Admissions and Attendance Policy and Practice

Statement of intent

Oughtrington Pre-School intends to offer genuine accessibility to children and families from the local community for children aged two year and six months.
 We will provide information about the setting to all those who show an interest and will work with parents and carers to establish each child’s learning and development through supported systems on the allocation of a place.

It is our aim to provide every child the best start in their education. To do this we encourage children to attend regularly and punctually. We hope to create a culture in which good attendance is ‘normality’ and valued.

Admissions

Our setting is open to all members of the community.

· We advertise our service widely.

· We reflect the diversity of members of our society in our publicity and promotional materials.

· We provide information in clear, concise language, whether in spoken or written form.

· We provide information in as many languages as possible on request.
· We base our admissions policy on a fair system.

· We ensure that all parents are made aware of our equal opportunities policy.

· We do not discriminate against a child or their family, or prevent entry to our setting, on the basis of colour, ethnicity, religion or social background, such as being a member of a travelling community or an asylum seeker.

· We do not discriminate against a child with a disability or refuse a child entry to our setting because of any disability.

· We develop an action plan to ensure that people with disabilities can participate successfully in the services offered by the setting and in the curriculum offered.

· We take action against any discriminatory behaviour by staff or parents. Displaying of openly racist insignia, distribution of racist material, name calling, or threatening behaviour are unacceptable on or around the premises and will be dealt with in the strongest manner..

· We require two weeks written notice is required on withdrawing your child's place.

In order to accomplish this we will:

· Ensure that the existence of Oughtrington Pre-School is locally known using advertising in more than one language if requested.

· Arrange our registration list to give priority to children in the following order:

1. Children living within the area of Oughtrington, who require a full time place and who also have a sibling at Oughtrington Primary School

2. Children living within the area of Oughtrington who require a full time place.
3. Children who have a sibling at Oughtrington Primary School, who require a part time place.

4. Children living within the area of Oughtrington who require a part time place.
5. Children who are cared for by a Registered Childminder living in Oughtrington.
6. Children living outside the area of Oughtrington.

In the event that there are more children than can be accommodated in any group as defined above, priority will be given to those children who do not attend another Pre-School or nursery and after this on the basis of those who names has been longest on the registration list. 

· Keep a place vacant, if this is financially viable and the Pre-School is not oversubscribed, in order to accommodate emergency admissions.

· Consult with families about possible changes to Pre-School’s opening times to avoid unnecessary exclusion.

· Morning sessions run from 9am to 12 noon. Afternoon sessions (where held) run from 12.30 pm to 3.30pm. Full day provision is available, which is subject to demand. We also operate an early drop off provision from 8.30am.
As part of our admissions process we offer an induction session, as detailed in our welcome pack. This session offers the child and parents/ carers the opportunity to share information that will support and promote learning and development through personalised planning. It also assists with the ‘settling in’ process. 

Parents and carers will need to complete a registration form, a child profile and provide the setting with evidence of the child’s legal name, date of birth and proof of address on or before the induction session.

In addition, towards the end of the first half term we invite parents to contribute to their child’s first progress review. This can be shared with your child’s health visitor at their two year old developmental review. 

Where the child attendance at another setting exceeds the hours of attendance at our setting, including childminders, it will be their responsibility to complete the report. 

Oughtrington Pre School is committed to Partnership working, we are more than happy to contribute and share information in acting in the ‘best interests’ of each child. 

Settling period

We want children to feel safe, stimulated and happy in Pre-School and to feel secure and comfortable with staff. We also want parents to have confidence in both their children's well being and their role as active partners with Pre-School.
· Before a child starts to attend Pre-School, we use a variety of ways to provide his/her parents with information. Our Welcome information (including our prospectus and policies), open  evenings and play and stay sessions.

· We allocate a key person to each child and his/her family before she/he starts to attend; the key person welcomes and looks after the child and his/her parents at the child's first session and during the settling-in process

· We may offer a home visit by the person who will be the child's key person, to ensure all relevant information about the child can be made known

· When a child starts to attend, we explain the process of settling-in with his/her parents and jointly decide on the best way to help the child to settle into Pre-School.

· We have an expectation that the parent, carer or close relative, will be available for most of the sessions during the first week to avoid any distress from separation.

· Younger children will take longer to settle in, as will children who have not previously spent time away from home. Children who have had a period of absence may also need their parent to be on hand to re-settle them

· We judge a child to be settled when they have formed a relationship with their key person; for example the child looks for the key person when he/she arrives, goes to them for comfort, and seems pleased to be with them. The child is also familiar with where things are and is pleased to see other children and participate in activities

· When parents leave, we ask them to say goodbye to their child. We use visual timetables to develop their sense of time and anticipate your return.
· We do not believe that leaving a child to cry will help them to settle any quicker. We believe that a child's distress will prevent them from learning and gaining the best from setting

· Children are encouraged to bring comfort items that assist with the settling in process

Attendance
At a young age continuity and consistency are important contributors to a child’s well-being and progress. Also we believe regular attendance can set good practice for statutory school.

We will respond to issues sensitively and offer advice, session flexibility and signposting to families if they are experiencing difficulties. 
As part of our contractual terms with Warrington Borough Council (WBC) and the conditions set out in FEYE claims, attendance is monitored regularly. We are obliged to report unauthorised absences and holiday period that exceed two weeks, the Local Authority reserve the right to make payments under these circumstances. Therefore, parents may incur additional costs for unauthorised/ unacceptable reasons for absences. This practice is in conjunction with the Attendance and Welfare Policy – Early Years Setting Guidance, produced by WBC in July 2015.
Parents are required to contact the supervisor/ setting by telephone on their first day of absence. If the child is absent for the second day without notification, the setting will contact the family to find out the reason for the absence. If the child is known to social care they will be informed of the unauthorised absence in line with our Safeguarding policies and procedures.

If after one week there has been no contact, a letter will be sent to the family requesting that they make contact. If after two weeks no contact is established the setting will inform Warrington Council FEYE team and complete a ‘poor attendance form.
Once a month has passed the child will be removed from our register and their place will be allocated to another child. The Local Authority will be informed that the child has left the setting.

If the setting feels that a child’s non=attendance is an indication that they maybe at ‘risk’, we will seek the advice from the Early Help Team Family Support- Louise Gough – 01925 443920 or  refer to our safeguarding policy and procedure and report any concerns to the Duty and Assessment Team (01925 443400)
Absences
The setting understands that on occasion children are too ill to attend. It is the parent’s responsibility to inform the setting of illnesses, medical appointments and holidays.

These will be recorded as:
A = Unauthorised absence
S= Absence due to illness
M= Medical appointments
H= Holidays
On the occasions where children arrive or are collected outside of sessional hours, the time will be recorded in the register.
Arrival and departure Procedures
Staff will ensure that they depart safely at the end of every session. We understand that there will be occasions where martial/partnerships break down, however we cannot legally prevent parents from collecting their children, unless the setting is provided with a supporting legal documentation. In the event of this situation occurring, the supervisor will make every effort to contact the other party before the child leaves the setting.
Arrivals
· The door will open from 8-55am -9-10am to allow children access into preschool; they will be greeted by a member of staff on arrival.

· A member of staff takes the register at 9.05 / 12.35.

· No child will be admitted into the Pre-School until the registration form is complete with all necessary information as identified in the EYFS.

· A register will be kept regarding arrival and departure times of children and will highlight late arrivals and early collection times. The register will be kept on the premises at all times. A copy of the register will be taken on trips and outings.
Departures

· Staff will be available for departure handovers from 3-25 pm – 3-35pm.

· Parents are asked to wait outdoors, where a member of staff will hand over each child to the relevant parent/carer.

· Children will only be released to their parent/carer or the person on the permission form, unless the setting has been informed of changes beforehand and a password given. In these circumstances the details will be recorded in the register.

· Oughtrington Pre-School reserves the right to refuse to release a child from our care if there is any doubt as to the authenticity or suitability of the person collecting the child.

· Earlier collection must be arranged with the supervisor.

Late collection

· Parents are asked to notify the setting if they are running more than 15 minutes late.

· Depending on individual circumstances, we reserve the right to charge parents for additional hours worked by our staff at a rate of £5 per 15 minutes.

Parental Involvement 

We believe that children benefit most from early year’s education and care when parents and Pre-School work together in partnership. We pride ourselves in ensuring that the relationships made with parents are based on respect and centre on the best outcomes for their children. 

· Are committed to ongoing dialogue with parents to improve our knowledge of the needs of their children and to support their families.

· Inform all parents about how Pre-School is run and its policies through access to written information and through regular informal communication. We check to ensure parents understand the information that is given to them.

· Encourage and support parents to play an active part in the governance and management of Pre-School.

· We operate a volunteer parent/relative duty helper, where parents can engage and observe how learning takes place during a session.

· Involve parents in the shared record keeping about their children - either formally or informally - and ensure parents have access to their children's written developmental records.

· Provide opportunities for parents to contribute their own skills, knowledge and interests in the activities of Pre-School.

· Inform parents about relevant information, conferences, workshops and training, via our termly newletter, facebook page and on our notice boards.

· Hold meetings in venues that are accessible and appropriate for all.

· Welcome the contributions of parents, in whatever form these may take, including informal conversations, feedback forms and questionnaires.

· Inform all parents of the systems for registering queries; complaints or suggestions and check to ensure these are understood.  All parents have access to our written complaints procedure.

· Provide opportunities for parents to learn about the curriculum offered in Pre-School and about young children's learning, in Pre-School and at home.

· We hold an open evening in the Spring term and a formal transition meeting at the end of the Summer term.

· The ECAT information programme provides activities that promote language skills. These resources are shared with parents.
Non Collection of Children

Oughtrington Pre-School will ensure that in the event of a child not being collected at the expected time an experienced and qualified practitioner who is known to the child will care for them safely. The supervisor will attempt to make contact with the parents or other listed on the registration form.

· The child does not leave the premises with anyone other than those named on the Registration Form and or on the Permission list.
· Two staff members will remain on the premises at all times.
· If no contact has been established with parents or nominated carer’s within 60 minutes, the setting will inform Warrington Safeguarding Children’s Board of the situation.

· A full written report of the incident it recorded and kept in the child’s file.

· Under no circumstances will staff go to look for the child’s parent, nor do they take the child home with them.
Free Early Years Entitlement

Each child is eligible for the Free 15 hour Early Years Entitlement ( FEYE), in the term following their 2nd birthday. 

We are also registered to provide the 30 hour free entitlement which can be split with up to two settings, including childminders. The entitlement is applied over 38 weeks of the year.
Preschool operates between 39- 40 week academic year, thus additional sessions will be charged at the setting current hourly rate.

If a child is not eligible for the Free Early Years Entitlement, the fees due will be invoiced each term.
Fees and Holiday periods 
Term time holidays are permitted, those families taking holidays will be invoiced for the duration of their child’s absence.

For children accessing free entitlement, the local authority will continue to pay the setting for holidays that do not exceed 2 week period.  

We are contractually obliged to inform the local authority of holiday periods that exceed the 2 week period. It is local authority decision to continue to fund for extended absences, where funding is withdrawn the setting will invoice for any shortfall as part of a retainer to secure the child’s place.

Learning and Development

Information that is recorded is subject to evaluation. This allows the key persons to evidence and evaluate each child’s progress.

Each term Key Person’s will feedback on each progress check. This relates to each child’s Developmental Early Years Outcomes in each area of the curriculum. The information is entered onto a spreadsheet provided by the local authority, known as the Pupil tracker. This provides a tool for the moderation of:

· Children’s progress, learning and development.

· The curriculum

· The outcomes for girls and boys

· Staff performance in relation to the progress made by key children
These results are shared with Warrington Borough Council, as part of their EY strategy, in ensuring that all children in the Warrington area are making good progress and incorporates their commitment that provisions are meeting children’s needs in preparation for ‘school readiness’. The Pre School incorporates the data into the developmental planning, equipment overview, staff development and are used to support effective practice. These records include:

· Observations – including focused, spontaneous and children’s characteristics of effective learning.

· Tracking grids

· Children’s learning journals

· Individual Education/Behaviour Plans and Care Plans

· Activities
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