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ADMISSIONS POLICY

Statement of intent
It is our intention to make the Nest accessible and supportive to children of working families and those where parents or carers are actively engaged in education or training. In line with government guidance, we prioritise spaces to help families balance childcare with employment and study commitments. 
Aim
Our aim is to provide a fair, transparent, and equitable admissions process that ensures those with the greatest need for wraparound care are given priority access, supporting families to maintain their work and learning pathways while ensuring the safety and wellbeing of all children in our care.
Our wraparound care provision is designed to support working families within our local community by providing reliable, high-quality childcare outside of standard school hours. The service aims to help parents and carers balance work commitments with family life. 
As the provision is specifically intended to meet the needs of working households, unfortunately, families where one or both parent/s are not in employment or active study, are not eligible to apply.
Parents and carers will be required to complete registration forms including details regarding medical conditions, allergies, special educational needs, safe collection permissions and emergency contact details. These registration forms MUST be returned directly to the Nest office in a sealed envelope or via email.
To fairly allocate limited spaces, priority will be given to families where parents or carers are working, studying, or engaged in approved training, in accordance with government guidance to support families balancing childcare with employment and education commitments. 
To confirm eligibility for priority, we require written confirmation from educational institutions. Parents/carers must also provide their workplace and study institution addresses and contact details. This information will be used solely to verify the need for wraparound care priority and will be handled in accordance with data protection regulations.
Wraparound Care will operate a waiting list once the maximum number of children has been reached. Places will be offered as spaces become available. We need to ensure the welfare and safety of those attending for safeguarding reasons and cannot exceed staff / pupil ratios. Provisions are organised for the maximum number of children in accordance with the risk assessment carried out by the Nest, having regard to the age, needs of the children, space restrictions operating out of one room, and the types of activities, referring to the relevant guidance
Specific Individual Needs 
Where a child has a specific need, including a disability, admission will be based on: 
· All parties agreeing that the environment is appropriate for the child
· Liaison will be arranged with relevant professional support networks if applicable.
· The staffing levels can support the needs of the child. 

Methods
To achieve this aim, we operate the following admissions policy.
· We ensure that the existence of our setting is widely advertised in places accessible to our local community
· We ensure that information about our setting is accessible, in written and spoken form and, where appropriate, in more than one language. 
· We describe our setting and its practices in terms that make it clear that it welcomes 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 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 make our equal opportunities policy widely known
· All children that attend our setting complete an initial registration form to ensure that we have the most up to date contact and medical information and parents are responsible for alerting us of any changes

Session Booking
· All children attending our setting must complete the registration forms
· Once these are received, the Nest Manager will be in contact to discuss session availability
· Sessions can be changed, amended or cancelled each half-term
· We require one half terms notice to make changes
· Invoices will reflect the booked sessions for the half-term. 
· Sessions will carry forward every term unless we receive half a terms notification of a change.
· If we do not receive half a terms notice, the sessions will still be charged and payable for the next half term.

Booking Policy

Please note that we do not offer ad hoc bookings. To maintain consistent staffing levels and ensure the safety, well-being, and quality of care for all children, bookings must be made on a regular, ongoing basis. Children must be fully registered with The Nest before attending any sessions, for several reasons relating to safety, legal compliance and quality of care:
 
· Safeguarding and Safety: Registration ensures staff have all essential information about the child, including emergency contacts, medical needs, allergies, and any additional support requirements. This is critical for responding appropriately in any situation.
· Legal and Regulatory Compliance: Ofsted and other regulatory bodies require that childcare providers maintain accurate records for every child in their care. This includes consent forms, health information, and agreed terms of attendance.
· Staffing and Ratios: Registered attendance allows providers to plan ahead and ensures a safe and well-supervised environment for all children.
· Meal and Activity Planning: Knowing which children will attend and when allows for appropriate preparation of food, activities, and resources, supporting a consistent and high-quality experience.
· Insurance and Liability: Only children who are formally registered are covered under the setting’s insurance policy. Admitting unregistered children could breach policy terms and put the setting at legal risk.


Fees & Invoicing
· We structure our session fees in line with other settings in the locality and these are reviewed and agreed annually by the Nest management team and committee.
· Fees are payable half-termly in advance via invoice and are due two weeks after the invoice date unless otherwise agreed with the Nest Manager
· We accept the following methods of payment: direct bank payments, payments from government tax free childcare accounts and we are registered with many childcare voucher schemes too.
· Invoices will reflect the booked sessions for the period as per the email request by the parent / carer. 
· Sessions are still payable if a child is to be absent or is withdrawn from attending a booked session. 
· We must receive payments in the current booking period to secure future bookings
· We will pursue late payments via email and in person. Failure to make payment within the current half-term will result in your child being removed from the registers until payment is made.
· Please discuss any payment difficulties with the Nest Manager when you receive the invoice.

This policy was adopted on 1st November 2014 & will be reviewed annually.

Signed on behalf of The Nest ___________________________________________________________

Date Signed: ________________________________________________________________________

Date to be reviewed: __________________________________________________________________
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