Enrollment Policy
Enrollment forms will include the following questions to help with prioritizing applications for full classes.  
Kids First application:
1. How may years has your child attended Kids First and Discovery day?

Enrolling for first time__     1year__     2years__     3years__    4 years__

2. Has another child in your family attended  Kids First or Discovery Day?  Yes__  No__  If yes, list child’s name____________________
3. Are you a full member of First United Methodist Church?
Yes__  No__  

Discovery Days application:

1. How may years has your child attended Discovery Day?

Enrolling for first time__     1year__     

2.  Has another child in your family attended Kids First or Discovery Day?  
Yes__  No__  If yes, list child’s name____________________

3.  Are you a full member of First United Methodist Church?
Yes__  No__  

Demographic information shall include cell phones to ease locating the parent during the placement process.

Enrollment forms will be marked with a location (West Campus) and a due date and time (3:00) which will be the same for reenrolling families and for new families.   

Ages served by program: 

Discovery Days generally serves children ages 2-3.  Some children may stay until potty trained or entering preschool.  Discovery Day children must be 2 to begin in a classroom.  If the child turns 2 later in the year, he/she may begin if a space is available. 

Kids First serves children age 3-5 year.  Preschoolers must be 3 by August 31st. of the year of enrollment and must be potty trained.  Pre-kindergarteners must be 4 by August 31st of the enrollment year.  Exceptions may be made for first year preschoolers with a late birthday, if space is available and the director feels the child is mature enough to function in a classroom.  A child may enroll later in the year if age and space permit. 
Reenrollment: 

Enrollment forms will be placed in cubbies of current attendees.  Forms will be due at West Campus on the date and time listed on the form.  All forms received on or before the due date will be considered “on time”. 
New Enrollments:
Enrollment forms can be picked up in the downtown or West Campus office.  People can also call one of the offices and a form will be mailed to them.  Forms can also be downloaded on line from the church website. All forms received on or before the due date will be considered “on time”. If mailing forms, mail to 946 Vermont St. Lawrence, Ks. 66044.
Placements:

Applications are processed immediately after the deadline.  Applications with the highest points will be processed first.  If the enrollment is accepted, the enrollment fee will be deposited and the child will be enrolled.  If first choice is not available, a child may be placed on a waiting list and can be moved if their first choice becomes available. If first choice is not available and family accepts second or third choice, enrollment fee will be deposited.  The application fee cannot be returned later in the family changes their mind or does not get moved into their first choice (or second choice) spot.  Families will go on the waiting list in a lottery order in which the application was processed.  If family declines the placement offered when the director calls, application fee will be returned and not deposited.  Families declining placement may pick up their check or it will be shredded. 
Point System
A point system will be awarded to each application.  Points will range from 0-5.   An application is put in the highest point category possible (there is no addition).  In the event of a parent enrolling multiple children, the sibling’s applications are grouped together in the category of the highest point total to allow coordination of schedules with siblings.  For example, a non church member family has a child reenrolling and a new enrollee.  The reenrolling child’s application has 3 points and the enrolling sibling’s application has 1 point.  Both applications will be processed together with the 3 point applications.  Please note church members are defined as those families who have completed formally joining the church.  
Parent is Board member





4 points
Child is enrolling in third consecutive year of preschool
3 points

(to give priority for third year preschoolers for 5 day class)

Reenrolling child (this child was enrolled last year)

2 points

New enrollee but is full member at FUMC 


1 point

New enrollee (enrolling child had a sibling attend here)
1 point

New enrollee is not member at FUMC or alumni

0 points

Placements

Applications are processed immediately after the deadline.  Applications with the highest point score (5) are processed first.  In the event that equally ranked applicants can’t get their first choice; the names will be placed in a hat and each name drawn will receive the first choice until the class is full.  The remaining applicants will be called to see if they will accept their second choice.  
Then the batch of applications with a 4 will be placed.  The same tie breaking method is used.  

The process continues until all enrollment forms that were on time are processed.  

Later enrollments
Late enrollment forms are welcomed and can be placed immediately (after all “on time” forms were processed) as classroom space available.  

Cancelling enrollment: 
Tuition will be paid for 9 months in the following months: August, September, October, November, December, January, February, March, April.  (No tuition in May, if child began at the beginning of the year.)  Once a family has accepted a placement for their child, the child is enrolled in a program and a month’s notice is needed to withdraw from a program.  If a family leaves the program without giving a month’s notice, the family is responsible for the next month’s tuition.  If a family gives a month’s notice, the final month’s tuition has been paid in advance (if child began at the beginning of the year) and no other fees are collected. 

Please notify Kids First or Discovery Day directors as soon as possible, if your child is going to forfeit their placement for any reason.  This gives times for directors to place someone on a waiting list. 

Enrollment Fees

Enrollment forms shall include an application fee (to hold the assigned classroom placement).

Fee for Discovery Day application:  $30
Fee for Kids First Preschool
    $60
