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Admissions policy 

Statement of intent
It is our intention to make our setting accessible to children and families from all sections of the local community. 

Procedures
This policy aims to ensure best practice for admission to Stowupland Pre-School, to enable the maximum number of children from the local community to access their full free early years funding entitlement.  We aim to ensure that all sections of our community have access to the setting through open, fair and clearly communicated procedures.


We are committed to providing a fair and admission system where each applicant is considered fairly and objectively.
We aim to deliver flexible care and education, acknowledging that family circumstances differ widely and with the aim of assisting those who work and those seeking to gain employment.
We offer places in line with guidelines set out by Suffolk County Council (SCC) which stipulate various conditions regarding lengths of sessions.
We are committed to all families having equality of opportunity and working towards including children of all needs. Please see our Equality Policy.  

Eligibility 
· Any child can attend Stowupland Pre-School, there is no catchment area. Priority is not dependent upon proximity to the setting. 
· Children can attend Stowupland Pre-School until statutory school age; after their fifth birthday. If parents choose for their child to stay at the setting and defer their child’s school space, they will then be offered a school place in Year One at their chosen School. 
· Attendance at Stowupland Pre-School does not guarantee a place at any specific school and parents must apply separately for the School of their choice.
· We operate a waiting list system, where places are offered as per our agreement with Suffolk County Council. We acknowledge children’s varying needs when allocating spaces. Please see appendix 1 for ‘oversubscription criteria’.
· Places are offered on sessional availability.
· We offer Parents/Carers the option of ‘topping up’ their child’s 15 or 30 free funded hours if required.
· We will endeavour to admit any child who is a Looked After Child whenever required (dependent upon capacity and availability at the point of request).

This policy also takes into account whether a child’s sibling already attends the setting. 


Capacity 
The flooring spacing, as per the Early Years Foundation Stage, means the setting can have 27 children per session offering 15 and 30 hours government funded hours per week to eligible 2, 3 and 4 year olds.  Parents are also given the option of paying for additional sessions if required.  

The number of children that can be admitted to our setting will depend upon a number of factors including how many children already attend, their ages, the amount of floor space we have and the staffing ratios we must have.
Wherever possible, we will try to give your child a place at our provision.  Sometimes we may be able to offer you a place but the exact sessions you have requested may not be available.  If this is the case, we will let you know and we can have a discussion about what we may offer.
If there are no places available, we will add your child’s name to our waiting list.  We would also advise you to contact the Family Information Service on 0345 60 800 33 who will be able to support you to find a place for your child.
Sometimes there are fewer places than the number of children wanting them.  If this happens, we use the oversubscription criteria in Appendix 1 to help us decide who will be offered places.

If there are not enough spaces for children requesting places, and it is not possible to distinguish between applicants in a particular category, then a random ballot will take place.

Points of admission
Priority will be given to 2 year old children in receipt of government funding of 15 hours (Golden Ticket) and a place
offered to them the term after their second birthday.  You can find the full 2 year old eligibility criteria on the Suffolk County Council Website.
Funded 2, 3 and 4 Year Olds need to make sure funding codes are sent to Stowupland Preschool before the start of the term.  
Fee paying children, aged two, three or four will next be offered places in date of birth order and will 
be eligible as soon as they turn two.

We are open Monday to Friday term time only, 8.30am to 4.00pm. Parents are required to provide their child with a packed lunch.  Funding hours are available between the hours of 8:30-11:30 and 12:30-4:00.  

The 15/30hour provision offered at Stowupland Pre-School can be tailored to meet individual needs and circumstances. From September 2023, the setting will allocate the funding to be used between the hours of 9am and 3pm only.  Please talk to us if you would like more details to help you decide what pattern of attendance is best for your child. 


Purchased Hours
Parents can purchase additional time.   Additional hours of childcare can be purchase at £7.30. The lunch hour is a cost of £5.  The purchase of additional sessions should be arranged with the Preschool Manager. 

Please see our Payment Policy for further details.

Additional sessions, days of due to illness and other details
Additional sessions booked on a regular basis will remain allocated throughout the year, subject to fees being kept up to date. Parent/carers will be asked to sign the Agreement to Pay form which states when payment is due and agreement to our Payment policy and procedure.
Days off for illness or other reasons cannot be refunded, unless exceptional circumstances are agreed with the setting Manager.  Payment should normally be made by BACs, cash or cheque. 
We reserve the right to reallocate a place following a period of 4 weeks non-attendance.
We accept payment by childcare vouchers – please ask for the scheme details.
Occasional bookings for additional sessions should be made through the main office and are subject to availability.  Payment for these should be made in advance.
Children attending full days can use their funded hours sessionally, with the minimum session time being 3 hours. The maximum hours we can claim for in one day is 6.5 hours.  
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.
We recognise that the cost of registered childcare and education may seem expensive to a parent/carer.  However, providing a high quality, safe and stimulating service is costly and to ensure the continued high standards and sustainability of the service, we must ask parents and carers respect our policy in respect of fees.
When a parent/carer contacts the setting enquiring about a place for their child, the administration process will be explained.  They will be informed whether there is currently a place available for their child and/or when a place may become available.
If a place becomes available, the parent/carer and the child will be invited to visit our setting.  This is an ideal opportunity for parent/carers to ask questions about the setting.  If the parent/carer agrees to abide by all the terms and conditions of administration, including the level of fees and arrangements for payment, if applicable they will be asked to attend a ‘settling in’ visit and a start date for the child will be agreed.
Inductions visits are arranged to enable the child to settle in at Stowupland Pre-School and one is offered free of charge.
If there is no availability at the time of inquiry, a child can be added to our waiting lists if the parent is happy to do so.

Equality of access
We widely advertise our setting and our services; ensuring that all sections of the community are made aware of our provision. We strive to make this information accessible to all.
We will provide translated written materials where language needs of families suggest this is required, as well as access to an interpreter. Where necessary, we will try to provide information in Braille, or through British Sign Language.
We regularly monitor the gender and ethnic background of children joining our setting to ensure that our intake is representative of the social diversity within our community. 
We consult with families about the opening times of our setting to ensure we accommodate a broad range of families' needs. Any changes to opening times are considered carefully and decisions to lengthen or shorten opening hours are discussed with parents/carers.


Appendix 1: Oversubscription Criteria

If there are more applications that places available, Stowupland Pre-School will then use the following criteria to decide:

· Children who are already attending our provision and wish to extend their hours with us.
· Looked After children (Children in Care) and previously looked after children (children who were looked after, but ceased to be so because they were adopted or became subject to a child arrangements order or special guardianship order, immediately following having been looked after).
· Children who are the subject of a recognised child protection plan (under current legislation and drawn up by social care services) where a specific school nursery placement is identified.
· Children who are eligible for 2, 3 and 4 year old funding.
· Children whose siblings currently access our provision.
· Children of UK services personnel.
· Children of Roma, Travellers, refugees and asylum seekers.


Policy Declarations 

Agreed by Chair of Committee			Date:

Print Name:                                         
   
Signature





Agreed by Setting Manager				Date:

Print Name:                                         
   
Signature








Frequency of review:     6 monthly		Annually 	Two Yearly    



Staff Declarations 


I declare that I have read and understood the above named policy. I will endeavour to uphold the principles and ethos of this policy, and follow the procedures as described. 

	Staff Members Name
	Signature 
	Date
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