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Admissions Policy

Policy Aims

To ensure that the admission to Bolton School Nursery is influenced by the balance of ages for individual rooms, children already attending who wish to have additional sessions, siblings, and the Equal Opportunities and Anti-discriminatory Policy. 
Objectives 

Ensure that the Nursery adheres to the Policy Aims and Procedures when determining order of entry.  

Procedures

After Initial contact with Bolton School Nursery, parents will be sent a prospectus and parents can also arrange to visit the nursery.

· Children will not be put onto the Nursery Waiting List until a completed application form is received. This form must be signed and dated by the parent. Bookings for unborn children cannot be accepted onto the waiting list without an ‘expected due’ date. 
· In the event of a pregnancy ending, parents undergoing subsequent pregnancies will need to reapply for a place on the waiting list. 

· When the nursery receives a completed form from parents the details will be logged onto the nursery waiting lists and a letter sent out acknowledging the application form along with the Admissions Policy.
· Upon receipt of a completed application form the waiting list will be checked for a child to fill the space, taking account of priorities, parental choice and availability. 

· The Nursery Manager will inform the parents if there is a suitable vacancy firstly by phone then confirmed in writing.

·  If the nursery place is accepted. Parents will be expected to sign an acceptance form and it is then expected that their child will attend the sessions offered as per paragraph 3 (b) in the terms and conditions attached to the application form. Should the nursery place be rejected, the child’s name will be kept on the waiting list until the next vacancy arises if the parents so wishes.   
· When a place is offered and accepted, Bolton School Nursery will arrange a pre-admission visit nearer the agreed start date.
Admissions Policy

Policy Aims

To ensure a warm and flexible entry process that adapts to the individual child’s needs. 

Objectives

· Ensure that admission to the nursery is influenced by the balances of ages within individual rooms. 
· Ensure that the Waiting List Policy and the Equal Opportunities and Anti-discriminatory Policies are followed. 
· Ensure that when children have joined the nursery, requests for additional sessions are viewed as a priority, as are subsequent applications for siblings. 
· Ensure that a signed contract is exchanged between the nursery and the parent indicating each of the partner’s rights and responsibilities. 
Procedures 

· Placement enquiries are dealt with individually.

· Parents are invited to visit the nursery informally to meet all staff and tour the building. Parents may need to visit more than once to ensure their child is settled before the child’s start date. 
· A copy of the Parent handbook, containing the Parent as Partners Contract, Policies and Procedures, will be available for all parents. 

· Parent and child meet with Nursery Leader to discuss routines, apprehensions or queries about any concerns. 

· The child will then visit the room where he/she will become part of the group. 

· Parents will then be encouraged to leave the child for a short period if the child is ready. This process is at the discretion of the Nursery staff and may take subsequent, phased visits before the child starts his or her proper sessions. 

Data Protection 

Information you give us about yourself will be held on computer or manual record. You have a right to see and check this. 

This policy was adopted on ……………………………………………………..

Signed on behalf of the nursery: …………………………………………………

Date for review : …….....................................................................................
