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[bookmark: _Toc997571298]GENERAL

[bookmark: _Toc498229198]Welcome!

Dear children and parents,

Welcome to 't Snuffeltje after-school childcare.

These internal regulations contain information about how the childcare works and the agreements between parents and the organiser.

Upon registration, parents sign a written agreement and confirm that they have received and read the house rules.

The organiser may amend the rules. If changes are detrimental to parents, they will be informed at least two months in advance.

[bookmark: _Toc1641639511]Who are we?
t Snuffeltje is an independent after-school childcare centre with over 20 years of experience. We offer childcare for children aged 2.5 to 12 years (in exceptional cases up to 14 years).

Children can come to us:

· Before school
· After school
· During lunchtime
· On Wednesday afternoons
· On school holidays
· During holidays

We offer a safe, warm and stimulating environment where children can play, relax and make friends. Everyone is welcome. We expect respect for each other and do not tolerate discrimination or racism.

[bookmark: _Toc2125444595]Our priority policy
After-school childcare centre 't Snuffeltje is open to all children. We believe that children benefit from growing up in a diverse and inclusive environment and therefore strive for a balanced mix of children and families.

In principle, our BKO accepts all children, but gives priority to:

· Children whose brother or sister already attends ’t Snuffeltje
· Preschoolers (2.5 to 6 years old)
· Children of single parents
· Children from vulnerable families
· Children of parents who both work
[bookmark: _Toc971426970]Where can you find us and when?
[bookmark: _Toc762086234]BKO ’t Snuffeltje
Gemeente Ledegem (recognised by)			Independent childcare

Rozenplein 4 - 8880 Ledegem 
Company registration number: BE1021.265.488		Opening times:
snuffeltjebo@gmail.com 				Mon–Fri: 6:30 a.m.–7 p.m.


Responsible person
The nursery is managed by Tyra Bourgois. She is responsible for the day-to-day running of the nursery and is the point of contact for parents regarding administrative tasks or concerns.
The manager can be reached on the following number: +32 495 67 88 35.


Opening days and hours
't Snuffeltje is open every school day before and after school and during lunchtime.

Before school hours: 6:30 a.m. to 8:30 a.m.		After school hours: 3 p.m. to 7 p.m.

At lunchtime: 11:30 a.m. to 1:30 p.m.			Wednesday: 11 a.m. to 7 p.m.


The nursery is also open on school holidays, public holidays and vacation days. 't Snuffeltje is always open from 6:30 a.m. to 7 p.m.

Closing days
Closing days will be communicated in good time via email or social media.


[bookmark: _Toc1360031689]REGISTER AND RESERVE CHILDCARE


Introduction
Before the start of childcare, an introductory meeting is organised with parents and child.

During this meeting, the operation and agreements of the childcare are explained.


[bookmark: _Toc1182263997]Child file
Upon registration, a child file is created containing, among other things:

· Personal details of the child
· Contact details of parents
· Medical details
· Emergency contacts
· ….

Parents are responsible for keeping this information up to date.

[bookmark: _Toc1620771213]Registration programme
After registering your child at 't Snuffeltje, you will receive an email for each registration period containing a link to the parent portal. The email will contain your personal password for registering your child(ren). This is your personal code for reserving childcare. You can also use your code to make reservations for both holidays and your child's school days.

If you have not received this, please check your spam folder first. The email often ends up in the spam folder. To prevent this, you can mark the email as not spam. Or contact the person responsible.


Booking and cancelling childcare
n order to reserve childcare days and receive your login and password, your administrative file must be completely in order.

Parents are expected to indicate on which days of the week they will be entrusting their child(ren) to the childcare centre. This allows us to draw up a schedule for occupancy.

Childcare can be booked online. You will find detailed instructions for online booking when you register your child.

If you do not have a computer or access to the internet, we will be happy to help you at the childcare centre. We will then fill in the schedule together with you.

Making a reservation:
· Specific reservations:
· You must make reservations for:
· Childcare before school (before-school care)
· Childcare after school (after-school care)
· Childcare during lunchtime
· Wednesday afternoons
· School holidays
· Public holidays
· Holidays

[bookmark: _Toc463972610]Reservation day:
A reservation start date is determined for each reservation period (school days, school holidays, public holidays, etc.).

At the start of the new school year, parents are informed of the reservation days via the Facebook group, Instagram, by email and via notices in the nursery. Before the reservation start date, it is not possible to make reservations for the registration period.
[bookmark: _Toc1193230901]Reservation list:
Registrations will be accepted until the maximum capacity of children is reached: 18 children during school days and 36 children during holidays. After that, a reserve list will be created.

You will receive an email when the reserve list is moved up. We expect a response within three days (message to the person responsible) as to whether or not your child will be attending the nursery. After three days, the next child on the reserve list will be given the opportunity to attend the nursery.

Cancel childcare
Please notify us of cancellations as soon as possible and no later than one week in advance. This will allow other children on the waiting list to make use of the childcare services.

Parents are responsible for cancelling reserved childcare sessions correctly.
Cancellations can only be made:
· Via the parent portal, or
· By sending a message to Miranda or Tyra.

When cancelling, always state the reason for absence.

If a child is absent but is on the attendance list and no timely cancellation has been communicated, a penalty will be charged and will appear on the invoice. This is because other children on the waiting list were unable to take their place.
The penalty is:
· € 10,00 for absence before/after school or during lunchtime (school days)
· € 13,00 + meal cost for a half-day absence (morning or afternoon)
· € 26,00 + meal cost for a full day's absence

If a child is cancelled less than one week in advance, we require a doctor's certificate or other valid proof (e.g. for a school activity, hospitalisation, funeral, etc.).

[bookmark: _Toc1868997879]Cancelling childcare
Cancellation of childcare by parents
Your child is enrolled in after-school childcare until the summer holidays after the sixth year of primary school. If you wish, your child can also continue until the age of 14.

If you wish to terminate the childcare earlier (e.g. due to relocation or dissatisfaction), the parents may terminate the childcare without notice. For practical reasons, we ask that parents who regularly make frequent use of the childcare service notify the person in charge or the childcare workers.


Cancelling childcare at the 't Snuffeltje after-school childcare centre
The after-school childcare centre 't Snuffeltje may terminate childcare if
· Failure to comply with the internal regulations
· Failure to respond to our verbal and written warnings
· Failure to pay invoices or late payment (at least twice)

Notice of termination or suspension shall be given by registered letter, stating the reason, the effective date and the notice period.

Care at 't Snuffeltje shall automatically end when your child starts secondary school. Unless otherwise agreed with the person responsible.

The notice period cannot be respected:
· In the event of force majeure, e.g. fire, flooding, etc.
· If the parent has committed a serious offence and the person in charge/childcare workers at the nursery can prove this.

If your child does not use the childcare facility for more than a year, the file will be placed on hold.

ADMINSTRATIVE AGREEMENTS

Attendance
Parents register their child's attendance in accordance with the childcare centre's arrangements. This can be done by:
· Making a reservation in the parent portal
· Notifying the centre of the days via message or by writing them down on a piece of paper and signing it 

Absences must be reported in good time. For holidays, this must be done one week in advance, otherwise a doctor's note is required. Failure to do so will result in a fine.

Insurance
't Snuffeltje has civil liability and physical accident insurance. The policies are available for inspection at SD&C Insurance, Kortrijksesteenweg 64, Harelbeke. Policy number: C-11/1613.119/00-B

Physical accidents: If your child has an accident at the nursery, we will provide you with a claim form.

Parents must fill in the requested details of the victim on the claim form, sign the centre page and attach an identification sticker from the health insurance fund in the child's name. The details of the policyholder and the description of the accident are filled in by the childcare workers and/or the person in charge. SD&C Insurance will notify the insurance company.

Afterwards, the person in charge will send the file number to the parents in writing. Once they have received the file number, the parents can forward all receipts from the health insurance fund and other costs related to the claim to the insurance company. This will enable the insurance company to make the reimbursement.

Accidents that have not been noticed and recorded by the childcare workers must be reported within 24 hours.
What is not covered?
· Children who interrupt or leave childcare are not insured for this period.
· Theft, loss or damage to personal belongings such as clothes, glasses, school bags, water bottles, lunch boxes, etc.

The policy covers physical injuries sustained in after-school childcare or during walks and outings. If the excess of €25.00 is not exceeded, the childcare centre will reimburse medical expenses that are not reimbursed by the health insurance fund (after submission of the statement of difference issued by the health insurance fund).

[bookmark: _Toc2059661089]HOW MUCH DOES CHILDCARE COST?

Parental contribution
The childcare prices are based on your child's attendance:

· During holidays, teacher training days, public holidays and bridge days: 
· Less than 3 hours: €13.00
· 3 to 6 hours: €20.00
· More than 6 hours: €26.00
· On school days
· €0.90 per quarter of an hour or part thereof
· Lunch (fresh hot meal): 
· Nursery children €3.50
· Primary school €5.00 
· Transport (to or from school): 
· €0.60 per trip 
· Snacks (morning and/or afternoon): 
· €0.50 each

[bookmark: _Toc2006165091]Social rate / Foster care rate
If the financial situation of the parent(s) warrants it, a social rate or foster care rate may be applied. This is subject to presentation of a certificate from the OCMW (Public Centre for Social Welfare) or proof of foster care. 

You must provide one of the following supporting documents:
· A certificate from the OCMW or proof of foster care 
· A certificate from the health insurance fund showing that the child is entitled to increased assistance (the certificate must not be more than 3 months old)


The social rate or foster care rate will be granted from the month in which the certificate is in the possession of the 't Snuffeltje after-school childcare centre.

The application for the social rate and foster care rate must be renewed annually with the necessary supporting documents.

In very exceptional cases, free childcare may be granted. This will be discussed with both the parents and the person responsible. During this meeting, a social investigation will be carried out.
[bookmark: _Toc947460069]How to pay?
The invoice will be sent to you on the first Monday of each month and must be paid by direct debit within 14 calendar days. 

A detailed invoice is included as an attachment in the email, or in the envelope if you choose to receive it by post or collect it from the nursery. We charge €1.50 for sending the invoice by post and €1.00 for printing it on paper and collecting it from the nursery.

Disputes regarding the invoice will only be accepted until the 5th day of the month following receipt of the invoice and exclusively via the person responsible. Any corrections will be made via the following month's invoice. If no response is received before the 5th day of the month following receipt of the invoice, errors will no longer be corrected.

If you have any questions or comments about the invoice, please contact the childcare workers or the person responsible.

Payment plan
If you, as a parent, are having difficulties paying the invoices, a payment plan can be drawn up at your request after consultation with the After-School Childcare Centre. Please discuss this with the person in charge of the childcare centre in good time.

Tax certificate
You can receive tax relief for childcare expenses for children under the age of 14.

The after-school childcare centre undertakes to provide a correctly completed tax certificate in February/March each year.

The FPS Finance prohibits the inclusion of additional costs on the tax certificate. The tax certificate will be sent by email.

If there are any outstanding invoices for the year in question, a tax certificate will only be issued for the invoices that have been paid.

[bookmark: _Toc2075388788]EDUCATIONAL POLICY

Educational approach
We create a warm and safe environment where every child can be themselves and retain their individuality. Everyone is welcome and given the space to develop at their own pace.

We believe it is important for children to feel comfortable and at home, which is why we provide a fresh, 
hot meal every day and encourage outdoor play and contact with nature.

We also pay a lot of attention to creativity and imagination. Through out-of-the-box activities and 
themes during the holidays, we encourage children to discover and experiment.

Our approach focuses on the process. We work in a process-oriented rather than product-oriented way, so that the individuality and creativity of each child is visible in what they make and experience.
[bookmark: _Toc1214638554]Putting your child first
Children are at the heart of what we do. We create a warm and safe environment where every child can be themselves and retain their individuality. Every child is unique and we give them the space to develop at their own pace.
We believe it is important for children to feel comfortable and at home. That is why we create a familiar atmosphere in which children feel safe to play, discover and try new things. Every day, we provide a fresh, hot meal and encourage outdoor play and contact with nature.
Creativity and imagination play an important role in our work. Through playful and out-of-the-box activities, and by working with different themes during holidays, we encourage children to experiment and use their imagination.
Our guidance focuses on the process. We work in a process-oriented rather than a product-oriented way. This means that we pay particular attention to what children experience, discover and learn while doing things. This allows each child to develop at their own pace.
Our guidance focuses on the process. We work in a process-oriented rather than product-oriented way. This means that we pay particular attention to what children experience, discover and learn while doing. This gives every child the opportunity to show their own creativity and talents.
We give children room for initiative, choice and dialogue. In this way, we encourage independence, social skills and a sense of responsibility.
We want to guide children in their growth and teach them to:
· Develop themselves and discover their talents
· Live healthy and active lives
· Feel independent, social and responsible

Childcare together with parents
We want to involve you as a parent in our activities. A good relationship between parents and the nursery is very important for the children.

Parental involvement
Parental involvement is important because it allows parents to provide all the information needed to tailor childcare as closely as possible to their child's individual needs.

If you have any questions about your child's well-being, please contact the supervisory staff and those responsible. The childcare workers are happy to exchange information when you drop off and pick up your child.

As a parent, you have access to the areas where your children play.

We also try to keep parents regularly informed via Facebook posts, Instagram posts, messages on the whiteboard and email, but please do not hesitate to ask the childcare workers or managers any questions you may have.

Parents' opinions...
is necessary in order to continuously improve the quality of childcare.

Have you seen anything at the nursery that makes you happy, surprises you or that you disagree with? Do you have any tips for improving how things work? Let the childcare workers or managers know. Your opinion is very important information for the nursery.

During the childcare period, you will receive several surveys, but of course it is always possible to make an appointment and talk to those responsible about your needs, questions and comments.

Care together with external parties
The municipality of Ledegem promotes better quality leisure time for schoolchildren by organising cooperation between childcare facilities, schools, leisure services, art education, the Social Services Centre and the Children's Centre.

The aim is to give all children who live or go to school in Ledegem the opportunity and choice to do what they enjoy in their free time.

Collaboration with other partners
We also believe it is important to establish contacts with other partners, such as the Social Services Centre and the Children's Centre, as well as other childcare initiatives such as childminders and schools.

For more information about these partnerships, please contact the relevant persons in charge.


[bookmark: _Toc604289832]Inclusive childcare
Welcome for every child
Inclusive childcare means that all children are welcome, including children with specific care needs. Together with the parents, those responsible assess whether childcare is feasible, always taking into account the well-being of the child, the available carers and the possibilities of the childcare location. During the registration process, time is taken to get to know each child and family. Even if additional care needs become apparent later on, the childcare centre will discuss this with the parents.

Working together to find the best support
The care that a child needs is central. In consultation with parents and carers, we look at how the child functions in the group and what adjustments can be made in the interests of the child and the whole group. The childcare centre attaches great importance to open dialogue with parents and, where necessary, works together with the school and other experts such as care teachers, therapists or carers to tailor the support as effectively as possible.

Tour of the nursery – getting used to it
Before your child starts attending the nursery, you have the opportunity to visit with your child so that you can familiarise yourselves with how it works and the care provided.

This tour can be arranged at a mutually agreed time.

During this tour, you will be given an overview of all the areas your child will have access to. These are the playroom, the living area, the garden and the upper floor.

The upper floor is only accessible to children from the 1st year of primary school and always in pairs. When children are playing upstairs, the baby monitor is always on. Exceptions to this are only possible if parents indicate that their child is not (yet) allowed to play on the upper floor. In that case, special arrangements apply.

Drop-off and pick-up times
Parents must report their child's arrival and departure to a supervisor so that they can be correctly registered.

Children may only be picked up by:
· Parents
· Persons designated by the parents

Transport to/from school
Transport to and from school is provided in a safe manner and under supervision. On the way to and from school, the children are the responsibility of the childcare centre.

Morning
The childcare workers take the children to school in the morning. For Sint-Eloois-Winkel, this is done on foot, accompanied by a childcare worker, while for other schools, they use a car.
Bovenkant formulier
Onderkant formulier


Afternoon
In the afternoon, the children are picked up from school by the childcare workers and taken to the after-school care, where a hot meal is provided.

For Bosmolens, they return to school around 13:00 with the childcare workers.

For Sint-Eloois-Winkel, the children walk to the after-school care with a childcare worker and return together to school around 13:00.

[bookmark: _Toc733220685]Evening
In the evening, the children from Bosmolens are picked up from school by the childcare workers and taken to the after-school care.

The children from Sint-Eloois-Winkel walk to the after-school care from school with a childcare worker. 

They are supervised from school to the after-school care.

Once the group of children is moving between school and the after-school care, we kindly ask parents not to pick up their children while they are in transit. Instead, please wait until the children have arrived safely at the after-school care. This way, you contribute to the safe movement of all children.

Transport for outings
The childcare centre occasionally organises day trips. These trips may be on foot or by car.

During all trips, supervision is provided in a safe manner and always under the guidance of the childcare centre.

All children wear a fluorescent jacket during the trips. Children who do not have their own jacket can borrow one from the childcare centre.

During the entire duration of the day trip, including the trips, the children are the responsibility of the childcare centre.


[bookmark: _Toc1941037003]Food
[bookmark: _Toc1752114879]Breakfast
Your child prefers to eat at home. In consultation with the person in charge, breakfast can be provided after discussion with the other childcare workers.  

[bookmark: _Toc1495813843]Snacks
During holidays, the children have a snack around 9.30 a.m. and 3.30 p.m. On school days, they receive a snack as soon as they arrive at the nursery. If your child stays at the nursery after 5.45 p.m., they can choose whether they would like an evening snack.

The afternoon and evening snacks vary from day to day. If they do not want anything, we will not charge for it on the invoice.

We ask that you do not give your child chocolate biscuits, sweets, doughnuts or crisps. Children are allowed to quench their thirst with tap water.
[bookmark: _Toc47991873]Lunch
We cook fresh meals for the children every day. Therefore, we ask that you notify us at least one day in advance if your child will not be attending. This helps us avoid food waste and unnecessary costs.

Clothing and personal care
For practical reasons, we ask that you label your children's clothing (jackets, jumpers, etc.), school bags and other valuable items with their name. This will help to avoid any misunderstandings.

't Snuffeltje cannot be held liable for the loss or theft of clothing, jewellery, school bags, glasses, etc. Nor does the insurance cover damage to these personal items.

During the holiday period, on Wednesday afternoons and school holidays, all kinds of activities are offered. This means that children can play and get messy. We ask you to take this into account and provide suitable, comfortable clothing and shoes.

In sunny weather, it is best to provide caps and sunglasses. We provide sufficient water and apply sunscreen to the children in sunny weather.

It is best for your child to be potty trained before coming to the nursery. During the transition phase, you must provide sufficient nappies yourself. 

Because accidents can happen, spare clothing is provided at the nursery. Any spare clothing that is used must be washed and returned as soon as possible. You can also provide spare clothing for your child yourself. This clothing must also be labelled.


[bookmark: _Toc100757361]Illness, health and accidents
[bookmark: _Toc1847169751]Illness
A child who is ill and therefore unable to participate in normal activities at the nursery should not attend. If the child is not contagious to other children, they may attend the nursery.

Minor accidents at the nursery
In the event of a minor accident at the nursery (e.g. graze, etc.), the nursery assistant will administer first aid and inform you when you collect your child.

If medical attention is required (e.g. stitches for an open wound), you will always be contacted. A mutual decision will be made as to whether you, as a parent, wish to take the necessary steps or whether the family doctor should be called in.

Administration of medication
No medication is administered to the children in our care.

If, in exceptional circumstances, medication must be administered, this can only be done with a doctor's certificate. This certificate must state:
· Name of the medicine
· Name  of the doctor/pharmacist
· Name of the child
· Date  of delivery and expiry date
· Dosage, method and time of administration
· Duration or end date of treatment
· Method of storage

Put the medication in its original packaging, with the package leaflet included and the child's name written on it. Give the medication and the certificate to a childcare worker.


If you do not have a certificate from the doctor, don't worry. Ask the childcare worker for a medication certificate so that medication can be administered.

Allergen policy
More and more children suffer from some form of allergy: latex, food, animals, pollen, etc. During the intake interview, we always ask about your child's allergies. These allergies can be entered on the child's information form. 

We ask that any allergies your child may have be reported to the nursery immediately. If necessary, we will make arrangements with the parents regarding food allergies.

During mealtimes, when food is consumed during an activity, and when treats are given out, we keep a close eye on allergens. This is done discreetly.


Toys and multimedia devices from home
We ask that you do not bring toys and/or multimedia devices (such as mobile phones, tablets, PSPs, Nintendo DSs, etc.) from home to the nursery. If this does happen, the golden rule at the nursery is that everyone is allowed to play with them, otherwise they will be put away in a safe place by the childcare worker. 

The nursery cannot be held responsible if items disappear or are broken.

PRIVACY

Those responsible and the childcare workers have a duty of discretion. We therefore do not pass on any information about you or your children to others.

When you apply, register and during the care of your child, we may request personal data (administrative, financial and medical). This data is used in the context of the accreditation and subsidy conditions.

As a parent, you have the right to access your child's or family's data. You can request this from the person in charge. This data will be destroyed when it is no longer necessary for compliance with regulations.

't Snuffeltje undertakes to guarantee the security and confidentiality of personal data.

We take photographs of the children. You can view these photographs regularly at our nursery and on our closed Facebook page. We may use these photographs for publications on our website and on social media.

We will ask you explicitly in a separate document whether you agree to your child being photographed. If this is not the case, you must note this on the document and return it to the person responsible.

It is our job to protect the privacy of every child. That is why we ask you not to share photos of the children and staff at the nursery on social media.

We do not allow parents to photograph or film staff, their own children or other children at our childcare locations.

Sharing information with you
We disseminate information via our Facebook page, Instagram page, email, and the notice board at the nursery. If there is anything urgent that you are not aware of, the person responsible will contact you personally.


[bookmark: _Toc263041442]NOTIFICATIONS AND COMPLAINTS

Do you have a complaint, question or comment? Do you disagree with our way of working? Speak to a childcare worker or the person in charge of the nursery, or submit your complaint in writing to the person in charge. We will then work together to find solutions, improvements or a new approach.

[bookmark: _Toc723134154]Complaints procedure
Complaints can only be submitted using a written or digital report card. The report card can be found in the corridor of the childcare centre or on the website.

These complaints are entered into a central register, from where further follow-up is guaranteed. The detailed complaints procedure can be requested from those responsible.
 
[bookmark: _Toc231937944]Reporting procedure 
A report can be made in writing or verbally to a childcare worker or the person in charge of the nursery.

These reports are discussed at the next team meeting and are entered into a central reporting register. The detailed reporting procedure can be requested from those responsible.

[bookmark: _Toc733509801] DATE AND SIGNING OF INTERNAL REGULATIONS

Parent(s):
Date:

Signature:





[bookmark: _Toc184142617]Responsible person:

Date:

Signature:
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