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1. Purpose
This policy explains how children are admitted to Naye & Me, how enrolment is completed, how places are offered, and how children are supported to settle into evening and weekend care.
Our aim is to make the process clear, fair and safe for families while ensuring that we have all essential information before a child attends.
2. Scope
This policy applies to all children seeking to attend Naye & Me and to all parents, carers and staff involved in admissions, registration and settling-in.
3. Admissions Principles
Naye & Me aims to offer places fairly and transparently.
Admission decisions will take account of:
· available places;
· staffing and ratio requirements;
· the child’s age;
· the needs of children already attending;
· room capacity;
· the suitability of the requested session;
· the setting’s ability to meet the child’s individual needs safely.
We will not unlawfully discriminate against a child or family.
4. Enrolment Before Booking
All children must be fully enrolled before attending a session.
Parents and carers must:
· complete the Naye & Me enrolment form;
· provide all required child and parent details;
· complete required ParentLink registration forms;
· provide emergency contact information;
· provide authorised collection information;
· disclose relevant medical, allergy, dietary and additional needs information;
· complete any required permissions and consents;
· ensure information provided is accurate and up to date.
Submitting an enrolment form does not automatically guarantee a place.
5. Confirmation of Enrolment
A child’s enrolment is only complete once Naye & Me has:
· received all required registration information;
· reviewed relevant health and safety information;
· confirmed that the child’s needs can be safely met;
· confirmed that a suitable place is available;
· notified the parent or carer that enrolment has been approved.
Parents must wait for confirmation before booking sessions.
6. Booking Before Enrolment Is Complete
If a parent books a session before the child’s enrolment has been confirmed:
· the booking may be cancelled;
· the child may not be admitted to the setting;
· any payment or credit will be handled in line with the Bookings, Fees, Cancellations & Refunds Policy.
This rule exists to ensure that staff have all necessary safeguarding, medical and emergency information before the child arrives.
7. Information Required at Enrolment
Information collected may include:
· child’s full name;
· date of birth;
· home address;
· parent/carer details;
· emergency contacts;
· authorised collectors;
· medical conditions;
· allergies;
· medication requirements;
· dietary requirements;
· SEND or additional support needs;
· communication needs;
· toileting or intimate care needs;
· sleep or rest needs;
· routines and comfort strategies;
· nursery or school attended where relevant;
· GP details where required;
· permissions and consents.
Naye & Me will only collect information that is necessary for safe and effective care.
8. Medical and Additional Needs
Parents must inform Naye & Me of any medical condition, allergy, disability, SEND, behavioural need or other circumstance that may affect the child’s care.
Where additional planning is required, Naye & Me may request:
· further information from the parent;
· an allergy or medical care plan;
· medication consent;
· support strategies;
· information from other professionals where appropriate and lawful.
Admission will not be refused solely because a child has additional needs.
Where adjustments are required, Naye & Me will consider reasonable steps to support the child safely.
9. Waiting List
Where a requested session is full, the child may be placed on a waiting list.
Being placed on the waiting list does not guarantee a place.
When a suitable space becomes available, places may be offered according to factors such as:
· date of enquiry;
· requested session;
· availability within the relevant room;
· staffing and ratio requirements;
· age of the child;
· operational capacity.
Parents must keep their contact details up to date while on the waiting list.
10. Offering a Place
When a place becomes available, the parent or carer will be contacted.
The offer may include:
· available session;
· start date;
· room allocation;
· any conditions that must be completed before attendance;
· payment or booking requirements.
A place may be withdrawn if the parent does not respond within the stated timeframe.
11. Session Availability
Naye & Me operates fixed evening and weekend sessions.
Parents can choose from the sessions currently made available through the booking system.
Places are subject to availability and are not guaranteed simply because a session is displayed online.
Session capacity may vary depending on:
· room availability;
· age ranges;
· staffing;
· ratios;
· individual care needs;
· operational requirements.
12. Ad-Hoc and Regular Care
Naye & Me may offer both:
· regular recurring care; and
· ad-hoc care.
Ad-hoc bookings are subject to the same enrolment and registration requirements as regular bookings.
Children attending infrequently may require additional settling-in support.
13. Settling-In
We recognise that every child settles differently.
Naye & Me will work with parents and carers to help children become familiar with the setting, staff, routines and environment.
Settling-in may include:
· introductory visits;
· shorter first sessions;
· familiar comfort items;
· parent or carer handover information;
· consistent staffing where possible;
· gradual increases in session length where appropriate.
14. Key Person
Where required under the EYFS, children will be allocated a key person.
The key person helps to:
· support the child’s emotional wellbeing;
· build a relationship with the child and family;
· understand routines, interests and care needs;
· support transitions;
· share relevant information with parents and staff.
15. Evening and Weekend Settling-In
Because Naye & Me provides evening and weekend childcare, we recognise that children may arrive:
· after nursery or school;
· after a long day;
· tired;
· hungry;
· emotionally overwhelmed;
· needing a quieter transition.
Staff will consider these factors during arrival and settling-in.
Children will be supported with calm routines and appropriate rest or quiet time where needed.
16. Comfort Items
Children may bring an appropriate comfort item where this supports settling-in.
Examples may include:
· a small blanket;
· soft toy;
· comfort cloth;
· familiar bedtime item.
Items should be clearly labelled where possible.
Parents should avoid sending valuable or irreplaceable items.
17. Parent Handover
Parents and carers should provide staff with any relevant information at drop-off.
This may include:
· how the child is feeling;
· sleep;
· food eaten;
· medication;
· injuries;
· changes in routine;
· emotional changes;
· changes to collection arrangements.
Good handover information helps staff provide safe and responsive care.
18. First Sessions
During a child’s first sessions, staff may pay particular attention to:
· emotional presentation;
· interaction with staff;
· comfort levels;
· eating and drinking;
· rest;
· communication;
· toileting;
· relationships with other children.
Parents may receive additional feedback during this period.
19. Trial or Introductory Sessions
Where appropriate, Naye & Me may offer a trial or introductory session.
Trial sessions may be recommended where:
· the child has not previously attended similar childcare;
· the child is likely to need additional settling support;
· the parent or setting believes a shorter introduction would be beneficial.
A successful trial session does not override any outstanding enrolment requirements.
20. Parent Responsibilities
Parents and carers are responsible for:
· providing accurate information;
· completing forms promptly;
· informing us of changes;
· ensuring emergency contacts remain current;
· informing us of changes to medical or allergy information;
· ensuring authorised collector details are correct;
· complying with booking procedures;
· waiting for enrolment confirmation before booking.
21. Updating Child Information
Parents must notify Naye & Me promptly if any information changes.
This includes:
· address;
· telephone number;
· emergency contacts;
· authorised collectors;
· medical information;
· allergies;
· dietary needs;
· SEND or additional needs;
· family circumstances relevant to the child’s care.
Naye & Me may periodically ask families to review and confirm registration information.
22. Refusal of Admission
Naye & Me may refuse or delay admission where:
· registration is incomplete;
· required safeguarding information is missing;
· essential medical information is unavailable;
· staffing or ratios would be compromised;
· the setting cannot safely meet the child’s needs at that time;
· the requested session is full;
· attendance would create an unacceptable safety risk.
Any decision will be made carefully and fairly.
23. Ending or Suspending a Place
A child’s place may be suspended or ended where:
· fees remain unpaid;
· essential information is repeatedly withheld;
· the child’s needs can no longer be safely met;
· serious safety concerns arise;
· parents repeatedly breach key policies;
· behaviour by an adult creates a safeguarding or safety risk;
· the setting closes or changes provision.
Where possible, concerns will be discussed with the parent before a place is ended.
Safeguarding concerns may require immediate action.
24. Inclusion and Equality
Naye & Me is committed to inclusive practice.
Admissions decisions will not unlawfully discriminate on the basis of protected characteristics.
Reasonable adjustments will be considered where appropriate.
25. Confidentiality and Data Protection
Information collected during enrolment will be handled in accordance with Naye & Me’s Data Protection, Confidentiality & Record Keeping Policy.
Information will be shared only where necessary for:
· safe care;
· safeguarding;
· legal compliance;
· legitimate operational purposes.
26. Complaints
Any concern about admissions or enrolment should be raised with Naye & Me.
Complaints will be handled in line with the Complaints, Concerns & Feedback Policy.
27. Review
This policy will be reviewed at least annually and sooner where:
· legislation or EYFS requirements change;
· booking systems change;
· operational arrangements change;
· a complaint or incident identifies a need for review.
28. Related Naye & Me Policies
This policy should be read alongside:
· Safeguarding & Child Protection Policy;
· Bookings, Fees, Cancellations & Refunds Policy;
· Arrival, Collection & Late Collection Policy;
· Health, Illness, Medication & First Aid Policy;
· SEND, Equality, Diversity & Inclusion Policy;
· Sleep, Rest, Evening & Long-Session Care Policy;
· Data Protection, Confidentiality & Record Keeping Policy;
· Complaints, Concerns & Feedback Policy.
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