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Tutoring Policies and Procedures 

 
The Quad Manhattan 2017-18 After School Semester I begins on Monday September 11 and concludes 
on February 2, 2018.  There will be no class on: Sept. 21-22, Oct. 9, Nov. 7, 22-24, Dec. 25, 2017- Jan. 5, 
2018, Jan. 15.  
 
The Quad Manhattan 2017-18 After School Semester II begins on Monday, February 5 and concludes on 
June 22, 2018. There will be no class on: Winter Break Feb. 19-23, Spring Break March 30-Apr. 6, 
Breakthroughs 2e Conference May 10-11, Memorial Day May 28 
 

• Tuition is due in full at time of registration 
• Annual Registration Fee of $75 ($110/family) per year starting at time of sign up 
• Refunds (less class taken and $50 administrative fee) will be given through the first week of the 

semester. No refunds can be granted after the 1st week. 
• There will be no other refunds, substitutions or makeups. 
• Please do not send your child to The Quad Manhattan if he/she has had fever >100.4 vomiting, 

diarrhea, or a contagious illness in the last 24 hours. 
• If a session must be cancelled due to teacher illness, inclement weather, etc., you will be notified 

by text message by your child's teacher and/or email from program director.  A makeup will be 
scheduled at the end of the semester in this case. If you would like an alternate method of 
notification, please notify your child's Core teacher before the first session. 

• Perpetual Enrollment:  Tutoring is billed and prepaid on continual monthly basis.  On the 1st day 
of the month, payment for that month is due.  Children will be considered automatically enrolled 
in the following month's tutoring unless withdrawn before the 29th day of the preceding month.  

• Credit Card On File:  The Quad requires a credit/debit card be kept on file to facilitate our 
perpetual enrollment policy.  

• Discontinuation of Enrollment: The Quad requires WRITTEN notice to 
ashley@thequadmanhattan.com by the 29th day of the month preceding the cancellation date. 
Written notice received after the 29th of the preceding month will be valid for cancellation 
effective the 1st of the month following the next one.  The Quad Manhattan accepts certain 
exceptions for extenuating circumstances such as moving, injury or extended illness.  

• Make-Up Policy.  Your child is guaranteed a makeup of ONE (1) missed session (no matter the 
cause:  illness, vacation, doctor's appointment, etc) per semester for each party.  This means 1 
absence by either teacher or student will be made up at a time mutually convenient to tutor and 
family within the same semester only. There will be no other guaranteed make-ups for sessions 
missed for any cause. Cancellations on behalf of the family beyond one are non-refundable. In this 
case, the tutor may attempt a make-up within one week, however many tutors have full time 
teaching jobs, and often tutor other families and usually are not able to accommodate a request for 
change.  Cancellations on behalf of the tutor beyond one are refundable. In this case, the family 
may attempt a make-up within one week, however families and children often have busy 
after-school and weekend schedules/appointments and rarely can accommodate a request for 
change.  
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Community Agreements 

 
RIGHTS AND RESPONSIBILITIES FOR STUDENTS: All students will become familiar with the rights and 
responsibilities mandated for a safe, healthy, productive environment. There will be zero tolerance for 
the following: 
● Bullying: Physical, verbal, or emotional, explicit or implicit bullying is not tolerated.  We have a 

preventative curriculum in place that makes incidents like these rare.  We have promised our 
students and families a safe, non-threatening experience and we stand by our promise.  If an instance 
of bullying of any kind occurs, it will be dealt with immediately to restore an immediate sense of 
safety to the learning community.  However, we also view such incidents as perfect teaching moments 
to reinforce understanding of the rights and responsibilities of each student and teacher. 

● Physical Aggression: No child is allowed to use physical aggression toward other students or staff as 
a means of communication. Incidents of physical aggression will always result in parents’ called to 
remove the child from the environment. We have promised our students and families a safe, 
non-threatening experience and we stand by our promise. Physical Aggression is not tolerated. 

 
The Quad reserves the right to suspend a child's participation from Quad programs if the safe, 
non-threatening experience of other campers is threatened by that child's actions. Tuition is not 
refundable in this case. 
 
I have read the above Quad Manhattan Policies and Procedures for Tutoring and agree to them. 
 
Signature:  _____________________________________________________________________ Date: ________________ 
 
 
Print: _____________________________________________________________________ 
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