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LITTLE BELLS PRE-SCHOOL

APPLICATION PACK




LITTLE BELLS PRE-SCHOOL
APPLICATION PACK

Please read the following application and ensure you sign, date and return all documents listed in the following check list:
	Document
	
Signed and Dated


	
Little Bells Pre-School Child’s Application Form

	

	
Pre School Uniform etc. 

	

	
Childcare Agreement 

	

	
Arrival and Departure Policy 

	

	
Data Protection Act 

	

	
Photograph Permission / Password Collection /      Sun cream 

	

	
Accidents / SENCO Involvement
 

	

	
Child account information form 

	

	
Fees, Fee Policy & Free 15/30 Hours application form

	



*Please return this pack upon completion to the school office.  A copy of the pack will be made available to you.



Sessions Preferred: (Please tick up to 5 boxes)
	SESSION
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY

	MORNINGS
	
	
	
	
	

	AFTERNOONS
	
	
	
	
	

	SCHOOL LUNCH REQUIRED
	
	
	
	
	

	SNACK REQUIRED
	
	
	
	
	


*Please see attached document for times and priority listings
	Child’s Name:

	Family Name:

	Date of Birth:      /       /   
(Please provide evidence e.g. copy of birth certificate or child benefit book)
	Gender:
	Religion:
	Ethnic Origin

	Child’s first language:
	Does your child speak English?:
	Access requirements:


	Address:


	Post Code:
	Home telephone number:



	Name of person(s) holding parental responsibility:



	Are there any other people living in the child’s home? (If so who?):



	Name and address of other person(s) having legal contact with the child:



	Parent 1:

	Relationship to child:
	Parent 2:
	Relationship to child:

	Address:

	Address:

	Home/Work telephone number:
	Home/Work telephone number:

	Mobile number:
	Mobile number:



	EMERGENCY CONTACT DETAILS

	In an emergency please contact:

	Name
	Relationship to child
	Telephone number

	1)
	
	

	2)
	
	

	3)
	
	

	People authorised to pick up child:

	Name
	Relationship to child
	Telephone number

	1)	
	
	

	2)
	
	

	3)
	
	



	SIBLINGS

	These are defined as brothers, sisters, half-brothers, half-sisters, step sisters, adopted and fostered children living with the same family at the same address (at the time of admission)

	Name
	Date of Birth
	Gender

	
	
	

	
	
	

	
	
	



Please add any further siblings on a separate sheet of paper and attach.
	MEDICAL INFORMATION

	Does your child have any additional needs/medical conditions/allergies:


	Please circle if your child has had the following immunisations:
Polio                                                Tetanus                       Diphtheria                      MMR
Whooping cough                            Hib                              Meningitis                      PCV



	CHILD’S DOCTOR DETAILS

	Doctor’s Name:

	Name of Surgery:

	Address:
	Telephone number:


	NHS number (a place cannot be allocated without this):



	I agree to abide by the Medication Policy of Little Bells Pre-School at Belthorn Academy and give my permission for staff to seek any necessary emergency medical advice or treatment in the future and agree to the application of plasters of necessary 

	Signed (Parent/Carer):
	Date:



	Does your child have any special dietary requirement? If so, please detail below:


	Is your child registered with a dentist?                         Yes                        No
(if no please contact 0845 53 33 230 for help finding an NHS Dentist)

	Does your child have any toilet requirements? (If so please comment):


	Do you have any worries or concerns about your child’s development? (If yes explain):


	Is your child in public care (looked after)?                                                    Yes                        No

	Is your child known to Children’s Integrated Services (Social Worker)?      Yes                        No

	Does your child have a Statement for Special Education Needs?                Yes                       No 

	Is your child known to the Educational Psychology Service                          Yes                       No
 or Educational Health Care Plan?









The admission criteria for Little Bells Pre School and Belthorn Academy Primary School is available on the school Website www.belthornacademy.co.uk 
	SIGNATURE(S)

	Print Name (s) in full                                             Signed                                                  Date
________________________               ______________________                    ____________________
  
________________________               ______________________                   ____________________

(I/We acknowledge that the information given on this form is accurate.)




Pre-School Uniform
Little Bells uniform with emblem is available from ‘Grays Schoolwear’, 68 Northgate, Blackburn BB2 1AA Tel: 01254 51425
Embroidered Polo shirt	
Embroidered fleece	           
Children are to wear their own black trousers, leggings or skirts to be purchased anywhere.
Children may wear footwear of your choice. 
Please provide a pair of outdoor boots/wellies to be kept at Pre School.
Please provide a pair of waterproof trousers to be kept at Pre School
Clothing and personal property
Please ensure that all children have a named bag with a spare set of clothes and that all outdoor garments are clearly named. Sweets and toys are not allowed into Pre School, unless agreed with staff.  Articles left at Pre School are at the owner’s own risk.  Earrings must NOT be worn for Pre School.
Parents as Partners
“Parents are the children’s first and most enduring educators.  When parents and practitioners work together in an early years setting, the results have a positive impact on the children’s development and learning” Taken from the Early Years Foundation Stage.
Trips and Outings
I understand that the children are taken out for walks, visits etc. off the premises and I give permission for my child to be included in such outings.
Data Protection
The Pre School needs to keep certain information about its employees, students on placement and the children, to allow it to monitor performance/achievements and Health and Safety.  To comply with the law, any information must be collected, stored safely and not disclosed to any other person unlawfully. To do this the Pre School must comply with the Data Protection Principles which are set out in the Data Protection Act 1998.
Policies and procedures 
In signing this agreement, you agree to abide by the policies and procedures of the setting.  All policies and procedures are available for parents to read, there is a copy in school and on the school website www.belthornacademy.co.uk 

Signed (Parent/Carer): _______________________________________________
CHILDCARE AGREEMENT
	This agreement is between Little Bells Pre-School and:

Parent/Carer:  ___________________________________________________________
Address:  ___________________________________________________________
                ___________________________________________________________
Telephone:   _________________________________________________________
For the care of: __________________________________________________________
Date of Birth:       _________________________ Start Date: ______________________
Type of place:     _________________________ Sessions:________________________




The Pre-School is open term time only, 39 weeks per year from Monday to Friday 8.00am to 6.00pm.
Holidays
Little Bells Pre-School is closed out of term i.e. Bank holidays, Christmas etc. There is no charge for government statutory holidays (Bank holidays/Inset days’/election days etc.).
Attendance 
Unfortunately, the Pre-School is unable to allow sessions to be changed.  Where possible we will try to accommodate those parents who work shift style. Transfer from Pre-School to Belthorn Academy Primary School Reception Class, will be based on the school’s admission criteria (see attached).
Sickness
Parents/Carers should understand that staff cannot undertake the care of a sick child as clearly laid out in the Policies and Procedures documentation. They must give permission for staff to administer medication in line with the “Medication Policy”.  They should agree that it is their responsibility to complete the necessary paperwork for this.  Parent/Carers should ensure that their child’s personal details are up to date in case of an emergency and give staff permission to seek any emergency medical advice or treatment in the future and application of sun creams if necessary.  Fees are payable in FULL when a child is absent from Pre-School.
Closure of Facility 
If the setting is closed due to exceptional circumstances, e.g. maintenance problems, extreme weather, compromising of Adult/child ratios, fees are payable in full.
Arrival and Departure Policy
It is the aim of Little Bells Pre-School to provide a quality service for the hours that it operates.  However, after this time it is inappropriate for children to be waiting for parents.
Parents, on signing the childcare agreement, state that they understand the opening hours and will comply with them.
If a parent is delayed they must contact and inform Pre-School as soon as possible.  The senior member of staff will try to contact a parent/carer if a child has not been collected on time.
It is our policy that a parent/carer arriving late to collect their child will be charged a fee of £5.00 for every 5 minutes late.
A timed signing In/Out book will be used to calculate any late fees.  You will be required to complete this book when dropping off and collecting your child. This will also be used, throughout the day, to check numbers required for snacks and dinners and in the case of a fire, this will be used to confirm all children are accounted for.
If a child is left beyond the Pre School closing time the following procedure will be followed:
· Two members of staff must remain on the premises.
· One member of staff will attempt to locate the parent/carer.
· If the parent/carer is not contactable then emergency contacts will be called.
· If all attempts fail, the procedure should be repeated in ten minute intervals.
· The Head teacher will be contacted.
· If staff have no success locating parent/carer or emergency contacts and nobody has contacted the nursery after 40 minutes, the Head teacher or Designated Person will contact the Local Safeguarding Children’s board.
· During this time staff should be careful not to cause undue upset to the child.
· When the parent arrives staff will expect an explanation.

UNDER NO CIRCUMSTANCES WILL A CHILD BE ALLOWED TO DEPART FROM THE PRE-SCHOOL UNLESS HE/SHE IS WITH A PREVIOUSLY IDENTIFIED AUTHORISED PERSON.  STAFF WILL NOT TAKE A CHILD HOME.
SECURITY NOTICE
Great care has been taken to make Little Bells a safe and secure environment for your children.  To prevent a breach of security and unidentified persons entering the building we ask for your support by ensuring the internal doors are closed behind you and you do not let other people into the Early Years Unit.  All persons should be identified by a member of Little Bells staff.  Thank you for your support.
We recommend you take time to read through of our polices. A full set of policies can be found in school and on the schools website www.belthornacademy.co.uk These policies provide an overview of the Pre Schools procedures.
Signed (Parent/Carer): ________________________________________________



DATA PROTECTION ACT –
COMPUTER STORED INFORMATION
The information stored on the administrative computer is used to assist the Pre School in the management of personal and developmental records and will be treated confidentially by those members of staff who have a legitimate right to use it.  Access to the data will be governed by a series of computer passwords known only to those authorised by the School Business Manager.
The type of information required by the Pre School and stored on the computer includes:
· The name, date of birth, address and telephone number of the child.
· The names of his/her parents or guardians.
· A record of at least two emergency contact names and telephone numbers.
· The child’s religion (if any).
· The name and address of the child’s doctor and details of any allergies/medical conditions which need to be made known to those caring for the child in Pre School.
· Immunisations.
· The type of diet.
· Ethnic group and language spoken at home.
Much of this information is contained on the Child Entry Record which all parents are asked to complete when registering their child at the Pre School.  In order that data can be kept up to date and accurate, parents are requested to ensure that any changes to their child’s personal details are made known to the Pre School as soon as they occur.
As a registered data user the school will take every precaution to ensure that pupil data will be stored on computer and will only be held and used for specific and lawful purposes and will not be disclosed in any manner incompatible with those purposes.  Any parent wishing to examine the data relating to their child should apply to the School Business Manager for access.
I/we acknowledge receipt of the letter regarding The Data Protection Act

Signed (Parent/Guardian): ______________________________________________
Email address________________________________________________________










PHOTOGRAPH PERMISSION
On occasion the children will be photographed within Pre-School; these photographs may be used to provide evidence of activities carried out in the setting.  They may be displayed around the Pre School, on the Little Bells Blog, on Little Bells Facebook page and Twitter page or placed in your child’s individual portfolio.  Pre-School Students may attend pre-school and as part of their training they need to provide photographic evidence.  We may invite the local media into the Pre School to cover any special celebrations or events.  Other parents are not allowed to take photographs of children except during special events ie. Christmas performance but MUST NOT post on social media sites.  It is the parent’s prerogative to refuse staff and students permission to take photos of their children.
I do / do not give permission for my child’s photograph to be taken
 (please delete as appropriate)
Signed (Parent/Carer): _______________________________________________
PASSWORD COLLECTION
In the event of a friend or relative needing to collect your child from pre-school, who is unknown to nursery staff, we ask you to give them a password which they will be asked for on arrival.  This ensures that the pre-school can verify the correct person.  This password is confidential between staff at pre-school and parents.
Please write your chosen password below:
Password:                     ________________________________________________
Signed (Parent/Carer): _________________________________________________

SUN CREAM
It is parent’s responsibility to provide high factor sun cream for their child for staff to apply if he/she attends the facility for longer than a 3-hour period. 
Parents of children who access 3 hours or less childcare must apply sun cream to their child before the session begins.  Failure to do so will result in the withdrawal of continuous outdoor provision.
I do/do not give permission for Little Bells staff apply the sun cream I have provided. (Please delete as appropriate)
Signed (Parent/Carer): _________________________________________________






ACCIDENTS
The children are closely supervised at all times but, inevitably, we do get our fair share of bumps, bruises and scratches.  Every precaution will be taken to avoid accidents, but it must be remembered that children do receive knocks and bumps during play and physical activities.  
The pre-school records in detail any accidents /incidents of whatever nature, and we ask the parent to read and sign our report.

I acknowledge that children are prone to accidents and understand that this is a part of growing up and development.
Signed (Parent Carer): _________________________________________________

SENCO INVOLVEMENT
If a key worker is concerned about your child’s development/behaviour it is important they gain appropriate advice/guidance from the school SENCO.  If it is decided that outside agencies are required, individual permission from parents will be needed.
I give permission for advice to be sought from the setting’s SENCO:
Signed (Parent/Carer): _________________________________________________

CHILD ACCOUNT – INFORMATION FORM

CHILD’S FULL NAME _____________________________________  Date of Birth ____________
Address______________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________                               
Post Code ______________

We require the details of at least one Parent/Guardian, and their signed acceptance of our Terms and Conditions below:

FULL NAME (Parent/Guardian) ______________________________  Date of Birth ____________
Home phone:___________________________________   Mobile __________________________

Email: _______________________________________________________________________________

TERMS AND CONDITIONS 


I certify that the above information is true and correct. I irrevocably and unconditionally consent to the use of my personal information as required by the Data Protection Acts 1988-2003, and in particular the disclosure of my information to any credit reporting agency for the purposes of listing a default should I default in payment of any accounts. I have read and understand the TERMS AND CONDITIONS (above) of Little Bells trading under Belthorn Academy, which form part of, and are intended to be read in conjunction with this Child Account Information Form and agree to be bound by these conditions. 
Signed ___________________________________     Name _______________________________
Occupation _______________________________________     Date ____________________   

 Little Bells Belthorn Academy Pre-School, Belthorn Road, Belthorn, Nr Blackburn. BB1 2NY Tel: 01254 55620


	Definition and Payment
1.1 Belthorn Academy Primary School trading under Little Bells 
1.2 “Child” shall mean the Child enrolled with Little Bells
1.3 “Parent” shall mean the legal guardian of the Child
1.4 “Guarantor” means either the person (or persons) or entity who agrees herein to be liable for the debts of the Parent or a principal debtor basis.
2. Fees and Payment 
2.1 Fees shall be paid monthly in advance by direct debit, standing    order or direct credit. Date for payment shall be of the essence and will be stated on the invoice and in the payments calendar. If no payment is received by 12 midnight 24 hours after the due date stated, then the child’s place will incur costs and will further be at risk with removal being an option. 
2.2 Subject to review, a late pick-up fee of five pounds (£5.00) per every five (5mins) late shall be charged in respect of Little Bells “Arrival and Departure Policy”. Late drop off does not constitute late collection. If the Child is collected earlier than the stated    contractual time, the full Fees shall still be applicable. 
3. Default and Consequences of Default
3.1 Interest on overdue invoices shall accrue from the date when payment becomes due daily until the date of payment at a rate of two and a half percent (2.5%) per calendar month and such interest shall compound monthly at such a rate after as well as before any judgment. 
3.2 If the parent defaults in payment of any invoice when due, the Parent shall indemnify Belthorn Academy from and against all costs and disbursements incurred by Belthorn Academy in pursuing the debt including legal costs on a solicitor and own client basis and Belthorn Academy collection costs. 
3.3 Without prejudice to any other remedies Belthorn Academy may have, if at any time the Parent is in breach of any obligation (including those relating to payment), Belthorn Academy will have the authority to suspend or terminate the enrolment of the Child where the Fees remain outstanding for four (4) weeks or more and no agreement to pay is in place, and any of Belthorn Academy’s other obligations under the terms and conditions. Belthorn Academy will not be liable to the Parent for any loss or damage the Parent suffers because Belthorn Academy exercised its rights under this clause. 
	3.4 If any account remains overdue after thirty (30) days then an amount of £20.00 shall be levied as an administration fee and shall be levied for each month that the account remains overdue, which sums shall be become immediately due and payable.
4. Termination of the Services 
4.1 In the event the Child is to be withdrawn from Belthorn Academy the Parent shall provide Belthorn Academy with either four (4) weeks’ notice in writing or full Fees for that period in lieu of written notice. 
5. Data Protection Act 1998
5.1 The Parent and the Guarantor/s (if separate to the Parent) authorises Belthorn Academy to:
a) collect, retain and use any information about the Parent, for the purpose of assessing the Parent’s creditworthiness or marketing products and services to the Parent; and
b) to disclose information about the Parent, whether collected by Belthorn Academy from the Parent directly or obtained by Belthorn Academy from any other source, to any other credit provider or any credit reporting agency for the purposes of providing or obtaining a credit reference, debt collection or of listing a default by the Parent on publicly accessible credit reporting databases. 
5.2 Belthorn Academy may also use information about the Parent to monitor and analyse its business. In this connection the Parent authorises Belthorn Academy to disclose personal information to agents or third parties engaged by Belthorn Academy.
5.3 The Parent consents to the transfer of information outside of the European Economic Area for the purposes listed above. 
5.4 Where the Parent is an individual the authorities under (clause 5.1) area authorities or consents for the purposes of the Data Protection Act 1998.
5.5 The Parent shall have the right to request Belthorn Academy for a copy of the information about the Parent retained by Belthorn Academy, and the right to request Belthorn Academy to correct any incorrect information about the Parent held by Belthorn Academy. 







	Fees – From September 2022

	Operating Term Time Only – 38 weeks per year

	Open from 7.15am to 5.30pm

	AM session 7.15am to 12.30pm/PM session 12.30pm to 5.30pm
Lunch within AM session

	15 and 30 hours’ free childcare for 3 and 4-year-olds
All 3 to 4-year-olds in England can get free early education/childcare

	Session Rate
	Free 

	Sessions available
	30 hours = 3 full days
	15 hours = 3 x AM or 
3 x PM sessions

	Lunch
	£2.30 per day

	Snack
	50p per session/£1 all day

	Paid Hours Charges

	Session Rate
	£20 AM/PM session or £40 all day

	Lunch
	Included in AM session rate

	Snack
	Included in AM/PM session rate









1. Eligibility for 15 hours’ free childcare for three and four-year-olds
1.1. All children in England receive 570 hours’ free childcare per year. 
1.2. These hours are usually taken as 15 hours a week for 38 weeks of the year. 
1.3. ‘15 hours’ free childcare is available from the term following a child’s third birthday. 
2. [bookmark: _Eligibility_for_30_1][bookmark: _Eligibility_for_30_2]Eligibility for 30 hours free childcare extended entitlement
2.1. Parents of three and four-year-olds must meet the eligibility criteria below to be eligible for the extended 30 hours’ free childcare:
The parent of the child (and their partner where applicable) is seeking the free childcare to enable them to work.
Each parent earns, or is expected to earn, a weekly minimum equivalent to 16 hours at National Minimum Wage or National Living Wage – this funding limit does not apply if a parent is self-employed and started their business less than 12 months ago.
2.2. Where one or both parents are in receipt of benefits in connection with sickness or parenting, they are treated as though they are in paid work.
2.3. Where one parent (in a couple household) is in receipt or could be entitled to be in receipt of specific benefits related to caring, incapacity for work or limited capability for work, they are treated as though they are in paid work.
2.4. Parents are not eligible if:
The child does not live with them.
The parent or their partner has a taxable income over £100,000.
The parent is from outside the EEA and their UK residence card says they cannot access public funds.
2.5. Parents will check their eligibility for the scheme by using the government’s Childcare Choices website or the Childcare Calculator. If parents are eligible, they will be directed to the digital childcare service to apply.
2.6. Eligible parents will provide the school with their unique eligibility code, National Insurance number and child’s date of birth, along with their written consent, to enable the school to verify eligibility and receive 
future notifications from the LA on the continued validity of the code – parents are encouraged to do this as soon as possible, as they can only start their 30-hours free childcare the term after receiving a decision from HMRC.
2.7. The school will retain copies of documentation to enable the LA to undertake audits and fraud investigations; however, as per the General Data Protection Regulations, it will be stored securely and destroyed when there is no longer any good reason to keep the data.
2.8. If parents cease to meet the eligibility criteria, they will receive a ‘grace period’ of four weeks – i.e. they will continue to receive the 30 hours’ free childcare for a period of four weeks. 
2.9. A child who becomes ineligible during the first half of a funding block will be funded until the end of that following funding block or for as long as they remain under the compulsory school age, whichever is shorter.
2.10. 30 hours’ free childcare can be claimed at the same time as claiming Universal Credit, tax credits, childcare vouchers or Tax-Free Childcare. 
3. [bookmark: _Payment_information][bookmark: _[New_for_September]Eligibility for extended entitlement for children in foster care
3.1. A child in foster care is entitled to an additional 15 hours’ childcare per week (30 hours’ free childcare per week total) provided that the child is aged three, but below the compulsory school age, and the criteria below are met:
Accessing the extended hours is consistent with the child’s care plan, placing the child at the centre of the process and decision making; and
In single foster parent families, the foster parent holds additional paid employment outside of their role as a foster parent.
In two foster parent families, both partners hold additional paid employment outside of their role as a foster parent.
3.2. To receive their free childcare allowance, foster parents must apply directly to the LA by completing the LA’s eligibility form. Foster parents are required by the LA to reconfirm their eligibility every three months. 


4. [bookmark: _Restrictions_on_spending][bookmark: _Payment_information_1]Payment information
4.1. Payments should be made in advance monthly for all lunches, snacks and non-statutory sessions, which parents have booked for their child that month.
4.2. Payments will be made via School Money by credit/debit card.  No transaction fees will be charged. Parents are issued with a secure log in on enrolment to the pre-school.
4.3. Payment is required when a child is on holiday or absent due to illness, as the pre-school must hold the child’s place during this period.
4.4. Payment is required for lunches and snacks when a child is absent due to illness as the catering department order goods based on places booked.
4.5. If a child is absent for a long period due to illness, the pre-school Manager will decide on a case-by-case basis as to whether fees will need to be paid for the period. 
4.6. One month’s notice and payment will be required to withdraw your child from the pre-school. 
5. Difficulty with payments
5.1. The school will work with parents to ensure all avenues for assistance with payments are explored. 
5.2. Parents may face financial difficulties and, understandably, would like to ensure as little disruption to their child’s care and education as possible. Parents and carers experiencing such difficulties should contact Helen Saint, Business Manager, as early as possible, to reach a suitable arrangement for both parties.
PARENTAL AGREEMENT FOR THE PROVISION OF 
EARLY EDUCATION FUNDING (EEF) for TWO, THREE & FOUR YEAR OLD CHILDREN
Please return to the school office:
Claiming your 30 hours’ free childcare
You can check your eligibility by using the government’s Childcare Choices website or the Childcare Calculator. If you are eligible, you will be directed to the digital childcare service to apply and receive your unique eligibility code. 
We will need this code, together with your National Insurance Number and child’s date of birth, to enable us to verify your eligibility with the DfE’s Eligibility Checking System. 
Please complete the below providing the requisite information.
1. Childcare Provider Details
	Childcare Provider/School Name:
	



2. Child Details
	Legal Family Surname:
	
	Legal Forename(s):
	

	Name by which the child is known:
(if different from above):	
	

	Date of Birth:
	
	Male/Female
	

	Home Address:
	



	Post Code:
	

	Documentary proof of DOB seen: e.g. Birth Certificate/Passport
	
	Document recorded by: (name of staff member)

	

	Date document recorded: 
	

	Child ethnicity:
	



3. EEF Placement Start Date …………………………………………………………………………….…………


4. Additional details for children claiming the extended 15 hours EEF places or 2 Year old funding:

	30 hours’ eligibility code:
e.g. 12345678912 – 11 digits
	

	Parent/Carer National Insurance Number:
	


	2 Year old Voucher Code or eligibility reference number:
	





5. Early Years Pupil Premium (EYPP) for Three and Four Year Old Children 

Some three and four year olds are entitled to EYPP which is paid to the childcare provider to enhance the quality of your child's early years' experience by improving the teaching and learning, facilities and resources, with the aim of impacting positively on your child's progress and development.  For more information regarding EYPP speak to your childcare provider.
If you believe that your child may qualify for the EYPP please provide the following information for the main benefit holder to enable the Local Authority to confirm your eligibility.
	
	Parent/Carer 1:
	Parent/Carer 2: (optional)

	Legal Family Surname:
	
	

	Legal Forename(s):
	
	

	National Insurance Number or NASS Number:
	
	

	Date of birth:
	
	



6. Disability Access Fund (DAF)
Three and four year old children who are in receipt of child Disability Living Allowance and taking up their EEF entitlements are eligible for the Disability Access Fund (DAF).  DAF is paid to the childcare provider where the child attends as a fixed annual rate of £615 per eligible child per financial year. 
I understand that the funding is a one-off lump sum payment and is not transferable if my child moves to a different provider part way through the financial year. Subsequent providers will not receive any funding if the DAF has already been paid in that financial year.
	Is your child eligible and in receipt of Disability Living Allowance (DLA)                                 
	
YES   /   NO

	Date copy DLA letter kept on file:
	




If your child is splitting their EEF across two or more childcare providers, please nominate the main childcare provider/school where the Local Authority should pay the DAF.
	Childcare Provider/School Name:
	Ofsted registration/LCC School Number:

	

	















7. Agreed EEF Entitlements   
	Universal  Funded Hours 

	Please enter total Universal EEF hours attended per day:
(cannot exceed 10 hours per day/15 hours per week)
	Total number of hours per week
	Number of weeks per year (e.g. 38, 45, 51)

	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat 
	Sun
	
	

	

	
	
	
	
	
	
	
	

	Total Annual Universal Hours Claimed (cannot exceed 570 per year)

	

	Extended Funded Hours

	Please enter total Extended EEF hours attended per day:
(cannot exceed 10 hours per day/15 hours per week)
	Total number of hours per week
	Number of weeks per year (e.g. 38, 45, 51)

	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun
	
	

	

	
	
	
	
	
	
	
	

	Total Annual Extended Hours Claimed (cannot exceed 570)

	



8. Stretched/Banked Hours 
Where the childcare provider chooses to offer the ability for parents to stretch/bank hours to be used over other periods such as school holidays etc. these days/hours need to be agreed between parent and provider and the following applies: -
· There will be no charge to the parent if the provider offers this flexibility option.
· The maximum EEF entitlement within any week, including the stretched/banked hours cannot exceed 15 universal hours per week and 15 extended hours per week.
· [bookmark: _Hlk72326864]Where a parent gives written notice to their current childcare provider, any hours that have been stretched or banked from a previous term(s) in the current academic year, that have not been used by the end of the required notice period, can be transferred to an alternative childcare provider.
· The maximum hours that can be claimed for my child/ren by the Provider in any term are as follows:

· Autumn – 210 universal, 210 extended
· Spring – 165 universal, 165 extended
· Summer 195 universal, 195 extended

9. Additional Hours and Services
The childcare provider can charge for meals and snacks as part of an EEF entitlement place and they can also charge for consumables such as nappies or sun cream and for services such as trips and yoga.  These charges must be voluntary for the parent.  Where parents are unable or unwilling to pay for meals and consumables, childcare providers who choose to offer the EEF entitlements are responsible for setting their own policy on how to respond, with options waiving or reducing the cost of meals and snacks or allowing parents to supply their own meals.
The childcare provider should ensure their invoices and receipts are clear, transparent and itemised, allowing parents to see that they have received their EEF entitlement completely free of charge and understand fees paid for additional hours.  The provider will also ensure that receipts contain their full details so that they can be identified as coming from them. 
The childcare provider cannot ask the parent to pay any fee associated with their child's EEF place other than a refundable deposit, required to initially secure the place. 
10. Grace Period of Entitlement for the Extended 15 hours 

For children whose parent ceases to meet the eligibility criteria for the extended 15 hours, the child's placement will continue to be funded for the extended 15 hours until the grace period end date as detailed below: -

	Date Parent/Carer receives ineligible decision on reconfirmation:
	Grace Period End date:

	I January – 10 February
	31 March

	11 February – 31 March
	31 August

	1 April – 26 May
	31 August

	27 May – 31 August
	31 December

	1 September – 21 October
	31 December

	22 October – 31 December
	31 March



I understand that the extended 15 hours will not be funded beyond the grace period end date if I become ineligible or fail to reconfirm my details with Childcare Choices by the termly deadlines.  If I fall back into eligibility during the grace period, I also understand that my child's extended 15 hours beyond the grace period are subject to availability.

11. Notice Period and Transfer of Entitlement
As the parent/carer/guardian of the above named child I understand that:
· [bookmark: _Hlk72167535]I shall be entitled to move my child from the above named childcare provider to a new childcare provider, providing I give the childcare provider at least 4 weeks written notice of my intention. 
· Where the written notice is given prior to the termly census, any remaining EEF funding entitlement for the current term will be made available to a new childcare provider, from the end of the written notice period. 
· For any remaining funding entitlement to be made available at the end of the notice period, notice must be given by the Sunday before the termly census date. The termly census dates are as follows:

· Autumn term – the first Thursday in October.
· Spring - the third Thursday in January 
· Summer – the third Thursday in May

· Where written notice is given after these dates there will be no transfer of EEF entitlement for the current term to a new childcare provider.
· Where the above named childcare provides me with written notice at any point in the term, any remaining/unused EEF entitlement will be made available to a new childcare provider, from the end of the written notice period to the last day of the current term






12. Accessing EEF Entitlement Across Multiple Childcare Providers

A Parental Agreement must be completed at each childcare provider where your child claims their EEF entitlement.  Your child can attend a maximum of two childcare sites in a single day.  If your child attends more than one childcare provider, the EEF entitlement will be split between the childcare providers in line with the information recorded in each Parental Agreement. 
Does your child take up any EEF hours at any other childcare provider?   	YES / NO
If yes, please complete the following for the other providers that your child is accessing their EEF entitlement hours. 
	Childcare Provider/School Name:
	Universal 15 Hours

	Extended 15 Hours 

	
	Per Week
	Per Year
	Per Week
	Per Year

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total Hours Across All Other Providers 
	
	
	
	



Note: the total number of EEF hours in Section 7 and Section 12 cannot exceed a maximum of 570 universal   hours and 570 extended hours per year. 
13. Declaration 
I confirm that the information I have provided above is accurate and true. I understand and agree to the conditions set in this document.
I authorise this childcare provider/school to claim Early Education Funding as agreed above on behalf of my child. 
In addition, I also understand and agree that:
- The information I have provided can be shared with Lancashire County Council (LCC) and Department for Education, who will access information from other government departments to confirm my child's eligibility and enable this childcare provider to claim Early Years Pupil Premium (EYPP) or Disability Access Fund (DAF) on behalf of my child. 
-  If I register my child at a childcare provider for 2 year old funding and my child is found not to be eligible, I understand that I will be liable for the full cost of the placement. 
-  For my child to receive the greatest benefit from the EEF entitlement, it is important my child's attendance is in line with the agreed hours detailed above. Whilst it is appreciated that absences may occur due to unforeseen circumstances, I understand that the childcare provider may report my child's absence, in accordance with the childcare provider's safeguarding policy.









	Parent/Carer with legal responsibility
	Childcare Provider

	Name
	

	

	Address Line 1
	

	

	Address Line 1
	

	

	Address Line 1
	

	

	Postcode
	

	

	Email Address
	

	

	Telephone No
	

	

	Signature
	

	

	Date 
	
	




14. Data privacy

The Data Protection Act 2018 puts in place certain safeguards regarding the use of personal data by organisations, including the Department for Education (DfE), local authorities and schools.  The Regulations give rights to those (known as data subjects) about whom data is held, such as pupils, their parents and teachers.  This includes:

· the right to know the types of data being held
· why it is being held
· and to whom it is being communicated

Should you have any concerns relating to how your information or the information relating to your child/ren is being or will be used, please contact your provider or Lancashire County Council.

Please note that information about whether a child is in receipt of Disability Living Allowance is, under the Act, Special Category Data which should be handled appropriately. Providers are asked to pay particular note to advice from the Information Commissioner’s Office on holding personal data including sensitive personal data available at: 

https://ico.org.uk/for-organisations/guide-to-data-protection/principle-3-adequacy/
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