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Ofsted helpline number 03001231231
Our Admissions Officer is Maggie Catmull

The 3 Pre-school Directors are: Maggie Catmull -Overall Manager (Ofsted Nominated person),  

Sarah Duffy – Setting Manger, Katie Ramsey – Deputy Manager

10.2 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
Sending and Receiving forms

· We accept applications from all children who are over 18 months old 
· An admission request form (10.3) must be completed to enter your child onto our waiting list.

· The admissions request form must be provided with a valid birth certificate and proof of address

· When the form is submitted the date of receipt is entered onto the form

Processing forms

· All applications will be sorted by the following criteria :-
1. Priority admissions
Looked after children (those children who are in the care of the local authority or are Adopted / Fostered /  or who have Special Guardianship orders). 
Other exceptional circumstances will be considered, please provide details.
2. Those with siblings who have previously attended or who currently have siblings attending at Richmond Pre-school CIC 
3. Those in the pre-school’s priority admissions area – available on request 

4. All other applications
· Siblings are described as those living in the same family environment whether or not they are blood-related.

· If you do not receive a response within 2 weeks to say your form has been received, please email / phone us to check we have received it. 

· Applications are colour coded by cohort, marked the top right hand corner of the form – see front of Waiting List folder for current codes 

· The application will have the next consecutive number of the applications in that section written on the bottom of the form.

Allocating places and managing the waiting list
· Applications will be worked through on a first come first served basis.

· Medical Circumstances – exceptional medical circumstance (supported by recent Professional medical evidence) may override the above. This evidence will need to demonstrate that the pre-school is the only suitable pre-school in the area. The pre-school directors will meet to review the evidence and determine whether a child will be given priority, within 30 days of the application being received.
· We offer places to children from the age of two, providing the staffing ratios are sufficient to support them (children under the age of 3 require a ratio of one staff member to every four children, and children over 3 years old require a ratio of one staff member to every eight children). We can accept up to 14 2 year olds per session, should we find that we would exceed our ratios by taking on another 2 year old we will move onto the next 3 year old on the waiting list. The 2 year olds would remain on the waiting list and if places are available later in the year they will be offered them.
· In December all children on the waiting list who will reach the age of 4 before the end of August the following year will be removed from the waiting list and an email will be sent to say that they did not get a place. 
· If a place is offered and you do not wish to take it immediately the place will not be held open, your name will remain on the waiting list and we will continue to work through the waiting list offering the places. Please let us know if you change any of your contact details after registering your child on our waiting list.
· We only hold open places if we need to do so to maintain appropriate staffing ratios.  

· We ensure that the existence of our setting is widely advertised.
· We ensure that information about our setting is accessible and provided in written and spoken form.
· We will request support from Essex County Council to access translated written materials where language needs of families suggest this is required, as well as access to an interpreter. Where necessary, we will try to provide information in Braille, or through British Sign Language. All of these services are subject to availability of resources within Essex County Council.
· We will notify families that a place is available by email or phone call. Once we have agreed the sessions you would like to take, we will confirm the booking in writing and send through an application pack, including a date by which the pack is required to be returned in order to accept the place. Places are secured by paying a deposit whether the child’s place will be paid for or covered by government funding, the only exception is if you are in receipt of the 2 year funding. If we have not heard by the deadline, we will make one phone call to ensure the place is not required before the offer of the place will be withdrawn and allocated to the next person on the waiting list.  In this case we will make the assumption that a place is no longer required and the child’s name will then be removed from the waiting list.
· If a child is fully funded by the government then their deposit will be returned once the initial funding payment has been received by the setting, in certain circumstances the payment of a deposit can be waived. If the child pays fees then the deposit will be taken off the first month’s invoice.
· It is the parent / carers responsibility to notify us if they move house or change their telephone number, so that we can keep our records up to date. 

· Children can start at any time during the academic year provided there is a place available and that staffing ratios will not be compromised, but predominantly our places are offered in September. If places remain available at later times in the year these will be offered to the person at the top of our waiting list, applying the criteria mentioned above. Funding cannot be applied for half way through a term, if your child is eligible for funding and you start mid-way through the term, you will be required to pay fees until the funding can be applied for at the start of the new term.
· 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, as this provides stability for all the children.  However, we do encourage regular attendance as we believe that this is most beneficial for both the child and the setting.
Forms to support this policy :

\Policies and Procedures\Current Policies\

· 10.3 Admissions Request Form
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