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7.4 ADMISSIONS & SETTLING IN POLICY

We want the children and families at the Pre-School to enjoy being involved and to feel welcome and cared for. Our children need to know that other adults care about them and will help them to play and learn. Parents need to feel confident in the ability of the adults in Shoreham Pre-School to look after and encourage their children to benefit from their time at Pre-School.

Our pre-School welcomes all families from the local area. In order for families to know this we publicise our service on the West Sussex County Council website, in local health centres, the library shops, leisure centres and through the Children’s Information Service and Health Visitors. Information about what we can offer children with additional support needs is included on our website, www.shorehampreschool.co.uk and on the Local Offer page on the West Sussex county Council website.
We try to ensure a careful balance each session between genders, abitlities, age, readiness of the individual child to stay happily, children with additional educational & emotional needs and staffing ratios.
We adhere to the Statutory Framework for the Early Years Foundation Stage and the adult:child ratios stated within it.

We cannot guarantee to provide five sessions but we will always do our best to accommodate parental preferences where possible whilst upholding our admissions criteria.

As a very general rule, where places are available, we strive to offer,
Children aged 2 will be offered 2 sessions

Children aged 3 will be offered 2/3 sessions

Children aged 4 will be offered 3/5 sessions

We accept children for a minimum of 2 sessions a week. (Exceptional circumstances may be discussed)

We accept children entitled to 2yr funding, 15hr free entitlement, and 30hr free entitlement. Places offered are limited by the spaces we have available and not based on entitlement.

We allocate places each September on the following criteria;
· Children already attending are given priority

· Length of time spent on the waiting list,
· Siblings already attending or having attended the setting,

We allocate spaces during the Spring term for the following September start. Parents are informed by letter. We will accommodate parental preferences when possible. Parents are advised to contact the pre-school staff to discuss any queries regarding the sessions offered by the pre-school.

We operate a waiting list when necessary. We provide a Handbook for parents, which includes our most important policies. A copy of all our Policies and Procedures is available on the parents’ noticeboard for parents and carers to read and on the pre-school website; www.shoreham.preschool.co.uk  These are updated as a staff at least annually and we invite a parent to contribute.
A newsletter is sent home once each term informing parents of activities, events and changes to policies and procedures. We also operate a texting service to keep parents informed of events and reminders. 
When children are ready to start Pre-School we will invite the family to an open afternoon in the summer term before they are due to start with us which is an informal chance to have a cup of tea with us, chat about any concerns, buy uniform, look at photographs of what we do and for the new children to play with the toys, We also invite some chosen existing children to play to show the new children their Pre-School.
Once staff have got to know the children, they are allocated a key worker after 4 weeks of attendance, who will oversee the care and education of that child whilst they are with us and liaise with parents and other settings the child mat attend to ensure continuity of care. The key worker will also liaise with other agencies when necessary and support the child and their family with any transitions the child will need to make. Key Workers are always available to discuss your child and any issues arising. We try to keep the same keyworker for each child during their time with us but if the child’s sessions change or the member of staff changes their sessions, this may lead to a change of key worker.

Families who have English as a second language will have careful support to help them to understand the routines of the preschool. Translations about funding will be provided from the WSCC local Offer where possible. The Key Worker for these families will take care to not assume understanding and will take time to give feedback and share information and to listen to any information given.

We support the settling in process by;

Agreeing with the parents how best to introduce and settle a child into the Pre-School to ensure the individual needs of the child/family are met.

Welcome parents to stay with their child at our sessions until they feel confident their child has settled and no longer needs them to stay

Reassure parents who are anxious about their child by giving them information about their child’s activities and welfare whilst attending Pre-School. We encourage parents to phone in to check on their child during a session to reassure themselves.

If a child is very distressed after being left and cannot be consoled, a member of staff will contact the parent by phone to let them know. The parent will then be encouraged to stay with their child until the end of the session.
We recommend;

· A quick goodbye and exit is best. We will always comfort and distract your child and they usually settle before you’ve got out of the car park! Parental lingering causes anxiety. Remember, you are teaching your child to be independent and confident without you. A confident, short goodbye works best. A member of staff is happy to take your child from you if they are reluctant to physically let go.

· We will chat to you about what your child likes to play with and ensure that it is out ready to entice a happy separation from you.

· Please talk to us out of ear shot of your child if there is something specific your child is not enjoying at pre-school and we will do our best to rectify this.

