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Aims

· To ensure that there is a fair procedure in place for offering places.
· To ensure families have clear information regarding the admissions process.

Policy

· Magic Dragon Preschool is open to any child aged:  2 years to 4 years. 

· No child, individual or family will be unlawfully discriminated against on the grounds of age, disability, gender reassignment, marriage or civil partnership, pregnancy & maternity, race, religion or belief, sex or sexual orientation.

· We ensure that the existence of our setting is 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 necessary, we will try to provide information in Braille, or through British Sign Language. 

· It is our aim to provide approximately 24 places (made up of approx. 12 pre-school places and approx. 12 places for 2 years and rising 3s).   These numbers are proposed for the benefit of the children in both year groups in order to meet their individual needs.

· In general, we expect to be able to offer the following:

· Pre-school year children will be offered a minimum of 4 days a week.

· Rising 3 children will be offered a minimum of 3 days a week and the maximum of 4 days a week.

· However, in line with our Equal Opportunities Policy we take into account the need to maintain a gender balance across the group and across all sessions.  This may also determine which, and how many, days we are able to offer each child. We may also take into account siblings attending in the same year.

· We are inclusive setting and we are committed to supporting children with a wide range of needs wherever possible. We welcome applications from children with special educational needs and disabilities (SEND) and will consider each child’s individual needs on a case-by-case basis to ensure we can provide appropriate care and support within our staffing levels, environment and available resources. Admission will be offered where we are satisfied that we can meet the child’s needs safely and effectively without compromising the quality of care, learning, well-being and safety of the child concerned, other children attending our preschool, or our staff.

· We are open term time only, 24 hours per week.  We offer 15 universal hours for eligible 3 and 4 year olds.  We are happy to work with other providers to offer the extended hours to parents/carers who are eligible to claim the extended 15 hours. We provide places for eligible funded 2 year old children and offer places once approved by a Bristol City Council panel for 15 hours a week if we have spaces available. Parents can apply online at www.bristol.gov.uk/freeplacefortwos 

· Although we only operate for 24 hours a week, we are registered for the 30 hours so that parents who wish to claim additional hours and meet the government criteria can share their hours between Magic Dragon Pre-school and other settings. Family Information Service 0117 357 4192 for help finding another setting to share with.
· ‘Universal hours’ refers to the original free entitlement of 570 hours per annum.  ‘Extended hours’ refers to the new doubled free entitlement of 1140 hours per annum (often referred to as ’30 hours’). For more information or to register visit www.childcarechoices.gov.uk or contact HMRC on 0300 1234097.  There is also a new scheme to help working parents pay for childcare called Tax Free Childcare. Additional Funding Information is attached at Appendix 1.
· If a parent has a complaint about any aspect of our delivery of the free hours they can contact Bristol City Council to discuss it further; they should email the Family Information Service askcyps@bristol.gov.uk  or call 0117 3574192.
 
· 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 both 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, ethnicity or from English being a newly acquired additional language.

· 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.

· We believe that children settle better, build up stronger relationships with peers and staff, have an enhanced sense of belonging to our preschool community and benefit educationally from attending preschool for 3 or more days. It is our preference that blue group children attend for 4 days and yellow group children attend for a minimum of 3 days per week and we will prioritise applications for places of this length. We understand that every child is unique and we are happy to accommodate an individualised settling in plan for children.


Admissions Procedures:

Places will be offered following the priorities listed below:

To returners and those requesting additional hours:
· those from the 2 year / rising 3 year returning for a second year – the pre-school year
· summer born children who have deferred their entry to school and will stay for a second pre-school year
· To those with a sibling attending the setting in the pre-school year (they would both be attending in the same academic year).
1. To those on the waiting list in date order (not birth order) up to approximately 20 pre-school places in total.
1. To those on the waiting list in date order (not birth order) up to approximately 10 rising 3s places.
1. Should this leave any additional spare places these will then be offered to any 
2 yrs children on the waiting list in date order (not birth order). 
If the waiting list is not full, we can offer additional sessions as and when requests are made.
3 Children with SEND or who have a Social Service referral or other referrals.
A waiting list is kept and administered by staff.  
Should circumstances change we reserve the right to amend this procedure as required.


Making an Application

Parents/carers must have completed and signed an up to date registration form prior to the child attending the setting. 

Any outstanding balances must be settled by parents/carers before the registration form can be accepted or for a child to continue accessing existing places at this setting, in accordance with our fee paying policy.

If additional support is required for a child to attend the setting, e.g. a support worker or if a child has medication needs, the setting will work with the parents/ carers and other relevant professionals prior to admission and will aim to accommodate individual needs.


1. Accepting children to stay on who are school aged

Magic Dragon Preschool does not generally accept children who are of school age. However, each request will be assessed by the management committee on a case by case basis – particularly for children with SEND.






Additional information
Additional Funding Information  – Appendix 1
Terms and conditions – Appendix 2

Appendix 1
Additional Funding Information

Full details of the schemes outlined below, including whether they are applicable for you and how to apply, can be found in the government website www.childcarechoices.gov.uk 

15 hours free childcare
All families in England are eligible for the universal offer of 15 hours free childcare per week during term times for children age 3 and 4.  This is regardless of the family’s income or circumstances.  This is accessible from the term after the child’s 3rd birthday (with terms starting on 1st January, 1st April and 1st September).

30 hours free childcare
Working families in England are eligible for the extended entitlement of an additional 15 hours free childcare per week for children age 3 and 4.  This is accessible from the term after the child’s 3rd birthday.  A parent/carer can choose for their child to attend one, two or three providers, but only two can be used in one day.  
To check if you are eligible, please visit www.childcarechoices.gov.uk. If they are eligible, the parent/carer will be given an 11 digit code number which they will need to give to the setting/providers they wish to use.  The setting enters this onto the council’s system to verify eligibility, and only then can they offer extended free hours.
Changes in circumstances
A child will always be entitled to the universal 15 hours of free early education, but the extended hours may not be funded if a parent’s circumstances change.  Every 3 months, parent/carers are asked by HMRC to reconfirm their eligibility through ticking a box to confirm their detail haven’t changed. There will be a grace period to enable parents to retain their childcare place for a short period if they have become ineligible for the extended entitlement. 
Parents/carers need to be aware that if they register their child with a provider for 30 hours (or a share thereof) and their earnings change so that they are no longer eligible for the extended hours once their current ‘grace period’ expires and they would be expected to pay for the time or reduce their hours. 
Grace Period
The Eligibility Checking Service (provided by Bristol City Council) will inform the setting of the grace period for a child when the parent becomes ineligible.  Grace period end dates depend on which term the parents become ineligible for the 30 hours: 

	End date of parent(s) eligibility
	End date of grace period

	1st January -10th February
	31st March

	11th February – 31st March
	31st August

	1st April-26th May
	31st August

	27th May – 31st August
	31st December

	1st September – 21st October
	31st December

	22nd October – 31st December
	31st March 




Tax-free childcare
Working families (including the self-employed) in the UK are eligible for the tax-free childcare scheme for children under age 12 (or under 17 is disabled).  For every £8 paid in, the government will add an extra £2, up to £2,000 per child.  Parents will be able to set money aside into a personal childcare account, accessible through their government gateway account. This system will completely take over from childcare voucher schemes, but as an interim the two will operate alongside each other, but a parent cannot use both at the same time.  As for the extended entitlement, in a 2 parent household, both parents need to be working, with both parents earning the minimum as detailed above (see qualifying criteria), but neither of them should be earning more than £100k per year.

Parents/carers applying for tax-free childcare will not be eligible to receive child tax credit, working tax credit, universal credit or childcare vouchers from their employer.  Further details are provided at www.childcarechoices.gov.uk.


Appendix 2
Terms and Conditions
FEES

1. VOLUNTARY CONTRIBUTIONS. 
We believe that Magic Dragon provides one of the best educational settings of its type in the local area, due to the good staffing levels, experienced staff, and wide variety of resources. 
The voluntary charge per week for attending 15 universal hours is currently £21.75. 

Magic Dragon Pre-school is a not-for-profit charity which we believe provides high quality education and care. Our fee level is above the level we are funded by Bristol City Council of the FEEE. Our additional fee element is required for a number of reasons as follows:
· Magic Dragon has staff to child ratios which are above the minimum required and we have more qualified staff than the minimum required
· Additional staffing provides better child staff ratios, allows flexibility in children being outdoors or indoors.
· Hourly rates for Magic Dragon staff are all very low, albeit above the National Living Wage, with all staff putting in significant personal time. A commercial rent is paid for the use of the church hall. 
For those children entitled to the FEEE, the pre-school should by law be “free at the point of entry”. As such, our request for your voluntary contribution is done with the best of intentions. If you would prefer not to pay the voluntary contribution, then please speak to the Leader. 
Please bear in mind that without the voluntary element, Magic Dragon Pre-school would not be viable and would be forced to close.


2a. CONSUMABLE CHARGES. 
Snack and cooking £1.35 a week.
Non food consumables £0.25 a week

The funding provided for free sessions does not cover meals or snacks. Our current weekly charges are:


3b. ACTIVITY CHARGES
Occasionally Magic Dragon invites community groups/entertainers to the setting and, if a cost is incurred by the setting, a one-off additional charge will be requested from parents; this contribution is voluntary.  Similarly, if Magic Dragon organises a trip out which incurs costs an additional contribution will be requested. 
Activities and trips = Tennis £4 a session each term, Woodwork £2 a session each term and Community Garden visit £2 once a year.

4.	A non-returnable registration fee of £50 is charged to cover the setting up of children’s learning journals etc, the admin cost involved and the management of waiting lists. This does not apply if your child is only accessing their free hours. 


5. PAYMENT: Children in receipt of the FEEE. The parent or guardian of a child in receipt of the FEEE will be invoiced three times annually, for terms 1 and 2 (Autumn term), 3 and 4 (Spring term), and 5 and 6 (Summer term). Invoices will be rendered at least two weeks before the commencement of terms 1, 3 and 5. Payment is due by the end of the first week of term 1, 3 or 5. 
All payments are non-refundable.

6. PAYMENT: Children not in receipt of the FEEE
The parent or guardian of a child not in receipt of the FEEE will be invoiced for each of the six terms individually. Invoices will be rendered at least two weeks before the commencement of each term. Payment is due by the end of the first week of the term for which the invoice is rendered. 
All payments are non-refundable.	

7. NOTICE
At least one term’s notice ( 6 weeks) must be given in writing to the Leader for a child no longer requiring a place at Magic Dragon. A final invoice will then be provided if required.

8. RESERVATION OF PLACES
No place at Magic Dragon will be kept open but unused for a child attending Magic Dragon beyond the first week of term, except at the Leader’s discretion.

9. BANK HOLIDAYS
Magic Dragon is not open on bank holidays and free sessions are not scheduled on bank holidays.
· 
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