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	                                            ADMISSIONS  AND ATTENDANCE POLICY


                Early Years Foundation Stage key themes and commitments

	A Unique Child
	Positive Relationships
	Enabling Environment
	Learning and Development

	1.1 Child Development
1.2 Inclusive Practice

1.3 Keeping Safe

1.4 Health and Well-being


	2.1 Respecting each Other
2.2 Parents as Partners

2.3 Supporting Learning


	3.2 supporting Every Child
3.4 The Wider Context
	4.4 Areas of Learning and Development


	POLICY STATEMENT

Octopus Children’s Daycare aims to ensure all sections of our community have access to our setting through open, fair and clearly communicated procedures. This is achieved by having application and prospectus details on our website. Application and prospectus are available at Octopus Children’s Daycare  reception, we have good connections with local health visitors ensuring they know the procedures for families applying for their children to attend the Daycare. We have details displayed in a variety of ways, in the Octopus Children’s Daycare  news letters and on our website. 


	PROCEDURES AND PRACTICES 

Admissions 

Children with disabilities are welcomed into the Daycare, we will work closely with the child’s family in such circumstances to ensure we can offer the best type of childcare for individual children and may seek further advice from other professionals. 

We endeavour to treat all families and children equally regardless of their gender, special educational needs, disabilities, background, religion, ethnicity or competence in spoken English. We will seek support for such families in the admissions process where it is deemed necessary.

We welcome fathers and mothers, other relations and other carers, including childminders to take part in the whole admissions process.
· Children may be registered to attend the Daycare at any age, but to attend the setting children must be between the ages of 2 – 7 years.
· Children are required to attend a minimum of two sessions per week
· Children can attend in a variety of ways as set out in the Daycare Prospectus.
· Children are admitted on a first come first serve basis; although we endeavour to keep sessions open for children in special circumstances.
· We operate a waiting list, arranged firstly by; special circumstances, secondly; siblings already attending the setting and thirdly; in birth order.  
· Families will be informed of their success in the application process on returning a fully completed application form. Details of the induction process will be included.
We operate an appointment system for visits prior to application, this is normally arranged through a telephone conversation, in person or by e-mail.   
Children and their parent’s/ carers will be invited to an open day before we reopen in September, this is for the children starting with us in the September, returning children will also be invited. Children starting in January and April will be invited in for a visit. This enables the children and parents/ carers to meet their child’s keyworker, complete any paperwork and ask any questions. Where possible the paperwork will be sent out by email prior to the visit. 

All parents/ carers who are successful in their application will be given a visit date and start date for their child, this is in addition to the open days held by the daycare. 



	ATTENDANCE

Absences must be followed up in a timely manner. If a child is absent for a prolonged period of time, or if a child is absent without notification from the parent’s/ carers. Attempts will be made to contact the child’s parents/ carers and alternative emergency contacts. The daycare will consider patterns to the child’s absences and their personal circumstances and use their professional judgement when deciding if their absence should be considered as prolonged. Consideration must be given to the child’s vulnerability, parents/carers vulnerability and their home life. Any concerns about absences will be referred to local children’s social services.
The setting must share the admissions and attendance policy with the parent’s /carers, so they are aware of expectations for reporting their child absent or without notification. For prolonged or regular absences the setting may refer to social services for advice


	Other policies to read in conjunction with this policy 

· Octopus Children Centre Policies and procedures
· Octopus Children’s Daycare Inclusion Policy
· Octopus Children’s Daycare SEN Policy
· Octopus Children’s Daycare Equal Opportunities Policy
· Octopus Children’s Daycare Induction Policy
· Octopus children’s Daycare General Data Protection Regulation Policy 
· Octopus Children’s Daycare Safeguarding Policy



	This policy was adopted at a meeting of Octopus Children’s Daycare Management Committee 



	Signed on behalf of the Management Committee



	Date of signature



	This Policy will be reviewed in November 2026



                         Octopus Children’s Daycare                 �                                          








