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Walton Montessori Pre-School Terms and Conditions
 September 2019 (Registered after 1st September 2019)
Opening Hours
Walton Montessori Pre-School is open from 8am-6pm Monday – Friday for 50 weeks of the year. We are closed on all bank holidays and the last two weeks of December, including the period between Christmas and New Year. Actual dates will be shared with parents in January each year.
Sessions
We have a number of sessions your child can attend which are:

Mornings:

8am-1pm (5 Hours)
Afternoons:
1pm-6pm (5 Hours)
Full days:
8am-6pm (10 Hours)
Registration 
A signed registration form along with terms and conditions and the non-refundable registration fee must be received from the parent/carers for each child before a place at the pre-school can be considered or discussed.
Once the non-refundable registration fee and terms and conditions have been processed you will receive a letter informing you that your child/ren has been placed on the waiting list.

Your child’s place will be confirmed 3 months before your child is due to start at the pre-school, with confirmed sessions and expected fees. If we are unable to offer you the sessions you have requested on your registration form we will call you to discuss the sessions available and possible options. 

Once you have been offered a place in writing you will be required to pay the deposit within 4 weeks of the confirmed place being offered. Once this has been received and processed your place will be confirmed. If you do not send your deposit and confirm the place offered you will be removed back to the waiting list and the next child on the waiting list will be offered your spaces.

If you wish to change your child’s requested sessions please inform Walton Montessori pre-school in writing within 4 weeks of starting at the setting, any changes after this date the below sessions changes conditions need to be adhered to.
Your child will remain registered at Walton Montessori pre-school until either you accept the place offered or you officially confirm in writing that you would like your child removed from the list.

Due to the long running nature of the setting we have an order of priority for places to be offered which is:

1. Internal children (Children already attending the setting)
2. Siblings of internal children

3. Full week places

4. Full day places

5. Session places
Minimum requirements
Your child must be signed up to a minimum of 2 sessions per week, over a period of 2 days.
Registration fee

We have a non-refundable registration fee of £50, which must be paid before a child can be officially registered, placed on the waiting list and considered for a place. This covers any admin costs with sending out waiting list and place confirmations and towards the child’s required settling in sessions prior to starting at the pre-School.
Deposit
A £400 deposit must be paid within 4 weeks of being offered a confirmed place. This will be held on your child’s fee account and will be refunded the month after your child leaves. We have the right to use the deposit towards any outstanding fees when the child leaves. This will be detailed to you at the time of your notice being submitted.
Payment of fees
Invoices will be issued on the first of the month and all fees must be paid by the 15th of each month.
Unpaid fees will be identified to the parents in an email from the 16th of each month and a debtors letter will be issued with the potential of your child’s place being withdrawn if your child’s fees have an outstanding balance at the beginning of the following month.

Any additional sessions added throughout the month will be invoiced in the month after and must be paid with the fee balance of that months invoice.

Additional sessions will be refused if your account has an outstanding amount and/or an unpaid balance. 

There are separate fee schedules for 2-3 Year old children and 3-5 year old children. Your fees will decrease the month AFTER your child turns 3 Years old. 
Fee Increases
Walton Montessori Pre-School reserve the right to increase fees from time to time, usually annually. We will provide three months notice in writing in such instances. You have the right to cancel your place should you no longer wish to attend Walton Montessori Pre-School due to the fee increase. Please see notice of withdrawal and follow these conditions.
Notice of withdrawal
If you wish to cancel your child’s place at Walton Montessori Pre-School you can do this at any point throughout the year by giving at a minimum of a full months notice in writing to communicate the actual leaving date. On the year your child leaves for school you must also inform Walton Montessori Pre-School in writing at least 4 weeks before your leaving date.
Session changes
If you wish to change your sessions but remain at the same amount of time please inform Walton Montessori Pre-school one month before the desired change and we will do our upmost to change your child’s sessions. This allows for rota changes and to ensure ratios of the children are maintained.  If these sessions are not available then you will be added onto the internal waiting list and be contacted as soon as the sessions become available.

Sessions cannot be swapped on a one-off basis as numbers and ratios are calculated for regular bookings. You can however add additional sessions in the week if available and as much advance notice as possible is given.
Decrease
If you wish to decrease your child’s regular sessions then we require one month written notice in order to decrease sessions, in order to ensure all invoices are correct and to allow for staff rota changes and the possibility to offer your child’s place to another child.
Increase
If you wish to increase your child’s sessions please inform Walton Montessori Pre-School one month before the required start date to allow for rota changes and ratios to be maintained, we will do our upmost to increase your sessions to the desired. If we are unable to offer this, then you will be added to the internal waiting list and be contacted as soon as a space becomes available.
Refunds, fee reductions and discounts
There will be no refunds for the sessions your child might not attend due to illness, absence or holiday. This is to secure your place for the period of time your child is away and allows us to continue paying the staff members still employed whilst your child is absent. 

You do not pay fees during any bank holidays or the two weeks the pre-school is closed in December. All other times will be charged at full fees, unless you are eligible for a discount or funding.

Fees will not be reduced for any occasion. For example if you use your own Nappies, wipes, sun cream or provide your own food for meal times. Fees will also not be reduced for decreased sessions, if you arrive late or collect your child earlier then the arranged session.
A sibling discount of 10% is given for the duration that siblings attend the pre-school together (Does not have to be the same sessions or rooms) the discount will be deducted from the child who’s invoice is lower.

A discount of 5% will be applied to anyone attending 5 full days per week on a 50 week contract. (Monday-Friday 8am-6pm)   
Absences
If your child is absent from pre-school for any reason, sickness, holiday or any other reason you must contact the pre-school at the earliest opportunity of the reason your child will not attend and your expected return date. If the return dates change you must inform the pre-school again.  Also if your child is going to be late or collected early please inform the pre-school of the expected times of arrival and departure.
This is to ensure we are maintaining our duty of safeguarding your child and aware of where they are at the times they should be attending.

Sickness and Medication

Please refer to our illness and injury policy for the full version.
If your child has been sick or had diarrhoea then they must not attend pre-school until 48 hours after the last episode.

If your child has had a raised temperature and you have administered calpol at home then they must not attend pre-school until 24 hours after the temperature has returned to normal.

We will only administer pre-school calpol if the child has a high temperature over 38oC and cannot administer this if your child feels unwell without a temperature. 

On admission you must complete an emergency treatment form and calpol authorisation form, to allow the pre-school to take your child to hospital in an emergency and administer calpol for a high temperature if we are unable to contact you before in a reasonable amount of time. If the temperature goes above 39.5oC and the child has been at the pre-school longer then 4 hours before contact has been attempted, calpol will be administered.
Walton Montessori Pre-School reserve the right to refuse an unwell child and/or send home a child who in our professional opinion is too ill to be in attendance for that day/session. 
Early Years Entitlement 15 Hours (3-4 Year Olds ONLY)
All 3-4 Year Old children are entitled to the governments universal funding for up to 15 hours per week for 38 weeks of the year. This will start the term AFTER your child turns 3 Years Old. The government sets out how much they will pay us each hour for your child attending. Your invoice and fees will be discussed with you in the month your child becomes entitled to the government funding.  For the remaining 12 weeks of the year you will be charged using the regular fee schedule.
We require proof of your child’s details and will request these before submitting your funding application. 

Funding hours at Walton Montessori Pre-School are:

9am-12pm and 1pm-4pm (No other hours can be used as Early Years Entitlement 15 Hours funded)

Full fee paying weeks and date of eligibility will be communicated with each parent as each child becomes eligible along with new expected fee amounts.

 Early Years Entitlement 30 Hours (3-4 Year Olds ONLY)
From September 2017 children of working families maybe eligible to receive up to 30 hours funded childcare and education for 38 weeks of the year. To be eligible the family must meet the following criteria set by the government:
· They earn the equivalent to 16 hours at National Minimum or Living Wage over the coming three months.

· This equate to £120 a week (or £6,000 a year) for each parent over 25 years old or £112.80 (£5,800 a year) for each parent between 21 and 24 years old.
· This applies whether you are in paid employment, self-employed or on zero hour contracts.

· The parent (and their partner where applicable) should be seeking the funded childcare to enable them to work.

· Where one or both parents are on maternity, paternity, shared parental or adoption leave, or if they are on statutory sick leave.

· Where one parent meets the income criteria and the other is unable to work because they are disabled, have caring responsibilities or have been assessed as having limited capability to work.

· Where a parent is in a ‘start-up period’ (i.e. they are newly self-employed) they do not need to demonstrate that they meet the income criteria for 12 months.

· If a non-EEA national, the parent must have recourse to public funds.
In addition to be eligible for up to 30 hours free childcare at Walton Montessori Pre-School: 

· Your child must attend a minimum of 2 x 8am-5pm sessions across the week.
A parent will not meet the criteria when:

· Either parent has an income of more then £100,000

· Either parent is a non-EEA national and subject to immigration control (and has no recourse to public funds)

If a parent loses eligibility:

· They will receive a “grace period” – this means they will be able to keep their childcare for a short period.

· Once the “grace period” has lapsed, the parent may be entitled to the universal 15 hour entitlement. (Please see above for eligibility)

Full fee paying weeks and date of eligibility will be communicated with each parent as each child becomes eligible along with new expected fee amounts. A fixed rate fee can be arranged to pay the same weekly amount over 50 weeks to make the fees more simple.
Parents must register with a single online childcare service application. 

More information can obtained from the pre-school office when needed. 

This does not affect your child’s 15 hours funding and your child will remain eligible for 15 hours universal funding. 
FEET Funding
Walton Montessori Pre-School have a select number of spaces available for FEET funded children (Normally no more then 4)
Our sessions for FEET are: Monday – Friday 1pm-4pm and for 38 weeks of the year. (All other hours and weeks are charged at the normal pre-school rate)

Please discuss further with the Pre-School office if you are eligible. Separate terms and conditions apply.
Collection of children
Your child will not be allowed to leave the premises of Walton Montessori Pre-School to an adult that the staff do not know. On admission an ‘Allowed to collect’ form MUST be completed. (Even if only the parents will collect). If in an emergency alternative arrangements need to be made we must have this in writing from the parents, containing the full name and relation of the person collecting and a password that can be confirmed with the staff members, they will be asked for identity on arrival and if the staff are not happy then the parents will be called before the person is allowed to take the child from the setting. 
If staff feels that the person collecting the child is under the influence of drugs and/or alcohol and feel in their professional judgement the person is not capable to look after the child safely you will be asked to contact another responsible adult to collect the child.

We will not allow children to be collected from Walton Montessori Pre-School from anyone under the age of 18 years old, unless they hold parental responsibility.
Late collection
Walton Montessori Pre-School opens at 8am and closes at 6pm. Due to insurance restrictions we cannot accept children to be dropped off and left before 8am and all children should be out of the setting by 6pm.
Our members of staff are very important to us and we try our up most to ensure they have a good work life balance and when children are collected late this affects the length of time between shifts and any personal life commitments. With this in mind we have a late collection charge that is applied to all children who are collected past their expected time.

You will be charged £5 for every 5 minutes late, this will be invoiced separately and will go to the members of staff who had to stay behind with your child. There must be at least 2 members of staff on the premises at all times when children are present. 

This charge also applies for the late collection of your child if they are booked in until 1pm and 6pm. As a childcare provider we run on ratios and being late to collect your child at any time of the day affects staff members going to lunch or going home.

As soon as you know you are going to be late to collect your child you must ring the Pre-School to inform the staff you are late and a predicted time of arrival. Calling does not eliminate the late collection fee that will be charged.

If after 60 minutes we have been unable to make contact with either parent then the local authority social services and police will be called as part of our duty of care under ‘Safeguarding Children’s Act 2004’.
Personal belongings
Walton Montessori Pre-School cannot be held responsible for any loss or damage to children’s property. We strongly advise that all items of clothing, including shoes, hats and gloves are clearly labelled with your child’s name, to reduce the risk of these going missing or being sent home with the wrong child. We strongly advise that in every instance possible you do not allow your child to come in with toys or belongings from home, except in instances that we ask you to bring something in. However, if your child insists on coming into pre-school with an item from home, we cannot be held responsible if this item goes missing or is broken. 
Uniform/Child dress code
Parents must provide a number of full changes of clothing for their children, even if they are fully toilet trained. For the instances children might get wet or messy during their time at pre-school. Please also ensure children have adequate outdoor wear, including hats, gloves and scarves for winter and wet weather clothing including wellington boots and also summer hats and a cover up for the children’s shoulders during the warmer months. 
Photography
Photos will be taken of the children to use in their learning journey folders and around the setting for display boards. If you object to this then please inform the office and we will acknowledge this request.

Any other use of photos of your child: Facebook, website, marketing or any other purpose a separate permission form will be requested and must be signed before photos can be used for this nature.

Any questions or concerns regarding the use of photographs please come and speak to the office, who will clarify the situation for you.
Use of mobile phones
The use of mobile phones is strictly prohibited in most areas of the Pre-school. Mobile phones MUST NOT be used in any of the cloakroom or waiting areas or any of the rooms at any times. Including to take any photos, check diaries and take or make phone calls.
Mobile phones can be used in the office and outside the pre-school areas.

Please do not be offended if you are asked to stop using your phone in an area prohibited, this is for the overall safety and welfare of the children in the setting.
Safeguarding duties
As a registered pre-school setting, Walton Montessori Pre-School is under obligation to report to Social Services any incident where it is considered that a child may have been harmed or neglected or have the potential to be harmed. This may be done without informing the parent or guardian of he child.
We also run an open whistle blowing policy and all members of staff have a duty of care to disclose any information they may feel suspicious in regards to safeguarding children and adults.

We reserve the right to remove any person from the premises who we feel is abusive or threatening to our children or staff.

For security reasons and to ensure the children are safeguarded at all times, if the staff members are not aware of a new person collecting the child or has not seen them before the child will not be released in to the adults care and the parents will be called for confirmation before the child will be released into the care of another adult. 
Employing pre-school staff
In signing these terms and conditions at Walton Montessori Pre-School parents agree not to directly or indirectly canvas or solicit or endeavour to encourage members of staff to leave employment at Walton Montessori Pre-School whilst your child attends the pre-school and for 3 full months after the child leaves. 
If it is proven a member of staff has left to commence employment with a previous parent within 6 months of their employment terminated then the parents will be liable to pay us a sum equivalent to 3 months employees salary at the time of employment with you. 
Babysitting
Current members of staff can be approached for the service of babysitting outside of Pre-School hours. However, it is paramount to understand this is an agreement between the parent and individual member of staff and Walton Montessori Pre-school cannot be held responsible for anything that may happen during agreed babysitting hours. Any arrangements and discussions should be completed outside of the member of staff working hours and a separate babysitting permission form must be completed before any babysitting commences. 

If the agreement is to collect the child from pre-school then this must be agreed outside of the working hours and any additional hours the child has to stay must be paid to Walton Montessori Pre-School. Also the member of staff must be added to the child’s ‘allowed to collect’ form and written agreement given by the parent before babysitting can commence.

If babysitting agreements begin to affect the member of staffs standard at work babysitting will be refused for future instances.

Termination and suspension
Walton Montessori Pre-School reserves the right to terminate or suspend a child’s place in the pre-school in the event that the parents show unacceptable behaviour or contravene these terms and conditions (including, but not limited to, a missed payment deadline), or where Walton Montessori Pre-school is of the opinion that termination/suspension is reasonably necessary in the interests of the school or in the event that any fees remain unpaid. If the suspension continues for a period of more then 28 days for any reason, this agreement will be automatically terminated. In the event of suspension the pre-school fees will be due and we will exercise our statutory right to claim interest and compensation for debt recovery costs.
Use of car park
In order to use our car park for drop off and pick up, please be conscientious to other car users and DO NOT block any entrances or exits and accesses in and around Elm Grove. Also do not block another car in so they are unable to leave the site if they so wish. 

You must never park in a named bay or beyond the gate to the Youth club as these are private spaces.

Please also deter from leaving your car on site for long periods of time and especially if you are not parked in a correct space. This is a public space and unfortunately if the use of the car park is abused it could be taken away from us. 
Data Protection Statement
Walton Montessori Pre-school obtains and processes data, including sensitive data relating to families and their children as part of its registration process (or at a later date) for child care services. Examples of sensitive data include information on physical or mental health, such as allergies or disabilities. We collect personal data for several purposes:

1. Ensure a safe, healthy and successful environment for the child

2. Administer medical care when necessary

3. Comply with government regulations and standards

4. Aid in the administration of services

Walton Montessori Pre-School will not disclose personal data about any parent or child to a third party unless:
1. The personal data is being disclosed to a tutor, business partner, supplier or subcontractor for the purpose of performing its obligations to you or your child:

2. With consent

3. Walton Montessori Pre-school is satisfied that the third party is entitled to the data

Where Walton Montessori Pre-school does disclose personal data to a third party. It will have regard to the eight data protection principles set out in the Data Protection Act 1998

By agreeing to these terms and conditions, you agree  to Walton Montessori Pre-School processing and disclosing personal or sensitive personal data (as defined in the Data Protection Act 1998) relating to you and your children as set out above or as otherwise described in these terms and conditions. 
Changes to terms and conditions
Walton Montessori Pre-school reserved the right to change at any time these terms and conditions and to vary or cease to provide any of the facilities being provided as a result of change in relevant laws and regulatory requirement. If the terms and conditions are changed we will give you at least one months written notice of any such changes before they take effect.

Walton Montessori Pre-School may implement temporary or permanent policies relating to pandemics, infectious diseases or other operational issues. These policies will be effective on the date issued and are subject to change at our sole discretion.
Acknowledgments, consent and signatures
By signing these terms and conditions, you acknowledge that you have read the terms and conditions and confirm that you accept the terms and conditions as stated. If you think that there is a mistake or require any changes please contact Walton Montessori Pre-School, we will confirm any changes in writing to avoid any confusion between you and Walton Montessori Pre-School and that you wish to register your child in the nursery and accept the place as and when it is offered
Signature of Parent/Guardian

Print Name

Date

Signature of Parent/Guardian 

Print Name

Date
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