
Admissions 
 

Policy Statement 
It is our intention to make our playgroup accessible to children and families from all sections of the local community. We aim 
to ensure that all sections of our community have access to the playgroup through accessible information, and open, fair and 
clearly communicated procedures. 
 

We offer the following Free Early Years Entitlement: 
- Funded two’s ‘supported’ and ‘working families’ entitlements (15 & 30 hours per week, up to 570 hours per year) 
- 3-4 year olds Universal entitlement (15 hours per week, up to 570 hours per year).  
- Extended entitlement (the additional 15 hours per week, up to 570 hours per year, for eligible families). 
 

Procedures 
▪​We ensure that the existence of our playgroup is widely advertised in places accessible to all sections of the community. 
▪​We ensure that information about our playgroup is accessible, in written and spoken form. Where necessary, we will seek 

advice from the Early Years Alliance (EYA) or other relevant specialists in order to provide information in other formats and 
languages. 

▪​Children are eligible for a place at the playgroup from the age of 2 until they enter school. They are entered on the waiting 
list upon receipt by the Administrator of a completed Registration Form.​
 

Place Availability 
▪​We cap the number of children on our roll in line with the number of available Key Children spaces, which is subject to 

change dependent on our staffing situation, but may be up to 44. Places are separated into three academic year groups. 
▪​We cap the number of children in setting and attending at 24 a day, over the three academic year groups.  
▪​We further may choose to cap our numbers of children, depending on the circumstances at the time, as follows: 

-​We may only allow up to 24 children in the school year group in which the children will be turning 4 years old; 
-​We may only allow up to 20 children in the school year group in which the children will be turning 3 years old;  
-​We may only allow up to 6 children in the school year group in which the children will be turning 2 years old  
  (and only after those children have reached 2 years of age).  

▪​We reserve the right to alter the number of children accepted onto each year group, upwards or downwards, at any time 
and at the absolute discretion of the playgroup Committee.  

▪​We arrange our waiting list into the 3 school year groups above. We primarily accept children into the setting in the order 
they are available to start at the playgroup and when they were placed on the waiting list, this may or may not depend on 
and be in relation to being within the year group caps set out above. In addition, allocation of places may take into account 
the following: 

▪​ the vicinity of the home to the playgroup. 
▪​ siblings already attending the playgroup or primary schools in Linton. 
▪​ the capacity of the setting to meet the individual needs of the child.  

▪​We do not explicitly limit places for funded 2 year olds. However, we do need to ensure that we have sufficient staff to meet 
the required child:staff ratios and admission is subject to year group caps.  

▪​We do not explicitly limit places for the Universal and Extended entitlement and these places are available in all sessions 
on all days. However, as above this will be dependent on staff numbers and staff:child ratios and will be subject to year 
group caps.  

▪​We ask all children with 15 hours funding to use these hours within 3 days at the playgroup, e.g. we will not be able to 
accommodate 4 or 5 mornings only. This is subject to change if required and will be at the absolute discretion of the 
committee. Non-funded children also may be asked to take their hours over 3 days, depending on the playgroup’s 
circumstances and at the discretion of the committee.  

▪​Funded entitlement is delivered as stipulated by Local Authority requirements, and terms and conditions. 
▪​All funded hours will be expected to be taken in a set pre-booked pattern that cannot exceed eligible weekly or termly 

allowances. We cannot facilitate ad hoc extra funded hours in playgroup, even where eligible hours are available, as we 
may not have the capacity to accommodate this for every family due to the number of children on roll. 

▪​Parents/carers are not required to pay the snack charge as a condition of taking up their child’s free entitlement place. The 
snack charge can be removed from a child’s invoice at the parent/carers request. A late payment fee will not be charged if 
we don’t receive the payment (because it is voluntary). The current amount for snack per morning is on our website, and on 
each invoice, and is subject to change on review of fees. 

▪​We ask for a Registration/Administration Fee (currently £20, but subject to change) on acceptance of a place unless a child 
is fully funded on starting at the playgroup. This is a non-refundable fee, separate to childcare fees. 

▪​By accepting a place at playgroup parents/carers do so with the understanding that a cancellation fee will apply if they 
choose to withdraw their place, usually a half term’s fees per the child’s reserved hours, or equivalent funding hours. 

▪​All Admission forms must be signed and returned to us as requested before a child can start at the playgroup. 
▪​If information is provided by the parents/carers that a child who is starting at the setting is currently, or has had involvement 

with social care, the DSL will contact the agency to seek further clarification.  
▪​We describe our playgroup and its practices in terms that make it clear that it welcomes both fathers and mothers, other 

relations and other carers, including childminders. 
▪​We describe our playgroup 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 describe our playgroup and its practices in terms of how it enables children and/or parents/carers with disabilities to 

take part in the life of the playgroup. 
▪​Children with disabilities are supported to take full part in all activities within the setting, and the setting aims to make 

reasonable adjustments so this should be the case. 
▪​We request and record where given the gender and ethnic background of children joining the group to enable us to ensure 
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that our intake is representative of social diversity. 
▪​We make our Valuing Diversity and Promoting Equality Policy widely known. 
▪​We aim to be flexible about attendance patterns wherever possible, to accommodate the needs of individual children and 

families, providing these do not disrupt the pattern of continuity in the playgroup that provides stability for all the children. 
We ask for notice to be given for changing hours. This is at the discretion of the Preschool Leader and will be limited to be 
within the attendance/daily caps.  

▪​We require to be informed of any changes of hours prior to the end of each half term/end of term. Any changes will have to 
start from the beginning of the following half term/new term, and will be charged as such. 

▪​We require notice of at least one half term to be given for cancellation of a place. 
▪​If a child is struggling to regulate their behaviour at any time when attending the playgroup, and this is affecting other 

children's safety or wellbeing, eg. physical contact has been made or repeatedly attempted to be made, we reserve the 
right to ask the child’s parent/carer(s) to collect the child immediately, regardless of how long they have been at or are 
booked to attend playgroup that day. The child will not be considered suspended, and can return to the playgroup on their 
next pre-booked day. We will not be able to offer another session in replacement of any time not attended as a result. 

▪​Failure to comply with our policies and procedures may result in the provision of a place being withdrawn.  
 

Early Starts/Later Pick Ups Trial 
From 1st June 26 we will be trialling Early Starts and Later Pick Ups sessions, everyday from 8.30-9am and 2.30-2.45pm. 
▪​This is a trial only but if successful will be continued in the new academic year. We reserve the right to stop the trial at any 

time during the trial period, and/or not to continue it in the new academic year. 
▪​We reserve the right to limit the number of children at the sessions depending on staff ratios and availability of places. 
▪​Bookings will be taken on a first come first served basis, and will only be available to currently attending children. 
▪​Fees will be charged via invoice per child per morning or afternoon, prices available on request. We reserve the right to 

change fees on review. We cannot accept funding to cover these sessions. 
▪​We ask families to prebook sessions per the half term in advance, but we may also take ad hoc bookings where available. 
▪​Late fees will be charged if a child is not collected at 2.45pm, at a flat rate of £10 from 2.45pm and we reserve the right to 

and may charge an extra £10 per minute late after that time until a parent/carer arrives. 
▪​Doors will open at 8.30am for Early Starts, and then immediately locked until 9am, when they will be opened for children 

joining us for current session times. Children may arrive after 8.30am for Early Starts but will be charged from 8.30am. 
▪​Doors will open at 2.20-2.30pm for children being collected at current session times, then the door locked after this. 

Handover chats will be available to parent/carers arriving at 2.20pm, but not those arriving by 2.30pm. Children staying for 
Later Pick Up will be supervised playing in the quiet room during this time. At 2.45pm children will be at the main door 
ready for prompt collection. Staff have outside of working hours commitments and we have limited hours access to the 
building so prompt collections are essential. Full handover chats will not be available at 2.45pm collection times, but we 
can arrange for these to be done at another time, or via email/message when staff are next available. 

 

Attendance & Absence 
▪​We record and monitor children’s attendance by keeping a record of days attended, or absent through sickness, holiday, 

isolating (e.g. Covid), or with another reason given. Patterns or trends in absence will be monitored and considered. 
Consideration will be given to any vulnerabilities for the child, family or home life. Any concerns with attendance/absence 
will be discussed with parents/carers in a timely manner. This may be deemed a safeguarding concern and may be 
addressed accordingly. Please also see our Safeguarding and Child Protection policy. 

▪​Persistent late drop off and collections will also be monitored. Late collection fees will be charged accordingly. 
▪​Prolonged/continued absences (usually four weeks in the same funding period) of funded children are required to be 

reported to the Local Authority, who may subsequently choose to withdraw funding for the child. 
▪​Where possible, we will hold two or more emergency contacts for each child. 
 

Children with SEND 
●​ The Preschool Leader will seek to determine an accurate assessment of a child’s needs at Registration or Admission. If the 

child’s needs cannot be met from within the setting’s core budget, an application for SEN inclusion funding will be made as 
soon as possible.  

●​ Children with identified SEND will 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 Preschool 
Leader will 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 or Admission, the Preschool Leader will check to see if a child’s family is in receipt of Disability 
Living Allowance, if so, the Preschool Leader will 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 Preschool Leader will support 
the family in their application. More information: www.gov.uk/disability-living-allowance-children/how-to-claim. 

●​ Preparation for admitting a child with SEND will be made in a reasonable amount of time and any delay in the child starting 
would be evaluated by the setting Preschool Leader to avoid discrimination and negative impact on the child and family. 
During a preparation period the family and relevant agencies and the local authority will be updated as regularly as 
possible on the progress of the preparations.  

 

Further Guidance 
Early Years Entitlements: Operational guidance for local authorities and providers (DfE 2018) 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/718181/Early_years_entitlements-operational_guidance.pdf 
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