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Registration Form  (Part 1)  
Name of Child: Date of Birth: 

We wish to apply to join St. James Cottage for the following sessions: 

Caterpillars (2 to 3yrs) Date From Mon       Tue       Wed      Thur 

Mornings (3yrs+) (9-12am) Date From Mon       Tue       Wed      Thur      Fri 

Early Birds (0830-9am) Date From Mon       Tue       Wed      Thur      Fri 

Lunch Club (12noon-1300) Date From Mon       Tue       Wed      Thur      Fri 

Breakfast Club (4-11yrs) Date From Mon       Tue       Wed      Thur      Fri 

Holiday Club (A more detailed booking form is available for these sessions)  
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�  (Weekdays, Reception – Year 6 children)  

FROM 
MONDAY PM 

    TO 

FROM 
TUESDAY PM 

    TO 

FROM 
WEDNESDAY PM 

    TO 

FROM 
THURSDAY PM 

    TO 

FROM 
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FRIDAY PM 
    TO 
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Signed____________________________Name       Date 
�

�!"����#$�%#��#%%�&' (to be completed by Cottage staff) 
IMPORTANT – Entry to the adjacent St James First School is managed by the Local Education Authority and parents of pre-school children who wish 
their child to go on to that school should satisfy themselves that their child fulfils the entry criteria. Please speak to the school secretary. 

A Place will be available for                               at                                      sessions 

*On                                           (Date) *When a place becomes available 

Sign: Name 
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Registration Form (Part 2) 
Family Name Child’s Name Sex m/f DOB Name by which child is 

addressed. 

Parent/ Carer(s) 
Name)s) 

Parent/ Carer Address Child’s Address (if different) 

 

Telephone number (h)                                 (w)                                (m) 

Child’s First Language Other Languages spoken at home 

Additional Contact: If we should need to contact somebody and there is nobody at the above 
numbers , please indicate where we could try to reach parent(s) or other carers:                             
Name: 

Telephone number (h)                                 (w)                                (m) 

Name(s) of persons authorised to collect your child �(�������
����	����	�������������
���������������
�
���
����
��
���	���������

 

Who has Parental Responsibility for the 
child? 

Please list anyone that has legal access to the child 
in addition to the people listed above: 

 

In the event that I cannot be contacted , I authorise staff to give permission for my child to 
receive emergency dental, medical or surgical treatment as considered necessary by medical 
authorities 

In addition, the following products are available in the cottage if required. Please indicate if we can 
use any on your child. Suncream is applied by hand to arms, legs and neck areas. 

 Yes (tick) No (tick)  Yes (tick) No (tick) 

Suncream (Please provide this if you 
prefer a particular brand)   Plasters   

Waspeze   Antiseptic Cream   

Signed____________________________Name       Date         
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Registration Form (Part 3) 

Name of Child’s Doctor Doctor’s Address/ Phone number 

 

Has your child been immunised against the following: (Please tick all that apply) 

Diptheria Whooping 
Cough 

Tetanus Polio Measles HIBS 

Is your child allergic to anything? 

 

Has your child had any major illness, operation 
or a stay in hospital? 

Does your child have any ongoing health issues 
that we should be aware of?  

 

Does your child have any Additional Needs that 
you would like to discuss with staff? 

Additional requests/ requirements about religious observance, food, clothing, health or other 
matters that we should observe in Cottage. 

 

How did you find out about the Cottage? 

Gift Aid 
St James Cottage is a registered charity (No 1022934). If you pay income tax  & are willing to sign 
this declaration then we can reclaim tax on any donations we receive from you as long as the 
amount we claim is equal or less than the amount that you have paid in income tax in any year. 
This costs you no extra but it increases the value of any qualifying donations made by 28p for 
every £1 donated.  This does not apply to payments received in respect of normal session fees. 
 
GIFT AID DECLARATION 
I authorise the charity to treat all donations I make as Gift Aid donations from the date of this 
declaration until I notify you otherwise. 
 

Signature of donor__________________Name  of donor     Date 

Address of Donor                                                                                                           . 
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Registration Form (Part 4) 
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I �
*��
��
�   (delete as appropriate) give permission for my child ____________________to be 
photographed in the Cottage setting. (These will be general photos of children using equipment and at 
play). In giving permission I understand the following: 

�� Photographs can be stored digitally on computer and in hard copy 
�� Photographs may be made available to the appropriate parties (e.g. OFSTED) if requested. 
�� My child may be referred to by first name for use on the web site or prospectus as promotional material  
for the nursery 
�� Photographs and written observations may be used in NVQ assessment evidence as part of staff training 
 

(�������
���)�#
����� �

I ��*����
�   (delete as appropriate) willing for my child ______________ to go on brief local outings to 
the school field from The Cottage.  I understand that specific consent will be sought for major excursions. 
 

(�������
���)��������������  (Please ask to see our policy on this)  

I ��*����
�� (delete as appropriate) willing for my child ______________ to receive intimate care from 
staff at The Cottage. (This applies to children having sun cream applied & also at the toilet training stage or 
when an accident occurs) 
 
 
(�������
���+�#�	���(�
������  - I ��*����
�� (delete as appropriate)�willing for my child 
______________ to have information on their progress shared with __________________(name of setting) 
which they also attend.  
 
(�������
���)�,����(�
��������$
���� �
I 	���*	�����
�  received a copy of the Fair Processing Notice – Data Protection Act 1998 (Pages 20 & 21 
of Prospectus). 
 
 Signed____________________________Name       Date 
 
Booking Fee 
 
Please enclose your £20-booking fee per child with this registration form. This will be deducted from your 
first bill when your child takes up their place but otherwise is non-refundable 
 . 
Cottage Use         !����-�������*�������
���������
���������������������������  
PARENTAL REVIEW:  
Periodically you will be asked to review & amend this registration form to ensure that it is still current.  
Review Date  Signature Review Date Signature Review Date Signature 
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Information given to parents: 
 
• The play opportunity is open 8am to 6pm for children between the ages of 2 and 11 years who 

attend sessional care relevant to their age group and has policies available for inspection by the 
parents. 

 
• The group will pass information to parents via noticeboard, letters home and communication 

with staff on a regular basis and prompt action will be taken if any concerns are raised. 
 
• Staff details and information about activities are available on request. 
• The group will undertake to consult with the parents/carers on a regular basis to ensure they 

are meeting the childrens’ needs. 
 
• All fees will be paid within the time stated on the invoice.  If fees are unpaid by the due date 

then the late payment policy will be implemented which may involve administration charges for 
late payment. In cases of hardship parents are advised to discuss the situation in confidence 
with an officer of the committee. 

 
• Parents are expected to participate on the management committee or as a volunteer (if 

appropriate). 
 
• All parents/guardians of children using the group are requested to be supportive to the 

supervisor and the management group. 
 
• Children should be collected promptly at the end of a session. 
 
• Children are not allowed to leave the play opportunity, unless accompanied by their 

parents/guardian or nominated other adult. 
 
• If a parent/guardian is unable to collect his/her child/children, they must inform the supervisor 

of the nominated other responsible adult. No child will be allowed to leave the premises with 
person or persons unknown. 

 
• Parents are required to send their child in with wipes, pull-ups/nappies and nappy sacks (if 

required), and a change of clothes in case they are needed. Soiled items will be returned to the 
parent/carer at the end of the session (if appropriate.) 
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• Parents are requested to behave in a polite and appropriate manner when dropping off or 

collecting their children. Failure to do so could lead to their children being excluded from the 
group.  

 
• Persistent disruptive behaviour by a child would result in the incident(s) being reviewed and an 

action plan developed. In extreme circumstances the child may be excluded from  the group. 
 
• Any problems which cannot be satisfactorily resolved between parents and staff may be 

referred to the management committee, in line with the organisations complaints procedure. 
 
• All staff are aware of the need to maintain confidentiality about matters concerning families 

and children. 
 
• Records will be kept containing details about the child, including relevant health, religion and 

diet information, parents and /or emergency contact details, child protection records if 
applicable and any appropriate signed consent forms. It is the Parent's responsibility to update 
the relevant information as and when necessary i.e. contact details, medication needs (and to 
particularly inform the Pre-school if the child has been given new medication at any point 
before coming into Pre-school.)  Parents have access to all written records about their 
child/children. 

 
• We will pass any records drawn up by us in respect of a child to any Pre-school /school that a 

child moves on to. Providing that the child's parents have given their consent prior to the 
records being passed on.  

 
• I give my permission for the staff to deal with any intimate care issues arising concerning my 

child 
 
• I understand that 4 weeks notice or full payment in lieu of notice are required when my 

child(ren) no longer requires their place(s) at The Cottage 
 
• Fees are payable even in the event of a child’s absence. 
 
I have read the parental partnership agreement and acknowledge the information. 
 
 
Signed …………………………………………… Date …………………………………… 
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St James Cottage is an Equal Opportunities Provider.  We are committed to the active promotion of 
equal opportunity, both in the provision of services and as an employer of paid and unpaid 
workers. 
 
To help us monitor our equal opportunities policy you are requested to complete the following 
ethnicity questionnaire regarding your child. As we receive government funding for pre-school 
sessions we are often asked to provide information regarding the ethnicity of the children that we 
provide services for. 
 
Please indicate the ethnic group that you would use to describe your child 
 
 
 

 Please tick or specify 

White British  
 Irish  
 Traveller of Irish Heritage  
 Gypsy/Romany  
 Any other white background  

Mixed White and Black Caribbean  
 White and Black African  
 Any other mixed background  

Asian Asian or Asian British  
 Indian  
 Pakistani  

 Bangladeshi  
 Any other Asian background  

Black  Black British  
 Caribbean  
 African  
 Any other Black background  

Chinese Chinese  

Any other ethnic 
background 

Please specify:  
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Fair Processing Notice – Data Protection Act 1998  

 
The following organisations all process information on children and pupils in order to help 
administer education and children’s services and in doing so have to comply with the Data 
Protection Act 1998. 
 

• Early Years Settings 
• Schools 
• Local Authorities (LAs) 
• The Secretary of State for Education and the Department for Education and Skills (DfES) 
• The government department which deals with education and children’s services 
• The Qualifications and Curriculum Authority (QCA) 
• Her Majesty’s Chief Inspector for Schools and the Office for Standards in Education (Ofsted) 
• The National Assessment Agency (NAA) 

 
This means, among other things, that the data held about children must only be used for specific 
purposes allowed by law.  We are therefore writing to tell you about the types of data held, why that 
data is held, and to whom it may be passed on. 
 
The Early Years Setting  holds information on children in order to support their development, to 
monitor their progress, to provide appropriate pastoral care, and to assess how well the Setting as 
a whole is doing.  This information includes contact details, attendance information, characteristics 
such as ethnic group, special educational needs and any relevant medical information.  From time 
to time Early Years Settings are required to pass on some of this data to LAs, the DfES and to 
agencies that are prescribed by law, such as QCA and Ofsted.  In particular, at age five an 
assessment is made of all children (the Foundation Stage Profile) and this information is passed 
to the Local Authority and receiving maintained sch ool. 
 
The Local Authority uses information about children for whom it provides services to carry out 
specific functions for which it is responsible.  For example, the Local Authority will make an 
assessment of any special educational needs the child may have.  It also uses the information to 
derive statistics to inform various decisions.  The statistics are used in such a way that individual 
children cannot be identified from them. 
 
The Secretary of State for Education and the Department for Education and Skills use 
information about children and pupils for research and statistical purposes, to allocate funds, to 
inform, influence and improve education policy and to monitor the performance of the education 
and children’s services as a whole.  The DfES will feed back to LAs information about children for a 
variety of purposes that will include data checking exercises, and use in self-evaluation analyses. 
 
The Qualifications and Curriculum Authority uses information about children to administer 
national assessments such as the Foundation Stage Profile.  Any results passed on to the DfES 
are used to compile statistics on trends and patterns in levels of development.  The QCA can use 
the information to evaluate the effectiveness of the national curriculum and the associated 
assessment arrangements, and to ensure that these are continually improved. 
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Her Majesty’s Chief Inspector for Schools and Ofsted use information about the progress and 
performance of children to help inspectors evaluate the work of Early Years Settings, to assist 
them in their self-evaluation, and as part of Ofsted’s assessment of the effectiveness of education 
initiatives and policy.  Inspection reports do not identify individual children. 
 
The National Assessment Agency  uses information for those, relatively few, Settings undertaking 
the Foundation Stage Profile.  The resulting data is passed on to the NAA, which also uses 
information in working with schools, the QCA, and Awarding Bodies, for ensuring an efficient and 
effective assessment system covering all age ranges is delivered nationally. 
 
Information about children may be held to provide comprehensive information back to LAs to 
support their day to day business.  The DfES may also use contact details from these sources to 
obtain samples for statistical surveys: these surveys may be carried out by research agencies 
working under contract to the Department and participation in such surveys is usually voluntary.  
The Department may also match data from these sources to data obtained from statistical surveys. 
 
The DfES may also disclose individual child and pupil information to independent researchers into 
the educational achievements of pupils who have a legitimate need for it for their research, but 
each case will be determined on its merits and subject to the approval of the Department’s Chief 
Statistician. 
 
Children, as data subjects, have certain rights under the Data Protection Act 1998, including a 
general right of access to personal data held on them, with parents exercising this right on their 
behalf if they are too young to do so themselves.  If you wish to access the personal data held 
about your child, then please contact the relevant organisation in writing: 
 

- your Early Years Setting 
- the Local Authority : Nursery Funding Administrator, Dorset Sure Start, Grove House, 

Millers Close, Dorchester, Dorset, DT1 1SS 
- the QCA’s Data Protection Officer at QCA, 83 Piccadilly, LONDON, W1J 8QA 
- Ofsted’s Data Protection Officer at Alexandra House, 33 Kingsway, LONDON WC2B 

6SE 
- The National Assessment Agency Data Protection Officer at NAA, 29 Bolton Street, 

LONDON W1J 8BT 
- The DfES’s Data Protection Officer at DfES, Caxton House, Tothill Street, LONDON, 

SW1H 9NA 
 
In order to fulfil their responsibilities under the Act the organisation may, before responding to this 
request, seek proof of the requestor’s identity and any further information required to locate the 
personal data requested. 
 


