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A Special Place Academy LLC

424 Lebanon Avenue
(Upper-Level)
Belleville, IL 62220
(618) 416-5442
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Our Mission
At A Special Place Academy LLC, our mission is to ignite curiosity and foster lifelong learning by introducing early educational principles through the innovative and vibrant guidance of “Tinker Tock”—a creative, imaginative mentor who inspires wonder and exploration in every child. Tinker Tock engages tinkers through hands-on discovery, inventive problem-solving, and playful inquiry, nurturing their innate sense of adventure and encouraging intellectual growth. We are committed to building a strong academic foundation, setting extraordinary expectations, and cultivating self-esteem through genuine, supportive relationships between students and staff in a secure and structured environment. By integrating early exposure to Science, Technology, Engineering, Arts, and Mathematics, alongside active collaboration with parents, teachers, and community members, we empower each tinker to realize limitless academic potential and to confidently embark on a journey of discovery in their own special place.
Admission Agreement Details
A Special Place Academy LLC is dedicated to delivering high-quality education to families in Belleville and the surrounding communities with children between the ages of 2 through 6. Our facility operates Monday through Friday, with hours from 7:00 AM to 6:30 PM. 
Please note that we are closed on certain days, which are outlined in the “Program Operating Dates and Closures” schedule. This schedule will be provided in your Welcome Packet by your tinker's teacher, displayed on our information board, and available online at asp2steam.com for your convenience. 
Before enrollment, all prospective tinkers and their families must participate in a pre-enrollment interview and take a guided tour of our facility. Once accepted, both the family and the Director are required to sign and date this Admission Agreement page, confirming their understanding of the requirements of A Special Place Academy LLC. 

Enrollment Information
· Total Capacity: 25 Children 
· Open to the Community 
· Enrollment: Year-Round 
· Waiting list will be maintained & notified upon availability.
· Teacher to Child ratio: (1:5 or 1:10) Depends on Academic Level
· Tiny Tinkers - Ages 2-3 (Capacity 5)
· Innovative Tinkers Ages 3-4 (Capacity 5)
· Gyroscopic Tinkers Ages 5-6 (Capacity 6)
· Elite Tinkers Ages 5-6 (Capacity 6)
· After-Hour Artificers – Ages 3-8 (Hours 4pm – 6:30pm) 
· Summer Tinkers – Ages 3-8(Capacity 8am – 4pm)
· Hours of Operation: 7am to 6:30pm 
· Academic Hours are from 8am to 11am (Monday - Friday)
· After School Hours are 4pm-6pm (Activities TBA Monday - Friday)
· Tinker Tock Summer Prep (June-July Optional Hour 8am to 4pm)
· Tuition is invoiced via Brightwheel. Amounts are as follows: 
$700 7am-4pm Billing options: Weekly/Bi-Weekly/Monthly
 $200 4pm-6pm STEAM Schedule 
Discounts Available: Sibling /Autopay/Quarterly/Full-Pay (10% off)
· Brightpoint – Accepted with Approval/Registration/Copay-PIF
· Communication: Brightwheel-Website-Posted Flyers-FB 
· Dress-Code (Black and White) is required to be followed by all students. 


Acknowledgement
 of 
Admission Acceptance

I understand and agree:
· to pay the Registration Fee of $150.00 before start-date.
· to Tuition Cost (Including Brightpoint)
· to use the Brightwheel Platform when communicating with the Academy.
· to provide a birth certificate and up-to-date immunization record.
· to adhere to the Dress-Code (Black and White ONLY) 
· understand the Redirection Policy. 
· understand the Enrollment and Discharge Policy (Late Fee Charge)
· understand our responsibilities as Mandated Reporters

Please sign and date that you have acknowledged, understood, and agreed to the above statements required by A Special Place Academy LLC

__________________________________        _______________
                   Parent/Guardian Signature                                              Date 

__________________________________        _______________
                   Director’s Signature                                                           Date 
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Daily agendas are subject to adjustments to meet the needs of our tinkers.
Daily Agenda     
· 7:00    Arrival –Sign-In 
[Designated Areas for Breakfast 7:00am-7:30am]
· 7:50	Clean-Up & Commence to Assigned Classroom
· 8:00	Curriculum Academic Learning
· 9:00 	STEAM Power Snack & Restroom Break
· 11:00	Lunch-Recess Activity
·  1:00	Naptime 
· 2:00	STEAM Snack & Developmental Activity
· 3:00	1st Departures
· 4:00	Scheduled After-School Activities
· 4:	30 	STEAM Power Snack 
· 6:30 	2nd Departures
                                     Transportation is NOT Provided


Student Enrollment Form
Enrollment Instructions
Welcome to A Special Place Academy LLC. Once your tinker's enrollment has been confirmed by our director, you may begin the Enrollment Packet process. This packet includes a one-time, non-refundable registration fee of $150.00. For each year your child is enrolled after the initial registration, the enrollment fee is reduced to $75 and will be due annually. Please note that all forms within the Enrollment Packet, along with the required fee, must be completed and submitted before your child can attend our program.
You may complete and return the required forms in person or email them to aspecialplace@asp2steam.com. After your submission is received, our HR department will set up your account and send an invitation to join Brightwheel via email. 
Applicants Information
Name of Child(ren) __________________ Birthdate _____________ Sex _____
                                     __________________ Birthdate _____________ Sex _____
NOTE: A certified copy of the birth certificate and updated physical/shot record for each child must accompany this form. 
Parent or Guardian Placing the Child(ren)
Mothers Name __________________________________________________	 
Address ______________________________________________________ 
Email ________________________________________________________
Home Phone ____________________ Cell Phone _______________________
Father’s Name __________________________________________________
Address ______________________________________________________ 
Email ________________________________________________________
Home Phone ____________________ Cell Phone _______________________

Tuition Policies and Payment Information
Please read the following information carefully before completing, and signing the “Financial Service Agreement”
Tuition Fees and Assistance
Tuition for the academy is set at $900.00 per month. Families who qualify may be eligible for discounts and subsidy assistance through Brightpoint. For additional details regarding available discounts and the application process for subsidiary assistance, please visit our website.
Payment Options and Deadlines
Parents have the option to pay the full annual tuition upfront or in advance for three months, in which case a 10% discount is offered. 
Monthly tuition payments are due by the 15th of each month. Payments received after this date are subject to a late fee. A daily late fee of $5 will be charged to accounts with overdue payments starting on the 16th of each month, with a maximum late fee of $50.00 per month. To accommodate families, tuition payments can be split into two installments of $450.00 each, due on the 1st and the 15th of the month. Invoices are issued five days prior to each due date.
 For families who prefer to pay tuition on a weekly basis, payments are due each Monday. Please ensure that the weekly tuition amount is submitted by the start of each week to maintain your account in good standing. Accounts with unpaid balances may result in a hold on student attendance until payment is received.
Enforcement of Tuition Agreement
Failure to comply with the tuition agreement impacts the academy’s ability to fulfill its financial commitments to both staff and students. Consequently, legal action may be taken against individuals who do not fulfill their tuition obligations, and any legal expenses incurred for remediation will be the responsibility of the defendant.
Thank you for your support!


Financial Service Agreement
I _________________________________, parent of _______________________:
Parent Name                                                                                       Student Name
Tuition Responsibility
· Understand that paying tuition is the responsibility of the parent.
Communication of Tuition Fees
It is acceptable, in the case of co-parenting families for example, to have monthly tuition payments received from multiple sources. However, only one person may be designated as the party responsible for any communication of tuition fees.
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Responsible Parent Designation 
Please specify the individual who will assume sole responsibility for communicating and managing this financial agreement. This designated person is the ONE who will be contacted if any source of monthly tuition fees is overdue. This person will also be responsible for ensuring that all tuition payments are made in full and on time to maintain the students’ enrolment. 
________________________________               ______________________________
Responsible Parent Printed                                                 Responsible Parent Signature
State Assistance Tuition Options 
Tinkers receiving state assistance must select one of the following options prior to enrollment: 
· Agree to pay half of the regular ASP2 monthly tuition, submit your Brightpoint application, and understand that the remaining balance must be paid within 30 days while your application is being processed. This process will continue until approval is granted.
· Provide ASP2 with your Brightpoint approval letter, pay the established co-pay plus any portion of tuition not covered by Brightpoint, and ensure all payments are made before starting. These payments will continue to be due on the 1st of each month.
Program Selection 
Please circle all that apply. I understand and agree that my child will be enrolled in the selected program below:
[Tiny Tinkers]   [Imagination Tinkers]   [Innovative Tinkers]   [Elite Tinkers]
[After-Hour Tinkers]   [Summer Tinkers]
Child Information
Child’s Name: _____________________________________ DOB _______________
Child’s Name: _____________________________________ DOB _______________


Dress Code Policy 
A Special Place Academy LLC believes that appropriate dress and grooming contribute to a productive learning environment. Parents are expected to take the lead in adhering to the Dress Code Policy. Tinkers’ clothing should not create a health or safety risk or serve as a distraction that could interfere with academic activities. If a parent does not comply with these standards, appropriate action will be taken as described below. The Director has established a clear dress code, prohibiting students from wearing attire that disrupts or threatens to disrupt school activities. All pre-K tinkers are required to keep a change of approved dress code available, which should be updated as seasons change.
A Special Place Academy LLC Dress Code

Tinkers must wear clothing in black and/or white only. This requirement applies to all items of clothing, including socks, jackets, and sweaters worn in the classroom. Shoes should also be black and/or white. The academy will provide any additional uniform apparel needed for specific activities, such as, lab coats, smocks, or safety goggles when applicable. 
If any part of a tinker’s uniform does not comply with the dress code:
1st – Parents will be notified and given 30 minutes to bring a change of clothes. 
2nd – If a change of clothes is not provided within 30 minutes, the tinker will be changed into approved attire from the ASP Store, and parents will be invoiced for reimbursement. 
Payment may be made via CASHAPP $liaceps 
Thank You 
Alternative Dress Code Options
These alternative dress codes are designed to accommodate special events and activities that may require attire different from the standard black and/or white uniform. The academy will communicate details about these alternative dress codes, including which occasions they apply to and what attire is permitted, in advance of each event. Parents are encouraged to ensure their tinkers comply with the specific dress requirements for each occasion to maintain a positive and respectful school environment.


Enrichment Field Trips & Activities 
Field trips at A Special Place Academy LLC are designed to enhance and reinforce classroom concepts while offering students new experiences that may not be available within the school setting. These trips are an integral part of our educational program, providing opportunities for tinkers to connect learning with real-world environments and activities.
All costs associated with field trips will be determined and communicated in advance to ensure transparency and allow families to plan accordingly. We are committed to making these trips affordable and accessible to all qualified and interested tinkers. Additionally, while tinkers may have the opportunity to participate in group fundraising efforts to help cover field trip expenses, participation in these activities is encouraged but not mandatory.
The planning process for each field trip involves the Director and/or Instructors, who work together to develop activities that align with health and safety protocols. This includes identifying any specific health or medical needs of tinkers to ensure a safe and enjoyable experience for everyone involved.
Parental Involvement and Communication
· Throughout the academy year, a variety of fundraisers, activities, and assignments are scheduled to support enrichment opportunities.
· Events organized by A Special Place Academy LLC offer families a chance to connect with one another, build relationships, socialize, and enjoy quality time together. To stay informed about upcoming events, families should regularly check reminders posted on Facebook, monthly updates on the ASP2 website, Brightwheel messages, information displayed on flyers, monthly newsletters, and notes sent home in the PRE-K TINKERS HOMEWORK folder (distributed each Tuesday and Thursday).
Please sign the following page to acknowledge your permission for participation, along with the DCFS Consent to Day Care Providers.




Permission to Participate

Child(ren) ____________________-____________________
I hereby give consent for my child(ren) to use all the play equipment and to participate in all the activities sponsored on behalf of A Special Place Academy LLC
I hereby give consent for my child to be included in evaluations and assessments connected with A Special Place Academy LLC.
I am aware that NO MEDICAL INSURANCE IS PROVIDED by A Special Place Academy LLC.
I am aware that activities and field trips may require additional written permission and my support.
I hereby understand that I am responsible for my child whenever applicable if I fail to give written consent for my child to participate in A Special Place Academy activity away from school. 
Consent forms will be provided prior to each scheduled activity.

Mother/Co-Parent/Legal Guardian			Date
___________________________________________________________________
Father/Co-Parent/Legal Guardian 			Date
___________________________________________________________________
Director							Date
_________________________________________________________





Permission to Photograph



I, __________________________________________ give permission for  A Special Place Academy LLC   to photograph my child, ________________________________________ for the following purposes:

	Type of Use:
	(Please check one)

	
	Grant Permission
	Decline Permission

	Photographs:

	Display in provider’s & teacher’s personal scrapbook
	
	

	Display in ASP2 scrapbook or bulletin boards, shown to current and prospective clients
	
	

	Display still photos on ASP2 website *
	
	

	Use still photos in ASP2 promotional materials
	
	

	Videos:

	Give video to current parents
	
	

	Display video on ASP2 website and Social Media Platforms
	
	

	Use videos in ASP2 promotional materials
	
	

	Other (please list):

	
	
	

	
	
	


Photograph Usage Authorization
Only first names and last initials (in the event of two or more children with the same first name) will be displayed on our website, social media pages, and promotional materials.
Responsibility to Update Authorization
I understand that it is my responsibility to update this form if I no longer wish to authorize one or more of the above uses. I agree that this form will remain in effect during the term of my child’s enrollment and beyond. Any removal of pre-existing posting must be done in writing and will be considered at the discretion of the Director and the expense of the parent/guardian.
Signature
Signed:








Discipline and Redirection
Philosophy of Discipline
Children require clear rules and limits to thrive, but effective discipline is more than enforcing strict control. It is rooted in mutual respect and high expectations for responsible behavior. Tinker conduct is best guided through active cooperation and open communication between parents and the academy. All staff members are expected to follow the “A Special Place Redirection Policy”. Corporal punishment is not used as a disciplinary measure at the academy. 
Parent Conference Requirement
If a tinker engages in any of the behaviors listed below, a parent conference may be required. The seriousness of the offense will be determined by the Director. 
Behaviors Subject to Parent Conference
· Creating an unsafe environment for other tinkers
· Vandalizing academy or personal property
· Using profanity
· Speaking or acting in a lascivious manner
· Hitting, biting, or fighting with malicious intent to inflict injury
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A Special Place Redirection Policy 
Purpose and Approach
Our goal is to prepare tinkers for their future in every way possible, including our disciplinary procedures. Each child enrolled deserves the best opportunity for a positive learning experience and positive redirection. We do not use corporal punishment; however, we are committed to working together to guide and redirect unacceptable behavior. 
Redirection Process
Our redirection policy is explained below:
The policy allows your child to be given 5 chances each day. 
1. The first time, the child is redirected for unacceptable behavior and given a verbal warning.
2. The second time, the child is placed in an age-appropriate "Time Out."
3. The third time, parents will be notified of the behavior via Brightwheel message.
4. The fourth time, the director will be notified of your child’s behavior.
5. The fifth time, at the director’s discretion, a parent conference is scheduled to discuss behavior and possible solutions for correcting the behavior in question.
(A parent/provider conference may be requested.)
Acknowledgment
This is to certify that my child _____________________________ has been informed of the expectations and understands the consequences above. 
_____________________________________                  ___________________
(Signature)                                                                                                (Date)







Medical Instruction Form

Parents are notified immediately if there is an emergency concerning their tinker. If parents are unavailable, this form acknowledges their approval to provide immediate care.

Tinker’s Name: ____________________________ Date of Birth ________________

Parent/Legal Guardian: ______________________     _________________________ 
					    Print					Signature

__ My tinker is exempt from medical care on religious grounds.


__ I give permission to A Special Place Academy LLC Director and/or staff
     
· to provide prompt services by contacting my tinker’s physician provided and/or 

hospitalization to Memorial Hospital, 4500 Memorial Drive, if needed in the event of an emergency.
                                            

· to administer the following medication to my tinker, after consulting with the parent.

__ Amoxicillin
__ Albuterol
__ Allergy _______________ 	    _________________       ________________
__ Tylenol or other pain medication _________________       ________________
__ Other________________       _________________       ________________
· Medicine in tinker’s possession _________________________________
· Medicine tinkers are allergic to _________________________________
· Medical conditions of tinkers __________________________________

______________________________                             ________________________
Director Signature						         Date




IMMUNIZATION WAIVER

REMINDER: You are required to provide a certified copy of your child’s birth certificate   and up-to-date immunizataion records. Please attach a copy of those  required  documents with this application for enrollment.                                                                 

These requirements can be waived only if a properly signed health, religious or personal conviction waiver is filed with the academy. 

This form is for ________________________________________   
                                                                   Child’s Name                

Completed By _________________________________________
                                                                
WAIVERS: For health reasons this student should not receive the following immunizations: ___________________________________________________ 
(Please list above any immunizations already received). 

Physician Signature

For religious reasons this student should not be immunized. For personal reasons this student should not be immunized. This form is complete and accurate to the best of my knowledge. 
_________________________________________________________
Updated May 30, 2026                                                                                                                                                                                                                 Page | 2 
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