[image: Our School]



Admissions Policy

Aim of this policy

To provide a fair admissions procedure that welcomes children regardless of their gender, special educational needs, disabilities, background, religion, ethnicity or competence in spoken English. 
Information the setting must obtain about the child on registration 
The Learning Tree will ask for and record the following information for each child in their care before they will be able to start at the setting: full name; date of birth; name and address of every parent and/or carer who is known to the provider (and information about any other person who has parental responsibility for the child); which parent(s) and/or carer(s) the child normally lives with; and emergency contact details for parents and/or carers. The setting will also require parents and carers share information about any special educational requirements or additional needs that the child has.  

Securing a place in the Nursery or Kid’s Club 

The Learning Tree welcomes children from the child’s second birthday until the end of summer term of their last year of primary education. Wherever possible we will accommodate the needs of individual children and families. 

Booking Procedure

The Learning Tree will require all parent/carers to book a place before their child can attend the setting. The staff have a ‘regulars’ list of children who have reserved places. If days are required that are not regular then parent/carers must check availability of places before their child can attend. 
The setting must be informed, as soon as possible, by a parent/carer if their child no longer requires their place. 

There are separate reserved places for children attending between the hours of:

07.30-09.00
09.00-15.30
15.30-18.00

The school holidays are considered a separate booking. All nursery and Kid’s Club children must reserve their place during the school holidays, please try and do this well in advance as places are limited. This includes children who have their regular days reserved during term time. To enable the setting to meet safeguarding requirements and adequate staff ratios children must not be brought any earlier than the time that has been booked. Children will not be able to enter the building until that time. If any places need to be cancelled or any amendments need to be made to the days and hours that a child regularly attends, the setting requires 4 weeks’ notice in writing. If the setting is currently full for any of the days and times required, a request can be made to be put on a waiting list. 

Due to high demand we cannot hold spaces for children prior to their regular place commencing at the setting. We do not allow families to pay to hold places as this discriminates against those who cannot pay. No more than 30 children can attend any one session.


Waiting list

The Management and Committee make every effort to be fair and to accommodate as many children and families as possible, however it is not possible to satisfy everyone.  The waiting list for both Nursery and Kid’s Club places is on a basis of first come first served, families first reserved on the waiting list will be contacted as soon as reasonably possible if a cancellation is made and a place becomes available places for children are limited due to ratios and room size. Staffing arrangements must meet the needs of all children and ensure their safety through adequate supervision.  

However, the setting reserves the right to have special regard for:

Children with a statement of special educational needs or Education, Health and Care Plan. 

Looked after children (as outlined in the Education Act 2002)

All three and four-year-olds in England are entitled to 15 hours of free early education and childcare each week for 38 weeks of the year, if a child has been attending the setting for less than 15 hours per week and is due to meet the eligibility criteria for free early education, the setting will prioritise providing the extra hours if the parent wishes where possible.  










References to other policies

Safeguarding

Health and Safety

Special Educational Needs and Disabilities

Equal Opportunities
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