Safeguarding and Welfare Requirement: Information and Records

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.
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 10.3 Admissions Policy
Policy statement

It is the intention of All Sorts 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

· 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 to all.
· Our policy will take into consideration the following when arranging our waiting list and offering places:
· Children in need
· Required start date
· Whether any siblings already attend or have already attended the setting
· The capacity of the setting to meet the individual needs of the child.
· The number of sessions required; priority will be given to families requiring the most sessions 

· We are committed to providing places to both funded and non-funded children, in some academic years we may have to put a cap on the number of funded children we accept.
· We offer funded places in accordance with our Local Authority and as per our Terms and Conditions
· We keep a place vacant, if this is financially viable, to accommodate an emergency admission.

· Our setting and its practices are welcoming and make it clear that fathers, mothers, other relations and carers are all welcome.

· Our setting and its practices operate in a way that encourages positive regard for and understanding of difference and ability - whether gender, family structure, class, background, religion, ethnicity or competence in spoken English.

· We monitor the needs of children joining our setting on the Registration Form, to ensure that no accidental or unintentional discrimination is taking place.
· Places for children will only be confirmed/offered upon the return of a fully completed registration form, emergency contact form and medical consent form. In addition to this, a £50.00 non-refundable registration fee must be paid by those parents wishing to secure a place within our Early Years setting. A Registration fee is not required when a child will attend the setting for funded hours only.
· All Sorts does not hold places for children whose Registration Forms are returned well in advance of the date parents/carers wish their child to start. Instead, the Registration From is added to our file and parents/carers are contacted during the term before they wish their child to start to discuss whether we are able to offer the required sessions. Our ability to offer these will depend on our availability at that time.
· Where parents want to increase sessions in line with funding entitlement All Sorts does not hold places empty for the term/terms until they qualify. Instead, availability will be discussed with parents the half term before they wish to increase sessions in line with funding entitlement and the ability to offer any increase to booked sessions will depend on the settings availability at this time
· The VMC, staff of All Sorts and All Souls School will receive a 10% discount on fees for any childcare places booked within our service 
· Failure to comply with the terms and conditions of our service may ultimately result in the provision of a place being withdrawn.
· Admission to All Sorts does not guarantee your child a place within All Souls’ School Nursery. You must make a separate application and these are available from the school office.
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