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CLASS COORDINATOR

STEP-BY-STEP TUITION COLLECTION PROCESS

The tuition collection process is a part of a system of checks and balances to ensure that we are able to fulfill our yearly budget obligations. Tuition collection occurs quarterly (September, November, and March).  Remind parents to put their class and child name on check for easy reference.
	 Steps
	 Timing

	Step One: CC receives their class tuition roster with amounts due from the Treasurer.
	Two weeks before start of quarter.

	Step Two: CC reviews the tuition roster. For parents receiving a fee waiver, the amount due will already reflect the waiver amount; please remember that fee waivers are confidential. Clarify any questions you may have with the Treasurer
	Two weeks before start of quarter.

	Step Three: Families receive a personalized invoice by email from the Treasurer from an Intuit.Quickbooks account. CC reminds the class in the weekly email that tuition is due the week before the beginning of the new quarter.  Tuition should be brought to class and given to the CC (not mailed) or paid online using Jovial.  
	Two weeks before start of quarter.



	Step Four: Collect Tuition and Answer Questions as needed
· Check: Note on your “Completed Forms and Tuition Checklist” the amount and the check number. Gather all the checks and place in an envelope (located on top of the treasurer’s lock box) and write class day/time on the outside. Place the check bundle in the treasurer’s lock box.
· Cash: Place cash in an envelope and make sure to seal the envelope. Write the class (for example: Wednesday AM, Tuesday PM), the name of person paying, and the amount collected on the outside of the envelope before including it in the check envelope or placing it in the lock box. Note on your tuition roster the amount and that it was paid in cash.
· Jovial: If a family reports paying online, write a “J” for Jovial
· Answering Questions about Amount: Refer to the “Pro-rated Tuition Reference Chart” to help you answer any questions or ask that the family refer to their invoice email or to the Jovial Family Portal. If you are unable to answer a question please email the Registrar and Treasurer.
	Week before start of quarter


	Step Five: Email to remind any class members who have not paid that tuition is overdue and a late fee will be applied by the third week of the new quarter. Copy the Treasurer in your email. If there are circumstances that warrant extending the late fee period, the Treasurer will follow up with the family.
	First week of quarter


	Step Six: Repeat Step Five.
	After the first and second week of the quarter

	Step Seven: Give completed tuition roster to Treasurer, either in the lock box with final payments or put in the Treasurer folder in the green crate. 
	Once everyone has paid
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