ROSA ELENA CHILDCARE CENTER
2380 Enborg Lane

San Jose, CA   95128

(408)279-7515

www.recckids.org
ADMISSION AGREEMENT

CHILD’S NAME: ___________________________________________________________

PARENT/GUARDIAN: ______________________________________________________

STARTING DATE: _________________________________________________________

DAYS REQUESTED (circle):    M      T      W      Th      F         Full-Time          Part-Time

ARRIVAL TIME: _________________   DEPARTURE TIME: ______________________

A.M. TRANSPORTATION FURNISHED BY:  ___________________________________

P.M. TRANSPORTATION FURNISHED BY: ____________________________________

$___________ monthly fee (see attached schedule of fees for current year).  Refer to the “Parent Handbook” for information on late fees and penalties.

The “Admission Agreement” is a document that outlines policies and procedures in accordance with the “Parent Handbook,” “Rate Sheet,” items contained on the “Forms Checklist,” and compliance with Community Care Licensing (CCL) requirements.  Signing this document indicates the family’s agreement with all the information contained in this document and the additional documents listed above.

NON-DISCRIMINATION
The Center serves children and families without regard to race, color, national origin, ancestry, religion or sex and will make no determinations regarding admission or discharge based upon such factors.  Children will be admitted to the program based on interviews, developmental-appropriateness and the Center’s scope of services and care.

BASIC SERVICES
The basic services also include developmentally-appropriate social and recreational activities, Kindergarten readiness program, toilet training assistance and diapering.  Children between ages 2-5 years are accepted for programming.  See the “Parent Handbook” for a detailing of program implementation.  The Rosa Elena Childcare Center does not provide any optional services.

LUNCH AND SNACKS
Parents agree to provide their child with a daily lunch.  Please see the “Parent Handbook” for nutritionally balanced snacks and lunches.  The Center provides healthy snacks in the morning and afternoon.

HOURS OF OPERATION
The preschool is open Monday through Friday from 7:30 a.m. to 5:30 p.m.  

PARTICIPANT RIGHTS
The personal rights of all children shall be protected by the Rosa Elena Childcare Center; including, but not limited to:

· Being accorded dignity in personal relationships with staff, volunteers and other   children.
· Being accorded safe, healthful and comfortable accommodations, furnishings and equipment.

· Being free from any type of punishment, humiliation, intimidation, mental abuse, or other acts of a punitive nature.

· Being able to visit the Rosa Elena Childcare Center prior to admission, along with family or other responsible persons and parents are welcome to visit any time once their child is enrolled.

· Being able to use their own personal possessions as appropriate.

HEALTH
Please do not bring your child to the Center when they are ill.  This is for their protection and the well-being of the other children.  When a child is already present at the Center and becomes ill, we will monitor them, but if the condition persists, or worsens, you will be requested to pick up your child.  Also, it is of utmost importance that you notify us of any new medication or any changes in medication.  In an emergency, knowledge of medication is extremely important.

EMERGENCY MEDICAL OR DENTAL TREATMENT
In case emergency medical or dental treatment is necessary, the following procedures will take place:

· Dial 911 for assessment and transportation to the hospital, if required.

· Call the family/responsible party and inform them of the situation.

ATTIRE
Please dress your child appropriately for weather.  Please send an extra change of clothes.

PERSONAL PROPERTY
All clothing (hats, jackets, sweaters and the change of clothing) should be clearly marked with the child’s name.  All valuables shall be kept at home as the Rosa Elena Childcare Center cannot be responsible for safeguarding the personal property of the child.  The families are responsible for providing diapers and wipes.

CONFIDENTIALITY
Information contained in the child’s records is confidential and disclosure to unauthorized persons will not be made without written consent, except as required or permitted by law.

RATE ADJUSTMENT
It may become necessary because of inflation or other factors to increase the fees.  The Responsible Party will receive thirty (30) days written advance notice of all rate adjustments.  At each notification of a rate adjustment, the Responsible Party can elect to terminate this agreement.  Continued participation by the child in the Center’s program will be considered acceptance of the rate increase.

BILLING
The parent or guardian is responsible for payment and will be billed once per month at the beginning of each month.  Payment is due within five (5) days of receipt of statement.  (If payment is not received by the 15th of the month, late charges at 5% of balance due will be added to your account.)  Your monthly fee is based on a set fee schedule.  No adjustment will be made for absences or holidays.  The monthly fee will remain the same.  Prepayment is required and could affect the days of attendance if not promptly paid.

A one-time, prepaid, non-refundable, $70.00 fee is required with admission packet.
PROCEDURES FOR CHILDREN WHO ARE NOT PICKED UP:
We are not licensed for night-time or overnight care.  If your child is not picked up within two hours after the Childcare Center is closed (e.g. after 8:00 p.m.) and we have not heard from the family, we will consult with Child Protective Services.  Any expense incurred will be the responsibility of the caregiver.  We realize that emergency situations will arise.  Please call and we will do our best to assist you.

TERMINATION OF AGREEMENT
The Center shall have the right to discharge the child immediately, without prior notice, during the first 10 (ten) day probationary period.  The Center shall have the right to terminate the agreement if the child endangers the health and welfare of himself/herself, other children, or any staff member.  Your child is subject to discharge if payment is not made in accordance with the payment policies.  After the probationary period, the Center will give at least one week notice of dismissal.  Upon termination, a credit will be issued for unused, pre-paid services.  A refund will be made within 48 hours.

If a parent wishes to remove the child for any reason, except a short vacation, the parent must give at least two weeks notice.  If no notice is given, or less than two weeks notice is given, the parent or guardian is subject to paying the agreed upon fee for the two week notice period.  Please see the “Parent Handbook” for additional information.

HAND TO HAND SERVICE AND SIGN-IN/SIGN OUT POLICY
The Center does not accept responsibility for any child who is not physically received by a staff member.  Do not drop your child off in front of the building.  They need to be walked into the building and received by a staff member and signed in by the parent or authorized representative (authorizing the Rosa Elena Childcare Center to provide care.)  Upon departure, the family member or designee must sign-out (take responsibility for the care of) the child.  The designee must be listed on the authorization form by the parent or legal guardian and provide a driver’s license or picture identification for the Center to release the child.

INJURIES TO PARTICIPANT
The Responsible Party understands that the Center is not liable or otherwise responsible for injuries to the child.  The Center shall not be responsible for any injuries caused to the child by another child at the Center.  The Center will, in no event, be liable for injuries sustained by the child while away from the Center.

RIGHTS OF LICENSING AGENCY
The State of California Licensing Agency (Community Care Licensing) has the authority to interview children and staff and to inspect and audit child or facility records without prior consent.  CCL also has the authority to observe the physical condition of the child(ren), including conditions which could indicate abuse, neglect or inappropriate placement and to have a licensed medical professional physically examine the child(ren).

FIELD TRIPS
In the event that a field trip is scheduled, family members will be required to complete an authorization form for the child to participate in the field trip.  Parents will also be invited to attend and to provide transportation.

TRANSPORTATION
The Center does not arrange for, nor provide, transportation services.  All transportation arranged by the parent or guardian is at the parent or guardian’s own risk.

PHOTOGRAPHS
Every child’s picture is taken for our Child Information Book.  From time to time the media will come and do a positive article on the Center.  This may include photographs.  Center staff may also take photographs for promotional purposes in print or electronic format.

If photographs are involved, do you want your child to participate?   
YES_____  NO_____.

(No names are used without permission.)
Rosa Elena Childcare Center and Responsible Party have executed this Agreement and each has retained a copy of said Agreement.

NO SERVICES MAY BE RENDERED FOR CLIENTS BY STAFF AT ANY TIME, WHETHER DURING NORMAL WORKING HOURS OR AFTER HOURS. UNDER NO CIRCUMSTANCES SHALL A CLIENT OR THEIR FAMILY ENGAGE STAFF FOR PERSONAL SERVICES.
______________________________________________   ______________________________

Signature of Responsible Party                                                             Date

_____________________________________________   _______________________________

RECC Program Director                                                                           Date
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