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Settling in and Admissions Policy

Admissions Procedures
The Pre-School provides early years education for children from the age of two and a half years until the beginning of the academic year when children become statutory school age.  To register your child on the Pre-School’s waiting list, please contact a manager and provide them with your child’s full name, date of birth, address and contact telephone number and email address.
The Admission Policy is issued to all families as part of the registration process.  It is also available on request at any time.
The following outlines the Pre-School’s procedures for managing admissions.
Places will be allocated for children using the two Admissions Priority Categories outlined below.  In the event of oversubscription within these categories, places will be allocated following the Oversubscription Criteria.

Admissions Priority Categories
The priority for places allocated is determined as below:
1. Children who will become statutory school age in the academic year 2020-21.

2. [bookmark: _GoBack]Children who will become statutory school age in the year 2021-22 and who will be two and a half on or before 31st August.

Oversubscription Criteria
In the event of the oversubscription, places will be allocated within the Admissions Priority Categories using the following criteria:
1. Children who live in catchment who have an Education Health and Care Plan
2. Children who live in catchment who are in the care of the Local Authority
3. Children who are vulnerable due to exceptional family circumstances, eg victims of domestic abuse or serious crime.  Requests need to be made in writing by 31st January and will be reviewed in confidence by the chair, vice chair and supervisors of the preschool on an individual basis; the decision made will be final and there is no opportunity to appeal.
4. Children who want all day provision will take priority over those wanting session care.
5. Children who live in the catchment and whose parents work at Old Catton Pre-School N.B. Staff members who work in Pre-School cannot be Key Worker to their own child.
6. Children who live in the catchment with siblings at Lodge Lane Infant School
7. Children who live in the catchment
8. Children who live out of the catchment
If any of the above criteria becomes oversubscribed, places will be allocated taking into account the length of time children have been on the waiting list.  Once a place has been allocated to a child, it will not be withdrawn, regardless of whether they live within or outside of the re-School’s catchment.
To ensure the Pre-School can remain financially viable, all requested places are allocated each academic year.  We are unable to hold places open until children become funded.  If spaces are refused when offered the child’s name will be kept on the waiting list and they will be offered spaces if and when they next become available in accordance with this policy.

In the administration of this policy we will, with best endeavour, ensure that:
· No accidental discrimination is taking place by allocating places by following this policy.
· Make our Equal Opportunities policy available on request.
· We will be flexible, where possible, with regard to offering sessions which take into account the requests and circumstances of individual families within the policy of offering a minimum of 2 sessions per week for each child.  This is to ensure children are able to settle into the Pre-School’s routines, build relationships with their peers and staff, and help staff get to know children so they can plan for their needs.

Operating Times
Old Catton Preschool runs ten sessions per week and is open in line with the Norfolk County Council calendar for schools (38 weeks a year).  Sessions are 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 
· 

Early Education is offered to families [number of weeks] weeks of the year. The funded hours can be claimed (to the maximum available) –
· Mon – 8.45-11.45am or 12.30-3.30pm or 8.45am-2.45/3.15pm
· Tues – 8.45-11.45am or 12.30-3.30pm or 8.45am-2.45/3.15pm
· Wed – 8.45-11.45am or 12.30-3.30pm or 8.45am-2.45/3.15pm
· Thur – 8.45-11.45am or 12.30-3.30pm or 8.45am-2.45/3.15pm
· Fri – 8.45-11.45am or 12.30-3.30pm or 8.45am-2.45/3.15pm

Induction Procedures for New Children and Parents
In our Pre-School we want children and families to enjoy being involved with the setting.  Children need to know that other adults care about them and will help them to play with the activities offered.  Parents need to feel confident in the ability of the adults present at the Pre-School to look after and encourage their children to benefit from the time spent in the group.
When places have been offered to children we will:
· Request from parents/carers documentation to evidence their child’s date of birth . This is to confirm they have reached the eligible age for the free entitlements .
· Please refer to the SEND/Inclusion Policy concerning the SEND support on offer to children and how we support families to choose the right setting for their child with SEND.
· 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.
· We will work with parents to ensure that as far as possible the hours/sessions that can be taken as free provision are convenient for parents’ working hours.
·  Invite parents / carers to visit the Pre-School to pick up their starter / information pack and provide us with their child’s birth certificate and a current utility bill (within three months). 
· Encourage parents, with their child, to visit the Pre-School before the child is due to start.
· Agree with parents how we will introduce and settle their child into the Pre-School to ensure the individual needs of the child / family are met.
· Home visits will take place if felt necessary by staff and parents.
· Stagger the entry at the start of each new school academic year to allow the children time to settle at their own pace, if necessary.
· Welcome parents at our sessions until they feel confident their child has settled and they no longer needs them to stay.  In the case of a child being unable to settle, we would encourage the parents / carers to stay for some of the session and then leave for a short while, extending this each session.  If the child, after a reasonable period of time does not settle, we will liaise with their parent / carer to see how to best resolve the situation.
This guidance used in this policy complies with the following documents:
· Early Education and childcare statutory Guidence for Local authorities –June 2019
· Early year’s entitlements: operational guidance for local authorities and providers –June 2018.






Packed Lunch Policy

The policy applies to all packed lunches consumed within Pre-School, on Pre-School
trips and Pre-School journeys taking place during the Pre-School day. 

This packed lunch policy has been developed by drawing on key government
guidance associated with healthy eating and the Pre-School day. The Eatwell plate
demonstrates how to get the balance right, by showing the proportion of each
of the five food groups that should be eaten each day.
Packed lunches represent a third of a child’s daily intake of
foods and nutrients, which presents a great opportunity to promote healthy
food choices for children and young people. The School Food Trust (SFT)
provides regulations for healthy school meals and packed lunches and this recommends that foods from the high fat and/or sugar group on the Eatwell plate (e.g. crisps and chocolates) do not be included in a packed lunch, and can be consumed out of school hours.

Content of Packed Lunches

Foods to include:-

We ask that all packed lunches be based on the School Food Trust’s food based standards for packed lunches and should include the following:

Fruit and Vegetables; at least one portion of fruit and one portion of vegetables

Protein; meat, fish, egg or other source of non-dairy protein (e.g. lentils, kidney beans, chickpeas, hummus or dhal)

Oily Fish; such as tinned or fresh mackerel, sardines, salmon, tuna

Carbohydrate; starchy food such as bread, pasta, rice, couscous,
noodles, potatoes, chapattis and roti

Dairy; food such as milk, cheese, yoghurt, fromage frais, or calcium
fortified Soya products (reduced fat versions of these should be used
where possible)

Drinks; water, pure fruit juice (no added sugar), semi-skimmed or
skimmed milk, reduced fat and sugar yoghurt, milk drinks or smoothies.
NO FIZZY DRINKS

Puddings; should be fruit based such as fruit salad, tinned fruit with
yoghurt or custard, fruity rice pudding, fruit smoothies, fruit based
crumble.


Foods to avoid or limit:- (These items should be included in packed lunches no more than once per week.)

Crisps, cakes and plain biscuits
Meat products such as sausage rolls, individual pies, corned meat and sausages.

Packed lunches should not include any of the following:-
 
Fizzy/sugary drinks in cartons, bottles or cans (including diet or energy drinks which can contain high levels of caffeine and other additives which are not suitable for children)

Confectionary such as chocolate bars and sweets

Chocolate spread as sandwich filling

Nuts in any kind of form and nut products
Special diets and allergies

We ask that parents/carers be aware of nut allergies. We are a NUT FREE Pre-School. We recognise that some pupils may require special diets that do not follow the National Food Standards exactly. In this case parents/carers are asked to make sure that packed lunches are as healthy as possible. For these reasons pupils are also not permitted to swap food items. 

Packed Lunch Containers

We ask that parents/carers and pupils:-

Provide a packed lunch container where food items can be stored securely and appropriately until the lunchtime period. We recommend parents/carers to include an ice pack with packed lunches, to reduce the risk of harmful bacteria growing if left in warm temperatures.

Bring packed lunches in reusable plastic containers, rather than disposing of plastic bags and bottles.

Facilities for packed lunches

We will:-

Provide appropriate facilities to store packed lunches

Provide free, fresh drinking water

If a lunch is not deemed to meet nutritional standards parents will be advised
on the changes that need to be made. Any sweets or fizzy drinks will be
removed until the end of the day. These may be substituted with a healthier snack and alternative drink.

For a balanced packed lunch select these healthier food and drinks

Fruit and Vegetables
Include at least one portion of fruit and one portion of vegetables or salad every day

Meat and Alternatives 
Meat, fish or another source of non-dairy protein should be included every day. Non-dairy sources of protein include lentils, kidney beans, chickpeas, hummus and falafel

Oily Fish 
Include oily fish, such as salmon, at least once every three weeks

Starchy Food 
A starchy food such as any type of bread or pasta, rice, couscous, noodles, potatoes or other cereals should be included everyday

Milk and Dairy Food 
Include a dairy food such as semi-skimmed milk, cheese, yoghurt, fromage frais or custard everyday

Drinking Water
Fresh drinking water should be available at all times

Avoid including these foods in packed lunches

Snacks 
Snacks such as crisps should not be included. Instead include nuts/seeds, vegetables and fruit (with no added salt, sugar or fat). Savoury crackers or breadsticks served with fruit, vegetables or dairy food are also a good choice

Confectionary 
Confectionary such as chocolate bars, chocolate coated biscuits and sweets should not be included. Cakes and biscuits are allowed but encourage your child to eat these only as part of a balanced meal

Meat Products 
Meat products such as sausage rolls, individual pies, corned meat and sausages should be included only occasionally


Working with parents and carers

We hope that all parents and carers will support this packed lunch policy. We
will offer advice and guidance to parents/carers on packed lunches if required.
We offer a range of ways to support parents/carers e.g. regular information on
Newsletters.

Policy Review

This policy will be reviewed as part of the schools agreed policy review
process. In addition any major legislative or governmental changes regarding
school food may lead to this policy being amended. 
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  Daytime Rest policy and procedure.
                      
Aim
To ensure all children have enough sleep for them to develop and to promote best practice for all children in a safe environment.

Methods
The safety of children sleeping is paramount in the Pre-School and we promote good practice and ensure that we working partnership with the parents.
Children will:
· Be in a well ventilated room.
· No duvets to be used only blankets.
· Blankets will cover the child loosely.
· Not be allowed large soft toys whilst sleeping that have the potential to smothering.
Procedure
Parents complete the ‘All about me ‘section on their child’s tapestry account and are given a sleep questionnaire to provide staff with their wishes for a sleep routine if needed. This then means staff are aware of the individual needs of the child.
The key person should then be aware of a time limit for the child to sleep and this should then be communicated with all staff members.
If a child falls asleep in the arms of a staff member the child should be placed on a sleep mat in the designated area so they can continue their sleep.
Children need sleep and rest periods to help with their development. Children all develop at different rates and we must meet the needs throughout the day at Pre-School. As they grow they will usually develop a routine in which reducing the length or the frequency of their daytime sleeps.
Children at Old Catton Pre-School have the opportunity to rest or sleep if they need or want to throughout the day.Satff create an environment for the children to rest or sleep, i.e. sleep mats or a quiet area to look at a book.
Sleep Monitoring 
There are members of staff in the room with the children while they are resting /sleeping at all times. All sleeping children will be checked at 10 minute intervals. 
Checking a child while they are asleep involves:
· Ensuring the child is well
· Ensuring each child is not too hot or too cold
· Ensuring the blankets are not wrapped around the child
The time the child has a sleep is recorded on their tapestry account.
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