
 

Admissions 

12/12/2022 11:56 

10_2 Admissions  

 

Admissions Policy 

 

Policy statement 

 

It is our intention to make our setting 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 setting through open, fair 

and clearly communicated procedures. 

 

Procedures 

 

▪ We ensure that the existence of our setting is widely advertised in places accessible to all sections of the 

community. 

▪ We ensure that information about our setting is accessible, using simple plain English, in written and spoken 

form and, where appropriate, provided in different community languages and in other formats on request. 

▪  We arrange our waiting list in birth order. In addition, our policy may take into account: 

- the age of the child, with priority given to children who are eligible for the free entitlement – including 

eligible two year old children; 

- the length of time on the waiting list; 

- the vicinity of the home to the setting;  

- whether any siblings already attend the setting; and  

- the capacity of the setting to meet the individual needs of the child. 

▪ We offer funded places in accordance with the Code of Practice for East Riding Council and any local 

conditions in place at the time. 

▪ We keep a place vacant, if this is financially viable, to accommodate an emergency admission. 

▪ Our setting and its practices are welcoming and make it clear that fathers, mothers, other relations and 

carers are all welcome. 
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▪ Our setting and its practices operate 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 support children and/or parents with disabilities to take full part in all activities within our setting. 

▪ We monitor the needs and background of children joining our setting on the Registration Form, to ensure 

that no accidental or unintentional discrimination is taking place. 

▪ We share and widely promote our Valuing Diversity and Promoting Equality Policy. 

▪ We consult with families about the opening times of our setting to ensure that we accommodate a broad 

range of families' needs. 

 

▪ We are/ flexible about attendance patterns to accommodate the needs of individual children and families, 

providing these do not disrupt the pattern of continuity in the setting that provides stability for all the 

children. 

▪ Failure to comply with the terms and conditions may ultimately result in the provision of a place being 

withdrawn in accordance with the admissions procedure including children missing from education. 

Procedures for Settling In 

▪ All families joining Pollington preschool are encouraged to take the opportunity to use a minimum of two 

settling in sessions. Parents will be encouraged to stay with their child and ‘play’ to ensure that a smooth 

transition of care between home and setting is reached.  The number of settling in sessions needed is 

dependent on each individual child and key educators will work sensitively with both child and parent to 

achieve secure emotional well-being of the child when attending the setting.   

▪ During this time, the child’s key educator will work with parents to identify a true picture of the child’s 

developmental levels.  This will be used as a starting point for assessment and identifying learning interests. 

 

This policy was adopted by Pollington-Balne Preschool (name of provider) 

On  (date) 

Date to be reviewed  (date) 

Signed on behalf of the provider  

Name of signatory  

Role of signatory (e.g. chair, director or owner)  

 
Other useful Pre-school Learning Alliance publications 

 
▪ Seasonal Hello Posters (2006) 
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Admission Procedure for Children who go missing whilst claiming Free Early Education Funding. 
 
 
Pollington preschool are registered with East Riding of Yorkshire Council to offer Free Early Education 
funding for children aged from two, three and four years. Under the local authority guidance and 
information booklet, we are obliged to monitor the attendance of all children in receipt of funding and 
the following procedures will be implemented for children missing from education. 
 
In the event of: - 
 

1. any unexplained absences (not due to illness/or holidays) on a daily basis, the child’s key 
educator will make every effort to contact the family of the child absent from their session and 
will document the responses accordingly.  Any information will be passed onto the manager for 
monitoring. If the family cannot be reached at all, after a period of 48 hours and no reasonable 
explanation can be supplied then it may be necessary to implement our safeguarding procedure 
and refer to social care for advice. 
 

2. any unexplained absences that continue, within a 5-day working period the family will be 
contacted by the preschool manager and reminded of their ‘parental agreement’. An attempt to 
change sessions/accommodate the family’s needs to support the attendance of the child in 
setting will be made. 

 
3. any child continuing to miss a large number of sessions after a period of 10 days (not due to 

illness/holidays), a formal letter will be sent to the family confirming that the number of funded 
hours may be reduced the following term. 

 
Please note: that your child’s funded place may be at risk if they do not attend their full allocated 
sessions.  If at any point within this procedure safeguarding concerns are raised, then a referral will be 
made to social care and procedures will be implemented as outlined in our safeguarding policy. 
 
 
 

 
 

 


