General Information Sheet (tear off for parent/student to keep)
Welcome to the Noble County Learning Center!  Here is some general information that you may find useful.
What we offer:
Wilson Reading System-reading remediation

ISTEP/SAT/ACT prep.

Tutoring

Homework help
Hours of Learning Center




M and W 11a-8:30p




 
T and R 11a-6:30p





F 9a-5p                                                                                                                                       
If you are a parent/guardian bringing in a child, we would like:
Copies of the ISTEP, NWEA, report cards

Letter from the teacher (if applicable)
IEP copy (if applicable)

Any other school information that we may find useful

Resources we use include:

Books

Workbooks

Games

Internet
Assessment tools

Learning styles inventory

The length of a tutoring session is 45 minutes.  If the student is in 4th grade or lower, then an adult over the age of 16 needs to be present at all times while he/she is being tutored.  There is a sign-in sheet on the front desk where the student signs in and out during each visit.  Appointments are scheduled via phone or at the front desk and if you are unable to make your appointment time, please call us 24 hours in advance.  Please see our cancellation policy for specific information.  Every six months, each student is only allowed 3 less than 24-hour notice cancellations without an appropriate excuse note from school, work, or location of conflicting appointment before he/she becomes exited from the program.  A student will be considered inactive after 2 months of less than 75% attendance.  Please note that if school is cancelled due to bad weather or for scheduled days off, LEAP is normally open, but you can call with questions. Each student is allowed a maximum of 3 tutoring sessions per week.  During the intake process and later in the year to show progress, we do an assessment of every student in the subject area he/she is wanting help.  This assessment gives us a general level for the student and tells us what materials we can use with the student to demonstrate progress.  This information is shared with the parents and/or the student.  We also have a reward system for students in grade 5 or under.  The student earns a token for each good tutoring session and can use these to buy items from our store.  Last, we’d like to ensure you that all information shared with us is confidential.  Thank you and we’ll see you soon!
Fee For Services
We do charge a monthly amount for our services based on a sliding scale dependent upon your household gross income.  Here is the necessary information that you will need regarding your payments.

· Each hour of one-on-one tutoring costs LEAP $32.87 per hour, but you will not be charged that amount.

· We do not receive government funding for this program.

· Your fee is based upon 1 or 2 group tutoring sessions per week, depending upon the student's request.

· Tutors aren’t a part of the fee for services process and don’t know any information regarding fees.  Please see your learning center coordinator with questions.

· There is a multi-child maximum.  If you have 2 children, you pay the price of one child plus half the price for the second child.  If you have 3 children, you pay full price for one child, 50% for the second child, and 25% for the third child.  An example is if you are paying $80 a month for one child, but have 2 children in the program, you will pay a total of $120 ($80 + $40).  There is no additional cost for 4 or more kids in the program.
· Scholarship assistance is available upon approval for anyone who may need it.  Please ask your learning center coordinator for a scholarship application if the amount quoted to you is too high.  

· You will receive a monthly invoice that details your fees for the coming month.  The invoice is personalized for each family.  The fee on the invoice is due by the end of the month.  If your money isn’t turned in by the end of the month, then the student will be turned away from any future tutoring sessions until the balance is paid or until you speak with the learning center coordinator about your financial circumstances.  
· The fee is a flat fee and will not change regardless of holidays, cancellations, etc.

· If a student decides to come at least one time in the month and then decides to quit the program, then he/she is still obligated for that month and will receive no refund.  You are allowed to pay ahead and will get a refund if you end up not coming at all for a month you’ve paid for in advance.

· Payment options:  1) place your payment in our lockbox (located in the Learning Center) 2) mail your payments to:  LEAP of Noble County, Inc., P.O. Box 76, Albion, IN  46701 or 3) hand it directly to your learning center coordinator.  No payments will be given to tutors.

· Receipts will be given if requested.  Bank statements will serve as your receipt of a check payment.  

· Please pay the exact amount if possible.  We don’t have change available.  If you pay over the amount of your monthly fee, we can credit your account for the next month. 

· If you wish to take some time off, please speak to your learning center coordinator.  You will be charged your regular monthly fee to retain your exact tutoring spot.  

