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PAYMENTS & COLLECTION POLICIES 

Preschool, Before School, After School, Holiday Programs, UPK Extension 

 

The Center’s Payment Policy is as follows: 

Childcare fees are due on the Monday of each week that care is provided. By-weekly and monthly payment plans 

are also available. Please indicate which option you would like when signing your contract with the Bookkeeper. 

Those parents anticipating problems meeting their payments should share their concerns with the Director or the 

Bookkeeper before their account is in arrears. Payments can be mailed or brought directly to the administrative 

offices located on the SUNY Fredonia Campus, (corner of Brigham R. and Temple St.). There are payment 

boxes at all locations. Please do not give your payment directly to any staff members as they are regularly offsite 

and outdoors and cannot be responsible for the payments. Receipts will be sent upon request and monthly 

statements showing account activity for a given month will be distributed through your parent folders. For billing 

questions, please contact the Bookkeeper at 673-4662. 

 

The Center’s Collection Policy and Procedures for past due accounts are as follows: 

 Two Week’s Past Due- A call will be made to the home along with a follow up note that will be sent to the parent 

or guardian through your child’s mail folder requesting payment. 

 Four Week’s Past Due- A notice will be mailed to the home of the parent or guardian requesting payment within 

two weeks to avoid suspension and/or legal actions or payment arrangements* must be made with the Director or 

Bookkeeper. 

 Six Weeks Past Due- A final letter will be mailed from the Center’s attorney to the home of the parent or 

guardian including an immediate suspension notice. To avoid legal action, fees and interest must be paid in full 

within 30 days. 

 

* Payment Arrangements 

A contract must be signed by both parties agreeing to the terms listed. Payment default will be cause for 

immediate legal action. The child may not return to the center until full payment has been received. 
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DEFINITIONS / APPLICATIONS OF RELATED CHILDCARE FEES 

 Waiting List (Center) = $20.00 per child / $10.00 for each additional child 

o We will activate your child’s waiting list application when we receive payment. This fee is non refundable 

and not applicable to any other fee. This fee is used to offset administrative costs, phone calls and 

mailings. 

 Waiting List (School Age) = $5.00 \$10.00 per family 

o This fee is nonrefundable and not applicable to any other fee. 

 Childcare Fees (All Programs) 

o Childcare fees are the weekly amount charged for childcare. It is calculated using the household income, 

size and the child’s weekly schedule. Copies of the Federal 1040 tax returns or copies of W-2 forms for 

most recent year or 4 consecutive pay stubs for each working member for the family are necessary to verify 

income as these are regularly checked by our licensing agency and  food program reimbursement agency. 

The childcare fee is due weekly in advance, no later than Monday of each week the child is scheduled to 

attend.  

 Tuition Deposit (Center, UPK-Extension) = $200.00 

o A tuition deposit is required for all children enrolled in the programs listed above. The tuition deposit is 

due at the time of enrollment. At the time of permanent withdrawal from our programs the tuition deposit 

shall be put towards your final balance or it may be refunded if your account balance is paid in full. 

 Registration Fee (All Programs) = $30.00 per child; $10.00 for each additional child (Max per family = $50.00) 

o The registration fee is annual and is charged with your yearly enrollment paperwork. This fee is 

nonrefundable and not applicable to any other fees. This fee is used to help offset the cost of the center’s 

child accident insurance coverage for the children. 

 Holding Fee (Center) 

o The purpose of this fee is to hold a full or part time slot for families not sending their children to the 

center during the summer months for care.   

o This fee does not apply to college students or DSS families. 

o The holding fee will be equivalent to the fees assessed for one week based upon the planned enrollment 

for The holding fee will not apply to families changing their enrollment from full time to part time during 

the summer months.  

o The holding fee will be charged at the point that a family withdraws for the summer and requests care for 

the following fall semester.  Vacant spots created by families not wishing to pay the holding fee will be 

filled by families on the waitlist. 

o Families reserve the right to request an increase in care from part time to full time and will be charged the 

appropriate holding fee, subject to availability. 

o The holding fee is non-refundable and non-transferable. 

 Late Pick-Up (All Programs)  

o Our late pick up policy and procedures per the Campus and Community Children’s Center Handbook 

are as follows: 

1
st

 occurrence = $1.00 per minute after 5:30 per child 

2
nd

 occurrence = $2.00 per minute after 5:30 per child 

3
rd

 occurrence = $4.00 per minute after 5:30 per child 

4
th

 occurrence = $6.00 per minute after 5:30 per child 
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 Extended Absence Discount (All Programs) 

o For extended absences, not including the school age holiday program, the contracted weekly rate is due 

for the first full week of absence. Then, 50% of the weekly contracted rate will be due for each full 

consecutive week of absence thereafter. This ensures that your child’s slot is not given to someone else on 

our waiting list. 

 Sibling Reductions (All Programs) 

o Sibling Scholarships may be available to families who enroll two or more children in our programs. Please 

see the bookkeeper to find out if you are eligible for a sibling scholarship and for what amount. 

 Prepay discount (School Age Summer Camp Program) 

o There is a prepay discount of $1.00 per day, per child for families that pay their entire school age summer 

camp childcare fees in full before the first day of summer camp. 

 

COMMONLY ASKED FINANCIAL QUESTIONS: 

Q: What are my weekly fees? 

A: Our daily fees are established by our Board of Directors. Your individual daily and weekly fees will be determined 

 when we complete your contract. Based on your personal family information that you are providing to us, we 

 will be able to determine what scholarship amount you may qualify for daily and than what your daily fee/rate will 

 be. (This is why we need your income verification along with other information from you. 

Q: If our family’s income decreases or increases should I notify your office? 

A: Yes, this helps to assure proper scholarship amounts and billing. 

Q: Will I receive a bill for my weekly childcare expenses? 

A: No, we do not send out weekly reminder notices or billing forms to parents. Per your contract, your weekly  

 fees are due every week in advance, no later than Monday of each week unless you withdraw your child from our 

 program. 

Q: Where can I find my weekly or daily fees/rate? 

A: Both fees/rates, daily and weekly, can be found on your copy of the childcare contract that you signed with 

 our offices. If you cannot find your copy of your contract you may contact the office to get this information. 

Q: When are my payments for childcare due? 

A: As indicated above, childcare payments/fees are due to the Center on a weekly basis, in advance, no later than 

 Monday of each week. 

Q: What if I am paid bi-weekly; can I pay my childcare fees on a bi-weekly basis? 

A: Yes, but if must be bi-weekly in advance and it is important to make this known when you sign your contract.  

Q: Can I pay for an entire month at a time? 

A: Yes, but like the bi-weekly payments it would need to be monthly in advance. For example, the payment for the 

 entire month of September would be due by the first Monday of the month. 

Q: Will I receive a statement for my childcare expenses? 

A: Yes, at the end of each month statements will be printed and put into your file folders for your records. 
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Q: What information will be on my monthly statement? 

A: Monthly statements will show all of the activity on your account for the past month. It will list all charges  placed 

 on your account with a brief description along with all payments (credits) posted to your account  including 

 check #’s. You will also find an ending account balance at the time of the printing of the statement and our 

 company’s federal reporting ID number. (If the ending statement balance has a “ “ in front of it, this 

 indicates there is a credit on your account and will be applied to future expenses.  

Q: Will I receive something at the end of the year for taxes? 

A: Yes, a full annual statement showing all charges and payments will be sent to you by the end of January. 

Q: What if I need more than a monthly statement? 

A: If you need more than a monthly statement, please see the bookkeeper. 

Q: Am I charged for days that my child is absent from the program due to illness? 

A: Yes, per the contract you signed, you are charged for all scheduled days even if your child is absent due to  illness. 

Q: Am I charged for days that the program is closed due to holidays or in-service days? 

A: Yes, per the contract, if your child is regularly scheduled to attend our programs on a day that is a noted holiday 

 or a scheduled in-service day as listed on your contract and the Center is closed, then you are billed for that day. 

 (The only exceptions: Good Friday, the day after Thanksgiving, and Christmas Eve day. These three days are 

 not billed) 

Q: Am I charged for days that the center is closed for snow days? 

A: Yes, per the contract you signed, parents are billed for the first two snow days when the snow day falls on a 

 day that your child is scheduled to attend our programs. If there are more than two snow days on your 

 scheduled attendance days then you are only billed for the first two days. 

Q: Am I charged for vacations when I take my child out of the program for a day or two or longer? 

A: Yes, per your contract, you are charged your regular weekly fees whenever your child is absent from our 

 program for any reason. (In the event of an extended absence you are charged your regular weekly fees for 

 the first full consecutive week that your child is absent and then you are charged ½ your weekly fees for every full 

 consecutive week thereafter that your child is absent. (This assures that your child’s slot will be held for you.) If 

 your child will be out for an extended period of time, two or more consecutive weeks, you should notify your 

 child’s classroom teacher and the office to insure proper billing. 

Q: Do I need to notify you when my child will be absent from the program? 

A: Yes, whenever your child will be absent for any reason you are asked to call the offices to let us know not to 

 expect your child for the day. If you know ahead of time when your child will be absent for a week or more there 

 is an absent notification form in the main office that we would appreciate your filling out to insure that all staff are 

 aware of your plans and to insure proper billing. 

Q: What methods of payment are accepted? 

A: Payments can be made by a check, money order, certified check, cash, credit card, debit card, online payments 

 and automatic billing.  

Q: Who do I make my check payable to? 
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A: Checks/ money orders can be made payable to CCCC or Campus & Community Children’s Center. 

Q: What if I have a flex spending account for childcare expenses through my employer, what do I need to do 

 or get so that I can get my reimbursement from them? 

A: You will need to speak to your payroll or HR personnel to see what they would need. If they have a form they 

 need filled out, you will need to get the form from them, fill in your portion and then bring it in to the 

 bookkeeper so that we can fill out the required sections by the day care provider. If there is something else that 

 your employer needs, please see the bookkeeper. 

Q: Where can I make a payment? 

A: By Mail: (Please do NOT mail cash) 

Campus & Community Children’s Center 

280 Central Avenue 

Fredonia, New York 14063 

 Online: Please see the bookkeeper for information about signing up for Tuition Express. 

 Automatic Payments: Please see the bookkeeper for information about signing up for automatic payments 

 through Tuition Express. 

Payment Drop Boxes: All programs have locked drop boxes. Checks, money orders and certified checks can be 

dropped any time in these boxes. If you are paying cash please have a staff member write you a receipt before you 

put your payment in the drop box. We can’t guarantee any cash payment put in the drop box that is not 

accompanied by a receipt.  

Q: What are your office hours in case I need to speak to you or meet with you? 

A: The bookkeeper has variable hours but is usually available from 9:30 to 3:30 to meet with you. The 

 bookkeeper will also schedule appointments between the hours of 7:30 and 5:30 Monday through Friday.  You 

 can also contact the bookkeeper by phone or e-mail. The office can provide you with an e-mail for the 

 bookkeeper.  

 

If you still have questions or need clarification of any of the financial aspects of your childcare or contracts please do not 

hesitate to call or stop in and see the bookkeeper. 

 


