Arlington Unitarian Cooperative Preschool
4444 Arlington Boulevard
Arlington, Virginia 22204
703/892-3878

ENROLLMENT FORM REQUIREMENTS

FORMS FOR YOUR CHILD:

1) Registration Form:  

· Completed each year by parents for each child attending AUCP.

· BOTH parents must sign and date bottom of page two of registration form regardless of whether both parents will be co-oping.  

2) Emergency Release Form (Authorization for Medical Care):
· Completed once upon admission by parent for each child attending AUCP.
· Form must be notarized.

3) Commonwealth of Virginia School Entrance Health Form (Green Form):  Completed each year for each child attending AUCP.  Green Form has three parts:

· Part I:  Health Information Form:  Completed, dated and signed by parent.

· Part II:  Comprehensive Physical Examination Report:  Completed, dated and signed by physician.

· All children must have a physical examination once a year.  (The information on Green Form must never be more than 12 months old).

· Examination must be completed within appropriate time range depending on child’s age as of first day of attendance at AUCP:

· Children aged 6 months and younger: within two months prior to attendance.

· Children aged 7-18 months:  within three months prior to attendance.

· Children aged 19-24 months:  within six months prior to attendance.

· Children aged 2-5 years:  within twelve months prior to attendance.

· All children over one must have a TB test.  Physician should record results of TB test on Part II of Green Form.

· TB test should not be given to child before child is 365 days old.

· TB test for children does NOT have to be repeated each year.

· Test requires visit to physician’s office on two separate occasions:

· To have test administered;

· To have test result read and documented.

· TB requirement may be waived if child has physician’s note stating that test is not medically necessary and that child has been examined and appears to be free from communicable disease.  A new note will be required every year excusing test.

· A newly enrolling child must have had TB test within four months prior to first day of attendance at AUCP unless result is accompanied by physician’s note stating that test is not medically necessary again at this time and child has been examined and is free from communicable disease.

· Part III:  Certification of Immunization:  Completed, dated and signed by physician.  

· Child’s age determines how often an updated immunization certification must be turned in to AUCP:

· Children under two years old must turn in updated certification every six months.

· Children over two years old must turn in updated certification every twelve months.

· NOTE:  Even if physician has signed off on bottom line of page three of Green Form stating that student is adequately immunized, if one or more of the required immunizations was not actually given, AUCP’s license is at risk.

· Documentation of immunizations is not required in following cases:

· Affidavit submitted on form entitled Certificate of Religious Exemption, stating that administration of immunizing agents conflicts with parent’s or child’s religious beliefs (see Part III of Green Form).  Certificate of Religious Exemption may not be for selected shots; child must have had no immunizations accompanied by Exemption or Exemption is disallowed.  Religious exemption form needs to be completed only once per child.

· Physician signed medical exemption part of Green Form stating that one or more of required immunizations may be detrimental to child’s health.  Only immunizations specifically exempted by child’s physician will be excused.

· Note:  All children are required to have the chicken pox (varicella) vaccine not earlier than 12 months of age (365 days).

· Parents should make sure to schedule child’s first birthday check-up after child’s actual birth date so that chicken pox vaccine (and TB test) may be given on a timely basis.

· If parent simply chooses not to give child one or more of the required vaccinations not accompanied by physician’s completion of medical exemption for those vaccinations, child is barred from attending AUCP.

4) Proof of Child’s Identity:

· Completed once upon admission by parent for each child attending AUCP.

· Original documentation must be submitted in person for review to Membership Chairperson, President or Director.

· Following documentation will suffice:

· Birth Certificate;

· Birth Registration Card;

· Official Notification of Birth;

· Passport;

· Copy of placement agreement or other proof of child’s identity from child placing agency such as foster care or adoption agency.

· Form and Original documentation should NOT be mailed to Membership Chairperson.  Documentation and form may be brought to New Parent Orientation or Parent Orientation for review or you can make arrangements with Membership Chairperson to provide information in person at another time prior to the Parent Orientation (September 5th).

· Bottom part of form requesting information about previous enrollment at daycares and/or schools must also be completed.

· Form is due no later than 9:00 p.m. on September 6th, the day after Parent Orientation.

FORMS FOR CO-OPING PARENTS OR LEGAL GUARDIANS:

1) Parent TB Test Report:  

· Completed, dated and signed by physician.

· Test requires visit to physician’s office or testing location on two occasions:
· To have test administered;
· To have test result read and documented.
· TB test must be given within appropriate time range prior to first day of school depending on whether family is returning or is new to AUCP.
· New Families:  Each co-oping parent must submit a negative TB test report dated no earlier than 30 days before first day of classes, (i.e., dated no earlier than August 10th).  New family TB test report must be returned by 9:00 p.m. on September 6th, the day after the Parent Orientation Meeting.
· Returning families:  Each co-oping parent must submit a negative TB test report within last 12 months.  (Test result cannot be more than 12 months old).

· If parent always has positive TB test result, then parent must have a chest x-ray and a doctor’s statement declaring freedom from communicable TB.  Chest x-ray does not have to be repeated every year.  However, parent does need new note from physician every two years declaring parent free from communicable TB.
2) Parent Reference Form:  

· Completed once upon admission for each co-oping parent.

· Each co-oping parent must have two separate reference forms completed on his/ her behalf.

· Form should be given to neighbor, friend or co-worker to complete and return to parent.  Parent is responsible for mailing form back to Membership Chairperson.
· References must meet following criteria:
· Person writing reference must have known parent for at least one-year.
· Person writing reference must not be related to parent.
3) Sworn Disclosure Statement:  

· Completed once upon admission by each co-oping parent.

· Person signing form affirms that he/she has not committed crime that would be considered a barrier to working with children in classroom.

· If there is a gap in a family’s participation at AUCP, co-oping parent(s) must complete form again.

4) Request For Search of the Central Registry:

· Completed once upon admission by each co-oping parent.

· Form must be notarized.

· Parent gives consent for search to reveal whether parent has been found responsible for abusing and/or neglecting a child in the State of Virginia.

· If there is a gap in a family’s participation at AUCP, co-oping parent(s) must complete form again.

5) Name Search Request Form for Criminal History Record:
· Completed once upon admission by each co-oping parent.

· Parent gives consent for search to reveal whether parent has been convicted of a sexually violent crime and/or a crime against a minor in the state of Virginia.

· If there is a gap in a family’s participation at AUCP, co-oping parent(s) must complete form again.
6) Orientation Form

· Completed each year by each co-oping parent after attending Parent Orientation. 

· Parent Orientation is scheduled for September 5th.  

· Make-up orientations will be scheduled with Director late September and early October. 

· Documented orientation must take place before parent is qualified to co-op.
