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Enrolment form [image: ]
	Child Surname:
	Parent/ Carers  1:


	Child First Name:
	Parent/ Carers 2:


	Date of birth:
	Health Visitor:

	Email:

	Who does your child live with?

	Password:



	Address:

	

	Telephone Number:



	Doctors Name & Address:

	



	Language spoken at home:

	Religion:

	Position in Family:



Family Members ie Parent/Carers 
	Name
	Relationship
	Address
	Has responsibility

	
	
	
	

	
	
	
	



	Name of other Sibling and Date of Birth
	School attending

	




	


 
Contact detail of other professionals: Health Visitor/others
	Name
	Agency
	Address/Phone number

	
	
	

	
	
	

	
	
	


Start date required___________________________
Parent Jobs
	Mum
	Job role:

	Dad
	Job role:




Session required (tick boxes/sessions required)
	Term to start
	Monday
	Tuesday 
	Wednesday 
	Thursday
	Friday

	Morning only
	
	
	
	
	

	Afternoon Only
	
	
	
	
	

	All day
	
	
	
	
	


Giving Permission – Please sign in box next to Yes /No
	Sign

	Do you give Permission for your child have their face painted
	Y/N
	

	Do you give Permission for your child to have their photo taken
	Y/N
	

	Do you give  Permission for your child to do food tasting
	Y/N
	

	Do you give  Permission for your child to have sun cream applied
	Y/N
	

	Do you give permission for your child to be on Little Stars facebook page?
	Y/N
	

	Do you give Permission for your child learning Journals to be shared with other professionals
	Y/N
	

	Do you give Permission for your child seen by the Health visitor
	Y/N
	

	Do you give Permission for Tapestry for your child’s learning Journal?
	Y/N
	

	Known to Child Development Centre?
	Y/N 
	


Emergency Medical Detail
All Prescribed must have a label clearly on medicines
	Reason for Medication:
	

	Nature of illness :
	

	Name of drug or Medicine:
	

	Frequency 
	


Please inform Manager if any changes to the above
In the event of my child _____________________________being taken ill or injured during Pre School, to the extent that medical assistance is required. I authorize the supervisor in charge to sign on behalf any written consent to operate, or agree medication as required by the medical authorities. Little stars will make all reasonable efforts to contact you first, if at all possible. 
	Please give as much information, on allergic reaction. Eg Penicillin, Elastoplast, food,  latex if none –please state if N/A



	Does your child have any medical requirements?




	My child has/not had all up to  immunisation
	Y/N


Please provide 3 emergency contacts
	1) Name:
Number:
	2) Name:
Number:

	3) Name:
Number:
	4) Name:
Number:



	Vegetarian/Special Diet  
	Y/N

	Please specify 

	




Please sign below for acceptance of Terms and Conditions
	Child Name:
	Date

	Parents/Carers 
	Sign



Little Stars Pre-School Term and conditions
On completion of the enrolment form, your child will be booked in to their sessions, if we cannot offer required sessions we will contact you to make changes and will be placed on a waiting list if sessions are not available, you will be contacted to confirm your sessions one term before your child is due to start in writing induction dates may be offered. Waiting lists are operated on a first come first served basis.
Children starting the setting must complete the Free Entitlement forms (if you would like to pay for sessions prior to Free Entitlement being offered, the form must still be completed on enrolment and returned) A birth certificate or passport must be shown at registration for claiming Free Entitlement. If a short fall occurs Parents/Carers will be liable to cover the Free Entitlement costs.
Little Stars Pre-School use secure online Tapestry which is an exciting way to track your child’s learning, parents/carers can access this from a laptop, tablet or smart phone device. The safeguarding of our children is important to us, everything that is added to tapestry will be added to our Pre-School account and can only be viewed by staff and parent/carers. It is crucial you do not share photos or videos from your book on social media or online platforms. Any incidents where confidentiality has been broken will be dealt with seriously and will result in parent/carers access being withdrawn.
Red books must be provided along with birth certificates and/or passport upon registration.
Attending Little Stars Pre School WILL NOT guarantee a place at The Mill Primary School.
Notification will need to be given for sickness.  If a Child falls ill at Pre-School, the Parent/Carer will be notified to collect their Child.  In case of an infectious condition, 48 hours after the last bout of sickness, is when your Child can return to Pre School
In case of an Emergency staff will call the Health Professionals, a Senior Member will accompany to Hospital until the Parent/Carer arrives.  Please complete the Medical form for your Child. 
Payment Fee's will need to be paid a week Monday in advance for the following week’s sessions.  
Failure of payment will result in your child losing their place.  If you fall two weeks in arrears the Manager reserves the right to reduce your hours offering your 15 hours free entitlement.
Refunds will not be given for sickness or holiday leave, Little Stars Pre-School reserve the right to terminate a child’s secured place for failure to comply wit.h non-payment’s.   If a Parent wishes to give notice on withdrawing from Pre-School, notice need to be given in writing with 1 month’s notice.
If you are late picking your child up, Little Stars Pre-School reserve the right to charge you £1 per minute.  If you are running late, please inform us, it is at the manager’s discretion to enforce charges.
After 30 minutes the Social Services Team will be contacted.
Changes to hours and day will occur a £15 administration fee.
In the event of Unforeseen Closure of Little Stars Pre School, due to weather conditions, heating problems flooding, loss of utility supplies, or other causes beyond reasonable control, the Pre School will close and Parents/Carers accepts that no refunds of fees will be made due to continued operational costs.  
Little Stars Pre School does not accept responsibility for any loss or damage of property on its premises.
The Pre School complies with a Complaints Procedure; a copy is available, in compliance with Ofsted Requirements.
When attending Little Stars Pre School.  Please provide a pair of welly boots, a water bottle, a spare change of clothes and any Nappies/Pull-ups and wipes in a named bag for the sessions attending. 
Little Stars Pre School would encourage your child to wear their Little Stars T-shirts for every session they attend. Little Stars operates CCTV on the premises to safeguard all staff and children, these are not for any other purpose than stated in the policy, the policy is available on request.
At Little Stars Pre School will comply with applicable GDPR regulations as a data processor and information storing and sharing, which will take effect as of 25th May 2018.
Little Stars Pre School will ask parent/carers job role to support your application in regards to Covid-19, to help support key workers in our community.











Your Child at 2 years old Questionnaire (Please tick boxes if your child is able to do the following)
Social / Emotional
	
	Copies others, especially adults and older children

	
	Gets excited when with other children

	
	Shows more and more independence

	
	Shows behaviour (doing what he has been told not to)

	
	Plays mainly beside other children, but is beginning to include other children, such as in chase games


Language / Communication
	
	Points to things or pictures when they are named

	
	Knows names of familiar people and body parts 

	
	Says sentences with 2 to 4 words

	
	Follows simple instructions

	
	Repeats words overheard in conversation

	
	Points to things in a book


Cognitive (Learning, Thinking, Problem-Solving)
	
	Finds things even when hidden under two or three covers

	
	Begins to sort shapes and colour

	
	Completes sentences and rhymes in familiar books

	
	Plays simple make-believe games

	
	Builds towers of 4 or more blocks

	
	Might use one hand more than the other

	
	Follows two-step instructions such as “Pick up your shoes and put them in the closet.”

	
	Names items in a picture book such as a cat, bird, or dog


Movement / Physical Development
	
	Stands on tiptoe

	
	Kicks a ball / Begins to run

	
	Climbs onto and down from furniture without help

	
	Walks up and down stairs holding on

	
	Throws ball overhand

	
	Throws ball underhand

	
	Makes or copies straight lines and circles

	
	Doesn’t use 2-word phrases (for example, “drink milk”)

	
	Doesn’t know what to do with common things, like a brush, phone, fork, spoon

	
	Doesn’t copy actions and words

	
	Doesn’t follow simple instructions

	
	Doesn’t walk steadily

	
	Loses skills he/she once had them






I ______________________________________________________ give Consent for Little Stars Pre School to contact any health professionals on my behalf regarding my child _______________________________________________________







[image: ]

Passport all about me 
Please fill this in, it helps Little stars with transition and update during parent meeting of new information around your child.
	Photo





	My Name is:               Date of Birth           Age in months




	People involved with me (professionals) e.g. speech and language 

	Name 
	Position/job role
	Reports Given

	



	



	

	What people like and admire about me?

	·   
·  
· 

	What’s important to me?

	



	Important information for you to know about me:

	I can use the toilet? Y/N
I am still in Nappies Y/N

	How I communicate
·  
·  
How you can help me with this
·  
·   
Things I like to do 
·  
·  
·  
What makes me happy?
·  
·  
·   
Things that make me sad?
·  
·  
·  
When I am sad you may see me:
·  
·  
·  
Things that make me anxious and how I react to these:
·  
·   
Strategies you can use to help me:
·  
·  
· 

	What’s important for me to keep safe and well

	How I move around the environment 
·  
·   
Equipment I may need to use 
·  
·   
My self-help skills (things I can do by myself and things I need help with)
·  
·  
·  
How you can help me to become more independent
·  
·  
Safety (danger) awareness?  Yes / No

	Other information relating to my dietary needs, health, allergies, Medication




	Things you may consider throughout my day
·  
·  
·  
What needs to put in place to support this:
·  
·  

	· Do you live in a house /Flat
· Do you have a garden?
· How will you get to little stars? Car? Walk? Bus
· Do you have any pets?
· Do you have a comfort eg blanket, dummy, bottle?
Do you visit the children and family centre?


	Other information we need to know.
· Have you been to visit the dentist? Yes/No
Please tell us what one:
· Have you child had an eye test? Yes/No
Please tell us where:
· Have you had a hearing test? Yes/No
· Please tell us where:

	Next Steps/actions identified / individual plan/ office use only

	 


	Sign by Parent/Carer
Date:
	Sign by Little Stars representative 
Date:




A day in the life of………………………….  Date ………………………………….

	[image: A picture containing text, clock, watch

Description automatically generated]

	When I wake up……

	[image: Diagram

Description automatically generated with medium confidence]


	Breakfast….

	[image: ]


	Dressing….

	[image: A picture containing vector graphics
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	Child Care…

	[image: ]



	At home 

	[image: A picture containing furniture, bed

Description automatically generated]



	Bedtime 

	[image: ]

	Medical/Health 




Terms and Conditions
Updated 26th March 2021 – Comes into effect as of 26th April 2021
Organisation 
· We provide education for children from 2 to 5 years of age.
· We are open from 8:45 – 2:45 Monday to Friday, term time.
· The minimum your child can attend is 2 sessions per week of 3 hours to enable us to deliver consistency for your child's education and care, and for you and your child to become familiar with the staff and the nursery.
Absences and holidays
In the event of your child being absent from the Pre School there is no reimbursement of fees as the Pre School still has operational costs to pay, this also includes absences due to illness including COVID19. 

Permanent Session Changes 
Any changes to the family’s choice of sessions require a minimum of one month’s notice in writing to the Pre School. Children who are using their funded hours cannot change hours and days. 

Additional Hours
Any additional hours or ad hoc sessions are charged at our normal hourly. 

Payment
Any new family requiring a Pre School space is requested to pay a non-refundable administration fee when a place has been allocated and confirmed for their child. If your child is only accessing their 2- or 3-year Free Entitlement admin fee does not apply.  
· Families are invoiced for fees a week in advance. You may pay by bank transfer, cash or by voucher scheme through your employer. 
· All invoices need to be paid a week in advance. There is a charge for late payments.  
· Pre School fees will be reviewed termly to meet the needs of the business and 1 months’ notice will be given.
When accessing Funded Hours from Government - (2-, 3- and 4-year-old funding streams) 
· First priority will go to children who take up their full funded hours with our contribution consumables charge and across the full academic year
· Parents are responsible for ALL fees in the event that funding is withheld for any reason including loss of eligibility   
We operate a consumable charge for all funded hours, this forms part of our terms and conditions. Currently this is 0.55p per funded hour but is subject to change.
Example (subject to change)
30 hours funded = £16.50 consumable charge per week 
24 hours funded = £13.20 consumable charge per week
15 hours funded = £8.25 consumable charge per week   
9 hours funded = £4.95 consumable charge per week
6 hours per week = £3.30 consumable charge per week
This will cover; but not an exhaustive list items such as – art and craft materials, tissues, wet wipes, hand towels, snack time foods, health and hygiene products etc. 
Invoices will be issued by 18th per month and charges due by 1st per month.
BACS details – Always reference payments with your child’s name
Little Stars Pre School  - a/c 31395449 -  s/c 600620
Admissions
We operate on a first come first served basis but will take the following matters into account when prioritising and deciding on admissions:
· Availability of places, taking into account the staff: child ratios, the age of the child and any registration requirements
· Children who have siblings who are already with us
· Children Placed by the Local Authority either CLA-LAC
· When the application is received, they will be put on a waiting list
· The deferred children’s policy
· A child requiring a full-time place may have preference over one requiring a part-time place. This is dependent upon work commitments, occupancy and room availability
Any extenuating circumstances affecting the child's welfare or the welfare of his/her family  

Late collections
Children who have not been collected by the end of their session will incur a late collection charge of £10 for up to 10 minutes; £20 for 20 minutes; and £30 for 30 minutes: £45 for 45 minutes.  Please refer to the late collection policy for further details. Persistent lateness may result in your child losing their place. 

Financial difficulties and late payments
Little Stars Pre School is self-financing. If fees are not paid the Pre School may not be able to provide the education and care facilities for children and families. It is appreciated that some families may experience difficulties from time to time. We would like to work with you to reduce the disruption to your child’s education and care. Please speak to the Pre School Manager as soon as possible regarding any difficulty with payment of fees.
If fees are not paid within 5 working days there will be a late payment charge. The family will receive a letter or email reminding them of the fees owed, including a phone call. This letter /email asks for immediate payment of outstanding fees.
Where fees are still unpaid one working week later, one of the management team will contact the family to arrange a meeting with the Manager. If after two weeks the fees remain unpaid it will be necessary to withdraw the child’s place until the outstanding fees are met. The outstanding balance will be passed to a debt-collection agency. Every effort will be made to avoid this last stage.
We hope our open and supportive relationship with our families will mean you feel able to keep us informed of any difficulties as they arise.

Termination of contract
On termination of your contract, we request that you give one month’s notice in writing to the Pre School. If during your settling in visits you decide to cancel your child’s place the one months’ notice still applies.
------------------------------------------------------------------------------------------
Parental Declaration

· I have read, understood and accept these Terms and Conditions.
· Should I wish to cancel this agreement I will give one month’s written notice.
· I have been made aware of the Pre School’s policies and procedures and know I have access to these and a copy is made available if I request it.
· I understand that all fees must be paid in full a week in advance, in line with the Pre Schools’s fee policy.
· I have read and agreed to the COVID19 terms and conditions agreement. 
	Signed
	

	Parent/carer name
	

	Child’s name
	

	Date
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