Admissions Policy

About Our Nursery 
The nursery is open between the hours of 7:45 am and 5:15pm Monday to Friday, 51 weeks a year excluding public holidays, between Christmas and New Year and Staff Inset (Training days). 
1st Steps operates an inclusion and equality policy and ensures that all children have access to nursery places and services irrespective of their gender, race, disability, religion or belief or sexual orientation of parents. All reasonable and appropriate adjustments will be made to provide prospective pupils with the full opportunity to demonstrate their potential. We promote safer working practice and a safeguarding culture throughout the nursery at all times.

Our Registration 
· At 1st Steps we are registered to care for 61 children daily between the ages of 0-5 
· The numbers and ages of children admitted to the nursery comply with the legal space requirements and staffing requirements set out in the Early Years Foundation Stage (EYFS) Statutory Framework (For group and school based provision) Published 8 December 2023 Effective 4 January 2023.

Enquiries 
· When we receive your enquiry for a place, either by phone or email, an introductory visit will be arranged. This will enable parents to meet with staff and explore the surroundings of the nursery. This will be subject to availability for your request of starting date and days of attendance. 
· After your visit, if you want to proceed with a place, you will receive an admission pack for you to complete and return along with a cash deposit which is held on account towards your notice period. 
· The amount will depend on the childcare requirements you need. This is non-refundable but will be used towards your notice period when you decide to leave us.
· The deposit is one week’s childcare fees which will assist with recruitment and training fees if required.
· Funded places will need to give ½ a terms notice due to funding changing settings.
· During the visit, management will inform parents on all aspects of the nursery, and will answer any questions parents may have. 
· This will be an informative tour where we can discuss nursery practice and your child’s individual needs.  
· The hours and days that you require will be discussed for availability. 
· We can discuss tax-free childcare, 30 hours offer, local authority funding and family tax credits on your visit. 
· We currently offer places for a minimum of 2 full days per week which is in the best interest of wellbeing and development for your child.

Waiting List 
· If our nursery ratios are full, you may register your child for a place and may join our waiting list. These are updated regularly
· When a place becomes available within a suitable age group, parents of a child at the top of the waiting list will be contacted and offered a place. 
· Parents will be informed of their place on the waiting lists. However, if parents no longer require a place on our waiting list we ask that they inform us.

Admission criteria: applied in the following order of priority:
1. Children who have siblings who are already with us

Registering a Place at our Nursery 
· Once you are informed that there is a place available for your child, then an email will be sent to you confirming your place from Nursery in a Box. 
· Before a child starts at 1st Steps, parents/carers will need to complete all admission forms and provide proof of identity (child’s original birth certificate).  This information will be used to register your child on our electronic database, Nursery in a Box. 
· There will be an email sent to the parent to continue to fill in the rest of the information which includes contact phone numbers, consent information, emergency contact details, GP, Dentist and Health visitor, healthcare requirements, including any allergies or dietary requirements. You will need to sign the form and submit the information (please keep an eye on your junk box for the email). A child cannot start until all of these documents are completed.
· [bookmark: _GoBack]A member of staff from the appropriate room will then arrange an induction and visits for your child approximately 4 weeks before the start date. This is an informal chat about their birth, your child’s development, the basics of nursery life, and an opportunity for you to ask any questions. If needed, Health care/allergy plans will also be discussed. At this point we will help to set up Tapestry, our online development profile and explain how this works. 
· There will be a section called "All about me" which we need you to complete to help us get to know your child before your child starts. 
· It is essential that you complete and return your child’s contact and information forms before your child starts in the nursery. This allows staff to be aware of your child’s needs, including dietary and medical needs. They must be kept up to date, especially emergency contact numbers or work circumstances. Details can be checked and any amendments needed will need to be updated. 
· If your starting date is delayed by you for a period of over one calendar month, your deposit will not be refunded against your first invoice and fees may be invoiced to retain your place. 
· Nursery in a Box will keep you informed about your fees and allows you to contact the nursery on any queries, to inform us about your child being absent, on holiday or any other changes to details. 
· It is up to the parent/carer to inform us of any changes to details. Your child will not be able to start without this documentation being completed.

Nursery security
· Nursery security is paramount.  On completion of your admission form, you should notify the nursery of who will collect your child each day.  
· If there is anybody who is not permitted to collect your child, then parents need to inform management in writing.   
· We use a password system to ensure the safety of your child.  You choose a password memorable to yourself on admission for use when you (or somebody else) collects your child.  This password should only be shared with other people when they need to pick up your child and can be changed at any time.

Settling in sessions
· We will also arrange settling in sessions for your child, which will aid their transition into nursery (see our Key Person and Settling in Policy).   This will enable children to become familiar with staff, surroundings and other children.
· In these session’s, parents/carers will be given the opportunity to read through nursery policies regarding behaviour, admissions, outings, etc. or if required, have them read and explained to them. It also helps you to slowly leave your child to see how they are without you whilst in the care of the team. 
· We aim to work in partnership with all parents and carers as the care of our children is paramount. The more your child sees you at ease in nursery with staff, the easier it will be for them to settle.  

Parent commitment 
· We expect a commitment from parents to communicate effectively as this is essential to enhance your child’s care and development.  This can vary from a chat at drop off or collection of your little one, Tapestry messages and observations, newsletters, notice boards, home learning activities and letters to parents. 
· Stay and play sessions, open evenings, Christmas party, Graduation Day, nursery trips and various fun days throughout the year are to encourage parents to visit the nursery on a more informal basis with their children.  This allows parents and carers to talk at ease to staff without having to rush to or from work. 

Funding & Nursery Education Grant
Children become eligible for a place from the term following the specified age (9months, 2, 3), with terms starting from 1st January, 1st April and 1st September.

Disadvantaged 2-year offer: Children may also be entitled to 15 hours childcare support if they receive some additional forms of government support. Tel: 0151 933 6021; Email: 2yearolds@sefton.gov.uk. 
Apply online@ https://search3.openobjects.com/kb5/sefton/directory/fel.page
9 months to 3-year-olds: 15 hours childcare support will be extended to eligible working parents of these children (Sept 24).
3 and 4-year-olds: All are entitled to 15 hours a week childcare support with registered childcare providers.
Eligible working parents and carers of children aged 3-4 can also get an additional 15 hours childcare support, bringing their total up to 30 hours a week.
September 2025, eligible working parents of children under the age of 5 will be entitled to 30 hours of childcare a week (dependant on income).

You can check your eligibility for funding on www.childcarechoices.co.uk or call Sefton Early Years on the above number to discuss 2 year funding. This will also tell you when to apply for your funding.

Nursery will provide an eligibility form to you prior to the start of your eligible age band for you to complete electronically. This is to support the council and nursery in identifying which children are eligible for Early Years Pupil Premium (EYPP) and to check the code eligibility.
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Appendix 1
Purpose of Early Years Pupil Premium (from the DfE Website)
Who can apply
The local authority applies directly for EYPP. This can be applied for if you receive at least one of the following:
· Income Support
· income-based Jobseeker’s Allowance or income-related Employment and Support Allowance
· support under part six of the Immigration and Asylum Act 1999
· the guaranteed element of State Pension Credit
· Child Tax Credit (provided you are not also entitled to Working Tax Credit) and have an annual gross income of no more than £16,190
· Working Tax Credit run-on, which is paid for 4 weeks after you stop qualifying for Working Tax Credit
· Universal Credit - your household income must be less than £7,400 a year after tax not including any benefits you get
You may also get early years pupil premium if your child is currently being looked after by a local authority in England or Wales or if your child has left care in England or Wales through:
· Adoption; special guardianship order; a child arrangements order

Purpose of Early Years Pupil Premium (from the DfE Website)
•   The Government believes that the Pupil Premium, which is additional to main nursery funding, is the best way to address the current underlying inequalities between children eligible for free school meals (FSM) and their wealthier peers by ensuring that funding to tackle disadvantage reaches the pupils who need it most.
•   In most cases the Pupil Premium is allocated to nurseries and is clearly identifiable. It is for nurseries to decide how the Pupil Premium, allocated to nurseries per eligible pupil, is spent, since they are best placed to assess what additional provision should be made for the individual pupils within their responsibility.
•   Nurseries are free to spend the Pupil Premium as they see fit. However, they will be held accountable for how they have used the additional funding to support children from low-income families. 

How the Pupil Premium is spent
How it is spent is monitored closely with all nurseries accountable for the impact of the money spent. We are committed and working hard to provide effective resources to utilize the Pupil Premium to support children in maximizing their life opportunities – and ultimately closing the attainment gap. Our five key areas of focus are:-
· Communication and language development
· Personal, Social and Emotional development
· Physical development
· Reading
· Writing
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