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ADMISSION & OPERATIONAL POLICY 
It is our intention to make our pre-school accessible to children and families from all sections of the community regardless of gender, race, language, culture, disability or learning difficulties. We welcome fathers, mothers, carers/guardians, childminders etc. The admissions policy is made available to parents through our website and at the setting.

ADVERTISING:

We ensure that our pre-school is known in the local area in a number of ways.  Regular articles are placed in local parish magazines, notices are put in places where all sections of the community can see them and we also hold open days.  

We develop links with the local schools where the children move on to, to ensure good transitions.
REGISTRATION:

Registration is for children who are from 2 years of age. The number of 2-year-old children in a session will be determined by the staffing levels and number of 3-year olds and above, in attendance at any one session.  Although we are registered to accept 26 children per session, we prefer sessions not to exceed 24 children. If we were to find that we were approaching maximum numbers, priority will be given to those children from the catchment area of Hainford and Stratton Strawless, and whose children will be attending Hainford Primary Partnership School. Thereafter, any new intake offered to children, would initially be for a reduced number of sessions per week, until numbers on our registered decreased below the maximum per session. This would certainly be offered by the following September when some children have moved into school. We will keep a place vacant to accommodate emergency admissions.  
As part of the registration process, parents/carers will be required to provide documentation to evidence their child's date of birth. This is to confirm they have reached the eligible age for the free entitlements.  

We offer a free introductory session to the pre-school whereby parents/guardians/carers and children are invited to visit for a session prior to entry. At present only one adult we be allowed to accompany the child  on initial enquiry we send out our pre-school Prospectus.  Following acceptance of a place, further documentation is forwarded whereby there are a number of forms which must be completed, signed and returned to our setting prior to a child/children beginning at the pre-school.  This is a Welfare requirement of the Early Years Foundation Stage.  We recognise the need to be flexible about attendance patterns and can be accommodating to the needs of individual children and families.  
ENTRY CRITERIA:

Places are offered using the following criteria:-

· The individual needs of each child.

· The age of the child. 

· Children who are 2 years will be offered sessions if available, or places in the following September.  Children attending for more than one year will be offered two sessions in the first instance, unless spaces are available.  

· If a child is the sibling of a brother or sister attending pre-school, or who has attended in the recent past. 

· The position of the waiting list. 

· Children from the catchment area of Hainford and Stratton Strawless, and whose children will be attending Hainford Primary Partnership School.

· We strive to be a fully inclusive pre-school. All children will be treated according to their needs in line with the pre-school’s policy for equality of opportunity. No child will be denied admission because of his or her creed, race, physical ability or academic attainment. Where a child has a particular need e.g., wheelchair access the committee will make reasonable adjustments to ensure the child’s needs are fully met.

A name on the waiting list does not commit a family to taking a place if one is offered.  If a parent no longer wishes to hold a place on the waiting list, they must inform the pre-school supervisor.  
Please refer to the settings SEND policy concerning the SEND support on offer to the children and how we support families to choose the right setting for their child with SEND.

We aim to identify all children that may attract any additional funding such as EYPP, DAF, SEND Inclusion Fund and any locally available funding streams with a view to submit a claim/application to support and improve their outcomes.
HOURS OF OPERATION / INTAKE:

Early education is offered to families 38 weeks of the year. The funded hours can be claimed- 

Monday 9:15am-3:15pm

Tuesday 9:15am-12:15pm, lunch 12:15-1:15pm

Wednesday 9:15am-3:15pm

Thursday 9:15am-3:15pm

Friday 9:15am-3:15pm
We will work with parents to ensure that as far as possible the hours/sessions that can be taken as free provision are convenient for parents.
ADMISSION FORM

All parents/carers must complete an Admissions Form before their child starts at pre-school, giving emergency contact numbers which must be kept up to date.  These forms are kept in a secure place, accessible to staff.  
Updating information on a child’s Admission Form:

It is essential that important information on the Admission Form be kept up to date.  

It is the responsibility of parents to inform the pre-school of any important changes to:-

· Domestic arrangements that could affect the collection of a child, e.g., a court order in respect of the residence of a child, or in respect of whom the child is able to have contact with.

· Parental responsibility agreement. 

· Home or work telephone numbers, or changes to mobile telephone numbers. 
COLLECTION OF CHILDREN:
Parents will state on the Admissions Form who is able to collect their child after each session and inform us in advance if there is to be any change on a particular day.  (For one off collections that are different to the norm, the Pre-school has a book for parents/carers to sign.  For example, if a child is going home to lunch with a friend).  

It is essential that children are collected promptly after each session.  If a parent is more than 15 minutes late, contact telephone numbers will be tried. 

In the unlikely event that after that time, no communication can be established with emergency contacts, and the premises are due to be vacated, two staff members will remain at the setting with the child, at least one of whom will be the pre-school Supervisor or Deputy.  If all authorised avenues for collection have been explored without success, the pre-school Supervisor or Deputy will contact the Social Care and Health helpline for assistance.  
FEES:
Fees are paid in a lump sum at the beginning of each half term or from the start date of the child.  We regret money is only refunded in exceptional circumstances.  Money is not refunded if a child misses’ sessions to go on holiday or is unwell.  There is a 25p reduction per session for the second child of a family at our group, unless the first child is in receipt of Government funding. 

In cases of hardship, the Chairperson can be approached to discuss alternative terms for payment of fees.
Children in receipt of Government Funding: 
Early Education funding is offered within national parameters:

· no session is longer than 10 hours

· there is no minimum session length

· funding is not claimed before 6am or after 8pm

· funding can only be claimed at a maximum of two sites per day.

For those children who attend the pre-school who qualify for government funding, there is a requirement under our setting that advanced notice must be given, where possible, if there is to be a change to attended sessions which results in a reduction to the current number of sessions attended, or placement at another setting commencing.   

This does not mean however, that your child’s attendance cannot be reduced at any time; it only means the funding received for sessions cannot.  

It is not within our policy, under our Pre-school, to pay back funding to other settings once it has been claimed.  We therefore need to make you aware that you will be accountable to pay for sessions at other settings, until the transfer of funding has been arranged accordingly.    
Late pick-up Fee:

A ‘late pick-up fee’ will be charged to parents who are late in picking up their child/children outside of our usual pre-school setting times, if this occurs on more than one occasion.  Late pick up of children results in two members of staff having to remain at the pre-school outside the normal Pre-school hours, until a parent / carer / guardian arrives to pick them up, as well as the pre-school having to incur a fee set by the Village Hall Committee for the extension of opening hours.  The fee charged will incorporate these additional costs and will be non-negotiable. 
SETTLING IN:
We want children to feel safe and happy in the absence of their parents, to recognise other adults as a source of authority, help and friendship and to be able to share with their parents afterwards the new learning experiences enjoyed in our group.  In order to accomplish this:

· Parents/Guardians/Carers are welcome to visit our group with their child prior to admission. At present only one parent my come with their child due to restricting infection rates.

· Parents/Guardians/Carers are encouraged to stay with their child for as long as they, and the staff, feel is necessary for the child's benefit.  This may be more difficult at the moment being careful with social distancing with other children in the setting but we will always work with families to support this process and, we will make every effort to support families for as long as it takes to settle their child into the setting.

· Our admission procedures are flexible to allow us to meet the individual needs of families and children whenever possible.

· We will encourage parents, where appropriate, to separate from their children for brief periods at first, gradually building up to longer absences and we will reassure those parents whose children seem to be taking a long time settling into the group.

· Before the child starts parents/carers are asked to fill in a child profile information sheet to highlight their interested and development and progress.

· Children are allocated a Key Person (and back up Key Person) before the child starts, to help the child to become familiar with the setting and to feel safe and confident within it.  

The Key Person helps to meet the needs of each child in their key worker group i.e., observing and planning for each child, maintaining records, and gets to know the child and their parents. 

Children cannot play or learn successfully if they are anxious and unhappy.  We feel that parent's expectations will be met by creating a happy stress-free environment with equal opportunities for each child, including special needs.  We aim to help parents to help their children to feel comfortable in our group, to benefit from what we have to offer, and to be confident that their parents will return at the end of the session. 

For children who attend more than one setting, with parents’ consent, a letter will be sent to the other setting to share information and to assist with transitions.

KEYPERSON SYSTEM:

We operate a ‘Key Person’ system, whereby every child is allocated a member of staff as their Key Person before they start pre-school.  The key-person will be particularly aware of the child’s needs; both on a day-to-day level within the session and over the longer term, ensuring that our planning will support their individual needs and development, in consultation with their family.  See Keyperson policy.
It should be noted that at any time, a member of staff can be available to speak to parents/carers if they have any questions, concerns or worries.  It is preferable that this is either at the end of a session or if notification can be given, staffing adjustments can be made to allow this to happen during a session.  Meetings with respective Keypersons can be arranged routinely.  Equally, if the members of staff have any concerns or worries regarding a child, please be assured that they would ask to meet with parents/carers straight away, either formally or informally.  Staff members will always make time to speak to parents who need them, either immediately or by appointment. More information on our Keyperson system can be found in our Keyperson Policy.
OUTINGS, EVENTS and VISITORS:

Hainford Pre-school Learning Alliance aims to provide occasional outings and events in a safe, well planned and organised manner, which provides opportunities for children to learn through play.  

Visits are arranged to venues such as a fire station, railway station, and farm in addition to outings to local attractions such as the beach and play barn, etc.  When we leave the premises for a visit, our ratio of adults to children is always one adult to two children to ensure maximum safety.  

Outings Procedure:-  We will not be doing any outings until we have been advised but the government and Local Authority it is safe to do so.

· The pre-school will consult with staff, committee, children and parents/carers before planning an outing. 

· Hainford Pre-school will carry out a risk assessment identifying potential hazards on the journey and at the location of the outing.  

· Detailed information about the outing will be distributed to all parents / carers. 

· The staff will organise a pre-visit to the location. 

· The necessary consent forms and relevant documentation are completed and returned to the group prior to the outing. 

· On outings there will be a ratio of one adult for every two children. 

· Parents who accompany the group on visits are responsible for the safety and well-being of their own child.  

· The staff, together with allocated parents, are responsible for the children whose parents are not with us on that occasion.  

· A qualified First Aider is always present during outings. 

· A First Aid kit, mobile phones and emergency contact numbers / details of the children attending are always taken on the outing by the Supervisor or Deputy Supervisor.  

· Keyperson groups will be arranged for each trip.

Transport:

When travelling by private vehicles, there will be a minimum of two adults in each vehicle and each child is restrained by an age-appropriate child safety seat.  Parents able to transport pre-school children are asked to sign to confirm that they have adequate insurance and that their vehicle has a current MOT certificate.  Staff will not be requested to use their own vehicles because, as salaried staff, this has greater implications on their car insurance.

Visitors:  We will not be having any un necessary visitors during the Covid-19 outbreak.

It is our practice to invite visitors into our group to talk with the children and adults.  Visitors include representatives of the Police force, Doctor, Dental Hygienist, Vicar, School staff, Ambulance Service, Theatre group, Book Clubs, etc.  Our aim is to familiarise the children with many and varied aspects of life.
SELECTING EQUIPMENT / TOYS: 
The toys and equipment in pre-school provide opportunities for children, with adult help, to develop new skills and concepts in the course of their play and exploration.  The equipment we provide:

· Is appropriate for the ages and stages of the children.

· Offers challenges to developing physical, social, personal and intellectual skills.

· Features positive images of people from a range of ethnic and cultural groups.

· Includes a range of raw materials, which can be used in a variety of ways and encourages an open-ended approach to creativity and problem solving.

· Will enable children, with adult support, to develop individual potential and move towards required learning outcomes.

· Conforms to all relevant safety regulations, is sound, and well-made.
· We have a new cleaning rota for all toys for the end of each day ready for the next day’s play to stop cross contamination.  We have removed all cushions and cuddly and soft toys.
PARENTAL INVOLVEMENT:
The aim of our group is to support parents in the education of their children.  We will:

- Make all new parents aware of our systems and policies.

- Encourage parents on an individual basis to play an active part in the management of the group. 

- Encourage parents/carers to participate in sessions through stay and play sessions and open mornings.

- Ensure that all parents have opportunities to contribute from their own skills, knowledge and interests to the activities in the group.

- Encourage a two-way flow of information and communication between staff and parents about their own child, either formally or informally, and advise parents on a regular basis about their child's progress through accessible Learning Story folders and EYFS records

- Send home a termly 'wow moments sheet for information from home.
A newsletter is distributed to all parents, staff and interested parties each half term, to ensure that everyone is kept up to date with information.  Copies of all information will be placed on the notice board.

Committee Meetings are held routinely.  Minutes of the meetings are placed on the notice board and are accessible to anyone who wishes to read them.  

The Annual General Meeting is held towards the end of the summer term.  The officers (Chairperson, Vice Chairperson, Secretary and Treasurer) also meet as and when the need arises.

Use of regular volunteers:
The group welcomes the assistance of parents/guardians/carers at any time.  

Parents/guardians/carers are welcomed to take part and any specific needs will be met if possible, by the group.

The ratio of adults to children i.e., 1 - 4 (children aged 2 years and under 3) and 1 - 8 (children aged 3 years and under 5) is always adhered to whilst on the premises; this is a requirement of The Children Act 1989.

Parent helpers who have a baby / younger child are asked to arrange alternative care for that child if at all possible when they are in session, thus ensuring smooth and safe running of the session and avoiding distraction of both parent helper and pre-school children.  

Children of non-pre-school age can raise safety problems, as they are not covered by our insurance.  We realise that parents may not always be able to arrange alternative care for them, in which case the child / children will be welcomed, but their safety will remain the responsibility of the parent at all times.  Young children restrained in prams etc. are placed in the kitchen area - separate, but visible from the play area.  This is to ensure their safety.

The role of the parent helper aids the staff in a number of ways, one of them being too free up time spent carrying out daily ‘housekeeping’ duties, to spend more time with children to deliver curriculum lead activities.  

There are also benefits to parent/guardian/carers in attending sessions by:

· Seeing your child’s progress and development within the setting

· Witnessing first-hand the continuity of care given to your child/children

· Seeing how your child/children interacts with other children and other children with your child/children

· Develop greater relationships between staff, including your child’s/children’s  Key Person

· Get to know the friends your child/children are making in their early years

· Discuss any issues directly with your child’s/children’s Key Person as they arise

· Look through their ‘Special Folder’ and ‘Learning Story’

Further details outlining the duties which will assist prior to and during each session are set out in our Helper Guide issued once a place at our setting is accepted.    
Facilities
· Our pre-school building is on one level with a ramp to the main entrance and disabled toilet facilities.  There is a ramp to the outside area to allow access for adults or children with additional needs.

· A private area is available for nappy changing, and soiled nappies are disposed of 

hygienically.
PREPARATION FOR SCHOOL:
Our group will endeavour to ensure that all children are well prepared for school by following the Early Years Foundation Stage whilst at pre-school.  

Information will be passed to the child’s school using transition forms to ensure that the receiving school have information about individual children before they start school. Each child’s transition form will be completed by their keyperson and parents will also receive a copy.

They will also have the opportunity to take part in the school induction course in the term preceding entry to school; this involves children starting in the September, attending Hainford Primary Partnership School for some introductory sessions (plus one lunchtime) during the summer term, accompanied by a member of Pre-school staff.   

Any children with special needs / requirements will be invited to attend a personal transitional meeting with the Supervisor, Senior Co-ordinator, Reception Teacher and possibly the Head Teacher and any outside agencies involved with the child’s care and education e.g., Health Visitor, Occupational Therapist, Speech and Language Therapist etc.  

During the year the pre-school children and their families are invited to attend a variety of activities at Hainford Primary, for example, Sports Day, Harvest Festival and Christmas Plays.  From time to time the teaching staff visit the pre-school group to acquaint themselves with the children.
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