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About 
My Child
To enable us to work in partnership with you and help create the finest possible environment for your child, we would like you to write any information you feel we should be aware of Such as any likes and dislikes your child may have, routines etc.

Thank you for your assistance.


My Child’s First Day
	What do I need to bring on my child’s first day?


	· Slippers (Optional)
· Spare clothing (at least two sets including underwear)
· Toothbrush
· Sun hat
· Warm outside clothing in winter (Hats, gloves, coats, willies, raincoat etc)
	






	What do I need to bring when my child is settling?

	· Signed registration form
· Pages 1, 3-6 and page 13 completed from this welcome pack
· Birth certificate
· First months fees (including advanced fee of one month)
· Parking permit (available from the nursery. This will be required at all times to avoid clamping)
	






Additional information

•  Please ensure that everything you bring into the nursery is labeled with your child’s name. This includes the clothing they are wearing.
•  No carrier bags to be bought into the nursery, a small rucksack or bag will be sufficient to store your child’s belongings

•  Please do not bring in food or drinks or personal belongings unless discussed with your child’s key worker or room leader.
Collection

	Full name of child: 
	

	
	

	Date of birth: 
	
	
	
	
	
	
	

	

	Password:
	


 (Please select a password known only to the people collecting your child)
Please state who will be collecting your child from, City Gate Day Nursery, on a regular basis and attach a recent photograph

	
	Person 1
	
	Person 2

	Name: 
	
	
	

	

	Relationship to child:
	
	
	

	

	Details of car:
	
	
	

	

	Photograph:
	INSERT PHOTO HERE
	
	
	INSERT PHOTO HERE
	


	Emergency Contacts 

Please list the details of at least three people who can be contacted in case of emergency.

	Child(ren) Details



	Full name of Child(ren):
	

	

	Date of birth:
	
	
	
	
	
	
	Telephone:
	
	
	
	
	
	
	
	
	
	
	

	
	

	Address:
	

	

	
	

	
	

	Postcode:
	
	
	
	
	
	
	
	

	
	

	
	

	
	

	
	Person 1
	Person 2
	Person 3

	Name of parent :
	
	
	
	
	
	

	
	
	
	
	
	
	

	Relationship to child:
	
	
	
	
	
	

	
	
	
	
	
	
	

	Telephone
	
	
	
	
	
	

	Home:
	
	
	
	
	
	

	
	
	
	
	
	
	

	Mobile:
	
	
	
	
	
	

	
	
	
	
	
	
	

	Work:
	
	
	
	
	
	

	
	
	
	
	
	
	


Parent Contract
	Parent consent for administering medication

	I have read and understood the medication policy and agree to abide by the guidelines laid out in it. Medication will only be administered to my child after I have signed medication form giving clear instructions.
	Signed (parent / carer 1 ):
Date:


	
	Signed (parent / carer 2 ):

Date:


	Consent for emergency medical treatment

	In the case of an emergency, every effort will be made to contact you. However should we not be able to do so the law requires that your permission be given to allow us to seek medical help.
I give my permission for a member of staff to seek medical help for my child if necessary
	Signed (parent / carer 1 ):

Date:


	
	Signed (parent / carer 2 ):

Date:

	Consent for trips and outings


	We often take children on trips and outings. We need your permission in order to do this. Whilst on outings, we will strictly adhere to our outings policy.
I give my consent for my child to be taken on outings and trips arranged by the nursery
	Signed (parent/carer1):
Date:

	
	Signed (parent/carer1):

Date:



	Consent for photographs

	There may be times when we would like to take a photograph of your child for projects, displays, development files etc. There will also be occasions that we have a professional present to take photographs that you may want to purchase. On occasions, it may happen that we have media companies in to do interviews and filming for child related articles or reports. Please indicate opposite

	General photos in nursery

Signed (parent / carer ):

Date:

	
	Professional photographer

Signed (parent / carer ):

Date:

	
	Media photos/ filming/ recording 

Signed (parent / carer ):

Date:

	Fees agreement

	Before your child starts their sessions in the nursery we require an advance payment of one month fees. All fees are payable in advance and are due every month regardless of whether or not your child attends the nursery.
Fees are subject to periodic reviews at the discretion of the senior management team and singing this agreement indicates your full agreement to pay such increases. We will notify you.
I /we agree to pay City Gates Day Nursery the fees due in advance each month for payment of a place in the nursery. Non payment of fees may jeopardize the place of your child at the nursery.
Withdrawal of your child from the nursery

You are required to give us one month’s written notice of your intention to withdraw your child from the nursery If you chose to leave before the notice period expires, fees will be due for the reminder of that period
	Signed (parent / carer 1 ):

Date:


	
	Signed (parent / carer 2 ):

Date:
If I/ we no longer wish to use the place. I/we agree to give one month’s written notice of our intention to leave and understand that we will be required to pay the fees during the whole notice period.


Accident & Illness & Medication policy

It is the Nursery’s policy to promote good health and hygiene for all children. It is the Nursery’s responsibility to monitor children for sickness and infectious diseases. Contact details of parents/carers or other authorized adults are accessible to the manager/deputy in the vent off illness or an accident.

Procedures for contacting parents/carers or other authorized adults if a child becomes ill or has an accident at nursery must be discussed with parents/carers when a child starts. Records are kept of any accident that may occur at nursery. A child will not be readmitted back into the nursery until the staff is convinced that the child has returned in good health. Ofsted will be notified of any infectious diseases which a qualified medical person considers notifiable.

No medication will be administered to a child without prior singed consent by the parent and also witnessed by two members of staff. Staff must take every precaution against contamination from body fluids of all kinds.

	Disease/Illness
	Minimal exclusion period

	Chicken pox
	For five to seven days from onset of the rash and when no new spots appear

	Cold sore
	Whilst sore and discharging, no exclusion is necessary once the sores are healed

	Conjunctivitis (Sticky eye)
	Exclude until 24houre after first medication is administered

	Diarrhea and vomiting
	Exclude until diarrhea and vomiting has stopped for at least 24 hours

	Eczema
	No exclusion necessary unless infected

	Febrile Convulsions
	Exclude until fever is settled and the child is well

	Flu influenza 
	Exclude until feeling better and cough improved

	Glandular fever
	Excluded until medically well

	Hand foot and mouth disease
	No exclusion if well

	Head lice
	No exclusion necessary but refer to GP/ School/nursery for advice if visible treatment is requires as soon as possible

	
	

	
	

	Hepatitis’s A 
	For young children and those with poor hygiene, at least five days from the onset of jaundice and when feeling better

	Hepatitis B and C
	No exclusion necessary, universal precautions for contact with blood or body substances

	HIV/AIDS
	No exclusion necessary, universal precautions for contact with blood or body substances

	Impetigo
(Children with infection and on antibiotics)
	Until healed
Children on antibiotics should be off nursery for 48 hours in the onset of having the first dose of antibiotics 

	Measles
	For five days after rash appears

	Meningitis (not due meningococcal infection
	None once better

	Meningococcal disease 
	None once better

	Mumps
	For five days after rash appears

	Psoriasis
	No exclusion necessary provided not infected

	Ringworm (Of the feet)
	No exclusion necessary 

	Ringworm (Of the scalp)
	None once appropriate therapy started by GP

	Ringworm (of other areas)
	None once appropriate therapy started by GP

	Rosella
	No exclusion necessary if the child is well

	Rubella German Measles
	Five days from onset of rash

	Scabies
	Until treated and healed

	Scarlet fever
	Three days from starting antibiotics

	Threadworm
	No exclusion necessary, treatment is recommend

	Verrucae (warts)
	No exclusion necessary cover lesions

	Whooping cough
	Until five days from start appropriate antibiotics and the child is well


Sick children should be cared for at home and therefore should not be admitted to the nursery children should be monitored for signs and symptoms if communicable diseases such as: Chicken pox, measles mumps, rubella, meningitis, hepatitis, diarrhea, vomiting and fevers of 38°c or over. If in the opinion of the staff a child is ill while at nursery, then the parent will be contacted and request to collect him/her as soon as possible. The manager of the nursery/deputy manager absence must be convinced that the child returned to go good health before re-admitting him/her to the nursery

	Medication


All forms of medication should be prescribed by the doctor and labeled with the child’s name dosage and the time to be given (if appropriate)
· Parents must give written permission on a daily basis for the administration of medication

· This includes inhalers, ointments, creams and teething gels etc, using a medication form this will need to be signed on a daily basis and will specify

· The name of the child

· The dosage to be given

· The times to be administered 

· Times to be administered at City Gates Day Nursery

· The medication should be administrated

A member of staff will sign to acknowledge receipt and safe storage of the medication according to the directions on the container label.

· All medication administrated is witnessed and signed by two members of staff one of which Is a senior member and signature obtained from the parents/carers on collection of their child

· Any medication will remained stored and will be handed directly to the parent/carer at the end of the session/day

Please note children on antibiotics should not come into Nursery for 48 hours of having the first dose

	Serious accidents or illness


In the case of a serious accident or illness then the parent/carer will be contacted immediately along with the Childs GP and the appropriate action taken. In the unlikely event of the parent not being available an ambulance will be called and a staff member will accompany the child o hospital along with all relevant details
In the extreme life threatening circumstances, it may be necessary for two members of staff to take the child to hospital by car at City Gates Day Nursery some cares are insured to carry children, Ofsted and the early years and child care services will be informed

	Minor Accidents


The definition of a minor accident is one that does not require medical attention. Therefore when the accident occurs the staff must take appropriate action and the record the event in the accident file/book the account must be signed by two members of staff and the parent carer. If the child needed medical attention but the situation was not life threatening then a parent/carer would be asked to collect their child and take them to hospital or doctors.
	Fees Policy
City Gates Day Nursery is a nonprofit charity our fees are set at the lowest possible rate that we can charge in order to meet out expenditure costs. Therefore, it is vitally important that fees are paid on time.
· Fees are payable monthly in advance, by standing order, cheque, cash or credit/debit card.
· If a cheque is returned as unpaid, we will add a charge of £35.00 to your account and no further cheque payments will be accepted.
· Fees are due every month regardless of whether or not your child/children are absent for any reason or if the nursery is closed due to annual closures 
· If you intend for your child to leave, you must give one month’s written notice of your intention. If you choose to leave before the notice period expires, fees will be due for the remainder of that period and you deposit will not be refunded
· Fees will be charged for public holidays
· Fees will be subject to annual reviews. Any fee increases will be notified at least one month in advance
Registration Procedure

The following is required upon registration at City Gates Day Nursery
· A months fee in advance. This will be used as a deposit
Failure to pay fees
If you fail to pay your fees by the due date, or if your fees remain unpaid, for any longer than 3days without prior agreement with her manager, action will be taken as follows:
· You will be asked to make full payment of your account within 5 working days (Nursery Manager)
· If your account is not settled within the 5 days, you will receive a letter asking you to make arrangements to pay the outstanding balance immediately (Nursery Manager)
· If your account is still not settled, you will receive written notice of postponement of your child’s place, until such time that your outstanding account is settled in full (Finance or Nursery Manager)
· At the discretion of the manager, your child maybe allowed to return to nursery, but only if all outstanding debt and full fees for the month are paid in advance and proof that future payment of fees has been arranged
· If you account were to fall into arrears for a second or a further time, you will receive written notice of the immediate termination of your child’s place. (Finance or Nursery Manager)
City Gates Day Nursery reserves the right to seek legal advice in the recovery of all outstanding fees debts.




Parent contract
	AGREMENT OF CONTRACT


I / We have read and understood all of the CityGates Day Nursery policies and procedures. I /We understand that they form part of this agreement. I/We also acknowledge that if I/We do not keep up with the weekly/monthly nursery fees my/our child will be removed from the nursery and my/our one month deposit will go towards any amount outstanding.
	Signed (parent / career 1 ): 
	
	

	
	
	

	Print Name:
	
	

	
	
	

	Date:
	
	


We have discussed and agreed with this contract

	Signed (parent / career 2 ): 
	
	

	
	
	

	Print Name:
	
	

	
	
	

	Date:
	
	


We have discussed and agreed with this contract
PLEASE RETURN PAGES 1, 3-6 AND THIS PAGE TO THE NURSERY AND KEEP THE REST WITHIN YOUR POSESSION!
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