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These policies sit alongside our Terms & Conditions, Privacy Policy and Child Protection & Safeguarding Policy, all available on our website. If you have any questions about anything here, please just get in touch — info@agnesmdance.com.
1. Fees & Notice Policy
1. Fees are invoiced termly and are due by the first day of each term. Fees cover the full term and are not reduced for missed classes.
1. To stop a class, we require half a term's notice in writing (by email to info@agnesmdance.com). Fees remain payable for the notice period, during which your child is very welcome to keep attending. For example if notice is given in June (after May half term) this notice will take you through to October half term. 
1. Trials: new students are welcome to a free trial class before committing. After the trial, a place is confirmed and students are added to our Class Manager system. Exception of Thursday acro/tumble classes which are drop in basis when trying these classes.  
1. Late payment: if fees are outstanding, we'll send a friendly reminder; continued non-payment may mean your child's place cannot be held. Please talk to us if you're having difficulties — we would always rather have a conversation.
1. Student helper discounts apply only while a helper role is held; if a helping slot ends, the discount ends with it (we'll always try to offer an alternative slot where one exists).
2. Late Collection & Uncollected Children
Children are released only to a known parent/carer at the end of class. If you're running late, please call or message Agnes on 07742 729 346 or your child’s teacher so we can reassure your child.
1. Your child will wait inside the venue with a member of staff — they will never be left alone or outside.
1. If we haven't heard from you within 15 minutes of the class ending, we will call your emergency contacts in turn.
1. If we cannot reach anyone within 45 minutes, we are required to follow our safeguarding procedures, which may include contacting the West Sussex Integrated Front Door (01403 229900) for advice.
1. Persistent late collection may incur a charge of [£10 per 15 minutes] to cover staff time.
3. Medication, Health & First Aid
1. Please keep us informed of your child’s medical information so we can keep our system updated. Teachers review their student medical information ahead of the start of each term. 
1. Children who need inhalers, EpiPens or similar must bring them to every class, clearly named. Please show the teacher where they are kept.
1. Staff do not administer medication, except emergency medication (e.g. an EpiPen or inhaler) in an emergency, in line with the child's needs and our training.
1. Minor injuries are treated from our first aid kits and always reported to you at pick-up. In an emergency we will call 999 first, then you.
1. Please keep unwell children at home (and 48 hours clear after sickness bugs) — it protects the whole class.
4. Bad Weather & Class Cancellations
1. If we ever need to cancel a class (severe weather, venue closure, teacher illness we can't cover), we'll tell you as early as possible via the community WhatsApp group and email.
1. Where possible we will offer a make-up class or credit; one cancelled class per term is absorbed within fees, further cancellations are credited.
5. Anti-Bullying Statement
Agnes M Dance is a kind school. Every dancer has the right to enjoy their classes free from bullying of any kind — physical, verbal or online. We treat any concern seriously under the child-on-child abuse section of our Child Protection & Safeguarding Policy. If your child is ever unhappy, please tell us straight away: Agnes, 07742 729 346 or info@agnesmdance.com.
6. Complaints Procedure
We hope you never need this — but if something isn't right, here's how to raise it:
1. Step 1 — Talk to us. Most things are solved with a quick conversation or message to Agnes.
1. Step 2 — Put it in writing. If you feel it isn't resolved, email info@agnesmdance.com with the details. Agnes will acknowledge within 3 days and aim to respond fully within 14 days.
1. [bookmark: _GoBack]Step 3 — Outcome. We'll tell you what we found and what we'll do. Anything involving the safety of a child is handled under our safeguarding procedures and given priority.
Complaints are treated confidentially and will never disadvantage your child.
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