Southville Community Centre – Family Services

Admissions & Induction Policy
Aims:

( To ensure Family Services at The Southville Centre are accessible to all sections of the local community.
( To ensure the procedures for offering places, and the rationale behind these, are well communicated to families.
( To promote smooth and stress-free transitions to the setting, ensuring both children and parents/carers are happy.
Accessibility 

The Southville Centre aims to ensure its Family Services are accessible to all sections of the local community as per the ‘Equal Opportunities Policy’. The Centre will attempt to communicate its services in locations throughout the local community.  

The SCDA exists to ‘provide resources, facilities and expertise locally to meet the needs of people in the BS3 area’. The centre therefore commits to identifying the need for specific family services in this area and investigating realistic options to adapt and evolve the existing provision. This includes consultation with parent representatives, local families, schools and other provision. 
Offering Places

Where services are over subscribed, as is often the case with The Southville Centre Nursery, the SCDA has agreed the following priority for admissions:

1 – Employees of SCDA

2 – Places for siblings of existing children

3 – Families living within Southville

4 – Families living outside of Southville

Within these priority groups places are offered on a first come first serve basis. Places should always be confirmed by the Head of Family Services in writing.
In order to ensure our services are financially sustainable it is the policy of the SCDA to ask for a nursery deposit equivalent to one month’s fees; this equates to 1/12th of what would be paid annually. This deposit supports the setting in ensuring families who reserve places are committed to using them and protects against unpaid fees. The setting is always happy to discuss alternative arrangements with families who feel unable to pay deposits in the time frame given. Deposits will be returned to families when a child leaves the nursery, providing their fees have been paid in full. In the event of a place being cancelled prior to a child starting at the setting, this deposit is non-refundable and will be used to cover the first month’s fees for the reserved place. Deposits will not be charged for free entitlement only spaces.
Regardless of a family’s position on the waiting list, the Southville Centre cannot hold spaces where there are others actively waiting to access them. This includes where families have registered for free entitlement and spaces are available in advance of the start of term. 

Waiting List Communication
Nursery

Parents who join the nursery waiting list should expect confirmation by email that their application has been received and processed and, where possible, an email approximately 3 months prior to any preferred start date indicating the progress of their application.

Parents
In order to manage the waiting list effectively we expect parents to email or call the nursery if any information relating to an application changes – including where a space is no longer required.

‘Induction Sessions’
Nursery
Once a place has been offered each child is assigned an Early Years Practitioner as a key worker. This person will take responsibility for contacting families and arranging appropriate settling in sessions. The first of these sessions will always require parents to stay with their child in order to allow their child an informal introduction to the nursery and for parents and key workers to have time to communicate about specific needs and personalities. During this visit a ‘starting nursery’ form will be completed with parents, information from this will be used to ensure children are provided with the most appropriate nursery experiences.
Subsequent settling in sessions will be organised to meet the needs of the specific child, this process usually takes up to 2 weeks, but it is important that child, parent and nursery are happy before a child attends their full sessions. Key workers keep records of children’s progress during this period.

The settling process is viewed as an essential part of ensuring children have a positive time at nursery and we will be flexible in extending this period and offering families additional support if needed. Parents are expected to respect the professional judgement of nursery staff if they feel a child needs additional settling sessions.
After School Club/Holiday Playscheme

Parents are welcome to arrange for children to come for short play sessions prior to starting After School Club or Holiday Playscheme. Playworkers will ensure parents are kept fully informed of their child’s progress when they first start attending and that children who need individual support receive it. The setting will be flexible in meeting families needs.
The setting aims to provide home visits to families where a child is new to the setting and is likely to require 1:1 support to meet their needs. This enables the child to meet the adult who will be supporting them and ensures the adult is fully aware of the child’s needs before they attend the setting independently. 
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