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        Welcome  
We would like to extend a very warm welcome to you and your child and look forward to 
you joining the Lionwood ‘After School Club’ provision. The Lionwood Schools are both 
part of Inclusive Schools Trust and if you would like to learn more about the Trust, please 
visit www.inclusiveschoolstrust.co.uk 

 
Inclusive Schools Trust is an ethically driven organisation with a relentless focus on raising 
aspirations for lifelong learning. The authenticity behind the title and the deeply embedded 
inclusive culture emanates throughout the organisation and ensures that each school 
reflects the individuality of its community, places the children at its core, celebrates diversity 
and makes inclusion a reality. 

ALL DIFFERENT, ALL EQUAL, ALL LEARNING 
 

In our After School Club we aim to enhance this inclusion and provide the best fun and 
enriched learning experiences possible for every child. Our committed staff work hard to 
provide a stimulating, fun and welcoming environment for all children. This includes 
those children with specific learning difficulties, as well as those who are eager to share 
an enthusiasm and a talented flair. The successes children experience, irrespective of 
their ability, is an indicator of our commitment to high quality, after school care. 

 
Our After School Club actively seeks effective partnerships with parents and carers. We 
firmly believe that together we can help every child to be safe and happy within our 
provision. Children are encouraged to share ideas and wishes to make the After School 
Club stimulating for them at the end of a long school day. 

 
To ensure that your child’s admission into the After School Club is a 
smooth one, please find enclosed our Admission Pack. Within this 
pack, you will find various consent forms. It is important that you 
complete this paperwork and return it to us as soon as possible. 
Please use BLOCK CAPITALS when completing the forms. 
 
A copy of our Wraparound Care Policy and information about the 
session times and costs are available on both Lionwood Junior 
School and Lionwood Infant and Nursery School websites. 

 

 

 

 

 

 

 

 

 

 

 

http://www.inclusiveschoolstrust.co.uk/


Admission Pack Contents  
 

Please complete this admission pack and return it to the school office 

Section Form 

1 Welcome 

2 Contents of this Admission Pack 

3 Admission Form 

4 Food Restrictions 

5 Nut Free School/ASC 

6 Medical Consent Form 

7 Asthma 

8 Provision of Intimate Care 

9 Online Safety 

10 When Using the Internet 

11 Images and Videos Consent 

12 Parent Code of Conduct 

13 Home-ASC Agreement 

 Information for your retention 

14 Attendance 

15 Term Dates 2024-2025 

16 Trust Contact Information 

  

 

 

 

 

 

 

 

 



 

This form sets out to: 

1. Obtain information about you and your child that the ASC needs to register your child with the provision. Our 
privacy notice sets out how we use this information and your rights and is available on the school website. 

2. Obtain information about you and your child that would be helpful for the ASC to use and share but is not a 
requirement to do so. We are seeking your consent for this. 

 
1. Registration Details 
You are required to provide this information to allow us to register your child with the ASC. 

(a) Details of the child to be registered 
Forename (as on Birth Certificate) Other names (also known as) Surname (Legal, not Preferred) 

   

If appropriate, underline the forename by which your child is known Date of Birth 

Current Home 
Address 

 
 
 

Post code 

  

Gender (please tick) 

M 
 

F 
 

If the above is on a military camp, what is the name of the camp?  

 

 

(b)Details of the people who have legal parental responsibility for this child 
We would like this information to allow us to send information to you and to contact you, for example, to keep your 
child safe in the case of an emergency. (Please list in order of priority for contact during the ASC hours.) 
The Education Act 1996 defines a parent to include the natural parents of the child as well as a person who is not a parent but 
who has parental responsibility or who has care of the child. 

 

 Mr, Ms, Mrs 
etc 

Forename Surname 
Home address, if different 
from your child’s 

t/ 
Relationship to your child Email 

 

   

 
Daytime Evening Mobile 

    

 

Admission Form 



 Mr, Ms, Mrs 
etc 

Forename Surname 
Home address, if different 
from your child’s 

 

t/ 
Relationship to your child Email 

 

   

 
Daytime Evening Mobile 

    

 
  The usual arrangements for your child if living with different parents on different days of the week 

 



 

 

Additional Emergency Contacts 

People other than the above who can be contacted in an emergency. 

Mr, Ms, 
Mrs, etc Forename Surname Home address, if different from the child’s 

    

Relationship to the child 
 

Daytime Evening Mobile 
   

Mr, Ms, 
Mrs, etc 

Forename Surname Home address, if different from the child’s 

    

Relationship to the child 
 

Daytime Evening Mobile 

   

Mr, Ms, 
Mrs, etc 

Forename Surname Home address, if different from the child’s 

    

Relationship to the child 
 

Daytime Evening Mobile 
   

 



2.Further details 

Ethnicity (The ASC can only record what information the parent declares in this section.) 

Please tick the box that you believe best describes your child’s ethnicity: 
White Chinese 

British  Chinese  

Traveller of Irish heritage  Black or Black British 
Albanian  Caribbean  

Bosnian-Herzegovinian  Angolan  

Croatian  Congolese  

Greek  Ghanaian  

Greek Cypriot  Nigerian  

Italian  Sierra Leonean  

Kosovan  Somali  

Portuguese  Sudanese  

Serbian  Other Black African  

Turkish  Any other black background  

Turkish Cypriot  Other ethnic groups 
Eastern European  Afghan  

Western European  Arab other  

White Other  Egyptian  

Mixed Filipino  

White and Black Caribbean  Iranian  

White and Black African  Iraqi  

White and Pakistani  Japanese  

White and Indian  Korean  

White and any other Asian background  Kurdish  

Any other mixed background  Malay  

Asian and Asian British Moroccan  

Indian  Thai  

Pakistani  Vietnamese  

Other Pakistani  An ethnic group not listed here: 
Bangladeshi  I do not wish to provide this information  

Sri Lankan Other    

Any other Asian background    

 

Religion  

3.Statement [to be signed] 

a) I agree to the use and sharing of information as set out in paragraph 2 above 
b) I understand that I do not have to give agreement to this and it will not affect the care that my child 

receives 
c) I understand that there may be circumstances where the ASC will still share my information with other 

agencies without my agreement. This will include where it is necessary to safeguard myself or another 
individual or it is necessary for the prevention or detection of crime 

d) I understand that I can withdraw my agreement to the use and sharing of the information at paragraph 
2 above any time (If you wish to do this please write to, email or contact the School Office where your 
child attends) 

e) I understand that the information I have provided in this form will be forwarded to my child’s new school 
when she/he changes school 

f) I believe the information provided in this form to be correct. I will inform the ASC of any changes that 
may occur whilst my child is attending the ASC. 

Signed       
(Parent/Guardian/ 

Child): 

   Date:  

 

 



Food Restrictions  
 

Name of Child......................................................................................................................... 
 

From time to time, your child may have the opportunity to cook, prepare or taste food. This 

will usually be in the context of a topic or for a special occasion such as a party or for the 

daily snacks provided. Please complete the form below to inform us as to whether there 

are any foods that your child must avoid and for what reasons 

 

 

      I agree to my child being allowed to eat food brought into the ASC for 
cooking, preparing, tasting and daily snacks. 
 

 

      As far as I am aware my child has no allergies 

            My child is allergic to the following foods: 

 
            My child is intolerant to the following foods: 

           My child is: 

     Vegan 

   vegetarian 

   pescatarian 

My child does not eat the following foods for religious reasons 

Please make sure you inform the ASC if there are any changes to the above information. 

Signature of Parent/Carer………………………………… 
 

Date ………………………….. 
 



Nut Free Schools/ASC  
 

Both our schools are ‘Nut Free Schools’ and this includes the After School Clubs. 
 

We have children in the school who suffer from nut allergies who can develop a severe, 
potentially life-threatening allergic reaction. The reaction can be caused by not just eating 
nuts but also being touched on the skin. 

Please could we ask that children DO NOT have nut products in the lunch boxes such as: 
 

• Peanut butter sandwiches 
• Chocolate spread sandwiches 
• Cereal bars 
• Some granola bars 
• Cakes that contain nuts 
• Biscuits / Cookies that contain nuts 
• Peanut butter cakes 
• Food contains sesame seed or oils  

 
This list is not exhaustive. Please check the packaging carefully. 
 
Children are not allowed to access their lunch boxes during ASC because of the potential 
risks above.  
 
ASC will supply all snacks, food tasting and cooking experiences to avoid any potential 
risk factors.  
 
Thank you very much for your cooperation and support. 

 
 

 

 

 

 

 

 

 

 

 

 

 
 



Medical Consent Form  
 
Name of Child......................................................................................................................... 
 
We require this information to keep your child safe and to provide appropriate pastoral care. 

          Child’s Doctor: 
Name of doctor & surgery: Contact details of GP practice / Health Centre: 

  

 
Illness: Does your child suffer from any of the following? Please circle the appropriate choice: 

Asthma / Bronchitis Fits, faints, convulsions or blackouts Wheezing with colds or exercise 

Allergies, hayfever or eczema Ear trouble or poor hearing Speech problems 

Eye trouble (glasses, squint 

etc.) 
Poor co-ordination/balance Other 

Please give details:  

 

Medication / Therapy / Hospital Visits: 

Does your child take any regular medication? (inhalers, tablets, injections) Yes No 

If yes, please give details: 

Does your child attend hospital/therapy sessions on a regular basis? Yes No 

If yes, please give details: 

Form continues on the next page...



Medical Consent Form  
 

Name of Child......................................................................................................................... 

 

Has your child any illness/injury requiring hospitalisation? 

If yes, please give details: 

 

Does your child have an Education, Health and Care Plan (EHCP) Yes/No 

If yes, please give details: 

 

 
Development: Do you have any worries about the following? Please circle the appropriate choice. 

Health Eyesight Weight Physical 

development 
Toilet problems 

Eating Hearing Speech Behaviour Other 

Please give details:  

 

Immunisation: Please complete the chart below and give dates if known (optional). 

Name of Vaccine 1st dose 2nd dose 3rd dose 

Diphtheria/Tetanus/Polio/Whooping Cough    

Meningococcal C (Meningitis C)    

MMR (Measles, Mumps, Rubella)    

Pre-School Booster (DTP)    

It is important that these are up-to-date. You can find out which immunisations your child has had by looking in 
your child’s health record (red book) or by checking with your GP. You should speak to the GP or practice nurse if 
your child has not had these vaccinations. 

 

 
Form continues on the next page...

A member of staff may administer medicine in ASC if your child has been prescribed medicines, such as 
antibiotics, by a doctor, and this needs to be taken 4 times a day. Parents will need to sign- in the medication 
at the school office before any medication can be administered. If the medication is of a general nature, such 
as Calpol or aspirin, then parents are welcome to give the medicines themselves in ASC time but staff may not 
administer it. 



Medical Consent Form  
 

Name of Child......................................................................................................................... 

 
  I give permission for ASC staff to apply sunscreen when considered 

necessary and I support the school’s Sun Safety Policy. 

 
I am happy for the ASC to administer First Aid to my child and to use antibacterial 

wipes during First Aid if needed. 

 
I will provide the ASC with my most recent emergency contact telephone 

numbers and email addresses. I will update the ASC immediately if any changes 

occur so that I can be contacted in the event of an emergency. 

 
 

 
Signature of Parent/Carer………………………………… 

Date ………………………….. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



As far as I am aware my child has no allergies 

Asthma  
 

Name of Child......................................................................................................................... 

 
We annually check and update our information for those children with asthma. We ask all 

parents to complete and return this form. 

 
We have an ASC asthma register which is available to all staff. It is therefore important 

that we collect the information below so that the register can be kept up to date. 

 
The ASC may ask parents/carers to complete a ‘School Asthma Card’ and/or ‘Parental 

Agreement to Administer Medicine Form’ when handing in a child’s inhaler at the 

school office, a second inhaler will be held at the ASC wherever possible the school 

usage inhaler will be transferred daily to ASC. 

 

 My child does not suffer from asthma. 

I understand that if my child is newly diagnosed as asthmatic during the course 

of the school  year, I will notify the school/ASC so that their records can be 

updated. 

 
 My child does suffer from asthma and details of their medication/inhaler is 

detailed below. 

 

 
If your child uses an inhaler, we would ask you to: 

 

• ensure all inhalers are labelled with your child’s name 

• inform us if medication changes at any time 

• provide the ASC with a spare inhaler. This will be held separately by ASC in case 
the inhaler runs out or is forgotten. 

 

 
Reliever inhalers are kept in a box in the ASC and are immediately accessible to trained 

staff, who will administer the medication when required as per the asthma records. ASC 

staff remind children whose asthma is triggered by exercise to take their reliever inhaler 

before sporting and high energy sessions. 

 
Signature of Parent/Carer………………………………… 

Date ………………………….. 

 



Provision of Intimate Care  
 

Name of Child......................................................................................................................... 

 
If a child wets or soils themselves while they are in ASC, it is important that measures 
are taken to have them changed (and if necessary cleaned) as quickly as possible. 

 
Our team are experienced at carrying out this task if you wish them to do so or, if 
preferred, the ASC can contact you or other emergency contacts on your child’s 
record who will be able to attend without delay. 

 
The schools have an Intimate and Personal Care Policy which is available on request and is 
followed by the ASC. 

           Please complete the information below 
 

I give consent for my child to be changed and cleaned by the 
ASC staff if they wet/soil themselves. (Please tick) 

 
Yes: 

  
No: 

 

If you tick NO to the above, the ASC will discuss with you how, if the occasion 
arises, your child will be looked after. Please read the following statement. 

 
If my child wets or soils themselves, the ASC will contact me or other emergency 
contacts on their ASC record to organise for my child to be cleaned and changed. I 
understand that in the event that I (or any other emergency contact) cannot be 
contacted, staff will act appropriately and may need some level of physical contact in 
order to aid my child. 

 
Signature of Parent/Carer………………………………… 

Date ………………………….. 

 

 

 

 

 

 

 

 

 

 



Online Safety  
 

Name of Child......................................................................................................................... 

 
All ASC attendees can use computer facilities including internet access via IPADs 

Parents/Carers’ Consent for Internet Access: 
As the Parents/Carers of the above child, I give permission for my child to have access 
to the internet and to the ICT IPADs at ASC. 

 
I know that my child will be, at an age-appropriate level, taught about how to use the 
internet safely and the importance of doing so. 

I understand that the ASC will take every reasonable precaution, including monitoring 
and filtering systems, to ensure that attendees will be safe when they use the internet 
and ICT IPADS. I also understand that the ASC cannot ultimately be held responsible 
for the nature and content of materials accessed on the internet. 

I understand that my child’s activity on the ICT IPADs will be monitored and that 
the ASC will contact me if they have any concerns about any possible breaches of 
the acceptable use policy. 

 
I understand as a Parent/Carer, it is my responsibility to monitor my child’s internet use at 
home, including social networking sites such as Facebook, Instagram, Snapchat and X. 

I understand that children under the age of 13 should not be accessing social 
networking sites. 

Children’s Agreement: 
 

When my child uses the ASC ICT systems (IPads) and accesses the internet in ASC 
they will agree to: 

• Only use websites that an ASC adult has told them or allowed me to use 
• Only use them when an ASC adult is present, or with an ASC adult’s permission. 
• Keep their username and passwords safe and not share these with others. 
• Keep their private information safe at all times and not give their name, address or 

telephone number to anyone without the permission of their ASC adult or Par-
ents/Carers. 

• Tell an ASC adult immediately if they find any material which might upset, distress 
or harm them or others. 

• They will be kind to others and not upset or be rude to them. 
• Look after the ASC  ICT equipment and tell an ASC adult straight away if something 

is broken or not working properly. 
• Save their work on the school network. 
• Log off or shut down an ASC adult when they have finished using it. 
• I agree that the ASC will monitor the websites my child visits and that there will be 

consequences if they don’t follow the rules. 
 

Signature of Parent/Carer………………………………… 

Date ………………………….. 



 

 



Images and Videos Consent  
 

This section explains the reasons why and how the ASC may use images and videos of 
your child. Please read the form thoroughly and outline your agreement as appropriate. 

Why do we need your consent? 

The ASC requests the consent of parents/carers to use images and videos of their child 
for a variety of different purposes. Without your consent, the ASC will not use images and 
videos of your child. 

Why do we use images and videos of your child? 

The ASC use images (photos) and videos of attendees in ASC to celebrate ASC life and 
attendees achievements. This is to promote the ASC on social media and on the school’s 
website and for other publicity purposes in printed publications, such as newspapers. 

Where the ASC uses images of individual pupils, the name of the pupil will not be 
disclosed. Where an individual pupil is named in a written publication, a photograph of 
the pupil will not be used to accompany the text. If, for example, a pupil has won an award 
and their parent/carer would like their name to be published alongside their image, 
separate consent will be obtained prior to this. 

 
The ASC may take images or videos of individual or group attendees to use on social 
media, the school’s website, in the schools brochures. Photos and videos are taken on 
school/ASC cameras only. 

Who else uses images and videos of your child? 

On occasion, the ASC is visited by local media and press, who take images or videos of 
ASC events. Attendees will appear in these images and videos and these may be 
published in local newspapers, or on approved websites. Archant Limited (a local 
newspaper organisation) may therefore use images and videos of your child. Where any 
organisation other than Archant Limited intend to use images or videos of your child, 
additional consent will be sought before any image or video is used. 

What are the conditions of use? 

• The ASC will not use the personal details or full names of any pupil in an image or 
video, on our website, in our schools’ brochures or any other printed publications. 

• The ASC will not include personal emails or postal addresses, telephone or fax num-
bers on images or videos on our website, in the schools’ brochures or any other 
printed publications. 

• The ASC may use pictures of pupils and teachers that have been drawn by pupils. 
• The ASC may use work created by pupils. 
• The ASC may use group or class images or videos with general labels, e.g. ‘ASC Run-

ning Club’. 
• The ASC will only use images and videos of pupils who are suitably dressed, i.e. it 

would not be suitable to display an image of a pupil in swimwear. 
• Inclusive Schools Trust is a GDPR compliant organisation and privacy notices are 

available on the Trust website. 
 

 



Images and Videos Consent  
 

Amending and withdrawing your consent 

This form is valid for the entire time that your child is at ASC which is part of Inclusive 
Schools Trust. Parents/carers have the right to amend or withdraw their consent at any 
time. If you would like to amend or withdraw your consent, you must submit your request 
in writing to the school office for the attention of the ASC. A new form will be supplied to 
you to amend your consent accordingly and it will require a signature. Withdrawing your 
consent will not apply to any images or videos that have been shared prior to withdrawal. 

Consent will also be revised where any changes to circumstances occur – this can 
include, but is not limited to, the following: 

• New requirements for consent, e.g. an additional social media account will be used 
to share ASC attendees’ images and videos. 

• Changes to an attendee’s circumstances, e.g. safeguarding requirements mean an 
attendee’s image cannot be used. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Images and Videos Consent  
 

Name of Child......................................................................................................................... 

 

Images and Videos Consent by Parent/Carer 
Please read the following conditions thoroughly and provide your consent as appropriate 
by ticking either ‘Yes’ or ‘No’ for each category. The ASC will only publish images and 
videos of your child for the conditions that you provide consent for. 

I provide consent to: 
 

Category 1 – External Permissions 

• Using images of my child on the school website. 
• Using videos of my child on the school website. 
• Using images of my child’s work on the school website. 
• Using images of my child on social media, including the following: 

· x 
· Facebook 
· Instagram 

• Using videos of my child on social media, including the following: 

· x 
· Facebook 
· Instagram 

• The local media (Archant Limited) using images of my child to publicise 
school/ASC events and activities. 

• The local media (Archant Limited) using videos of my child to publicise 
school/ASC events and activities. 

• Using images of my child in marketing material, e.g. the school brochure. 
 
 

 
Please note – Ticking yes will grant permission to all items in the Category 1 list 

 

YES NO 

  

Category 2 – Internal Permissions 

• Using images of my child in ASC to be displayed in school and used in 
records and assessments. 

• Using images of my child, in group photos, in ASC for these images to 
be displayed in school/ASC and used in my child’s records and as-
sessments and other children’s records and assessments. 

• Sharing my child’s data with a school-appointed external photography 
company for official school/ASC images parents/carers are able to pur-
chase. This includes: 

· First Name or Unique Pupil Number 
· Class 

 
Please note – Ticking yes will grant permission to all items in the Category 2 list 

 

YES NO 

  

 
 

Signature of Parent/Carer………………………………… 

Date ………………………….. 



Parent/Carer Code of Conduct  
 

Name of Child......................................................................................................................... 

 
Our Parent/Carer Code of Conduct Policy is available to read on the Inclusive Schools 
Trust website. 

I understand my obligations under the Parent/Carer Code of Conduct and agree to 
comply fully with them. I will ensure that my conduct does not breach this code in any 
way, including not: 

 
• Being abusive or threatening to any member of the school community 

• Dressing in an inappropriate manner 

• Behaving inappropriately or aggressively in any way 

• Being discriminatory towards any member of the school community 

• Trespassing on the school/ASC property 

• Smoking, drinking alcohol or taking any illegal or harmful substances on the school 
premises 

• Sending inappropriate, abusive or aggressive messages to ASC staff 

• Requesting to ‘follow’ or ‘friend’ ASC staff on social media 

 
Signature of Parent/Carer………………………………… 

Date ………………………….. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

• Keep everyone safe at ASC 
• work hard and challenge myself 
• use an indoor voice in ASC 
• be a good friend to everyone 
• listen carefully when someone is talking 
• speak kindly to everyone 
• walk inside the school/ASC buildings 
• be caring and helpful 
• wear my school uniform 
• look after my belongings and my school/ASC Room 
• talk to an adult if I feel unhappy or need help 

 

Signature of Child………………………. Date ………………… 

Home ASC Agreement  
 

 

•  care for your child’s safety and happiness in a caring and stimulating ASC environment 
• ensure that your child is a valued member of our ASC Club in which relationships are built on mu-

tual support, respect, responsibility and trust 
• encourage and expect high standards of work and behaviour 
• provide a broad and balanced fun session and aim to meet the individual needs of your child 
• keep you informed about general ASC matters and about your child’s involvement in ASC 
• be open and welcoming and offer opportunities for you to become involved in the daily life of the 

ASC. 
• encourage your child to take care of their surroundings and others around them 
• encourage independence and ownership of the ASC and its surroundings 
• Include your child in decision making about key issues where appropriate 

Signature of ASC Lead …………………………. Date ………………… 

 

 

 

•  see that my child goes to school regularly and on time 
• notify the school and explain any absences 
• support the ASC’s rules and expectations for behaviour as laid out in our Behaviour policy 
• support the ASC’s policies on Safeguarding and Equal Opportunities 
• support my child with opportunities for learning outside of ASC 
• approach ASC staff to have discussions about my child’s sessions 
• see a member of ASC staff if I have any concerns or issues 
• inform the ASC of any changes of circumstances as soon as possible 
• adhere to the Parent Code of Conduct available on the Trust website 

Signature of Parent/Carer………………………. Date ………………… 

 

  

 

 

 

 

 

 

 

As an ASC provision we will: 

 

As parent(s)/carer(s) I/we will: 

 

 As a pupil I shall try to: 
 



Holiday Provision We currently sign post to BIG NORFOLK with details available on Norfolk 
County Council Website http://www.norfolk.gov.uk   

 

 

 

Inclusive Schools Trust 

Registered Office: 

Lionwood Infant and Nursery School 

Telegraph Lane East 

Norwich 

NR1 4AN 

Tel: 01603 516164 

Email: office@istnorfolk.co.uk 

Website: www.inclusiveschoolstrust.co.uk 

http://www.norfolk.gov.uk/
mailto:office@istnorfolk.co.uk
http://www.inclusiveschoolstrust.co.uk/

