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Policy 1 - Admissions 

This document has been written and devised by the Nursery Team in accordance with the Health and Social Care Standards – 1: “I experience high quality care and support that is right for me”. 

Our policies support all of our service users and within them we will adhere to the five principles stated within the standards:

· Dignity and respect

· Compassion

· Be included

· Responsive care and support

· Wellbeing 

“If possible, I can visit services and meet the people who would provide my care and support before deciding if it’s right for me.”

(Be included 4.5)

Here at Wizkidz Nursery we aim to communicate effectively with all parents, carers and service users to share relevant information about the setting. We aim to work in partnership with all service users to create smooth transitions from home to nursery for every child.

“I am accepted and valued whatever my needs, ability, gender, age, faith, mental health status, race, background or sexual orientation.” 

(Dignity and respect 1.1)
Prior to any child starting we will:

· Arrange for parents/carers to visit the nursery to see the premises and introduce parents/carers to our staff team.

· Provide our welcome pack with all important information about the nursery. 
· Explain all important information about the nursery, sessions, opening and closing times, additional hours, extra sessions and late charges, and our closure for two weeks over Christmas and New Year. 
· Nursery manager will check availability for sessions required.

· £50.00 deposit along with completed enrolment forms are required to secure the place. If the child is staring immediately a deposit is not required. The deposit is refundable after a 6-month period and is deducted from the child’s last month’s fees. 

· Explain to parents about our settling in process prior to starting within the nursery to give the child and family the opportunity to become familiar with the new environment. Due to COVID19 families will only be allowed in to the nursery for their visit and first settle, during this time they will be asked to wear appropriate PPE and will only be allowed into their child’s new room.
Parents/carers to inform manager of any changes to emergency contact information.

Session plan & termination of contract – nursery plan: 

· We require a minimum of three sessions per week for our nursery plan.

· Agreed sessions cannot be changed unless on a permanent basis, which has been agreed by the nursery manager. 

· Four weeks written notice is required to decrease your child’s sessions.

· Four weeks written notice is required if you wish to terminate your child’s place at Wizkidz Nursery. Full payment will be required if your child does not attend the notice period. £50.00 deposit (if paid) will be deducted from your last bill if your child has attended longer than six months. 

Sessions – flexible hours:
· Flexible hours will be agreed by the nursery manager based on the availability. 

· Flexible hours can be changed or cancelled without charge if 48hours notice is given.   
· Flexible hour’s patterns are not always guaranteed; full time sessions will take priority.  

Fees and payments:

· Our nursery manager and lead practitioners will work alongside parents whilst setting up payments and calculating monthly fees.

Overdue accounts & late charge procedure: 

· £25 charges will be added weekly to any outstanding accounts.

· If the account is not brought up to date within 2 weeks, the child’s place will be temporarily suspended until the balance is paid in full. Legal action will be taken if/when necessary.

Introduction & Settling in:
· Parents/carers are welcomed to come along for settling periods prior to
their child starting. This is spread out over three sessions of 1 hour, 1 hour 30 min and 2 hours.
· Parents are welcomed to stay for the child’s first settle if they wish.
· Every child is assigned with a key worker when settling in; key workers will discuss with parents/carers their child's individual routines, likes or dislikes and will be given an ‘All About Me’ to complete prior to their child starting. This will be reviewed every six months.
· Staff will work with parents/carers to create a smooth transition in
nursery, following parent/carers wishes to ensure their child feels safe
and secure.
· Key worker will put in place a settling in care plan which will be
· discussed with parents. Staff will continue to complete this care plan 

until the child has settled in.

· Parents/carers will be given a copy of our Lunch and snack menu.

· Allergy forms will be completed by parents/carers and passed onto the  

cook.

· Key workers will explain that if their child is being collected by someone different Parents should inform staff and a password should be set. Staff will not allow a child to leave unless agreed with parent/carer. Parent/carer should always inform their child's key worker of any change regarding their child being collected from nursery. 

If for any reason parents/carers separate a solicitor’s letter is required before staff can stop any parent from collecting their child. 

Transitions within the rooms at Wizkidz;
Children face many important changes in the early years of their life. Creating a smooth transition is crucial in a young child's life. The decision for a child to move room should be based on the individual child and their stage of development. Parents/carers are involved with the transition process staff communication effectively with parents to create a positive outcome for every child. Due to COVID19 children will only settle the week prior to their move and this will be kept to a maximum of 1 hour per session.  
Staff will:

· Inform parent/carers of any forthcoming room moves.

· Key workers will begin transition care plan and consult with parents, staff will collaborate with the child's new key worker whilst settling takes place. 

· Key worker will complete a transition record for their new key worker which will share information about the child's individual development.

· Fill out movement slip for parents with dates and their child's new key worker. 

· Parents/carers will be introduced to their child's new Key worker.

· Plan short visits with room staff to give the child the opportunity to become familiar with the new environment.

· Key workers will fill out a transition record with all the child's interests, likes and any dislikes. This will be passed on to the child's new key worker. Key worker will pass on any relevant information/feedback to parents throughout the settling process.

A good time to be two:

Here at Wizkidz we are contracted by Midlothian council to provide funded sessions for children aged two. These sessions are based on availability which is agreed by the nursery manager. Parents/carers interested are required to complete an application form prior which is then agreed by Midlothian Council. Children are eligible for 1140 hours per year this will be delivered over 48 weeks of the year, with a two week break at the start of the summer term and a two week break over Christmas and New Year. 
· Nursery manager and lead practitioners would check availability and confirm

· Manager and lead practitioners will support parents/carers throughout process. 

· Settling procedure – same as above  

· Follow absence procedure 

Early learning and childcare (3years) 

Every child is entitled to 1140 funded hours per year. As a partnership nursery here at Wizkidz we offer funded sessions for parents/carers. Children are entitled to funded sessions the term after their third birthday. Due to COVID19 we are unable to offer split placements with other settings.  This is to help reduce the spread of infection.
· Explain the requirements and funding process to parents. 

· Support parent with funding application forms 

· Work alongside parents with changes to payments 

Transition from nursery to Primary school:
We aim to create links with the local primary school to support the children through the transition. 

· Key worker/staff will liaise with local primary school staff and share information about the individual child. 

· Key worker will complete an individual report and pass on to the child's primary school teacher.

· Involve the children throughout.

· Arrange visits to the local school to see the school environment.

· Work alongside parents throughout this transition.
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