General Welfare Requirement: Organisation

Providers must plan and organise their systems to ensure that every child receives an enjoyable and challenging learning and development experience that is tailored to meet their individual needs.


Policy 42 - Administration

Admissions

Policy Statement

It is our intention to make our setting accessible to children and families from all sections of the local community. We aim to ensure that all sections of our community have access to the setting through open, fair and clearly communicated procedures.

EYFS key themes and commitments

	A Unique Child
	Positive Relationships
	Enabling Environments
	Learning and Development

	1.2 Inclusive practice
	2.1 Respecting each other
	3.3 The learning environment

3.4 The wider environment
	


Procedures

We ensure that the existence of our setting is widely known and advertised in places accessible to all sections of the community.

We ensure that information about our setting is accessible, in written and spoken form and, we will try to provide information in Braille, or through British Sign Language. We will provide translated written materials where possible where language needs of families suggest this is required 

We arrange our waiting list in birth order. 

We charge a £15.00 refundable administration fee to enrol each child to ensure a place

Obtain proof of Date of Birth Evidence from parent/carer when enrolment form is completed before the child is added to the waiting list.

We keep a place vacant, if this is financially viable, to accommodate an emergency admission.

We describe our setting and its practices in terms that make it clear that it welcomes fathers and mothers, other relations and other carers, including childminders and people from all cultural, ethnic, religious and social groups, with and without disabilities.

We describe our setting and its practices in terms of how it treats each child and their family, their needs arising from English being a newly acquired additional language.

We describe our setting and its practices in terms of how it enables children and/or parents with   disabilities to take part in the life of the setting.

We make our Equal Opportunities Policy widely known.

Occasionally obtain questionnaires from potential parents to seek their opinion as to opening times, dinner clubs and after school clubs to expand our setting and keep up to date with what parents want to avoid excluding anyone and provide a better service.

We consult with families about the opening times of the setting to ensure we accommodate a broad range of family need.

We have a website to provide information and parents/carers are able to access newsletters, term dates and prices.  

We are flexible about attendance patterns to accommodate the needs of individual children and families, providing these do not disrupt the pattern of continuity in the setting that provides stability for all the children.

Ensure all parents/carers receive a copy of the pre-school prospectus before admission.
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This policy is signed by the chair person on behalf of the committee members. All staff receives a copy of this policy in their staff handbook. 

The manager ensures that regular students & volunteers understand the content of this policy and how this is put into practice within our setting.   

Regular Students & Volunteers;

	Dated 
	Name 
	Position 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


