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Policy Number 9.1 



Policy Statement 

 

Churchwood Kindergarten intends to be accessible to children and families from all sections of the 

local community. We aim to ensure that all sections of our community have access to the setting 

through open, fair and clearly communicated procedures, including our Admissions Policy and 

Procedures, Arrival and Departure Policy, Parental Involvement Policy and Valuing Diversity Policy.  

 

Methods 

 

In order to achieve this: 

 We ensure that the existence of our kindergarten is widely advertised in places accessible to 

all sections of the community. 

 We ensure that information about our kindergarten is accessible, using simple plain English, 

in written and spoken form, on the Internet and, where appropriate, in community languages 

and in other formats on request.  

 We ensure the kindergarten and its practices are welcoming to fathers, mothers, other 

relations and carers including child minders and foster carers. We aim to make the 

kindergarten feel like a second home.  

 We ensure the kindergarten and its practices operate in a way that encourages positive 

regard for, and understanding of, difference and ability – whether gender, special 

educational needs, disabilities, social background, religion, ethnicity or because English is a 

newly acquired language.  

 We support children and/or parents/carers with disabilities to take full part in all activities 

within our kindergarten. 

 We monitor the needs and background of children joining our kindergarten on the 

Registration Form, to ensure that no accidental or unintentional discrimination takes place. 

 We consult with families about the opening times of our kindergarten to ensure that we 

accommodate a broad range of families’ needs.  

 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 kindergarten that 

provides stability for all the children. 

 We will make our policies and procedures clear and easily accessible.  

 

Admissions procedures 

 

Churchwood Kindergarten accepts children from the age of 2 up to the age of 7. We need to see 

legal proof of age before a child starts attending the kindergarten; this is now a legal requirement in 

order to apply for funding when they start at the kindergarten. 

 

Places at Churchwood Kindergarten are allocated on a first come, first served basis. A registration 

form must be completed and a fee of £30 must be paid to secure each child’s place at the 

kindergarten or, if a place is not currently available, a place on our waiting list. This fee covers 

administrative costs as well as demonstrating commitment to using Churchwood Kindergarten.  



 

If requests for admission exceed the number of places available, the child will be placed on a waiting 

list. During their time on the waiting list, parents/carers will be contacted occasionally to determine 

whether they are still interested in a place and also to give them some indication of when a place is 

likely to become available. Should parents/carers make alternative arrangements and no longer 

require a place at Churchwood Kindergarten, they should notify the kindergarten immediately.  

 

Before places are offered, reports may be requested from the child’s previous childcare setting.   

 

The following guidelines will be used to determine which children will be offered places as they 

become available: 

 Children who already attend Churchwood Kindergarten and whose parents/carers wish to 

increase the number of sessions they attend. 

 Siblings of children who already attend Churchwood Kindergarten. 

 The order in which applications were received (first come, first served).  

 

Once a place has become available at Churchwood Kindergarten, parents/carers will be contacted by 

telephone and offered the place. Parents/carers will have two weeks to decide if they would like to 

accept the place before the place is offered to the next person on the waiting list.  

 

After confirming they would like to take up a place at Churchwood Kindergarten, parents/carers will 

receive a confirmation letter and a Parent Information Handbook with information about how the 

kindergarten works and what to expect. 

 

Fees 

 

The fee for a full day’s 6 hour session at Churchwood Kindergarten is £35 for 2-7 year olds. This 

includes a daily Outdoor Resource Fund of £10.52. 

 

The fee for a half day’s session (3.5 hours) is £20 for 2-7 year olds. This includes a daily Outdoor 

Resource Fund of £5.72 

 

Using Government Funding to help with Fees 

Churchwood Kindergarten is registered with Devon County Council to offer the EYF (Early Years 

Funding) to 3 and 4 year olds.  

 

As per government and Devon County Council guidelines, Churchwood Kindergarten charges for 

additional services that are beyond the standard day-care nursery or pre-school provision. This 

payment is the Outdoor Resource Fund which enables us to provide high quality outdoor education 

for the children. Primarily, the Outdoor Resource Fund enables us to maintain high adult to child 

ratios and provide qualified Forest School practitioners.  

 



If parents/carers wish to use the EYF they will be invoiced for £10.52 per whole day, or £5.72 per half 

day, as opposed to £35. 

 

If parents/carers already use the EYF to pay another provider, they may use any leftover funding to 

pay part of their child’s fees at Churchwood Kindergarten.  

 

Other forms of funding 

Churchwood Kindergarten is a registered Childcare provider with Edenred, Sodexo, Comptershare, 

Co-op and others. Parents wishing to use these forms of funding can discuss them with the 

kindergarten Director. 

 

Invoicing 

Parents/carers will be invoiced by email before the beginning of each term. Payment should be 

made by BACS to: 

Churchwood Forest School 

Sort Code: 53-61-44 

Account Number: 68679173 

  

Payment for the term must be made before the child’s first session of that term. 

 

If payment is not received by the child’s first session of the term, they will not be allowed to attend 

Churchwood Kindergarten and a reminder email will be sent to the parents/carers. We reserve the 

right to reallocate the place at the kindergarten to another child if payment is not received within 7 

days of a reminder email being sent.  

 

If, in exceptional circumstances, Churchwood Kindergarten needs to close, a refund will be given for 

the session missed.  

 

Notice of Absence due to Illness 

 

If a child is unwell or unable to attend the kindergarten, parents/carers are asked to inform the 

kindergarten manager as soon as possible. No refund of fees will be given if a child is unable to 

attend due to illness. 

 

Days and Hours of Opening 

 

Churchwood Kindergarten runs on Mondays, Tuesdays and Wednesdays during term time, from 

9:00am to 3:00pm for a whole day, and from 9:00am to 12:30pm for a half day. 

 

 

 

 



Cancellation / Termination of Registration 

 

Termination of Registration 

A child’s place at the kindergarten may be terminated when: 

 The child has reached the age limit. 

 If, despite best efforts, the child fails to settle; the contract may be terminated with 

immediate effect at the sole discretion of the kindergarten manager. 

 

 If parents/carers want to reduce the number of days attended, four weeks’ notice is required 

by the kindergarten. 

 

Cancellation of a child’s place 

Should parents/carers wish to cancel their child’s place at the kindergarten, four weeks’ notice is 

required before the child’s planned start date. If less than four weeks’ notice is given, the 

parents/carers are liable for a cancellation fee of £30. 

 

After a child has started at the kindergarten, should parents/carers wish to cancel the place or 

reduce the child’s hours, then four weeks’ notice is required. If less than four weeks’ notice is given, 

then the parents/carers are liable to cover the cost of the remaining missed days/hours at the full 

fee paying rate. This is the same for those who are fee paying and/or using the Early Years Funding 

as the kindergarten is unable to claim the pre-school funding from the Local Authority. 

 

Holidays in Term Time 

 

Parents/carers are not permitted to reduce the number of days their child attends the kindergarten 

for holiday they wish to take, without prior discussion with the kindergarten manager. If 

parents/carers wish to go on holiday in term time, they will still be charged for the sessions the child 

misses.  

 

Elective Home Educating / Flexi-Schooling 

 

In line with government legislation, Churchwood Kindergarten is currently only able to accept a 

maximum of 4 full time children of compulsory school age. It is at the kindergarten manager’s 

discretion to decide if it is appropriate for the child to continue to attend the kindergarten. 

 

Children of compulsory school age, who are attending Churchwood Kindergarten part time, will be 

required to register as Elective Home Educating unless they are also attending a maintained school 

or academy as part of a flexi-schooling arrangement.  

 

Please note that flexi-schooling requests will only be considered for children who attended the 

kindergarten before reaching school age. Both the kindergarten manager and the child’s school have 

to be in full agreement for the flexi-schooling partnership to work well. Flexi-schooling will be 



reviewed every half term to make sure the child, parents/carers and the school are happy with the 

arrangement.  

 

Places will be terminated at the end of the term that the child turns 5 – for example, if a child turns 5 

in October, they can remain at the kindergarten until the Christmas holiday.   

 

Summer Born Children 

 

If a child is 4 and late summer born (July and August), parents/carers may feel it is in the child’s best 

interests to stay in an early years setting. It is at the kindergarten manager’s discretion to decide if it 

is appropriate for the child to attend the kindergarten.  

 

Parents/carers need to inform the kindergarten manager whether they will be deferring their child’s 

entry to school, or delaying their child’s entry. Parents/carers need to be aware that they still need 

to apply for a school place the year their child turns 4, even if they intend to defer or delay entry. 

The kindergarten will ensure that the appropriate learning goals are worked towards to cater for 

those whose entry to school is delayed rather than deferred.  

 

Policy Monitoring and Review 

This policy is monitored by the staff and management of Churchwood Kindergarten and will be 

reviewed annually, or before if necessary. 
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