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.


Holmhirst Pre School
Admissions
Policy statement

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 sections of the community.
· During the COVID Pandemic, we will follow Government guidance regarding admissions. 
· 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.

·  We arrange our waiting list in birth order. In addition, our policy may take into account:

· the age of the child, with priority given to Children who are eligible for the free entitlement;

· the length of time on the waiting list;

· the vicinity of the home to the setting; 

· whether any siblings already attend the setting; and 

· the capacity of the setting to meet the individual needs of the Child.
· Oversubscription: The following order of priority is proposed in order to support childcare for those in greatest need when the demand for places outstrips the places available.

· Looked after Children and previously looked after children.

· Special Educational Need or Disability (SEND)

· Vulnerable children.

· Parent with exceptional need.

· Sibling at the same setting.
· We offer funded places in accordance with the Code of Practice for eligible 2, 3&4yr olds and any local conditions in place at the time.

· We offer 30hr EFE entitlement to a minimum 50% of our places per session. This may be increased at the discretion of the Pre School Management Committee dependant on places available and demand.

· We take Children from 2.5yrs of age. 

· We keep a place vacant, if this is financially viable, to accommodate an emergency admission.

· Our setting and its practices are welcoming and make it clear that Fathers, Mothers, other relations and carers are all welcome.

· 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 Valuing Diversity and Promoting Equality Policy. We promote Fundamental British Values of Democracy, Rule of Law, Individual Liberty and Mutual Respect and Tolerance of different faiths and beliefs.
· We/ consult with Families about the opening times of our setting to ensure that we accommodate a broad range of families' needs.

· We are flexible about attendance patterns to accommodate the needs of individual Children and Families, providing these do not disrupt the pattern of continuity in the setting that provides stability for all the Children.
· Failure to comply with the terms and conditions may ultimately result in the provision of a place being withdrawn.

COVID19

· All Pre Visits to the Pre School by prospective Parents will be carried out after normal Pre School hours and cleaning procedures will be implemented to sanitise before and after each visit.

· Pre School will keep settling in sessions to a minimum. Parents will be encouraged to stay with their Child for a short time on admission. Parents / prospective Parents MUST wear a face covering when entering the Pre School unless medical exempt. 

· The Key Person will liaise with Parents / Carers via zoom during the pandemic. 

· Children’s records will be updated taking into account any closures of the Pre School. 

Settling-in

· Before a Child starts to attend our setting, we use a variety of ways to provide his/her Parents with information. These include written information, prospectus and policies, and admission forms.
· During the half-term before a Child is enrolled, we provide opportunities for the Child and his/her Parents to visit the setting.
· The key person introduces themselves to the Parents and liaises with them regularly during the settling in period. 
·  We use pre-start visits at which a Child attends to explain and complete, with his/her Parents, the Child's registration records.
· When a Child starts to attend, we explain the process of settling-in with his/her Parents and jointly decide on the best way to help the Child to settle into the setting.
· We have an expectation that the Parent, Carer or close relative, will stay for part of the session during the first week, gradually taking time away from their Child; increasing this time as and when the Child is able to cope.
· Younger children will take longer to settle in, as will children who have not previously spent time away from home. Children who have had a period of absence may also need their Parent to be on hand to re- settle them.
· We judge a Child to be settled when they have formed a relationship with their key person; for example, the Child looks for the key person when he/she arrives, goes to them for comfort, and seems pleased to be with them. The Child is also familiar with where things are and is pleased to see other children and participate in activities.
· When parents leave, we ask them to say goodbye to their Child and explain that they will be coming back, and when.
· We recognise that some children will settle more readily than others, but that some children who appear to settle rapidly are not ready to be left. We expect that the Parent will honour the commitment to stay for at least the first week, or possibly longer, until their Child can stay happily without them.

·  We reserve the right not to accept a Child into the setting without a Parent or Carer if the Child finds it distressing to be left. This is especially the case with very young children.

· Within the first term of starting, we discuss and work with the Child's Parents to begin to create their Child's record of achievement.
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