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4.1 Admissions

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.

EYFS key themes and commitments

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, in written and spoken form and,
where appropriate, in more than one language. Where possible, we will try to provide
information in Braille, or through British Sign Language. We will provide translated written
materials where language needs of families suggest this is required as well as access to an
interpreter.

Within Nursery we offer full day care for children from 6 months to school age and beyond
for after school care up to the age of 8 years. The nursery and school are registered with
Ofsted and inspected by ISI, within nursery we have provision for 68 children to attend, and
the age groups are split into 3 age groups, being 0-2, 2-3 and 3-4; however, at some points
the age groups do mix. Within the reception class there are 16 spaces available.

Families accepting a 2-year-old funded entitlement place will be able to claim the
entitlement until their child(ren) is/are eligible for either the 3- and 4-year-old funding
universal entittlement or working parent entitlement.

Families claiming Under 2, 2, 3 and 4 year old working parent entitlement can claim funding
if they are eligible, please see charging policy for more information and links as to how to
claim this funding if you are eligible.

The nursery is open from 0800-1800 on weekdays, all year except for Bank Holidays and
for a short period over Christmas. Families can opt for their children attending either Al
Year or Term Time only. Please see Charging policy 4.3 and fee sheets for more
information as to session times and how funding can be used. The Reception class is open
from 0830-1530, Term Time only.

Early Education is offered within the national parameters

No session to be longer than 10 hours

No minimum session length (subject to the requirements of registration on the Ofsted Early
Years Register)

Not before 6am or after 8pm

A maximum of two sites in a single day

Early Education is offered to families either term time or all year round depending on how
families choose to use their funding, please see options and the number of hours we are
open per year in our charging policy which clearly lays out how funding can be used
Monday to Friday inclusive each week.

We will work with parents to ensure that as far as possible the hours/sessions that can be
taken as funded provision are convenient for parents’ working hours.
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To ensure a smooth transition for the child, we will work closely with families to discuss and
agree how a child’s overall care will work in practice where an entitlement is spilt across
different providers, and where possible when families transfer their funding claim to a new
setting.

The Admission and Charging Policies are issued to all families as part of the registration
process. They are also available on our website or on request.

EYFS enquiries are directed to the Registar for tours and for general enquiries for nursery
to the Nursery Manager.

We arrange our waiting list on a first come first served basis. In addition, our policy may
take into account the following:

siblings already attending the setting.

age if applicable to spaces available in relevant rooms

priority would be given to long term commitments rather than temporary ones

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

We describe our setting and its practices in terms that make it clear that it welcomes fathers
and mothers, other relations and other carers, including childminders.

We describe our setting and its practices in terms of how it treats each child and their
family, having regard to their needs arising from their gender, special educational needs,
disabilities, social background, religion, ethnicity or from English being a newly acquired
additional language.

We describe our setting and its practices in terms of how it enables children and/or parents
with disabilities to take part in the life of the setting.

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 Equal Opportunities, SEND and all other Policies widely known through our
welcome pack and newsletters which signposts families to our website or they can request
hard copies of policies.

We consult with families about the opening times of the setting to ensure we accommodate
a broad range of family need.

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 and is viable for the setting.

Registration process within nursery

Parent/Carers complete a form with either the Registrar or Nursery Manager to register
their interest in the Nursery, so they can join the waiting list.

Parent/Carers are notified of spaces being available and if the sessions suit them, they are
asked to complete a registration form and pay a registration fee, please see Charging
Policy for exceptions to this requirement and more information

As part of the registration process, parents/carers will be required to provide
documentation to evidence their child’s date of birth. This is to confirm they have reached
the eligible age for the funded entitlement. A copy will not be retained but may be requested
again later by the Local Authority for audit or fraud investigation purposes.

Three settling in sessions are offered to parent/carers prior to their child starting nursery,
during these sessions they will be given a welcome pack

Welcome pack contains information about the setting and various forms which need to be
completed to ensure children are safe whilst here, this includes documentation to confirm
eligibility to Early Education through nursery having sight and copying birth certificates,
which will be kept safely and destroyed once they are no longer required. Documentation
also includes contractual arrangements, and funding policies.
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e Starting dates are arranged and children can start once all paperwork has been completed,
signed and handed in to the nursery office.

e Once children are enrolled in the setting, parents may request extra sessions and the
nursery office will place them on the waiting list or if spaces are available organise for them
to start as soon as possible. Sessions are also available on an ad hoc basis as and when
availability allows.

e Registration process within Reception class

e Parent/Carers contact the Registrar and are sent a copy of the prospectus, the school
magazine and any other information which may vary from time to time.

e A visit to the school is arranged and they will be toured round and meet the Head who will
discuss any matters of interest to the parents/carers.

e |f parents wish to proceed a registration form is completed and paperwork including
permission forms, health information and contact details are sent out and returned.

e Visits to spend time in the classroom and to meet with teachers/other parents are arranged
at which daily routines can be explained, a welcome pack is given out, questions answered
and a shop appointment for uniform is arranged.

e We aim to identify all children that may attract any additional funding such as EYPP, DAF,
SEND Inc Fund and any locally available funding streams with a view to submit and
claim/application to support and improve their outcomes. This will be in partnership with
families and consent will be sought prior to submitting a claim/application.

e We are required to have arrangements in place to support children with special educational
needs and/or disabilities (SEND). These arrangements should include a clear approach to
identifying and responding to SEND.

e This means we will —

e Follow the requirements of the Early Years Foundation Stage Statutory Framework to
provide an inclusive environment for all children and their families, together with the
requirements to comply with the Equalities Act and the Special Educational Needs and
Disability Code of Practice.

e Monitor and review children’s progress and development in partnership with families.
Where a child appears to be behind expected levels of development or where a child’s
progress gives cause for concern a graduated approach will be adopted with 4 stages of
action: Assess, Plan, Do and Review

e Provide information to families on how their child’s development is being supported and in
agreement, consent will be sought to apply for additional funding and request support from
outside agencies where necessary

e Utilise the SEN inclusion fund and Disability Access Fund to deliver effective support

e Publish our contribution to the SEN Local Offer in Norfolk. This is available on the Norfolk
Community Directory to ensure information is available to parents so they can make
choices about the right childcare provision for their child with SEN

We will work in partnership with parents, carers, childcare providers, the local authority, and other
organisations to improve provision and outcomes for children in our settings. Where required we
will seek parent/carer consent to collect , share and use your information in accordance with the
Data Protection Act and General Data Protection Regulations.syndrome-sids/
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4.3 Charging Policy

Policy statement

We provide sessional and full day care, where parents/carers can chose between attending

Term Time (approx 12 weeks per term) or All Year (approx 50 weeks). We accept children

from 6 months to school age, and up to 8 years old for wrap around care. We aim to make our
charges fair and affordable for those paying fees and we are registered as part of the Under

2, 2, 3 and 4-year-old Early Education Entitlement offered to parents and carers in Norfolk by the
Local Authority for both the universal 15 hours and the working parent extended 30 hours. We are
inspected and registered by Ofsted and Independent School Inspectorate.

Policy aims
e To safeguard all children, we check original documentation stating children’s date of birth
such as birth certificates, taking copies and storing them safely. We retain the copies of
documentation to enable the local authority to carry out audits and fraud investigations if
necessary whilst checking if children are eligible for funding, these copies will be destroyed
when no longer needed. Please refer to data privacy notice in welcome pack.
e To provide high quality and flexible childcare consistently for all children regardless of
whether their family opt to pay for additional hours, services, meal or consumables.
e We review charges regularly
e All parents/carers will be given notice of increased charges in the term prior to the effective
date of increase
e The primary objective of any monetary increase is made to sustain the nursery
e The governments free entitlement as laid out above will be maintained subject to session
availability
e Aim that the childcare we offer is flexible and meets the needs of working parents
e Ensure that parents can easily identify on their invoice what charges are in relation to the
additional hours from their free provision
e To signpost parents/carers to Government Services to inform them of services available to
them to make childcare more feasible
e We recognise that parents have a right to know that information they share will be regarded
as confidential as well as be informed about the circumstances when, and reasons why, we
are obliged to share information.
e To offer Early Education within the national parameters being:
o No sessions to be longer than 10 hours
o No minimum session length (subject to the requirements of registration on the
Ofsted Early Years Registers)
o Not before 6.00am or after 8.00pm
o A Maximum of two sites in a single day

Procedures
For children who are not in receipt of funding

e Parents/carers are given a fee sheet when they show initial interest in nursery which
outlines how sessions are structured and our opening times, as well as costs.

e Prior to children starting their first session parents are asked to complete a registration pack
which outlines our terms and conditions as laid out by Glebe House School Trust Ltd, acting
by the Governing Body as now or in the future constituted

e Parents/carers of non funded children are also requested to pay a non refundable
registration fee to cover the cost of administration, however funded children do not pay
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registration fees unless they are attending more than the funded hours but this is their
choice.

Parents can then request for their children to either attend Termly or All Year

Once a child has been entrees and/or admitted to the nursery/school, the fees shall be paid
by monthly instalments. Nursery fees will be charged monthly in advance. Invoices will be
issued between the 1st and 5th of each calendar month to which they relate. Payment will
be due within 7 days after the invoice date. For children attending additional
sessions/hours during the month, these will be charged on the following month’s invoice.

A parent may nominate their child to attend termly. In this case a term will follow the term of
Glebe House School and will be charged monthly. The term dates will be set by Nursery.
Fees are the joint and several responsibilities of each person who has signed the
Acceptance Form or who has parental responsibility for the pupil or has paid any fees, or
has returned the pupil to the nursery/school or give instructions in relating to the pupil. An
agreement with a third party to pay the fees or any other sums due to the nursery/school
does not release the parents from any liability under these terms and conditions unless an
express release has been given in writing, signed by the Head. All such payments received
are accepted in good faith. Any sum tendered that is less than the sum due and owing may
in any event be accepted by the nursery/school on account only. The rules of these terms
and conditions are intended to protect those parents who pay their fees on time and to
safeguard the nursery/school against consequences of the defaults of others.

A maximum of three free visits may be made to the Nursery, prior to entry, provided a
parent or nominated carer accompanies the child.

Parents must inform the nursery/school in writing of any change of address and/or
telephone number.

Full payment must be made within 7 days of the invoice date. The nursery/school reserves
the right to make a late payment charge composed of a £10 fixed penalty if payment is not
received by the eighth day after the invoice date each month until paid in full, and all
administration and legal costs in relation to any sums that are unpaid by the due date. Itis
agreed that the amount of all late payment charges should reflect the commercial rates that
would be applied by a financial institution in a case of unauthorised and unsecured
borrowing. Such charges will be recoverable by action, if necessary. Failure to meet this
requirement will result in the withdrawal of the child’ place.

Two months’ written notice of withdrawal is required or full payment must be made in lieu.
One calendar month’s written notice of any intention to reduce sessions must be given.
Extra sessions may be permitted provided that places are available. These will be at the
absolute discretion of the Nursery Manager.

No refund will be given for any absence from the Nursery.

Only sessions as defined on the charge sheet may be chosen. Part hours will be charged
at the full session rate.

The reduced rate for children over the age of two years will commence in the September
after their second birthday.

Holidays

Those attending all year: absence from Nursery for family holidays will require one full
calendar month’s written notice. A maximum of two weeks pro rata of attendance in any
one calendar year may be taken without charge. Thereafter the place will be charged at full
rate. No charge will be made for sessions when the nursery is closed on Bank Holidays.

Those attending by term: Non funded and funded children there is no refund or reduction
for holidays taken during the nursery/school term time and we request one calendar
months’ notice. Funded hours can only be used during holidays at the discretion of the
management and Local Authority but only provided parents and carers have given the
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applicable notice required. No charge will be made for sessions when the nursery is closed
on Bank Holidays.

On entry to the Nursery children will be placed in the group most suitable to their needs and
abilities, not necessarily in their chronological year group.

Only a parent of nominated adult, whose name appears on the enrolment form, or in the
home contact book, may collect a child.

The nursery/school does not, unless negligent, accept responsibility for accidental injury or
loss of property. The nursery/school undertakes to maintain insurance which is prescribed
by law. All other finances are the responsibility of parents including insurance of the pupil’s
personal property whilst at nursery/school or on the way to or from school or on a
sponsored activity away from the nursery/school. The nursery/school is not the agent of
the parents for any purpose related to insurance.

The Head is responsible for the care and good discipline of pupils while they are in the
charge of the nursery/school or its staff and for the day-to-day running of the nursery/school
and its curriculum. The Head is responsible also for the imposition of any sanction,
including exclusion for non-payment of fees.

Parents are responsible for the security and safe use of all personal property

For children who are in receipt of funding

We offer free sessions in accordance with the Department for Education Statutory
Guidance and also in accordance with Norfolk County Council Guidance and a commitment
that parents/carers are not required to pay any fees for the free entitiement.

Funding can only be shared between a maximum of two sites in one day

All under 2, 2, 3 and 4 Year Funded Children are entitled to claim a maximum of 15 hours a
week over a minimum of 2 days, 570 hours a year over no fewer than 38 weeks. No
sessions can be longer than 10 hours or shorter than our minimum session length as
detailed below

All 30 hours funded Children can claim a maximum of 30 hours per week, using a
maximum of 10 hours per day, 1140 hours a year.

All parent/carers will be required to complete termly Parent/Carer Claim forms for Norfolk
County Council to be able to claim the funding; these will be processed and held
confidentially as evidence by nursery.

All Parent/Carers of 2 Year funded children must provide nursery with either their NEO code
which is a 6-digit code or for the working parent/carer funding they must provide the HMRC
11 digit code and National Insurance number, this will be all be stored safely.

All Parent/Carers of 30 hours funded children will need to gain the eligibility check and code
the term prior to being able to claim the funding entitlement at Glebe, this is the
Parent/Carers responsibility and can be gained from following the links given below. We
also advise that this code is regularly reviewed and checked as it expires every 90 days, so
funding could be lost if checks are not made by parents/carers. Parents will be required to
give nursery an original copy of their child’s 11-digit eligibility number from whenever they
start funding, which will be stored safely in nursery as evidence if required for Norfolk
County Council.

Government funding is intended to cover the cost to deliver 15 or 30 hours a week of free,
high quality, flexible childcare. It is not intended to cover the cost of meals, consumables,
additional hours or additional services; however additional hours, meals and activities can
be booked and paid for in addition to the funding through discussing this with the nursery
office.

Parents of 2 Year Old funded entitlement children can choose from 3 hour sessions
or 5 hour sessions. These are provided at the times below

3 Hours Sessions- 9am-12 o’clock or 1-4pm
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e If you choose the 3 hours blocks you can use up to 5 per week which totals your maximum
entitlement of 15 hours.

e 5 Hours Sessions- 8.00am-1pm and 1pm-6pm

e If you choose the 5 hour blocks you can use up to 3 per week which totals your maximum
entitlement of 15 hours.

e We will always try our best to enable you to access your full entittement of 15 hours per
week but please do be aware there may sometimes be limitations due to our available
sessions.

e Parents of 0-2 non funded children and all Under 2, 2, 3 and 4 Year Old on working
parent entitlement on 15 hours, can choose from only 3 and 5 hour sessions. These
are provided at the times below

o 3 Hour sessions - 1-4pm only

m If you choose the 3 hours blocks you can use up to 5 afternoons per week
as your maximum entitlement of 15 hours.

o 5 Hours Sessions- 8.00am-1pm and 1pm-6pm

m If you choose the 5 hour blocks you can use up to 3 per week which totals
your maximum entitlement of 15 hours.

o We will always try our best to enable you to access your full entittement of 15 hours
per week but please do be aware there may sometimes be limitations due to our
available sessions.

e Parents of funded 3 and 4 Year Olds on 30 hours, can choose from only 3 and 5 hour
sessions. These are provided at the times below

o 3 Hour sessions - 1-4pm only

m If you choose the 3 hours blocks you can use up to 5 afternoons per week
as your maximum entitlement of 15 hours, but you can combine below
sessions to get as close as possible to your 30 hours entitlement.

o 5 Hours Sessions- 8.00am-1pm and 1pm-6pm

m If you choose the 5 hour blocks you can use up to 6 per week which totals
your maximum entitlement of 30 hours. e.g. Mon — Fri 8.00am-1pm, plus an
additional afternoon from 1-6pm, giving the full 30 hours

o We will always try our best to enable you to access your full entittement of 30 hours
per week but please do be aware there may sometimes be limitations due to our
available sessions.

e For All Year Children
o With all funded sessions if you would prefer to spread the funding through the year,
we will work with you using the Norfolk County Council Calculator, to give you
between 10 and 22 hours per week to spread the funding depending on if you are
claiming 15 or 30 hours per week, but additional hours above this would need to be
paid at full rate.
e Additional Hours
o For children attending more than their free funded hours, our basic rates will be
charged for example if your child is attending 3 full days 8am — 6pm, for 15 free
hours - they will receive
o 8-1 free each day, then be charged the additional hours at full rate from 1-6pm for all
3 days.
e Lunch and Tea
o All non funded children are provided with two course meals at the cost of £3.50 per
meal. However, if you are in receipt of EYFS funding we offer you the opportunity to
either opt for the two-course meal as above at £3.50 or you may provide a named
packed lunch for your child. However, we do ask that the meals are healthy, in
date and kept in cool containers to keep them safe prior to them being eaten.
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e If your child is in attendance and you have not provided lunch, the food is not in date or
kept cool for the safety of your child, you will be charged for lunch if we can’t get hold of you
and if you have booked your child in for more than the funded hours, again lunch will be
charged for and the extended period of care.

e Packed Lunch guide: Meals must be balanced and contain limited sugar intake and no
crisps, nuts/traces of nuts in food, also no flavoured drinks as water will be provided.
The Nutrition Trust advises that children do not need sugary foods such as sweets, biscuits,
chocolate, soft drinks, or sugar for energy. Sugary foods can damage teeth and provide
calories but few nutrients. Starchy foods — such as potatoes, bread, rice, pasta, and yam —
are better sources of energy, as they contain other important nutrients too. It recommends
using fruit to sweeten yoghurts and desserts. More information regarding healthy packed
lunch can be gained from Nursery.

Consumable Charges
e Charges may be made for items such as nappies, baby wipes, nappy creams or suncream
if they are not provided by parents and carers following discussion with managers — please
see fee sheet for current charges on this.

Additional Activities
e We are lucky enough to be able to offer additional activities to children attending Nursery
such as Ballet. All additional activities we offer which are subject to a charge are offered on
an entirely optional basis and run subject to demand.

Registration Fees

e When a child registers at the age that they are entitled to Early Years funding, parents will
only be asked to pay a registration fee where the child accesses sessions above the 15/30
hours per week funded by Norfolk County Council dependent on what they are eligible for.

e N.B. Non payment of Registration fee, will result in only being able to attend for free
entitlement hours of either 15 or 30 hours dependent on eligibility.

e All children and parents are treated equally regardless of whether they are eligible for
funding or not.

Deposits
e Deposits are not currently being taken.

Notice
e \We operate a notice period for all children which is currently set at 2 months, however for
funded children the notice will be 6 weeks as recommended by the local authority. Any
funding entitlement claimed beyond this notice period may be transferred to your new
childcare provider via the local authority.

Accepted payment methods
e We accept childcare vouchers, standing orders, cheques, bank credits or cash.

Payment terms
e Nursery fees will be charged monthly in advance. Invoices will be issued between the 1st
and 5th of each calendar month to which they relate. Payment will be due within 7 days
after the invoice date. For children attending additional sessions/hours during the month,
these will be charged on the following month’s invoice.
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e If you are having problems paying your bill, please contact the Bursar’s office at your
earliest convenience to discuss the matter further.

Process followed if Payment terms are not met

e The customer is contacted by the bursar to chase any late payments; the steps will be as
follows:

e Reminder to pay.

e Letter/email from the Bursar detailing outstanding balance and referring to our terms and
conditions of payment which will include a late payment charge composed of a £10 fixed
penalty being added to the account.

e Referral to Governing Body.

e The debt will be passed to our Legal Department and Court Action will be taken for
recovery of the debt. This may affect your Credit Rating.

e We reserve the right to suspend a child’s non funded place until payment is received in
full, with full fees still being charged. Persistent or continuous non-payment of non funded
fees will result in the loss of a child’s non funded sessions.

Fee Review
e Fees are reviewed by the governing body yearly and more often in exceptional
circumstances, so parents and carers are responsible for checking emails and mail
notifications regarding fee increases.

Retainer fees
e Parent/carers are able to pay retainer fees at full rate to ensure their childcare
arrangements are secure during a long absence when we would normally be open for
business.

Long term absence
e |tis not usually possible to claim funding during long periods of absence; however, nursery
will consult with the Early Years Finance team to discuss individual matters on
parents/carers behalf.

General

e Fees will be charged in the event of any unplanned Nursery Closure i.e. extreme weather
conditions. In the event of an unplanned closure funded sessions cannot be transferred to
other days as we are unable to guarantee availability.

e Please note where the free entitlement slots differ from our usual session times i.e.: 9am-12
o’clock they are only available for 2-year funded children who have funded hours. For
example, if all funded hours are used during term time but a child wished to attend for a
morning in the holiday period our standard session time of 8-1 would need to be booked.

e For children who attend on an All-Year basis fees are not charged during our two week shut
down period at Christmas.

e For children who attend on a term time only basis fees are not charged during the school

holidays unless the parents choose for the child to attend additional sessions.

Parents are charged if holiday is not booked in line with our Terms and Conditions.

Our policy is to charge if children cannot attend due to illness.

Funding claims can sometimes be negotiated during notified periods of holiday.
Parents/Carers of children who attend all year may be charged for staff training days as
applicable, but will be given 2 months’ notice of these dates if they occur.
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e Where parents/carers are not satisfied that their child is receiving the free entitlement in the
correct way (as set out in this funding agreement and in Early Education and Childcare
Statutory guidance for local authorities), a complaint can be submitted by following the
procedures from our Complaints Policy which parents and carers are made aware of
through our newsletters and Welcome Packs, giving them links to our website which holds
all policies and telling them that they may request hard copies in the Nursery Office.

For additional information regarding Tax-Free Childcare and Funding
e Please speak to the Nursery Office or try the following sites:

o www.childcarechoices.gov.uk
o www.childcare-provider-checker.tax.service.gov.uk

o www.gov.uk/childcare-calculator
e Or call HMRC 0300 1234097

Legal framework

Early Education and childcare

Early Years Education and Childcare Operational Guidance

Model Agreement

Early Education and Childcare Local Authority Funding Agreement

Local Authority funding agreement - Norfolk Schools and Learning Providers - Norfolk

County Council
The Statutory Framework for the Early Years Foundation Stage

Working Together to Safeguard Children — 2018.
e Equality Act 2010

12 Date of policy: September 2025
Date of review: September 2026


http://www.childcarechoices.gov.uk
http://www.childcare-provider-checker.tax.service.gov.uk
http://www.gov.uk/childcare-calculator
https://www.schools.norfolk.gov.uk/article/30087/Local-Authority-funding-agreement
https://www.schools.norfolk.gov.uk/article/30087/Local-Authority-funding-agreement
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