Safeguarding and Welfare Requirement: Information and Records

Providers must maintain records and obtain and share information to ensure the safe and efficient management of the setting, and to help ensure the needs of all children are met.

[image: image1.jpg]Lo,
qor Locs,
o

S

Sdnoso

AWARDS
FORALL



[image: image2.jpg]



The Pavilion, Spitalfield, Marlbank Road, Welland, Malvern,
Worcs.  WR13 6NE

Telephone: 01684 311807

enquiries@wellandpreschool.org                                                       

accounts@wellandpreschool.org                                                                                                                                                                    Reg. Charity No: 1083591

chair@wellandpreschool.org
                                                                                                                                                                          www.wellandpreschool.org
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.
Procedures
· We ensure that the existence of our setting is widely advertised in places accessible to all sections of the community.

· We ensure that information about our setting is accessible and provided in written and, if requested, in spoken form.

· We arrange our waiting list on a first come basis, subject to availability of spaces for the age of the child.
· We describe our setting and its practices in terms that make it clear that it welcomes both fathers and mothers, other relations, and other carers, including childminders.

· We describe how our practices treat each child and their family, having regard to their needs arising from their gender, special educational needs, disabilities, social background, religion and ethnicity or from English being a newly acquired additional language.

· We describe how our practices enable children and/or parents with disabilities to take part in the life of the setting.

· We monitor the gender and ethnic background of children joining the group to ensure that our intake is representative of social diversity.

· We make our Valuing Diversity and Promoting Equality Policy widely known.

· We consult with families about the opening times of the setting to ensure we accommodate a broad range of families' needs.

· 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.

· We offer three sessions per day during term-time.  Morning (9-12noon), lunch (12-1pm) and afternoon (1-3pm).

· A child is eligible to start pre-school once they have reached the age of 2 years, subject to available places and our Admissions Policy. The oldest child will receive preference.

Waiting List

· To enter a child’s name onto the waiting list, a completed application form must be submitted a confirmation email or letter will be returned to the parent/carer.

· Parents/carers will be contacted before their child is due to join us, to arrange a home visit if one is required, and to offer them the opportunity to attend a free session, enabling parents/carers to meet us and see the setting with their child. This will give us the opportunity to discuss their requirements and the sessions available.  
Allocation of Sessions
· Welland Pre-school seeks to ensure that it is genuinely accessible and inclusive to children and families from all sections of the local community.  In most cases, children will be joining our setting at different times as they will be eligible to start after they have reached the age of 2 years. If there is a shortage of places, children will be admitted on a first come first served basis and space availability for the child’s age. 
· Once sessions have been allocated for a child, they will be reserved until he/she leaves pre-school (subject to the Place Acceptance Contracts being completed as required).  
Allocation of Any Extra Sessions (for the start of term)
· Once children on the waiting list have been assigned their sessions & there are still some available places:
· Sessions will be allocated with preference on a first come first serve basis. It may be appropriate to take into consideration the number of sessions existing children attend, particularly those who will be at pre-school for a further year. This will be left to our discretion. In the case of any dispute over the allocation of places, the decision of Welland Pre-school Committee will be final.

· Any places which become available mid-term due to a child leaving will be allocated according to the waiting list.
Place Acceptance Contract
· A ‘Place Acceptance Contract’ will be offered detailing the session/s that have been allocated for each child and wherever possible, the parent/carer’s requirements will have been met.  Parents/carers are welcome to request alternative session/s, subject to availability. The contract will specify the fees and funding for that term.  
· Once the contract has been agreed, signed, dated, and returned to Welland Pre-school it will be considered a legal and binding document.  It will record –

· Parents/carers accept the sessions offered and conditions for that year
· The sessions allocated will be reserved for that child 
· Places are accepted on a termly basis and payment will be required for the full term, irrespective of any absences.  
· However, if the ‘Place Acceptance Contract’ is not signed, dated, and returned by the ‘return date’ those sessions will be subject to being reallocated.  
Mid-term alterations –
· If a child attends Welland Pre-school only, the days a child attends may be increased mid-term if there are available spaces. (*see note below for children attending more than one setting)
· Where possible, Welland Pre-school will consider requests to move days or swap mid-term. 

· Priority will be given for the uptake of additional places, rather than moving/swapping sessions or one-off sessions.
· Either - Days may only be decreased at the start of each term and parents/carers are invited to request an alteration to their reserved days for the following term, subject to available places.
· Or - Parents wishing to decrease their child’s hours must give one month’s written notice which will take them up to the next half term or full-term break. Failure to do this will result in the parent/carer being charged for the sessions.
· If a child has to leave the setting or decrease their hours due to circumstances beyond the parents/carers control, they can write to the Chairperson of the committee, c/o Welland Pre-school, explaining the reasons for the child leaving. They must give half a terms notice to reduce or leave a session.
· Each time a child’s sessions have been changed, a new ‘Place Acceptance Contract’ will be offered for acceptance and the same conditions will apply.
· *Children attending more than one setting - Due to the Worcestershire Provider Agreement and the allocation of funding, children attending more than one setting may only increase or decrease their hours within the first 3 weeks of a new term.  As Welland Pre-school does not receive any additional funding after the first 3 weeks, any changes will result in the parent/carer receiving a bill for the shortfall in funded or unfunded hours for the remainder of the term.

One-off attendance
· If the situation arises whereby Welland Pre-school has a number of unallocated places, there may be the opportunity to send a child to a pre-school session on a day that they are not normally booked to attend.  These additional one-off sessions would be available on a first-come-first-served basis and at the discretion of the staff.  Payment would be required at the time of booking and be charged at a higher hourly rate to cover administration costs.

· Children with special needs will be accommodated wherever possible but the same admissions policy will apply.
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