8 Information and Records
8.1 Admissions 
Policy statement
It is our intention to make Jelly Beans Pre-school accessible to children and families from all sections of the local community. We aim to ensure that all sections of the community have access to Jelly Beans Pre-school through open, fair and clearly communicated procedures. 
Procedures

· We ensure that the existence of Jelly Beans Pre-school is advertised, when necessary, in places accessible to all sections of the community.
· We will try to ensure that information about us is accessible to everyone. 
· The number of places available each session in each room has been determined by the governing panel and management, taking into account the Ofsted guidance, bearing in mind the effective operation of a key person system. 
· A completed application form must be received in order to add a child to the waiting list. 
· The main intake of children will be in September. Any other available spaces will be allocated throughout the year in accordance with the published admission criteria. 
· We arrange the waiting list by date of application, but within each criteria of application, priority consideration will be given to siblings of previous attended children. Then we will also give consideration to the hours requested to maximise the utilisation of the spaces available (spaces may vary to due ratios) in the morning session and the 45 spaces available in the afternoon sessions. We require children of all ages to attend two separate sessions over two separate days.  
· We allocate sessions and places in the following order:

1. To children who have been attending already the previous year, whether they receive any funding or not.  Extended Funded hours will be offered to these children (see note*).  These children will be offered their full requests unless note * below applies.
* Please note - if the request for funded hours is greater than the Universal 15 hours per child, the amount of Extended Funded hours will be allocated in a fair way, ie all Extended hours will be capped to the amount deemed appropriate at that time.

2. Children who are looked after by the Local Authority

3. To children with additional needs where other professionals are involved.  A space will only be offered when written evidence from another involved professional has been supplied and as a result of an evaluation of the child’s needs by the Jelly Beans SENDCo.

4. To children who have/ had a sibling attend, whether funded or non-funded. Siblings include blood relatives, stepsiblings, adopted and foster siblings living at the same address.

5. To children whom the governors agree would specifically benefit from the allocation of a place. These spaces are allocated on an individual basis, with the proviso that they are sponsored by two governors and receive the backing of the majority of the governors.  
6. To children on the waiting list based on date of application, depending on availability in the age appropriate room.  For example, if a space is available for a 3 year old in Butterfly Room but the next child on the list is only just 2 and is only eligible to be in the Caterpillar Room, then the 3 year old will be offered the space.
7. Once all the children on the waiting list have been accommodated, Extended Funded/Additional Paid Hours for children joining Jelly Beans in the Autumn Term will be offered in a fair way in line with the note* in 1 above.  If there are no spaces available, a waiting list will be started for Extended Funded/Additional Paid Hours based on the date on the application form.   For children currently attending and reaching eligible age for Universal Funding in the Spring Term, these children will be offered their Universal hours subject to availability and will be given priority over children on the waiting list for Extended Funded/Additional Paid hours. 
· We describe ourselves and our practice in terms that make it clear that we welcome both fathers and mothers, other relations and other carers, including childminders.

· We describe how our practices treat each child and their family, having regard to their needs arising from their gender, special educational needs, disabilities, social background, religion and ethnicity or from English being a newly acquired additional language. 

· We describe how our practices enable children and/or parents with disabilities to take part in the life of Jelly Beans Pre-school. 

· We monitor the gender and ethnic background of children joining the group to ensure that our intake is representative of social diversity.
· We make our Valuing Diversity and Promoting Equality Policy widely known.

· We are flexible about attendance patterns to accommodate the needs of individual children and families, providing these do not disrupt the pattern of continuity that provides stability for all the children. 

· We offer 50, 3 hour sessions every morning in the Butterfly Room and 20, 3 hour morning sessions in the Caterpillar Room, as well as 45 mixed sessions in the Butterfly Room in the afternoon (2.5 hours). We provide Early and Late Beans, before and after pre-school sessions (1 hour), charged at the normal hourly rate (up to 24 children). We also offer lunch time sessions, which are open to all children, subject to availability and this can be included in the funding arrangement. 

· We try to be flexible about the allocation of morning and afternoon sessions and endeavour to accommodate preferences, providing this does not disrupt the pattern of continuity or prevent other children from joining Jelly Beans Pre-school. In order to have this pattern of continuity, the younger two-year olds and rising two-year olds will usually be accommodated in the Caterpillar Room, as this is a more appropriate setting for them. The Butterfly Room will accommodate the older (rising) three-year olds and above. Exceptions can be made.

· Whilst every attempt is made to adhere to this policy, the governors reserve the right to decline a place, if the setting is considered inappropriate for the well-being of the child (and reasonable adaptations are not possible) or on the advice of the manager or local authority. 
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