
St James Preschool Petts Wood’s Admission Policy
Ofsted Number: EY476213

We operate an inclusion and equality policy and ensure that all children have access to childcare places and services irrespective of their gender, race, disability, religion, belief, or sexual orientation of parents. 

Providing government funded places for eligible 2, 3- and 4-year-olds 

To view the preschool, please call us on 07815 464837 during term time to make an appointment. If, after having visited the preschool, you would like to make an application, you must do so by completing the Registration form and emailing it to us at stjamespreschool@live.co.uk. 

We will acknowledge receipt of your application and confirm that your child has been added to our waiting list.
We arrange our waiting list in order of receipt of application. However, it is our policy to prioritise Looked After Children.*

If applying for multiple children, each child needs their own application. 
We do not accept applications for unborn children; please wait until you are in receipt of your child’s birth certificate before you register with the preschool. 
We do not have a sibling’s admissions policy. All places are offered strictly in the order of parental application.


Offer & Acceptance of a place 

· If you are successful in securing a place for your child, we will contact you prior to the start date to arrange a free-of-charge settling-in session, and advise what sessions we have available. Please note we cannot guarantee to have sessions available on the days you would like. 
· To accept our offer and secure your child’s place, you will be asked to pay a registration fee of £50. This will be refunded the term after your child starts. If this is not received, we will conclude that you no longer want the place and will make it available to the next child on our waiting list.
· Any sessions you have confirmed with us will stand from your child’s start date until the end of that academic year. Any changes you would like to make during the year will be subject to availability which will need to be requested via email to the preschool manager.
· For non-funded children a half term’s notice is required to make any changes, including withdrawing your child. Failure to provide such notice will mean a half term’s fees will be due to the preschool.
· If your child is leaving at the end of the summer term for primary school then we do not require a half term’s notice.


Prior to your child attending our setting, you must:
· Provide a copy of your child’s birth certificate. 
· Complete and sign a Parent Contract.  

All funded sessions are in line with the Government’s Statutory Guidance and Local Authority requirements. When you register your child for their funded place, we will discuss your needs and attempt to accommodate your wishes with due consideration to availability. 

You are not obliged to give us notice for the funded hours however, we respectfully ask that you give as much notice as possible whilst also paying due regard to our notice period for non-funded hours. 
Your child may lose their funded entitlement if they have 3 weeks consecutive absence in any one term. 



My Funded Offer and Charges

All settings registered to accept government funding must have a funded offer for 2, 3- and 4-year-olds. 

Funding claimed over 38 weeks of the year in three terms.

	
	U2YOW*
570 hours per academic year
	TF2YO*
570 hours per academic year
	2YOW*
570 hours per academic year
	3&4YO Universal
570 hours per academic year
	3&4YO Extended* 
1140 hours per academic year

	When:
	
	Monday, Tuesday, Wednesday, Thursday
	Monday, Tuesday, Wednesday, Thursday
	Monday, Tuesday, Wednesday, Thursday
	Monday, Tuesday, Wednesday, Thursday

	Offer:
	NOT CURRENTLY OFFERED
	Option 1
Monday, Tuesday, Thursday, Friday am session 9.00 -12.00 + one Afternoon session 12.45-3.45 = 15 hrs per week
Option 2
2 x full days and 1 am session 9.00-12.00 = 15 Hrs per week.

	Option 1
Monday, Tuesday, Thursday, Friday am session 9.00 -12.00 + one Afternoon session 12.45-3.45 = 15 hrs per week
Option 2
2 x full days and 1 am session 9.00-12.00 = 15 Hrs per week.

	Option 1
Monday, Tuesday, Thursday, Friday am session 9.00 -12.00 + one Afternoon session 12.45-3.45 = 15 hrs per week
Option 2
2 x full days and 1 am session 9.00-12.00 = 15 Hrs per week.

	Option 1
Monday, Tuesday, Thursday, Friday am session 9.00 -12.00 + one Afternoon session 12.45-3.45 = 15 hrs per week
Option 2
2 x full days and 1 am session 9.00-12.00 = 15 Hrs per week.


	Consumables^
	
	£2 per week
	£2 per week
	£2 per week
	£2 per week

	Additional^^
	
	£5.40 for 12.00 to 12.15 each day
	£5.40 for 12.00 to 12.15 each day
	£5.40 for 12.00 to 12.15 each day
	£5.40 for 12.00 to 12.15 each day

	Lunch club^^^
	
	£5.00 Monday and Thursday
	£5.00 Monday and Thursday
	£5.00 Monday and Thursday
	£5.00 Monday and Thursday

	*Eligibility code required. 
^Consumables are: - healthy snacks, wipes, tissues etc. If a parent is unable to pay for consumables or if a parent wishes to provide their own, then the parent and provider can discuss alternative options on how/when a completely free place can be accessed. 
^^This is optional. You can choose to pick your child up at 12.00.
^^^ This is optional. Your child can leave the morning session at 12.00 and return for the afternoon session at 12.45.


	


 


Fees, charges and Free Early Education funding 
· Fees and charges are determined by the Committee and are payable half termly, in the first week of each half term. 
· Free Early Education funding (FEE) is available to all children from the start of the term following the term in which the child has their third birthday.  FEE covers only three hours each session (from 09.00 to 12.00 or 12.45-15.45). 30 hours free childcare is also available, to those parents who meet the criteria (https://www.gov.uk/30-hours-freechildcare) and have a code.  This is dependent upon parents signing in every 3 months to confirm your details are up to date. 
· St James Preschool accepts Tax Free Childcare for those eligible (https://www.gov.uk/tax-free-childcare). 
· If a child is attending another setting, the funding may be spread across both and is dependent upon the parent’s sharing copies of the contract with the alternate setting.  If this is not provided at the point of signing for the funding set up an administrative charge of £50 may be incurred.  Full fees will be payable for any sessions not covered by the funding.  

FEE cannot be claimed for planned absence exceeding three weeks in any term. The Local Authority will be informed of the circumstances surrounding any child who has unplanned absence exceeding three weeks in any term and the Local Authority will decide whether FEE funding can be claimed for the absence.  The parent/carer will need to pay the full fees for any absence in excess of the three weeks in order to retain their child’s place. Alternatively a new application will be required and the place cannot be guaranteed. 


To ensure that we meet requirements with regard to staff to child ratios we can only accommodate four children between the ages of 2 years and 3 years per session so spaces for this age range are extremely limited. This means that if your child is offered a place, it may be after they’ve reached the age of 3 years. 
· There is a minimum session uptake of 3 sessions per week if your child is in receipt of the Early Years funding (any exceptions to this are at the discretion of the pre-school committee). 
· A minimum of 2 sessions per week is required for children under 3. 
You will be contacted the term before your child is due to start, we aim to start most of our children in September but we do occasionally have places for starters in January and April. We aim to start each child at the beginning of each term depending on when their birthday falls.
Each child’s settling in period is discussed with the manager and is based on each child individual needs, but we do ask for a parent to stay for the first settling-in session.
The preschool recommends that you look at other preschools in the area as your child is not guaranteed a space. 

Children with known Special Educational Needs and Disabilities (SEND) 
· We accept children with known SEND where we can make reasonable adjustments to staff ratios, policies and physical features of the setting. We will do all that is reasonable for the purposes of safeguarding or promoting the welfare of the child within the setting




*Looked After Children.
If applicable, you should also advise if you are applying on behalf of a child who is looked after by the London Borough of Bromley (in accordance with Section 22 of the Children Act 1989).

Looked After Children means children who are looked after by local authority in accordance with Section 22 of the Children Act 1989 at the time an application for admission to the preschool is made and whom the local authority has confirmed will still be looked after at the time when he/she is admitted to the preschool, but excluding any child placed by the Local Authority under a Kinship or a Residency Order. 
 
