[image: image1.png]


Admissions Policy & Procedure
Statement of Intent
It is our intention to make our setting accessible to all children and families from all sections of the local community.  Each child will be valued and cared for as a unique individual.
Aim

We aim to ensure that all sections of our community have access to the setting through open, fair and clearly communicated procedures.

We aim to provide a clear, consistent, and fair admissions procedure for all, particularly where there are more applications than places available.  We aim to have a fair and clear way of allocating places.   

We have the following places available.
· 9.00am-3.00pm
· 9.00am-12.00pm

· 12.00pm-3.00pm

· Ratios 1:4 (2-year-olds), 1:8 (3/4-year-olds)

Stepping Stones is open term time only and all places are offered on this basis.  Additional paid sessions are available, but they are subject to availability. 

The term ‘parent’ is used to denote all those who have responsibility for a child.  This may include foster parents, stepparents, grandparents, or other carers.

Session Times 

3–4-year-olds - all children will be offered 15 hours to be accessed seasonally (3 hours each session). 
Funding is available for all 3- and 4-year-olds in the form of universal and extended hours.  This starts from the term following their third birthday.  This funding can be spread over 38 weeks of the year.  The funding is paid to the setting, and this is then deducted from your termly invoice.  We require a minimum of 2 sessions a week (6 hours) for both funded and non-funded children. We will ask parents/carers to sign a parent declaration form each term to confirm their funded hours.  

2-year-old Free Entitlement - all children will be offered 15 hours to be accessed seasonally (3 hours each session). 

Entitlement for free two-year-old places is determined by criteria published by Central and Local Government.  Eligible 2-year-olds will be given a playgroup place from the term after their second birthday (if spaces are available).  To access a free 2-year-old place parents must complete a Somerset County Council Application form. You can apply online via the link http://www.somerset.gov.uk/childrens-services/childcare/funding-for-2-year-olds/
Somerset County Council Early Years Team will check your eligibility and if you meet the criteria you may apply for a place at Stepping Stones as soon as a space becomes available.

The Admissions Process 

1. When the offer of a place is made parent/carers will have an opportunity to confirm their choice of session times in line with availability. 

2. Parent/carers will be invited to visit the setting and meet staff and keyperson, discuss their child’s needs, ask any questions they may have and complete a ‘All about me’ form.

3. We will need to see the child’s birth certificate.   

4. We try to encourage home visits as part of our admissions procedure if needed.  Refer to Home Visits policy and procedure.

Procedures
In order to achieve this, we operate the following admissions procedures.

· We ensure that the existence of our setting is widely known in all local communities.
· We ensure that information about our setting is accessible, in written and spoken form, including electronically and in more than one language if appropriate. 

· We arrange our waiting list on a first come first served basis. In addition, we might take into account siblings already attending the setting. 
· We keep a place vacant, if this is financially viable, to accommodate an emergency admission.

· We describe our setting and its practices in terms that make it clear that it welcomes fathers and mothers, other relations and carers, including child minders and other settings to work in partnership together.

· We describe our setting 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, sexual orientation, social background, religion, and ethnicity or from English being a newly acquired additional language.

· We describe our setting in terms of how it enables children and/or parents/carers with disabilities to take part in the life of the setting.

· We have a website available stating our professionalism in meeting SEN, linked to Somerset County Council website.
· We monitor the gender and ethnic background of children joining the group to ensure that our intake is representative of social diversity.

· We make our equality and diversity policy widely known.

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

· We are flexible about attendance patterns to accommodate the needs of individual children and families.

· For staff that work in the playgroup who wish to apply for childcare places, this will be discussed on an individual basis.

· If you have chosen Staplegrove School as your preferred primary school we have established good links with the foundation class and regularly share events, training and visits to help ensure a smooth transition to ‘big school’.  However, we also aim to achieve a smooth transition to any chosen primary school, sharing information and arranging visits where necessary.   

· Please note all school places are processed by the Admissions Department at County Hall and therefore attendance at Stepping Stones does not guarantee a place at Staplegrove School.

Updated and implemented Autumn Term 2023– reviewed regularly and the procedure monitored and evaluated.
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