Information/Terms and Conditions

CONTACT DETAILS
Tel: 01743 358427 Email: julia@treetopskidsclub.co.uk

OPENING HOURS

Term Time: Before School: 7:30am to 9am — Breakfast club

After School: 3:00pm to 6:00pm

School Holidays 7:30am to 6:00pm
& PD Days
FEES
Before School £6.25 per session Optional breakfast
80p
After School Up to 6pm £13.00
. Part hours will be charged as a full hour
School Holidays and P.D. Days
1st child 2nd child
1-4 hours £4.50per hour £4.05 per hour
5-8 hours £3.80 per hour £3.42 per hour
Full Day £30.00 £27.00
Full Week £140.00 £126.00
. Part hours will be charged as a full hour
. Second and subsequent children from the same family receive a discount on holiday

fees of 10% if booking the same session



REGISTRATION

* A non refundable registration fee of £5.00 per child is required for holiday care or £10.00 per

child for a term time place (with or without holiday care).
+ Registration constitutes acceptance of the terms and conditions of Treetops Kids Club Ltd.

+ Information held by Treetops regarding your child and family will be treated as confidential

and complies with GDPR laws.
* Exceptions to this would be if staff have any child protection concerns.

* Itis your responsibility to keep Treetops informed of any alterations to information we hold.

(Contact details, medical conditions etc.)

After School/ Before School

+ Complete and return the registration and after school or before school booking form.
+ Confirmation will be given of an available place and start date.

+ Should a place be unavailable you will be placed on a waiting list if you wish.

» Priority will be given to siblings of children already attending Treetops.

* Ad hoc booking may be made in addition to your regular booking but please be aware that

there may not be staff at Treetops until 2:30pm. Please message via the Famly app.

+ If you work a shift pattern and your hours change each month we provide “calendar places”

on a first come first served basis. Sessions can only be booked one month in advance.
* We will only contact you if the dates are unavailable.

* All sessions booked will be charged for.

School Holidays/PD Days

« All registered children will receive booking forms and details of holiday activities and visitor

workshops.

* These will be emailed, information sent out via Famly and available for collection from

Treetops approximately 3-4 weeks before each holiday.

* Non registered children will need to complete the necessary forms as well as a holiday

booking form.

* You will be contacted if the sessions you have requested are not available.



* Please return booking forms as soon as possible in order that staffing arrangements can be

made.

* All sessions booked will be charged for.

PAYMENT

. All fees are payable at the start of each calendar month, in advance. The due date will

be on your invoice.

. We use a software company called FAMLY to process invoices. You may login to your
account to view you balance at any time.

. Any additional hours to those booked will be invoiced the following month.
. Ad hoc bookings for children that do not attend regularly must be paid for on the day.

. Outings and visits during school holidays, with parental permission, will be charged for

as they occur.

. Our preferred method of payment is via bank transfer. Payment details are printed on

each invoice.

. We accept Childcare Vouchers and tax free childcare payments — Our Ofsted

registration number is 511155.

. We do not accept cheques.

. Overdue invoices will incur a charge of 10% of the total amount.

. 4 weeks written notice is required in order to permanently surrender a place at Treetops.

Full fees are payable during this time even if your child does not attend.

AFTER SCHOOL COLLECTION

. It is the parent’s (or named adult’s) responsibility to collect their child from Treetops at
the appropriate time.
. TreeTops will inform Mereside each half term of the regular pattern of attendance for

permanently booked places for each child.

. It is the parent’s responsibility to inform their child’s class teacher of any variation from

this regular pattern within each half term. Additional sessions etc

. Parents who book variable and ad hoc sessions each month must inform the class

teacher that their child is attending TreeTops.

* Reception and KS1 children will be collected from their classroom by a member of staff

and escorted to Treetops.



+ KS2 children walk through the school to Treetops and are registered.

COLLECTION OF CHILDREN FROM TREETOPS/SECURTIY

* No one other than the named parents/adults on the registration form will be allowed to
collect your child from Treetops unless prior arrangements have been made.

The authority/identity of the person must be able to be verified.

+ If in doubt Treetops reserves the right to keep the child on the premises until confirmation

from a parent has been obtained or the situation clarified.

* Once you have registered your child with us you will be issued the access code to our

gate onto the school playground.

* ltis essential that you do not tell your child the code or let them enter the code
themselves.

« It is important that you collect your child promptly. Particularly during school holidays late
collection could jeopardise our staffing ratios.

* Unforeseen delays can happen, but we would appreciate a phone call so we can reassure
your child.

+ Treetops reserves the right to charge for late collections. Collections after 6pm will be
charged at £5.00 per child, per 15mins late as two members of staff need to remain on

site.

FOOD

. After school children are provided with a light, nutritious snack and a drink (milk or

water). EG. toast, pasta, cheese and crackers, cereal and milk etc.

. All staff involved with the preparation of food hold a level 2 Food and Hygiene
Certificate.

. We aim to provide ‘nut free’ snacks. However, we cannot guarantee that certain
cereals/crackers etc that we provide, are not made in a factory where nuts are present.

. Water is freely available and children’s water bottles will be topped up.

. During school holidays children will need to bring a packed lunch and any other
appropriate snacks for the length of day attending. If we are going out on a trip these
will need to be in a backpack that your child can carry independently. Drinks should be
in a NAMED leak proof bottle.



. Please note we do not have refrigeration facilities to store packed lunches. It is

advisable to put an ice block in lunch boxes, particularly in the warmer weather.

ABSENCE FROM TREETOPS

. If your child is absent for any reason please let us know as soon as possible via our

Famly App, telephone 01743 358427 or email julia@treetopskidsclub.co.uk .

* Please leave a message on the answer phone if no one is at Treetops and we will pick it up

later in the day.

. Full fees are charged on all sessions and are non refundable as the cost of staffing still

needs to be met. This includes all holiday sessions booked.

CHILD PROTECTION/SAFEGUARDING

. Most of the knocks, scrapes and bruises that children suffer as part of their young lives

are usually easily explained — accidents do happen!

. In a very small number of cases these and more serious injuries are inflicted
deliberately.
. If staff have any cause for concern, it will be reported to the Officer In Charge at

Treetops without delay.

. If necessary further action will be taken and could lead to reporting information to the
Shropshire Safeguarding Children’s Board (SSCB), Police and health care

professionals.

. If anyone makes an allegation against a member of staff it will be reported to SSCB and
Ofsted.

. All staff are required to attend regular safeguarding training.

. Julia Lewis, Dawn Micklewright and Katy McLean are the Designated Safeguarding
Leads (DSL).

OFSTED & STAFFING

. We are registered by Ofsted and receive regular inspections. A copy of our certificate is
on display. No. 511155

. All staff have DBS checks and two references are taken up by Treetops to assess their

suitability to work with children.



. Staff have a variety of qualifications relating to childcare/playwork/teaching and all

permanent staff hold current paediatric first aid and food hygiene (level 2) certificates.

. We aim to provide an excellent staffing ratio of approximately 1:10 for the majority of
the time. Certain activities may dictate a higher or lower staff ratios. Legal requirements
for Ofsted are 1:30.

INSURANCE

. Treetops is covered by public liability insurance specifically for kids clubs.

. A copy of our certificate is on display.

DISCIPLINE

. A friendly, open atmosphere is promoted at Treetops where children and adults are

encouraged to value and respect other children, adults and their environment.
. Everyone has the opportunity to take part in and belong equally to Treetops.

. A non-authoritarian, non-violent approach is promoted which encourages a leaning
process through discussion. This will include staff challenging discriminatory

comments.

. We promote positive behaviour by issuing cards to children highlighting a particular

area of good behaviour or positive character trait.

. Unacceptable behaviour is always discussed in an age appropriate way. Children are
given gentle reminders to think about what they have done. If the staff consider it
appropriate and the pattern of behavior is repeated we use “time out” as a period of

reflection. They will be given one minute for every year they are old.

. Regular discussion of your child’s behaviour is possible as a matter of course and any
unacceptable behaviour, including the course of action taken, will be discussed with the

parent upon collecting their child.

. If your child persists in unacceptable behavior, after all behaviour modification avenues

have been explored. We reserve the right to exclude them from Treetops.

. Our Equal Opportunities Policy is available for you to read.

CLOTHING & BELONGINGS

. Children may bring their own belongings to Treetops but we cannot take any

responsibility for loss or damage.



. It is essential that all items are clearly named.
. Items in lost property will be taken to the ‘recycling bank’ if not reclaimed after one term.

. We do not allow electronic games and equipment such as mobile phones, iPads, DS

consoles etc to be brought to TreeTops during school holidays.

. We understand that technology is part of children’s lives and the importance of educating
children on responsible use of the internet. Our computer which the children have access
to, has child safety controls. However, if staff see children trying to access inappropriate
content we will discuss it with your child.

. Children (and parents) are not permitted to use the cameras on any mobile phones, iPads
etc to take photographs of other children whilst at Tree Tops due to safeguarding
reasons. Any violation of this on a child’s part will result if the item being confiscated and

returned to the parent at the end of the day.

HEALTH & SAFETY

. A child should not be brought to Treetops if he or she has been vomiting or had
diarrhea within the previous 48hrs.

. If your child with a high temperature, rash or any infectious illness they should not
attend and should be guided by the advice from the G.P. as to when they can return.

. Staff will administer basic first aid treatment on and off the premises and parents will be
informed of the action taken upon collection.

. All staff hold a valid paediatric first aid certificate.

. If a child becomes ill or has an accident at Treetops, every effort will be made to

contact the parent or guardian immediately and or the child’s G.P.

. If there is an emergency and it is not possible to do this a member of staff will
accompany your child to hospital and act in loco parentis until the parent or guardian

arrives.

. In the event of the no one being available staff will act under the advice of the doctors
and NHS staff.

. Medicine prescribed to a child can be administered during care at Treetops. Written

permission and instructions must accompany the medication.

. Only medication with a pharmacy printed label including your child’s name and GP on

will be administered.



. Our Health and Safety Policy is available for you to read.

SUNTAN CREAM

. We are unable to apply suntan cream to your child.

. Please send in a named bottle in your child’s bag with appropriate SPF for them to

apply themselves.
. We will remind them to do this and support younger children in applying it.

. If your child does not bring suntan cream, we will ask your child if they are wearing a
suitable ‘all day’ cream appropriate to the length of time at Treetops. (We recommend a
minimum of 30 SPF)

. If your child does not confirm they have had any cream applied before coming to

TreeTops we will ask them to stay in the shade or not go outdoors.

CHANGES TO TERMS & CONDITIONS

. From time to time we may vary these Terms and Conditions. This could be due to an

increase in fees, regulatory or legal reasons.

. You will be notified of any changes with at least one month’s notice via our newsletter

and newsfeed on Famly.

. When we tell you about a change personally we may do this by post, email, a message

on your invoice or via our newsletter.
. We recommend that you print or save any notification of change for your records.

. You may surrender your child’s permanent before or after school place at Treetops if
you are unhappy to accept any of the notified changes, giving the required 4 weeks
written notice.

. If you do nothing we will assume you have accepted the changes and they will take

effect automatically.

FIRST TIME REGISTRATION

ALL children attending TreeTops must have completed:

1. One registration form (including photo consent) per child.
2. Privacy notice (GDPR)



ALSO:
* A before & after school booking form if you require a permanent term time place.
* A holiday booking form must be returned for each holiday if you require childcare.

* A monthly calendar if you require variable bookings each month.

AND FINALLY

Communication is the key to a smooth relationship that makes for happy childcare! If you
have any worries or your child is not happy we are always willing to listen. Staff are

always available each session to chat with you.



