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Policies & Procedures 
 

v All sessions are scheduled through the Applewood School of Fine Arts office by phone at 303-232-9575 
(x215) or by email at ASFA@applewoodbaptist.com. 

v All sessions are taught at Applewood Baptist Church. 
v Parents/Adult students will receive a confirmation email with the details of their upcoming enrollment 

including teacher name, room number, date and time of first session. 
v Permanent schedule changes are done through the ASFA office.  Faculty cannot make any schedule 

changes. 
v The registration fee of $40 is due per enrollment and is due at the time of registration, not to exceed $60 per 

family.  The registration fee will be waived upon renewal of your enrollment, given there is no lapse 
between enrollments.  If there is a lapse between enrollment periods greater than one month, a new 
registration fee will be required. 

v If you have selected a monthly installment payment option and payment is not received by the 10th day of 
the month, a $10 late fee will be assessed to the amount due. 

v By enrolling in ASFA, we have reserved your day and time with a specific teacher for the period of your 
enrollment.  Faculty are under no obligation to make up sessions due to student illness or family 
emergency.  However, your time is still guaranteed for the following week. 

v As a courtesy, if you have to miss a session and know in advance, please contact the ASFA office so your 
teacher can be informed ahead of time.  If you are late to your session (more than half your session time), 
your session will be considered as a missed session. 

v The ASFA is responsible for providing a qualified substitute faculty in the event the student’s primary 
faculty is unable to attend the session.  If the ASFA is unable to provide a substitute and session is 
cancelled for faculty reasons, an additional session will be added to the end of the student’s enrollment. 

v ASFA will follow the Jeffco direction in case of inclement weather.  For example, if there is a heavy snow 
day and Jeffco has cancelled school for the day, ASFA will be closed as well.  Sessions cancelled due to 
the closing will be added to the end of the student’s enrollment. 

v One permanent schedule change will be allowed for enrollments greater than or equal to 4 months in 
length. 

v ASFA will be closed on the following: 
New Year’s Day    Thanksgiving Day 
Memorial Day    Christmas Eve 
Independence Day   Christmas Day 
Labor Day    New Year’s Eve 

v Regular practice is vital in order to see progress in one’s craft.  Daily practice is recommended by our 
  faculty and will be discussed at the beginning of your session. 

v Upon completion of each session, an Assignment Documentation form (AKA the “A-Doc”) will be 
completed by each faculty and reviewed with the student and/or parents.  The A-Doc will contain 
information from the session and assignments for the upcoming week.  This will contain the WHAT, WHY 
AND HOW to practice each week in preparation for the following session.  Our faculty understands the 
importance of these 3 components in education, and we are committed to providing this to you at the end of 
each session. 
        ____________________________ 

          Student/Guarantor Date 


