Brislington Village Preschool, St Luke’s Church Hall, Church Parade, Brislington, Bristol BS4 4LS Tel 07780 330203 Brislingtonvillagepreschool@gmail.com 
RECORD OF INFORMATION- FORM
	Child’s first and middle names
	

	Last Name
	

	Gender
	

	Date of birth
	

	Home address

	

	Contact telephone number
	

	Nationality
	

	Religion
	

	First language
	

	If bilingual other languages used
	


	Please indicate hours required our main session times are 8am-9am, 9am-12, 12-3pm
	REQUESTED

START TIME
	REQUESTED

FINISH TIME
	CONFIRMED HOURS BY ADMIN (FOR OFFICE USE)

	Monday 8-4.30
	
	
	

	Tuesday 8-4.30
	
	
	

	Wednesday (open until 12)
	
	
	

	Thursday 8-4.30
	
	
	

	Friday 8-4.30
	
	
	


	What date would you like your child to start?
	


Staff Use-Home Visit……………………………….. 1st Settle …………………………………………… 2nd Settle……………………………………….
FAMILY.
	Parent 1/Carer’s full name
	

	Address (if different from child)
	

	Contact Number (if different from child)
	

	Parent 1/Carer’s occupation
	

	Parent 1/Carer’s place of work
	

	Work phone number for emergency only
	

	Nationality
	

	First language
	

	Religion
	

	Email address
	


	Parent 2/Carer’s full name
	

	Address (if different from child)


	

	Contact Number (if different from child)
	

	Parent 2/Carer’s occupation
	

	Parent 2/Carer’s place of work
	

	Work phone number for emergency only
	

	Nationality
	

	First language
	

	Religion
	

	Email address
	


In case of an emergency:
Please state first point of contact:

	Name
	

	Relationship
	

	Telephone number
	


Second point of contact:

	Name
	

	Relationship
	

	Telephone number
	


Third point of contact:
	Name
	

	Relationship
	

	Telephone number
	


   Name(s) of any other person(s) likely to be collecting your child at the end of pre-school

	Name
	
	Relationship to child
	

	Name
	
	Relationship to child
	

	Name
	
	Relationship to child
	


   Password for collection of your child............................................................
Please submit a photo of each person who will be collecting your child including yourself, this can be sent via email, text message, What’s App.
	Full names and addresses of people who have parental responsibility for your child
	
	


	If there is any person who is legally restricted from contact with your child, please provide their details here and provide legal documents
	


HEALTH AND MEDICATION 
	Name of child’s doctor
	

	Practice name and phone number

	

	Child’s NHS Number (this can be found in their red book)
	

	Is your child on any medication, this includes an asthma inhaler (If yes please give full details) 
	


DEVELOPMENT
	Does your child have any regular contact with health professionals or agencies? (If yes please give details i.e., health visitor, social worker.
	

	How does your child communicate?  What is their language like.  Can they use more than 50 words?
	

	How are their interactions with other children their age and adults?
	

	Does you child have any dislikes i.e., loud noises
	

	Do you have any concerns about your child’s development?
	

	Does your child have any health problems that the pre-school should be aware of? (If yes please give full details)
	

	Does your child have any special educational needs (SEN) or an EHCP? (If yes please give full details)
	

	Has your child attended another nursery, if so, please confirm the name of nursery and if you have signed for free funding.
	


FOOD AND DRINK
	Does your child have any food that is unacceptable by culture or religion?
	

	Does your child follow a specific diet, for example vegan, vegetarian etc? Are they a good eater?
	

	My child drinks?
	


GETTING TO KNOW ME AND MY FAMILY
	I like to be called:
	

	Other languages in my family are:
	

	Who lives in my house?

	

	Does your child have any siblings, what school do they attend?

	

	My experience of being away from my family:
	

	My experience of playing with other children:
	

	As a family we celebrate i.e., Christmas, Easter, Eid, Diwali 
	

	Important events in my life e.g.: new sibling, parental split that could affect me
	

	Please advise if they have any religious or cultural needs  
	

	Things I can sometimes get angry or upset about:
	

	Things that comfort me:

	


SLEEPING, DUMMY AND TOILETING NEEDS

	Does your child nap?
How long, and are there any limits to how long?
	

	Sleeping in preschool
	We have an area for children to sleep, but sometimes children may find comfort in sleeping in their own pram, please confirm if you are happy for them to do this if they wish, we will monitor them and check on them every 5 minutes.
Signed …………………………………………………………………… Date ……………………………………………….

	Is your child in nappies or uses the toilet?
	

	Nappy Cream Permission
	I authorise staff to apply non-prescription nappy cream as provided by me to my child as required.
Signed …………………………………………………………………..  Date ……………………………………………….

	Dummy
	Although a dummy can be a source of comfort when a child is upset and may form part of a child’s sleep routine, it is our policy that the key person will encourage young children to use a dummy only at these times.  The key person will work with parents to phase out dummies and bottles, considering children’s emotional needs.
I, the parent/carer ………………………………………………………… do herby state 
that I have read the dummy policy available on the preschool website.

	How should we support your child when they are upset? IE do they like cuddles or being distracted?
	


Marketing and Invoicing
	How did you hear about us?
	

	Which Parent/Carer would you like the invoice emailed to, or would you both like to receive it:
	


PERMISSION

I ........................................................................ parent/carer of ......................................................................
give my consent to the following:
	· Should any urgent matters of concern arise for my child to be given emergency treatment as necessary and/or contact to be made with appropriate medical/health/social services authorities

Signed……………………………………………………………………. Date…………………………………………………………………..
· Your child being taken out on short local trips, e.g., to library, shops, park, forest, and allotment with fully qualified staff

Signed……………………………………………………………………. Date…………………………………………………………………..
· Your child to be filmed and photographed during their time at the pre-school and for it to be used on Tapestry for their online learning, your child may appear in photos in other children’s journals; no names are mentioned. 
Signed…………………………………………………………………… Date……………………………………………………………………
· Your child’s transition forms to be sent to their primary school, this includes information on their learning and development.

Signed……………………………………………………………………Date…………………………………………………………………….
· I agree to support the Brislington Village Pre-School in its commitment to keeping my child safe while using any form of online activity, whether it be in the pre-school or outside of the setting.

Signed……………………………………………………………………Date…………………………………………………………………….
· I agree to the Brislington Village Preschool sending newsletters via Mailchimp and I understand I can unsubscribe at any time I wish.
Signed ………………………………………………………………….. Date …………………………………………………………………..

PROGRESS CHECK AT AGED TWO

Where possible, the progress check and the Healthy Child Programme health and development review at age two should inform each other and support integrated working. This will allow health and education professionals to identify strengths as well as any developmental delay and any support from which they think the child/family might benefit. Providers must have the consent of parents and/or carers to share information directly with other relevant professionals. Please sign below to consent for your progress check to be shared with your health visitor.

Signed ………………………………………………………………………………. Date …………………………………………………………………….

Health visitor’s name and address ………………………………………………………………………………………………………………….


THE BRISLINGTON VILLAGE PRE-SCHOOL

On the 13th December 2014 new EU legislation came into place that means all food businesses need to provide information about the allergenic ingredients in food. Please can you therefore advise if your child is allergic to any of the following ingredients.

	CHILD'S NAME
	DATE


	INGREDIENT
	ALLERGIC      YES
	ALLERGIC     NO
	INTOLERANCE

YES
	INTOLERANCE

NO

	CEREALS CONTAINING GLUTEN
	
	
	
	

	PEANUTS
	
	
	
	

	NUTS
	
	
	
	

	MILK
	
	
	
	

	SOYA
	
	
	
	

	MUSTARD
	
	
	
	

	LUPIN
	
	
	
	

	EGGS
	
	
	
	

	FISH
	
	
	
	

	CRUSTACEANS
	
	
	
	

	MOLLUSCS
	
	
	
	

	SESAME SEEDS
	
	
	
	

	CELERY
	
	
	
	

	SULPHUR DIOXIDE
	
	
	
	


Any other allergies or intolerances not listed above

……………………………………………………………………………………………………………………………………………………………….
……………………………………………………………………………………………………………………………………………………………….
The Brislington Village Pre-School
Sunscreen Consent Form
As children play regularly outside, it is important that they are protected from the sun. It is important that through the summer months all children have an application of sun cream applied to them before playing out in the sun.  It is the policy of The Brislington Village Pre-School to gain parent/carer permission before applying sun cream to a child. Sun cream will be Factor SPF 30+.

• I give permission for you to apply sun cream, which I have provided for my child as necessary during their day. I agree to provide this labelled with my child’s name.

• If sun cream has not been provided by myself, I give permission for the above to apply sun cream that you provide.

• In the case of my child becoming sunburnt, I give permission for you to provide any necessary first aid treatment and the application of after sun lotion to the affected areas.

• I understand that I will need to provide suitable clothing for my child to wear in the summer months; e.g., sun hats, longer sleeved t-shirts and longer shorts, no baseball caps as these do not protect ears, neck, or cheeks.
Signed by…………………………………………………………………………………….          Date: ..............................

                                               ………………………………………………………………………………………………………
PARENT CONTRACT

The contract will outline the obligations and commitment, of both the pre-school and the parent(s)/legal guardian(s). This is a contract between the Owners and Management of   Brislington Village Pre-School Ltd (referred to as ‘the Pre-School’) and the Parent(s) or legal Guardian (referred to as ‘the Parent) of a child (or children) that is enrolled at the Pre-School. 

The Pre-School is owned by Miss Nicola Aldridge and Mrs Gill Hutton is the Company Secretary.  ‘Brislington Village Pre-School’ operates from St Luke’s Church Hall, Church Parade, Brislington, Bristol, BS4 4LS and is registered with Ofsted as childcare on non-domestic premises and operates within their regulations, guidelines, and rules.
THE CONTRACT: - 

a) Notice Period: We require a minimum of 1 Calendar month’s written notice, to reduce or cancel your child’s normal booking. 

b) Increasing your booking is subject to availability. 

c) HOURS OF OPERATION Monday to Tuesday 08.00 to 4.30, Wednesday 08.00 to 12 noon, Thursday 08:00 to 4.30 and Friday 08:00 to 4.30.

d) There are charges for late collection of children, there is a £10 penalty plus £1 per minute after 5 minutes, this is to cover extra wages and room rental. Details are provided in our late collection of children policy.

e) We are only open term-time and we will be closed on all Statutory Holidays.
MONTHLY FEES 

Monthly fees are payable in advance, invoices are sent on the 21st of the month to be paid by the 5th of the following month..   The setting reserves the right to increase said fees at any time, giving one calendar month notice, of the proposed increase to parents/guardians. Monthly fees include all sick days and holidays taken as these are paid days. Fees are based on booked days not attendance.   Refunds and credits will not be given for days where your child does not attend due to sickness or holiday. We do not allow swapping of days unless approved by the management team and there is availability, we will try to accommodate swapping of days in cases of emergency or under special circumstances.  If your child has left the setting and their account has not been paid, we will go through the small claims court to recover the monies owed.
LATE PAYMENT FINE FOR FEES
If monthly fees are not paid by the last day of the month, they are due (e.g., fees invoice issued in August for September fees should be paid by 30th September at the very latest), then a £10 late payment fee will be added to the account
GOVERNMENT FUNDING 

Parents who qualify for funding will have this amount deducted from the invoice. Any fees not covered by a subsidy are the parents' responsibility and are payable on receipt of invoice as above. All subsidised payments must also be paid within ten days on receipt of invoice.  
PAYMENT POLICY 

Parents agree that all monthly fees will be paid within ten days on receipt of invoice. Additional sessions will be invoiced as and when they occur and payable within ten days on receipt of invoice. Unpaid fees may result in immediate suspension or termination of care unless reasonable arrangements are made and accepted by both parties. Extra hours are billed at the hourly rate. Fees are based on booked days, not attendance, therefore parents are responsible for fees whether child attends or not. (This includes sick days and holidays booked).  Payment of fees is by bank transfer / standing orders, cheque, cash, or childcare vouchers. Bank details are as follows: - Trading name: The Brislington Village Pre-school Ltd Account number: 90567760 Sort Code: 20-84-61 Please use your child’s name or invoice number as a reference. 
ILLNESS POLICY 

Please advise the preschool on the day if a child will not be attending due to illness. Parents agree that a child who is ill (e.g., fever, infection, diarrhoea, communicable disease, or any other type of illness that may be passed on to others, apart from the common cold) will be kept at home to protect the well-being of the staff and other children in our care. The parents further agree should a child become ill while in our care that immediate arrangement will be made to remove the child from the pre-school. Children will not be allowed to return to nursery until they have been symptom free for at least 48 hours for a fever and 48 hours for sickness or diarrhoea. Children will not be allowed to return until 48 hours after receiving antibiotics or Calpol/pain killer medicine.  In some cases, a note from a doctor may be necessary. By signing this contract, you are agreeing to staff seeking any necessary emergency medical advice or treatment during their time at Brislington Village Pre-School Ltd. Please refer to our sickness policy for more information about this topic. 
LATE ARRIVAL/PICKUP POLICY 

Please advise the pre-school immediately if you will be arriving later than the pre-arranged time to pick up your child. It is the parents’ responsibility to ensure that children are picked up no later than the end of your child’s session. If you are not able to pick up your child alternate arrangements must be made. Please notify the pre-school if an unauthorised person will be picking up your child. Verbal or written permission must be received before we will release a child to anyone who is not authorised on the registration form. They must know the password that was provided by you on your record of information form for us to release the child into their care and please send a photo on What’s App, text or email.
TERMINATION 
Brislington Village Pre-School Ltd reserves the right to suspend or terminate care of any child without notice, should it be deemed necessary for the overall safety and well-being of staff and/or other children in my care. 
WITHDRAWAL NOTICE PERIOD

We require a minimum of 1 Calendar month’s written notice, to reduce or cancel your child’s normal booking. 

HEALTH & SAFETY 
Any health & safety queries please arrange to meet with the Pre-School Manager. We would ask all parents to make sure doors are closed when entering or leaving the building and that they are mindful of little fingers. Our health and safety officer is April Blackmore.
REGISTRATION
Once we receive a completed record of information form for your child, their name will be placed on our waiting list.  A £25 registration fee will be required when your hours are confirmed and you have a start date.
POTTY TRAINING 

We will work in conjunction with parents during potty training. If you have a method that has been working for you, please let us know and we will adopt it for your child. Should you discontinue potty training at home, please let us know. If a child shows no interest in potty training, we will discuss options with you.
SLEEP

Parental permission is needed on our record of information form if you require your child to sleep in their pram/buggy. Please see our sleep policy for more information.
BEHAVIOUR MANAGEMENT 

If a child’s behaviour is seen to endanger others and all routes according to our Behaviour policy have been adhered to Brislington Village Pre-School will take advice from the local authority and arrange a meeting with the parents to discuss the options available. If a parent does not support the pre-school in gaining help and advice from outside agencies, then Brislington Village Pre-School reserves the right to terminate the parent’s contract and will no longer provide care for that child. 
WHAT TO WEAR

For children to feel free to explore and experiment with all kinds of materials, including messy ones, it is advisable to send children dressed in clothes that are easily washable and preferably not new. It is good for children to practice the skills, which will make them independent. Simple clothing which they can handle themselves will enable them to go to the toilet unaided and to put on and take off their outdoor clothes without being too dependent on other people for help. We also provide a uniform; please speak to a member of staff to find a suitable size for your child.  T-shirts and polo shirts cost £6.50 and jumpers cost £7.
DATA PROTECTION 

I understand that my child’s records will be held on a computerised database and that this is protected by the Data Protection Act 1984 & 1998 and that they will be used for no other purpose than company business. I understand that if I require a copy of this personal information, I must make a request in writing. I agree to be contacted via email and text for the purposes of preschool business. 
SAFEGUARDING 

I understand that the Safeguarding Vulnerable Groups Act 2006 places a duty on the staff to follow specific child protection procedures should any concerns be made and that there is a Safeguarding Children Policy available for me to view at any time. 

EXCLUSION

If in the reasonable opinion of the setting manager or person of similar standing or authority it is considered that the continued presence of the child referred to herein is detrimental to the health, safety or wellbeing of the child or other children in the setting or the setting practitioners or other staff so employed then the setting may serve notice to the parent/guardians or a request for the child to be immediately removed from the setting and the provision of one month's notice shall not apply.
POLICIES OF THE BRISLINGTON VILLAGE PRE-SCHOOL

All the Pre-school policies can be viewed on Brislington Village Pre-school website – www.brislingtonvillagepreschool.co.uk.  By signing this contract, you are confirming that you have read and accepted all the policies of Brislington Village Pre-school.
ACCEPTANCES 

The parent/guardian has read and understood the Terms and Conditions available on our website and contained in this contract and undertakes to be bound by them. This agreement must be signed by all persons with Parental Responsibility and/or those who are accepting responsibility for paying fees. I have read and understood the Parental Agreement and I agree to be bound by it and any other relevant booking terms and conditions that are issued from time to time. If you would like a copy of this agreement then please request.
Parent/legal Guardian

SIGNED:            _____________________________

PRINT NAME:  _____________________________     DATE: _______________

SIGNED:           _____________________________

PRINT NAME:  _____________________________     DATE: _______________ 
(On behalf of Brislington Village Pre-School Ltd)

SIGNED:            ______________________________

PRINT NAME:   ______________________________ DATE: ________________
Term and Conditions are subject to change without prior
DATA PROTECTION PRIVACY NOTICE
Collecting data

As a pre-school it is necessary for us to collect personal information about you and your child. For most data we collect, the lawful basis for doing so falls under the category of ‘legal obligation’ such as names, date of birth and addresses as we have a legal requirement to obtain this data.

Some data we collect, for example, photographs of your child, requires you to give consent for us to do so. Where this is the case, you will be required to sign a consent form to ‘opt in’ and have the right to withdraw your consent at any time. 

You may also be required to provide data as part of your contract with the setting or local authority, for example, for us to claim government funding for your child.

We will make sure that the information about you is accurate and up to date when we collect or use it. You can help us with this by keeping us informed of any changes to the information we hold about you. 

For us to collect data from you, you will be required to complete paper forms. The types of data we collect from you include:

· Full name (for you and your child)

· Gender

· Your child’s date of birth 

· Home address

· Religion, nationality, and language

· Work address 

· Telephone number(s)

· Photographs of your child (with consent) 

· Names, contact numbers and relationship of your emergency contacts 

· Parental responsibility

· Any court order information relating to yourself or your child 

· Password for collection of your child

· Your email address

· Your child’s medical conditions 

· Health and development details

· Allergies and intolerances
· Sleeping and toileting needs

· Food and drink requirements

· Information surrounding child’s family, interests, and needs

· Celebrations, important events and cultural needs

Whilst your child attends with us, we may also collect the following information: 

· Ongoing progress and development records 

· Photographs

· Accident records 

· Medical records

· Behavioural forms

· Attendance records

· Safeguarding/child protection logs

· Your date of birth and national insurance number (for funding purposes)

· Birth certificate or passport number including date of issue (for funding purposes)

Sharing information with others 
Sometimes we must confirm or share information with other organisations. If we need to do this, we will make it clear to you on the forms you complete giving us the information. We will inform you before sharing any of yours or your child’s information. In some cases, a third-party organisation, such as a funding body, may require you to sign an agreement to allow your information to be shared e.g., on a funding form. Please read all paperwork thoroughly before signing, so that you know exactly how your information will be used. We also share your child’s information on a transition form when they are due to start reception class.  This is done two months prior to their start date at primary school. 

Security
We will keep data about you and your child secure. We will protect your data against unauthorised change, damage, loss, or theft. All data collected is only accessed by authorised individuals. All paper forms are kept locked away and all computers and tablets are password protected. 
Data retention
We will hold information about you and your child only for as long as the law says and no longer than necessary. After this, we will dispose of it securely. Please see appendix A. of our General Data Protection Regulation policy for more information.

Access and correctness

Whenever possible, we will let you see the information we hold about you and correct it if it is wrong. This needs to be requested in writing.
Our Commitment
We will only collect information that is necessary for what we do. We will be fair in the way we collect information about you. We will tell you what we intend to do with the information about you. Where possible, we will collect information directly from you. If we collect information about you from someone else, we will make sure you know what information we hold on you, where possible and legal to do so. 

General Data Protection Regulation (2018)
We will comply with the General Data Protection Regulation 2018 (GDPR) and any subsequent legislation on information handling and privacy. We will do this through The Brislington Village Pre-School Ltd GDPR policy and procedures. We will support you with any questions or problems that you may have with the Data Protection Act 1998, General Data Protection Regulation 2018, the Human Rights Act 1998, or the Freedom of Information Act 2000. If we cannot help you, we will give you advice on where to get the information you may need. Our in-depth GDPR is held in our policies folder, which is always available.
Termination
Brislington Village Pre-School Ltd reserves the right to suspend or terminate care of any child without notice, should it be deemed necessary for the overall safety and well-being of staff and/or other children in our care. 

Retention of Records - Children’s Records 
These records are kept for a minimum of 3 years after which they are destroyed by cross-shredding.  This information includes; - children’s registration forms. - Daily register including names of the children attending, hours of attendance and the names of the people looking after them. - Record of any medicinal product administered to any child on the premises. - Incident Forms - 
Risk Assessments, accident records and insurance information are kept for a minimum of 3 years unless there has been a serious accident where they will be kept for 40 years.  Complaints Log/record is for a minimum of 3 years. 

Fees

Fees are based on booked hours that are recorded on their record of information form and not hours that are attended.  However, when first starting at the pre-school there is a leeway of 4 weeks from your child’s start date to enable them to increase their hours gradually up to the booked hours. If after this time your child has not settled to the booked hours then there is no guarantee that these hours can be held indefinitely.

 For Example: -
On your child’s application form you have requested the following hours - Monday and Tuesday 9am – 3pm.  Your child starts at the preschool but after 4 weeks they are only managing to do 9am – 1pm each day.  After this 4-week period your child would be guaranteed the hours 9am – 1pm but there would be no guarantee that the extra hours to 3pm would be available when your child is ready to increase their hours.

You can either pay for the hours 9am -3pm whether you use them or not or reduce their hours to 9am -1pm 
Registration Fee
We require a registration fee of £25 to be paid only when an application is submitted and your hours are confirmed along with a start date. The fee can be paid by bank transfer or cash, Lloyds Bank 30-94-83 A/C 60970560 to The Brislington Village Pre-School Ltd, quoting your child’s name.  
Privacy Notice Consent

Here at The Brislington Village Pre-School we take your privacy seriously and will only use your personal information to manage your child’s Tapestry account and provide tailored care to your child.

From time to time, we will need to contact you, via phone and by email to provide you with preschool updates, share relevant news and to send your childcare bills.

We will input your data into a system called Tapestry which helps us manage the children’s learning. Your data is held in secure data centres and can only be accessed by authorised personnel. 

Please sign below to confirm you have read and understood the above document and to provide us with consent for holding yours and your child’s personal information.

Signed     ………………………………………..                   Dated …………………………………….
Ethnic Code – Not Mandatory
ABAN

Bangladeshi
AIND

Indian

AOTH

Other Asian background

APKN

Pakistani

BAFR

Black or Black British - African

BCRB

Black-Caribbean

BOTH

Black-Other

CHNE

Chinese

MOTH

Any other mixed background

MWAS
             White and Asian

MWBA
             White and Black African

MWBC
              White and Black Caribbean

NOBT

Not yet obtained

OOTH

Other ethnic code

REFU

Refused

WBRI

White-British

WIRI

White-Irish

WIRT

Traveller of Irish heritage

WOTH

White – Any other White Background

WROM
              Gypsy/Roma
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