ADMISSIONS and SETTLING IN POLICY
Policy Statement

All Kids will operate a fair and non-discriminatory admissions policy making our setting available to all sections of the local community. The terms and conditions applicable to our setting will be fully explained to parents and carers in order to ensure we have provided a transparent and clear picture of how membership of All Kids will impact on the child and family. Every opportunity will be given during the settling in process for children to become familiar with key staff and for parents to meet key personnel whilst having ample time to discuss any pertinent matters. 
All Kids recognise that leaving a child can be a traumatic experience for parents and the child and will do everything possible to alleviate any concerns whilst explaining the potential benefits to all parties.

In order to comply with this policy we will follow the procedure set out below:
Procedure

As part of our Ofsted registration we are restricted to the number of children we can accommodate at any one time within each age group. Any enquiry will be processed by Steve who will seek confirmation from Jacky or Sarah that a suitable space is available at the time requested.

Steve will then arrange for a ‘show round’ for parent(s) and child/children, which is a compulsory part of our admissions procedure. Steve will seek guidance from Sarah and/or the Room Leader before arranging the date and time.

If the family request a place the Admissions pack will either be sent immediately or later if the start date is some time away. The Admissions pack contains documents that need to be returned to us (the Registration form, the Parental Consent form, the All About Me form, the Health and Additional Needs form, the Tapestry form, the Funding form and the Contract) and information for parents to keep (Parent Information Sheet, Fee Structure  and Our Commitment to Safeguarding). The paperwork needs to be completed and returned to us before we can confirm how we plan to meet the needs of the child. Steve will advise parents of the date that the form should be returned to us and will take responsibility for ensuring that this happens. Steve is responsible for checking and dealing with any queries arising from the Registration form, the Parental Consent form, the Tapestry form, the Funding form and the Contract. Sarah is responsible for checking and dealing with the All About Me Form and the Health and Additional Needs form.  Once Sarah is satisfied then the weaning sessions will be arranged.
The staff involved with the weaning sessions will normally be the room leader and/or the key worker and anybody else deemed appropriate. Sarah will decide who is best placed to arrange the weaning session and instruct them accordingly.
The purpose of the initial weaning session is for the child and their parent(s) to have the opportunity to meet the team and to experience time in the environment during a normal session. At the second wean the parent will have an opportunity to spend time away from their child with appropriate personnel. This will give time to review the paperwork, sign the tapestry agreement, complete any relevant funding forms, sign the contract and have the opportunity to discuss any pertinent matters. Appropriate personnel may be the Room leader, Key Worker, Sarah and/or Steve dependent upon the individual circumstances.  The outcome of all of this will determine if we consider it is in the best interests of the child to start on their proposed hours on the requested start date or if a more individual plan is required.
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