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Terms & Conditions


Fees:
Our present charges are as follows: Fees increase Jan 2023

Under 2’s:     Half day: £36.30           Full day: £72.60        Full week: £334.00

Over 2:	Half day: £34.45           Full day: £68.90	      Full week: £316.94                

· A sibling discount of 10% will be applied to the fees of the oldest child.
· The management reserves the right to increase the fees at any time.  At least one month’s notice will be given.

Session times:

· Morning sessions:     8am to 1pm
· Afternoon sessions:  1pm to 6pm
· Full day sessions:      8am to 6pm
· Dropping off and collecting must be within these times.
· If a parent is late to collect their child, the management reserve the right to charge the parent for additional costs such as staff overtime.
· If a child is not collected on time, we will try to telephone both contact persons and the emergency contact.  If we are unable to speak to anyone, and if we have waited a reasonable amount of time, it is our policy to contact the Emergency Social Work Service for advice.
· When dropping off a child, parents must deliver their child to the correct room so that a member of staff can mark their name on the room attendance sheet.
· The management reserves the right to alter session times.  At least one month’s notice will be given.

Deposit

· A deposit of £100 is required to secure a place for your child.
· The deposit is not refundable in the event of cancellation but will be put towards your first month’s fees.
· The bank account details are as follows:  Headstart Nursery School, RBS, S/C 83-18-08, Acc. 00198351.  Please put your child’s name as a payment reference.


Payment of fees

· The initial invoice will cover sessions used from your child’s start date to the last day of their first month.  Payment will be required before your child attends (your deposit will be deducted).
· After the initial invoice a set monthly fee will be charged.
· All further payments must be made in advance on the first day of each month.  
· At no time will payment be accepted in cash.
· The nursery is open Monday to Friday all year apart from the major Christmas and New Year holidays and is closed early at 4pm, on both Christmas Eve and New Year’s Eve.  Nursery fees are therefore calculated over 52 weeks.
· Monthly payments are calculated by multiplying the weekly fee by 52 weeks and dividing by 12 months.  This does not guarantee fees are fixed for the whole year.  The management may increase fees at any time by giving parents one month’s notice.
· You will be sent a fee invoice to confirm the amount and the date fees will be collected from your account if you pay your fees by DD.  If the amounts to be paid or the payment dates change Headstart Nursery Schools Limited will notify you within 10 working days in advance of your account being debited or otherwise agreed.
· Failure or delay paying fees in the first 10 days of the month may result in the parents being asked to keep their child at home until full payment has been received provided that the nursery reserves the right to treat late payment as a breach repudiating the contract.
· You will be charged the Over 2’s rate in the first full month after your child’s second birthday.  

Fee payment queries

· Parents should telephone the office to discuss all invoice queries.  The office telephone number is: 0131 555 0700. The administrator for the nursery is Marie Stewart.
· The nursery staff are not authorised to make decisions regarding payments.  Any payment agreement reached between a parent and a member of staff at the nursery will not be recognised by Headstart Nursery Schools Limited.




Application form & parent and child information

· All parents must complete an application form.  Full contact details for three people plus a doctor must be given.
· Please remember to provide a security password and introduce staff to those people you wish to collect your child.
· It is essential we are advised immediately of any changes to your home or work address and telephone numbers in writing.  Please also ensure that we always hold up to date medical records for your child.
· If your child has any allergies these must be stated on your child’s application form.  If your child develops any new allergies during their time at the nursery then we must be informed in writing as soon as possible.

Progression through the nursery

· By accepting your child under the age of 2 years the nursery cannot guarantee to provide a place for your child to progress through to our main 2-5 year rooms.  It is our intention to accommodate you and your child but it is not always possible to accurately predict the number of children attending the nursery years ahead.
· Although we use 2 years as a guideline, the decision to move your child from the Under 2’s to the Over 2’s will be discussed and decided by both the parents and the nursery.

Extra sessions

· Extra sessions can be arranged (subject to staffing levels and availability).  Parents must follow our booking procedure by completing an extra session request form.
· If we can offer you the extra sessions you have requested you will be informed by a member of our team who will ask for immediate payment.
· Your child will only be accepted to attend the nursery for the extra sessions if payment has been made in advance.
· If you later decide you no longer require the extra sessions it is important that you notify the nursery at least 24 hours before or you will be charged for the extra sessions.
· If you wish to use extra sessions on a more permanent and guaranteed basis it will be necessary for you to apply to alter your child’s attendance.
· Children cannot swap sessions. The sessions your child attends are set on a week to week basis unless changing your sessions permanently.



Closure

· If due to unforeseen circumstances the nursery must close due to infection brought into the nursery affecting staff’s health parents are still liable for the fees associated with the closure. The nursery will do all it can to remain open by using agency and other staff from sister nurseries. As such, this would be an extremely rare event.

Increasing your child’s attendance

· To increase your child’s attendance, we ask that an email is sent to the nursery.  We try our best to accommodate all requests.
· If we can offer you the increase in sessions you have requested you will receive confirmation by email.
· If you later decide you no longer require the additional sessions it is important that you give the nursery  at least 48 hours notice, before using the extra sessions, or you will be charged for the sessions you have requested for one week.
· Standing Order payments must be altered to allow for any increase in sessions.

Reducing your child’s attendance or withdrawing your child from the nursery

· When reducing the number of sessions your child attends or informing the nursery your child will be leaving, one month’s WRITTEN notice is required or payment in lieu of notice.

Absence

· A telephone call would be appreciated if your child cannot come to nursery.
Due to our costs in staffing and maintaining the nursery throughout the year, all sessions which your child is booked to attend must be paid for and no refunds can be given for any period of absence due to holidays, illness or for any other reason - see Emergency Closure Policy which is available on our website Parents’ Portal or at the nursery upon request.




Discussions with staff

· If you wish the nursery staff to take note of a change to your contact or medical information, for example, or have anything important that you wish the staff to register it is vital that you put this in writing or send an email.  It is unfair to expect a member of staff to remember information after a discussion in the nursery when they are busy caring for children.


Accidents, medicine, illness & emergencies

· Accidents are reported to parents.  An accident form is completed and parents are asked to sign the form when they collect their child.
· If a more serious accident occurs your child will be taken in a taxi by a member of staff or in severe cases – an ambulance, to The Sick Children’s Hospital.  You will be contacted by telephone and will be asked to go directly to the hospital.  A member of staff will stay with your child until you arrive.
· Prescribed medicine can be administered to children with minor medical or ongoing problems (eg: asthma).  Parents must complete a long term medication form with clear instructions on when and how the medication is to be prescribed.
· Sick children should not be brought to nursery (especially children with vomiting or diarrhoea).  A list of contagious diseases showing suggested exclusion periods is pinned to the nursery noticeboard.  You will appreciate that we must not allow infection spread to other children and staff.
· If your child becomes unwell or has a contagious disease or infection at nursery you will be contacted.  You must arrange to collect your child as soon as possible if requested to do so by a member of staff.
· Most of our staff are trained in first aid.


Meals

· Parents must provide bottles, formula milk (in sealed original containers)/breast milk for babies.  The nursery will try to follow parents suggested daily routines but it is not always possible to do so.
· The nursery provides snacks both morning and afternoon for all children.  Milk and water are provided for children who are no longer taking bottles.  If your child has allergies it is important we are alerted to these by email.
· Parents must provide lunches for children which can either be served cold or reheated in a microwave.  All food to be reheated is decanted to our own microwave bowls so containers suitable for microwaves are not necessary.
· We insist that parents do not include nuts, nut spreads or any food containing nuts in their child’s lunch.  Many children are highly allergic to nuts and can be upset by just the smell.
· We operate a crisp, chocolate and sweet free zone and promote healthy eating.  Parents are asked not to provide these foods when preparing their child’s lunch.
· Our lunchtime help and the majority of our staff have been trained in food hygiene or hold food hygiene certificates.  We are inspected regularly by Environmental Health.

Nappies

· Nappies and wipes will be provided by the nursery.
· If you wish your child to have cream applied, then this will need to be provided by the parents and a permission form completed before we can apply it to your child.

Clothing and toys

· Headstart nursery is not prepared to compensate parents and accepts no liability in respect of the loss or damage to any clothing, toys or other belongings.

Pushchairs

· Parents are not permitted to take pushchairs into the nursery.  We do not have space to safely store them inside and therefore if parents wish to leave pushchairs at the nursery they should do so under the pushchair cover to the rear of the building, if space is available.
· Headstart nursery is not prepared to compensate parents and accepts no liability in respect of loss, theft or damage to pushchairs left at the nursery.  Parents leave pushchairs at the nursery at their own risk.

Outings and walks

· We are required to take children outside to walk or play at least once a day.  No permission will be sought from parents to take children to play in local play parks or on local walks.
· Permission will be sought for outings to places further afield.

Child protection

· We take our child protection responsibilities seriously and follow the recommended child protection guidelines.

Photographs

· We take many photographs of the children playing, dancing and doing activities in and outside the nursery.  If you object to your child being photographed and these pictures being displayed around nursery as well as on our private Facebook page please let us know in writing. Please be aware that images of children whose parents opt out of the Facebook page will be burred/obscured before being uploaded.
· Occasionally we use photographs in our advertising.  If you object to your child’s photograph being used in our advertising please let us know in writing.

Complaints or suggestions

· We are always keen to hear from parents.  We hope parents feel comfortable discussing problems with staff and would give their child’s keyworker, or the Nursery Manager, the chance to put something right that they were unhappy with.
· The Manager will respond to complaints within one week.
· If you believe the Nursery Manager has not dealt with a complaint satisfactorily, please contact Jonathan Bruneau, the Nursery Owner, in writing and send your letter to:  Headstart Nursery Schools Ltd, Belhaven House, Edinburgh Road, Dunbar, East Lothian EH42 1NS.
· The Nursery Owner will respond, in writing, within two weeks and will arrange to meet with parents if they wish.
· Private nurseries in Scotland are all registered with and inspected by The Care Inspectorate, and you may contact them at any time on:  https://www.careinspectorate.com/index.php/complaints

General

· These terms and conditions (as amended from time to time) shall apply to the contract for the supply of services by Headstart Nursery Schools Limited to the exclusion of any other terms and conditions and no other action or conduct on our part (or that of our servants or agents) shall be deemed to constitute acceptance of any such terms and conditions put forward by any parent or guardian.
· We shall be entitled to terminate the contract in the event of a material breach by the parent/guardian of any of these terms and conditions.  If we waive or choose not to enforce any of our rights then that shall not prejudice our rights to do so in future.  The contract shall be governed by the law of Scotland.
· These terms and conditions (as amended from time to time) shall be read in conjunction with the nursery policies and procedures which are available on our website Parents’ Portal or at the nursery upon request.

GDPR

· The General Data Protection Regulation (GDPR) is a European Regulation which together with content of the current UK Data Protection Bill will together form a new framework for regulating personal data in the UK from 25th May 2018 and will replace the current Data Protection Act 1998.
Implementation of the GDPR means that all data controllers and organisations collecting or in any way "processing" personal data must comply with the Regulation from 25 May 2018.

Changes to nursery terms & conditions

· Headstart Nursery Schools Limited reserves the right to alter these terms and conditions at any time.  If for example, the minimum attendance is changed, or the fees increased parents will be given at least one month’s notice.  Changes will be posted to the Parents’ Portal on our website.
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