Greenacres nursery Terms and conditions

As a professional nursery dedicated to the overall care of your child, we make it our business to ensure that we provide a safe and loving environment for your child to play, learn and develop. In order to maintain such standards, it is important to have rules and regulations. Please help us to continue to provide such an excellent childcare facility by supporting the conditions laid out in the contract. Failure to comply could lead to the cancellation of your child’s place.

Admissions & Collections of children 
After a parent views the setting and is given the chance to view policies, practices and receive a prospectus, they have the option to apply for a space; they submit a registration form, completed terms and conditions alongside a registration fee (for additional fee-paying hours) to be placed on the waiting list. Spaces are offered out on a first come first serve basis. Greenacres welcomes children from all backgrounds and all abilities.
Spaces are subject to availability. In the event of a high demand for spaces, we look at the following criteria for allocation of the space:
• The length of time on the waiting list
• An available space in a room suitable for the child’s age
• Specific days becoming available
• If the child already has a sibling with us.
Once a space has been offered to a parent, they are required to pay a refundable deposit (for additional fee-paying hours) to confirm acceptance of the space. Parents are encouraged to arrange settlings with their key-worker; they will discuss their medical needs, likes, dislikes and general liaison. The parent then leaves the child for a period of one hour with us, and then on the next visit we will settle for a period of two hours. The child’s first full day is usually a shorter one, ready for full attendance, building a relationship with the key-worker for further continuity.

For security reasons, children will not be allowed to be collected by anyone other than the persons specified on the registration form. On special occasions or in an emergency please inform a member of staff in advance and provide a brief description and a password to confirm permission for another adult to collect your child. Children will not be released into the care of anyone under the age of 16 and any parent/carer suspected of being in an unfit state will be challenged and asked to arrange an alternative collection.

Staff may charge £10 per 10 minutes or part thereof for a late collection at the end of the any session, uncollected children may be released to the SPA Team if every other option has been explored. Please provide us with adequate information to avoid this scenario. Please be vigilant when dropping or collecting your child, not to let any persons stood with you through the gate/door to maximise security and to ensure you close the door behind you.

The nursery offers extra hours, before and after the normal nursery day.  These need to be booked in advance and additional terms and conditions will need to be signed.

Booking extra sessions (ADHOC):
Parents can request for their child to attend additional sessions outside of their usual days, these cannot be booked for more than a month in advance. We require at least 24 hrs notice to book these sessions and they will only be granted if the space is available and within our ratios.  These sessions must be payable in advance and if not used are still chargeable, a 24-hour notice period to cancel any pre-booked sessions is required.  

Payment and Fees 
A registration fee of £35 is payable for additional fee-paying hours, with your application form, this is non-refundable.
A £250 deposit is charged for additional fee-paying hours, on acceptance of a nursery place and will be returned after your child’s last day subject to receiving one month’s notice and payment of all outstanding fees.
Fees are due on the 1st of each month for the month ahead. These are calculated by taking your normal weekly fee, multiplied by 52 weeks in the year and divided by 12 to get your equal monthly fee regardless of any absence including sickness, holiday and bank holidays. 
Please note that we will provide our bank details for standing order or direct transfer set-ups, we do not have the authority to cancel them, so this will remain the responsibility of the fee payer when your child leaves nursery. Refunds of standing orders paid to us in error will incur a £10 administration fee.
We are signed up to the Tax-free childcare and enjoy benefits workplace nursery benefit.
We require a months’ written notice in writing to drop any days/sessions or space altogether for additional fee-paying spaces.
Late payment of fees will result in a £10 administration fee for written reminders and may also incur extra charges of £5 per day unless pre-arranged with the office. Constant lateness of fees may result in the loss of the nursery place. 
Fees are reviewed annually and increases will be made in the month of September.
Swapping of days will not be permitted in any circumstances.

EEE
Early Education Entitlement is claimed from the government termly for eligible children, which parents are required to complete an authorisation form for.  A child will not be granted their entitlement if they start within their grace period. All Early Education Entitlement places are provisional until a signed authorisation form is received by the setting.
An invoice is produced, which will show your free entitlement and any additional chargeable hours.  A separate signed EEE terms and conditions is required, to enable us to claim your entitlement on your behalf and must be adhered to.  
There are various entitlements on offer and for each one, the nursery receives an age-related rate, as the funding rate decreases with the child’s age, the fees will increase. 
The 38 weeks entitlement is stretched over 52 weeks. We claim in January, April and September. 
We deliver the entitlement as Jan-Apr/May-Aug/Sept-Dec to ensure your monthly payment stays the same and you receive entitlement throughout the year.  
15 hours Stretched is delivered as 11 hours per week, over 52 weeks of the year.
30 hours stretched is delivered as 22 hours per week, over 52 weeks of the year.
Additional hours, after free entitlement, are annualised and spread evenly over 12 months to ensure a flat monthly charge.
[bookmark: _Hlk174365145]3–4-year-old 15-hour universal early education entitlement is a free entitlement, meaning every child is entitled the term after their third birthday. 
3–4-year-old working family entitlement -extended hours for eligible families with a valid code.
[bookmark: _Hlk214449686]2-year-old early learning entitlement is for eligible children with a 2-year code, the term after their 2nd birthday. This entitlement is for eligible families on low income, receiving DLA or care for a looked after/adopted child.
[bookmark: _Hlk214449739]Working family entitlement for children under three years old (expanded hours) is for working eligible families, the term after they turn nine months. 
 If you are new to funding you need to provide proof of your child's date of birth for a staff member to look at (this is a requirement as Greenacres will need to sign relevant paperwork confirming that we have seen the proof)
For working families funding, you need to apply before the deadline to receive a code for free childcare to give to your childcare provider. The deadline is the day before the new term begins, but we encourage you to apply earlier, and recommend applying at least 6 weeks before the deadline. If you do not apply by the deadline, you may not be able to take up your entitlements in that term. 
Please go to https://beststartinlife.gov.uk for more information.
Children will naturally transition through Greenacres along with their Early Education Entitlement.  The notice period is four weeks written notice for an Early Education entitlement place.


Complaints Procedure 
Greenacres welcomes comments and suggestions from parents at all times. If you have a complaint, please let the manager know or email/phone Susan Green (Company director) susangggg@gmail.com, 07713405049 or Michelle Strong (Area manager) greenacresareamanager@gmail.com and it will be dealt with immediately. 
Alternatively, our governing body OFSTED can be contacted if you still feel unsatisfied. OFSTED is responsible for visits & inspections to ensure quality care at our nurseries. Please feel free to ask for copies of previous inspection reports or contact them via their online contact form, email: enquiries@ofsted.gov.uk or write to OFSTED, Piccadilly Gate, Store Street, Manchester, M1 2WD. Tel: 0300 123 4666.

Parent partnership
Working with parents to ensure the very best care for the children in our setting is considered to be a great asset. Greenacres acknowledges that parents and carers are children’s first and most influential teachers and that it is critical to involve them in supporting children’s development. Only through regular sharing of information and discussion with parents, can children be properly supported to gain knowledge and skills at home and in the early years setting.
We have various ways in which we work with parents, these are:
Regular consultations, monthly liaison letters, wow moments, all about me packs, parent forums and questionnaires for the purpose of regular feedback from parents. 

Accident, Illness & Medication 
In the event of an accident the majority of staff are first aid trained. For minor accidents an incident report form will be filled in by the staff member who dealt with it and shown to the parents/carers on arrival. Parents/carers will be asked to sign the incident form. For more serious accidents the parents/carers will be contacted immediately and depending on the injury, the child may be taken to hospital with familiar staff members until the parent/carer arrives. On registration to the nursery, consent to treatment form must be signed. Please ensure that your requirements are clear.

Staff members are trained to recognise illness and ailments of a child. Children who are shown to be unfit to enjoy nursery will not be admitted.
For contagious illnesses a note from your GP may be required before re-admission of your child to the setting. If your child has been prescribed medication, they must have the first dose whilst in your care.  If the child is well enough and isn’t contagious, they can attend the setting at the time that their second dose is due, not before.  If a child has had general anaesthetic, we will not be able to admit them until there has been at least a 24hr period. Greenacres recommends that on the day of a child’s immunisations that they do not attend nursery.
If your child returns to nursery whilst still on medication the staff will insist that the medicine is labelled with the original prescribed label showing name, dosage and date prescribed. All medication must also be received in its original container stating dosage including Homeopathic and over the counter medications. Prescription only medicines are usually marked with POM on the label.

Children that become ill whilst at the setting will be handled gently and supervised in a quiet area until the parent/carers can be contacted to collect them. In the event of a temperature, we will phone parent/carers and ask permission to administer Paracetamol, if the temperature is high or persists after paracetamol they will need to be collected. If parents cannot be contacted, then Paracetamol will be administered after being with us for a minimum of 4 hrs, with written consent on the medical form. In the event of diarrhoea/sickness, a 48hr period from the last episode is required before children can be re-admitted into the setting.

Behaviour and Discipline 
Positive discipline is used to promote children’s self-confidence and high self-esteems, which in turn encourages and reinforces positive behaviour.  Within the nursery we use either Rainbow rules or Lions roaring rules, which are ways of turning a negative into a positive, these are reinforced in day-to-day practices.
Recurring behavioural problems will be discussed with parents and a joint action plan agreed. 

Nursery Policies 
Greenacres has a policy file that is available to parent/carers at all times. Please ask a staff member should you wish to see it or arrange to see the manager to discuss matters further. Policies are also available on the Greenacres website.

Staff recruitment 
Greenacres has a very stringent procedure for the recruitment of staff.  They are checked for suitability; they have reference checks carried out and an enhanced DBS check.  Staff are required to sign up to the DBS update service in which we regularly check their criminal record status.  They are fully inducted and trained at various stages and are only allowed to do everything when authorised by management.  Training is then ongoing for all staff, we hold a variety of meetings, workshops, liaison groups and offer courses to encourage the staff to continue their professional development. 

Outings 
If you would like your child to be involved in the outings provided by Greenacres you must sign the outing consent section on the back of the terms and conditions, for Mini bus and public transport further consent will be obtained on an outing request form. Outings are risk assessed and are planned to back up our children’s interests and are designed to be fun and educational. Staff adhere to strict outings procedures for the safety of your child and routes and destinations are checked before the event. Some outings will be in the local area and some will be a short bus ride away. The Greenacres minibus’ enables small groups of children to go out on a regular basis.

Dietary Requirements 
Greenacres menus are planned to provide a varied and nutritional diet. 
On admission, please ensure that the dietary section on your medical form is completed and also talk to the staff about any food preferences. Dietary requirements can be catered for, please discuss with a staff member.

Uniform, clothing and personal items 
There are Greenacres uniform t-shirts and sweatshirts, which parents can purchase. All items worn, are to be clearly named. Greenacres accepts no responsibility for any items lost or damaged whilst on the premises. Parents 
must provide nappies. Fifty pence per nappy will be charged if your own nappies are not available to use.

Parking 
It is essential for the children’s safety and for our planning conditions that you adhere to the parking restrictions specified.
Parents/carers (or anyone dropping off or collecting your child) can use the nursery car park for drop offs and pick up’s only, we ask for you to park considerately in a bay and to drive slowly when entering or leaving the car park for everyone’s safety.  Cars are not to be left all day, if the car park is full you can park on the main street, but we must ask you to be aware that we are based in a residential area and in order to respect our neighbours and other businesses, please park considerately and do not park in the neighbouring business car parks.

Data protection and Information sharing 
Parents are made aware that Greenacres has a privacy notice and policy, this is made available in our foyers, website, in the policy file, which parents can request a copy if required.  This privacy notice outlines parents’ rights regarding their personal data.  It states what information we collect, how we use it, whom we share it with, how long we keep it and how we dispose of it.  We only collect relevant necessary information about parents and children, store it securely and dispose of it appropriately.  We recommend that all parents read our privacy policy in the foyers.
We work very closely and share information with other professionals, the local family hubs and local schools and liaise with them to benefit children and their families.  Early intervention is providing support and helps to put strategies in place if required. We only share information if it is necessary and will be beneficial to the child/family and with your consent.

Observations 
As part of our on-going requirement to the curriculum guidance ‘The Early Years Foundation Stage’ (EYFS) we are required to make written observations on all children aged 0-5 years in our care. All staff are trained to carry out observations using a variety of techniques and any observations made are strictly confidential, Parents and carers are welcome to view any observations taken of their child at any time upon request. For more details on the EYFS or observations please do not hesitate to contact a member of staff.  These observations are used in the children’s ‘profile of learning’ which is a record of their development and progression.  We are proud of our paper-based profiles, as we like to give them to you as a keepsake of their time with us. 
Please look at the ‘How my child learns booklet’ for more information.

Our responsibility in safeguarding your children 
Greenacres ensures that your children are kept safe from harm by employing suitable staff that remain vigilant to each child’s needs. Security is paramount in the settings with policies and procedures in place to promote a safe environment for children to play and learn. Risk assessments are regularly carried out to minimise danger from unnecessary accidents. We have a very clear safeguarding policy that states the child is our priority, and all staff are alert and active in awareness of signs and symptoms of abuse. The Safeguarding policy is written in line with government guidelines; it will be followed if any suspicions occur with advice from our named designated safeguarding leads.  Parents should be aware that in circumstances of safeguarding and child protection that essential information will be shared with leading professionals involved.  Parents will be kept informed, involved and supported throughout any procedures as appropriate. (Please see our safe guarding policy for further details.)

Attendance
Regular attendance and punctuality establish good habits from the start. It provides structure and simple routines that help young children to take full advantage of the learning and development opportunities available to them. Through regular attendance, children build up the secure attachments they need for healthy development. A regular routine supports children to feel settled and secure and continuity and consistency are important contributors to a child’s well-being and progress. 
Parents and carers are expected to bring their children to the setting unless the absence is unavoidable (e.g., illness or emergency), or previously planned.  If a child is unable to attend, parents/carers must provide an explanation via phone or email on the first day of absence, by 9:30 am. 
If the setting does not receive an explanation of absence, we will make every effort to contact the parent/carer on the same day. If contact cannot be made, the absence will be followed up when the child returns. 

The setting carefully monitors attendance, on an attendance chart, ensuring all absences and the reasons for them are recorded. If this occurs, the setting will engage with parents to understand the reasons and explore ways to improve attendance. If a child has frequented unexplained absences which causes a safeguarding concern or stops attending without notice, staff will be vigilant to the possibility of abuse or neglect. The Designated Safeguarding Lead (DSL) will be notified and take appropriate action, which may include contacting external agencies.

Babysitting
Greenacres doesn’t permit staff to babysit for our parents.  If you make an arrangement with a staff member, this is a deemed as a private agreement and Greenacres excepts no responsibility.

Amendment to Terms and conditions 
Greenacres reserves the right to review and amend any of the terms and conditions listed at any time and acknowledge that whilst fee increases will apply every September that some circumstances may need us to review fees at other times of the year.

Please look at our website www.greenacres-childcare.co.uk for further information and our policies.

Please keep for your reference.

Agreement to Terms and Conditions
Please read carefully and sign each part. Thank you

For certain aspects of your child’s care at Greenacres we request your consent by signature.
Please read each statement carefully and sign underneath each if your consent is given.


1. I have received and am in possession of a set of Terms and conditions listed and I understand that should I not comply with any of the rules, my nursery place may subsequently be cancelled.


Child’s name: _______________________ Parent signature: ______________________ Date: _________

2. Payment and Fees & EEE: I have read, understood and agree to adhere to the entitlement process. 


Parent name: _______________________ Parent signature: _______________________ Date: ____________

3. Parking: I have read and agree to adhere by the parking conditions as set out in the terms and conditions.


Parent name: _______________________ Parent signature: ______________________ Date: _________


4. Sun Protection: In the height of summer, we request that parents bring in a sun hat for their child. Children will not be permitted outdoors without sun protection. Please sign below if your child may use the nursery factor 50+ with a 5-star UVA rating. 

Parent name: _______________________ Parent signature: ______________________ Date: _________


5. [bookmark: _Hlk78278716]Photographs and Observations: In certain circumstances we like to take photographs of outings, special events and activities to make displays or put in your child’s profile. Sometimes these photos are of group and social activities, which may mean your child may appear in other children’s profiles. Occasionally photographs, videos and observations are taken of children’s activities for training purposes. Please inform us if you would prefer your child NOT to be included in these. If you agree to your child being photographed for these purposes, please sign below.

Parent name: _______________________ Parent signature: ______________________ Date: _________

Greenacres uses professional established outside agencies for photographic keepsakes of your child for you to purchase. We will only use companies known to us with a clear understanding of data protection and highly recommended companies. If you are happy for your child to be photographed by these companies, please sign below.

Parent name: _______________________ Parent signature: ______________________ Date: _________



            Greenacres would like to use photographs of the children for our website, public pages and sites such as Facebook
            and X to show parents what we have been doing & the events that have taken place. 
            If you are happy for your child’s photographs to be used in this way, please sign below. 
            

Parent name: _______________________ Parent signature: ______________________ Date: _________


6. Outings: Greenacres requires parent’s consent for each outing participation, but occasionally ad-hoc outings are arranged at short notice. If you are happy for your child to participate in these outings, please sign below and tick boxes of all transport that you consent to.
          Walking 		      Greenacres Mini Bus 	                             Public transport

Parent name: _______________________ Parent signature: ______________________ Date: _________


7. Safeguarding: I understand that Greenacres has a duty of care to my child and can share information with other professionals without my consent, but will keep me informed at all times.


Parent name: _______________________ Parent signature: ______________________ Date: _________


8. Data protection: I understand and agree that Greenacres complies with the GDPR regulations and will only collect relevant data regarding my families’ personal details.  Such information will be handled sensitively and securely, will only be used if necessary and will then be disposed of appropriately after the required period, as per privacy notice and policy.  Please be aware that Greenacres has a ‘data protection officer’ at each branch that maintains our Data protection file and ensures compliancy.  
We recommend that parents read our privacy notice and policy to enable full understanding of our commitment.

[bookmark: _Hlk216949801]Parent name: _______________________ Parent signature: ______________________ Date: _________


9. Attendance: I agree to inform the nursery of any non-attendance and understand that the nursery will discuss with me, if there are any concerns.
Parent name: _______________________ Parent signature: ______________________ Date: _________
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