of the enrollment forms completed to take advantage of drop-in care during the school year.  Drop-in care is subject to availability.  Hours will be counted at the end of each month and billed at $8.00/hour, or portion of an hour over the 15 minute grace period.
10. There is a 10% discount on tuition when a 2nd or 3rd child from the same family is enrolled in CASTLE, when tuition is paid in advance.  Full tuition will be billed for the child with the highest tuition and 10% will be taken off the tuition of all additional sibling(s). The sibling discount does not apply to extra or drop-in hours or any additional fees such as field trip costs.  There is also a discount offered to school district employees.
11. Tuition payments are due at the beginning of the month.  If tuition is not received by the fifteenth (15th), a late fee of $15.00 may be applied to your account.  If payment is not received by the end of the month, you will receive a termination notice.  After the 7th of the following month your child will not be allowed to attend CASTLE unless payment has been made or you have agreed on a payment plan with the business office.  If your child’s enrollment has been terminated, re-enrollment may be required before your child may resume attendance.  Resumption of services cannot be guaranteed if there is a waiting list.
12. If you have schedule changes or would like to discontinue services, you must notify the business office, in writing, two weeks in advance.  Tuition adjustments will appear on the following month’s statement.  A $5.00 change fee will be charged for each schedule change.
13. A returned check will incur a twenty dollar ($20.00) service charge.
14. There is a late pick-up fee of $1.00 per minute if you have not picked up your child by 6:00 p.m.  You may give cash to the staff present at pick-up, or your account will be billed for the late fee.  This fee is a penalty and does not constitute agreement to provide afterhours service.
15. CASTLE is closed on all legal holidays, some local holidays and some staff work days.  These include:  Labor Day, Veterans’ Day, Thanksgiving (3 days), Christmas Eve and Day, New Year’s Day, Martin Luther King Jr. Day, Lincoln’s Birthday, President’s Day, Memorial Day, Independence Day.  The 2-3 work days that CASTLE will be closed are determined at the beginning of the school year.
16. CASTLE is open for full day camps on several teacher work days.  Pre-registration is required for these days.  The cost per day is $20.00 for children currently scheduled at CASTLE, or $33.00 for children signed up as drop-in or those not currently enrolled.

17. CASTLE provides full day child care during Winter, Spring, and Summer breaks.  Our annual $25.00 registration fee applies to camps and will be collected upon enrollment if not previously paid.  Sign-ups are available several weeks prior to winter and spring camp and are available in February for Summer Camp.  You may sign-up for only those days that you need, allowing for complete flexibility.  The charge for camp depends upon the number of days per week needed, and full payment for each week is due before your child may attend that week.  Please note: There is priority a registration period for Summer Camp for families in the school district.  After the priority period it is first-come, first-served and we do fill up well before the start of camp.  
18. Please notify CASTLE by phone, email or in writing (with a note in the parent’s notebook or in the payment mailbox) as early as possible regarding your child’s absences.  If your child attends school but does not arrive at CASTLE and we have not been notified, we will begin to look for your child.  Failure to notify us of absences causes a great deal of worry and staff time, so please remember to notify CASTLE of any absences.
19. In order for a child to be picked up by anyone other than those persons indicated on the emergency form, CASTLE will need a signed note from the parent/guardian or telephone confirmation.  In addition, the person designated to pick up the child may need to show a valid California driver’s license before the child will be released.
20. Prescription medication can only be taken at CASTLE if accompanied by a Medical Authorization form signed by a physician.  Medication must be in its original container.  “Over the counter” medicine will only be administered with your written permission.

21. CASTLE reserves the right to discontinue child care services for any of the following reasons: the child care program is unable to meet the physical, social or emotional needs of a child; a child continues (after several interventions) to be a disruption to the program, requiring constant attention from staff; or a parent failure to abide by this policy agreement, such as non-payment of fees, excessive late pick-ups or unexcused absences.
I, undersigned, hereby agree to the conditions of this Policy Agreement.  
_______________________________________________       ___________________    ______________

Parent’s Signature




Date


Director’s Initial
________________________________________________

Child’s Name
