[image: ] The Willow Tree Enrolment Form 
The Willow Tree Private Nursery Ltd
78 Lake Lock Road 
Stanley 
Wakefield 
WF3 4HP 
Tel: 01924 788061                                                   Email: general.willowtree@outlook.com 

	1. Child’s Details

	Child’s Full Name
	



	Known as
	

	DOB
	

	Gender at Birth
	

	Gender Identity
	

	Birth Certificate Number
	

	Ethnic Origin
	

	First Language
	

	Other Languages Used
	

	Home Address, inc Postcode
	



	

Who lives in the same house as this child? 

(Please include adults and children)
	Full Name
	DOB
	Relationship to Child
(Sibling, grandma etc)
	Occupation

	
	

	
	
	

	
	

	
	
	

	
	

	
	
	

	
	

	
	
	

	
	

	
	
	

	2. Parent/carer Details

	Who has legal parental responsibility?

	Full Name
	Contact Number
	Email Address
	DOB

	

	
	
	

	

	
	
	

	

	
	
	

	Emergency Contacts (We must have two alternate contact numbers to those supplied above)
	Name

	Contact Number
	Relationship to Child

	
	

	
	

	
	

	
	

	Family situations you would like to make the setting aware of
	




	3. Essential Information

	Additional Needs

(Please highlight all relevant)
	Mental
	Physical
	Food Preferences:
	Allergies:




	
	Auditory
	Visual
	
	

	
	Other:
	
	

	Agencies involved with the family 
(Please highlight all relevant)
	Social Services
Name of social worker:

Contact details:

	Medical 
Name:

Department:

Contact details:
	SEND
Name:

Department:

Contact details:
	Other
Name:

Reason:

Contact details:


	Doctors Surgery Name
	

	Contact Details
	

	Current medications
	

	Vaccinations up to date
	Yes / No

	Previous settings attended, including any currently attending
	Setting Name:

Contact details:
	Setting Name:

Contact details:
	Setting Name:

Contact details:
	Setting Name:

Contact details:

	Permission to contact 
	Yes/No
	Yes/No
	Yes/No
	Yes/No

	4. Your Requirements at The Willow Tree

	Start Date
	Term Time or Full Year
	Funding to be used against fees

	

	
	

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Am drop at St Peters (7:30 am – 8:45am)
	

	
	
	
	

	Morning session (7:30am – 12:30pm)
	

	
	
	
	

	School day session
(9am – 3pm)
	

	
	
	
	

	Full Day
(7:30am – 6:00pm)
	
	
	
	
	

	Collect from St Pete pm
(11:45am – 6pm)
	
	
	
	
	

	Afternoon Session 
(1pm – 6pm)
	

	
	
	
	

	Pm collection from St Peters (3:15pm – 6pm)
	

	
	
	
	

	Wrap around both sides 
(drop and collect St peters)
	

	
	
	
	

	School holiday club
	

	
	
	
	

	5. Permissions

	Walks in the local area
	Yes / No
	Transport my child in a staff car in an emergency
	Yes / No
	Include my child in a variety of religious activities, celebrations and festivals
	Yes / No

	Apply plasters
	Yes / No
	Apply suncream
	Yes / No
	Apply face paint
	Yes / No

	Use group photos that include my child in the learning journal of other children
	Yes / No
	Display images of child within the setting
	Yes / No
	Use images of my child for advertisement purposes, including Facebook posts
	Yes / No

	Password for collection
	

	

	6. Declaration

	Person completing this form - Name
	

	Date
	 


	By signing this agreement, you are confirming that you have read, understood and agree to its contents, with highlights of:
1. You would like The Willow Tree Nursery to care for your child.
2. All information provided is true and accurate.
3. You will inform the setting of any changes to circumstances or requirements asap.
4. You agree to the policies and procedures in place within the setting.
5. You understand there is a 6 week notice period.
	Signature

	
	



  The Willow Tree Private Nursery will take all necessary precautions to ensure your child is happy and safe whilst in our care. Risk assessments, policies and procedures are in place and reviewed regularly. Activities and equipment are set up to encourage investigation, exploration, independence and self-confidence and individual growth. Children are monitored and assessed against the EYFS outcomes and observations are logged on Tapestry. We facilitate learning and support children to grow and develop in a friendly positive environment. We cater for different learning styles, personal likes and individual need. We use indoor and outdoor spaces including trips and visits to best support learning. We provide a balanced healthy diet which caters for most dietary needs.  
 Parents/carers: 
· I have read, understood, and agree to the policies and procedures set out by The Willow Tree    Private Nursery Ltd.  
· I understand a fee of £5 will be charged if collection is late by between 1-15 minutes. Every 15 minutes thereafter will be charged at the same rate.  
· I understand that 6 weeks written notice is required to make any changes/cancellation of care.  
· I understand that any change requests must be put in writing and handed directly to the manager. 
· I understand that monthly payments are due in advance on or before the 28th of each month.
· I understand that my monthly fees are based on an average of the year’s requirements, and funding will be spread across the year. Any extra sessions will be added to individual invoices. Fees are based on: Full day £60, Half day £38, Mid-day 9-3 £45. 
· I understand that a late fee of £5 per day will be charged if monthly payments are not paid by 28th of each month. 
· I understand if monthly payments are over 1 week late, childcare may be suspended until full payment is made.  
· I agree to inform The Willow Tree Private Nursery Ltd in writing of any changes to personal details or requirements.  
· I understand normal fees are applicable during my child’s holidays or other absences. 
· I understand my child may be sent home or excluded from The Willow Tree Private Nursery Ltd.  if unwell in accordance with our medication policy.  
· I understand that I must collect my child within 1.5hrs of being called in cases of child being sent home. 
· I understand that The Willow Tree Private Nursery Ltd will not pay back any fees for periods where a child is requested not to attend due to ill health or for any other reason. 
· I understand that The Willow Tree Private Nursery Ltd will not be reliable for any monies lost in earnings due to parents/carers having to care for their own child due to ill health or any other reason. 
· I understand that The Willow Tree Private Nursery Ltd may refund fees if the nursery has to force an emergency close. 
· I understand The Willow Tree Private Nursery Ltd expects children to attend all scheduled session for the continuity, consistency, happiness, wellbeing and development of your child.  
· I understand it is my responsibility to inform The Willow Tree Private Nursery Ltd of any absences or lateness of my child. Should a child not attend a session parents will be called for information, and this will be logged. Should a child not attend multiple sessions, or The Willow Tree Private Nursery Ltd is not able to gather a response for absences a referral to education safeguarding will be made. 
· I understand a medication form must be completed and signed daily by parents/carers if medication is needed during the nursery day. 
· I understand it is my duty to inform the nursery of any existing injuries and provide information around the accident or incident on arrival. 
· I understand that it is the responsibility of parents/carers to inform The Willow Tree Private Nursery Ltd of any individual requirements known to the safety and wellbeing of my child. 
· I understand The Willow Tree Private Nursery Ltd will consult social services for advice on any concerns regarding a child’s safety and wellbeing. 
· I understand it is the responsibility of the parents/carers to supply The Willow Tree Private Nursery Ltd with all creams, sun creams, nappies, wipes and any formula my child may require. 
· I understand my child will be provided with a balanced healthy diet whilst at The Willow Tree    Private Nursery Ltd and it is my responsibility to ensure The Willow Tree Private Nursery Ltd is informed in writing of any allergies or dietary requirements.  
· I understand that for the safety of the child/children parents/carers may be required to provide food for their child should their dietary needs be complex. 
· I understand that any funding or vouchers must be set up and kept up to date by parents/carers.
· I understand that parents/carers may be required to pay for sessions not covered by funding, vouchers, or any other method of payment. 
· I understand that parents/carers will be required to settle the account in full when notice is given, ensuring that payment has been made for all childcare received (this may be backdated) plus the notice period. 
· I understand that The Willow Tree Private Nursery Ltd has a responsibility of care to make all necessary reports to external outside agencies should there be a cause for concern and that parents/carers may not be informed of these reports should it be thought it would cause risk of significant harm to the child by doing so. 
· I understand all information provided to The Willow Tree Private Nursery Ltd will be kept confidential and safe and will only be shared with parent consent unless deemed gaining consent would put the child at significant risk of harm. 
· I understand that all documents provided are the property of The Willow Tree Private Nursery Ltd and should not be used elsewhere by parents, visitors, or staff. 
· All staff employed by The Willow Tree Private Nursery Ltd cannot be approach by clients or direct family to work for them or provide any service connected to the business without written consent from the company director during their contract or for 12 months thereafter. 
· I understand that The Willow Tree Private Nursery Ltd takes safeguarding very seriously and that a safer recruitment policy is in place and regular checks are done on staff suitability. Should parents have any concerns about a member of staff please inform the manager as soon as possible. 
· I understand that The Willow Tree Private Nursery Ltd is regulated by Ofsted and that all reports on The Willow Tree Private Nursery Ltd can be found on the Ofsted website. Our organisation number is:  2714826
· I understand that by signing this document I am giving permission for staff at The Willow Tree Private Nursery Ltd to:  
· Provide personal care for my care, change nappies, undress, and redress my child 
· Assist with feeding requirements 
· Take images of my child on business only devices 
· Teach my child a full enriching curriculum based on the EYFS and the birth to 5 matters document 
· Help my child understand boundaries, expectations, and routines 
· Provide comfort when requested/required. This could be using voice, reassurance, cuddles and comforters. 
· Make any necessary referrals to ensure my child is safe and provided with the help they require. 
· Administer first aid when required. 

Thank you for choosing us to provide care for your child. We know how precious your child is to you and we want to ensure you that we will keep them as safe as possible during their time with us.  

Like yourselves you want to protect your child and at our nursery we must follow certain procedures to ensure every child is safe and protected.  If your child has an accident or injury outside of attending nursery, we ask that you inform us of this so we can document what has happened.  
Safeguarding is paramount, we will share any concerns we may have about your child with you as long as we do not consider in doing so we would put the child at immediate risk of harm.  We have a duty to inform Children’s Social Care with concerns of harm and/or abuse.
We ask that you are open and honest with us.
We ask that you keep your code for entry private and confidential, making the manager know if you lose your fob/pin or consider it my be in wrong hands. 
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