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Admission Policy and Procedures 

An offer of a place for all children at the nursery is accepted by completing the registration form (application form) and paying the 
non- refundable registration fee of £50 for each child registered.

Admission procedure:

· When an enquiry is made, an enquiry sheet must be completed, this will determine if a visit has been booked or if the brochure needs sending through the post.

· When sending a brochure it is important to ensure that all the details are filled out correctly and all the details are requested.

· An enquiry letter will then need to be sent out.  
· If a visit is requested the diary should be checked for a convenient time for both parties to enable the visit to take place.  Timing of the visit is important and the number of staff working during the visit must be checked so as not to compromise adult/child ratios. 

· After the visit an application form and any other information that is required must be offered to the parent/carer.

· Visits should be followed up by a phone call to ensure that they have all the information they require and to ensure that are happy with what they have seen. This should not be done by the person who has conducted the visit, as we encourage and welcome any area in which we could improve.
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· Once the application form is received, the children must be added to the system and into the started folder. 

· If at the current time of booking there are no nursery places available parents will be given the choice to be placed on the waiting list. Nursery places are subject to availability. If they are added to the waiting list a letter must be sent to the parent/carer stating this.

· There will be equality of access to nursery places as outlined in the Norfolk House Nursery Equal Opportunities Policy.

· We aim to maintain a family atmosphere at our nursery and so siblings of children already attending will take priority where possible.

· Priority will be given to children requiring full day care five days a week, next to those requiring care on one, two, three and four days per week, or those that can be matched to make a full time place.

· When a place can be offered, a confirmation letter must then be sent.

· The Base Room Managers must check this folder regularly, so they are prepared for the children that are due to start.

· Approximately one month before the child is due to start, the Base Room manager must contact the parent/carer to arrange the settling in sessions. Again these should be arranged at a convenient time for both the child and the nursery. 

· We offer four hours settling in and this can be taken at any time to suit the individual child. Base Room Managers should support the parent/carer at these times, and discuss bottle times and meal times. As a setting we are aware that children may react to situations differently. It may be that the child needs longer time to settle in and this can be arranged with the Nursery Manager and the Base Room Manager. 

· A meeting may have to take place before the child starts if it is identified that the child has an allergy  from the application form. This would be arranged by the Nursery Manager

Please also see Nursery Terms and conditions.
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