* SCOPE BEFORE & AFTER SCHOOL PROGRAM
FREQUENTLY ASKED ENROLLMENT QUESTIONS

Do I need to re-register my child for the SCOPE Child Care Program each year?
Yes. A new contract must be completed for each child every school year through your current account.

When do I register?

Pre-Registration begins on March 1 at 12:01 AM on a first come, first serve basis. Only current SCOPE
students and a limited number of incoming Pre-K (if applicable) and Kindergarten students may pre-register
along with those who have been waitlisted prior to June 30 for the current school year. Pre-registrations
will only be accepted for those with a zero balance.

Note: Each program has limited openings due to space and staffing restrictions. When a program
reaches capacity, a wait list will be initiated and parents will be notified of their wait list status.

Can I get a refund after I register?
The registration fee is non-refundable. If you withdraw your contract before August 10 for the upcoming
school year, you will receive a tuition refund.

How do I Register with a current SCOPE account?
1. Logon to your SCOPE account with your email address and password.
2. Scroll down to Enroll/In and select Before & After School Child Care Program.
3. Click on the child you are enrolling and verify their information. You will be prompted to select the Season
(school district) and Program location.
4. Review and accept the Terms & Conditions.
You will be prompted to Choose a schedule type:
a) Consistent (your child will attend the program every day school is in session)
-or
b) Pick your Day (your child will attend part time on pre-selected days)
6. Please note the following:
-If you are registering for the Before or the After School program, you will
create one contract.
-If you are registering for the Before and After School programs and your child will
have a consistent schedule for both programs (attending both programs every
day) or a pick your day schedule (attending both programs on a part time basis) for
both programs you will only need to create one contract for both programs.
-If you are registering for the Before and After School programs and your child will
attend one of the programs full time (consistent schedule) and one program part
time (pick your days schedule), you will need to create two (2) contracts.
7. Repeat the same steps to register additional children.

i

How do I register a contract without an existine SCOPE account (incoming Pre-K/Kindergarten

students)?

1. Go to https://scopeonline.ce.eleyo.com to create your account profile.

2. Select Create Account Profile.

3. Enter your contact information including your email address and a password. (If your email address is
recognized, you have an existing account. Use the Send Forgot Password Email to reset your password. You will
also need to verify your email address through the automatic email you will receive.)

4. Once your account profile is completed, you will see Welcome to your Account.



5. Select Manage all Relationships to add a family member and emergency contacts.
6. After three (3) emergency contacts are entered, click Back to Dashboard, scroll down to Enroll In and click on
the child you are enrolling and verify their information.

7. You will be prompted to select the Season (school district) and the Program location.

8. Review and accept the Terms & Conditions.

9. You will be prompted to Choose a schedule type:

a) Consistent (your child will attend the program every day school is in session)
-or
b) Pick your Day (your child will attend part time on pre-selected days)
10. Please note the following:
-If you are registering for the Before or the After School program, you will create

one contract.
-If you are registering for the Before and After School programs and your child will
have a consistent schedule for both programs (attending both programs every
day) or a pick your day schedule (attending both programs on a part time basis) for
both programs you will only need to create one contract for both programs.
-If you are registering for the Before and After School programs and your child will
attend one program full time (consistent schedule) and one program part time (pick
your days schedule), you will need to create two (2) contracts.

11. Follow the same steps to register additional children.

12. You can expect to receive a follow-up email stating that your contract has a pending status until it is reviewed.

You are required to include your form of payment in order to complete your registration
process. NOTE: You will not be charged until you are confirmed into the program.

What are Contract Schedules? There are two contract schedule options:

Consistent Schedule: Your child will attend the SCOPE program every day school is in session so you will not
complete an on-line calendar each month. If you enrolled in the Before School Program, you will escort and
sign your child into the Before School program every day and/or if you enrolled in the After School Program
your child will be sent to the SCOPE After School program every day unless you notify your child’s teacher,
the school and the SCOPE Site Director that your child will not be attending. You will be charged the same
amount each month regardless of the school calendar and attendance. Unused days are not accrued. (There will
be an additional fee if there is a scheduled early dismissal and SCOPE will be providing an extended day
program.)

Pick Your Days Schedule: This part time schedule allows you to choose specific days in advance each month.
Your child will attend SCOPE only on the days you pre-selected on-line on or before the 15" of the prior
month. You are charged the monthly minimum and then a daily rate for each additional day. Unused days do
not carry over to the next month. You must complete a monthly calendar by the 15™ of the prior month. After
the 15th of the prior month, calendars become locked and you are unable to switch or drop days. You can,
however, add days with the approval of the Site Director and will be charged the additional daily fee for each
day.

Can I switch contract schedules during the school year?

Only ONE contract schedule change per school year is permitted except for the months of December and June.
There is no switching back and forth between part time and full time schedules. You may only make changes to
your schedule type prior to the month, changes cannot be made mid-month. If you are changing your schedule
on or before the 15 of the previous month, log on to your account and request to register a new contract
starting on the 1st day of the next month. Note: You must also withdraw your current contract (ending on
the last date of the current month).




I have a Pick Your Davs Schedule. What if I want my child to attend a dav they are not scheduled to
attend?

If it is on or before the 15th of the prior month:

» Log on to SCOPE account with your email and password.

* Click on the green star (upper left).

 Click on the middle Before & After School Child Care circle.

* Click on Account Management (blue rectangle) and you will see Current and Upcoming Contracts

» Select the contract with the dates you want to change (please note that the calendar will be locked after the
15th of the prior month) and you will see your calendars with the dates you have selected in the center of the
screen.

* Click the Change Schedule (blue rectangle) and click on the dates you want and click dates that you want to
de-select.

*  Submit your Change Schedule request.

If it is after the 15 of the prior month, you cannot add a day to the online schedule. You will be
responsible to inform the SCOPE After School Site Director and your child’s teacher of your schedule
change to ensure your child is directed to the correct location.

Note: Added days after the 15" will appear on your invoice as a Drop-In date and you will be charged
the daily rate if it is over your monthly minimum allotment.

I have a Pick Your Day Schedule for the After School Program. What do I do if my child is NOT going to
attend on a scheduled day? Ifit is on or before the 15th of the prior month, sign onto your SCOPE account to
request a change (see instructions above). If it is after the 15th, you are responsible to notify the SCOPE
Site Director and your child’s teacher. Please note that if it is after the 15th of the previous month, you will
still be charged for the date.

I have a Consistent Day Schedule for the After School Program. What do I do if there is a day my child
is NOT going to attend due to an absence or other reason? You are responsible to inform the After School
SCOPE Site Director and your child’s teacher. Please note that you will not be credited for the day.

Why am I being charged a late fee when the month isn’t over vet? SCOPE invoices are due on the 25® of
the prior month of attendance. For example, November’s tuition is due October 25th. Payments received after
the due dates are subject to a Late Fee of $20.00.

How do I withdraw my child’s contract? If it is before the 15th of the prior month, you can withdraw your
contract online:

* Log on to our SCOPE account with your email and password

¢ Click on the green star.

* Click on Before & After School Child Care (middle circle).

* Click on Account Management (blue rectangle) and you will see Current and Upcoming Contracts
* Click on the contract you are ending.

*  Click Withdraw Contract and enter the last attendance date. Please be advised that you are responsible for
the full payment of the current month. There are no credits for withdrawals mid-month. All withdrawals
must be requested prior to the 15th of the prior month in order to avoid a Drop Fee. If it is between the 15th



and 30th (or 31st), please call the office and request the withdrawal, which may be subject to a $25 Drop
Fee.

NOTE: If you withdraw your contract and need to re-enroll later in the year, you must create a new
contract. You may also be placed on a Wait List if the program is at capacity.

When do I select my Pick vour Days schedule days for next month? All completed calendars must be
submitted online only by the 15th of the prior month. It is imperative to submit your child’s schedule otherwise
your child will not show as scheduled and is not enrolled for the month and could be directed home.

NOTE: There is a late calendar fee charge for schedules submitted after the 15t of the prior month.

How do I change my scheduled days? You can only change scheduled days if you have a Pick Your Day
contract and it is before the 15th of the prior month.

* Click on Account Management (blue rectangle) and you will see Current and Upcoming Contracts

» Select the contract with the dates you want to change (please note that the calendar will be locked after
the 15th of the prior month) and you will see your calendars with the dates you have selected in the
center of the screen.

*  Click the Change Schedule (blue rectangle) and click on the dates you want and click
the dates that you want to de-select.

*  Submit your Change Schedule request.

NOTE: After the 15th of the prior month, you can only add days as a Drop-In Day with
Site Director approval. You cannot switch or remove dates.

When are payments due? Payments are due on the 25th of the prior month. You will be invoiced on the
16" of the prior month. Once an invoice is generated for your account, you will receive an email notification
stating that your invoice is ready to view. Due dates are listed at the bottom of the invoice. All invoices can be
viewed and printed.

How do I add a credit card to my account online? Log on to your account and scroll down to Manage
Saved Payment Methods. Once you click on this, you will be directed to Adding new payment forms. Please
note all debit/credit cards are accepted.

Can I pay with a personal check or with cash? Cash and personal checks are not accepted. All payments
must be made online at scopeonline.ce.eleyo.com.

How do I enroll in Automatic Payment? All accounts are required to have a Saved Payment Method, and
you are responsible to sign-in to your account each month to make each payment.

If you are interested in setting up an automatic payment account, so your payments will automatically be
processed each month, you can set up Automatic Payments by logging in to your account and select Account
Management. Click on Automatic Payments and enter your preferred method of payment.

Is there a sibling discount?
There is a 20% discount for your second child; a 40% discount for your third and a 60% discount for your
fourth child in the same family.




What if my child has special health needs?

It is critical to include the special health needs of your child enrollment in order to provide the best care
possible. If you indicated your child has a special health care need, you will be required to complete additional
paperwork detailing your child’s specific needs. Paperwork will be emailed to you after your contract has been
reviewed. Required paperwork can also be found at www.scopeonline.us. All completed paperwork must be
returned to the SCOPE Operations Center via email: scope.healthcare@scopeonline.us. You will be
contacted once it has been reviewed by a SCOPE District Manager.

If my child has a special health need, can my child start SCOPE without the medical paperwork?

If you indicated that your child has any special health need (including any allergies) your child cannot start the
SCOPE child care program until the appropriate health forms are completed and approved. If your child will
require medication during SCOPE, all of the required health forms must be approved in advance and staff may
need to be trained. The medication and the approved paperwork must be brought to the Site Director at the
program before your child can start the program. .

What if my child’s medication is already with the school in the nurse?

The school nurse is not on duty during SCOPE child care hours so it is necessary for the SCOPE progam to
store medications with the required SCOPE health forms at the program. Please note that these forms may differ
from the school’s medical forms.

How can I obtain financial assistance?
If your family has been approved for the free or reduced lunch program through your school district, forward a
copy of your lunch approval letter to fax # (631) 881-9672 or email to ccreg@scopeonline.us.

If you are currently receiving child care subsidies through the Department of Social Services, contact the
SCOPE Business Office @ (631) 360-0800 ext. 127 with the name of your DSS case worker and inform your
DSS case worker that you are enrolling in the SCOPE program.

There is also a SCOPE Scholarship Fund for families with hardships.

What is a non-school day and how do I register?

Non-school days are days the SCOPE program hours are extended due to a scheduled early dismissal. You
must pre-register online by clicking Non-school Day under Account Management. There is an additional fee
for the extended hours the program will be operating. SCOPE extended day programs have a minimum
enrollment requirement and will only run if there is sufficient enrollment. All children will need to bring a
peanut free lunch.

How do I Make a Pavment:

* Log onto your SCOPE account with your email and password
e Click on the green star
* Click on School Age Before & After Care (middle circle)

* Click on Account Management where you will see Latest Invoice on the left with a green rectangle and
Pay option. Once you select the Pay option, indicate how much you want to pay and Add to Cart, you will
then checkout using one of your Saved Payment methods.

* Please note that you are able to make a payment at any time, even if you have zero due. The View option
shows you invoices, which you are able to download as a PDF in the event that you need to print.

*  You can also set up Automatic Payments by selecting the Setup Auto Payments option. Automatic
payments will run on the Invoice Due date for the balance, typically the 25th of prior month. If there is not
a balance, then Auto Pay will not run.



Please note that your first tuition payment (and annual registration fee if applicable) will be processed
when you are confirmed in the program. Thereafter, you are responsible to log on to your account and
submit your payment each month if you do not chose the Auto Payment option.

How will the SCOPE staff know who is authorized to pick-up my child?

Only the people you have listed in your authorized pick-ups will show up on the iPad. If you have people that
will be picking your child up that are not in your authorized pick-up, log into your account and click details next
to your child’s name. You will need to add each person separately for each child. You can also remove persons
from your authorized pick up.

When your updates are complete, click Save Authorized Pick-ups in the bottom left corner.

How do I print my Tax Information?

e Logon to your SCOPE account with your e-mail and password
Click on the green star
Select School Age Before & After Child Care (middle circle)
Select Account Management (blue rectangle)
Click Download Tax Information (green rectangle)

How do I get a Dependent Care Statement?

You may get this information by printing an invoice. If you need further information, please contact the
business office at (631) 360-0800 ext. 207.

What can I do if I’m having trouble with mv account?
Forgot password:

* Go to scopeonline.ce.eleyo.com and click Sign In

*  Click Forgot Password
Parent not linked to account: If you are not the primary parent/guardian on the account and would like to be
added to the Child Care Account, you may only be added with the primary account holders’ permission. The
primary account holder will be required to send an email to ccreg(@scopeonline.us requesting to add you to the
account. This will enable your access to the contract information and to make payments and contract changes.

Once I register, when will my Credit/Debit Card be charged?

You are required to include your form of payment in order to complete your registration  process. You will
not be charged until you are confirmed into the program. Thereafter, you are responsible to log on to
your account each month and submit your payment if you do not chose the Automatic Payment option.

How do I know if my child is registered?

After you have created an account and enrolled your child, you will receive an email stating that your contract
has been received and is in a pending status. (If you do not receive this email, email SCOPE:
ccreg@scopeonline.us.) Your status will remain pending until your account is reviewed and a
determination is made that there is sufficient space/staff to accept your child into the program.

If there is sufficient space/staff, you will receive an email informing you that your payment has been
processed and your child is confirmed to attend the program. Remember to review the schedule you submitted
when you enrolled.

NOTE: Your child may not begin the SCOPE program until you receive a confirmation.

If there are no openings at the time of your enrollment, you will be notified that you have been placed on
a wait list. SCOPE will make every effort to place your child as soon as possible.




