All of our registration and booking is now online. This means you can book what you’d like when
you’d like simply by logging into your account and you can keep your information under your controledit and update at any time from medical information to new phone numbers- that said, it is still no
substitute for face to face contact, so if you’d like to come and look around before booking, please call
us on 01202 429880.
Please read carefully – or even print out - these instructions for completing the online registration. It is a
process which requires several stages to be complete, some of this is done by us and some by you so it
may take several days especially during busy periods (July-September).
Please read and follow them carefully as we can’t activate your account for booking without all the
required information.
1. Complete the initial page with your details, read and accept the T&Cs and read the GDPR statementif you are happy for us to email you activity plans and newsletters, please tick the other box too and
press Register – a new page will open and you’ll now be in your account.
2. Uploading a photo of yourself helps us at pick up time- we can easily identify you. A photo of your
child helps us with collections from the classrooms, the photos are never taken from your account or
used in any other way.
3. You need to add each child you’d like to book with us to your account- please fill this in as fully as
possible. The details on both your profile and your child/ren’s are editable, so you can update your
phone number, address, child’s class, medical requirements etc. whenever you need, but do please
remember to draw our attention to anything which requires us to change how we look after your
child.
4. For those families where parents both have accounts with us and need to book and be invoiced
separately, please use the child/ren’s name to indicate who is booking, for example Joe (mum)
Blogs. With the new on-screen registers, only staff will see this as other parents will only see their
child’s information upon sign in/ out.
5. You will need to ask at least two other adults to be your emergency contacts- they may pick
your child/ren up from club or be contacted if we can’t get hold of you in an emergency. It is very
helpful if they can upload a photo of themselves. Please ask them to complete the initial
registration page ONLY- they don’t need to add the children,
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6. Please advise us that this has been done and who your Emergency Contacts are. We will then link
their account to yours. This ensures things like your child’s medical information and any changes to
passwords etc. will remain under your control and your emergency contacts won’t be able to see it,
but staff in Club will see their name under emergency contacts for your child. (If you ever need to
add or remove someone from your child’s account, please email us on accounts@stclaires.co.uk)
7. We will then need to manually check over your information to ensure our setting is suitable for your
child. As we are a not for profit organisation, we have to meet our costs which means there is a £5
admin’ fee for this. We will call/email you to check through any requirements and to ask which
adults we should link to your child. Once this is done, we’ll assign your child to a Club, will inform
you by email that you are now able to book and give instructions on how to do this.
8. Once Step 7 is complete, you’ll be able to book any sessions and won’t need to go through the
Registration process again- even if a sibling is later added to your account you simply need to call or
email us and we repeat Step 7.
9. When the time comes to cancel your set booked place, please call or email us and we’ll do this for
you. There is a four-week notice period for this. ‘Drop in’ and Holiday Club places cannot be cancelled
so please take care when booking.

Start Registering Now
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