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Steady Steps Out of Hours Breakfast/ After School and Holiday Club

Enrolment and Contract Form

Telephone: (01329) 237338      e-mail: steadysteps.ooh@hotmail.com
Child’s personal details:
	Child’s name:
	Date of Birth:
	Gender:

	Preferred language:
	Ethnicity:
	Religion:

	Home address:
	Postcode:


	
	Parent/Carer 1 
	Parent/Carer 2

	Full names:
	
	

	Relationship to child:
	
	

	Home address:

Postcode:
	
	

	Home telephone:
	
	

	Work telephone:
	
	

	Mobile:
	
	

	Email:
	
	

	Parental/legal responsibility
	Delete as appropriate 
Yes   /   No
	Delete as appropriate 

Yes   /   No


	Medical Details
Name and Address of doctor:

Postcode:

Telephone number:
	Known medical conditions, allergies, special dietary and health needs:         □ Yes
            □ No 

Give details;

Details of any medication being used:




Any other relevant information we should be aware of? birthmark/asthma 
……………………………………………………………………………………………………………………………
I undertake to inform the Leader of Steady Steps Out of Hours Club as soon as possible of any change in medical and/or any other relevant circumstances. 
Signed; Parent/carer:  ……………………………………..Date: ………………

Details of persons authorised to collect child or who can be contacted in an emergency
	
	
Contact 1

	Contact 2
	Contact 3

	Full name:
	
	
	

	Relationship to child:
	
	
	

	Home address:

Postcode:
	
	
	

	Home telephone:
	
	
	

	Work telephone:
	
	
	

	Mobile:
	
	
	

	Email:
	
	
	


Proof of identity, a phone call for verbal permission with an accurate description of the collector is required before releasing any child to anyone other than those noted above. 

A password is also  required.
Password

We require that adults over the age of 16 must collect children. 

Signed: Parent/carer:  ……………………………………..Date: ……………
Arrangements in the case of sickness and/or any emergency: Steady Steps Out of Hours Club does not accept children who are unwell and we expect parents/carers to inform us on the day (or sooner) if their child will not be attending. If a child becomes unwell during their stay with us we contact the parent/carer at the earliest opportunity. Staff at Steady Steps Out of Hours Club have undertaken appropriate training to deal with an emergency. 
While every attempt will be made to contact you there may be a situation when it is deemed necessary to administer basic first aid to your child (of which a written record will be kept) and in an emergency call the emergency services. Please sign below giving your consent to Steady Steps Out of Hours Club taking such action in your absence:

	I (print name) ……………………………….. give my consent to Steady Steps Out of Hours Club administering basic first aid (of which a written record will be kept).  

Signature of parent/carer:  ……………………………………………………………                                                       Date: …………………………………………………

I (print name) ……………………………………… give my consent to Steady Steps Out of Hours Club signing any written form or consent required by hospital authorities, including anaesthetic,  if the delay in getting my signature is considered by the medical practitioner in attendance to endanger my child’s health and safety. 

Signature of parent/carer:  ……………………………………………………                                                          Date:…………………………………………………………………………….


Photographs and videos: 

The issue of child safety is taken very seriously at Steady Steps Nursery and Pre-school and also with ourselves at Steady Steps Out of Hours Club. This includes the use of images of children. These may be used for display/training purposes within the Out of Hours Club. However, we have a duty of care towards children, which means that children must remain unidentifiable if used on our public marketing pages, reducing the risk of inappropriate contact, if images are used in this way. 

We ask that parents consent to Steady Steps Out of Hours Club taking and using photographs and images of their children whilst completing activities. Any use of childrens images at the Out of Hours Club  is underpinned by the safeguarding and use of cameras policy of Steady Steps Nursery and  Pre-school which has been devised in liaison with the Early years Alliance and in line with Services for Young Children Hampshire
We will never include the full name of the pupil alongside an image.
□ We/I give permission for my child to be photographed                  

□ We/I give permission for my child to be videoed. 

Name of child: …………………………………………………………………..     
Name of parent /carer: ........................................................................


Signed: Parent/carer:  ……………………………………..Date: ………………
Regular weekly fees will be paid in advance each week preferably through Direct Debit although we do accept cash. If you would like to pay in cash it must be on the first day of attendance for that week in an envelope with your childs name on with the correct money enclosed. This envelope must not include money that is due to the Nursery and Pre-school. Fees should be handed in directly to an out of school club Practitioner. You will be issued with a receipt as proof of payment. We will not accept and money or responsibility for money given to us by children nor money left in school bags. 
.All payments need to be received by the first day of the forthcoming week to ensure attendance at Steady Steps Out of Hours Club.
In the event of absence without notice payment of the full session is required.

A child's continued place at Steady Steps Out of Hours Club at Steady Steps Nursery and Pre-school is dependent on continued payment of fees.
Please note that: 
Steady Steps Out of Hours Club Club reserves the right to amend the terms/conditions at any time.
A copy of insurance policies is available on the Notice Board for parents/carers to ensure that their needs and those of their child are met.

It is our policy that everyone who attends, works in or visits Steady Steps Our of Hours Club at Steady Steps Nursery and Pre-school has the right to enjoy the service we provide and all who attend our provision are expected to conduct themselves in a manner that is mindful of the presence of children.  

In the event of a compliment, concern or complaint  Steady Steps Out of Hours Club welcomes discussion with parents/carers about the service they and their child can expect from us. Please speak to Mrs Pickthall the Manager of Steady Steps Out of Hours Club and Steady Steps Nursery and Pre-school. 
Agreement between parent(s)/carer(s) Steady Steps Out of Hours School Club:
· I consent for my child to attend Steady Steps Out of Hours Club. I understand that the club has policies and procedures (which are available for reference at the club), In line with Steady Steps Nursery and Pre-school I understand there are expectations and obligations relating both to the club and to myself and my child, and I agree to abide by them.

· I understand that Steady Steps Out of Hours is a play setting and that whilst my child is there Steady Steps Out of Hours Club is legally responsible for him/her.

· My child will be provided with a snack and drink whilst at the club unless otherwise requested.

· Once my child arrives at Steady Steps Out of Hours Club he/she will be in the care of Steady Steps Out of Hours Club until collected and signed out by an authorised person.

· I will notify the club before the start of the session if I am collecting my child from school on a day that he/she is booked to attend the club.

· If my child has a contagious illness I will observe the exclusion period for infection control issued by Public Health England. If I am unsure, I will consult a member of staff. 

· I will book my child into the club on a weekly and will pay promptly for all booked sessions whether my child attends or not, unless I have made other arrangements with the Manager. The Club’s fee structure is set out in its Admissions and Fees Policy.

· It is my responsibility to keep the Club Manager informed of any alterations to the information regarding my child (eg contact details, medical conditions, dietary requirements, etc).

· I accept that my child may take part in messy activities while at Steady Steps Out of Hours Club. I understand that I can provide my child with appropriate clothing to accommodate this if I wish.

· Steady Steps Out of HoursClub closes at 17:30. If, due to unforeseen circumstances, I am going to be late, I will contact the Manager/Deputy as soon as possible.

· If I do not collect my child by 17:30 I will pay a charge of £4 to cover the cost of staffing
· If I do not collect my child by 18;00, and the club has been unable to reach me or any of my emergency contacts, I understand that  Steady Steps Out of Hours Club will follow its Uncollected Children Policy and contact Social Care.

· Whilst Out of School Club tries to ensure the safety and security of items, I understand that it cannot be held responsible for loss or damage to my child’s property whilst at the Club.

· I have read Steady Steps Out of Hours Club Code of Conduct and agree to its terms.

· If there are any accidents or incidents at Steady Steps Out of Hours Club involving my child, I will be informed.

· If my child has an accident at the club, he/she will be treated by a qualified first aider and I will be informed as soon as possible. If my child needs urgent medical treatment and I am unavailable, a member of staff from Steady Steps Out of Hours Club will sign any consent forms necessary for treatment on my behalf, as stated on the club’s Medical Form.

· Information held by Steady Steps Out of Hours Club regarding my child will be treated as confidential. However, in certain circumstances, for example if there are child protection concerns, I understand that the club has a legal duty to pass certain information on to other agencies, including Police, Social Care and health care professionals.

· I understand that aggressive and abusive behaviour towards staff will not be tolerated.

· I agree that I will not use a camera, mobile phone or other mobile device on club premises.
Name of parent/carer 1:…………………………………
Signature of parent/carer ………………………….....Date:………………
Name of parent/carer 2 …………………………………

Signature of parent/carer…………………………….Date:……………….
Signature of Manager of Steady Steps Nursery and Pre-school and Steady Steps Out of Hours Club: 
……………………………………….       Date………………                                                                                   

Personal information contained in this contract and registration form is kept in line with the confidentiality policy and procedures for Steady Steps Nursery and Preschool .         


