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Our Preschool is very committed to providing a fair and open admission system that offers a competitively priced and good value service.  We aim to make Pawlett Preschool accessible to children and families from all sections of the local community.  In order to achieve this aim, we operate the following admissions policy:

Admissions

We ensure the Preschool is widely advertised in places accessible to all sections of the community.

We ensure that all the information about our Preschool is accessible - in written and spoken form, and, where appropriate, in different languages.  Where necessary we will try to provide information in Braille, or through signing, or an interpreter.

When a parent/carer contacts the Preschool enquiring about a place for their child, they will be given all the relevant information they require, including details of this policy on admissions and fees, and be informed of whether there is currently a suitable place for their child.

We describe the Preschool and its practices in terms which make it clear to both Fathers, Mothers, Carers and other relations.  The Preschools practices are described in terms of how it treats other individuals, regardless of their gender, special educational needs, disabilities, background, religion, ethnicity or competence in spoken English.  The Preschool enables children with disabilities to take part in the life of the Preschool.

Gender and Ethnic background are monitored to ensure that no accidental discrimination is taking place.  Our equal opportunities policy is widely known.  Parents/Carers will be consulted regarding opening times to avoid excluding anyone.  Attendance patterns are flexible to accommodate the needs of individual families.  Parents/Carers will be informed of the key-worker system in place to inform them of progress made at Preschool by their child.

If a suitable place is available the parent/carer and, where possible, the child will be invited to visit the Preschool and speak to members of staff.  If the parent/carer agrees to abide by all the terms and conditions of admission, including the payment of fees and arrangements of payment, they will be given a welcome pack to complete, which includes all relevant information and admission forms.

Once the admission is secure, the chairperson, or a designated member of staff, will contact the parent/carer concerned to arrange a date for the child’s first session at the Preschool. 
For children aged 2 years old starting at the Preschool, for the first term they will be required to attend for morning sessions only which are from 9-12pm for the purpose of a slower settling in process due to their age. After the first term, staff will then assess whether the child is ready for longer sessions or needs a little more time with morning sessions and their settling in process. 
At this stage, the provisions of the Settling in Policy will also come into operation.

In the interest of safeguarding any child in our care it is important that the Supervisor at the Preschool is aware who has legal guardianship of a child, and any issues surrounding the breakdown of parents relationships that may affect the child/ren in our care (for example who collects them from Preschool).  Information will of course be treated in the strictest of confidence.


Waiting List 

To ensure that admissions to the Preschool are offered on a fair and transparent basis, the following procedure will apply to the management of the waiting lists:

· If, on making an enquiry about a place for their child, a parent/carer is informed that there is not currently a suitable place available, the Preschools waiting list procedure will be explained and then activated on the parent/carers behalf.
	
· Parents/carers will be encouraged to submit their request for a place for their child to the Preschool in writing.  The details of the request will be placed on the waiting list, in the order they are submitted.
	
· The waiting list will be kept and used on a first come first served basis.  The Preschool will advise the parent/carer of how long they are likely to have to wait before a suitable place becomes available.  This information will only be an estimate and not constitute a binding guarantee from the Preschool.  In addition to the policy the Preschool may also consider the vicinity of the home to the Preschool and siblings already attending the Preschool.
	
· When a vacancy becomes available, the supervisor will contact the parent/carer whose child is suitable for the place and highest up on the waiting list.
	
· If that parent/carer still wishes to take up the place for their child, they will be asked to complete the Admissions Form and follow the remaining steps of the outlined procedure above.

· If the parent/carer concerned no longer wishes to take up the place the parent/carer of the next suitable child on the list will be contacted.


Reviewed by the committee on ……………………………….

Sign ………………………………  Print name ……………………………………

Next review due …………………………………………
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