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ADMISSIONS POLICY
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 Smarty Pants Pre-school through open, fair and clearly communicated procedures.

Procedures:
· We ensure that the existence of our setting is widely advertised in places accessible to all sections of the community.

· We arrange our waiting list in birth order.  In addition our policy may take into account the following:

· The vicinity of the home to the setting; and

· 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 we welcome fathers and mothers, other relations and other carers, including childminders.

· 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, social background, religion, and ethnicity or from English being acquired additional language.

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

· We monitor the gender and ethnic background of children joining the Pre-school to ensure that our intake is representative of social diversity.

· We have in place our Equal Opportunity Policy . 

· 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 that provides stability for all the children.

Cont/……………………………………
ADMISSIONS POLICY (CONT)
ALLOCATION OF SESSIONS

Places are available at any time throughout the year when a place is available. 
Children can start at  the pre-school from the age of 2 years.  
PROCEDURES FOR ADMISSION

Parents will be asked to fill in the following forms

· A parent assessment form (information on your child, this is valuable to the keyperson, and also helps if there are any dietary/allergies needs)

· An application form for admission (emergency contacts)
· Permission for emergency/operative treatment form (in the unlikely event of having to take a child to hospital you are giving permission for us to call an ambulance and hand over your child to the hospital) 
· Permission to complete developmental records

· Permission to use photographs and videos of children
· A deposit of £60 is required to retain your child’s place (£40 of which is paid back on your last invoice with us, £20 is used for admin) This payment is non-refundable if the child does not take up the allocated place.
· A decision regarding sessions allocated and start date will be issued to all families in writing..  Parents will be asked to send in admission forms and cheque (made payable to Smarty Pants). 
· Before your child is due to start you are invited to help settle in your child at any time you feel necessary 
· You will be invoiced half termly and we ask that payment is received within two weeks upon receipt of invoice
Parents who are experiencing financial difficulty relating to payment of an invoice will be advised to contact the manager at Smarty Pants.
Adopted by Smarty Pants Pre-school on the 19th November 2009
Signed by the Manager………………………………………………………………………………… 







