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HISTORY AND PHILOSOPHY

The Methodist Children’s Academy is a ministry of First United 
Methodist Church.  Our half day program began in 1983 as a Mother’s 
Day Out program and play group with two classes, one day a week 
and approximately 18 children.  Our full day program began as a 
contracted program in 1997 and the church took over full operation of 
the program on May 27, 2000.  Today we offer care for infants through 
prekindergarten with a large after school program for elementary 
children.

Our After-School program at MCA strives to provide a secure, safe, 
and supportive environment that gives our families peace of mind 
when they can not be there.  We believe that building strong kids and 
strong families will strengthen the foundation of our communities.  
School age children spend six and a half hours in the structure of 
an academic setting.  As young children, they need the opportunity 
for socialization, active outdoor play, team building activities, 
development of creativity using fine motor skills, and practice in their 
school work.  MCA School-Age Program is conscious of the role of 
extended day programming in the family, the school community, and 
each child’s growth and development.  Nurturing each child, and 
cultivating academic, social, and lifelong success is our focus.

RELIGIOUS EDUCATION

The Methodist Children’s Academy is a Christian childcare program.  
We believe that each child is a unique gift from God, and therefore 
worthy of love, acceptance and support.  We offer a weekly chapel for 
two, three, and four year olds.  We also offer our WACCI (Worship 
Arts, Children’s Choir Inc.) program for our school-age children 
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through out the school year.

ENROLLMENT/REGISTRATION

You must complete and return registration forms as well as your 
non-refundable registration fee of $50.00 per child, prior to your 
child’s first day in our program.

Read this handbook carefully.  You are responsible for the 
information contained in it.  If you have any questions please 
contact the After-School Program Director.

We are a school year program only.  Summer camp is a separate 
program that you may register for prior to summer.  You will not 
forfeit your child’s position in after-school care if you choose not to 
attend in the summer.  If schools are not in session, we will offer 
full day services at no additional cost, however, you must sign up 
prior in order for us to staff accordingly.  If you do not sign up for 
our full day programs ahead of time, you risk being denied care for 
the day.  We are available on Early Release Days.  The cost for the 
month that these days occur will be an additional $5.00 per early 
release day for that month’s tuition.
It is the responsibility of the parent or guardian to keep enrollment 
records as to home and business phone numbers, fee schedule and 
persons authorized to pick up your child.

This program does not discriminate as to race or religion.

TUITION

Tuition payment is due on the first of every month.  Tuition 
payments are considered delinquent after the 5th of every month, 
at which time a late fee of $10.00 will be added to your total.  
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Tuition payments made after the 10th of the month will have an 
additional $25.00 late fee applied.  Tuition not paid by the end 
of the month will forfeit your child’s position in our program.  If 
there is any difficulty in reaching this deadline please notify the 
Child Care Accountant immediately.  Please be advised that two 
returned checks will result in a denial of acceptance of any further 
payments by check.  All future payments must be made in the form 
of a cashier’s check, money order, or cash.

Payment should be made out to M.C.A. or Methodist Children’s 
Academy and can be placed in the payment box, made online, or 
mailed.  Payments by mail must be received by the deadline and 
not just postmarked by the deadline.

LATE FEES

Pick up times is 5:50 p.m.  There will be a late fee of $1.00 per minute 
per child applied to your account for every minute after 5:50.  If 
tardiness exceeds 5:55 your account will then be charged a late fee 
of $5.00 per minute per child for every minute after that.  Early pick 
up is by 4:00 p.m. every day.  A late fee is applied to your account if 
pick up time is after 4:00 p.m.  Habitual tardiness will result in your 
child’s enrollment status to be changed from early pick up to full 
time care.  This will also result in a rate increase.  Beginning with 
your third late notice, your late fee will be increased to $50.00 per 
child until 6:00 p.m. regardless of whether you are one minute or 
ten minutes late.  After your fifth notice, you will be asked to find a 
program that better suits your needs.  If habitual tardiness continues 
we reserve the right to dismiss your child from the program.

Any request for account changes must be directed to the School-
Age Program Director and Child Care Program Accountant.
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WITHDRAWAL FROM THE PROGRAM

You may chose to withdraw from the school-age program any time 
during the year.  You must submit a letter in writing stating your 
child’s last day of enrollment in the program.  If your child has not 
attended after-school for up to one week we will assume you have 
not withdrawn your child from the program and your account will 
continue to be billed your monthly tuition rate.  After two weeks 
of failure to formally withdraw from our program, we will assume 
your child is no longer returning and his/her position will be filled.  
You will also be responsible for all fees accrued during the period 
your child was assumed still enrolled.

DROP OFF AND PICK UP PROCEDURES

The state requires all children to be signed in when they are dropped 
off and signed out when they are picked up.  All persons signing in 
and out must be 18 years or older.  Keep in mind your child must 
be dropped off in the care of a Methodist Children’s Academy staff 
member only.  When your child’s class is participating in any other 
activity outside of their classroom, you must still escort them to the 
designated area to be dropped off with a staff member.

DISCIPLINE

Physical punishment is not allowed.
Humiliating verbal punishment is not allowed.  
The child will be taught to respect him/herself and other students, 
as well as adults through example.  “Inclusive Time Out” is used 
when behavior is unacceptable. (Removal from physical, but not 
visual participation)  An explanation will be given to the child as 
to why his/her behavior is unacceptable.  It is the behavior that is 
not acceptable, not the child.  Positive reinforcement is emphasized 
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and given for appropriate behavior.  We “catch them being good!”  
Parental consultation and cooperation are sought when unresolved 
by the above procedures.  If all other methods fail, a child will be 
removed fro the program.  Parents/Guardians are asked not to use 
physical punishment in the presence of other children participating 
in this program or on the premises.

ILLNESS AND EMERGENCIES

When a child becomes ill or seriously injured, the parent will be 
notified immediately and will be expected to pick up the child 
within a timely manner.  Our policy stated any child that has 
vomited, has had more than two loose bowels, or is running a fever 
of 100.5 or higher must be sent home immediately.  For the health 
and well being of the other children in the program if your child is 
sent home sick, we ask that they do not return the following day 
and are symptom free 24 hours prior to returning.

In the case of an emergency, as determined by the program’s 
staff, the paramedics will be notified immediately.  Parents will 
be responsible for all cost incurred in such emergencies.  It is 
our policy not to administer any medication during our hours of 
operation.  Please try to make arrangements with the school to 
have any required medication during our hours operation.  Please 
try to make arrangements with the school to have any required 
medication administered prior to school’s dismissal.  Please contact 
the program director to discuss any emergency situation where 
medication is required.  If your child does not feel well enough to 
participate in our daily activities (outside play, gym, etc.) please 
keep then at home until they feel well enough to participate.

***Health Department can supercede all of our policies if deemed 
necessary***
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The State of Florida requires every child who attends our program, 
or hospitalizations.

SAFETY AND EMERGENCY SITUATIONS

The personal safety of each child in our child-care programs is jour 
most important consideration.  Only persons authorized on your 
child’s registration form may pick up your child.  You may add or 
delete names on your list by sending a written notice or requesting 
a change to the office.  We request that you call the office if someone 
other than the regular person will be picking up your child.  Please 
inform all new people picking up, that they will need to show proof 
of identification before the child will be released to them  Children 
will not be released to an older sibling unless they are 18 or older.

If a state of emergency is declared by the Escambia County 
Emergency Management or the weather is deteriorating and 
warnings have been issued by the weather bureau and people have 
been asked to stay off the roads, then the church staff in conjunction 
with the program directors may make a decision about closures.  
We will weigh all factors involved before making our decision.  
This is for your safety and the safety of the children.  Watch local 
television stations for any closings.  Our child care programs follow 
the Escambia County School System closing of schools in emergency 
situations.  There may be times when we need to close the center 
due to adverse weather conditions when the school district does 
not.  Listen to WCOA radio station or the local television stations 
for more information about the closing of schools.

Every effort will be made to contact you in the event of an emergency.
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STAFF TRAINING

Training requirements for all our staff are listed below:
40 hour childcare training course
10 hours of annual training
Infant/child CPR training annually
Employment references
Local and Federal Criminal Background check

MISCELLANEOUS

Since our program provides a wide variety of toys and games, we 
discourage children from bringing these items from home.  If items 
from home are brought to the program, staff cannot be responsible 
for the safe return and they may be taken away until a parent picks 
them up.  If it is determined, by the program staff, that a child is 
unable to benefit from the program or that he or she presents a 
danger to other children or staff, the parent will be requested to 
withdraw that child from the program.

Subsidized care is offered through the Early Learning Coalition.  
We do accept vouchers from them, however, it is the responsibility 
of the parent to make sure all the paper work is correct and up to 
date.  If we have not received these forms or they expire, yo will be 
billed for the full tuition.  Please keep in mind if you are receiving 
subsidized care you must sign your child/children in and out 
everyday that they attend.  Any day that is not paid by the state due 
to the parents ‘ negligence in following the documentation policies, 
will result in the parent being billed.
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Child Care Facility Certificate of License Number 
C01ES0084
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