RISING STARS HENDERSON EARLY CHILDHOOD CENTRE
Enrolment Agreement Form

Child’s Details: (Child’s official identity document must be presented for enrolment)

Child’s official given name:

Child’s official middle names:

Child’s preferred name/Child is known by:
Child’s date of birth:

Ethnic origin(s):

Information required by the Ministry of Education

Iwi your child belongs to:

Child’s official surname:

Male Female

Home Language:

Child’s primary residential address: Postcode:
Parents / Guardians:

Mr, Mrs, Ms. First Names: Mr, Mrs, Ms. First Names:

Surname: Surname:

Address: Address:

Post Code: Relationship: Post Code: Relationship:

Phone (Home):
Phone (Work):

Phone (Mobile):
0O To receive priority updates by SMS/ Text
(tick if you agree)

Occupation:

Email:

Phone (Home):
Phone (Work):

Phone (Mobile):
O To receive priority updates by SMS/ Text
(tick if you agree)

Occupation:

Email:

Emergency Contacts (non-parents/guardians):

Mr, Mrs, Ms. First Names:
Surname:

Address:

Post Code: Relationship:
Phone (Home):

Phone (Work):

Phone (Mobile):
0O To receive priority updates by SMS/ Text
(tick if you agree)

Occupation:

Email:

Mr, Mrs, Ms. First Names:
Surname:

Address:

Post Code: Relationship:
Phone (Home):

Phone (Work):

Phone (Mobile):
O To receive priority updates by SMS/ Text
(tick if agree)

Occupation:

Email:

Privacy Statement: All personal information on your child will be kept securely and remain confidential.
Any changes to this form must be signed and dated by the parent/guardian.
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Doctor:

Name: Phone:

Name & Address of Clinic:

¢ Enrolment Details:

Date of Enrolment: / / ___ Date of Entry: / / Date of Exit: / /

Please Note: 20 Hours ECE is for up to six hours per day, up to 20 hours per week.

Days Enrolled: Monday Tuesday Wednesday Thursday Friday

Times Enrolled: Total number
of hours:

For 20 Hours ECE fill out boxes below with the hours attested e.g. 6 hours

20 Hours ECE at this Total number

service of hours:

+10 ECE hours

20 Hours ECE at Total number

another service of hours:

With Effect From:
Parent/Guardian Signature: Date: / /

4 20 Hours ECE Attestation: (3 to 5 Year Olds only)

1. Is your child receiving 20 Hours ECE for up to six hours per day, 20 hours per week at this service?
Tick One Yes D No D
2. Is your child receiving 20 Hours ECE at any other services? Tick One  Yes I:I No I:I
If yes to either or both of the above, please sign to confirm that:
= Your child does not receive more than 20 hours of 20 Hours ECE per week across all services.
= Your authorise the Ministry of Education to make enquiries regarding the information provided in the
Enrolment Agreement Form, if deemed necessary and to the extent necessary to make decisions about
your child’s eligibility for 20 Hours ECE.
= You consent to paying the optional charges that contribute towards the costs of providing higher
teacher-child ratio, having more than 80% qualified Staff, additional hours of care, extra resources and
equipment available, portfolios and meals provided for your child.
= You consent to the early childhood education service providing relevant information to the Ministry of

Education, and to other early childhood education services your child is enrolled at, about the
information contained in this box.

Parent/Guardian Signature: Date: / /

Privacy Statement: All personal information on your child will be kept securely and remain confidential.

Any changes to this form must be signed and dated by the parent/guardian.
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¢ Dual Enrolment Declaration

| hereby declare that my child is not enrolled at another early childhood institution at the same times that he/she
is enrolled at Rising Stars Henderson Early Childhood Centre.

Parent/Guardian Signature: Date: / /

Custodial Statement

Are there any custodial arrangements concerning your child? Yes/ No

If YES, please give details of any custodial arrangements or court orders (a copy of any court order is required)

Person/s who CANNOT collect your child: (If applicable)

Name: Relationship:

Name: Relationship:

Health

llinesses
Allergies:

Special Diet:

Is your child up-to-date with immunisations? Tick One  Yes No

(Please provide verifications of all immunisations)

Immunisations record sighted and details recorded: ~ OFFICE USE ONLY Tick One Yes No

Medicine

Category (i) Medicines

A category (i) medicine is a non-prescription preparation (such as arnica cream, antiseptic liquid, insect bite
treatment) that is not ingested, used for the ‘first aid’ treatment of minor injuries and provided by the service
and kept in the first aid cabinet.The service must provide specific information about the category (i)
preparations that will be used

Do you approve category (i) medicines to be used on your child? Tick One  Yes No

Name/s of specific category (i) medicines that can be used on my child, provided by service:

Parent/Guardian Signature: Date: / /

Privacy Statement: All personal information on your child will be kept securely and remain confidential.

Any changes to this form must be signed and dated by the parent/guardian.
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Category (iii) Medicines

To be filled in if your child requires medication as part of an individual health plan, for example for an on-going
condition such as asthma or eczema etc and is for the use of that child only

Individual health plan completed and signed: Tick One  Yes No

Name of medicine:
Method and dose of medicine:

When does the medicine need to be taken: (State time or specific symptoms)

Parent/Guardian Signature: Date: / /

4 Optional Charges: (if applicable)

If you request Optional Charges, this agreement must be included as part of your service’s Enrolment Agreement
Form.

For further information on Optional Charges please refer to Chapter 4 of the Early Childhood Education Funding
Handbook.

1. The optional charge is for:
= Meals $6/day or $25/week if child attends 5 days
2. lunderstand that if | agree to pay for the optional charge, Rising Stars Henderson may enforce payment.

3. The agreement to pay the optional charge will continue throughout the enrolment. Optional charge is
charged on a weekly basis, Rising Stars Henderson do not pro-rate the optional charge if your child is absent
or closed on a Public Holiday. However if your child is absent throughout the week, we will deduct the full
week of the optional charge.

4. The rules about making changes to the agreement are:
= A week notice in advance to cancel the optional charge.
5. | understand that that optional charge is not compulsory and if | choose not to pay there will be no penalty.

6. | agree/do not agree (select one) to pay the optional charge for the activities/items specified in this
enrolment agreement form.

Parent/Guardian Signature: Date: / /

Privacy Statement: All personal information on your child will be kept securely and remain confidential.

Any changes to this form must be signed and dated by the parent/guardian.
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Required Information for Licensing Purposes — | give permission for my child to:-

= Attend small local walks with an adult with an adult to child ratio of no more than 1 adult to 3 children
Yes / No

= Be taken by Ambulance to a medical centre in the case of an emergency Yes / No

= Be photographed for the purposes of assessment, planning and evaluation and the photos to be displayed

in children’s portfolios and on display within the centre Yes / No
= Be photographed and published for our www.nzrisingstars.co.nz website and/or Facebook Yes / No
= Have the Centre sunscreen applied if my child does not have his/her own Yes / No
= Have his/her face painted if he/she requests Yes / No

Policy Information (Please read carefully)

= Policy Statement: We have a number of policies that set out the procedures that are in place for the care
and education of the children who attend. We strongly urge you to read these. The signing of this
enrolment agreement form indicates that you will abide by the policies of this service, and understand how
you can have input to policy review.

= Fees Schedule and Policy: | have read the fees schedule and agree to abide by the policy to pay the
current week and week in advance, and | agree to provide 2 weeks' paid notice for my child's cessation.

= Centre Information Booklet: Please ensure you have read the information in the Centre Information
Booklet provided in the Enrolment Pack as it covers such things as medical information and ways in which
we can help you and your child settle into the service.

= Privacy Statement:

= We are collecting personal information on this enrolment form for the purposes of providing early childhood
education for your child.

=  We will use and disclose your child’s information only in accordance with Privacy Act 1993. Under that Act
you have the right to access and request correction of any personal information we hold about you and
your child.

= Details about your child’s identity will be shared with the Ministry of Education so that it can allocate a
national student number for your child. This unique identifier will be used for research, statistics, funding
and the measurement of educational outcomes.

= You can find more information about nation student numbers at www.minedu.govt.nz/parents
= All personal information on your child will be kept securely and remain confidential.

Please tell us how you heard about our Centre

¢ Parent Declaration

I declare that all the above information is true and correct to the best of my knowledge, and confirm
enrolment of my child at Rising Stars Henderson Early Childhood Centre.

Parent/Guardian Signature: Date: / /

¢ Service Declaration OFFICE USE ONLY

| declare that this form has been checked and all relevant sections have been completed.

Service Provider Signature: Date: / /
0 Identity Document copied and sighted on (date)
O Immunisation Record O Driver’s Licence/Passport O Custody Documents

Privacy Statement: All personal information on your child will be kept securely and remain confidential.

Any changes to this form must be signed and dated by the parent/guardian.
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Terms & Conditions- Fees Schedule and Policy

Please read these terms and conditions carefully and discuss anything that is not clear
with us. [t is important that you understand these terms and conditions, together with the
Enrolment Form and Centre Information as they set out the provision of early childhood
care by Rising Stars Early Childhood Centres. Your understanding of the terms and
conditions and completion of the Enrolment Form is also important to enable us to
provide high quality childcare for your child.

Payment Terms
* Fees are to be paid at least one week in advance..

* Failure to make arrangements for any overdue account balance may result in a
child’s enrolment being suspended and the debt being passed on to a debt
collection agency. Parents will be responsible for any associated costs incurred.

Enrolment Fee
* Anon-refundable enrolment fee of $50.00 is payable upon enrolling your child
to confirm their enrolment at the Centre.

Payment Methods
* Fees are payable by automatic payment or direct debit to our bank account

(preferred option).
¢ EFTPOS and/or Cheque can be made at Reception.

Enrolment/Withdrawal
* Once a child is enrolled and a start date is given, all booked sessions will be

charged whether your child attends or not.

* Atwo weeks advanced written notice is required for cessation of enrolment.
Fees are payable during this notice period.

Family Discount
¢ Where two children from the same family/legal guardian attend full time at the
Centre, a 10% fee discount is applied to the youngest child.

*  Where three children from the same family/legal guardian attend full time at the
Centre, a 30% fee discount is applied to the youngest child.

Work and Income Subsidy
* WINZ childcare subsidies are available for fee assistance depending on the level of
your total family income. Please discuss this with the Administrator. If you believe
you are eligible for a Work and Income subsidy, please read the Work and Income
information sheet available at the Centre.

* WINZ subsidy is only part payment for fees. Even if you are eligible for a Work and
Income subsidy, it remains your responsibility to ensure your account is paid in
advance at all times and to pay any part of your fees which are not covered by a
subsidy.

Privacy Statement: All personal information on your child will be kept securely and remain confidential.

Any changes to this form must be signed and dated by the parent/guardian.
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* Always ensure your application/renewal is lodged with Work and Income prior to
your child attending the centre, or prior to expiry of the current subsidy.

e [tis your responsibility to keep Work and Income informed of any changes in
circumstances or care arrangements and also to ensure Work and Income are fully
informed of any benefit you may be receiving under the 20 hours ECE scheme
and/or sibling discounts. Any refund of benefit to Work and Income is the
responsibility of parents and guardians.

20 Hours ECE Subsidy
* The Government provides “20 HOURS ECE” subsidy for children 3 to 5 years old.

o Please note that the rate contributed by the government does not cover: The
cost of providing higher teacher : child ratio, extra resources and equipment
available to the children, additional hours of care, administration costs to
implement and maintain the 20 hours ECE policy and meals provided by the
centre.

Collection of Children
The Centre is licensed by The Ministry of Education until 530pm Monday to Friday and
must close strictly this time. Your child must be collected no later than this. Please contact
the Centre if due to unforeseen circumstances you are unable to collect your child prior to
the Centre closing.
If we have not been able to contact you or any of your emergency contacts and you have
not contacted us within one hour of closure of the Centre, we reserve the right to contact
the local Police.
Children may only leave the Centre with:

1. Adults listed on the enrolment form, or;

2. With an adult whose name and relationship to the child has been made known to

the Centre by parents, prior to picking up the child.

Late Pick Up Fees
Centre Closing time
* Please note that a penalty of $5 per 5 minutes (or part thereof) may be charged if
you fail to collect your child after 530pm.

Session Times
* Please inform us immediately if you know you will be late to pickup your child, you

will be charged $5/hr (or part thereof) or $15/hr (or part thereof) in the event
if you did not notify the centre that you will be late.

Holidays & Absences
¢ Statutory Holidays are charged in full.

* The normal fee will be charged when your child is absent due to sickness or any
other reasons.

* No fees will be charged for additional days the Centre is closed over the Christmas
period.

*  You may be entitled to 3 weeks annual leave at a reduced charge of 50% of your
normal fee during the year providing a two weeks written notice is given. These

Privacy Statement: All personal information on your child will be kept securely and remain confidential.

Any changes to this form must be signed and dated by the parent/guardian.
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must be used in blocks of one week or more. After these three weeks, full payment
is required for absences. If you receive a WINZ subsidy, the 50% reduction will
only be for the parent fee portion.

Attendance

If your child is absent due to illness or holidays, please make sure that you advise the
Centre. The time of your arrival and departure must be written in the daily sign in sheet
and you are required to sign daily. In an emergency this sign in sheet is used to ensure al
the children are accounted for.

Change of Hours/Additional Days
¢ Should you require an additional day on a temporary or permanent basis, you must

first speak to the Centre Manager or Administrator to ensure that there is a place
for your child. If there is, then you must fill out a change of hours form. A one
week written notice is required if you wish to change the permanent booking of
your child.

SMS/ TEXT Messages

By ticking the box, you are granting permission to receive SMS/ Text messages from us.
SMS/ Text messages will be for the purpose of emergency notifications, reminders, PIN
code notification or account related. There will be no marketing or promotional message
send from us.

Privacy Act
Any information we hold about you/ and or your child from the completed enrolment form, or

otherwise, is required by the Centre to enable us to comply with statutory requirements and/or
to enable the Centre to contact you or to ensure the appropriate care and education of your
child. Any information held by the Centre is strictly confidential to the Centre and follows the
principles of the Privacy Act 1993.

Agreement
In signing these agreements and the Enrolment Form for your child, you agree to the Fees

Schedule and Policy and the provisions of the Enrolment Form.

Parent acknowledgement:

In signing these

I, (Parent/Guardian name) have read the above fees

schedule policy and agree to abide by the policy to pay the current week and a week in
advance. [ also agree to provide 2 weeks paid notice for my child’s cessation.

Parent/Guardian Signature: Date :

Privacy Statement: All personal information on your child will be kept securely and remain confidential.

Any changes to this form must be signed and dated by the parent/guardian.
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