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1. Purpose and scope
This procedure sets out how our setting manages enquiries, admissions, registration and induction for children attending our early years provision on non-domestic premises. It is designed to support fair access, clear communication with parents and carers, and compliance with the requirements of the Early Years Foundation Stage (EYFS), Ofsted registration requirements and relevant local authority expectations in Nottinghamshire County.
This procedure applies to all applications for fee-paying places, government-funded early education and childcare places, and any additional services offered by the setting.
2. Legal and regulatory framework
Our admissions and registration arrangements are informed by the statutory framework for the EYFS for group and school-based providers in England, which sets the standards for learning, development, safeguarding and welfare for children from birth to five. Providers caring for children in this age range must be appropriately registered with Ofsted unless exempt, and group settings operating on non-domestic premises are expected to meet the requirements for registration, suitable premises, suitable people, records, safeguarding and welfare. Nottinghamshire County Council provides guidance and provider documentation for settings delivering funded early education and childcare within the county.
Where children access government-funded early education and childcare hours, those hours must remain genuinely free at the point of delivery. Charges for food, consumables, trips or other extras must be offered on a voluntary basis and must not be a condition of taking up a funded place. Parents and carers will be given clear information about what is included, what is optional, and any alternative choices available.
3. Admissions principles
We aim to operate an open, fair and transparent admissions process. Places are offered without discrimination and in line with our equality, inclusion and SEND commitments. We will make reasonable adjustments, where possible, to support access for children and families.
When places are limited, the following factors will normally be considered in order:
1. Whether the child is already attending and requires a continuity of place.
2. Whether the child is eligible for a funded place and approaching compulsory school age or requires continuity of early education.
3. Whether the child or family has an identified additional need and the setting is able to meet that need safely and appropriately, with reasonable adjustments and available support.
4. Date the completed application was received.
5. The pattern of sessions requested and current availability.
The setting reserves the right to refuse or defer an admission where it cannot safely meet a child’s needs, where the requested sessions are unavailable, or where required registration information has not been provided.
4. Application and allocation process
1. Initial enquiry: Parents and carers may contact the setting to ask about availability, session times, fees, funded entitlements and admissions arrangements.
2. Information sharing: The setting will provide an application form or registration pack, current fee information, key policies and details of any waiting list arrangements.
3. Visit or discussion: Families will usually be offered an opportunity to visit the setting or discuss the provision, routines, settling-in process and any individual needs.
4. Application submission: A place can only be considered once the application form has been completed and returned with any requested information.
5. Allocation decision: The manager or nominated administrator will review applications against availability, staffing ratios, the child’s age, requested sessions and the admissions principles in this procedure.
6. Offer of place: If a place is available, parents and carers will receive a written offer setting out the proposed start date, agreed sessions, fees and any conditions of acceptance.
7. Acceptance deadline: Parents and carers must confirm acceptance by the date stated in the offer. If acceptance is not received by that date, the place may be offered to another family.
8. Waiting list: Where no place is available, the child may be added to the waiting list with the parent’s agreement.
5. Registration requirements
Before a child starts, the setting must receive and review all registration information needed to keep the child safe, meet legal obligations and provide appropriate care. Parents and carers are responsible for ensuring that the information provided is accurate and kept up to date.
The registration pack will normally include the following:
· Child registration form with full legal name, date of birth, address and start details.
· Parent and carer contact details, including all persons with parental responsibility.
· At least two emergency contacts where possible.
· Details of the child’s doctor, health visitor where relevant, health needs, allergies, dietary requirements and medication needs.
· Information about any special educational needs or disabilities, developmental needs, external professionals involved, and any support plans already in place.
· Collection arrangements, named authorised adults and any court orders or restrictions affecting collection or parental responsibility.
· Parents or carers to share if the child is looked after, previously looked after, under the care of a social worker, supported by a family worker or involved with any other relevant professional, including the name, role, agency, telephone number and email address of the professional contact where applicable.
· Consent forms covering emergency medical treatment, outings, photographs where used, sun cream arrangements where applicable, and other routine permissions required by the setting.
· Funding documentation, including evidence of eligibility codes or completed parent declaration forms where funded hours are to be claimed.
The setting may request proof of the child’s date of birth and address, and any other documentation reasonably required to administer the place and comply with funding or safeguarding requirements.
6. Settling-in and start arrangements
We recognise that children settle best when admission is planned carefully with parents and carers. Before the start date, we will agree a suitable induction process, which may include short visits, stay-and-play sessions or staggered starts where appropriate.
A key person will be assigned in line with EYFS requirements. The key person will help the child become familiar with the setting, support communication with the family and help identify any individual needs from the outset.
The child’s place will normally start only once all essential registration documents, consents and emergency information have been received and any agreed financial arrangements have been confirmed.
7. Funded places, fees and charges
Our setting may offer fee-paying sessions and, where applicable, government-funded early education and childcare places in line with local authority rules and eligibility criteria. Information about session times, term dates, invoices and payment deadlines will be provided to parents and carers before a place is confirmed.
7.1 Holding fee
To secure a place, the setting may request a holding fee of £50. This holding fee will be deducted from the child’s first invoice once the child starts. The holding fee may be retained if the place is accepted and the family later withdraws before the agreed start date, except where the setting agrees otherwise or where the place relates solely to funded hours and local rules prevent such a charge.
7.2 Registration and invoicing
All non-funded sessions and chargeable services will be invoiced in accordance with the setting’s fees policy. Parents and carers remain responsible for payment of any agreed charges by the due date stated on the invoice.
7.3 Optional consumables and extras
The setting may offer an optional consumables and extras charge of £10 to contribute toward items such as meals, snacks, trips, sun cream, special activity materials or similar consumables. This charge is voluntary and is not a condition of accessing a funded place. 
7.4 Funded hours transparency
Where a child accesses funded early education and childcare hours, those hours will not be made conditional on the purchase of additional hours, meals, consumables, trips or any other services. Any additional services will be agreed separately and explained clearly in writing.
8. Inclusion and SEND
We are committed to inclusive practice and will work with parents, carers and relevant professionals to support children with special educational needs and disabilities. During the admissions and registration process, families are encouraged to share information about any identified or emerging needs so that reasonable adjustments, risk assessments, staffing arrangements and transition planning can be considered in good time.
Admission will not be refused solely because a child has SEND. However, where a child has needs requiring significant adaptation or specialist support, the setting will discuss with the family and relevant agencies whether the placement can be provided safely and appropriately and what support may be required.
9. Safeguarding and welfare
Admissions and registration decisions will always be underpinned by the setting’s safeguarding responsibilities. The setting will maintain the records, emergency contacts, health information and collection arrangements required to safeguard children. Concerns about a child’s welfare will be managed in line with the safeguarding and child protection policy and local safeguarding procedures.
Where a child is absent for a prolonged period before or after the agreed start date, the setting will follow its attendance and safeguarding procedures, including contacting parents and carers and taking any further action required to ensure the child’s welfare.
10. Data protection and confidentiality
Personal information collected during admissions and registration will be used only for legitimate purposes connected with the provision of childcare, education, safeguarding, legal compliance and funding administration. Records will be kept securely and shared only where there is a lawful basis to do so, including safeguarding, welfare or local authority funding requirements.
Parents and carers should notify the setting promptly of any changes to addresses, telephone numbers, medical information, legal arrangements or emergency contacts.
11. Waiting list, changes and cancellations
Where demand exceeds available places, a waiting list will be maintained. Being placed on the waiting list does not guarantee a future place. The setting may contact families periodically to confirm whether they wish to remain on the waiting list.
Any request to change sessions, increase hours, reduce hours, defer the start date or cancel a place should be made in writing. Changes are subject to availability and the setting’s notice requirements. Any refundable or non-refundable payments will be handled in line with the fees policy and the terms agreed when the place was accepted.
12. Monitoring and review
This procedure will be reviewed regularly and updated when there are changes to statutory requirements, Ofsted expectations, local authority funding conditions or setting practice.
13. Parent and carer acknowledgment
I confirm that I have read and understood the setting’s admissions and registration procedure, including the arrangements for funded hours, optional charges, fees and required registration information.
Name of parent/carer: ____________________
Signature: ____________________
Date: ____________________
7. Funded places, fees and charges
Our setting may offer fee-paying sessions and, where applicable, government-funded early education and childcare places in line with local authority rules and eligibility criteria. Information about session times, term dates, invoices and payment deadlines will be provided to parents and carers before a place is confirmed.
7.1 Holding fee
To secure a place, the setting may request a holding fee of £50. This holding fee will be deducted from the child’s first invoice once the child starts. The holding fee may be retained if the place is accepted and the family later withdraws before the agreed start date, except where the setting agrees otherwise or where the place relates solely to funded hours and local rules prevent such a charge.
7.2 Registration and invoicing
All non-funded sessions and chargeable services will be invoiced in accordance with the setting’s fees policy. Parents and carers remain responsible for payment of any agreed charges by the due date stated on the invoice.
7.3 Optional consumables and extras
The setting may offer an optional consumables and extras charge of £10 to contribute toward items such as meals, snacks, trips, sun cream, special activity materials or similar consumables. This charge is voluntary and is not a condition of accessing a funded place. Parents and carers will be told clearly what the charge covers and what alternatives are available if they do not wish to opt in.
7.4 Funded hours transparency
Where a child accesses funded early education and childcare hours, those hours will not be made conditional on the purchase of additional hours, meals, consumables, trips or any other services. Any additional services will be agreed separately and explained clearly in writing.
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