Minik Kardes Children's
Centre
Service Agreement with
Parents/Carers

The Service agreement is an agreement held between Minik Kardes
Children's Centre and the Parents/Carers of child(ren) attending the
nursery. The agreement is held in place from the date the child begins
at the nursery until the date the child leaves.

On signing this agreement, it is understood by Minik Kardes Children's
Centre that the Parent/Carer has read, understood, and agreed with
the entire contents of the service agreement. If there is anything not
understood this must be raised with the Head of Nursery before
signing the document and not after.
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Minik Kardes Children's Centre

Introduction

“"At Minik Kardes Children's Centre we provide care and education for children aged 3 months to 5
years, in an environment that is 'loving, safe, secure, welcoming, warm and stimulating’ and fo
promote their active learning. We believe that 'the early years' are a significant time of life; as it
is within these years; the tools for learning are shaped and developed, which is fundamentally
important in preparing children for and giving them the best start in life".

We offer your child fun-filled days of activities with a variety of experiences to help them
further their individual development and make lots of little friends".

Opening Times and Attendance

* The nursery is open Monday to Friday, from 8am to 6pm. No child is allowed onto the
premises before 8am and unless two members of staff are on the premises. Children must
arrive at the nursery no later than 10am.

It is decided before a child starts the setting with the Head of Nursery and
Parents/Carers the days and times their child(ren) are to attend the nursery. Before
starting the nursery, parents/carers will receive a confirmation letter from the Head of
Nursery with their child's settling and start date/times, information about their child's
room, key policies and more.

* Parents should arrive with their child(ren) on time for nursery and should not arrive before
or after their agreed contracted hours unless discussed with the Head of Nursery prior to
the day.

* The nursery is open for 49 weeks of the year for All year Around children, only closing for
two weeks in August (from the first Monday), 1 week at Christmas, Bank Holidays and 5
Inset days.

* For Term Time only children, they will attend the nursery 38 weeks of the year.

e If the child is o be brought later than 10am for unavoidable reason (such as a doctor's
appointment) the nursery manager should be notified a day before.

* At Minik Kardes, we give a warm welcome and goodbye fo every child and family on their
arrival and departure, as well as ensuring the safety of children, parent/carers, visitors,
employees, volunteers and students.

* Parents/carers are requested to pass the care of their child to a specific member of staff
who will ensure his/her safety (this is usually a child's key person or a familiar practitioner
from their room).
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Non-attendance is monitored. If the child is not attending, the nursery should be notified
before 10am on the same day. All reasons for absence are recorded. If parents/carers fail to
contact the nursery the receptionist will contact the parents/carers (after 10am) to ensure all
children are safe. Failure to respond could lead fo the nursery contacting emergency contacts
and/or Children Social Care if there are concerns.

If a child does not attend for a period without communication with the setting this could lead to
the withdrawal of the child's place.

Children should be collected by a responsible adult whose name has been given to the nursery by
the parents.

Children cannot be collected by a child or person under the age of eighteen. Only if a
parent/carer gives signed consent can they be collected by someone over the age of 16 years.

Any changes in the collection of the child(ren) must be notified to reception.
Child(ren) cannot be allowed to leave the nursery with a person whose name is not written on the

children’s contact list unless the staff have been informed beforehand. If we are not familiar
with the person other than a name a password will also need to be provided.

Children can be collected from the nursery at any time after 2.30pm. Parents should be at the
nursery at the latest 5.50pm to allow staff members to give parents appropriate feedback,
staff finish their shift at 6pm.

When the child(ren) is brought or collected from the nursery, it is the responsibility of the
parent/carer to ensure that the receptionist is aware the child has arrived/been collected so
they are signed in/out of the register.

If we have both parents’ details and both parents are named on the child's birth certificate, we
do not have the right fo prevent either parent collecting a child unless a court order is in place

and a copy is on your child’s file.

Children should be adequately dressed when attending the nursery.
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Settling in Period

At Minik Kardes we offer a one week settling in process when
the child and parent attend the setting together. After this
the child will begin their allocated days/times as agreed prior
to starting to settle. We recognise all children’s and family's
needs are different and staff at Minik Kardes will speak to
the parents regarding what is best for the parent and the
child, fo assess if more time is required. Once the child starts
the settling, we advise to allow six weeks for your child to
fully settle and feel safe and secure while they develop a
relationship with their key person. This of course varies from
child to child and can take more or less time dependant on the
number of days the child attends during the week.

* It takes time for children and parents to adapt themselves to a new environment.
It is important that parents help their child(ren) to settle into the nursery by
following and listening to the advice given by staff members.

* New children will be introduced slowly to their ‘new environment' and will attend the
nursery for mornings only for one week. Children who start in the baby room will
stay until 12pm, foddlers will stay until 12.30pm, pre - schoolers will stay until 1pm.

e The key person will ask parents to complete a form called 'All about me’, which is
online via the Tapestry app. This is to ensure all information is shared with the key
person to enable them to support the child(ren) while they get to know them.

* During the settling in week as the child explores their room, the key person will ask
the parent to leave the room for a short period, and this will gradually increase by
the end of the week. Full fees are payable during this settling in week.
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Fees

Minik Kardes do not make any additional charges for registration or administration relating
to your child's placement in our nursery.

The fee amount payable per week/month is calculated based on your annual income. The
management committee also considers the Service Level Agreements it holds with both of
Islington and Hackney councils to assess the fees of each child.

For Islington residents, we can apply a sibling discount as the London borough od Islington
give a subsidy, details of this subsidy and how it applies will be given individually to
Islington residents when a siblings joins the nursery.

For full-time childcare, the fees are based on the 'assessed’ fee structure. The assessed
fee will be based on the joint income of both parents, and ‘evidence’' needs to be provided.
Evidence that can be provided is listed below: -

—  Weekly Paid (Four wage slips that are recent and consecutive
— Monthly Paid (Two wage slips that are recent and consecutive
— Student enrolment forms & grants

— Latest set of audited accounts (Self-employed)

In line with the latest Department for Education (DfE) changes, from September 2025,
eligible working parents of children aged 9 months and over can access up to 30 hours of
free childcare per week, for 38 weeks per year.

Eligibility Details
Funded hours can be taken across 38 weeks, or a stretched offer across the whole
year (49 weeks) at no extra charge.

* Children aged 9 months and a term and over may be enftitled to:

o 30 hours of free childcare with a valid working parents entitlement code, or
o 15 hours of free childcare with additional government support, with a valid
eligibility code.

* All children aged 3 years and a term or older are entitled to the universal 15 hours
of free childcare. No code is required.

* Children aged 3 years and a term or older whose parents have a valid working
parents entitlement code may be entitled to a further 15 hours, bringing the total
to 30 hours.

* Children aged 2 years and a term may be enftitled to:

o 15 hours additional government support (free childcare for two-year-olds),
and/or

o 15 hours under the working parents entitlement, subject to eligibility and a
valid code.
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Funded hours are provided free of charge, with no extra payments for childcare within the
hours funded. These can be taken in continuous block within the chosen days; details of
the days/hours are specified on the application form.

Any additional hours over and above the funded hours will be in line with the charges on
the Fee sheet.

For further information please check www.beststartinlife.gov.uk e.g. tax free childcare.

Meals and Additional Charges

There is a voluntary charge for lunch for children accessing 15 or 30 hours of funded
childcare.

For children receiving funded hours, voluntary food costs are applied in line with the
relevant charging band, as detailed in the Fee Sheef.

Where a 15 or 30 hour funded early education and childcare entitlement is taken up,
voluntary food charges apply and parents may decide to opt out in which case the food

charge will be waived or reduced.

The opt-in or opt-out will apply for the length of the childcare contract.

Opting out does not affect a child’s access to their funded early education entitlement.
When childcare charges apply, food costs are incorporated into the overall charge.

Any additional hours over and above the funded hours will be in line with the charges on
the Fee sheet.

Fees will be assessed every six months.

When there is a change in the family's financial circumstances, parents should inform the
Head of Nursery. The fees may need to be reassessed.

All details of charges (additional and hours) are detailed on the invoices.

A deposit of 2 weeks' fees is needed when the child starts the nursery. This is refunded
on the child’'s departure from the nursery. In order for the deposit to be refunded,
parents must give a minimum of two weeks' notice. If this notice is not given, the deposit
will not be refunded. For a funded place there is no deposit required.
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At Minik Kardes there is a 'No Arrears’ policy in place.
This policy is implemented to protect the nursery budget and prevent parents/carers
building up arrears which they may have difficulties meeting in the future.

Conditions of a placement at Minik Kardes Children's Centre:

—  All weekly fees are required to be paid a week in advance.
—  Charges will be made for the notice period whether or not the child attends
—  The child's last official day must fall on their last contracted day

Procedures:

WEEK 1: As soon as a fee payment is overdue the parent will be informally reminded by
the financial administrator to make the payment alongside a statement of account.

WEEK 2: The first arrears notice letter will be issued if the parent has not responded
to the statement/reminder.

WEEK 3: If the arrears are not cleared by the third week, a second arrears notice
letter will be issued. The parent/carer will be invited o a meeting with the head of
nursery, to discuss the matter and to reach an agreement for clearing the arrears on
account.

Provided there are no contradictions, the nursery manager will negotiate an appropriate
period for payment of these arrears.

FINAL STAGE: If the arrangements are not adhered to, the child's placement will be
withdrawn from the following Monday, unless the arrears are settled, and the
parent/carer will be informed of this withdrawal decision.

Please Note: If payment plans are not adhered to, Minik Kardes will take legal action if
necessary to pursue any outstanding arrears - following the withdrawal of placement.
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Holidays and sickness payments

All Year Around Children:

* If achild(ren)is absent from nursery due to holidays or any other reason, fees are
still payable.

* Fees are also payable for bank holidays and fraining days.

* Parents who pay full time childcare costs will be entitled to pay half the weekly fee
for 2 weeks in August and for 1 week at Christmas. Children in part-time childcare
places are excluded from holiday payments and will continue to pay full fees during
the nurseries closure.

Term Time Only Children:
* Children will only attend during term time.

Unforeseen Nursery Closures

The nursery is committed to providing a continuous service without any interruption. Only
in extreme circumstances, such as staff shortages, heating breakdown, extreme weather,
the parents will be asked to keep their children at home or collect their child(rens) from
the nursery. In circumstances where the nursery decides to close then there will be no
fee payment for this day(s).
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Promoting Positive Behavior

At Minik Kardes, we believe that children flourish best when their personal, social, and
emotional needs are met and where there are clear and developmentally appropriate
expectations for their behavior. We aim to create an environment where children feel
safe, secure, and demonstrate positive behavior. We believe that adults caring for
children in the provision are able to support a wide range of children’'s behavior in a way
which promotes their welfare and development.

For more information, please see our Positive behavior policy.
Working with Parents
At Minik Kardes we expect parents to:

* Familiarise themselves with and support our behavior policy.

* Let us know if there are any changes to their child's routine.

* Be open to discussing with staff any difficulties that arise concerning their child's
behavior.

* Speak to their child's key person or Positive Behavior Lead if they would like
support with child’s behavior at home.

* Always speak to a staff member regarding any incidents that may occur between
children, and do not approach other children or their parents.

* Do not criticise anyone else's child when they are on site; if you observe any
behaviors or incidents between children that concern you, please speak to a member
of staff immediately.

* Treat staff, visitors to the nursery, other parents & children with respect. We will
not accept any form of aggressive, intimidating, or threatening behavior towards
any child or member of staff.

Safeguarding Children

Minik Kardes and their staff team form part of the wider safeguarding system for
children. Everyone who comes into contact with children and their families and carers has
a role to play in safeguarding and protecting children; child protection is a duty for
everyone, and it aims to create a culture of vigilance. In order to fulfil this responsibility
effectively, all professionals should make sure their approach is child centred. This means
that they should consider, at all times, what is in the best interests of the child. (Keeping
Children Safe in Education - DfE, 2025)

10
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* At Minik Kardes there is a named Designated safeguarding lead and deputies
responsible for safeguarding. There is always one on duty and if not on site, they
will be available remotely. The management committee holds overall responsibility
for the child protection and safeguarding functions of Minik Kardes.

* The child's welfare and protection are the setftings priorities. Minik Kardes has a
duty to report any concerns, allegations and/or disclosures to Children Social Care
or other safeguarding agencies to keep the child(ren) safe.

* Minik Kardes works closely with other professionals and agencies for the child's
best interest. Although we will always ask your consent to share information with
other parties, we hold the right to share information when required to safeguard all
children.

* Minik Kardes recognises that all matters relating to safeguarding and child
protection are confidential. Information will only be shared on a need-to-know basis
and all children’s confidential files are kept electronically with restricted access.

For more information, please see our safeguarding policy.

11
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Health and Safety

Sickness

At Minik Kardes Children's Centre we promote the good health of all children attending,
including their oral health.

Parents should keep children at home if they are unwell. If a child is unwell, it is in their
best interest to be in a home environment rather than at nursery with their peers.

Children with infectious or contagious diseases will be excluded for certain periods. If
staff suspects that a child has an infectious or contagious disease, they will request that
parents consult a doctor before returning the child to the Nursery.

Minik Kardes Children's Centre does not exclude children from the nursery unnecessarily.
The decision of the Head of Nursery is final when requesting the exclusion of a child for
illness or infection.

In some cases (e.g. Sickness and diarrhea) the Nursery has a rule that 48 hours must
elapse after an illness before a child can return to the Nursery. This is especially
important in the case of all infectious illnesses, as one child's illness can so easily spread
throughout the children and the staff. It is only by keeping to this rule that we are able to
avoid the risk of children being unnecessarily exposed to infection. This is particularly
important as the Nursery caters for babies as well as older children.

In cases of common childhood infections Minik Kardes Children's Centre refers to the HSC
Public Health Agency Guidance on infection Control in schools and other childcare settings.

12
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Immunisations

As a Healthy Early Years setting, Minik Kardes Children's Centre ensures it promotes the
health and well-being of the whole setting community through encouraging parents/carers
to immunise children and by providing consistent messages to children, parents/carers and
staff.

Immunisation is the safest way of protecting children against serious diseases. Some
diseases can kill children or cause lasting damage to their health. Immunisation prepares
children's bodies to fight off diseases if they come into contact with them.

All parents are asked to provide evidence of their child's immunisations during the
admission process and Minik Kardes Children's Centre asks when a child(ren) receives
further immunisations the setting is informed to keep the child's information updated.

Medication

While it is not the setting's policy to care for sick children, who should be home until they
are well enough to refurn to the nursery, Minik Kardes Children's Centre will agree to
administer medication as part of maintaining a child’'s health and well-being or when they
are recovering from illness.

If the child has not had the medication before or are taking antibiotics, it is Minik Kardes
that parents should keep the child at home for the first 48hrs to ensure there is no
adverse effect as well as to give time for the medication to take effect.

All medication must be prescribed and kept in original packaging.

Parents and staff must complete the necessary paperwork and if the medication is to be
used long term Head of Nursery will work together with parents/carers and staff to

devise a Health Care plan to meet the child's long term Health care needs.

Further information can be found in the medicine policy.

13
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Accidents & Injury

Minor bumps and scrapes are inevitable accidents in the life of young children, and Minik
Kardes Children's Centre cannot entirely prevent these. However, all play that involves
risks is always supervised by two or more members of staff. Accidents are noted in the
accident book and parents are informed and asked to sign the book. All of Minik Kardes
Children's Centre Team are first aid trained due to updating training together as a setting
every 3 years.

* If achild has a head injury in the setting, then Minik Kardes Children's Centre will
follow the Head Injury Policy and Parents/Cares will be given a copy of the head
bump form after they have signed the accident form in order to be aware of signs
of a concussion which could present themselves later.

* Minik Kardes Children's Centre asks all parents to complete an accident from home
form in the mornings at reception if a child arrives in the morning with an accident
from home.

* All accidents at nursery and home are monitored by the Head of Nursery monthly
and actions are made and addressed if required.

Contact Information

It is extremely important that Parents/Guardians of children at the Nursery ensure that
their personal contact details are correct. It is your responsibility to inform the Nursery
of any changes in these details. Failure fo do so could result in lost time trying to contact
you in case of an emergency arising.

Dietary Requirements

It is the responsibility of the parent to inform the nursery of any special dietary
requirements or if a child has any allergies to any food or medication. Minik Kardes
Children's Centre has robust systems in place to ensure all children are kept safe and all
staff are aware of children's dietary needs.

14



Minik Kardes Children's Centre

Fire Drill

Minik Kardes Children's Centre carries out a fire drill every term. The written fire
procedures are displayed around the setting. The parents/carers of the children should
ensure they familiarise themselves with these procedures.
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Children's clothes and nappies/wipes

All children should have at least two changes of clothes and enough nappies and
wipes at the nursery. The dirty clothes should be collected by the parents on the
same day and bring clean ones back as soon as possible.

Toys at the Nursery

Children should not bring any foys into the nursery this is with the exception of
transition/comfort toys. A child or children may need to bring in a toy or
comforter during the settling period.

Sweets at the Nursery

Children or their siblings should not bring any sweets, cakes, ice creams or lollies into the
nursery. This is in line with the 'healthy eating' policy at Minik Kardes.

Children's belongings

The staff members at Minik Kardes Children's Centre will do their utmost to prevent loss
of children’'s belongings, but the nursery does not accept any responsibility for lost items.
Parents are advised not to bring their children fo nursery with valuable items such as

15
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necklaces, bracelets, etc. We advise parents to label children’s clothing and personal
belongings.

‘
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«y Unpleasant treatment or behaviour of staff
members by parents of other individuals
entering the nursery premises

The Management Committee of Minik Kardes does not condone any unpleasant freatment
or behaviour towards staff members of Minik Kardes by parents, carers or any other adult
who collects a child(ren) from the nursery.

If a staff member feels that they are being unfairly treated by a parent, carer or any
other adult, the person concerned will be asked to attend a meeting with the Head of
Nursery. In the case of unfair treatment being given by the Head of Nursery, they will be
called to a meeting with Head of Centre. If the parent refuses to attend a meeting or to
apologies to the member of staff concerned, the parent(s) may be suspended from the
nursery premises at the discretion of the management committee.

After the meeting has taken place, if the behaviour continues the parent will be asked to
arrange alternative arrangements to bring and collect their child(ren).

16
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Policies & Procedures

Introduction

There are a number of policies and procedures implemented at Minik Kardes Children's
Centre and a full list of these can be given on request by the Head of Nursery. Minik
Kardes Children's Centre asks that every parent/carer of a child attending the nursery
familiarises themselves with each one of these procedures and policies. If the
parent/carer does not fully understand any of these policies, they should direct any
questions to the nursery manager.

Staff Ratios

Minik Kardes Children's Centre meets the adult to child ratios, arrange staff members to
attend tfraining and ensure qualifications are met and o organise space and resources to
meet the children's needs effectively.

The staff ratios for Minik Kardes Children's Centre are as follows: The Head of Centre
and the Head of Nursery make sure there is a contingency plan in place in the event a
member of staff is absent.

Age of Children Staff/Child ratio
0-2 years 1:3
2-3 years 1:4
3-5 years 1:8

The Head of Centre and Head of Nursery are responsible for ensuring that contingency
arrangements are in operation fo cover emergencies and staff absences, and sufficient
suitable staff are available to cover staff breaks, holidays, sickness and time spent with
parents.

17
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Procedures for Late Collection of Children

If a parent/carer is aware that they will not be able to collect the child(ren), they should
contact the nursery in the first instance and advise they will be late and the reason for
this lateness. Where the nursery has not been made aware of a reason for the lateness
the following procedure will apply:

* If aparentislate for any reason and has not informed the setting, a staff member will
contact the parent/carers. If listed parents/carers cannot be reached the setting will
call the child's emergency contacts. Failure to reach all contacts after a reasonable
amount of time will result in the setting seeking advice from Children Social Care.

* If the above occurs after 6pm two members of staff should stay with the child
throughout.

* If at any time during the procedure the parent/carer arrives to collect the child,
Children's Social Services should be contacted immediately.

* Staff should not at any time make independent arrangements for the child, and should
be mindful that there is no legal basis on which they can take alternative action.

Procedures for repeated late collection of children

* Nursery is to maintain a late book, in which lateness of collection of children of more
than a few minutes is noted. Parents should pay £1 for each five minutes they are late.

* On tfaking a place at the nursery, the parent signs the agreement regarding the
conditions on which the place is given, including a condition that if their child is
collected late on an unreasonable number of occasions and the situation does not
improve, that the lateness procedure may result in the loss of the nursery place.

* The Head of Nursery and the child's key worker, if appropriate, will meet with the
parent following the late collection of the child on 3 occasions to discuss reasons for
lateness and propose appropriate action e.g. monitoring improvement, and to remind the
parent of the agreed basis on which a place in the nursery is given. It is essential to
distinguish between complex or understandable reasons for lateness.

* If lateness continues (on more than 2 occasions) the Head of Nursery will write fo the
parent urging the parent to make appropriate arrangements for collection of the child
and advising them that it is a condition attached to the child's place to do so.

* If lateness continues (on more than 2 further occasions) the child's place will be
terminated after ensuring that the child's welfare is not affected by the decision.

18
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Outings

From time to time, nursery children are taken on outings, as these can be an important way
to enhance the learning curriculum of young children and help them to understand the
world around them. These excursions can include an outing fo the local park, library or
shops or maybe a more major outing such as fo a museum in the centre of London or a frip
to the seaside. To ensure that nursery outings are planned and carried out with safety in
mind, Minik Kardes Children's Centre adheres to the guidelines stated in the Outings
Policy.

All Parents/Carers hold the responsibility of familiriasing themselves with Outings Policy.

Parents/Carers Involvement and Contribution

Minik Kardes Children's Centre welcomes parents to be involved in the nursery and to help
with activities, especially in their children's room. This is on the understanding that the
parents do not disturb the atmosphere at the nursery.

Tapestry

All children attending Minik Kardes Children's Centre with parents' permission will have a
personal on-line Learning Journal which records photos, observations and comments, in line
with the Early Years Foundation Stage curriculum. To build a record of a child's
experiences during their time in the setting.

We use Tapestry, a system which is hosted in the UK on secure servers. These servers
conform to very high environmental standards and are proactively managed 24 hours a day.
Each Tapestry account has its own database and the codes itself is developed using hack-
resistant techniques.

In order for parents/carers to gain access to the child's journal we will need their email
address to set up an account, this will enable access to the child's learning journal via the
secure Tapestry website. Parents will only have access to their child/ren learning
journal/s. Parents are encouraged to contribute to their child’s learning journal by sharing
pictures or videos of their home experiences. Access to information stored on Tapestry
can only be gained by a personal email address and password. Parents MUST NOT share
these login details with others. Only the named e-mail providers are allowed to access the
Tapestry site.

Last Reviewed: January 2026
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Minik Kardes Children's Centre Children's Centre
Service Agreement with Parents/Carers declaration form

I/we.... ceeerrrennnneCONfirm I have received and read the service
agr'eemenf senT via emall and I/we are aware if a hard copy is required this can be
provided by the setting.

I/We . ... (Name of parent(s)) have read, understood,
and agree the conditions in the service level agreement and agree to abide to the policies
and procedures of Minik Kardes Children's Centre.

I/We . . (Name of parent(s)) do understand
observance of all these policies and procedures is a necessary condition of my/our child . . .
................... (Name of child) keeping his/her place at the nursery.

20



