Downham Nursery School
Downham Nursery School
Administration
General Welfare Requirement: Organisation
Providers must plan and organise their systems to ensure that every child receives an enjoyable and challenging learning and development experience that is tailored to meet their individual needs.
4.1 Admissions

Policy Statement
It is our 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, 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 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 make our Equal Opportunities Policy widely known.
· We consult with families about the opening times of the setting to ensure we accommodate a broad range of family need.
· 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.
· When parents make an enquiry to the Nursery, we make an appointment with them to look around the Nursery with the Nursery Manager, in which the registration process is discussed and a copy of the prospectus is given.
· When we receive the registration form, you will be asked to provide evidence of your child’s date of birth. This is to confirm they have reached the eligible age for the free entitlement. A copy of this will not be retained, but may be requested again at a later date. A letter is sent to confirm a place, with further information to follow nearing the term the child is due to start.
· Before the child starts the Nursery, the Nursery Manager contacts the parents and confirms sessions, days and arranges taster dates.      
· Early Education is offered to all families as part of the registration process for 38 weeks of the year. The Funded hours can be claimed between the hours of 8.30-11.30 and 12.30-3.30 Monday to Friday. Funding cannot be claimed during the lunch hour 11.30-12.30.
· Funded hours for under 2’s and 2&3 year olds can be claimed Mon-Fri for a maximum of 3 hours per day, either 8.30-11.30 or 12.30-3.30. The total hours per week for these age groups is 15 hours. For 3&4 year olds funding can be claimed Mon – Fri for a maximum of 6 hours per day between the hours of 8.30-11.30 and 12.30-3.30.
· We will work with parents to ensure that as far as possible the hours/sessions that can be taken as free provision are convenient for parents’ working hours.
· [bookmark: _Hlk68368346]Please refer to the setting SEND/Inclusion policy for further information on the support we offer for the children with SEND.
· We aim to identify all children that may attract any additional funding such as EYPP, DAF, SEND inclusion fund and local available funding streams with a view to submit a claim/application to support their outcomes. 
         
Further Guidance-
Language line- free service, call 0800 169 2694-
https://www.schools.norfolk.gov.uk/early-learning-and-childcare/early-years-inclusion/eal-for-early-years 
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