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Policy statement:

It is our intention to make Ridgeway Under Fives accessible to children and families from all sections of the local community.  We aim to ensure that all sections of the local community have access to the pre-school through open, fair and clearly communicated procedures.
Procedures:

In order to achieve this aim, we operate the following policy:

· A copy of our admissions policy is available in the pre-school policy and procedure file. 

· A copy of our admissions policy will be sent out via email to parents/carers alongside our application form.
· We ensure that information about our pre-school 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 British Sign Language.  We will provide translated written materials where language needs of families suggest this is required as well as access to an interpreter.
· Places are allocated on a term-by-term basis. A child is eligible for a place the term after his/her third birthday.  Government funding is available for these children.

	Date of child’s 3rd birthday
	Term intake

	01 April – 31 August
	September

	01 September – 31 December
	January

	01 January – 31 March
	April


Allocation of Places:

· There are 20 places available at each session.  A waiting list is available, but no priority is given to children on the waiting list.  Once we start allocating places for the next term the criteria stated below will apply.

· For government funded children, where possible we will try to offer ten sessions per week to children upon entry.  In the event of the pre-school not being able to offer ten sessions per week initially, the committee has the final decision as to how many sessions will be offered.

· When allocating sessions, priority will be given to children already attending pre-school who wish to increase the amount of sessions they attend. Parents will be asked in writing of any session changes they wish to make.

· We allocate places, and 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 (government funded) entitlement – including eligible two year old children;

· the vicinity of the home to the setting; 

· whether any siblings already attend the setting at the time of admission; 
· the capacity of the setting to meet the individual needs of the child.

· If places are still available once all sessions have been allocated to children eligible for funding, the committee may offer places to children from the term after the child has turned 2½.  These are fee-paying sessions and will be allocated according to the allocation criteria above.  In these circumstances a minimum of two sessions is required. 
· Any new applications or requests for session alterations received will only be considered if there are places still available once all other applications and requests have been agreed. 
Where possible we will also try to:

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

· Describe our pre-school and its practices in terms that make it clear that we welcome parents, other relations and other carers, including childminders.
· Describe our pre-school and its practices in terms of how it treats each child and their family, having regard to their needs arising from their gender, special educational needs, disabilities, social background, religion, ethnicity or from English being a newly acquired additional language.
· We describe our pre-school and its practices in terms of how it enables children and/or parents with disabilities to take part in the life of the setting.
· Ensure our Equal Opportunity Policy is widely known.

· We consult with families about the opening times of the setting to ensure we accommodate a broad range of family need.

· Be flexible with 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.
· Contact other settings that the child attends or will be attending e.g. primary school to share information and aid transition.

· Failure to comply with the terms and conditions may ultimately result in the provision of a place being withdrawn.
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· Amendments must be made to all copies.

· The amended section in the main text must be identifiable i.e.

· For paper copies use red ink and ensure any crossed out text can still be read.

· For electronic copies use ‘track changes’ to highlight amendments

· Amendments must by authorised by the document author.

· Major changes require a full review and possibly a new version.

· The amendment form should be cleared on production of a new version.
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