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Little Star Pre-school registration form and parental agreement

Childs details:
 Childs first name: ………………………… Name known as ……….......… Surname.........................................
Childs full address: ………………………………………………………………………………………..…………..
……………………………………………………………………….....Postcode:……………………………………
Gender: Male/ Female/ Other…………………Date of birth…….....………… Ethnicity ……………………….

Family details:
1# Main Parent/carer name: ………………………………………………………………....…………………….
Relationship to child …………………………………… Do they have parental responsibility: ….Yes…No…..
National insurance number: ………………………………………………….. DOB:………...……………………
Main contact number………………………………………………..	(Please circle- Home, Mobile, work)
Second contact number……………………………………………..	(Please circle- Home, Mobile, work)
Work place / Occupation………………………………………………………………………………………………
Email: …………………………………………………………………………………………………………………….
Address if different from child: …………………………………………………………………....…………………..
……………………………………………………………… Post code: ………………………….…………………..


2# Main Parent/carer name: …………………………………………………………………….....……………….
Relationship to child …………………………………… Do they have parental responsibility: ….Yes…No…..
Main contact number………………………………………………..	(Please circle- Home, Mobile, work)
Second contact number……………………………………………..	(Please circle- Home, Mobile, work)
Work place / Occupation………………………………………………………………………………………………
Address if different from child: …………………………………………………………………………....…………..
……………………………………………………………… Post code: ……………………………………………..

Other person(s) with parental responsibility: ……………………………………………………………………
Relationship to child: ………………………………………………………………………………………………..
Contact number: ……………………………………………………………………………………………………
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Other people that live in the family home: 

Name 	Age 	Relationship to child 
		
		
		
		
		


PASSWORD FOR COLLECTION:
     A password is needed in the event an authorised adult comes to collect, that staff are not familiar with.

Password:…………………………………………………………………….


Persons other than parent(s) authorised to collect the child Must be over 18 years of age. Please note that if the authorised person is not the person indicated on the daily signing in/out sheet, staff will check before releasing the child

Emergency contacts (please supply two more contacts who are allowed to collect your child in your absence)
Person 1
Name: ………………………………………………………………………………………………………..
Relationship to child: ……………………………………………………………………………………...
Main contact number……………………………………………….	(Please circle- Home, Mobile, work)
Second contact number……………………………………………	(Please circle- Home, Mobile, work)
Email: …………………………………………………………………………………………………………………….
Address if different from child: ……………………………………………………………………………………..
……………………………………………………………… Post code: ……………………………………………..





Person 2
Name: ………………………………………………………………………………………………………..
Relationship to child: ……………………………………………………………………………………...
Main contact number	(Please circle- Home, Mobile, work)
Second contact number	(Please circle- Home, Mobile, work)
Email: …………………………………………………………………………………………………………………….
Address if different from child: ……………………………………………………………………………………..
……………………………………………………………… Post code: ……………………………………………..
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Details of professionals involved:
GP: ………………………………………………………. Telephone: ……………………………….........
Address:	Post code:
Health visitor: ……………………………………. Telephone: ……………………………………………
Social care: :  ……………………………………..Telephone: ………………………………………….
Speech therapist:  ………………………………  Telephone: …………………………………………
Paediatrician: ……………………………………  Telephone: ……………………………………………
Dentist: …………………………………………… Telephone: …………………………………………………
Other: ………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………..
[bookmark: _heading=h.on2ukyper8yo]
















[bookmark: _heading=h.qsdmuv9p7gib]About your child:
Does your child have any ongoing medical conditions? If so, please specify below:
...........................................................................................................................................................................
....................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................

You may be required to fill in a Health Care plan if your child has a medical condition.


Does your child have any special needs/disabilities? ………………………………………..........………………

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………...…………… 
Does your child have any allergies?  If yes please provide us as much detail as possible, including signs & symptoms of an allergic reaction ,&  treatment required: ………………………………………………………………….....…………………………………………………….
..........................................................................................................................................................................………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Does your child have an Auto Adrenaline Injector, “Epi Pen”? ……………………………………………………
Does your child have an asthma pump? ……………………………………………………………………………
If yes to the above question please provide us with the labeled prescribed medication and details as to when it may be needed ……………………………………………………………………………………………………  
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………




Any notable information that you would like to share  regarding  your pregnancy and birth ? ie premature birth...................................................................................................................................................................................……………………………………………………………………………………………………...…………………………………………………………………………………………………………………………...…………………………………………………………………………………………………………………………...…………………………………………………………………………………………………………………………...……………………
[image: ] 
Other than allergies, does your child have any dietary requirements?
……………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………… 
What is the main religion in your family?
…………………………………………………………………………………………………………………………….
Are there any festivals or special occasions celebrated in your culture that you would like to be acknowledged/ celebrated? ……………………………………………………………………………………………
…………………………………………………………………………………………………………………………….
Are there any festivals or special occasions celebrated that you would not like your child to acknowledge/ celebrate? ………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………… What languages are spoken in your home (other than English)? ………………………………………………..
……………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………… Does your child have any extreme fears or causes for anxiety?.....................................................................
……………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………

Additional information: 
Previous/ other nurseries or childminders attended (or currently attending): ……………………………………
Contact details:...................................................................................................................................................

Please let us know how you heard about our setting: ………………………………………………………………







Parental permission:
· Emergency treatment declaration: In the event of an accident or emergency involving my child I understand that every effort will be made to contact me immediately. Emergency services will be called as necessary and I understand my child may be taken to hospital accompanied by the manager (or authorised deputy) for emergency treatment and that health professionals are responsible for any decisions on medical treatment in my absence.
Signed by parent/carer ………………………………………………………….. …………………………..
·  Emergency Medication 
Signed by parent/carer ………………………………………………………….. …………………………..
· Prescribed medication
Signed by parent/ carer: ……………………………………………………………………………………….

· Nappy cream:I give permission for nappy cream (supplied by me) to be administered to my child when required, in accordance with the manufacturer's instructions. 
Signed by parent/carer ………………………………………………………….. …………………………….
· Sun Cream:I give permission for Little Stars staff members to administer sun cream (supplied by me) to my child. If my child does not have any sun cream supplied by me, I do/ do not give permission for the Little Stars staff to apply their own supply of sun cream.
Signed by parent/carer ……………………………………………………………..…………………………..[image: ]
[bookmark: _heading=h.y9id2uvrfvmb] 
· [bookmark: _heading=h.ibtjac6x075a]Animals: We may occasionally have supervised visits of animals or pets in our setting and request your permission for your child to be involved in caring for and the handling of them. 
Signed by parent/carer ………………………………………………………….. …………………………..
[bookmark: _heading=h.kfhm1jk1zk02]
· [bookmark: _heading=h.f6eeps1r62n1]Facepaints: I give permission for my child to have face paint applied during supervised activities at Little Stars 
Signed by parent/carer ………………………………………………………….. …………………………..












· [image: ]Photographs: We take photos & videos to:- 

-help track children’s development via Tapestry our Online Learning Journal.  
- my child may appear in group photos and observations on tapestry.
-add to displays & areas around the setting to give the children a sense of ownership & belonging.
-put on the school newsletter each week.
-feature on our Little Stars Facebook page.
- photos on the school Website page. 
-feature in news articles such as the County Press.
I give permission for my child to have their photo taken or be videoed, as per the above conditions. 
Signed by parent/carer ………………………………………………………….. …………………………..
If there is an area you DO Not give permission please specify:………………………………………….
…………………………………………………………………………………………………………………..
· Policies and procedures
All policies and procedures can be found on our website:  www.fosay.co.uk
If you would like a paper copy please speak to Sadie or Lucy






· [image: ]Information sharing: I give permission for staff at Little Stars to share information about my child’s development to other professionals and agencies eg: Health Visitor.
Signed by parent/carer ……………………………………………………….. ………………

· Outings:  We like to take the children on frequent outings around the local area. 
Children really benefit from being taken outside of the premises, on visits and trips to local parks, swimming, library, heathland and other suitable venues, for activities which enhance their learning experiences. Trips out can sometimes be unplanned eg.walk to feed the ducks. 
Some trips we may require parents/carers to drop off & collect from a different location eg. On our annual trip to Alumbay via the open top bus we ask children to be dropped off & collected from Yarmouth bus station. We will always aim to give you a minimum of 4 weeks notice for these larger trips.
We assure that there are procedures to keep children safe on outings; all staff and volunteers are aware of   and follow the procedures. We have a comprehensive outing policy which is available to read upon request. While on outings staff are equipped with a mobile phone and a first aid kit for any emergencies.

I give permission for my child to participate in outings.
Signed by parent/carer……………………………………………………………………………………………
Date of signatures: ........................................................................................
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[image: ]Session Request
· When completing your session request form below, please indicate your preference for term time or stretched funding. 
· If you choose stretched funding, you’ll also need to confirm whether you would like your child to continue attending their regular booked term-time sessions during the holiday periods , or if you would prefer a different pattern of hours/sessions during the holidays. 
· Holiday club bookings are subject to availability. 
· Reminder, we ask that ALL families fill in a holiday club booking form regardless of whether their child attends Preschool on a term-time or stretched basis. 
· Children will NOT be placed on holiday club registers without a returned form
Please note that any hours taken above your child’s funding allowance will be charged, whether you choose term time only or stretched funding.

Child's name: …………………………………………………………………………………………..
Please indicate your session choices below:

· I would like my child's funding to be stretched (50 weeks)                                       YES / NO
· I would like my child’s funding term time only (38weeks)                                         YES / NO

· Those that are stretched (50 weeks);I would like my child to continue their term time hours 
through the holidays                                                                                                         YES / NO
· Those that are stretched (50 weeks); I would like to select specific days my child attends during
 the holidays, different to their normal term-time attendance                                 YES / NO
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Please confirm the sessions you would like your child to attend at Little Stars:

	[bookmark: _heading=h.skhqei9b6kuj]Start time
	Monday
	Tuesday
	Wednesday
	Thursday
	    Friday

	8am
	
	
	
	
	

	8:15am
	
	
	
	
	

	8:30am
	
	
	
	
	

	9am
	
	
	
	
	

	12pm
	
	
	
	
	

	1pm
	
	
	
	
	



Please note, your child’s sessions should be a minimum of 3 hours per day and we close at 4pm on a Friday. 

	Finish time
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	12pm
	
	
	
	
	

	1pm
	
	
	
	
	

	3pm
	
	
	
	
	

	3:15pm
	
	
	
	
	

	3:30pm
	
	
	
	
	

	4pm
	
	
	
	
	

	5pm
	
	
	
	
	




[bookmark: _heading=h.eigexuyvp5ia]Parent name:                                                Signature:                                      Date:




Holiday Club
We run a holiday club during all of the school holidays, except for Christmas. 
Booking forms are sent out prior to the holiday club taking place, these must be  returned by the deadline set. 
We will then send a booking confirmation email to you shortly after the deadline once we have arranged our staffing. 
We ask that ALL families fill in a holiday club booking form regardless of whether their child attends Preschool on a term-time or stretched basis. 
Non-attendance if booked will still result in funding being used or a fee being charged. 


Please return the completed registration form to the Preschool Manager who will advise you when a place becomes available. Places will be allocated on a first come first served basis.


TERMS AND CONDITIONS
Little Explorers is open from 8am until 5.00pm Monday to Thursday and 4:00pm Friday term time, with the option of holiday club sessions if there is a need.
We accept children that are eligible for funding from 9 months up to 4 years old, we also accept non-funded children from birth at an hourly rate, which is available on our website.

1. Preschool Places and Bookings
The Preschool must receive a signed and fully completed registration form before a place can be considered. Full and part time sessions must fit into the session times detailed on the registration form; however, we will attempt to meet individual needs where necessary.

Children attending on a term-time only contract will automatically be added to our booking system and registered for their typical session pattern throughout the school terms only, and not the half terms/holiday clubs. If you would like your child to attend during the holiday, you will need to complete a request form and return it as per the deadline advised on the booking form. Please note, that these hours may not be guaranteed and are subject to availability and staffing on a first-come, first-serve basis. 

We will always try to accommodate all families in the holiday clubs where possible. In the unfortunate event that we have to close early or completely on certain days throughout the summer due to staff shortages, development days, bank holidays etc., we will aim to give you as much notice as possible. 

We ask that you please contact our setting to let us know if your child is going to be late or absent. If your child is absent, we will make a note of this on our absence record, including the date, reason for absence and how the staff member was informed, e.g., email, telephone etc. If your child has to be absent over a long period of time, please talk to the Preschool Supervisor.

Our team members have a duty to protect the children in their care. As such we may seek further advice without first advising you where we believe there is a cause for concern.





2. Fees
Preschool fees are payable by bank transfer and must be paid by the 1st of each month. Failure to pay your fees on time may result in a late payment charge of £10 per day. Other than if we are in breach of these Terms and Conditions, all sessions booked must be paid for, regardless of whether the child attends. No refunds will be given for sessions missed due to holidays or sickness. Failure to meet payments will result in the termination of the preschool place and in such circumstances the parents will not be entitled to a refund of any fees.
One month’s written notice is required if you wish to take your child out of the Preschool.
Fees will be refunded for the day your child attends if the preschool has to shut due to unforeseen circumstances. For example snow. This will be deducted from the following month’s invoices where applicable.
Fees are reviewed annually.
Little Stars Preschool requires the notice of one calendar month should you decide to withdraw your child from the setting completely. If you are unable to give one month’s notice you will be required to pay one month’s fees and/or funding in lieu of notice.
We aim to adhere to your child’s booked sessions (days/times/contract) as best as we can. If for any reason, we plan to close early, open late, or close altogether due to breakouts of extreme illness, staff absence, events, development days, etc., we will give you as much written warning as possible to ensure you have significant time to make arrangements, should you need to. 
· I agree to pay in advance monthly for each hour that my child is booked into the setting (over and above government funded hours where applicable). 
· I will abide by the settings terms and conditions of payment as per Little Stars charging policy. This will include payment of a child’s absence e.g. sickness, holidays, early drop-offs and late pick-ups. 
· I agree to give one calendar months’ notice, or one calendar month’s fees in lieu of notice, should I decide I no longer want my child to attend Little Stars Preschool, or I would like to reduce the hours they attend. 
· I have read Little Stars Charging Policy as attached and agree to be bound by its terms and conditions. Please be advised that funding/fees will apply for the period you have selected even if your child does not attend.
· For the welfare of the child, in an emergency situation, medical treatment may be sought without prior consent. If your child sustains an injury at home, please inform a member of staff and complete a prior accident report form. 





3. Funding
Funding for early years children in England includes the universal 15 hours free childcare for all 3 and 4-year-olds, 15 hours for Early learning for 2-year-olds, and a 30 hours entitlement for eligible working parents of children aged 9 months to 4 years old, with the 30 hours scheme expanding in stages. Additionally, eligible early years providers can receive extra funding, known as the Early Years Pupil Premium, to support disadvantaged children's education.

To check if your child is eligible for funding please follow this link & provide any codes to Little Stars if you receive them.https://www.beststartinlife.gov.uk/ 

4. Late collection
Little Explorers preschool is open from 8:00am – 4.00pm/5.00pm
If you are late collecting your child from preschool, you will be charged £10 per 15 minutes you are late. Please note that we are regulated by Ofsted and can only have a certain number of children in any one room at any time. Therefore, being late could result in other parents being late for work, staff having to stay behind to look after your child. Please contact the nursery if you know you are going to be late

5. Little Stars Closure
Please see the website for exact dates. The preschool will be closed on Bank Holidays & staff development days in line with the Federation of Shalfleet & Yarmouth Primary Schools

6. Insurance
We have extensive Insurance cover - full details of the Insurance is available upon request, from the manager.

7. Personal Property and Belongings
We cannot be held responsible for any loss or damage to children’s property. Every reasonable effort will be made by the preschool staff to ensure the children’s belongings are not lost or damaged.
Practical ‘inexpensive’ clothing is strongly recommended for children attending Little Stars preschool. It is the parent’s responsibility to name and clearly label all items of clothing & belongings. 
We suggest that all toys, books or other equipment are left at home.

8. Termination / Cancellation / Change
We require one months’ notice, in writing, should you wish to terminate a preschool place for any reason. Parents still remain liable for fees throughout the notice period. If a parent withdraws their child during this notice period, the fees shall still remain payable. We reserve the right to terminate a preschool place with immediate effect if any fees are not paid by the due date, or if a parent, career or child displays abusive, threatening or otherwise inappropriate behaviour.
In all other circumstances we will give you one months' notice, in writing, should we wish to terminate a preschool place for any reason. If the parent for any reason postpones a start date, we reserve the right to charge from the original start date stated on the registration form. If a parent wishes to change the number of sessions taken at preschool, four weeks’ notice, in writing, must be given, the preschool manager will then inform you if this is then possible. 







9. Liability
We accept no responsibility for any loss suffered by parents, arising directly or indirectly, as a result of the preschool being temporarily closed or the non-admittance of your child to the preschool for any reason, this applies to absence due to sickness, holidays and Bank Holidays. We accept no responsibility for children whilst in their parents care on preschool premises, i.e. prior to arrival or after pick up. We will not be liable to parents and / or children for any economic loss of any kind, for damage to the child's or parents property, for any loss resulting from a claim made by any third party or for any special, indirect or consequential loss or damage of any kind. We will make reasonable endeavours to keep parents and / or children's property in good order. Liability for damage of such property is excluded except where caused by our negligence.

10. Security
Under no circumstances will the child be allowed to leave preschool with anyone unknown to preschool staff unless the parent has previously arranged this. If the parent has made alternative arrangements by telephone, the preschool will require the name, address and telephone number of the person permitted to collect the child and proof of identity will be required upon arrival at preschool. A list of responsible adults who are authorized to collect the child should be given to the Manager. The preschool does also use a password system for entry to buildings.

11. General Information
Parents are requested to inform the Preschool of any food, medicine, activity or any other circumstances that may cause the child to have an allergic reaction/ allergy/ or medical episode. Parents must provide details, in writing, of the severity of the reaction/ allergy and must continue to inform the preschool of any changes/progress to the condition, in writing, when they become aware. Parents are requested to inform the preschool of any changes to all information kept in the preschool.All prescribed medication must be handed to a staff member for safe storage on arrival. No prescribed medication will be administered to your child without a Medication Administration Form being completed and signed. Please note, the medication should be given to the setting in its original packaging clearly showing it has been prescribed, e.g., with a sticker on.





----------------------------------------------------------Agreement---------------------------------------------------------------------
These Terms and Conditions represent the entire agreement and understanding between the parents and the preschool. Any other understandings, agreements, warranties, conditions, terms or representations, whether verbal or written, expressed or implied are excluded to the fullest extent, permitted by law. We reserve the right to update / amend these Terms and Conditions at any time. Parents will be issued with a copy of these when they start at the preschool and when any changes are added.

I consent to the above terms and conditions set out in the preschool’s registration pack. 
Childs/ children’s name: ………………….………………………………………….………..
Parent name:.........................................Signed by parent:..............................................         Date:........................




Attendance Policy & Procedures
[bookmark: _heading=h.58qfpd194z6z]At Little Stars & Little Explorers we believe good attendance plays a fundamental role in supporting children’s educational achievement, well-being and in keeping children safer. Establishing regular routines for young children supports the settling-in process and enhances their sense of security and belonging. When a child has a part-time place, regular attendance is especially important. 

This policy outlines the procedures to promote and monitor attendance and those that will be followed if a child is absent from the setting. We wish to create a culture where good attendance and punctuality is valued by all and so will work with parents to work together to remove barriers to attendance. We recognise that sometimes families may need extra support with attendance, therefore effective communication is essential between parents and the key person, who may be able to offer advice and support or referrals to other agencies who may be able to help, such as the health visiting team, portage or early help.

To promote good attendance, we will: 
· Share our attendance expectations with parents prior to admission, including conveying clearly to parents that regular attendance and punctuality
· Is expected 
· Is in the child’s best interest, and 
· That unexplained absence will be investigated
· Keep records of attendance to enable monitoring and evaluation so that emerging patterns are addressed
· Foster a positive attitude to good attendance by quickly responding to children's absence while also recognising and celebrating, ‘good’ and ‘improving’ attendance
· Target attendance where there has been an issue and aim to set in place strategies and techniques to support improvement.

Whilst attendance at nursery is not statutory, authorised absence will be granted in the following circumstances, where parents inform the nursery on the first day of absence or prior to the first day of absence:
· Illness of the child
· Illness of siblings or parents
· Bereavement
· Health services appointments
· Holidays, including extended visits to family overseas
· Religious observance
· Emergency or exceptional circumstances.







Monitoring attendance
Records of children’s attendance are accurately kept and regularly monitored to ensure that we can identify any potential problems and look for patterns. All managers and staff are alert to signs that children and learners who are missing might be at risk of abuse or neglect, and appropriate action is taken when children stop attending. While we are aware that attendance is not statutory, we recognise that non-attendance could be an indicator of other concerns. All managers and staff are particularly aware of the need to monitor groups such as those who are considered to be vulnerable learners.

Procedures to record, monitor and follow up non-attendance
Registration will be completed at the start of each session within 10 minutes of the start time to record attendance or non-attendance.

Non-attendance:
· Contact Little Stars on 760345 or littlestars@fosay.co.uk / s.gooding@fosay.co.uk to report any absence
· Contact Little Explorers on 760269 or littleexplorers@fosay.co.uk / s.gooding@fosay.co.uk to report any absence 
· If a child is absent and we are informed of their reason for absence this will be recorded on the register
· If a child is absent without an explanation a telephone call (to priority and secondary numbers, e.g. home and work) will be made to the main carer to establish the reason for the absence
· If no contact is made, then we will follow this process:
· Contact any second main carer (to priority and secondary numbers, e.g. home and work)
· Contact the first emergency contact number
· Contact the second emergency contact number.
· If contact cannot be made by telephone call, a home visit may be carried out and a contact postcard will be posted through your door if there is no response
· If there continues to be no contact and there is cause for concern, the health visiting service and/or the Multiagency Safeguarding Hub will be contacted to ascertain if family support may be needed
· In more urgent cases, the police may be contacted to carry out a welfare check

Leaving the nursery
If you decide to withdraw your child from the nursery, please see our Parent Contract and Terms and Conditions for notice periods. This will ensure that we remove your child from our systems and therefore will not expect them to attend.

If your child is transitioning to another early years provider or school, please provide us with the details of the new setting so that we can transfer essential information, such as their unique pupil number or funding eligibility code.

	This policy was adopted on
	Signed on behalf of the nursery
	Date for review

	[Insert date]
	
	[Insert date]






This charging policy for Little Stars and Little Explorers pre-schools sets out the
terms and conditions of fee charges and payments.

Fee Structure

Little Stars 
2-3 year olds £6.50 per hour
3-4 year olds £6.00 per hour
Fees to be calculated per hour less any government funded hours.

Payment Method
▪ Direct debit / bank transfer
▪ Childcare vouchers
▪ Arbor online payments

Charging and Payment Procedures
• Little Stars - All sessions are uploaded to Tapestry monthly. It is the responsibility of the parent to check online that the sessions are correct. Payments can be made online and apply monthly in advance within 7 days of receipt of the invoice.
• Little Explorers – All sessions are uploaded to Tapestry monthly. It is the responsibility of the parent to book sessions directly with the pre-school, the pre-school will upload the sessions to Tapestry. Payments can be made online and apply in advance within 7 days of receipt of the invoice.
▪ If paying by cash or cheque, paid invoices and statements to be received on request.
▪ If paying using childcare vouchers it is the responsibility of the parent/carer to inform the preschool and arrange a regular payment plan.
▪ Charges apply monthly in advance. 
▪ The charges within this policy may be reviewed prior to 31/12/2026, giving half a terms notice of any increases.
2-3 year olds £6.50 per hour
3-4 year olds £6.00 per hour



Terms and Conditions
• All parents/carers need to complete the Pre-School Parent/Carer Contract and return prior to the child starting at the pre-school.
• Advanced payments of one month for hours booked.
• Payment for extra hours to be paid one month in arrears (Extra hours are hours booked on top of contracted hours).
• Payment to be received within 7 calendar days from the receipt of the invoice. When late payments exceed seven days, a reminder will be given. Notice will be given with this reminder that late payments exceeding 14 calendar days will result in your child being eligible for funded hours only, where applicable.
• A second reminder will be sent after 14 days if payment has not been received and you will be advised that as per previous notice given, the attendance of your child at the setting is limited to funded hours only until such time as the late payment has been settled.
• Failure to make payment within twenty-one calendar days, will result in a submission to the small claims court.
• In the event of family financial hardship, please ask to speak to the School Business Manager, Finance Manager or Head Teacher regarding a payment plan.
• Non-attendance of booked sessions will not be refunded in any circumstance –staffing levels and other costs will still have to be met.
• A notice period of one month is required in writing, to terminate parent/carer contracts – fees will be liable in lieu of notice.
• Charges in the event of long-term absence will be subject to discretion of the School.
• If absence is prolonged, places cannot be held and must be re-applied for on return.
If absence is for medical reasons, fees can be waived for a reasonable length of time. Governors will consider cases on individual basis.
• Parents/carers are expected to drop off and collect their children on time according to their booked times. Early drop-offs and late collections exceeding ten minutes will incur a charge of a flat fee of £15 to cover the staff costs as staff numbers need to be sufficient to maintain the required staff-to-child ratio. If the late pick-up exceeds 1 hour, then the additional charge will be £15 per subsequent part or whole hour. Late
pick-ups less than ten minutes will be charged at the usual hourly rate.
• In extreme situations when the setting must close and where staff salaries are still being paid, we regret that fees must still be charged, and are grateful for your understanding. However, in certain circumstances, hours substituted at a later stage where staff are already employed (i.e. at no extra cost to the setting) may be considered by the Governors on a case-by-case basis.
• Change of hours – one month’s notice must be given in writing if you intend to alter your child’s hours at the setting 


This policy will be reviewed annually – Summer 2027

Signed ____________________________ Date______________________



Tapestry Consent Form:

Dear parents/carers, 

When your child starts attending Little Stars Preschool, we would like to create a Tapestry account for them, with your permission. On this account, we will be able to add their session pattern and bookings to create our daily registers. We can also use Tapestry to record photos, videos, observations and comments, in line with the Early Years Foundation Stage, to build up a record of your child’s experiences during their time with us.

Tapestry is a secure site which has been designed specifically for Early Years settings and developed over the years. We can assign an account for each child and their parents/carers so you can have secure access to your own child’s account as well. 
You will be able to read your children’s observations, reports, add comments and input your own observations, photographs and videos etc if you wish. We actively use Tapestry as a communication channel for liaising our newsletter, blog, dates for your diary and events with parents too! 

For your Tapestry account to be created, please give us permission by completing the attached permission slip. If you provide your email address, we can send you an invitation link for you to sign into Tapestry and set up your own password etc. Once you are signed up, you can access your child’s learning journey and keep up to date with relevant Preschool news/information (please note, all parents have access to our Blog, but each parent only has access to their own child’s individual account).

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Tapestry Permission Slip: 

I give my permission for Little Stars Preschool to create an online Tapestry Learning Journal account for: _______________________________________(child’s name)____/_____/_____ (DOB).

The sign in details I would like to use for each parent/carer account is: 

Parent name: ____________________________________________________________________

Parent email address: ______________________________________________________________


Parent name: _____________________________________________________________________

Parent email address: _______________________________________________________________


We ask that you please keep your Tapestry login details private and not share them with anybody else.



A learning journal will be used to reflect your child’s time at Preschool. We may take individual or group observations of the children interacting with one another. 

To comply with the Data Protection Act 1998, we need your permission before we can photograph or make any recordings of your child. 

I consent to photographs & videos of my child being taken by authorised                  Yes     /     No
personnel representing the Preschool (e.g., staff working within the setting) 
to be posted on my child’s own individual learning journal: 			             (please circle)


I consent to photographs & videos containing my child’s image being 		          Yes    /    No
included in other children’s learning journals (this might be in the 
background of, or featured in group observations): 				                (please circle)


As a parent / carer, I WILL: 

4 NOT publish any of my child’s observations or videos on any social media site. 

5 Keep the log in details for my Tapestry relative account private to myself only. 

6 Speak to a member of staff if I experience any difficulties accessing my child’s journal. 


Parent / Carer signature: ____________________________________ Date: __________________

Parent / Carer signature: ____________________________________ Date: __________________


Unfortunately, if these rules are not followed, you will be denied access to your child’s learning journal entirely. 


Please note that you can withdraw your consent, in writing, or request to see photos taken at any time. This form is valid for the duration of your child’s time at Little Stars Preschool.   







Headteacher: Mrs Elizabeth Grainger BEd English (Hons) 
Freshwater and Yarmouth Church of England Primary School,[image: Logo

Description automatically generated with low confidence]
79 School green road, PO40 9AX[image: Text

Description automatically generated]
Tel: (01983) 760 345 Email: littlestars@fosay.co.uk
Federation Website:  www.fosay.co.uk

A member school of the Federation of the Church Schools of Shalfleet and Freshwater & Yarmouth
whose purpose is to educate children in an atmosphere of Christian love where all achieve the very best
they can, now and throughout their lives. 
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