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Westgate Toast and Tea After School Club - Registration Form 
	Childs First Name


	Child’s Surname
	What does he/she like to be called

	Date of Birth               


	Current Age
	Year Group



Parents/Carers Details
	First Name


	Surname
	Relationship to child

	First Name

	Surname
	Relationship to child


	Home Address                





	

	Mobile Number:


	Email:
	Mobile Number:


	Email:





Emergency Contact Details 
We will contact parents/carers in the first instance. Please provide details for additional adults that can be contacted in the event of an emergency. 
	First Name


	Surname
	Relationship to child

	First Name

	Surname
	Relationship to child


	Home Address                





	

	Home Number 


	Mobile Number:
	Home Number 
	Mobile Number:



Medical Information 
Any medicine taken during Toast and Tea Breakfast and After School Club hours needs to have written parental consent in order for staff to administer them. 
	Doctors Name


	Telephone Number
	Medical Information (including allergies)

	Medical Practice: 

	



Collection 
It is Toast and Tea’s Policy to only dismiss a child to the adults named on the collection slip below, which must be completed on admission to the club. 
	First Name


	Surname
	Relationship to child

	First Name

	Surname
	Relationship to child


	Home Address                

	Home Address                




	Home Number 


	Mobile Number 
	Home Number 
	Mobile Number 


	First Name


	Surname
	Relationship to child

	First Name

	Surname
	Relationship to child


	Home Address               
	Home Address                




	Home Number 


	Mobile Number 
	Home Number 
	Mobile Number 




Sessions Required
Please indicate the sessions that you require. 

	
	Monday
	Tuesday
	Wednesday
	Thursday 
	Friday

	Breakfast
	

	
	
	
	

	After School 
	

	
	
	
	



Any Other Information 
	Additional information that will help us to meet the needs of your child. 






Please complete this form and return to toastandteawgls@google.com
Make a £30 non-refundable deposit using your child’s name as a reference by BACs to Toast and Tea Ltd - Starling Business Bank        Account No.  70383446  Sort Code:    60-83-71 
· I confirm that I have completed the above registration details in full, providing an appropriate number of emergency and collection contacts, and up-to-date medical information as required. 
· I confirm that I have read and agreed to the attached terms and conditions. 

	Signed                                                                                                                                     Date
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Terms and Conditions
We are committed to providing a safe, nurturing and inclusive environment in line with the Early Years Foundation Stage (EYFS) Statutory Framework and Ofsted welfare requirements.
By registering your child with us, you agree to the following terms and conditions:
[bookmark: _heading=h.o2olbm1d58xe]Registration & Legal Requirements
All children must be fully registered before attending. Parents/carers must provide:
· Completed registration forms
· Emergency contact details (minimum two contacts)
· Medical information and dietary requirements
· Details of authorised collectors
· Consent forms (where applicable)

It is the parent/carer’s responsibility to ensure all information remains accurate and up to date.
[bookmark: _heading=h.qahwbvlnuns]
[bookmark: _heading=h.58rv828ialzf]Safeguarding
Toast and Tea LTD has a duty of care to safeguard and promote the welfare of all children in line with the EYFS and Working Together to Safeguard Children guidance.
· Children will only be released to authorised adults, as indicated on the registration forms.
· Staff are trained in safeguarding procedures.
· Any safeguarding concerns will be handled in accordance with our Safeguarding Policy and may require referral to external agencies where necessary.
[bookmark: _heading=h.834yuhifnglb]
[bookmark: _heading=h.os5dvutw7d65]Medical Conditions, Allergies & Additional Needs
Parents/carers must disclose all medical conditions, allergies, special educational needs, disabilities, or dietary requirements prior to attendance.
Where applicable:
· A healthcare plan must be completed.
· Medication consent forms must be signed.
· Prescribed medication must be clearly labelled and in date.

We reserve the right to refuse attendance if essential medical or care information is not provided, as this would compromise the safety of the child.
[bookmark: _heading=h.3uxvtbjrgbl6]
[bookmark: _heading=h.koogq3fuvoaq]Sickness Policy – 48 Hour Rule (Diarrhoea & Vomiting)
To protect all children and staff we follow Public Health guidance regarding exclusion periods for infectious illnesses.
· Children who experience diarrhoea and/or vomiting (D&V) must not attend. 
· They may return 48 hours after the last episode.
· If a child becomes unwell during a session, parents/carers will be contacted and must arrange prompt collection.

[bookmark: _heading=h.vidsz0y5gpsy]Collection Procedures & Password System
Children will only be released to individuals listed on the authorised collection register. If an alternative adult is collecting:
· Parents/carers must inform us in advance.
· A secure password must be provided.
· The collector must give the correct password upon arrival.

Without prior notification and the correct password, the child will not be released. This procedure is in place to meet safeguarding and welfare requirements.
[bookmark: _heading=h.7l21ujqybo3a]
[bookmark: _heading=h.i829ulra0w70]Late Collection Policy
We operate strict collection times to ensure appropriate staff ratios and compliance with EYFS welfare requirements.
· A £15 late fee will be charged if collection is longer than 5 minutes late.
· Continued lateness may result in additional charges.
· Persistent late collection may result in a review or termination of your childcare place.

Late fees will be added to your next invoice and must be paid promptly.
[bookmark: _heading=h.q2mmcg7epb6q]
[bookmark: _heading=h.gahvoilhpbc3]Behaviour Expectations
We promote positive behaviour through clear boundaries, consistency, and respect. We expect all children to follow our behaviour expectations to ensure a safe and respectful environment. Persistent disruptive or unsafe behaviour may result in a meeting with parents and, in serious cases, suspension or termination of the place.

[bookmark: _heading=h.gcr4mg5byuo7]Fees & Payment
· All sessions must be paid in advance unless otherwise agreed in writing.
· Fees are payable even if a child is absent due to illness or holidays.
· Non-payment may result in your childcare being revoked.   .
[bookmark: _heading=h.hk82ryp6eawq]
[bookmark: _heading=h.ocmu61lm43ze]Equal Opportunities & Inclusion
Toast and Tea LTD is committed to equality, inclusion, and non-discrimination in line with the Equality Act 2010. All children will be treated with dignity and respect.
[bookmark: _heading=h.jc2lkas8i5vr]
[bookmark: _heading=h.ekyj7b29gyw4]Agreement
By signing the registration form, you confirm that you have read, understood, and agree to abide by these Terms & Conditions.
[bookmark: _heading=h.km5e5gsedjs6]
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