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It is our aim to provide a safe, interesting, stimulating and caring environment, where children can develop early skills at their own pace and to make Willow Bank Pre-School genuinely accessible to all children and families from every section of the local community.  

In order to accomplish this we will: -

· Ensure that the existence of the Willow Bank Pre-School is widely known in all local communities.  We will place notices advertising the Pre-School in places where all sections of the community can see them.

· Arrange our waiting list as follows:

i. Date of registration, (earliest 6 months of age).
ii. Date eligible for funding (applications received less than 3mths before the start of funding will be accepted but placed at bottom of list)
iii. Offer Spaces to funded 2.5 year olds if spaces available.
iv. Children whose sibling/s attend or attended the Pre-School
v. Deferred placing’s
vi. Families moved into the surrounding area
vii. Children who are moving from another child care setting
viii. The capacity of the setting to meet the individual needs of the child.
· We offer funded places in accordance with the Code of Practice for and any local conditions in place at the time.
· We keep a place vacant, if this is financially viable, to accommodate an emergency admission.
· Our setting and its practices are welcoming and make it clear that fathers, mothers, other relations and carers are all welcome.
· Our 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.
· We support children and/or parents with disabilities to take full part in all activities within our setting.
· We monitor the needs and background of children joining our setting on the Registration Form, to ensure that no accidental or unintentional discrimination is taking place.
· We share and widely promote our Valuing Diversity and Promoting Equality Policy.
· We consult with families about the opening times of our setting to ensure that we accommodate a broad range of families' needs.
· 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.
· Failure to comply with the terms and conditions may ultimately result in the provision of a place being withdrawn.

Willow Bank Pre-School is registered for thirty-two children per session. We try to keep our Ratios 1:6 (Legal requirement is 1:8). Where children younger than 3 are attending a session, the ratios will be amended to reflect the requirement for a staff/child ratio of 1 to 4 for 2½ year olds.

· In order to maintain ratios and safety levels, no children under the age of 3 will be admitted to the higher volume sessions.

· A non-refundable administration fee of £10 (ten pounds) is required to put a child’s name on the Pre-school waiting list. A one months’ notice in writing will be required prior to a child being withdrawn from the Pre-school.
 
· Early Education Funding – Wokingham Borough Council (LA)

Children are eligible for a funded place as follows:  

Spring Term 	-      children whose third birthday occurs before 1st January 

Summer Term 	-      children whose third birthday occurs before 1st April

Autumn Term 	-      children whose third birthday occurs before 1st September

· Up to 15 hours and 30 hours (depending on eligibility) of Government funded Early Years Entitlement is available to all 3 & 4 year olds from the term following the child’s 3rd birthday. 
· We aim to offer the funded places as requested where possible and where spaces are available, in the term following their 3rd birthday. 
· Applications for sessions in addition to the 15 hours funded will be considered. If any further spaces are available, these will be offered on a fee-paying basis (see section- Sessions on Fee paying basis)

· The 15 hours free entitlement may be taken as detailed below:

08.45- 11.45 (morning session) Monday to Friday= 15 hours 

12.30-15.30 (afternoon session) Monday to Friday= 15 hours

	08.45- 14.45 2 days + 1 morning or 1 afternoon = 15 hours

08.45-14.45  day + any combination of total 3 mornings & afternoons = 15 hours
· The 30hours places are given out on requirement and availability.

· Prior to starting, parents are invited to visit Willow Bank Pre-School with their children to enable them to familiarise themselves with the setting and with our routines.  We will support children to settle into Willow Bank Pre-School using our Settling in Pre-School Procedure. 

· It is the policy of Willow Bank Pre-School that should parents’ wish to defer the offer of a place for their child/children they may do so only once.

Extra Sessions offered Fee Paying Basis

· Extra sessions available will be offered on a fee paying basis. Initially to children who have reached their 3rd birthday and then to children who are a minimum of 2½ years old. Requests for morning or afternoon places will be considered but not guaranteed.  

· If your child’s place is fee paying (not funded by Early Education Funding) and a months’ notice is not given, a charge equivalent to half-term fee will be made.  

The charge for a session is £15.00 (3yr rate) £16.00 (2.5yr rate).

· We ask for a one-off voluntary contribution of £10 per term. This contribution will go towards consumables such as healthy snacks and cooking.

· When a child starts Pre-School, in addition to themselves, we require parents/carer to supply a minimum of two named contacts and phone numbers.  If a child should become unwell during session time or there is an emergency, their parent/carer or named contact will be contacted and are required to collect them, because of this, it is extremely important that Pre-School are informed of any changes to contact details/numbers. Willow Bank Pre-School will send a termly reminder to parents to update any changes to contact details. 

· Should the Manager or Pre-School Committee consider that attending the Pre-School may not be in the best interest of the child, or that of the other children in the group, they will initially discuss the matter with the parents/carers and the Early Years Development Team. If, after consultation, Willow Bank Pre-School reserves the right not to offer placement.

· It is generally recommended that staff should not have their own children attending the Pre-School.  This is, however, at the discretion of the Committee and the Manager.  

· If a child is absent for any reason, we require notification either in writing or by telephone before or on the day of absence.  This enables us to distinguish the difference between ‘Authorised Absent’ and ‘Unauthorised Absent’ for the register. 

· Unexplained, irregular or non-attendance will be recorded and monitored for Funding, Safeguarding and Health & Safety reasons.
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Under the terms and conditions for providers to be in receipt of funding, it is our policy to notify Wokingham Borough Council if a child, for whom we are claiming funding, is not attending regularly, or has a long-term absence in excess of two weeks without a valid reason.

If a child under the funded 2yr old scheme is absent without contact from the parent for 3 consecutive days, the setting will notify the Early Years Advisor for 2yr Olds (Stuart Milne) on Tel 0118 908 8252. 


Signed on behalf of the setting by

Chairperson __Jennifer Fox______Sign _____[image: ]____

Manager    ____Ketaki Karmarkar _____   Sign      [image: ]
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Review Date: February 2022

image1.png




image2.png




