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ALPHABET NURSERIES
TERMS & CONDITIONS OF AGREEMENT


Definitions

‘Alphabet Corner’ is the trading name of the day care nursery business operating at 309 London Road, Portsmouth, PO2 9HQ
‘Little Alphabet’ is the trading name of the day care nursery business operating at 319 London Road, Portsmouth PO2 9HQ
‘Alphabet Nurseries’ is the collective name for both of the above. 

For the avoidance of doubt, all references to Alphabet Corner, Little Alphabet, Alphabet Nurseries or Nursery shall mean all nursery sites unless otherwise stated.
‘Nursery’ means all Alphabet Nursery sites
‘The premises’ means 309 London Road, Portsmouth PO2 9HQ or 319 London Road, Portsmouth PO2 9HQ
‘Child’ means the child/children detailed on the Application/Registration Form

‘Parent/carer’ means the person signing the child’s Application/Registration Form as their designated parent/carer

‘The Council’ means Portsmouth City Council

‘Fees’ means, fees, charges, agreed price or any other term relating to the amount charged for the provision of nursery services

‘Session’ means any period of time for which the child attends nursery unless otherwise indicated

These are the Terms and Conditions of Agreement made between Alphabet Nurseries and parents/carers registering/placing their children at the nursery. Alphabet Corner advises that these Terms and Conditions of Agreement are contractually binding on parents/carers registering their children at the nursery by virtue of the fact that they have been issued.

Fees

· In the absence of any other documentation, the fees as outlined in Alphabet Nurseries’ Fee Schedule, current at the time of any dispute, will be applicable. 

· The parent/carer agrees to pay the agreed fees in advance. 

· Fees include morning and afternoon snack should the child attend nursery during these times.

· In order to maintain a child’s place at nursery, fees are payable all year round except for those days outlined below under ‘Opening Times’.

Amendments to the Fee Schedule / Agreed Charges

· Alphabet Nurseries reserve the right to increase fees at any time upon giving one month’s written notice. 

Payment Terms and Payment Methods

· Fees are payable monthly in advance. 

· A child will not be permitted to attend nursery if fees have not been paid in advance, except in exceptional circumstances and with the written agreement of the nursery manager or a director of Alphabet Nurseries. In exceptional circumstances, fees may be paid weekly in advance, again, this arrangement is only valid with the written agreement of the nursery manager or a director of Alphabet Nurseries.

· The preferred method of payment is by direct debit/standing order or childcare voucher. Bank details are as follows:

	Bank Name
	Santander

	Bank Address
	PO Box 383, 21 Prescot Street, London E1 8RP

	Account Name
	Anderson & Brett Ltd t/a Alphabet Corner

	Sort Code
	09 06 66
	Account Number
	43621466


· Direct debits/standing orders must be set up to pay the child’s fees in advance of them attending nursery. Please allow time for the payment to clear.

· Should parents/carers wish to pay by childcare voucher, please advise the nursery so that we can provide you with the relevant voucher account details.

· Other payment methods may also be accepted. 

· Cheques should be made payable to Alphabet Corner or Anderson & Brett Ltd. 

Opening Times

· Alphabet Nurseries are open for fifty one weeks per year, closing for one week over Christmas/New Year and half day on Christmas Eve. 

· The nurseries are also closed on all public bank holidays. 

· Should it be necessary, due to unforeseen circumstances, to close the nurseries, notice will be given, unless in an emergency situation (e.g. building/facilities damage). 

· There will be no charge for public bank holidays or nursery closure days.

· Opening hours for a standard day are 0800 to 1800. 

· There are a limited number of places available from 0730. 0730 to 0800 incurs a charge in addition to the standard charges.

Invoicing and Charges

· Charges are as agreed at the time of arranging the child’s placement at nursery and are subject to any subsequent increases as notified to the parent/carer in writing. 

· All charges  will be subject to an annual increase which will not necessarily be applied on the anniversary of starting.  Parents/carers will be given one month’s notice of this fee increase.

· Alphabet Nurseries reserve the right to apply a fee increase outside the annual increase should specific costs increase beyond their control.  Parents/carers will be given one month’s notice of  such a fee increase.

· Invoices will be issued prior to the 1st of each month. 

· Invoices are calculated for the forthcoming month based on the child’s normal attendance and not averaged over the year. 

· Adjustments for pre-agreed closure periods mentioned above will be made on the relevant month’s invoice.

· Other invoice adjustments e.g. for extra hours used will be invoiced in arrears on the following month’s invoice.

· Alphabet Nurseries reserve the right to make adjustments to subsequent invoices in order to correct previous invoice errors.

· Alphabet Nurseries have a regulatory requirement to maintain a daily register of the start/finish time of each child attending nursery. Parents/carers are therefore required to co-operate in ensuring the accuracy of such registers.

· Alphabet Nurseries also have a regulatory requirement to a/ maintain staff to children ratios and b/ to ensure the number of children attending at any one time does not exceed the maximum number that Ofsted have approved and as is outlined on the nursery Ofsted Registration Certificate. It is therefore vital that children only attend for the hours booked and the parent/carer agrees to deliver/collect their child within the agreed hours. However, it is recognised that there may be times when the parent/carer has a requirement to increase the daily hours on an ad-hoc basis. In this instance the parent/carer must advise the nursery beforehand in order that staff and child numbers can be checked to ensure the nursery continues to comply with regulations as outlined in a/ and b/ above. 

· Any extra hours used, whether pre-booked or not, will be charged on the next month’s invoice to the nearest fifteen minutes.

· Starting a child earlier than their agreed time or failing to collect a child on time will result in additional charges. These charges will be our normal hourly rate for extra hours to the nearest fifteen minutes except when a child is collected beyond 1800 when a charge of £15 for each fifteen minutes, or part thereof, will be payable. 

· The parent/carer signatory below and any other parent/carer signatories on the application/registration will be deemed jointly and severally liable for the payment of any due charges.

Deposits

· To secure a place, a deposit must be paid prior to the child commencing at Alphabet Nurseries. Deposit charges are outlined on the Alphabet Nurseries Fee Schedule.

· Deposits will be refunded providing that appropriate written notice of termination has been given and that there are no overdue payments on the parent/carer’s account. Refunds will be issued (without interest) either as a credit on the final invoice or as a separate cheque payment.

· If the child’s place is cancelled/terminated by the parent/carer less than four weeks before the start date, the deposit will not be refunded.

· If the child does not attend nursery on the agreed start date and appropriate notice has not been received by Alphabet Nurseries, the deposit will not be refunded.

· If, at the parent/carer’s request, Alphabet Nurseries agree to postpone the start date to a later date and the child does not attend nursery on the amended date, Alphabet Nurseries reserve the right to not postpone the start date again and the deposit will not be refunded. 

· If number of days attended per week increases after the initial deposit has been paid, an additional deposit may be payable to cover the additional days up to the maximum amounts outlined above.

Registration Fee

· A small registration fee is payable for all children. Payment of the Registration Fee is required at the time of registration (i.e. when the parent/carer pays a deposit to secure a nursery placement). Details of the Registration Fee are outlined on the Alphabet Nurseries Fee Schedule. The Registration Fee covers the administration costs incurred with initial registration and is not refundable. 

Notice of Termination or Cancellation

· The nursery requires four week’s written notice from the parent/carer to terminate or cancel the child’s place at nursery or a payment of four week’s fees will be accepted in lieu of this notice period.

· Alphabet Nurseries reserve the right to retain the deposit (or to recharge it where it has already been refunded) in instances of termination without the relevant notice and serve a formal demand for any monies due.

· The nursery reserves the right to terminate or cancel an agreement with the parent/carer without notice due to late/non payment of invoices or if, in the reasonable opinion of the nursery manager or a director of Alphabet Nurseries, it is considered that the continued presence of the child is detrimental to the health and safety of the child, other children or staff of the nursery.  

Non Attendance

· There is no deduction or reduction of fees for non attendance at nursery, for whatever reason, including but not limited to, holidays and illness. This is due to Alphabet Corner continuing to retain a place for each registered child during such periods of absence. 

Minimum Number of Sessions

· To avoid undue distress to a child, Alphabet Nurseries will not accept children for less than two sessions per week. A session, for this purpose, is defined as a morning (0800-1300) or an afternoon (1300 – 1800).

Changes to Sessions

· One month’s notice in writing is required if the parent/carer wishes to decrease the number of sessions/hours required.

· Agreed sessions are not transferable. A request to change agreed sessions without changing the number of sessions, e.g. changing the day of attendance, may be submitted to the nursery and will be considered subject to availability and prior arrangement.
Discounts

· A 10% discount for attendance of a sibling will be allocated to the eldest child whilst both are registered to attend nursery.

Non Payment

· All invoices are due for payment monthly in advance. Any invoices outstanding beyond this period may be referred to either a debt collection company appointed by Alphabet Nurseries or directly to the courts. Such action will result in additional charges being levied in order to cover the collection costs incurred. This surcharge together with all other charges and legal fees incurred will be the responsibility of the parent/carer  and will be legally enforceable.

· Alphabet Nurseries reserve the right to retain the original deposit, or recharge the deposit where it has already been refunded, when debt recovery procedures commence.

· Daily interest at 10% per annum is payable from the start of any month if fees are not paid, unless a written credit agreement for that month is agreed in advance with the nursery manager or a director of Alphabet Nurseries.

· Alphabet Nurseries  will charge a parent/carer for any bank charges incurred as a result of an unpaid cheque.

Early Education Funding  (EEF) for eligible 3 and 4  year olds - up to 15 hours per week
1. EEF is provided by Portsmouth City Council and is available to all children from the term after they reach their third birthday and continues until the end of the term during which they reach their fifth birthday.

2. EEF provides for up to 15 hours per week during school term time (38 weeks per year) and when funding is used in this way, EEF is not applicable during school holidays. Alternatively, a ‘stretched’ arrangement may be offered by the nursery whereby 10 hours per week of funding may be accessed and used over 51 weeks of the year.   

3. No more than 10 hours of funding may be taken in any one day.

4. For those children who are eligible, and who attend for more than 15 hours per week during term time or more than 10 hours per week as a ‘stretched’ arrangement,  EEF will be deducted from their fees providing  the parent/carer has signed an EEF  Parent Declaration Form or a Late Claim Form 

5. Any hours attended by the child outside of the EEF arrangement/in addition to the weekly EEF  sessions, will be charged at Alphabet Nurseries’ standard rates as outlined in the nursery’s Fee Schedule, current at the time.

6. Parents/carers must complete the Council’s Parent Declaration Form on a termly basis. These forms will be retained by Alphabet Nurseries and made available to the Council for inspection.

7. For children taking up funded places part way through a term, a Late Claim Form must be completed by the parent/carer. Note: Funding for children joining the nursery after the start of a term is not automatic for that term and is at the sole discretion of the Council.  If, for whatever reason, funding is refused, the parent/carer is liable for payment to Alphabet Nursery of nursery fees relating to days already attended, at the nursery’s standard charges, current at that time.

8. Funding may not be claimed retrospectively for a previous term.

9. A parent/carer may only increase the number of their child’s funded sessions mid term if the nursery has confirmed there is space  and a Late Claim Form is signed by the parent/carer  within 5 weeks of the Headcount Day (as determined by The Council).

10. A parents/carer may claim funding from more than one childcare provider however they may not claim more than 15 hours per week in total (term time) or 10 hours per week in total in a ‘stretched’ arrangement.
11. Parents/carers must inform the nursery if they wish to transfer all or part of their child’s funded sessions to another childcare provider.  

12. Funding for children who have delayed entry to school will be at the sole discretion of the Council.

13. Children accessing any number of sessions at a school will not be funded.

14. No additional charges are levied by Alphabet Nurseries as a condition of accessing the EEF only sessions however, any extra hours over the 15 hours per week term time or over 10 hours per week as a ‘stretched’ arrangement,  will be charged to the parent/carer in accordance with Alphabet Nurseries’ standard charges/Fee Schedule, applicable at that time and will be subject to Alphabet Nurseries’ deposit and registration fees, also applicable at that time.

15. Where EEF only funded sessions are accessed and a registration fee is not payable, parents/carers may purchase separately, any items that are normally provided under the registration fee, although there is no obligation to do so.

Early Education Funding (EEF, parent declaration form) Extended Entitlement for eligible 3 & 4 year olds  - up to 30 hours per week

· If your family is entitled to the extended 15hrs funding it is available from the term after your child reaches their third birthday.  
· If a parent/carer wishes to apply they should make an application via the HMRC website www.chilcarechoices.gov.uk.
· Alphabet Nurseries will only process EEF Extended Entitlement (up to 30hours) for eligible three/four year olds upon receipt of the unique reference code and the parents national insurance number. 

· All clauses listed under Early Education Funding  (EEF) for eligible 3 and 4  year olds - up to 15 hours per week, will apply apart from the following numbered clauses which are amended as follows:
2. Provided for up to 30 hours during school term time (38 weeks per year) or up to 22 hours per week on a stretched arrangement over 51 weeks per year.
4. Is replaced with ’30 hours per week during term time or 22 hours per week as a stretched arrangement’.
10. Is replaced with ’30 hours per week in total term time or 22 hours per week in total as a stretched arrangement’.
14. Is replaced with ‘over 30 hours per week term time or over 22 hours per week as a stretched arrangement’.
Notice Periods for children in receipt of  Early Education Funding (EEF 2,3 and 4 year olds)

· Parents/Carers are required to give  4 weeks notice to terminate or cancel a child’s place at Alphabet Nurseries or a payment of  4 weeks fees will be accepted in lieu of this notice period.
Early Education Funding (EEF) for eligible 2 year olds
· EEF may be provided by Portsmouth City Council for some eligible two year old children. Conditions apply and further details can be found on the Portsmouth City Council website or by contacting the Early Support Service based within Portsmouth City Council.
· If a parent/carer feels that their child may be eligible for two year old funding, they should make an application to Portsmouth City Council. Application forms are available via the Portsmouth City Council website or from the nursery.

· Alphabet Nurseries will only process EEF for eligible two year olds, upon receipt of written confirmation from Portsmouth City Council.
· The number of funded hours provided by the two year old EEF and how they may be taken is the same as for the three and four year old EEF as outlined above.

· All other criteria outlined above for the three and four year old EEF is applicable to the EEF for eligible two year olds.

Amendments to Terms and Conditions of Agreement

· Alphabet Nurseries reserve the right to make amendments to these Terms and Conditions of Agreement at any time and without notice. 

· A willingness on behalf of the nursery to forego additional charges or to not claim late payment interest, on one occasion, will not affect the nursery’s right to revert to the above terms and conditions.

Personal Property and Belongings

· Alphabet Nurseries do not accept liability for any personal items lost or damaged during the course of normal business on the premises. 

· It is the parent/carers responsibility to clearly label all items of clothing or personal belongings with the child’s name. 

· It is also the parent/carers responsibility to ensure that practical clothing is worn by the child when attending nursery. 

· Parents/carers are advised that their child will engage in messy activities including, but not limited to, painting, colouring, cooking, sand and water play.

Food and Beverage Supplied from Home

· Where the parent/carer supplies their child with food and/or beverages for consumption on nursery premises, Alphabet Nurseries will make every reasonable endeavour to ensure they are stored, heated and served appropriately. However, as Alphabet Nurseries have no control over the preparation and storage of such items prior to them arriving on nursery premises, Alphabet Nurseries will accept no liability for any adverse effect of a child consuming products supplied from home and this therefore remains the responsibility of the parent/carer.

· Alphabet Nurseries operate a ‘no nut’ policy in order to minimise risk to all children. Alphabet Nurseries also operate a ‘no bones’ policy in order to minimise the risk to a child of  meat/fish bones becoming lodged internally. The parent/carer therefore agrees and confirms that they will not supply their child with any products for consumption on nursery premises that contain nuts or bones. 

Illness

· Alphabet Nurseries reserve the right to refuse admittance to the nursery and the right to suspend nursery care to the child if, in their opinion, the child is not deemed fit due to illness, or any other reason, to attend.  Nursery fees are still applicable in this instance in line with the ‘Non Attendance’ clause.

Parent/Carer Participation and Information Exchange

· To support working in partnership with parents/carers, other registered childcare providers and regulatory authorities, the nursery will make relevant contact to gather and share information relating to the child’s development, learning and care. The NHS Inter-Agency Parental Consent Form is provided for parent/carer signature within the nursery’s application/registration pack.  The nursery will also share records with the local authority to ensure a smooth transition into primary education.

· It is the responsibility of the parent/carer to advise Alphabet Nurseries of any changes to key information e.g. name, address, contact details, health, allergies, medical or special requirements etc (this list provides examples and is not intended to be an exhaustive list).

Temporary Interruption of Facilities

· Parents/carers acknowledge that Alphabet Nurseries will not be liable or responsible to the parent/carer or child in respect of any temporary interruption in or temporary failure of or delay in providing nursery care services.

· If such failure or delay is caused by, but not limited to the following examples: the temporary and unforeseen unavailability of staff, urgent building or maintenance work to the premises, fire, abnormal weather conditions, Government action or regulations, Force Majeure (e.g. fire, flood, storm, war, riot, civil unrest, act of terrorism, strikes, industrial disputes, act of God,  outbreak of epidemic/pandemic disease, failure of utility or transportation) or by some other cause, beyond the reasonable control of Alphabet Corner, no recompense will be due by Alphabet Nurseries to the parent/carer,

Acceptance

· The Terms and Conditions of Agreement are considered to be fair and reasonable. 

· The parent/carer has read and understands the Terms and Conditions contained in this document.

	Parent/Carer
	On Behalf of Alphabet Nurseries

	Signature
	Signature

	Name

(please print)
	Name

(please print)

	Date


	Date
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