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.
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Admissions Policy
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 sectors of the community and further afield.
· Following an enquiry for a placement a wating list application form will be sent to the parent. Once this has been completed, we will confirm receipt and add your child to our waiting list. On confirmation we require a non-refundable registration fee of £50 that covers our administration and transitional visits for your child. 
· We ensure that information about our setting is accessible, using simple plain English, in written and spoken form and, where appropriate, provided in different community languages and in other formats on request.
· Placements are offered on a first come first basis and will not be held open indefinitely, as we are a charity and would not be sustainable. 
· Transitional visits will be undertaken prior to your child joining the Nursery after sessional days have been offered to your child. These are a necessity so that we can assess the individual needs of your child and for a smooth transition of settling in. We will defer admission until visits are undertaken, for the well-being of your child.
· We offer funded places in accordance with the government’s guidelines for FEE, FF2, and Working families funding. Up to 15 Universal hours, may be claimed subject to availability of sessions. As a registered charity we do not offer the extended 30 hours. 
· Our setting and its practices are welcoming and make it clear that fathers, mothers, other relations and carers are all welcome. We have an open-door policy.
· Our setting and its practices operate in a way that encourages positive regard for and understanding of difference and ability - whether gender, family structure, class, background, religion, ethnicity or competence in spoken English.
· We support children and/or parents with disabilities to take full part in all activities within our setting.
· We monitor the needs and background of children joining our setting on the Registration Form, to ensure that no accidental or unintentional discrimination is taking place.
· We share and widely promote our - Equality of opportunity policy.
· The setting will work in an atmosphere of mutual respect with parents and encourages close links. We expect staff and parents to communicate with respect towards each other. Should an altercation occur the Committee expects the staff to behave professionally in these difficult circumstances, seeking involvement from colleagues where appropriate. Behaviours that are considered serious and unacceptable presented by a parent can be found on our, managing behaviour from visitors’ policy,’ and actions will be taken should they arise; your child could forfeit their placement.
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