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CHANGE OF USE/ABSENCE FORM
Please use this form to notify us of any change to your use of the Nursery. 
In line with our child protection and safeguarding policy we ask you to let us know of any absence. Written notification needs to be given AT LEAST 2 WEEKS in advance of any planned absence for us to be able to deduct any meal charges and AT LEAST 8 WEEKS in advance of withdrawal or reduction in sessions.
UNPA reserves the right to levy a month’s charge if full notice is not given.
DATE: ___________________
​​​​
NAME OF CHILD: _______________________________________________________________
Please fill in details as appropriate:

1. My child will be absent on the following dates:

From____________________________________ to__________________________________ inclusive. 
Reason for absence _____________________________________________________________
2.  I would like to change sessions (please tick as appropriate)
From:





To:
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Changes to be made from:    ___ /___ /____
Please note that this is only a request until confirmation is received from the Nursery Manager
3.  I wish to withdraw my child permanently:

Date of last attendance:    ___ /___ /____
Signed:








Date: 
OFFICE USE ONLY

Date received:   ___ /___ /____ Initials: 

Date implemented:  ___ /___ /____Initials: 

