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Marsden Pre-School Playgroup and Toddlers
Policies and Procedures


ADMISSIONS AND EXCLUSIONS POLICY

1. Introduction
All pre-school children are welcome at the Playgroup (see Equal Opportunities policy).

Children’s names may be entered on the waiting list from birth, but by law no child may attend the Playgroup without a parent before the age of two years.
The Playgroup is registered for a maximum of twenty-eight children per session between the ages of two and 5 years. The number of children at each session is determined by Ofsted ratios, and this governs the number of staff employed.

Children will be allowed to attend Lunch Club after they reach the age of 3 years.

2. Policy

2.1 Children are admitted strictly by date of birth with priority given to children in the catchment area of Marsden. 

2.2 Our own main intake coincides with the intake of children from playgroup to Marsden Infant and Nursery School in September. Children on the waiting list are offered places throughout the year as spaces become available.

2.3 A child will be offered a place between intakes if sessions are available and if they are at the age stated.

2.4 Parents/carers will be notified of their child’s place by post.  A new starter pack will be sent out including a welcome booklet and all the registration forms.

3. Funding and extra places

Marsden Playgroup is Ofsted registered. A child can receive government funding (NEF) the term after their third birthday. We can offer ‘2 year funding’ to those children who are eligible.

3.1 Extra places will be offered to funded children first.

3.2 Then to children accessing wraparound care in conjunction with attending Marsden Infant School.
 
3.3 Then to other children already attending Playgroup in descending order of priority starting with the eldest.

3.4 If more children are applying for funding than places available priority is given to children in the catchment area.

3.5 If more children are applying for lunch club than places available then priority is given to children in the catchment area.

4.0 Withdrawal of Places

Once places have been allocated, these places will not be withdrawn except for the following circumstances:

4.1 If requested by any child’s parent/guardian.

4.2 If the Committee have taken the decision to withdraw those places because of non-payment of fees or any other circumstances which the Committee acting reasonably shall deem to justify withdrawal (after reasonable period of consultation/discussion with the child’s parent(s)/guardian(s) or carer(s), or after the Committee shall have made reasonable attempts to contact the child’s parent(s)/guardian(s) or carer(s) and received no satisfactory response).

5. Where the decision to withdraw is taken as a result of the non-payment of fees, the following procedure must be completed prior to the decision being taken:

5.1 The family will be approached by the manager to be reminded and advised to make a payment or the removal of one session per week will ensue.

5.2 Seven days after the fees are due ‘overdue fee letter 1’ shall be given to the child’s parent(s)/guardian(s) or carer(s), however if this is not practicable, forwarded by post to the last known address of child’s parent(s)/guardian(s).

5.3 If no satisfactory response is received to the first letter within the seven-day period stated, ‘overdue fee letter 2’ shall be given to the child’s parent(s)/guardian(s) or carer(s), however if this is not practicable, forwarded by post to the last known address of the child’s parent(s)/guardian(s).

5.4 If no satisfactory response is received to the Second letter, then after a period of seven days and upon agreement between any of the two following: Chair(s), Vice Chair(s), Treasurer(s), Secretary/ies. ‘Overdue fee letter 3’ shall be given to practicable, forwarded by post to the last known address of the child’s parent(s)/guardian(s), stating that the place will be withdrawn.

5.5 The Treasurer keeps records of all non-payment of fees. When the next sibling is due to start the family are approached to clear all outstanding fees before the sibling begins Playgroup. 
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