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Hingham Playgroup
Admissions Policy

In this policy, we outline the process undertaken when a child wishes to start playgroup.
It looks at the following points:

· Enquiries

· Our provision

· Early education offer

· Waiting lists

· Allocation of spaces

· Registration process – documentation to register interest

· Prestart visit

· Documentation required

· Contractual arrangements
· Inclusion

· Settling in policy
Enquiries

Parents can make enquiries about a space at playgroup for their child, either in person, by phone or via email. The playgroup has an enquiry form for parents to register their interest. 

All parents who wish to have their child’s name placed on the waiting list need to complete a from which includes child’s name, gender, date of birth, parents’ name, contact number, address, ideal start date and any session preference.

Our provision and early education offer
Playgroup offers a variety of sessions for parents to choose from:

Mornings – 9-12; afternoons 12.30-3 or full days 9-3. 
On Mondays, Wednesdays and Fridays you can opt to start at 8/8.30 and finish at 3.30/4 if you wish.
We are able to offer spaces to 26 children per session, but we may have to limit numbers for 2-year olds depending on staff availability.

We offer no restrictions on how parents wish to use their funding or choice of sessions. (session will be the same each week). The extended offer of 30 hours funding, covers every session we offer.

For children using 2-year funding (15 hours) or the universal offer (15 hours), parents can choose the sessions they want based on availability and staffing.

Families accepting a 2-year-old funded place will be able to claim their entitlement until their child/ren is/are eligible for wither the 3-and 4-year-old funding universal entitlement or the working parent entitlement.

Early education is offered within the national parameters-

· No session to be longer than 10 hours (N/A for Hingham playgroup)
· No minimum session length (but must be part of a morning or afternoon session)

· Not before 6am or 8pm (please see our session times)

· A maximum of two single sites in one day

Funded hours can be claimed:

Monday/Wednesday/Friday

Mornings – 8/8.30/9 – 12.00

Afternoons – 12.30-3/3.30/4

Full days – 8/8.30/9 – 3/3.30/4.00

Tuesday/Thursday 

Mornings – 9 – 12.00

Afternoons – 12.30 -3

Full days – 9 – 3

Funding can be claimed during our lunch period.

If you are unable to pay our charges, please speak with the leading practitioner to discuss the alternative arrangement available.

Waiting list, admissions criteria and allocation of spaces

Children are placed on the waiting list in order of enquiry.

When a space becomes available the waiting list is consulted and spaces offered to the child highest and over 2 years on the list. If that child does not wish for the space it is then offered to the next child on the list.

At the beginning of each academic year (September) priority is given to existing children of Hingham Playgroup to make their wishes known in July. After these have been accommodated, children on the waiting list are consulted.

NB: If applying mid-year, we cannot hold a place for longer than 2 weeks before the starting date.
Wherever possible, and if financially viable, places may be kept vacant to provide for emergency admissions.

The Leading Practitioner may exercise her/his discretion to allocate a place to a child further down the waiting list on the basis of one or more of the following factors:

· Children nearest the top of the waiting list who are eligible for spaces.

· Children with social need or SEN who live inside or outside the parish of Hingham.

· Children who are due to start school imminently.

· Children who are younger siblings of current Hingham Playgroup children.

· Children who have been referred to Children’s Services.

Exception: if a child moves into the area, and is due to start school within 6 months, they will be given priority on their 15 hours universal funding, to enable a smooth transition into school with their peer group.

Registration process

Parents are given a registration pack either on a visit, by post or at a pre-start session.
The pack includes:

· Parent information pack (includes key polices including admissions and charging policy, which can also be found in the lobby or on our website)

· Details form

· Email form

· ‘this is me’ booklet

· ‘this is my day’ information leaflet

· What to bring checklist

· Hungry Caterpillar lunch club leaflet – if applicable

· Funding form if applicable

As part of the registration process, parents/carers will be required to provide documentation to evidence their child’s date of birth. This is to confirm they have reached the eligible age for the funded entitlement.  A copy will not be retained but may be requested again later by the Local Authority for audit or fraud investigation purposes.
The funding form needs to be completed and signed by parents to enable playgroup to claim the funding. 

NB: the extended offer of 30 hours must be applied for by parents. They then record the eligibility number on their form along with their details, so the code can be checked by playgroup.

Contractual agreement

Part of the details form is a signature page for parents to sign. This includes a statement about the notice period and forms the contractual agreement between playgroup and parents.
We will work in partnership with parents, carers, childcare providers, the local authority, and other organisations to improve provision and outcomes for children in the setting. Where required we will seek parent/carer consent to collect, share and use your information in accordance with the Data Protection Act and General Data Protection Regulations.

Hingham playgroup has made a Flourish Pledge, which means we are working together with the local authority to make Flourish the shared ambition of everyone working to improve the lives of children and young people in Norfolk.

Inclusion 

As an inclusive setting, we aim to make the group accessible to all families from the local community. We will work closely with parents and professionals to ensure we can provide the appropriate care and education for children with additional needs.
We are required to have arrangements in place to support children with special educational needs and/or disabilities (SEND). These arrangements 

should include a clear approach to identifying and responding to SEND. This means we will - 

• follow the requirements of the Early Years Foundation Stage Statutory Framework to provide an inclusive environment for all children and 

their families, together with the requirements to comply with the Equalities Act and the Special Educational Needs and Disability Code of 

Practice

• monitor and review children’s progress and development in partnership with families. Where a child appears to be behind expected levels 

of development or where a child’s progress gives cause for concern a graduated approach will be adopted with 4 stages of action: Assess, 

Plan, Do & Review

• provide information to families on how their child’s development is being supported and in agreement, consent will be sought to apply for 

additional funding and request support from outside agencies where necessary

• utilise the SEN inclusion fund and Disability Access Fund to deliver effective support

• publish our contribution to the ‘SEN Local Offer’ in Norfolk. This is available on the Norfolk Community Directory to ensure information is available to parents so they can make choices about the right childcare provision for their child with SEN

We aim to identify all children that may attract any additional funding such as EYPP, DAF, SEND Inclusion Fund and any locally available funding 

streams with a view to submit a claim/application to support and improve their outcomes. This will be in partnership with families and consent will be sought prior to submitting a claim/application.

We will work with parents to ensure that as far as possible the hours/sessions that can be taken as funded provision are convenient for parents’ working 

hours.

NB for children with additional needs we aim to offer places quickly, but it may take longer if we need to consult parents and professionals to ensure we meet the child’s needs.

Settling-In Policy

Children must feel happy and secure without their parents before they can play and learn successfully. They need to be confident that their parents or carers will return at the end of the session.  To achieve this, our policy is:
· To work closely with families to discuss and agree how a child’s overall care will work in practice where an entitlement is split across different providers and where possible when families transfer their funding claim to a new setting.
· For prospective parents and children to be invited to a pre-start session.

· Admission to the playgroup is staggered so we do not have too many new children starting at the same time. 

· We recognise that parents know their child best and work with them to make the child feel welcome and secure.
· We recognise that at some stage the child may need to be left even though distressed. In such cases the child will be given the continual support of one member of staff. If the child continues to be unduly distressed and is unable to settle, then the parent will be contacted and asked to return.

· If a child is upset when left, parents are welcome to telephone the Playgroup at any time to enquire about them.

· Children will be allowed to bring in items of comfort to Playgroup, especially during the settling-in period.

· We aim to give each child adequate time and support to settle into the setting.  Parents’ worries and concerns will be taken seriously.

· Parents who are anxious about their child will be given reassurance and information about their child’s activities and welfare during the session.

· We recommend that parents/carers of children new to Playgroup return early so the child does not become distressed when other children are collected and they are left waiting.  (Young children have little concept of time and may not understand that you will “be here soon”.)

· Children develop at different rates and parents should not be discouraged if their child does not settle in as quickly as another. We will offer reassurance and support.
· For children who have trouble settling in, we work with the parents/carers to agree a format to support the child and family through this period.
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