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Admission Policy

Kaleidoscope is committed to welcoming all children and families into the setting. Places are allocated on a first come first served policy, when places are limited we operate from a waiting list, which is reviewed constantly.
Procedure

· Parents can find us on our Facebook page and website which contain an abundance of information including policies and procedures
· If the parent/guardian wishes to view the nursery then an appointment can be made with the manager. If the parent wishes then relevant details will be taken and the child placed on our waiting list (if no space is available)
· Once a place becomes available, a place will be offered and both parent and child will be invited back to visit the nursery.  This provides opportunity to register the child and meet the staff involved with their future care/education
· The parent will be shown our policies and procedures with references to our safeguarding and behaviour policy which are discussed with the parent

· Parents will be required to fill in registration documents. These include medical, permission for outings, contact details and a nursery contract.  This clearly states attendance details and the terms and conditions. A £20.00 registration fee is applicable for all fee paying children. All funded children will be required to bring in I.D (birth certificate/passport).  All forms must be completed prior to a child being left, it is the parent’s responsibility to ensure details are accurate and up to date at all times.

· The child will attend nursery for at least 2 short visits before their required start date. The first visit the parent is required to stay with the child, a transition form and on-entry data questionnaire will be completed with the child’s key person. Any other visits and the parent will be requested to leave for a short time. The child will be able to start nursery once parent and child are both happy.   We recognise that all children are individuals and that children who require more than 2 visits are welcome to do so.

· Once the child has started nursery,  parents are welcome to call to check on how their child is settling

Specialist education

We are an inclusive setting and pride ourselves in providing care and education for children with additional needs.  However to ensure the Health and Safety of all children and staff and to ensure all needs are being catered for, it may not be possible to accommodate every child. If a new child is found to have specific needs which the nursery staff cannot manage, an application will be completed to apply for 1-1 funding to support the child at nursery. If this is rejected then staff may not be able to look after the child and care for their needs safely. If this is the case then the manager will assist the parents in finding a more suitable provision for the child. 
If we have a high number of children with additional needs, we may not be able to take other children with additional needs if it compromises the health and safety of the rest of the children and staff.  In this case the nursery will work with the parent to help find a suitable setting.

Waiting List

We operate a waiting list for each age group (under 2’s, 2 yrs & 3yrs).  When places are limited the child is placed on the waiting list.  When a place becomes available the child whose name appears at the top of the appropriate list is offered a place.  If that parent no longer requires the place then the next child on the list will be contacted until the place has been filled.   

Covid 19

We are now allowing parents to visit and view the setting. This is arranged at a quiet time when there is less children in the room. Parents are able to stay for the child’s first visit and complete any paperwork within the setting. This will continue to be reviewed
