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09.1c The Sombornes pre-school

Registration Form
The Sombornes Pre-school, Village Hall, Romsey Road, Kings Somborne, SO20 6PP

Tel: 07530893773 (pre-school hours only)

Email: Manager@thesombornespreschool.co.uk
Ofsted number: 2581137
	Child’s details

	Child’s first name(s)

Surname

Name known as 

Child’s full address

Gender

Date Of birth

Birth certificate seen: Yes □   No □



	Family details

	Name of parent(s)/carer(s) with whom the child lives:
	

	Who else lives within the family home:

	Contact details parent 1 

	Parent/carer full name
	

	Relationship to child
	
	Parent NI number:                                   (funding purpose only)

	Daytime/work telephone 
	
	Mobile
	

	Home telephone 
	Email
	

	Home address
	

	Work address
	

	Does this parent have parental responsibility for the child? Yes □   No □

	Contact details parent 2 

	Parent/carer full name
	

	Relationship to child
	
	Parent NI number:                                 (funding purpose only)

	Daytime/work telephone 
	
	Mobile
	

	Home telephone 
	
	Email
	

	Home address
	

	Work address
	

	Does this parent have parental responsibility for the child? Yes □   No □

	Other person(s) with legal contact To be completed where those persons with parental responsibility are separated and an S8 Order is in place.

	Name
	

	Address
	

	Contact telephone numbers
	

	Relationship to child
	

	What are the contact arrangements that we need to be aware of?

	

	Emergency contact details if parents are not available Emergency contacts must be local. You must put three down.

	Contact 1 - Name
	

	Relationship to child
	

	Address
	

	Daytime/work telephone 
	

	Home telephone
	
	Mobile
	

	Contact 2 - Name
	

	Relationship to child
	

	Address
	

	Daytime/work telephone 
	

	Home telephone
	
	Mobile
	

	Contact 3- Name
	

	Relationship to child
	

	Address
	

	Daytime/work telephone 
	

	Home telephone
	
	Mobile
	


Persons other than parent(s) authorised to collect the child Must be over 16 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.
	Person 1 – Name
	

	Relationship to child
	

	Address
	

	Daytime/work telephone 
	

	Home telephone
	
	Mobile
	

	Person 2 - Name
	

	Relationship to child
	

	Address
	

	Daytime/work telephone 
	

	Home telephone
	
	Mobile
	

	Person 3 - Name
	

	Relationship to child
	

	Address
	

	Daytime/work telephone 
	

	Home telephone
	
	Mobile
	

	Password for the collection of child by authorised persons
	


	No Access – Name
	

	Full address
	

	Relationship to the child
	

	Reason: e.g. court order or other?
	

	Evidence seen Yes □   No □
	Copy provided Yes □   No □


About your child
The following information will tell us a little more about your child. As your child settles with us we will establish their starting points through observation and further conversation with you. 

Does your child have previous experience of attending a childcare setting? If so, please specify:

	


Health and development
Has your child received the following immunisations, this enables us to effectively manage any special education, health, or medical needs of your child (please confirm and date);
	8 weeks old
	Diphtheria, tetanus, pertussis (whooping cough), polio, Haemophilus influenza type b (Hib) and hepatitis B - DTaP/IPV/Hib/HepB

Meningococcal group B (MenB) - Men B

Rotavirus gastroenteritis - Rotavirus


	Yes □   No □
	Date:
	

	12 weeks old
	Diphtheria, tetanus, pertussis, polio, Hib and hepatitis B - DTaP/IPV/Hib/HepB

Pneumococcal (13 serotypes) – PCV

Rotavirus – Rotavirus


	Yes □   No □
	Date:
	

	16 weeks old


	Diphtheria, tetanus, pertussis, polio, Hib and hepatitis B - DTaP/IPV/Hib/HepB

MenB - MenB


	Yes □   No □
	Date:
	

	One year old (on or after child’s first birthday)


	Hib and Meningococcal group C – (MenC) 

Pneumococcal - PCV booster

Measles, mumps, and rubella (German Measles) – MMR

MenB – MenB booster


	Yes □   No □
	Date:
	

	Eligible pediatric age groups
	Influenza (each year from September) – LAIV


	Yes □   No □
	Date:
	

	Three years and four months old (or soon after)


	Diphtheria, tetanus, pertussis, and polio – dTaP/IPV

Measles, mumps, and rubella – MMR (check first dose given)
	Yes □   No □
	Date:
	


	

	

	 Has the child’s health record book been seen to confirm immunisation dates? Yes □   No □

	Does your child have any on-going medical conditions? If so, please specify:

	

	If yes, please specify which external agencies are involved e.g. Paediatrician, Consultant, Dietician, Speech and Language Therapist, etc:

	

	Does your child require a health care plan? Yes □   No □

	Is your child known to have any allergies or food intolerances? If so, please specify:

	

	A risk assessment will be completed and kept on the child’s file for any known allergies or food intolerance as mentioned above.

	
What are your child’s dietary requirements? Please specify:

	

	

	Does your child have any special needs or disabilities? If so, please specify:

	

	Are any of the following in place for the child? 

	SEN action plan
	
	
	
	

	Education, Health and Care Plan
Does your child have care or mobility needs that may mean they are eligible for, or are in receipt of Disability Allowance?             Yes            No
	
	
	
	

	What special support will he/she require in our setting? 

	

	Two-year-old progress check – children aged 24 – 36 months

	If your child is aged between 24-36 months, has a two-year-old progress check already been completed for your child?   Yes □   No □

	Setting completing check
	
	Date completed
	

	As per the requirements of the Early Years Foundation Stage we will complete a progress check on your child between the ages of 24-36 months. We will ask you to be involved in completing the check and will discuss it with you. 

	Cultural background

	How would you describe your child's ethnicity or cultural background? 

	

	What is the main religion in your family (if applicable)?
	

	Are there any festivals or special occasions celebrated in your culture that your child will be taking part in and that you would like to see acknowledged and celebrated while he/she is in our setting?

	

	What language(s) is/are spoken at home?
	

	If English is not the main language spoken at home, will this be your child's first experience of being in an English-speaking environment?
	Yes
	□
	No
	□

	Does your child need a bilingual support plan?
	Yes
	□
	No
	□

	If so, discuss and agree with the key person how we can work together to support your child when settling-in:

	


Details of professionals involved with your child
GP

	Name 
	
	Telephone 
	

	Address
	

	


Health Visitor (if applicable)

	Name 
	
	Telephone 
	

	Address
	

	


Social Care Worker (if applicable)

	Name 
	
	Telephone 
	

	Address
	

	

	What is the reason for the involvement of the social care department with your family? NB If the child has a child protection plan, make a note here, but do not include details. We will ensure these details are obtained from the social care worker named above and keep these securely in the child's file.

	


Dentist (if applicable)

	Name 
	
	Telephone 
	

	Address
	

	


Any other professional who has regular contact with the child

	Name 1
	
	Role
	

	Agency
	
	Telephone
	

	Address
	

	Name 2
	
	Role
	

	Agency
	
	Telephone
	

	Address
	

	Name 3
	
	Role
	

	Agency
	
	Telephone
	

	Address
	


General parental permissions
E:safety (staff and children)

There are procedures in place that govern the use of IT equipment on site. Where iPads or similar are used by staff to record children’s learning and development or as a management tool, a risk assessment is completed and only equipment owned by the setting is used. Visitors to the setting using IT equipment, such as Ofsted or Social Care, are advised of the procedure for its use and must seek prior permission from the setting manager.
In some instances, children will use ICT equipment to promote their learning and development under the supervision of staff. Children do not normally have access to the internet and never have unsupervised access to the internet.

I give permission for my child to use ICT equipment for the purposes stated above. I understand that there are procedures and risk assessment in place to govern its use and that staff and visitors may also use ICT equipment to record and monitor children’s learning and development.
	Signed
	
	Date
	


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
	
	Date
	

	Printed name
	


For inhalers/auto-injectors (e.g. Epipens) only

	

	I give permission for a named member of staff who has been appropriately trained to administer the inhaler/  

	Epipen or Anapen (supplied by me) to
	
	(name of child). 

	The named staff are:


	Signed
	
	Date
	

	Printed name
	

	


Nappy cream

	I give permission for nappy cream (supplied by me) to be administered to
	

	 when required, in accordance with manufacturer’s instructions.

	Signed
	
	Date
	

	Printed name
	


 Setting’s paracetemol based medicine (e.g. Calpol)
	I give permission for the Manager/ Deputy manager to administer the settings paracetamol-based products (e.g. Calpol) to

	
	 in the case of a raised temperature and on the

	understanding that I will be making arrangements for my child to be collected as soon as possible in accordance with the setting’s procedures on the administration of medicines.

	Signed
	
	Date
	

	Printed name
	


Suncream

	I give permission for staff to administer factor 50 suncream, supplied by the setting to

	
	when necessary.

	Signed
	
	Date
	

	Printed name
	


Short trip - general outings

Your child will be taken out of our setting as part of the daily activities. The venues used are detailed here:

	Trip to Kings Somborne primary school
To use the playground equipment under supervision 

The trim trail equipment under supervision

The Multi Use Games Area (MUGA)

Village local walk 
Post office

church 


	I give permission for
	
	 to take part in short trips or


general outings. I understand that individual risk assessments are carried out for each type of trip or outing taken and are available for me to see as required. For any planned outings, I understand I will be informed, and my specific consent obtained.

	Signed
	
	Date
	

	Printed name
	


Photographs

As part of the on-going recording of our curriculum and for children’s individual development records, staff regularly take photographs of the children during their play. Only cameras supplied by the setting are used for this purpose, photographs taken are used for display and for your child’s records within the setting. If we would like to use any image of your child for training, publicity or marketing purposes, we will always seek your written consent for each image we intend to use. 
	I give permission for
	
	to have her/his photo taken 

	

	Signed
	
	Date
	

	Printed name
	


Animals

We may occasionally have supervised visits of animals to our setting.

	We will ensure that our pets are healthy and fully inoculated, as appropriate, and that animals showing any signs of disease are treated. A risk assessment will be carried out for visiting animals, and parents informed.

	Please state below any known allergies or aversion 
	
	(name of child) has to animals:

	

	Signed
	
	Date
	

	Printed name
	


Key persons - Information for parents

	Each child joining the setting will have a key person appointed to them. It will be the key person’s responsibility to ensure that your child receives the best possible attention whilst in our care and to ensure that their records are kept up-to date. 
During your child’s time at The Sombornes Pre School we would like to do written observations of your child and take photographs of the activities that they take part in. Occasionally their name and 
picture will be in other children’s learning journals as group observations. These will be used to help us assess your child’s progress and aid development and will be stored in your child’s individual Learning Journal.
From time to time the keyperson may take their learning journal out of the workplace and update when needed. 


	Signed
	
	Date
	

	Printed name
	

	
	

	Transfer of records

With your consent we will transfer your child’s records to the receiving school when they leave our setting. This will enable the school to continue to effectively manage any special education, health or medical needs, and to continue with their development.

I agree for my child’s records to be transferred to their receiving school 

Name of child:

Signed
Date

I understand that there may be circumstances where information is shared with other professionals or agencies without my consent.

Signed
Date

Printed name
Policies and procedures

All The Sombornes Pre-school policies and procedures are located on The Sombornes preschool website. If you would like to see a hard copy, please feel free to ask. 

I confirm that information about the setting’s policies and procedures has been made available and explained to me, and I understand I can find more information as to how my personal data is handled through the Privacy policy.

For parent(s)/guardian(s) under the age of 18, a guarantor aged over 18, must also sign this form on your behalf. The agreement would therefore be between the setting, you, and the guarantor.
Please sign below to indicate that the information given on this form is accurate and correct, and that you will notify us of any changes as they arise. 


	Parent name 
	

	Signed
	
	Date
	


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

Equalities monitoring form 
	Ethnicity data gathered for monitoring purposes only. Parents are not obliged to give this information.

Ethnic origin is classified as special category of data under data protection legislation and we require your consent in order to process and store this information. The Privacy policy explains how the data provided in this form will be processed and explains your rights with respect to the information given.

Privacy Notice

I confirm that I have received a copy of the Privacy Notice and give my consent to the processing of special category data.

	Signed
	
	Date
	

	
	
	
	


	White British
	□
	Pakistani
	□

	White Irish
	□
	Indian
	□

	White other
	□
	Asian other
	□

	Black British
	□
	Chinese
	□

	Black African
	□
	Chinese other
	□

	Black Caribbean
	□
	White and Black Caribbean
	□

	Black Other
	□
	White and Black African
	□

	Bangladeshi
	□
	White and Black Asian
	□

	Other please state
	


Data Protection

Information we hold about you and your child:

We have procedures in place for the recording and sharing of information [data] about you and your child that is compliant with the principles of the General Data Protection Regulations (2018) as follows:

The data we collect is

1. Processed fairly, lawfully and in a transparent manner in relation to the data subject [you and your family]

2. Collected for specified, explicit and legitimate purposes and not further processed for other purposes incompatible with those purposes.

3. Adequate, relevant and limited to what is necessary in relation to the purposes for which data is processed.

4. Accurate and, where necessary, kept up to date.

5. Kept in a form that permits identification of data subjects [you and your family] for no longer than is necessary for the purposes for which the personal data is processed.

6. Processed in a way that ensures appropriate security of the personal data including protection against unauthorised or unlawful processing and against accidental loss, destruction or damage, using appropriate technical or organisational measures.

When you register your child with us, we will provide you with a privacy notice that gives you further details of how we fulfil our obligations with regard to your data.

To comply with General Data Protection Regulation (GDPR), we need to check that you are happy to receive email communications from us.

Parent signature: ​​​​​​​​​​​​​​​​​​​​​​​--------------------------------------------------------------------------------

Managers signature: ________________________________________________

Date: ​​​​​​​​​​​​​​​​​​​​​​​​​​​​----------------------------------------------------------------------------------
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Pre-school WhatsApp group
Just to inform you we do have a pre-school WhatsApp page to communicate with you, showing photographs of what the children have been up to at pre-school, and sharing our activities with you!

This page is set up as a parent’s group and can only be viewed by the parents with children currently at the pre-school. If you are happy for your child to appear on this group, please sign below so that we know which children can be included in the photos.

If you agree and would like to be added to the WhatsApp group, please sign below. 
If you have any questions or concerns about this, please let me know,

Best wishes,

Becky and the team.

I am happy/not happy for you to add me to the WhatsApp group and for my child’s picture to appear on The Sombornes Pre-school WhatsApp group.
Child's name: ............................................................. Parent/carer signature: ...................................................................

Date: ..........................................................................
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Privacy notice
The Sombornes pre-school Privacy Notice
The Sombornes Pre-school, Village Hall, Romsey Road, Kings Somborne,  SO20 6PP

Tel: 07530893773 (pre-school hours only)

Email: Manager@thesombornespreschool.co.uk
Introduction
Personal data is protected in accordance with data protection laws and used in line with your expectations. This privacy notice explains what personal data we collect, why we collect it, how we use it, the control you have over your personal data and the procedures we have in place to protect it. 

When we refer to “we”, “us” or “our”, we mean The Sombornes pre-school 

What personal data we collect
We collect personal data about you and your child to provide care and learning tailored to meet your child’s individual needs. Personal details that we obtain from you includes your child’s: name, date of birth, address, and health, development and any special educational needs information. We will also ask for information about who has parental responsibility for your child and any court orders pertaining to your child.

Personal data that we collect about you includes: your name, home and work address, phone numbers, email address, emergency contact details, and family details. 

We will only with your consent collect your national Insurance number or unique taxpayer reference (UTR) where necessary if you are self employed and where you apply for up to 30 hours free childcare. We also collect information regarding benefits and family credits. Please note that if this information is not provided, then we cannot claim funding for your child. 

We also process financial information when you pay your childcare fees by direct debit. We may collect other data from you when you voluntarily contact us. 

Where applicable we will obtain details of your child’s social worker, child protection plans from social care, and health care plans from health professionals and other health agencies.
We may collect this information in a variety of ways. For example, data will be collected from you directly in the registration form; from identity documents; from correspondence with you; or from health and other professionals.

Why we collect personal data and the legal basis for handling your data

We use personal data about you and your child in order to provide childcare services and to fulfil the contractual arrangement you have entered into. This includes using your data in the following ways:

· to support your child’s wellbeing and development

· to effectively manage any special education, health or medical needs of your child whilst at the setting

· to carry out regular assessment of your child’s progress and to identify any areas of concern

· to maintain relevant contact about your child’s wellbeing and development

· to contact you in the case of an emergency

· to process your claim for free childcare, if applicable

· to enable us to respond to any questions you ask

· to keep you updated about information which forms part of your contract with us

· to notify you of service changes or issues

· to send you our newsletter
With your consent, we would also like to:

· collect your child’s ethnicity and religion data for monitoring purposes

· record your child’s activities for their individual learning journal (this will often include photographs and videos of children during play)

· sign you up for our free parent e-newsletter which provides resources and useful information for parents

· transfer your child’s records to the receiving school when s/he transfers

If we wish to use any images of your child for training, publicity or marketing purposes we will seek your written consent for each image we wish to use. You are able to withdraw your consent at any time, for images being taken of your child and/or for the transfer of records to the receiving school, by confirming so in writing to the setting. You can also unsubscribe from receiving our parent e-newsletter by notifying the setting.

We have a legal obligation to process safeguarding related data about your child should we have concerns about her/his welfare.

Who we share your data with 

As a registered childcare provider in order to deliver childcare services it is necessary for us to share data about you and/or your child with the following categories of recipients:

· Ofsted, when there has been a complaint about the childcare service or during an inspection

· banking services in order to process direct debit payments
· the local authority, if you claim up to 30 hours free child care

· the governments eligibility checker as above, if applicable

· our insurance underwriter, where applicable 

· an email newsletter service, where you have given consent to receive our e-newsletter

We will also share your data:
· if we are legally required to do so, for example, by a law enforcement agency, court

· to enforce or apply the terms and conditions of your contract with us

· to protect your child and other children; for example, by sharing information with medical services, social services or the police

· if it is necessary to protect our rights, property or safety or to protect the rights, property or safety of others 

· with the school that your child will be attending, when s/he transfers, if applicable

· if we transfer the management of the setting out or take over any other organisation or part of it, in which case we may disclose your personal data to the prospective seller or buyer so that they may continue using it in the same way

Our nursery management and communication software provider may be able to access your personal data when carrying out maintenance task and software updates on our behalf. However, we have a written agreement in place which place this company under a duty of confidentiality.  

We will never share your data with any organisation to use for their own purposes. 

How do we protect your data?

We take the security of your personal data seriously. We have internal policies and strict controls in place to try to ensure that your data is not lost, accidentally destroyed, misused or disclosed and to prevent unauthorised access. 

Where we engage third parties to process personal data on our behalf, they are under a duty of confidentiality and are obliged to implement appropriate technical and organisational measures to ensure the security of data.

Where do we store your data?
All data you provide to us is stored on secure computers or servers located within the UK or European Economic Area. We may also store paper records in locked filing cabinets. 

Our third party data processors will also store your data on secure servers which may be situated inside or outside the European Economic Area. They may also store data in paper files. 

How long do we retain your data? 

We retain your data in line with our retention policy a summary is below:

· You and your child’s data, including registers are retained 3 years after your child no longer uses the setting, or until our next Ofsted inspection after your child leaves our setting. 

· Medication records and accident records are kept for longer according to legal requirements.

· Learning journeys are maintained by the setting and available at your request when your child leaves. Records are kept and archived in line with our data retention policy. 

· In some cases (child protection or other support service referrals), we may need to keep your data longer, only if it is necessary in order to comply with legal requirements. We will only keep your data for as long as is necessary to fulfil the purposes it was collected for and in line with data protection laws. 

Your rights with respect to your data 

As a data subject, you have a number of rights. You can:

· request to access, amend or correct the personal data we hold about you and/or your child

· request that we delete or stop processing your and/or your child’s personal data, for example where the data is no longer necessary for the purposes of processing or where you wish to withdraw consent

· request that we transfer your and your child’s personal data to another person

If you wish to exercise any of these rights at any time please contact the manager at the setting by email, telephone or when you attend the setting.

How to ask questions about this notice
If you have any questions, comments or concerns about any aspect of this notice or how we handle your data please contact the manager at the setting. 

How to contact the Information Commissioner Office (ICO) 
If the manager is not able to address your concern, please contact Emily Boyland the chair of the committee  
If you are concerned about the way your data is handled and remain dissatisfied after raising your concern, you have the right to complain to the Information Commissioner Office (ICO). The ICO can be contacted at Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF or https://ico.org.uk/.

Changes to this notice
We keep this notice under regular review. Any changes to this notice will be shared with you so that you may be aware of how we use your data at all times.
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