Admissions and Fees Policy

1.0  Admissions
1.1  It is our intention to make our setting accessible to all children and families in our local community. We therefore aim to ensure that all sections of the community have access to the setting through open, fair and clearly communicated procedures.  If you have any questions about this Admissions and Fees Policy, then please do not hesitate to ask.  We are always happy to discuss difficulties about payment or funding in confidence.
1.2  We are registered by the Office for Standards in Education (OFSTED) to admit a maximum of twenty children per session. Our policy is that a child may be admitted independently of his/her parent or carer at the age of two years provided there is a space available.
1.3  Occasionally we need to operate a waiting list. A child will only be registered on the waiting list once the registration form and fee have been received. If more applications have been received than there are places available, priority will be given in this order:
1. A child who is older than others
2. A child with a sibling already attending the setting
3. A child who lives within the parish boundaries of Chedworth
4. A child who does not attend another setting
5. A child who intends to attend St. Andrews Primary School, Chedworth or North Cerney CofE Primary School.
1.4 We do not discriminate against any child or their family by ethnicity, culture or religion, home language, family background, learning difficulties or disabilities, gender or ability.
1.5 If you are interested in a place at Chedworth Pre-School, we ask you to fill out an 'Expression of Interest' form.  We then ask you to come and visit Pre-School for half an hour during or after session time.  If you would like to take up a place at Chedworth Pre-School, then we ask you to fill out a comprehensive 'Application Form' and enclose a £25 registration fee (cash, cheque or BACS).  We are available by telephone and email after sessions end on weekdays to answer any queries.  A question sometimes seems very small, but it is always important to ask at this stage.

2.0 Fees
2.1 Parents will be asked about their session preferences before the beginning of each term or half term. The Pre-School treasurer will then issue an invoice for the term based on these session preferences.  This invoice will contain line items for the sessions (with Nursery Education Funding deducted) and hot lunch charges.  This invoice is normally, but not always, issued within the last week of term.  Parents can settle for the invoice by cash, cheque or by BACS Transfer.  A receipt will be issued if payment is received in cash. To keep the place at Chedworth Pre-School, the fees must be paid in a timely manner.
· We are registered for 15 hours funded childcare (universal funding).  We will ask you to fill out a form in the term following your child's third birthday. We ensure that all eligible children receive this funding.

· We are also registered for two other means-tested funding sources: two year old funding and thirty hours funding for children the term after they turn three.  We urge parents to consult www.childcarechoices.gov.uk to work out whether they are eligible for this funding, and will rely on parents to ask us to apply for these funding sources on their behalf and to provide eligibility codes upon request. 

· We are registered for childcare vouchers and tax-free childcare.  We ask parents to request more information if they are interested in these sources of support, or consult www.childcarechoices.gov.uk.
2.2  The invoice may contain amendments for the previous term.  We aim to be as flexible as possible for the families in our community.  If we make a refund amendment, we ask whether you would be prepared to consider the refund as a donation.  We are always grateful for donations to directly help provide the best possible care at Pre-School.  
We can make changes in the following circumstances:
a. We will add extra sessions, breakfast club and hot lunch charges as an amendment invoice.
b. We can swop sessions (if there is availability) at no extra charge.
c. If we have four calendar week's notice, we can deduct session charges in the case of a holiday.  If we have less than four calendar week's notice, then we will not make this deduction.
d. If your child is sick, we will deduct session charges if the sickness lasts more than five consecutive weekday days.  We will make the deduction for sessions from and including the sixth day away.  If your child is away due to sickness for five days or fewer days, then we will not make a deduction.  
e. We will refund fees (if paid in advance) if the child leaves Pre-School and we have been given at least a half term or six calendar week's notice, whichever is longer.
f. In exceptional circumstances we have to close Pre-School.  These circumstances include: staff sickness or absence with no cover available; inclement weather conditions such as snow; failure of heating for more than two hours and failure of the water supply for more than two hours.  If we close Pre-School, then we will offer a refund for the hours we were closed. 
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