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POLICY AND PROCEDURE






ADMISSIONS - 014

At Sunflower Smile Ltd, we care for over 100 children between the ages of birth and 5 years.                                                  When considering admissions, we are mindful of staff: child ratios and the facilities available at the nursery.

The numbers and ages of children admitted to the nursery comply with the legal space requirements set out in the Early Years Foundation Stage (EYFS).

It is the intention of Sunflower Smile Ltd to make provision accessible to children and families from all sections of the community. Our admissions policy operates within an equal opportunity and is regularly reviewed. 

The children are separated into areas suitable to the individual development stages of the groups. Although the age of the child primarily determines which area the child will be based, the individual needs of the child will be considered to ensure the child has a peer group and will enjoy activities suitable to their abilities. 


· We will ensure that the existence of Sunflower Smile Ltd is widely known in local communities. Advertising notices will be place in widely accessible areas, in more than one language if appropriate.
· We will describe practices in terms which make it clear that all sections of the community are welcomed. 
· We will ensure that the description of the setting practices demonstrates how the settings enable children and/or parents with the additional needs to take part in the activity of the setting. 
· We will monitor the gender and ethnic background of the individuals joining the group monitor our intake and ensure it is representative of social diversity. 
· We will ensure that information about our setting is accessible in written form to all. Where necessary we will try to provide spoken form, Braille, in more than one language, through signing or an interpreter. 
· Children from the age of 2 weeks will be admitted in accordance with the settings Ofsted Registration. 
· We will endeavour to be flexible regarding attendance to accommodate the needs of all families. 
· We will keep a place vacant, if this is financially viable, to accommodate an emergency admission. 


The waiting list will be monitored and reviewed regularly. 

The following factors will be taken in consideration in allocating places:

· The age of the child (Priority will be given to children who are eligible to access their Additional Support, Early Years Entitlement Funding (EYE) for 2 year olds) 
· Length of time on waiting list 
· Siblings already attending the setting
· The vicinity of the home to the setting 

EYE places will be offered in accordance with the code of practice for local authorities on delivery of free early years provision for 9months, 2, 3 + 4-year-olds (September 2025), and the local conditions identified within the early year’s provider agreement.

Parents/carers must complete a registration form before their child can attend and sign consent for this information to be maintained by the setting in line with Data Protection Act 1998 and Ofsted Registration requirement under the Children Act 1989. 



Payment
Fee payment is required monthly in advance by voucher, Tax Free Childcare, BACS /standing order or card.  

Late payment of fees regardless of method of payments i.e., S/O, Vouchers, Subsidised payments (received beyond the 15th of each month) will incur a £5.00 charge on the next invoice unless a written agreement between the setting and the parents is in place. Prolonged non-payment of fees will incur an extra charge of 4% above base rate and will result in the termination of the childcare place.

Sunflower Smile Ltd encourages prompt payment but recognises that at times some parents/carers may experience financial difficulties. Sunflower Smile Ltd will ensure that no child/children/families are penalised should this situation arise. 

Sunflower Smile Ltd will endeavour to arrange a payment plan that is acceptable to both parties, enabling the child/children to continue to attend. All financial matters will be dealt with utmost sensitivity and consideration and in confidence. 

In the event of non-payment:

· The manager will liaise with the parent/carer concerned
· A payment plan will be agreed if necessary 
· Where unmet payments continue the Director will liaise with the parent/carer to arrange payment options. 
· Where there is no resolution the child’s/children’s place may be withdrawn.
· Payment Pursued.

Tax credit
Each Sunflower Smile Ltd Childcare setting is registered with Ofsted, therefore where appropriate parents/carers can claim child tax credit. Details are available upon request. 

Childcare vouchers
Sunflower Smile Ltd is registered with most voucher companies and accepts childcare vouchers. Details of your chosen company are available on request we will willingly obtain an account with a new provider. Fund must be received and cleared by payment date. 

Tax Free Childcare
Tax-Free Childcare is a government scheme that provides eligible working parents in the UK with financial help for childcare costs.

We reserve the right to limit and/or have specific funded sessions, according to our business requirements.  



This Policy was adopted:  August 2009
Reviewed:  Aug 10, Aug 11, Aug 12, Aug 13, Aug 15, Aug 16, Aug 17, Aug 18, Mar 19, Aug 19, Aug 20, Aug 21, Aug 22, Aug 23, Aug 24, Aug 25
Next Review due: August 2026
Signed on behalf of Sunflower Smile Ltd							
Print:  Emma Curry	Position:  Manager								
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