WHIPPERLEY NURSERY

                   ADMISSIONS                        Sept 2025
Policy Statement
We aim to make the Nursery accessible to all 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 f our setting is widely advertised in places accessible to all sections of the community.

· We ensure that information about our setting is accessible, in written and spoken form and, where appropriate, in more than one language. Where necessary, we will try to provide information in Braille, or through British Sign Language. We will provide translated written materials where language needs of families suggest this is required as well as access to an interpreter.

· We arrange our waiting list and offer places by DATE OF BIRTH order with the eldest children being offered a place first. In addition, our policy may take into account the following which may override places being offered by date of birth.:
· Referrals from agencies

· Management’s discression
· 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 it welcomes both 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, ethnicity or from English being a newly 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 group to ensure that our intake is representative of social diversity.

· We consult with families about the opening times of the setting to ensure we accommodate a broad range of family need.

· Proof of a child's birth MUST BE SEEN PRIOR TO STARTING
· All documents must be read/signed prior to a child starting

· Children who are entitled to Government funding are required to apply in writing/form to the Management for Holiday leave.
·  HOLIDAYS MUST BE AUTHORISED 10 days may be granted for such time. FEES STILL APPLY DURING HOLIDAY TIME OFF if your child has fees. If you DO NOT contact the Nursery after 2 weeks of your child being absent, we will contact you, if you do not reply within 3 days, we will take your child off our register

· All children will be required to have a password which is set up by the parent authorising collection of their child. No child will be handed over to any persons who DO NOT have the password or are down as the child's named person to collect. A telephone call will be given to the parent if an unauthorised person comes to collect their child. Failure to contact the parent the child will be kept at Nursery.

· NO PERSON UNDER THE AGE OF 16 YEARS OLD WILL BE PERMITTED TO COLLECT

· If there are any Court Orders the Nursery will require copies, in order to act on any procedure laid down by the order. THIS WILL BE STRICTLY CONFIDENTIAL.

· Children's Social Care will be called for advice if a child has not been collected in Normal working hours.
· On any child’s first day of unauthorized absence a staff member will give a telephone call and record the reason for absence. 2 contact numbers are required for each child. 
· In the event of a child’s absence – The parent/carer/contact numbers will be called. Staff will record and monitor all absences/lateness. Prolonged absences/concerns will flag up for a home visit to be arranged with immediate effect. We look at trends/patterns/personal circumstances of absences. The DSL will be informed at all stages and support staff.

· This Policy is given to all parents.
· THE NURSERY WILL CLOSE DURING THE YEAR FOR TRAINING DAYS THIS WILL VARY YEAR TO YEAR
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