	 Child’s Details

	
Name of Child: ……………………………………………….

Preferred Name: ……………………………………………….
Gender:                     Male □     Female □

Date of Birth: …………………………………………………….

Age at Registration: ………………………………………….

Ethnicity: ………………………………………………………....

Language(s): …………………………………………………….
	
Home Address: ……………………………………………………….

………………………………………………………………………………..

………………………………………………………………………………..

Postcode: ……………………………………………………………….



	Child’s password:


	If your child will be picked up by someone else, please inform us and share with them your chosen child’s password.



	Parent/Carer Details

	
Name: ……….……………………………………………………...

Date of Birth: ………………………………………………….

Contact Number: …………………………………………….

Relationship: …………………………………………………

Work Address: ………………………………………………...

………………………………………………………………………….

Work Number: …………………………………………………

Email: .....................................................................
	
Name: ……….………………………………………………………….

Date of Birth: …………………………………………………………

Contact Number: …………………………………………………...

Relationship: …………………………………………………………

Work Address: …………………………………………………………

………………………………………………………………………………..

Work Number: ………………………………………………………

Email: ..................................................................


     
Who does the child normally live with___________________________________________________
Name of carer who has parental responsibility____________________________________________
Who has legal contact with your child___________________________________________________
Who will normally collect your child ____________________________________________________
Who else has permission to collect your child ____________________________________________
Birth Certificate number _____________________________________________________________
	Emergency Contacts – in the event of not getting in touch with one of the main carers

	
Name: ………….………………………………………………………

Address: …………………………………………………………….

…………………………………………………………………………….

Contact Number: …………………………………………………............................

Relationship: ……………………………………………………….
	
Name: ………….………………………………………………………….

Address:………………………………………………………………….

………………………………………………………………………………….

Contact Number: ………………………………………………………...........................

Relationship: ……………………………………………………………


     
     

Has the above emergency contact given consent to be contacted?  Yes        No 
	Health Details

	
Doctor’s Name: ………….…………………………………………

Doctor’s Address: …………………………………………………

……………………………………………………………………………..

……………………………………………………………………………..

Doctor’s Number: ………………………………………………….
	
Name: ………….……………………………………………………………

Health Visitor’s Address: …………………………………………..

………………………………………………………………………………….

………………………………………………………………………………….

Health Visitor’s Number: ……………………………………………

	
Does your child have any health problems/conditions? ……………………………………………......................................

………………………………………………………………………………………………………………………………………………………………………

	
Does your child have any allergies? …………………………………………….....................................................................

………………………………………………………………………………………………………………………………………………………………………

	
Does your child have any dietary needs? …………………………………………….............................................

………………………………………………………………………………………………………………………………………………………………………

	
Does your child have any special needs? ……………………………………………............................................................

………………………………………………………………………………………………………………………………………………………………………

	General Medical Information: ……………………………………………............................................................................

………………………………………………………………………………………………………………………………………………………………………





Registration Form						
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	General Consent 
	Parent/Guardian Signature

	Administering plasters: I give consent for a first aid trained member of staff to administer hypo-allergenic plasters to my child.
	



	Application of sun lotion or nappy creams: I give consent for nursery staff to apply sun lotion / nappy creams that I have provided when necessary. In the event that I have not supplied nursery with sun lotion, I agree that the nursery staff may will apply an appropriate sun block in order that my child can participate in outdoor activities during hot weather.
	

	Extreme circumstances: I give consent to First Aid treatment to be administered by a trained First Aider. In the event of a medical emergency involving my child whilst he/she is in the care of the nursery, or in the case of a serious accident requiring immediate medical attention, I understand that the staff will endeavour to contact myself as soon as possible. 

Where this is not possible, I give my consent and authority to the staff of the nursery to seek medical attention, advice or treatment for my child as appropriate. 

If you or an ambulance is not available, a designated Howgill driver and a member of staff known to your child will escort them to the hospital.
	

	Safeguarding policy: I confirm that I have read and understand the Safeguarding Policy of the Howgill Nursery.

	

	Nappy Changing:  I give permission to change my child when wet or soiled.
	


	Sickness Policy: Children must not attend the nursery when they are unwell or suffering from a contagious illness or infection. In the event of a child becoming ill whilst at the nursery, the parent or nominated carer will be contacted to arrange to take their child home.
In the case of an infectious condition the recommended exclusion time must elapse before the child can be readmitted to the nursery (the nursery can advise on this).

	

	Short Excursions: I give permission for my child to go on short walks.
	


	Newsletter: I would like to subscribe to Howgill Family Centre’s newsletter


	


	[bookmark: _Hlk109806621]Media Consent: 
· I give permission for my child to be photographed/filmed for the purpose of being published online, on television, radio, and print form
· I DO NOT give permission for my child to be photographed/filmed for the purpose of being published online, on television, radio, and print form.
	


	Parent Zone: I give permissions for my personal information and child’s information to be stored on the Parent Zone database. I give permission to setup a Parent Zone account for my child to use as a secure online learning journal to record photographs, observations, comments in line with the Early Years Foundation Stage Curriculum, As well as accidents and medications regarding my child/children.
	

	Smile4Life: I give permission for my child to take part in the Smile4Life toothbrush programme.  Children taking part will brush their own teeth each day under the guidance of the staff.

	






	0-2 year provision
	Proposed start date:

	Attendance Days and times requires

	Monday
	

	Tuesday
	

	Wednesday
	

	Thursday
	

	Friday
	



	2 year + provision
	Proposed start date:

	Days and session times required – please tick appropriate boxes

	Sessions
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Full Day 
7am – 6pm
	
	
	
	
	

	School Day 
9am – 3pm
	
	
	
	
	

	Extended school day 
8am – 4pm
	
	
	
	
	

	Morning Session 
9am -12pm
	
	
	
	
	

	Afternoon session 
12-3pm
	
	
	
	
	

	Early Morning session 
7am – 9am
	
	
	
	
	

	Late Afternoon Session
3pm – 6pm
	
	
	
	
	



	                                                                PLEASE SELECT YOUR PREFERANCE                  

  ALL YEAR-ROUND CONTRACT


  TERM TIME



Do you think your child (ren) qualifies for 15 hours 9 Months Entitlement Grant* Yes/ No

Working Families Entitlement Code: ______________________________ Start Date: ___________________

Do you think your child(ren) qualifies for 15 hours Two Year Entitlement Grant*   Yes / No

Working Families Entitlement Code: ______________________________ Start Date: ___________________

Do you think your child(ren) qualifies for 15 hours Two Year Entitlement Grant*   Yes / No

Start Date: ___________________


Ref No TY: ______________________________      Start Date: __________________
Do you think your child(ren) qualifies for Three or Four Years Free hours Entitlement Grant*   Yes / No

If yes please state 15 or 30 hours 
30 Hour Code: ____________________________   Start Date: _________________________

If you have a tax free childcare TFC code please state here: _______________________________

*Check eligibility online or by telephone using the links on the accompanying leaflets.  We will be happy to help you with this process.

Terms and Conditions
1. General Terms
1.1 Age of Admittance
0 weeks to 5 years of age. 
A completed Howgill Family Centre Registration is required for confirmation of a childcare place.  
[bookmark: _Hlk141768983]1.2 Opening Hours
Howgill Cleator Moor Nursery is open from 7am - 5pm Monday to Friday, all year round except bank holidays, Christmas and New Year closure and occasional staff training days. 
1.3 Service Availability
If the nursery that your child attends must close or we take the decision to close due to events or circumstances which are outside of our control, we are not under obligation to provide alternative childcare facilities. If any closure exceeds 2 days in duration (excluding any days when the nursery would otherwise be closed), we will credit you with an amount that represents the booking pattern of that month should the nursery be closed in excess of 2 days.
1.4 Settling In / Gradual Admissions
We allow new children time for settling in, building trust and becoming familiar with the nursery and staff. We recommend 3 settling in sessions to begin one month before the target start date. We ask that one parent or carer drop off at the allocated setting for the 1 hour settling in session charged at £7.00 p/h. This ensures a smooth transition into nursery. We recognise that each child’s needs are different, so the length of time for settling in is flexible, and children may attend a morning or afternoon session to ensure they are fully settled and happy. 
1.5 Changes
We reserve the right to make amendments to the terms and conditions of our childcare provision contract with 8 weeks’ notice. Current terms and conditions are published online.
1.6 Change of Details
You must inform us immediately of any changes to your contact details.
1.7 Court order
You must inform us if your child is the subject of a court order and provide us with a copy of such order on request.
1.8 Nappies
Parents are asked to provide supplies of their preferred nappies and additional nappy changing materials when required. These will be labelled with each child’s name. 
1.9 Off Premises Visits
Staff will occasionally take the children for walks or visits off premises during the course of their sessions, providing Parental Consent is obtained. Statutory staffing requirements are fully observed.
1.9 Mobile Phone
To ensure the safety and wellbeing of all children who attend our nurseries, we enforce a no personal mobile phone usage within or in close proximity of our settings. 
1.10 Equal Opportunities
We are an equal opportunities organisation and make decisions without regard to race, colour, sex, religion, national origin, age, disability, marital status or sex change status or any other factor protected by law.
1.11 Complaints 
Customer satisfaction is important to us. If you have any concerns at all regarding the services we provide, please discuss them with your child's keyworker. If these concerns are not resolved to your satisfaction, please contact the Early Years Nursery Manager, Early Years Deputy Setting Manager/s and Howgill CEO. Howgill’s Board of Trustees investigate formal complaints.
1.12 Employment or Solicitation of Staff
If you directly or indirectly employ or otherwise engage the services of a member of our staff who has had contact with your child in our nursery, you will be liable to pay Howgill an introduction fee of £2,000. This will be enforced for a period of 6 months following termination of your childcare with us, to recoup the cost of recruiting and training a suitable replacement member of staff.
2. Medical Arrangements
2. 1 Sickness
Staff will make every effort to notify parents if their child becomes unwell in our care. Howgill reserves the right to refuse to accept children until satisfied they are no longer infectious. This is to protect other children from cross-infection. Minimum exclusion periods apply and must be adhered to (exclusion policy is guided by the relevant local Authority) - more information is available https://www.howgill-centre.co.uk/parents/policies. If your child is suffering from a doubtful rash, sore throat, discharge from the eyes, nose, diarrhoea or any similar symptoms, please keep the child at home until they have attended a doctor’s appointment. Staff must be informed immediately if your child is diagnosed with any allergy or intolerance.

2.2 Temperature
A normal body temperature in babies and children is about 36.4C, but this can vary slightly from child to child. A high temperature is 38C or more (https://www.nhs.uk/conditions/fever-in-children).
If your child has a temperature of 37.5* or above, staff will retake your child’s temperature within the 15min and if it hasn’t returned to the normal temperature (37.5*c or below) you will be asked to collect your child. 
2.3 Medication
Staff will administer prescription medication on your behalf when it is in its original container, labelled in the child’s name and only to the stated dose on the container. No medication can be given without prior consent. Child medication guidelines are available https://bnfc.nice.org.uk/ 
2.4 Accident Book
Carers / parents will be informed of accidents via the ParentZone app and are required to sign for the accident upon collection. In the case of a serious incident or emergency, senior staff reserve the right to take the child to the nearest hospital immediately.
2.5 Emergency Treatment
Any child who has an accident whilst in our care, will be administered basic paediatric first aid treatment by our trained staff, unless a parent states in writing, in advance, that it is not permitted. This will include addressing minor cuts, bumps or bruises. Howgill does not accept any responsibility for treatment given against parent’s wishes if we have not been informed otherwise.
3. Child Security and Protection
3.1 Collection of Children
A child will not be released into the care of anyone other than a named individual on the childcare registration form without prior Parental Consent and knowledge of the child’s password. If we are not easily satisfied that an individual is allowed to collect your child, we will not release your child into their care.
We recommend that you personally introduce to staff anyone who will be collecting the child on occasions so we can easily confirm their identity. All collections must be by an adult over 18 years of age. You must inform us immediately if you are unable to collect your child from nursery by the official collection time. Howgill reserves the right to charge a late collection fee of £10.00 per 15 minutes or part of, per child, if you collect late.
3.2 Child Protection
Any child who attends a Howgill Nursery, irrespective of their racial origin, gender, physical or mental impairment, class, religion or cultural background has a right to protection from neglect, physical, sexual or any other abuse and it is our priority to keep children safe from harm whilst in our care. Our policy on Child Protection is available here https://www.howgill-centre.co.uk/parents/policies We reserve the right to exclude a child from Nursery if your child's behaviour at the nursery is deemed by us to be unacceptable or endanger the safety and well-being of other children at the nursery. The Nursery has a written policy on behaviour management which is available https://www.howgill-centre.co.uk/parents/policies. The use of any form of physical chastisement, verbal humiliation, or aggressive handling of a child is not acceptable at the Nursery.
3.3 Social Services
Howgill staff are obliged to seek professional advice or intervention from the Social Services if we suspect a child is suffering from harm. We must report any instances where we consider that a child may have been neglected or abused to the relevant authorities. We may do so without your consent and/or without informing you.
4. Property 
4.1 Personal Property
Howgill does not accept responsibility for loss or damage of personal property brought on to the premises by children or parents.
4.2 Clothing
Parents are requested to send children in easily washable, clearly labelled clothing which is appropriate to the weather conditions. Please discourage your child from bringing items of value to the Nursery. Please provide a spare set of clothing for your child in case of an accident or the need for change of clothing
5. Food and Drink
5.1 Water
All children will be encouraged by the staff to drink water throughout the day as part of our commitment to offering healthy food and drink options. Fresh drinking water is available to all children throughout the day. For older children, water is available for them to help themselves when thirsty which promotes independence and self-help skills. For younger children, water will be available and offered throughout the day, alongside designated snack and mealtimes, in either beakers or cups depending upon the age and stage of development of the children. 
5.2 Meals & Snacks
Children will be provided with drinks and nutritious snacks at regular morning and afternoon snack times. You must ensure staff are informed of special dietary requirements. As the number of children with nut allergies is increasing, with parental support we aim to keep the nursery NUT FREE. Parents are requested not to send food or empty food packaging materials into the nursery. Please provide a named lunch box/bag for your child’s dinner.
5.3 Milk Feeds
Parents must provide formula milk for babies if needed. It will be prepared as per instruction from the parent. Where children that are given permission from parents to have cow’s milk (normally one year old) the nursery will provide the milk.
6. Childcare Bookings
6.1 Advanced Bookings
Howgill Family Centre operates an advanced booking system that allows Parents/Carers to plan ahead for childcare needs. We issue booking forms around 6 weeks prior to attendance of sessions. For example: September booking forms are issued mid-July and must be returned to us within 2 weeks, and then we issue your invoice (see invoices section). Bookings are confirmed upon receipt of payment in full.
· Full days are calculated from 7:00am to 5:00pm
· Sessions are allocated between 9:00am and 3:00pm Unless you have booked one of the extended session before 9:00am and after 3:00pm. 
Funded only sessions are from 9:00am to 12:00pm and 12:00pm to 3:00pm.
6.2 Change of Booking Pattern
· On occasion you may wish to do a one-off swap of your contracted days, these are available at the current swap fee and subject to availability. Please note days can only be swapped for a day within the same week of the day you wish to swap so for example swapping the Monday to the Thursday would be fine, swapping the Monday to the Wednesday the week later would not be permitted. 
· Ad hoc bookings for childcare sessions are now accepted via the ParentZone app. Should you require additional hours or extra days, then the appropriate charge will be applied. Please note these extra days and hours are to be paid in advance of taking them. 
· Ad Hoc places are subject to availability. You will receive notification via ParentZone if the ad hoc session has been confirmed. Payment must be immediate following confirmation of booking.
7. Early Years Education Fees
7.1 Fees
From September 2023, Howgill childcare fees are charged per session for children 2 years and over. For children under 2 years of age Howgill childcare fees are £7.00 per hour. All fees are payable monthly in advance (per calendar month). Fees remain payable for periods of unplanned absence as the child’s place is kept open and staff and associated costs continue to accumulate and be met by the nursery.
Sessional Charges
	Session
	Times
	Cost

	Full Day
	7am – 5pm
	£70.00

	School Day
	9am – 3pm
	£42.00

	Extended school day
	8am – 4pm
	£56.00

	Morning Session
	9am – 12pm
	£21.00

	Afternoon session
	12pm – 3pm
	£21.00

	Early Morning session
	7am – 9am
	£14.00

	Late Afternoon Session
	3pm – 5pm
	£14.00

	Additional hours
	1 hour
	£7.00



7.2 Free Early Years Entitlement (FEYE)
We offer guidance on the application process for claiming Free Entitlement from the Local Education Authority eligibility can be checked here: https://www.childcarechoices.gov.uk/. 
· FEYE is available for all 3- and 4-year-old children, regardless of parent income, from the term AFTER the child’s 3rd birthday. 
· Some 2-year-old children may also qualify
· 15 hours of free childcare, per week, for 38 weeks is for term time only.
· 30 free hours entitlement can be used flexibly and stretched beyond Term Time. 

7.3 Tax Free Childcare
For more information about Tax Free Childcare please visit https://www.gov.uk/tax-free-childcare 
8. Invoices and Payment
8.1 Your First Invoice
We will create your first invoice from your child’s first day of attendance until the end of the month. This is payable as soon as the invoice is received.
8.2 Monthly Invoices
Invoices will be issued within the first working week of the month for the following month. Invoices will usually be issued via the ParentZone app using an email addresses. 

8.3 Payment of Invoices 
Fees are due monthly in advance in accordance to your booking pattern by the 15th day of each month. E.g. October fees will be due by September 15th and so on for each month in advance.
8.4 Payment Methods
Howgill accepts payment via:
· ParentZone app 
· BACS transfer
· Cash
· Cheque 

8.5 Non-Payment of Fees
If the payment of nursery fees is outstanding by the end of the month for the upcoming month’s fees. This will result in the loss of your childcare place and your child will not be permitted entry to the nursery.  Any payments that are cancelled or returned from the bank will incur a £25 administration charge. Unless we are in breach of these terms and conditions all booked sessions must be paid for regardless of child’s attendance. Should payment still be outstanding; this shall be regarded as a formal demand for all outstanding monies and we will issue a final invoice and pass this to a debt collection agency for full recovery. In addition, you will be liable for all associated debt collection fees and court costs.
If you are experiencing financial difficulty please speak to the nursery manager as soon as possible who will be able to signpost you to assistance.
8.6 Other
· No refunds are given for sessions missed due to sickness or holidays or unavoidable nursery closure. 
· Be aware that the number of day’s childcare provided each month may vary.
· The nursery will give parents and carers two months’ notice of increase of fees which will normally be reviewed in April.

I have read and understand these Terms and Conditions and agree to be bound by them. 

Signed (parent): _________________________________________ 

Print name: _____________________________________________

Parent/Carer National Insurance Number____________________________________________
 
Date: ___________________________________________
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