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Harold Wood Neighbourhood Centre 
  Gubbins Lane, Harold Wood, Romford RM3 0QA  
 Tel: 01708 379876
E-mail: oldschoolplaygroup@outlook.com                                                                                     
ENROLMENT FORM           ENROLMENT FORM - Website





Child’s First Name: ……….……………..........………....….…. Last name: ………….……………………..………………. 
.		


Date of birth: ……………. / ……………. /…………….                                          Female:                        Male:         

Home Address: ……………………………………………………………………………………………………………………..

………………………………………………………………………………………Post Code: ………………………………….

Ethnicity: ………………………………………….…. Language spoken at home: ….....................................................

ALLERGIES / MEDICAL CONDITIONS: ………………………………………………………………………………………………………………………………………….

I DO / DO NOT GIVE PERMISSION FOR MY CHILD TO RECEIVE URGENT MEDICAL TREATMENT. (Please circle)

Other Important Information: e.g. comforter, special words, fears, special dietary, religious needs: ………………………………………………………………………………………………………………………………………….

PICK UP PASSWORD: …………………………………...………………………………………………………………………..
(For use when another individual collects your child).


Contact details:
· (1) Parent / carer full name: …………………………………………………………………………………………..
· (1) Parent / carer Contact number: ………………………………………………………………………………...…
· (1) Parent Email:……………………… …............................................................................................................

· (2) Parent / carer full name: ………………………………………………………………………………..…………
· (2) Parent / carer Contact number: …………………………………………………………………………………..
Other Emergency contacts details:                                                                                                                                                                                                                    
1ST Emergency Contact No: …………………………….…………… Relationship: ………………………………..…....……

2ND Emergency Contact No: ……………………………….……..…. Relationship: ……………………………………………



PREFERRED DAYS: (please tick box): 
  
	Monday AM
	
	Tuesday AM
	
	Wednesday AM
	
	Thursday AM
	
	Friday AM
	

	Monday PM
	
	Tuesday PM
	
	Wednesday PM
	
	Thursday PM
	
	Friday PM
	





Parents signature: ………………………………………………………………………… 

Date: ………………………………………………………………………………………….
_____________________________________________________________________________________
OFFICE USE ONLY
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Free childcare entitlements parental declaration

	Child’s Surname(s): 
	 

	Child Forename(s): 
	 

	Child’s Date of Birth: You will need to show  evidence of your child’s date of birth. 
	 

	Address (including postcode): 
 
 
 
	 

	Registered GP Name and Address: 
	 

	Name and Contact Details of Social Worker (if not applicable, please state none) 
	 

	Name and Contact Details of Health Visitor: 
	 

	Do you have a red medical book? 
	 

	Are vaccinations up to date for child’s age? 
	 



Step 2: Your details - parents/carers to complete 
	Parent / Carer 1 
	Parent / Carer 2  

	Surname: 
	Surname: 

	Forename: 
	Forename: 

	Date of Birth: 
	Date of Birth: 

	National Insurance number or Asylum Support Reference Number (previously NASS): 
	National Insurance number or Asylum Support Reference Number (previously NASS): 
 

	Email Address: 
	Email Address: 

	Contact Number: 
	Contact Number: 


 




Step 3: Your child’s eligibility - parents/carers to complete 
To be completed with assistance from your chosen provider(s). Please tick which entitlement you will be using. If your child is two years old and eligible for both entitlements, you should use the entitlement for children from 2 years old receiving some additional forms of support first. 
[image: ] Entitlement for children from 2 years old in families receiving additional forms of support:  
· If parents/carers live in England and are in receipt of certain benefits,    
· If a child is looked after by a local authority, has an EHC plan, gets Disability Living Allowance or has left care under an adoption order, special guardianship order or a child arrangements order. 
· Working parent entitlement for children from 9 months – four years old. 
· Universal entitlement for 3- and 4-year-olds. 
 
Your provider could receive extra funding for your child if certain criteria are met, please opt in by ticking the below boxes if they apply to you or your child:   
The Disability Access Fund (DAF) is used to help providers to make reasonable adjustments in their settings, either to support an individual child, or for the benefit of all children attending the setting.  
Is your child entitled to the Disability Living Allowance? Ticking yes will enable your chosen provider to receive the DAF. 
· Yes   [image: ] No 
 
Early Years Pupil Premium (EYPP) is paid to childcare providers to provide extra support for your child. EYPP can be used to improve teaching and learning facilities and resources to impact positively on your child’s progress and development. Ticking yes to the questions may enable your chosen provider to receive the EYPP.  
 
· Yes   [image: ] No 
 
Is your child currently looked after by a local authority/have they ever been looked after by a local authority in England or Wales? 
· Yes   [image: ] No 
 
Are you an asylum seeker receiving support under Part Six of the Immigration and Asylum Act 1999? 
Yes   [image: ] No 






Step 4: Document check - provider to complete 

	Documentary proof of DOB Type (e.g. birth certificate, passport): 
	 

	Document recorded by (name of staff member): 
	 

	Date document recorded (dd/mm/yyyy): 
	 

	Working parent eligibility code: (e.g. 12345678912, if applicable) 
	 

	2-year-old voucher code (for families receiving additional support, if applicable): 
	 



Step 5: Setting and attendance details - parents/carers to complete 
You need to agree and complete this declaration form with each setting your child attends for their funded entitlement in order to ensure that funding is paid fairly to each of them. Your provider should help you to complete this section.   
Your child can attend a maximum of two settings in a single day and if your child attends more than one setting the local authority will distribute the funding appropriately between the settings. 

	Setting name: 
	Mon 
	Tues 
	Wed 
	Thurs 
	Fri 
	Total no. of hours per week 
	Total weekly charge 
	No. of weeks per year (e.g. 
38,45,51) 

	Total funded entitlement hours attended per day 
	 
	 
	 
	 
	 
	 
	 
	 

	Total extra (chargeable) hours per day 
	 
	 
	 
	 
	 
	 
	 
	 

	Total daily hours attended 
	 
	 
	 
	 
	 
	 
	 
	 

	Child start date at setting 
	 
	
	
	
	
	
	
	


 
To fill in if your child attends more than one setting:  
Total funded entitlement hours attended per day 
	 
	Mon 
	Tues 
	Wed 
	Thurs 
	Fri 
	Total no. of hours per week 

	Setting name: 
	 
	 
	 
	 
	 
	 

	Setting name: 
	 
	 
	 
	 
	 
	 


To note: the maximum number of funded hours your child can receive is:  
1) for all 3 and 4YOs: 15 hours a week for 38 weeks of the year. An additional 15 hours (for a total of 30 hours per week) can be accessed by eligible working parents.  
2) for 2-year-olds in families receiving additional forms of specific support: 15 hours a week for 38 weeks of the year.  
3) for 2-year-olds of eligible working parents: 30 hours a week for 38 weeks of the year OR 15 hours a week for 38 weeks of the year if you also meet the criteria for families receiving additional forms of specific support for a total of 30 hours per week. 
4) for children aged from 9 months of eligible working parents: 30 hours a week for 38 weeks of the year.  
 If your child is splitting their funded entitlement across more than one setting, please nominate their main setting (the main setting will also be allocated DAF and EYPP funding if applicable):  
Main setting name: 
………………………………………………………………………………………….……………. 
Additional Charges
We do not charge any additional charges for consumables such as snacks or nappies.  We ask parents to provide nappies, snacks and lunch.  Additional hours above the funded limit are charged at £6 per hour / £18 per session.
 
Step 6: Parent/Carer/Guardian with legal responsibility declaration 
Declaration: I (name) .............................................................................................................  of (address) .............................................................................................................................  
confirm that the information I have provided above is accurate and true. I understand   and agree to the conditions set out in this document and I authorise (Name of Provider/s)   
…………………………………………………………………………………………………  
to claim free entitlement funding as agreed above on behalf of my child. I understand that the data collected in this form will be shared with my chosen provider and local authority. 
	Parent/Carer/Guardian with legal responsibility 
	Childcare provider 

	Signed:  
	Signed: 

	Print name: 
	Print name: 

	Date: 
	Date: 


 
The London Borough of Havering is collecting your data for the purposes of checking your eligibility for the free early education childcare entitlements, Early Years Pupil Premium (EYPP) or Disability Access Fund (DAF), in accordance with its statutory functions under the Childcare Acts 2006 and 2016, and the School Standards and Framework Act 1998.    
Please note that from April 2024 2-year-olds will qualify for DAF and EYPP, and under 2’s will qualify from September 2024. 
Data Protection  
The Data Protection Act 2018 (the Act) puts in place certain safeguards regarding the use of personal data by organisations, including the Department for Education, local authorities, schools and other early education providers.  The Act gives rights to those about whom data is held (known as data subjects), such as pupils, their parents and teachers. This includes:  
· The right to know the types of data being held  
· Why it is being held; and  
· To whom it may be disclosed  
Should you have any concerns relating to how your information or the information relating to your child/ren is being or will be used, please contact your provider or the London Borough of Havering. Please note that information about whether a child is in receipt of Disability Living Allowance is, under the Act, Special Category Data which should be handled appropriately. Providers are asked to pay particular note to advice from the Information Commissioner’s Office on holding personal data including sensitive personal data available at: https://ico.org.uk/for-organisations/uk-gdprguidance-and-resources/training-videos/handling-more-sensitive-information/  
Havering Council’s Privacy Notice can be found on our website: 
https://www.havering.gov.uk/info/20044/council_data_and_spending/139/data_protection, which outlines your rights and how we collect, use, store, delete and protect your personal data. 
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Description automatically generated]             TERMS AND CONDITIONS                                                                                                    

1. [bookmark: _Hlk19708250]Playgroup fees are payable half termly and must be paid the first week back after each half term break.
2. Late payment of fees, without prior agreement with the manager, will result in an administration fee of £15 being added to the fee.
3. Non-payment of fees may result in the child’s name being removed from the register and their place being allocated to another child.
4. Playgroup fees are still payable even if the child is absent for any reason, including holidays.
5. If a parent wishes to terminate a child’s place at playgroup, the manager must receive four weeks’ notice in writing, this applies to both funded and fee paying children.
6. Fees paid half termly are non-refundable.
7. If a funded child’s place is terminated, giving four weeks’ notice, as stated in the “parental agreement” the child’s funding will be transferred immediately to a new setting. If four weeks written notice has not been received an additional two weeks funding will be collected by The Old School Playgroup after the child’s departure date.  Havering will be advised immediately.

PLAYGROUP RULES & REGULATIONS

· If a child is going to be absent from playgroup on their allocated day, please notify The Old School Playgroup by telephone.
· For health and safety reasons, children should not wear jewellery to playgroup. Religious bracelets and stud earrings are acceptable.
· The Old School Playgroup does not accept any responsibility for personal property brought onto the premises.
· Suitable clothing should be worn to playgroup, it should be comfortable and washable. Suitable shoes should also be worn. We ask that wellington boots be changed on arrival.
· All changing bags and coats should be clearly labelled with the child’s name.
· Please do not leave any medicines or substances which may be harmful to children in changing bags.
· Medication will not be given to a child without prior written instruction from the parent/ guardian. Please refer to the manager for guidance.
· Inhalers and epi-pens must be given to the manager with written instructions of dosage and authorisation to administer. These will be kept in a locked cupboard while playgroup is open.
· The chewing of gum is not permitted within the premises.
· Smoking is strictly prohibited within the building by law.
· Parents are asked to refrain from smoking outside the playgroup doors when children are present.
· Children may only be collected from playgroup by an authorised adult. Notice must be given to the manager or deputy manager, prior to collection, if a child is to be collected by a person not known to playgroup.
· Authorisation for collection of a child may be given over the telephone by the parent/ carer in an emergency.
· Written instruction may be given, and held on our file, giving permission for an individual to collect your child on a regular basis. The individual collecting your child must be 18 or over. 
· Buggies may be left in the entrance corridor along the left-hand side wall, when there is available space. A clear passageway must be left to allow access to the fire exit. Any obstruction to the fire exit doors will be removed.
· No responsibility can be taken for vehicles parked in the centre car park.
· It is a parent/ guardian’s responsibility to inform The Old School Playgroup of any changes to telephone numbers and addresses, as this information may be needed in an emergency.
· If you wish to speak with your child’s key worker or the manager, no appointment is necessary. If they are not available when your child is dropped off, they will make time for you at the end of the session.
· Abusive or physical action against any member of staff or a child will not be tolerated and could lead to legal proceedings.

I confirm that I understand and will abide by the above terms and conditions & Rules and Regulations of the Old School Nursery & Pre School

Child Name: ……………………………………………………………………………………………………...

Parent / Guardian (Print Name): …………………………………………………………………………..

Parent / Guardian (Signature): …………………………………………………………………………….

Date of Signature: ……………………………………………………………………………………………



Please sign both copies. Return one copy to The Old School Playgroup & keep one copy for your reference. 
Thank you.
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         TERMS AND CONDITIONS


1. Playgroup fees are payable half termly and must be paid the first week back after each half term break.
2. Late payment of fees, without prior agreement with the manager, will result in an administration fee of £15 being added to the fee.
3. Non-payment of fees may result in the child’s name being removed from the register and their place being allocated to another child.
4. Playgroup fees are still payable even if the child is absent for any reason, including holidays.
5. If a parent wishes to terminate a child’s place at playgroup, the manager must receive four weeks’ notice in writing, this applies to both funded and fee paying children.
6. Fees paid half termly are non-refundable.
7. If a funded child’s place is terminated, giving four weeks’ notice, as stated in the “parental agreement” the child’s funding will be transferred immediately to a new setting. If four weeks written notice has not been received an additional two weeks funding will be collected by The Old School Playgroup after the child’s departure date.  Havering will be advised immediately.

PLAYGROUP RULES & REGULATIONS

· If a child is going to be absent from playgroup on their allocated day, please notify The Old School Playgroup by telephone.
· For health and safety reasons, children should not wear jewellery to playgroup. Religious bracelets and stud earrings are acceptable.
· The Old School Playgroup does not accept any responsibility for personal property brought onto the premises.
· Suitable clothing should be worn to playgroup, it should be comfortable and washable. Suitable shoes should also be worn. We ask that wellington boots be changed on arrival.
· All changing bags and coats should be clearly labelled with the child’s name.
· Please do not leave any medicines or substances which may be harmful to children in changing bags.
· Medication will not be given to a child without prior written instruction from the parent/ guardian. Please refer to the manager for guidance.
· Inhalers and epi-pens must be given to the manager with written instructions of dosage and authorisation to administer. These will be kept in a locked cupboard while playgroup is open.
· The chewing of gum is not permitted within the premises.
· Smoking is strictly prohibited within the building by law.
· Parents are asked to refrain from smoking outside the playgroup doors when children are present.
· Children may only be collected from playgroup by an authorised adult. Notice must be given to the manager or deputy manager, prior to collection, if a child is to be collected by a person not known to playgroup.
· Authorisation for collection of a child may be given over the telephone by the parent/ carer in an emergency.
· Written instruction may be given, and held on our file, giving permission for an individual to collect your child on a regular basis. The individual collecting your child must be 18 or over. 
· Buggies may be left in the entrance corridor along the left-hand side wall, when there is available space. A clear passageway must be left to allow access to the fire exit. Any obstruction to the fire exit doors will be removed.
· No responsibility can be taken for vehicles parked in the centre car park.
· It is a parent/ guardian’s responsibility to inform The Old School Playgroup of any changes to telephone numbers and addresses, as this information may be needed in an emergency.
· If you wish to speak with your child’s key worker or the manager, no appointment is necessary. If they are not available when your child is dropped off, they will make time for you at the end of the session.
· Abusive or physical action against any member of staff or a child will not be tolerated and could lead to legal proceedings.

I confirm that I understand and will abide by the above terms and conditions & Rules and Regulations of the Old School Nursery & Pre School

Child Name: …………………………………………………………………………….

Parent / Guardian (Print Name): ……………………………………………………

Parent / Guardian (Signature): …………………………………………………….

Date of Signature: ……………………………………………………………………



Please sign both copies. Return one copy to The Old School Playgroup & keep one copy for your reference. 
Thank you.
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Photography Permission Form

Child’s full name: ________________________________________________________

Parent’s full name: _______________________________________________________

Please tick the box to agree.

	I give permission for photographs of my child to be taken and used on displays within the 	setting and on their online learning journal (Tapestry).

I give permission for photographs/ digital images of my child, named above, to be used    for 	promotional purposes of this nursery and preschool, during his/her time here.  This may include, but not restricted to, our Facebook page, brochures, posters, the press and web-based materials.

                   No photographs to be taken.

Signature (Parent/Guardian): _________________________________________________
Print Name (Parent/Guardian): _______________________________________________
Date: ____________________________________________________________
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