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Childcare practice procedures
Waiting list and admissions
We aim to ensure that all sections of the community receive accessible information, and that
our admissions procedures are fair, clear and open to all parents who apply for a place.


The setting is widely advertised in places accessible to all sections of the community.



Information about the setting is accessible, using plain English, in written and spoken form
and, where appropriate, provided in different community languages and in other formats on
request.



Children with disabilities are supported to take full part in all activities within the setting
and the setting makes reasonable adjustments to ensure that this will be the case from the
time the child is placed on the waiting list.



The waiting list is arranged in order of application receipt and in addition may take into
account the following:

-

the age of the child with priority being given to children eligible for the free
entitlement



-

siblings already attending the setting

-

the capacity of the setting to meet the individual needs of the child

Funded places are offered in accordance with the Early Years Entitlements: Operational
Guidance for local authorities and providers (DfE 2018) and any local conditions in place at
the time,



Where it is financially viable to do so, a place is kept vacant for an emergency admission.



The setting and its practices are welcoming and make it clear that fathers, mothers, other
relations and carers and childminders are all welcome.



The setting and its practices operate in a way that encourages positive regard for and
understanding of difference and ability, whether gender, family structure, class,
background, religion, ethnicity or competence in spoken English.



The needs and individual circumstances of children joining the setting are monitored on the
Childcare registration form, to ensure that no accidental or unintentional discrimination is
taking place and that reasonable adjustments are made as required.



Equality procedures is shared and widely promoted to all.



Places are provided in accordance with Childcare terms and conditions issued to every
parent when the child takes up their place. Failure to comply may result in the provision of a
place being withdrawn.

Admissions


Once a childcare place has been offered the relevant paperwork is completed by the setting
manager or deputy before the child starts and filed on the child’s personal file. Forms
completed include:



An application fee of £35 is payable at the time of registering your child with the setting.
£30 of this is refunded upon commencement. Children in receipt of two years funding are
exempt from this fee



We have a minimum requirement of two hour sessions per week as this allows for the child
to settle better and thrive

-

Privacy notice - explains what personal data we collect, why we collect it, how we use it,
the control parent/carers have over their personal data and the procedures we have in
place to protect it.

-

Childcare terms and conditions - govern the basis by which we provide childcare.

-

Childcare registration form - contains personal information about the child and family

that must be completed in full prior to the child commencing.
Children with SEND


The manager must seek to determine an accurate assessment of a child’s needs at
registration. If the child’s needs cannot be met from within the setting’s core budget, then
an application for SEN inclusion funding must be made immediately.



Children with identified SEND must be offered a place when one becomes available as with
any other child. However, the start date for children with more complex SEND will be
determined by the preparations made to ensure the child’s safety, well-being and
accessibility in the setting. If a child’s needs determine that adjustments need to be made,
the manager must outline a realistic timeframe for completion, detailing the nature of
adjustments e.g. risk assessment, staff training, health care plan and all other adjustments
required. The child’s safety at all times is paramount.



At the time of registration, the manager must check to see if a child’s family is in receipt of
Disability Living Allowance, if so, the manager must ask for evidence to enable them to claim
the Disability Access Fund directly from the local authority. If the family is eligible but not
in receipt of the allowance, the setting manager will support the family in their application.
More information can be found at www.gov.uk/disability-living-allowance-children/how-toclaim.



Preparation for admitting a child with SEND must be made in a reasonable amount of time
and any delay in the child starting is scrutinised by the setting manager to avoid
discrimination and negative impact on the child and family. During a preparation period the
family and relevant agencies and the local authority must be regularly updated on the
progress of the preparations.

Safeguarding/child protection
If information is provided by the parents that a child who is starting at the setting is currently,
or has had involvement with social care, the designated person will contact the agency to seek
further clarification.
Parents are advised on how to access the setting’s policies and procedures.

Charging
It is our intention to make our nursery ad pre-school genuinely accessible to children and
families from all sections of local community, by ensuring they are fair and affordable.


Review all charges annually, usually during the month of March.



All parent / carers will be given notice of increased charges one term prior to its
effective date. Any price increases applied will generally be effective at the start of
the summer term (April) unless notified differently.



The Government grant which covers 15 hours per week for all 2**, 3* and 4 year olds
(and in some cases 30 hours for 3 and 4 year olds, will be maintained at all times.



Parents will be given the right to remove their child after 15 hours (30 hours if
applicable), without paying additional fees.



Charges over and above 15 hours / 30 hours are made at the discretion of Puddleducks
Nursery and Pre-school.



Fees are payable for the place booked and not for attendance.



Additional fees may be incurred, such as for hot meals. These will be notified when
applicable.



Fees are invoiced at the start of each month in advance. Fees are due within 5 working
days of invoice issue or weekly with prior arrangements.



Fees are non-refundable (Some exceptional circumstances may be applicable, please
refer to our terms and conditions).



We apply a 10% discount to families with two or more children attending the setting at
any one time.

* Government grants cover children from the term after their 3rd birthday.
** 2 year funded children are approved via Wiltshire Council review panel.



A notice period of one month is required if a child is removed from the setting for
family holidays consisting of one full week or more. This benefit must be booked in
advance and qualifies for a total of 4 weeks in a given academic year (please see our
terms and conditions).

Absence
We take steps to ensure that children are kept safe, that their wellbeing is promoted, and they
do not miss out on their entitlements and opportunities. At the very least, good attendance
promotes good outcomes for children. In a small minority of cases, good attendance may also
lead to early identification of more serious concerns for a child or family.
There are several reasons why a child may be absent from a setting. In most cases it is
reasonable to expect that parents/carers alert the setting as soon as possible, or in the case of
appointments and holidays give adequate notice. Parents are advised that they should contact
the setting within one hour of the time the child would have been expected to advise of their
absence. Designated persons must also adhere to Local Safeguarding Partners (LSP)
requirements, procedures and contact protocols for children who are absent or missing from
childcare.


If a child who normally attends fails to arrive and no contact has been received from their
parents, the designated person, takes immediate action to contact them to seek an
explanation for the absence and be assured that the child is safe and well.



Attempts to contact the child’s parents or other named carers continue throughout the day
on the first day of absence.



If no contact is made with the parents and there is no means to verify the reason for the
child’s absence i.e. through a named contact on the child’s registration form, this is
recorded as an unexplained absence on the child’s personal file and is followed up by the
manager each day until contact is made.



If contact has not been made within three working days, children’s services will be
contacted for advice about making a referral. Other relevant services maybe contacted as
per LSP procedures.



All absences are recorded on the child’s personal file with the reason given for the absence,
the expected duration and any follow up action taken or required with timescales.



Absence records are retained for at least three years, or until the next Ofsted inspection
following a cohort of children moving on to school.

If at any time further information comes to light that gives cause for concern, procedure:
Responding to safeguarding or child protection concerns is immediately followed.
Safeguarding vulnerable children


The designated person or key person attempts to contact the parents to establish why the
child is absent. If contact is made and a valid reason given, the information is recorded in
the child’s file.



Any relevant professionals involved with the child are informed, e.g. social worker/family
support worker.



If contact is made and the designated person is concerned that the child is at risk, the
relevant professionals are contacted immediately. The events, conversation and follow-up
actions are recorded. If contact cannot be made, the designated person contacts the
relevant professionals and informs them of the situation.



If the child has current involvement with social care, the social worker is notified on the
day of the unexplained absence.



If at any time information comes to light that gives cause for concern, Safeguarding
children, young people and vulnerable adults procedures are followed immediately.

Safeguarding


If a child misses three consecutive sessions and it has not been possible to make contact,
the designated person calls Social Care and makes a referral if advised.



If there is any cause for concern i.e. the child has a child protection plan in place or there
have been previous safeguarding and welfare concerns, the designated person attempts to
contact the child’s parent/carer immediately. If no contact is made, the child’s absence is

logged on Safeguarding incident reporting form, and Social Care are contacted immediately,
and safeguarding procedures are followed.
Poor/irregular attendance
Whilst attendance at an early years setting is not mandatory, regular poor attendance may be
indicative of safeguarding and welfare concerns that should be followed up.



In the first instance the setting manager should discuss a child’s attendance with their
parents to ascertain any potential barriers i.e. transport, working patterns etc and should
work with the parent/s to offer support where possible.



If poor attendance continues and strategies to support are not having an impact, the setting
manager must review the situation and decide if a referral to a multi-agency team is
appropriate.



Where there are already safeguarding and welfare concerns about a child or a child
protection plan is in place, poor/irregular attendance at the setting is reported to the Social
Care worker without delay.

In the case of funded children the local authority may use their discretion, where absence is
recurring or for extended periods, taking into account the reason for the absence and impact on
the setting. The setting manager is aware of the local authority policy on reclaiming refunds
when a child is absent from a setting.
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