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Roberts Day Nursery Registration Form
Details of child 
First Name: 						Surname: 
Address: 
							Postcode:
Telephone no:
Date of birth: 				Age: 				Sex:
Religion: 
Language spoken at home: 
Ethnicity
White
British ☐   Irish  ☐   Gypsy ☐ Other   ☐  
If other, please describe: 
Black
African	 ☐   Caribbean ☐  Other ☐  	
If other, please describe: 
Asian
Indian 	☐ Pakistani ☐   Bangladeshi ☐   Chinese ☐  Other ☐  
If other, please describe: 
Mixed/Multiple Ethnic Groups
White/ Black African    ☐  White/Black Caribbean ☐  White/Asian	☐   Other☒
If other, please describe: 
Other Ethnic Group
Arab ☐          Other, please describe: 
Sessions Required
Preferred start date: 
	Session
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Full day
8am – 6pm
	
	
	
	
	

	Funded by
	
	
	
	
	

	Morning
8am – 1pm
	
	
	
	
	

	Funded by
	
	
	
	
	

	Afternoon
1pm – 6pm
	
	
	
	
	

	Funded by
	
	
	
	
	



PRE-SCHOOL
	Session
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Morning
9am-12pm
	
	
	
	
	

	Funded by
	
	
	
	
	

	Afternoon
1pm-4pm
	
	
	
	
	

	Funded by
	
	
	
	
	



How did you hear about Roberts Day Nursery: 

Why would you like your child to attend Roberts Day Nursery: 

Details of Parent/Guardian 1
First Name: 						Surname: 
Address: 
							Postcode:
Telephone no:						Email:
Ethnicity:						First language: 
Relationship to child:					NI Number: 
Details of Parent/Guardian 2
First Name: 						Surname: 
Address: 
							Postcode:
Telephone no:						Email:				
Ethnicity:						First language: 
Relationship to child:					NI Number: 

Who has parental responsibility?
Mother	☐  Father ☐  	Both ☐          Other, please describe: 
Other important information 
If someone other than the person who fills in this form will be responsible for bringing and/or collecting your child, you should tell that person that the nursery staff will need proof of identity and the Password. You should also introduce that person to Nursery Staff where possible. We will also use these contacts if, in the unlikely event of an emergency, we are unable to contact you. Please list in order of contact preference. 

EMERGENCY PASSWORD PROCEDURE
	Authorised person’s name
	Address
	Phone number
	Relationship to child

	
	
	
	

	
	
	
	

	
	
	
	



Password for collection from Roberts Day Nursery:
Unauthorised to collect:________________ Relationship to child:___________________
Reason for this (eg. Court order or other):
Parent/Carer to inform staff who will be collecting their child, and ensure that person knows the password. No child will be released from nursery without a password or to an unidenfied person. We also stress that in the event of an emergency, you try your utmost to contact nursery staff to advise them of the situation. The password may be changed by yourself upon request by contacting a member of reception staff.

In an emergency, what would you like us to do if we are unable to contact you?




Medical and Health Information
GP Surgery address: 
							Postcode:
Telephone no:	

Allergies: 
Dietary Requirements:

Additional Medical Information:  


Do you have any concerns about your child’s learning and development?  Yes ☐     No ☐  	
If yes, please specify:


Does your child have any ongoing medical conditions?  Yes ☐     No ☐  
If yes, please specify:


Parents medical history (anything nursery should know regarding parent’s health/allergies)



Are immunisations up to date? Yes ☐     No ☐  

Details of other professionals involved with your child
Social Care worker
	Name: 
	
	Telephone: 
	              


Email Address:

Health Visitor
	Name: 
	
	Telephone: 
	              


Practice address: 
							Postcode:

Any other professional/agency who has regular contact with your child
	Name: 
	                                     Role:


Email Address:                                                     Telephone:




MEDICAL CONSENT 
May we administer CALPOL if necessary? Yes ☐     No ☐  
The Nursery Manager, or a senior staff member, reserves the right in the case of a serious accident to take a child directly to the hospital accident and emergency department. We would contact you immediately.
May we have permission to: 
Apply sunscreen? *             Yes ☐     No ☐  
Teeth brushing? 	         Yes ☐     No ☐  
Apply nappy creams?	         Yes ☐     No ☐  
Use face paints?                  Yes ☐     No ☐  
Apply teething gel?	          Yes ☐     No ☐  
Take your child for supervised outings? Yes ☐     No ☐  
Do you agree for your child to be formally observed for development records?
 Yes ☐     No ☐  
Do you agree for your child to use Tapestry, the online diary system (please see Tapestry letter for more information)?     
 Yes ☐     No ☐  
*If no, your child will not be allowed outside in hot weather, unless you provide your own bottle of sunscreen
PHOTOGRAPHY/ VIDEO CONSENT 
· Are you (the Parent/ Guardian) willing to allow staff to take photographs? 
Yes ☐     No ☐  
· Are you (the Parent/ Guardian) willing to allow photos to be used in nursery displays?
Yes ☐     No ☐  
· Are you (the Parent/ Guardian) willing to allow photos to be used for promotional material?
Yes ☐     No ☐ 
· Are you (the Parent/ Guardian) willing to allow photos to be used for on the Roberts Centre website? 
Yes ☐     No ☐  
· Are you (the Parent/ Guardian) willing to allow photos to be used for on the Roberts Centre social media pages?
Yes ☐     No ☐  
· Are you (the Parent/ Guardian) willing to allow photos to be used for informational and promotional materials incl. Roberts Centre Annual Report?
Yes ☐     No ☐  


Further information:

Documents seen:
 Birth Certificate  	 Yes ☐     No ☐      
 Red book 		 Yes ☐     No ☐  

What is the primary reason for your child to attend nursery?

Childcare☐         Education	☐     	Respite ☐     	Funding    ☐              
Other

What is your current status?

Employed  ☐                 Unemployed ☐        In Education	☐     	Full time carer☐     

Other


DECLARATION
I confirm that, to the best of my knowledge, the information given on this form is accurate, and I will advise the Nursery of any changes. 
Name:							Date:
Signature: 
Staff signiature:
Name:							Date:
Signature: ________________________________













Please note that the information on this form is stored and maintained confidentially at all times.

Privacy Notice
This privacy notice explains how The Roberts Centre will use your personal information and the ways in which we will protect your privacy.
The Roberts Centre collects personal information about you and your child (or children) which is necessary to provide your child (or children) with a Nursery place. 

This notice applies to all personal information collected by The Roberts Centre. Information
may be collected in writing, by letter, by e-mail, face to face, by telephone or online. It will include information supplied by you and referral information supplied by other agencies who are working with you, such as the local authority, health services, social services or education services.

Personal information we hold about you might include (where applicable) the names, addresses, dates of birth and contact details of you and your children, information about your family history, physical or mental health, drug or alcohol use, race or ethnicity, disability, criminal record, or proceedings.

The Roberts Centre keeps records of your personal information in order to provide your child (or children) with a Nursery place. To comply with the law, we will only process information which:
1. You have given us consent to process in order to provide you with this service.
2. Is necessary for the contract we have with you to provide this service.

We will keep information about you safely and in accordance with the law. We will delete all personal information which is held electronically (that is, on our computer system) within 10 days of closing your case excluding statistical data for Early Years which will be deleted after one year. Paper records are stored safely and destroyed after 1year, unless there is any child protection information, which we are legally obliged to keep for 21 years.

Sharing Information
The Roberts Centre provides a confidential service. This means we will keep information about you safely and only share it if:
You tell us we can share information about you with another organisation or
We need to share information about you for one of the following reasons:
· We believe that you are at risk of serious harm
· There is a risk to children
· There is a risk that you may harm others
· We have a legal duty to disclose information to the police or the courts in relation to a crime or legal proceedings
· We will share information about your child/children with anyone else who has parental rights.

Permission to share information
We can share information about you with other organisations if you give us permission to do so. For example, we may talk to the local authority, health services, social services or education services regarding issues relating to your child/children. Are you willing to give us permission to share information about you with (please circle):






	Name of organisation
	Do you give permission?

	Local Authority
	Yes/ No/ Not applicable

	Health Services
	Yes/ No/ Not applicable

	Social Services
	Yes/ No/ Not applicable

	Education Services
	Yes/ No/ Not applicable

	Other
	Please provide details:






How we communicate with you
We will contact you to make or confirm appointments or to give you information about your 
child/children’s Nursery place. We may make contact in person, by letter, e-mail, telephone, SMS or an App.  Please tick the relevant boxes below if you agree to being contacted in this way. 

	Method of contact
	Please tick

	Visit
	 

	Post 
	 

	E-mail
	 

	Telephone 
	 

	SMS
	 

	Text App
	 



Your rights
The General Data Protection Regulations 2018 are a law which all organisations must comply with to protect the privacy of individual’s personal data. It provides the following rights for individuals:
1. The right to be informed (this means we need to tell you how we use your personal data);
2. The right of access (this means you can ask to see the personal data we hold about you);
3. The right to rectification (this means you have the right to have any inaccurate or incomplete personal data corrected).
4. The right to erase (this means we must delete your personal data when we no longer have a reason to keep it).
5. The right to restrict processing (this means you can block the processing of your personal data when an organisation does not have a legal reason to process your personal data).
6. The right to data portability (this allows individuals to obtain and reuse their personal data for their own purposes across different services, for example when using price comparison websites. The Roberts Centre does not use this type of automated processing).
7. The right to object (this means you can object to the use of your personal data in some 
circumstances, such as direct marketing. The Roberts Centre never gives your personal data to other organisations for marketing purposes).
8. Rights in relation to automated decision making and profiling (this is when organisations make automated decisions which do not involve a human being. The Roberts Centre does not use automated decision making or profiling).



Questions or complaints
We understand that the information in this Privacy Notice is complicated and may be difficult to understand. If you have any further questions or you would like any further information about how your information is used, you can talk to the Nursery Manager or contact one of
the manager’s listed below. 
If you would like any further information about how your information is used or you have a complaint about the way your personal information has been managed by The Roberts Centre or its staff, you can contact the Data Controller:
The Family Services Manager
24 Gamble Road, Portsmouth PO2 7BN
Telephone: 023 9229 6919

For more information about our Data Protection Policy, you can also contact our 
Data Protection Officer:
The Chief Executive
84 Crasswell Street, Portsmouth PO1 1HT
Telephone: 023 9229 6919
For independent advice and information you can contact the Information Commissioners Office (ICO) via their website https://ico.org.uk/ or by phoning 0303 123 1113.

Your declaration
I understand the following:
The Roberts Centre holds personal information about me and my child/children for the purpose of providing my child/children with a Nursery service. Some of this information will have been provided by me and some may have been provided by other referral organisations, such as the local authority, health services, social services or education services. 
I give my consent to The Roberts Centre processing my personal information for the purpose of providing my child/children with a Nursery service. I understand that I can withdraw my consent at any time but if I withhold my consent, The Roberts Centre will not be able to provide my child/children with a Nursery place.

The Roberts Centre may share my personal information without my permission only in the following circumstances:
· They believe that I am at risk of serious harm.
· There is a risk to children.
· There is a risk that I may harm others.
· When there is legal duty to disclose information to the police or the courts in relation to a crime or legal proceedings.

I understand that The Roberts Centre will share information about my child/children with anyone else who has parental rights.
The Roberts Centre may communicate with me in the ways I have ticked above.
My rights and how I can obtain further information or make a complaint have been explained to me.

Name:							Date:
Signature: _________________________________




ROBERTS DAY NURSERY 	84 Crasswell Street, Portsmouth. PO1 1HT. 023 9229 6919
ATTENDANCE / PAYMENT
Child’s Name:		……………………Parent/Guardian Name: …………………………………….
	
	8am – 1pm
	9am – 11.30am
	Additional
	1pm – 6pm
	1pm – 3.30pm
	Additional
	Total

	Monday
	
	
	
	
	
	
	

	Funded by
	
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	
	

	Funded by
	
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	
	

	Funded by
	
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	
	

	Funded by
	
	
	
	
	
	
	

	Friday
	
	
	
	
	
	
	

	Funded by
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	



Your weekly fees will be: £……………………… + 10% for 30 weeks of £…………………..
Terms and Conditions
1.	Minimum of 2 sessions per week.
2.	All fees are to be paid weekly to include a sum of 10% in advance.  A statement will be prepared and issued to you on a regular basis.  All fees are reviewed on an annual basis.
3.	Additional sessions required during the school holiday period are subject to availability and must be paid weekly in advance of accessing the session
4.	Payment can be by Cash or Cheque.  Cheques are to be made payable to EC Roberts Centre. Absence due to illness will incur a full charge of fees, however in the event that your child will be absent for longer than four weeks you will be charged at half the normal rate in order to keep their place open.  This will only come into effect on production of medical evidence.
5.	Fees will be charged at half the normal weekly rate for up to two full weeks holiday per year. One month’s notice of holiday dates is required by completing a Holiday Request Form. All other absences will be charged at the full rate.
6. 	For late payment of fees an Arrears letter will automatically be sent to you.  Failure to respond will result in further action being taken.
7. 	I agree to give the Nursery at least 2 weeks notice of taking my child out of Nursery.
I have read and accepted the above Terms and Conditions and wish my child/ren to attend as booked.
Relationship to child: …………………..……….. Signed: …………..……  Date: ……………
Relationship to child:………………………..….. Signed:…………..……..  Date:…………..
Staff Signature:………………………………………..…………………….….Date:…………..
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