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Steps to School Terms and Conditions

INTRODUCTION
We believe these standard terms and conditions reflect the custom and practice of Nurseries providing full day care. The rules about notice and payment of fees are        designed to promote stability, assist forward planning and the effective deployment of nursery resources. 
Nothing within these terms and conditions affects the parent/ guardians statutory rights. To enable us to provide and maintain the highest standard of care, we require all parents to be aware of, and abide by the following conditions.
 
OPENING HOURS
The setting is open Monday to Friday, 8am to 6pm.
We are closed on all public holidays, and Christmas Eve through to the first working day in the New Year.
We have the right to close the setting in extreme weather conditions. There will be no refund of fees offered during this time.
 
AGE OF ADMITTANCE
Age of admittance for the Nursery is between the ages of 3mths and 5 yrs.
Age admittance for the Steps club is between 5 – 11 years.
 
DEPOSIT
To register your child/ secure your place within the Nursery, a registration fee of £150.00 is paid. £50.00 of that covers admin and settling in sessions, and the remainder (£100.00) is returned to you at the end of ‘nursery life’.
 
CALCULATION OF NURSERY FEES
Before the government funding is allocated, our fees are calculated on the basis of the weekly charge for the sessions attended, multiplied by 50 weeks and then divided by 12 months to create a fixed monthly charge.

Our current fees are:
Nursery: DAILY RATE £70

	NO OF DAYS
	PER WEEK
	PER MONTH

	5
	£350.00
	£1458.00

	4
	£280.00
	£1167.00

	3
	£210.00
	£875.00

	2
	£140.00
	£583.00

	1
	£70.00
	£292.00



Club: 
	Daily rate

	

	Breakfast club 
	£7.50

	After School club
	£16.00

	Before and after school club
	£23.50

	Holiday club FULL day (incl hot meal)
	£40.00

	Holiday club HALF day (incl hot meal)
	£20.00





PAYMENT
All fees (Nursery and Club) must be paid monthly (in advance) and are due on the 1st day of each month, or the next closest working day after. 
Nursery parents are written to and informed of their child’s fees when initially joining us. Separate invoices are then provided when the government funding begins, to explain the funding contribution/ non funded hours and remaining fee to pay.
For members of our ‘Steps Club’, termly invoices are issued, with the overall amount divided in to equal monthly payments across that term.
Methods of payments can be via standing order/ bank transfer, cheque, cash, tax free childcare scheme and/ or childcare vouchers.
Additional days are booked on ad hoc basis when availability allows. These will be invoiced separately (unless stated otherwise) and should be paid at the time the invoice is received.
Regular late payment of fees could result in a £15 late administration charge. Non-payment of fees may result in your child losing their place.
Please note, fees are payable during the periods of absence from the setting, including illness and personal holidays, and also in the event of closure due to adverse weather conditions.

NURSERY LATE FEE
Whilst we understand that last minute/ unplanned issues can arise, in the event that a parent or guardian collects their child from Steps to School after the closing time of 6pm, it is important to note there is a payable late fee.
Our late fee is as follows;
£20.00 (PER CHILD) for collection within the first 15 minutes
£2.00/ minute (PER CHILD) for collecting from 16 minutes past the hour onwards.

If your child is collected later than 6pm we will write to confirm that amount payable by midday the following day, and kindly ask for this to be paid by the date provided in the written correspondence.
Please do ensure that you inform the nursery if you are going to be collecting late, or if alternative arrangements have been made to collect in your absence. Thank you.

EARLY YEARS FREE ENTITLEMENT
Our setting supports a variety of Government initiatives/ funding options, that all being well, you will be able to have access to at some point during your child’s time here at our setting. These funding options are:
· Tax Free Childcare: A scheme whereby the Government contribute 20% of your childcare fees to families who are eligible
· Free for Two: A scheme that supports families with 2 year olds and provides access up to 15 hours free childcare, term time only, subject to eligibility
· Working Parents Entitlement: A scheme that supports all families with 9 months and 2 year olds and also provides access up to 15 hours free childcare, term time only
· Universal 3 and 4 year old funding: A scheme that supports all families with a 3 / 4 year old and provides access to 15 hours free childcare, term time only
· Extended 3 and 4 year old funding which entitles parents/ carers to an additional 15 hours funding, term time only and subject to eligibility 

Please visit www.childcarechoices.gov.uk to find out further information and the eligibility criteria the local Government provide depending on which funding scheme may apply to you.
You are able to access your 15/ 30 hours government funding the first full term after your child’s 2nd or 3rd birthday (depending on the scheme you are accessing). This is something we initiate on your behalf. There will be a form to complete with your child’s details and the first time you claim we ask that you provide your child’s birth certificate so we may take a copy for our records. As previously mentioned, the funding will be issued term time only. We will organise a separate invoice for you which lists your regular monthly fee, taking in to consideration the funding entitlement.

It is the responsibility of the parents to ensure that Government funding codes are refreshed within the grace period given to you on your individual accounts. Failure to do this may result in not being eligible for the funding for the term ahead – in which case full fees for that term will apply. You will be notified of this in writing if full fees are required.

SESSION CHANGES & NOTICE OF LEAVING
A four (full week’s) notice is required in writing for any session changes or if a child is    leaving. 
If this written notice is not received, then a full months fees will be charged in lieu. 
 
 
COLLECTION OF CHILDREN
If any other person, other than the usual parent or guardian, is collecting a child from the setting, please ensure that permission is provided and staff are informed of this in advance. You must inform the setting of the following;
 Person’s name
 Brief description of what they look like
 The password that they will give upon collection
We will ONLY hand over your child to a person known to us or has parental (your) permission.

If you require any person between the ages of 16—18 years to collect your child, please ensure written permission is received by the setting.

Please note, we cannot refuse to hand a child to anyone with parental responsibility unless strictly directed to by a court of law.

SICKNESS 
If a child becomes ill during their session, a member of staff will contact the parent or carer indicated on the registration form.
We reserve the right to refer/ take your child to the doctor/ hospital if we consider it an emergency, and are unable to get hold of you.
Every possible (continuing) effort will be made to contact parents/ guardians or an authorised person in an emergency.
If your child is suffering from a communicable illness, your child should not be brought in to the setting until such time the infection has cleared. 
Please refer to our ‘Illness and Infection’ policy.
Parents/ guardians are advised to notify the setting if their child is absent due to illness.
The setting reserves the right to refuse entry to any child who the setting manager considers to be unwell or suffering from any communicable illness.

SAFEGUARDING 
Catherine Osborn - the setting Manager, is the main ‘Designated Safeguarding Lead’ (DSL), with Cassie Harrington and Samantha Brenchley as Deputy DSL’s.
All staff are DBS checked before employment begins, and are trained in safeguarding/ child protection – this topic is the responsibility of everyone within the nursery community.
It is understood that Steps to School Day Nursery is under obligation to report to the ‘Front Door’ services any incident where we consider a child may have been subjected to abuse or neglect. This may be done with/without informing the parent/ guardian. 
With this in mind, it is therefore essential that any birth marks etc are included on the child’s registration form, and any existing injuries that have occurred are reported and recorded appropriately with a member of staff upon dropping off your child.

BEHAVIOUR 
The setting’s Behaviour Co-ordinators are Catherine Osborn and Cassie Harrington (Manager and Deputy Manager).
The happiness and well-being of your child is of vital importance to us. Therefore, if any child, or parent, is considered to be disruptive or behaves in an unacceptable way, we reserve the right to remove the child or adult from the setting.

SENCo
The setting’s ‘SENCo’ (Special Educational Needs Co-ordinator), is Catherine Osborn. 
Steps to School Day Nursery is an inclusive setting. Dedicated support and time will be given to those who have an additional need of any level. We can offer universal support in the form of targeted plans and following the ‘Best Practice Guidance’. 
We can also source/ access advice and guidance from external services within in Kent such as Equality and Inclusion under KCC, and also STLS – ‘Specialist Teacher Learning Services’, help with referrals, personalised plans and EHCP’s also.
Any concerns from parents/ caress should be discussed at the earliest convenience in order to maximise full support as necessary whilst a child is in our care.

COMPLAINTS PROCEDURE
Our team at Steps to School strive to provide a consistent high quality service in order to support the needs of all children and their families whilst in our care.
However, should you wish to raise a complaint about the service we have provided, please do so in writing (either email or letter), as per the guidance of our setting’s policy.
Once received, we will ensure that you are contacted as soon as it is possible in order to talk through and attempt to resolve any issues that have arose in a timely manner.

PARKING 
Steps to School Day Nursery have a dropping off point for delivering and collecting children outside Borough Green school gates. 
Parents who wish to remain in the setting for more than 5 minutes are requested to find an alternative visitors parking space. There are two car parks in the village, one in the high street and another in Western Road. Both offering two hours free parking.
 Please note— parents are not permitted to park within the school grounds, except between 8-8.30am and after 4pm.

CONFLICT OF INTEREST
The Governors of Borough Green Primary School strongly discourage the staff of Steps to School from being involved, outside of their normal working hours, with baby-sitting (or other childcare services) that include any children who make use of any service provided by Steps to School.
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