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Admissions Policy
Statement of Intent

It is our intention to make Bishopthorpe Preschool Playgroup accessible to children and families from all sections of the local community.

Aim
To ensure that Bishopthorpe Preschool Playgroup is accessible to all sections of the community, through open, fair, and clearly communicated procedures. To promote smooth and stress-free transitions to the setting, ensuring both children and parents/carers are happy. We care for children between the ages of three and five years of age, and the numbers and ages of children admitted to the preschool comply with the legal space requirements set out in the Early Years Foundation Stage (EYFS). When considering admissions, we are mindful of staff: child ratios and the facilities available at the Playgroup. We are registered with Ofsted to provide up to 24 places at any one time. Bishopthorpe Playgroup is a term time only setting – open between 9.00am and 3.00pm Monday- Friday.
Procedures
We ensure that the existence of our setting is widely advertised in places accessible to all sections of the community.

· We ensure that information about our setting is accessible, in written and spoken form and, where appropriate, in more than one language. Where necessary, we will try to provide information in Braille, or through signing or an interpreter.
· We follow the admissions policy of the local authority for schools, which includes giving 
priority to looked after children and children with additional needs. Details can be found at www.york.gov.uk/PrimaryAdmissions
· We arrange our waiting list in birth order. In addition, our policy may take into account the vicinity of the home to the setting and/or siblings already attending the setting.
· We will make each child and their family welcome, having regard to their individual needs arising from their gender, special educational needs, disabilities, social background, religion, ethnicity or language spoken.
· We are flexible about attendance patterns to accommodate the needs of individual children and families.
Requesting and the offering of a place
Children are placed on our waiting list at a parents/carers request or automatically when they have attended Tiny Tots which is our parent and child group. 

When a child on the waiting list is approaching three years of age, Playgroup will make contact to see if a place is still required.

If a place is required, a registration pack will be sent out via email, for completion. On receipt of the registration form, we ask for a voluntary administration fee of £40.
At the time of registration, the days and sessions required need to be confirmed along with a start date. The start date given will be used for invoicing purposes and this is when fees will be calculated from. Once the start date is confirmed, it cannot be amended.
The registration form provides the Playgroup with personal details relating to the child, including name, date of birth, address, emergency contact details, parental responsibilities, dietary requirements, collection arrangements, fees, and sessions, contact details for parents, doctor’s contact details, health visitor contact details, allergies, parental consent, and vaccinations etc.

Payment information – Childcare funding and the invoice process 
Bishopthorpe Preschool Playgroup are in receipt of Early Years education Funding for 3 and 4-year-olds. All 3 and 4-year-olds are entitled to the Universal 15 funded hours during term time, this is available from the term following your child’s third birthday. As a Playgroup, we are able to offer both the universal 15 hour funding and the 30 funded hours. We are able to share funding between settings. 

In addition to 3 and 4-year-old funding, Bishopthorpe Pre-School Playgroup accepts two-year-old funding, which covers funding for up to 15 hours for your child from their third birthday and for the completion of the term following their birthday until the 15 hour universal funding commences.  
We also are able to accept childcare vouchers through your employer via salary sacrifice schemes such as Edenred.
If you need any information on how to claim or if you’re eligible to apply for the 30 hour funded sessions, please speak to Sarah, Deputy Manager or the relevant information can be found at: www.childcarechoices.gov.uk

Our sessions are three hours in length. A morning session runs from 9.00am-12.00pm and afternoon session being 12.00pm-3.00pm.

We are able to offer lunch club to children attending one session per day which is available when numbers allow. This can be included within your funding or paid at £3.05 per day.

Any hours additional to funded hours will be billed via invoice at our hourly rate which is currently £6.10 per hour.

A funding form will need to be completed and signed at the beginning of each term, stating the hours to be used at the setting. 
All sessions are charged at our hourly rate. If you wish to increase hours during a term and the funding information has already been submitted, an invoice will be issued.

We are able to amend funded hours on a termly basis only. (Autumn, Spring, Summer)

If an ad hoc session is required, we have a set payment in place of £22 per session or £44 for the full day. We can only agree to such ad hoc sessions, if children and staffing levels permit.

When an ad hoc session is booked, an invoice will be created and needs paying before the session taken. If the session is then cancelled, the cost of the session is non-refundable.
If unforeseen circumstance arises, we will try to accommodate a child for emergency childcare. This will be assessed on an individual basis.

Swapping sessions
We are unable to offer any swapping of sessions, this includes if a bank holiday falls on your child’s usual day of attendance. As we do not charge for bank holidays, there is no financial disadvantage. 

Late payment 

If an invoice is not paid on time, we have had no choice but to introduce a late payment fee of £25. This will be payable with the overdue invoice.
We appreciate that unforeseen things can happen, so if you need to discuss your invoice, please speak to Julie, Manager or Sarah, Deputy Manager to avoid any late payment charges. 
Notice to terminate a place
If you need to give notice on a place, we require one full month’s notice which will be charged at your child’s usual attendance over the month notice period. 
This Policy was adopted at a meeting of                                         Bishopthorpe Preschool Playgroup
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Safeguarding and Welfare Requirements – Information for Parents and Carers 





3.74. Providers must make the following information available to parents and/or carers:


details of the provider's policies and procedures (all providers except childminders (see paragraph 3.3) must make copies available on request) including the procedure to be followed in the event of a parent and/or carer failing to collect a child at the appointed time, or in the event of a child going missing at, or away from, the setting.
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