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Policy statement

At Harvey Bears Nursery and Pre-school, we believe that children 
benefit most from early years’ education and care when parents and 
settings work together in partnership.

Our aim is to support parents as their children's first and most 
important educators by involving them in their children's education 
and in the full life of our setting. We also aim to support parents in 
their own continuing education and personal development.

Some parents are less well represented in early years’ settings; these 
include fathers, parents who live apart from their children, but who 
still play a part in their lives, as well as working parents. In carrying 
out the following procedures, we will ensure that all parents are 
included.

When we refer to ‘parents’, we mean both mothers and fathers; 
these include both natural or birth parents, as well as step-parents 
and parents who do not live with their children, but have contact with 
them and play a part in their lives. ‘Parents’ also includes same sex 
parents, as well as foster parents.

The Children Act (1989) defines parental responsibility as 'all the 
rights, duties, powers, responsibilities and authority which by law a 
parent of a child has in relation to the child and his property’. (For a 
full explanation of who has parental responsibility, refer to the 
Safeguarding Children (Early Years Alliance 2013.)

Procedures

• Parents are made to feel welcome in our setting; they are greeted 
appropriately, there is adult seating and we make provision for 
refreshment. 

• We have a means to ensure all parents are included - that may 
mean that we have different strategies for involving fathers, or 
parents who work or live apart from their children.

• We make every effort to accommodate parents who have a 
disability or impairment.

• We consult with all parents to find out what works best for them.
• We ensure on-going dialogue with parents to improve our 

knowledge of the needs of their children and to support their 
families.

• We inform all parents about how the setting is run and its 
policies, through access to written information, including our 
Safeguarding Children and Child Protection policy and our 
responsibilities under the Prevent Duty, and through regular 
informal communication. We check to ensure parents understand 
the information that is given to them.

• Information about a child and his or her family is kept confidential 
within our setting. We provide you with a privacy notice that 
details how and why we process your personal information. The 
exception to this is where there is cause to believe that a child 
may be suffering, or is likely to suffer, significant harm, or where 
there are concerns regarding child’s development that need to be 
shared with another agency. We will seek parental permission 

PARENTAL INVOLVEMENT

unless there are reasons not to in order to protect the safety of the 
child. Reference is made to our Information Sharing Policy on 
seeking consent for disclosure.

• We seek specific parental consent to administer medication, take 
a child for emergency treatment, take a child on an outing and 
take photographs for the purposes of record keeping.

• The expectations that we make on parents are made clear at the 
point of registration.

• We make clear our expectation that parents will participate in 
settling their child at the commencement of a place according to 
an agreed plan.

• We seek parents’ views regarding changes in the delivery of our 
service.

• Parents are actively encouraged to participate in decision making 
processes according to the structure in place within our setting.

• We encourage parents to become involved in the social and 
cultural life of the setting and actively contribute to it.

• As far as possible our service is provided in a flexible way to 
meet the needs of parents without compromising the needs of 
children.

• We provide sufficient opportunity for parents to share necessary 
information with staff and this is recorded and stored to protect 
confidentiality.

• Our key persons meet regularly with parents to discuss their 
child’s progress and to share concerns if they arise.

• Where applicable, our key persons work with parents to carry out 
an agreed plan to support special educational needs.

• Where applicable, our key persons work with parents to carry out 
any agreed tasks where a Protection Plan is in place for a child.

• We involve parents in the shared record keeping about their 
children - either formally or informally – and ensure parents have 
access to their children's written developmental records.

• We provide opportunities for parents to contribute their own skills, 
knowledge and interests to the activities of the setting.

• We support families to be involved in activities that promote their 
own learning and well-being; informing parents about relevant 
conferences, workshops and training.

• We consult with parents about the times of meetings to avoid 
excluding anyone.

• We provide information about opportunities to be involved in the 
setting in ways that are accessible to parents with basic skills 
needs, or those for whom English is an additional language; 
making every effort to provide an interpreter for parents who 
speak a language other than English and to provide translated 
written materials.

• We hold meetings in venues that are accessible and appropriate 
for all.

• We welcome the contributions of parents; in whatever form these 
may take.

• We inform all parents of the systems for registering queries, 
complaints or suggestions and we check to ensure these are 
understood. All parents have access to our written complaints 
procedure.

• We provide opportunities for parents to learn about the 
curriculum offered in the setting and about young children's 
learning, in the setting and at home. There are opportunities for 
parents to take active roles in supporting their child’s learning in 
the setting: informally through helping out or taking part in 

activities with their child, or through structured projects engaging 
parents and staff in learning about children’s learning.

• Parents and Key workers are encouraged to complete their 
children’s communication diaries.

In compliance with the Safeguarding and Welfare Requirements, the 
following documentation is also in place at Harvey Bears Nursery 
and Pre-school:

• Admissions Policy
• Complaints procedure
• Record of complaints
• Developmental records of children

Further information
• Complaint Investigation Record (Early Years Alliance 2015)
• Engaging Mothers & Fathers (Early Years Alliance 2010)
• Safeguarding Children (Early Years Alliance 2013)
• The First and Foremost Series (Early Years Alliance 2008)
• Playcards for the Home Environment (Early Years Alliance 2016)

Regulations (2018) when collecting and processing information 
about you and your child. We explain how your data is 
processed, collected, kept up-to-date in our Privacy Notice 
which is given to you at the point of registration.

1.4 We will try to accommodate any requests you may make for 
additional sessions and/or extended hours of childcare.

1.5 We will notify you as soon as possible of any days we will be 
closed.

1.6 We will treat your child with the utmost respect and dignity. 
We will never use or threaten any type of punishment that 
could adversely affect a child’s wellbeing.

1.7 We will provide you with regular verbal updates as to your 
child’s progress and we will agree times to discuss with you the 
progress of your child or any other aspects of our childcare 
services as and when required.

1.8 We will comply with the requirements of the Early Years 
Foundation Stage and our Ofsted registration in regards to the 
childcare services we provide for your child.

1.9 We will provide you with details of our policies and 
procedures, which outline how we satisfy the requirements of 
the EYFS in our everyday practice; and we will notify you as 
and when any changes are made to our policies and 
procedures. We will be available to discuss or explain our 
policies and procedures, and/or any relevant changes, at a 
mutually agreed time.

1.10 We will maintain appropriate insurance to cover our childcare 
activities. 

1.11 We will try to make a place available to any of your other 
children. However, we cannot guarantee that a place will be 
available.

2.0 Your obligation to us

2.1 You will need to complete and return our Application to Join 
and Registration Form to us before your child can start with us.

2.2 You must notify us immediately of any changes to the 
information you have provided to us and keep us informed of 
any other necessary information that may affect the childcare 
that we provide for your child.

2.3 The Registration Form includes medicine consent and 
emergency treatment authorisations which you will need to 
complete prior to your child attending.

2.4 You will read and abide by our policies and procedures.
2.5 You will make yourself available as and when required to 

discuss the progress of your child or any factor relating to their 
childcare place with us at mutually agreed times.

2.6 You must immediately inform us if your child is suffering from 
any contagious disease, or if your child has been diagnosed 
by a medical practitioner with a notifiable disease. For the 
benefit of other children attending you must not allow your 
child to attend whilst they are contagious and pose a risk to 
other children during normal daily activities.

2.7 You must keep us informed of the identity of the persons who 
will be collecting your child. If the person who is due to collect 
your child is not usually responsible for collecting them we will 
require proof of identity. If we are not reasonably satisfied that 
the person collecting your child is who we were expecting, we 
will not release your child into their care until we have checked 
with you.

2.8 You must inform us immediately if you are not able to collect 
your child by the official collection time. You must make 
arrangements for another authorised person to collect your 
child as soon as possible. A late payment charge will be 
applied; please refer to the current fee schedule for details.

2.9 You will inform us as far in advance as possible of any dates 
on which your child will not be attending.

2.10 You will provide us with at least one month’s notice of your 
intention to decrease the number of hours your child attends or 
to withdraw your child (and end this Agreement). If insufficient 
notice is given you will be responsible for the full fees for your 
child for one month from the date of notice. If you are ending 
this Agreement, notice must be given by completing our 
Notification of Leaving Date form which is available on 
request.

2.11 You must inform us if your child is the subject of a court order 
and provide us with a copy of such order on request.

1.0 Our obligation to you

1.1 We will inform you as soon as possible whether your 
application for a place has been successful. You must confirm 
within one week of receiving notification that you still wish to 
take up a place. If you do not then the offer of a place may be 
withdrawn. Once you have confirmed the place, a deposit 
payment will be required to hold the place for your child. The 
monetary value of the deposit will be published as part of our 
schedule of fees which can be obtained on request. The 
deposit will be taken off the amount of the final invoice at the 
end of your child’s attendance.

1.2 We will provide the agreed childcare facilities for your child at 
the agreed times (subject to any days when we are closed). If 
we change the opening hours, we will give you as much notice 
of our decision as possible and, if necessary, will work with 
you to agree a change to your child’s hours of attendance.

1.3 We will adhere to the principles of the General Data Protection 

3.0 Payment of fees

3.1 Our fees are based on a ‘Session Fee’ (as half day, half day 
with lunch or full day blocks)  that shall be notified to you in 
advance of your child starting (‘Session  Fee’). We may review 
these fees at any time but shall inform you of the revised 
amount at least one month before it takes effect. If you do not 
wish to pay the revised fee, you may end this Agreement by 
giving us one month’s notice, by completing our Notification of 
Leaving Date form which can be obtained from our setting 
manager.

3.2 Fees must be paid on a monthly basis, in advance. We 
calculate the amount payable by you each month by 
multiplying the number of sessions you have booked in a month 
by the age applicable Session Fee. Fees apply 11 months of 
the year (We are closed for the whole of August and as such 
no fees are due). Fees may be paid weekly, in advance, by 
special arrangement only.

3.3 All payments made under the Agreement should be by BACS 
unless payment by cash or cheque has been agreed with us in 
advance. We do not take payments by debit/credit card. All 
payment, regardless of method, shall be made by you monthly, 
in advance on the first day of each month (the due date). Late 
payments incur a late payment fee of £20. This will be 
charged every month for each month the invoice is not paid 
and on every subsequent invoice issued. 

3.4 Should the payment of fees referred to in 3.3 become 
outstanding for more than 14 days then we may terminate this 
Agreement by giving you 14 days’ notice in writing. Upon 
termination of this contract the child shall cease forthwith to be 
admitted, and the notice to so terminate shall be regarded as a 
formal demand for outstanding monies.

3.5 If you have requested additional sessions or have been unable 
to collect your child by the official collection time and we have 
as a result provided you with additional childcare facilities, we 
will raise the applicable charges under a separate invoice for 
payment referred to as the ‘Amendments Invoice’ issued 
monthly. Payment of the Amendments Invoice is required by 
return.

3.6 No refund will be given for periods where the place is 
unfulfilled due to illness or holidays on the part of either party. 
We are closed on bank holidays and for 5 staff training days 
per year (some of which will fall on usual term-time dates) to 
support our continuing professional development for the benefit 
of children and families; no refund is given for this closure as 
this has already been taken into account when calculating your 
child’s fees. We accept no liability for other costs which you 
incur if we are unable to provide childcare for any reason.

3.7 Where we offer a reduced fee rate after a child’s birthday, that 
reduction will take effect from the first day of the following 
billing period.

3.8 In the event of late collection of your child, we reserve the right 
to charge for each additional 15 minutes, or part thereof, on a 
pro-rata basis.

4.0 Suspension of a child

4.1 We may suspend the provision of childcare to your child at 
any time if you have failed to pay any fees due.

4.2 If the period of suspension for non-payment of fees exceeds 
one month, either of us may terminate this Agreement by giving 
written notice, which will take effect on receipt of the notice.

4.3 We do not support the exclusion of any child on the grounds 
of behaviour. However, if your child’s behaviour is deemed by 
us to endanger the safety and well-being of your child and/or 
other children and adults, it may be necessary to suspend the 
provision of childcare whilst we] try to address these issues 
with you and external agencies as appropriate. 

4.4 During any period of suspension for behaviour-related issues 
we will work with the local authority and where appropriate 
other welfare agencies to identify appropriate provision or 
services for your child.

4.5 If your child is suspended part way through the month, under 
the conditions stated in clause 4.3 we shall give you a credit 
for any fees you have already paid for the remaining part of 
that month, calculated on a pro rata basis. This sum may be 
offset against any sums payable by you to us.

5.0 Termination of the Agreement

5.1 You may end this Agreement at any time, giving us at least one 
month’s notice by completing the ‘Notification of Leaving Date’ 
form.

5.2 We may immediately end this Agreement if:
5.2.1 You have failed to pay your fees;
5.2.2 You have breached any of your obligations under this 

Agreement and you have not or cannot put right that breach 
within a reasonable period of time after we have drawn it to 
your attention;

5.2.3 You behave unacceptably, as we do not tolerate any physical 
or verbal abuse or threats towards myself, my staff or members 
of the committee;

5.2.4 We take the decision to close. We will give you as much 
notice as possible in the event of such a decision.

5.3 It may become apparent that the support we are able to offer 
your child is not sufficient to meet his/her needs. In these 
circumstances we will work with you, the local authority and 
other welfare agencies as per our procedures to identify 
appropriate support, at which point we may end this 
Agreement.

5.4 You may end this Agreement if we have breached any of our 
obligations under this Agreement and we have not or cannot 
put right that breach within a reasonable period after you have 
drawn it to our attention.

6.0 General

6.1 If we have to close or we take the decision to close due to 
events or circumstances beyond our control (e.g. extreme 
weather conditions) the Session Fee will continue to be 
payable in full and we shall be under no obligation to provide 
alternative childcare to you. If the closure exceeds three 
consecutive days in duration (excluding any days when we 
would otherwise have been closed), we will credit you with an 
amount that represents the number of days closed in excess of 
three days.

6.2 If you have any concerns regarding the services we provide, 
please discuss them with either your child’s key person. If these 
concerns are not resolved to your satisfaction, please contact 
the manager. Customer satisfaction is paramount and any 
concerns/complaints will be dealt with in line with our Making 
a Complaint Policy.

6.3 From time to time we will take photographs and video 
recordings of the children who attend. These photographs are 
used for on-going recording of our curriculum and for 
children’s individual development records. They are stored on 
our computer whilst your child is with us.  The photographs are 
used for display and for your child’s records within the setting. 
We may wish to use images of your child for training, publicity 
or marketing purposes. You have been issued with a written 
consent form for blanket permission for image reproduction 
usage, as indicated on our Registration Form. We will adhere 
to your express wishes on this matter.

6.4 We reserve the right to refuse to admit your child if they have 
a temperature, sickness and diarrhoea or a contagious 
infection or disease on arrival at our setting, or to ask you to 
collect your child if they become unwell whilst in our care, in 
line with our Managing Children who are Sick, Infectious or 
with Allergies Policy.

6.5 Whilst food and drink is provided on the premises, we are not 
a commercial kitchen and may not be able to cater for the 
individual needs of every child. As cross contamination cannot 
be ruled out, a risk assessment is conducted for children with 
any known allergies. Every effort is made to follow 
recommended food preparation guidance and to ensure that 
all staff involved in the preparation and serving of food are 
suitably trained.

6.6 Any personal information you supply to us will be collected, 
stored and used in accordance with the principles of the 
General Data Protection Regulations (GDPR) (2018) and our 
Confidentiality and Client Access to Records Policy. We will 
always seek your consent where we need to share information 
about your child with any other professional or agency. We 
are required by law to override your refusal to give consent 
only in specific circumstances where the child or someone in 

the family may be in danger if we do not share that 
information.

7.0 This Agreement

7.1 We reserve the right to vary the terms and conditions 
contained in this Agreement

7.2 This Agreement contains the full and complete understanding 
between the parties and supersedes all prior arrangements and 
understanding whether written or oral relating to the subject of 
this Agreement except to the extent that we vary terms from 
time to time.

7.3 Acceptance of a place will be deemed as acceptance by you 
of these terms and conditions.

Acceptance of our offer of a childcare place

Please sign below to indicate that you have read and understood the 
above terms and conditions and to confirm your acceptable of a 
childcare place with us for your child. 

For parent(s)/guardian(s) under the age of 18, a guarantor aged 
over 18, must also sign the contract on your behalf. The contract 
would therefore be between Harvey Bears Nursery & Pre-school, you 
and the guarantor.

A copy of this completed and signed contract will be provided to 
each signatory.



Policy statement

At Harvey Bears Nursery and Pre-school, we believe that children 
benefit most from early years’ education and care when parents and 
settings work together in partnership.

Our aim is to support parents as their children's first and most 
important educators by involving them in their children's education 
and in the full life of our setting. We also aim to support parents in 
their own continuing education and personal development.

Some parents are less well represented in early years’ settings; these 
include fathers, parents who live apart from their children, but who 
still play a part in their lives, as well as working parents. In carrying 
out the following procedures, we will ensure that all parents are 
included.

When we refer to ‘parents’, we mean both mothers and fathers; 
these include both natural or birth parents, as well as step-parents 
and parents who do not live with their children, but have contact with 
them and play a part in their lives. ‘Parents’ also includes same sex 
parents, as well as foster parents.

The Children Act (1989) defines parental responsibility as 'all the 
rights, duties, powers, responsibilities and authority which by law a 
parent of a child has in relation to the child and his property’. (For a 
full explanation of who has parental responsibility, refer to the 
Safeguarding Children (Early Years Alliance 2013.)

Procedures

• Parents are made to feel welcome in our setting; they are greeted 
appropriately, there is adult seating and we make provision for 
refreshment. 

• We have a means to ensure all parents are included - that may 
mean that we have different strategies for involving fathers, or 
parents who work or live apart from their children.

• We make every effort to accommodate parents who have a 
disability or impairment.

• We consult with all parents to find out what works best for them.
• We ensure on-going dialogue with parents to improve our 

knowledge of the needs of their children and to support their 
families.

• We inform all parents about how the setting is run and its 
policies, through access to written information, including our 
Safeguarding Children and Child Protection policy and our 
responsibilities under the Prevent Duty, and through regular 
informal communication. We check to ensure parents understand 
the information that is given to them.

• Information about a child and his or her family is kept confidential 
within our setting. We provide you with a privacy notice that 
details how and why we process your personal information. The 
exception to this is where there is cause to believe that a child 
may be suffering, or is likely to suffer, significant harm, or where 
there are concerns regarding child’s development that need to be 
shared with another agency. We will seek parental permission 

unless there are reasons not to in order to protect the safety of the 
child. Reference is made to our Information Sharing Policy on 
seeking consent for disclosure.

• We seek specific parental consent to administer medication, take 
a child for emergency treatment, take a child on an outing and 
take photographs for the purposes of record keeping.

• The expectations that we make on parents are made clear at the 
point of registration.

• We make clear our expectation that parents will participate in 
settling their child at the commencement of a place according to 
an agreed plan.

• We seek parents’ views regarding changes in the delivery of our 
service.

• Parents are actively encouraged to participate in decision making 
processes according to the structure in place within our setting.

• We encourage parents to become involved in the social and 
cultural life of the setting and actively contribute to it.

• As far as possible our service is provided in a flexible way to 
meet the needs of parents without compromising the needs of 
children.

• We provide sufficient opportunity for parents to share necessary 
information with staff and this is recorded and stored to protect 
confidentiality.

• Our key persons meet regularly with parents to discuss their 
child’s progress and to share concerns if they arise.

• Where applicable, our key persons work with parents to carry out 
an agreed plan to support special educational needs.

• Where applicable, our key persons work with parents to carry out 
any agreed tasks where a Protection Plan is in place for a child.

• We involve parents in the shared record keeping about their 
children - either formally or informally – and ensure parents have 
access to their children's written developmental records.

• We provide opportunities for parents to contribute their own skills, 
knowledge and interests to the activities of the setting.

• We support families to be involved in activities that promote their 
own learning and well-being; informing parents about relevant 
conferences, workshops and training.

• We consult with parents about the times of meetings to avoid 
excluding anyone.

• We provide information about opportunities to be involved in the 
setting in ways that are accessible to parents with basic skills 
needs, or those for whom English is an additional language; 
making every effort to provide an interpreter for parents who 
speak a language other than English and to provide translated 
written materials.

• We hold meetings in venues that are accessible and appropriate 
for all.

• We welcome the contributions of parents; in whatever form these 
may take.

• We inform all parents of the systems for registering queries, 
complaints or suggestions and we check to ensure these are 
understood. All parents have access to our written complaints 
procedure.

• We provide opportunities for parents to learn about the 
curriculum offered in the setting and about young children's 
learning, in the setting and at home. There are opportunities for 
parents to take active roles in supporting their child’s learning in 
the setting: informally through helping out or taking part in 

activities with their child, or through structured projects engaging 
parents and staff in learning about children’s learning.

• Parents and Key workers are encouraged to complete their 
children’s communication diaries.

In compliance with the Safeguarding and Welfare Requirements, the 
following documentation is also in place at Harvey Bears Nursery 
and Pre-school:

• Admissions Policy
• Complaints procedure
• Record of complaints
• Developmental records of children

Further information
• Complaint Investigation Record (Early Years Alliance 2015)
• Engaging Mothers & Fathers (Early Years Alliance 2010)
• Safeguarding Children (Early Years Alliance 2013)
• The First and Foremost Series (Early Years Alliance 2008)
• Playcards for the Home Environment (Early Years Alliance 2016)

Regulations (2018) when collecting and processing information 
about you and your child. We explain how your data is 
processed, collected, kept up-to-date in our Privacy Notice 
which is given to you at the point of registration.

1.4 We will try to accommodate any requests you may make for 
additional sessions and/or extended hours of childcare.

1.5 We will notify you as soon as possible of any days we will be 
closed.

1.6 We will treat your child with the utmost respect and dignity. 
We will never use or threaten any type of punishment that 
could adversely affect a child’s wellbeing.

1.7 We will provide you with regular verbal updates as to your 
child’s progress and we will agree times to discuss with you the 
progress of your child or any other aspects of our childcare 
services as and when required.

1.8 We will comply with the requirements of the Early Years 
Foundation Stage and our Ofsted registration in regards to the 
childcare services we provide for your child.

1.9 We will provide you with details of our policies and 
procedures, which outline how we satisfy the requirements of 
the EYFS in our everyday practice; and we will notify you as 
and when any changes are made to our policies and 
procedures. We will be available to discuss or explain our 
policies and procedures, and/or any relevant changes, at a 
mutually agreed time.

1.10 We will maintain appropriate insurance to cover our childcare 
activities. 

1.11 We will try to make a place available to any of your other 
children. However, we cannot guarantee that a place will be 
available.

2.0 Your obligation to us

2.1 You will need to complete and return our Application to Join 
and Registration Form to us before your child can start with us.

2.2 You must notify us immediately of any changes to the 
information you have provided to us and keep us informed of 
any other necessary information that may affect the childcare 
that we provide for your child.

2.3 The Registration Form includes medicine consent and 
emergency treatment authorisations which you will need to 
complete prior to your child attending.

2.4 You will read and abide by our policies and procedures.
2.5 You will make yourself available as and when required to 

discuss the progress of your child or any factor relating to their 
childcare place with us at mutually agreed times.

2.6 You must immediately inform us if your child is suffering from 
any contagious disease, or if your child has been diagnosed 
by a medical practitioner with a notifiable disease. For the 
benefit of other children attending you must not allow your 
child to attend whilst they are contagious and pose a risk to 
other children during normal daily activities.

2.7 You must keep us informed of the identity of the persons who 
will be collecting your child. If the person who is due to collect 
your child is not usually responsible for collecting them we will 
require proof of identity. If we are not reasonably satisfied that 
the person collecting your child is who we were expecting, we 
will not release your child into their care until we have checked 
with you.

2.8 You must inform us immediately if you are not able to collect 
your child by the official collection time. You must make 
arrangements for another authorised person to collect your 
child as soon as possible. A late payment charge will be 
applied; please refer to the current fee schedule for details.

2.9 You will inform us as far in advance as possible of any dates 
on which your child will not be attending.

2.10 You will provide us with at least one month’s notice of your 
intention to decrease the number of hours your child attends or 
to withdraw your child (and end this Agreement). If insufficient 
notice is given you will be responsible for the full fees for your 
child for one month from the date of notice. If you are ending 
this Agreement, notice must be given by completing our 
Notification of Leaving Date form which is available on 
request.

2.11 You must inform us if your child is the subject of a court order 
and provide us with a copy of such order on request.

1.0 Our obligation to you

1.1 We will inform you as soon as possible whether your 
application for a place has been successful. You must confirm 
within one week of receiving notification that you still wish to 
take up a place. If you do not then the offer of a place may be 
withdrawn. Once you have confirmed the place, a deposit 
payment will be required to hold the place for your child. The 
monetary value of the deposit will be published as part of our 
schedule of fees which can be obtained on request. The 
deposit will be taken off the amount of the final invoice at the 
end of your child’s attendance.

1.2 We will provide the agreed childcare facilities for your child at 
the agreed times (subject to any days when we are closed). If 
we change the opening hours, we will give you as much notice 
of our decision as possible and, if necessary, will work with 
you to agree a change to your child’s hours of attendance.

1.3 We will adhere to the principles of the General Data Protection 

3.0 Payment of fees

3.1 Our fees are based on a ‘Session Fee’ (as half day, half day 
with lunch or full day blocks)  that shall be notified to you in 
advance of your child starting (‘Session  Fee’). We may review 
these fees at any time but shall inform you of the revised 
amount at least one month before it takes effect. If you do not 
wish to pay the revised fee, you may end this Agreement by 
giving us one month’s notice, by completing our Notification of 
Leaving Date form which can be obtained from our setting 
manager.

3.2 Fees must be paid on a monthly basis, in advance. We 
calculate the amount payable by you each month by 
multiplying the number of sessions you have booked in a month 
by the age applicable Session Fee. Fees apply 11 months of 
the year (We are closed for the whole of August and as such 
no fees are due). Fees may be paid weekly, in advance, by 
special arrangement only.

3.3 All payments made under the Agreement should be by BACS 
unless payment by cash or cheque has been agreed with us in 
advance. We do not take payments by debit/credit card. All 
payment, regardless of method, shall be made by you monthly, 
in advance on the first day of each month (the due date). Late 
payments incur a late payment fee of £20. This will be 
charged every month for each month the invoice is not paid 
and on every subsequent invoice issued. 

3.4 Should the payment of fees referred to in 3.3 become 
outstanding for more than 14 days then we may terminate this 
Agreement by giving you 14 days’ notice in writing. Upon 
termination of this contract the child shall cease forthwith to be 
admitted, and the notice to so terminate shall be regarded as a 
formal demand for outstanding monies.

3.5 If you have requested additional sessions or have been unable 
to collect your child by the official collection time and we have 
as a result provided you with additional childcare facilities, we 
will raise the applicable charges under a separate invoice for 
payment referred to as the ‘Amendments Invoice’ issued 
monthly. Payment of the Amendments Invoice is required by 
return.

3.6 No refund will be given for periods where the place is 
unfulfilled due to illness or holidays on the part of either party. 
We are closed on bank holidays and for 5 staff training days 
per year (some of which will fall on usual term-time dates) to 
support our continuing professional development for the benefit 
of children and families; no refund is given for this closure as 
this has already been taken into account when calculating your 
child’s fees. We accept no liability for other costs which you 
incur if we are unable to provide childcare for any reason.

3.7 Where we offer a reduced fee rate after a child’s birthday, that 
reduction will take effect from the first day of the following 
billing period.

3.8 In the event of late collection of your child, we reserve the right 
to charge for each additional 15 minutes, or part thereof, on a 
pro-rata basis.

4.0 Suspension of a child

4.1 We may suspend the provision of childcare to your child at 
any time if you have failed to pay any fees due.

4.2 If the period of suspension for non-payment of fees exceeds 
one month, either of us may terminate this Agreement by giving 
written notice, which will take effect on receipt of the notice.

4.3 We do not support the exclusion of any child on the grounds 
of behaviour. However, if your child’s behaviour is deemed by 
us to endanger the safety and well-being of your child and/or 
other children and adults, it may be necessary to suspend the 
provision of childcare whilst we] try to address these issues 
with you and external agencies as appropriate. 

4.4 During any period of suspension for behaviour-related issues 
we will work with the local authority and where appropriate 
other welfare agencies to identify appropriate provision or 
services for your child.

4.5 If your child is suspended part way through the month, under 
the conditions stated in clause 4.3 we shall give you a credit 
for any fees you have already paid for the remaining part of 
that month, calculated on a pro rata basis. This sum may be 
offset against any sums payable by you to us.

5.0 Termination of the Agreement

5.1 You may end this Agreement at any time, giving us at least one 
month’s notice by completing the ‘Notification of Leaving Date’ 
form.

5.2 We may immediately end this Agreement if:
5.2.1 You have failed to pay your fees;
5.2.2 You have breached any of your obligations under this 

Agreement and you have not or cannot put right that breach 
within a reasonable period of time after we have drawn it to 
your attention;

5.2.3 You behave unacceptably, as we do not tolerate any physical 
or verbal abuse or threats towards myself, my staff or members 
of the committee;

5.2.4 We take the decision to close. We will give you as much 
notice as possible in the event of such a decision.

5.3 It may become apparent that the support we are able to offer 
your child is not sufficient to meet his/her needs. In these 
circumstances we will work with you, the local authority and 
other welfare agencies as per our procedures to identify 
appropriate support, at which point we may end this 
Agreement.

5.4 You may end this Agreement if we have breached any of our 
obligations under this Agreement and we have not or cannot 
put right that breach within a reasonable period after you have 
drawn it to our attention.

6.0 General

6.1 If we have to close or we take the decision to close due to 
events or circumstances beyond our control (e.g. extreme 
weather conditions) the Session Fee will continue to be 
payable in full and we shall be under no obligation to provide 
alternative childcare to you. If the closure exceeds three 
consecutive days in duration (excluding any days when we 
would otherwise have been closed), we will credit you with an 
amount that represents the number of days closed in excess of 
three days.

6.2 If you have any concerns regarding the services we provide, 
please discuss them with either your child’s key person. If these 
concerns are not resolved to your satisfaction, please contact 
the manager. Customer satisfaction is paramount and any 
concerns/complaints will be dealt with in line with our Making 
a Complaint Policy.

6.3 From time to time we will take photographs and video 
recordings of the children who attend. These photographs are 
used for on-going recording of our curriculum and for 
children’s individual development records. They are stored on 
our computer whilst your child is with us.  The photographs are 
used for display and for your child’s records within the setting. 
We may wish to use images of your child for training, publicity 
or marketing purposes. You have been issued with a written 
consent form for blanket permission for image reproduction 
usage, as indicated on our Registration Form. We will adhere 
to your express wishes on this matter.

6.4 We reserve the right to refuse to admit your child if they have 
a temperature, sickness and diarrhoea or a contagious 
infection or disease on arrival at our setting, or to ask you to 
collect your child if they become unwell whilst in our care, in 
line with our Managing Children who are Sick, Infectious or 
with Allergies Policy.

6.5 Whilst food and drink is provided on the premises, we are not 
a commercial kitchen and may not be able to cater for the 
individual needs of every child. As cross contamination cannot 
be ruled out, a risk assessment is conducted for children with 
any known allergies. Every effort is made to follow 
recommended food preparation guidance and to ensure that 
all staff involved in the preparation and serving of food are 
suitably trained.

6.6 Any personal information you supply to us will be collected, 
stored and used in accordance with the principles of the 
General Data Protection Regulations (GDPR) (2018) and our 
Confidentiality and Client Access to Records Policy. We will 
always seek your consent where we need to share information 
about your child with any other professional or agency. We 
are required by law to override your refusal to give consent 
only in specific circumstances where the child or someone in 

the family may be in danger if we do not share that 
information.

7.0 This Agreement

7.1 We reserve the right to vary the terms and conditions 
contained in this Agreement

7.2 This Agreement contains the full and complete understanding 
between the parties and supersedes all prior arrangements and 
understanding whether written or oral relating to the subject of 
this Agreement except to the extent that we vary terms from 
time to time.

7.3 Acceptance of a place will be deemed as acceptance by you 
of these terms and conditions.

Acceptance of our offer of a childcare place

Please sign below to indicate that you have read and understood the 
above terms and conditions and to confirm your acceptable of a 
childcare place with us for your child. 

For parent(s)/guardian(s) under the age of 18, a guarantor aged 
over 18, must also sign the contract on your behalf. The contract 
would therefore be between Harvey Bears Nursery & Pre-school, you 
and the guarantor.

A copy of this completed and signed contract will be provided to 
each signatory.




