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[bookmark: _GoBack]Account enquiry and Change of Details Form
	Customers Name: 
	
	Date: 
	

	Child/ren’s Name: 
	

	Please complete the required areas and return the the co-ordinator

	Changes to Permanent Bookings: (please tick current days and requested changes). 
(You must give at least one weeks notice when changing days)

		Before School Care: (Current Care)
	After School Care: (Current Care)

	Monday ___  Tuesday___  Wednesday ___
Thursday ___  Friday ___
	Monday ___  Tuesday___  Wednesday ___
Thursday ___  Friday ___



	Before School Care: (Requested Change)
	After School Care: (Requested Change)
	After School Care: (Current Care)

	Monday ___  Tuesday___  Wednesday ___
Thursday ___  Friday ___
	Monday ___  Tuesday___  Wednesday ___
Thursday ___  Friday ___
	Monday ___  Tuesday___  Wednesday ___
Thursday ___  Friday ___

	Proposed Start Date:
	
	Proposed Start Date:  
	


Please note: After submitting your request to change your permanent booking you will be notified regarding the availability and acceptance of the change of days. You will be notified if we cannot accommodate your request at that time.



	Changes to Personal Details:

	Parent’s Name:
	
	Child’s Name:
	

	Address:
	

	
	Postcode:
	

	Home Phone:
	
	Work Phone:
	

	Mobile Phone:
	
	Email:
	

	Other:
	



	Notification to Withdraw Permanent Booking:
 (Please be aware that you must give two weeks notice when withdrawing from the service)

	Last day of Care:
	

	Reason for Cancellation:
	

	

	

	Additional Comments:
	

	

	



	Other Administration Enquiries:

	

	

	



	For the changes/corrections to be made please sign and date:

	Parents Signature:
	
	Date:
	

	Office Use Only

	Data Entry Completed:
	 
	By whom:
	
	  Date:
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