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Safeguarding and welfare Requirement: Information and Record

Providers must maintain records and obtain and share information to ensure

 the safe and efficient management of the setting, and to help ensure the

 needs of all children are met
ADMISSIONS POLICY & PROCEDURE
This policy should be read in conjunction with the Pre-school structure and Fees Policy
Admissions Criteria
Children are eligible to start Preschool from the age of 2 years and according to the preschool structure.

  If oversubscribed the following criteria will be followed:-
1. Siblings of present children 
2. Siblings of children attending St Augustine of Canterbury primary school.

3. Other children whose parents wish them to attend the preschool.

In the event that the cut off number falls in any of these categories, then places will be allocated according to distance from the preschool, as the crow flies.
Start dates are allocated at the beginning of each school term. 

Procedure for Applying for a Place

1. All parents wishing to apply for a place are invited into preschool for a visit and will then be given an Information Sheet and Application form. If parents are unable to visit these will be sent by email or post.
2. All Application forms should be returned to the Preschool Administrator.
Allocation of  places
1. Places are allocated according to the preschool structure in order of priority.

2. Parents will be contacted the term before their child is due to start, invited to attend play sessions and/or a date arranged for a home visit from their child’s key person.
3. If the child is to start with less than a term’s notice play sessions and if possible a home visit will be arranged.
4. Offer letter and registration form will be sent to parents, and they will be asked to complete this ready for key person at home visit 
5. In the event a child does not attend preschool without prior notification within 5 days of the agreed start date, the place will be forfeited.
Children under three years old
We recommend that children under the age of three start preschool by attending only 1 session in any given day.  When the child has settled we suggest adding lunch club for a week or two before attending a full day session. However, parents know their children best and if parents feel their child will settle quickly without this procedure, we are happy for them to attend full days immediately.
Changes to Sessions

Changes to the sessions your child attends can only be made at the beginning of a new term with two weeks prior notice.
It is the responsibility of the parents to ensure that the preschool has accurate and up-to-date information and is kept informed of any relevant changes in circumstances. 
This Policy was *adopted/renewed at a meeting held on _______________________________​​​​​​​​​​​​​​​​​​​

Signed on behalf of Preschool by ____________________________________________________

Position _____________________________________________________________________________

Signed on behalf of Preschool Staff by _______________________________________________

Position _____________________________________________________________________________ 

The Policy will be reviewed on _______________________________________________________

* (Please Delete)
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