	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.



10.2 Admissions
Policy statement
It is Pippins Preschool’s 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 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, using simple plain English, in written and spoken form.
· We offer funded places in accordance with the Code of Practice for Cambridgeshire and any local conditions in place at the time.
· 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 support children and/or parents with disabilities to take part in all activities within our setting.
· We share and promote our Valuing Diversity and Promoting Equality 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.
· Pippins Preschool prefer children to attend a minimum of two sessions per week to allow them to benefit from all the activities and to assist in building relationships within the setting, however we will be flexible. 
· Children can start from age 2 years and 6 months, providing spaces are available and after discussion with the Preschool Manager.
· Holding sessions: Spaces may be held on a discretionary basis, depending on how full the preschool is.
· Failure to comply with the terms and conditions may ultimately result in the provision of a place being withdrawn.
Waiting list and general admissions
When parents request sessions, we keep two waiting lists:
1. Children in their pre-school year: waiting list arranged as first come, first served. Priority over children not in their pre-school year.
2. Children not in their pre-school year: waiting list arranged as first come, first served.
Emergency admissions from local authority
Children will be given priority over other children on a discretionary 
basis.
Attendance

Places are allocated to children on the understanding that the place will be used. We understand children will occasionally miss a session, e.g. because of sickness or holiday, and this is not a problem as long as funding or fees still come through and staff are notified. 
However, if a child does not attend for two sessions, and a parent or carer has not contacted Pippins to inform of absence, the Preschool Manager will contact the family on the third absent session. Sessions can be removed if appropriate or no response is given. The local authority may withdraw funding if a child’s attendance is poor. Pippins Preschool keep an absence register, which is regularly reviewed.
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�Space needed to define the new paragraph


�Does the “Emergency admissions” need a bullet point too?


�Space needed to define the new paragraph


�The document prints as two pages, but the second page is blank at the moment.
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