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We unlock opportunity and inspire everyone.

         
Little Ducklings Childcare at Drake Primary School
ADMISSIONS POLICY 2025/2026
 
OUR AIMS: A place where staff are excited about visible learning. A learning community where staff from all departments collaborate to refine practice and develop a positive and rewarding relationship. A setting where parents have confidence in us. A workplace where staff who are recognised beyond the school community for the quality of what they do. We build partnerships with other schools, we publish our research and expertise; we wish to be a teaching school of the future. 
OUR MISSION:  To provide an engaging and relevant curriculum. Build a culture where reading for pleasure is for everyone. Have rigorous assessment system to ensure no pupil falls behind. Ensure staff intervene to prevent a legacy of underachievement, especially for those children whose learning is vulnerable. 

Statement of intent:  It is our intention to make our setting accessible to children and families from all sections of the local community, through open, fair and clearly communicated procedures. 
 
Methods: To achieve this –  
1. We ensure our setting is brought to the attention of all sections of the community through diverse publicity, and that information about the setting is accessible. Where necessary we will try to provide information in first languages other than English, or through an interpreter. We make our equal opportunities policy widely known. 

2. Children are admitted into the setting if a place is available within the appropriate age/developmental stage to meet their needs 
 
3. Children attending day care may begin throughout the year, according to availability and needs. Attendance is available on different basis, providing a selection of combinations for care, to enable parents/carers to access provision to best meet their need.
The following sessions are available:
Breakfast Club: 7.30am - 8.45am 
Morning: 7.30am - 12.30pm 
Afternoon: 12.30pm - 5.30pm 
After School Club: 3.15pm - 5.30pm 
Full Day: 7.30am - 5.30pm  

4. Where places are not currently available, a register of interest is maintained and places offered as appropriate. 
 
5. We only keep a place vacant, if this is financially viable to accommodate an emergency admission via a referral from another agency.


6. 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.

7. A non-refundable registration fee of £30.00 is charged once a childcare place has been offered.  This is voluntary for those families whose child/children only access a funding entitlement.

8. A register of interest form is required to be completed upon a parent/carers first enquiry of availability. This is processed and available spaces then offered. Where there is no availability, the child’s details will be stored on a waiting list and parents/carers notified when a suitable place does become available. Tours of the setting are also offered at this point, to familiarise families with the nursery surroundings and to provide the opportunity for questions to be asked. Once a place is offered and accepted by the family, further documents, including a registration form, and other permissions will require completion.

9. We are required to obtain essential information from parents in advance of a child being admitted to the setting, including: 
· Emergency contact numbers
· Special dietary requirements  
· Special health requirements   
· Details of who has legal contact with the child   
· Details of who has parental responsibility for the child 
 
10.  As new children start, we undertake an induction process with all new parents/carers, to support them to understand the policies and terms and conditions on which our practice is based. It is important to the well-being of the children, families and ourselves that Parents/Carers understand, approve and value the way in which we work and in order for essential trusting relationships to be established. (See Family Induction Policy) Arrangements are made for settling in sessions for the child/children, which is usually two short sessions, before commencement of their full sessions, however this can be extended to suit the needs of the child/children.

11. Families accepting a 9 month - 2-year-old funded place will be able to claim the entitlement until their child(ren) is/are eligible for either the 3 & 4-year old funding universal entitlement or working parent entitlement.


12. 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 6.00am or after 8.00pm
· a maximum of two sites in a single day

13. Early Education is offered to families for 38 weeks of the year (Term Time only).
Funded hours can be claimed –
· Mon – 10 hours = 7:30am – 5:30pm
· Tues – 10 hours = 7:30am – 5:30pm
· Wed – 10hours = 7:30am – 5:30pm
· Thur – 10 hours = 7:30am – 5:30pm
· Fri –     10 hours = 7:30am – 5:30pm
If you are unable to pay our charges, please speak with Karen Armes & Susan Sayer to discuss the alternative options available.
· Funding can be claimed during the settings lunch period.

14. The Admission and Charging Policies are issued to all families, as part of the registration process, they are also available via our website: https://www.drake.norfolk.sch.uk/policies-reports-gdpr/


15. We will work in partnership with parents, carers, childcare providers, the Local Authority, and other organisations to improve provision and outcomes for children in their setting. 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.

16. Our setting has made a Flourish Pledge, which means we are working together with the local authority to make Flourish the shared ambition of everyone working to improve the lives of children and young people in Norfolk.

17. 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 split across different providers, and where possible when families transfer their funding claim to a new setting.

18. 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.
This means we will -
· 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.
· 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 & Review.
· 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.
· utilise the SEN inclusion fund and Disability Access Fund to deliver effective support.
· publish our contribution to the ‘SEN Local Offer’ in Norfolk. This is available on the Norfolk Community Directory and through Susan Sayer (Senco) to ensure information is available to parents so they can make choices about the right childcare provision for their child with SEN.

19. We aim to identify all children that may attract any additional funding such as EYPP, DAF, SEND Inclusion Fund and any locally available funding streams, with a view to submit a 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.

20. We will work with parents/carers to ensure, that as far as possible, the hours/sessions that can be taken as funded provision, are convenient for parents/carers working hours.


 
 Review and Evaluation 
This policy will be reviewed on a biannually basis, by the Senior Leadership Team, or when significant changes are imposed that effect it.
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