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Ugborough and Bittaford Pre-School/Breakfast and After School Club
PARENT and CARER Terms and Conditions from 01 September 2025 

	Policy reviewed
	September 2025

	Next reviewed date
	22 October 2025


 Key Personnel




	Role
	Name
	Email
	Telephone

	Finance
	Charlotte Hobbs
	charliebellamy3@hotmail.com
	

	Administrator
	Jenny Smith
	finance@ugbroughandbittafordpre-school.org.uk
	07787 844997






PARENT and CARER Terms and Conditions
Please return to: 
Ugborough and Bittaford Pre-school, Ugborough Village Hall, The Square, 
Ugborough, Devon, PL21 0NT
Tel: 07763 215455
Email to book sessions: admin@ugboroughandbittafordpre-school.org.uk
Child’s full name:……………………………………………………………………………………………………
Additonal Children: …………………………………………………………………………………………………………………………

The work here at the Pre-school/Breakfast Club/After School Club cannot be fully effective without the support of each child’s parent/carer. With this in mind, we ask you to read and sign the terms and conditions below. Please return this copy to Ugborough and Bittaford Pre-school. 
Policies
Please ensure that you have read the Pre-school policies (available on the website: http://www.ugboroughandbittafordpre-school.org.uk/) and acknowledge that the group will be run in accordance with these.   
Shared record keeping 
Pre-school: As all Early Years settings do, we operate with an Integrated Review, in liaison with health professionals, in the best interests of your child. To assist with this, we ask permission to see your Pre-School child’s medical Red Book. 
I/we do/do not give permission for this: 
Signature: ………………………………………………………………  Date……………………….
Breakfast/After School Club: For school children, we work in liaison with school staff, keeping regular contact about the children we share in order to act in the best interests of your child.
I/we give permission for Ugborough Primary School staff to communicate with Ugborough and Bittaford After School Club staff about my child, including sharing relevant documentation.
I/we do/do not give permission for this: 
Signature: ………………………………………………………………  Date……………………….
Please note: staff will, of course, feed back to you any concerns or achievements.
Additional childcare settings (including school/nursery/childminder):
PLEASE COMPLETE IF APPLICABLE:
My child attends another childcare setting/s: ……………………………………………………………………………………
…………………………………………………………………………………....
I/we do/do not confirm that I agree to Pre-School staff communicating about my child with the other childcare settings named.


Safeguarding:
In accordance with the ETFS Framework 2025, from 1 September 2025.
Our Safeguarding policy must include:  
• The action to be taken when there are safeguarding concerns about a child.   
• The action to be taken in the event of an allegation being made against a member of staff.  
• How mobile phones, cameras and other electronic devices with imaging and sharing capabilities are used in the setting.  
• Procedures to follow to check the suitability of new recruits.  
• Detail of how safeguarding training is delivered and how practitioners are supported to put this into practice.

Pre-school Designated Safeguarding Lead (DSL) contact is Naomi Williams and Committee DSL contact is Rae Heaver.
Fees 
I/we agree to pay fees in amounts and at times specified by the Pre-school and understand that failure to do so may incur a late payment charge, to cover the cost of administration time as a result of an unpaid bill. Any queries about dates charged for, please let us know as soon as possible.
Pre-school procedure for dealing with a late payment:
1. If the payment is not received by the date specified on the bill, parent(s)/carers will receive a reminder by telephone by e-mail.
2. There will be a £10 late payment fee added onto the next bill.
3. For any account falling into further arears, please refer to the ‘Fee Payment Policy’ on our website http://www.ugboroughandbittafordpre-school.org.uk/ and the procedure triggered to claim payment.
If paying by cash it is the parent/carer’s responsibility to obtain a receipt.
Note bills are normally distributed every 4 weeks.  If you wish for payment in smaller periods, please contact the administrator:  finance@ugboroughandbittafordpre-school.org.uk .
Punctuality
As Breakfast Club/After School Club runs separately from Ugborough Primary School, please inform both of us separately, if your child will not be attending for any reason.
Children can be dropped off and picked up at any time within the session times. 
I/we will try not to be late in collecting at the end of each session and will inform the Pre-school or After School Club on any occasion where this may happen. DO NOT email if you are late on the day. Please phone 07763 215455 as soon as you know you are delayed, so we can reassure your child.  
Please note that you will be invoiced for late collections in line with the group’s current pricing schedule below:
· 4.30pm pick-up: any pick-up later than 4.35pm will be charged at the LONG session rate of £13.20 (Primary School child) or £16.50 (Pre-school child), rather than the booked-in SHORT session rate of £6.00 (Primary School child) or £6.75 (Pre-school child).
· 6pm pick-up: Any time after 6pm will be charged at £10 per 5 minutes.
(The village hall is often booked by other users from 6pm, and extra staffing costs will have to be covered).


Illness (outlined in full in Illness and exclusion policy) and other absence from booked session:
As Breakfast Club/After School Club runs separately from Ugborough Primary School, please inform us separately if your child will not be attending due to illness or other reasons for absence.
For Primary School children, I/we will pay in full for booked sessions, where children are absent unless 48 hours notice is given. 
For Pre-school children, all booked Pre-school sessions must be paid for, due to staffing ratios. Please note that self-funded booked-in Breakfast/After School Club hours will be charged unless given notice of 2 weeks.
For all, this also includes a pick-up earlier than booked-in session – for example, child is booked in for a ASC LONG session but is picked up during the ASC SHORT session time. Unless 48 hours’ notice is given, then the ASC LONG session will still be charged for.
Long-term illness can be discussed on an individual basis with the Manager and will be determined on a case-by-case basis.
Ad-hoc bookings:
I/we understand that all parents can request ad-hoc Breakfast Club/After School club/ Pre-school bookings, but that we are not able to guarantee that a space will be available. Please phone 07763 215455 or email admin@ugboroughandbittafordpre-school.org.uk to check availability as soon as you are able to. We endeavour to be as flexible as we can, and can adapt around parents’ work shift patterns.  
I/we confirm that I will give 48 hours written (e-mail or text message) notice of any cancellation of an ad-hoc booking, or a missed session will still be added to the bill.
Note, staff can work part-time so as much notice as possible is greatly appreciated.  We understand emergencies come up and late bookings are necessary but requests over the weekends may not be answered.
Early Years Education Funding and 2 year old Funding
Breakfast Club and After School Club can be included in EYEF. EYEF hours can be taken between our hours of 8am and 6pm, and if sharing another setting such as a childminder, also from 8am until 6pm. There is a maximum of 10 hours per day allowed.
Parents/carers should be clear about which hours they currently use as part of EYEF. Please speak to the Manager if you would like clarification of this.
The 15 or 30 hours entitlements will be accessible free of charge to parents and carers.  There is a voluntary option to purchase/book extra hours as required (assuming availability).
There are no registration fees or a deposit required to secure your child/children’s space.
Invoices and receipts are itemised, and break down charges separately into the free entitlement hours, additional private paid hours, food charges, and activities charges.  
Snacks, water and milk are provided at no extra cost throughout the day.
Children are welcome to bring in a healthy packed lunch (in adherence with EYFS Nutrition Guidance September 2025) or can choose a freshly prepared school lunch at a cost of £2.80.  
Learning resources (such as books and crafts) are considered part of funding as is weekly Forest School, cooking, playpark trips, local walks, community events.
Extra activities (such as trips to the zoo, farm and the aquarium) are once or twice a year and are optional - a charge for these is voluntary.  Music is a weekly session that has a voluntary charge of £3. 
Non-food consumables are not charged (such as nappies and sun cream) as they are not provided by the setting.  They are to be brought with the child/children as applicable.

As is normal practice in other settings, we have a one-month written notice needed for cancellation of a Pre-School booking, this applies to funded and self-funded time.  





















Signed (on behalf of the Committee and Management) ………………………………………………
Jenny Smith (Ugborough and Bittaford Pre-School/ Breakfast Club/After-school Club Administrator)  
Date: ……1st September 2025……………………………………………………….
	
I/we confirm that we have read and understood this document:
Signed…………………………………………………………………….(parent/carer)
           …………………………………………………………………….(parent/carer)       
  Date…………………………………………………………………… 

Reminder of session times and charges for academic year 2025/2026
	School-aged children
	cost

	Breakfast Club 
(doors open at 8am)
	£5.50

	After-School Club SHORT 
(3.20-4.30pm)
	£6.60

	After-School Club LONG
(3.20-6pm)
	£13.20

	
	




	Pre-school children 2-5 years
	Cost

	Breakfast Club   (8am-8.45am)
	£4.50

	Pre-School activity sessions (8.45am-3.15pm)
AM
1. 8.45am-12.00pm (no lunch)
2. 8.45am-1pm (includes lunch time – packed lunch accommodated or hot home-cooked meal at an additional cost)
PM
1. 12pm-3.15pm (includes lunch time, as above)
2. 1pm-3.15pm (no lunch)
DAY
1. 8.45am-3.15pm  (includes lunch time, as above)

	£6.00 per hour






	After-School Club SHORT 
(3.15-4.30pm)
	£7.50

	After-School Club LONG
(3.15-6pm) 
	£16.50
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