
Golden Grove Day Care 
Admissions, arrivals and collections, settling in & failure to collect a child  Policy & Procedure
It is the policy of Golden Grove Day Care to welcome all children and families who, in line with our statement of purpose, may want to attend Golden Grove Day Care.  

We do this by:
Offering our Day Care children, a place to start at the setting from their second birthday. Please note, our Flying Start provision can offer space for the term after their second birthday. Child will attend either 4 terms (if attending day care) or 3 terms (if attending Flying Start) with us before moving onto Part Time Nursery. It is possible once children are attending Part Time nursery to continue to access the wrap around provision, early drop off and after school provision.
· Accepting applications from families for their children regardless of gender, sexual orientation, culture, religion or disability.
· Taking account of the Equality Act 2010. 

· Arranging a Stay and Play session before the child commences so that the parents can visit the setting and see how we operate and help the child become familiar with the staff and setting.
· Welcoming parents who want to be actively involved in the running of Golden Grove Day Care. Implementing an effective settling in policy and procedure
Operating and implementing the following procedures - 
· Fees: 
Fees for paying children are charged at £7.00 for Early Drop Off, £22 for a Wraparound Session, £42 for Full Day Care Session, £9 After School Provision for 3-11years and £12 for After School Provision for children aged 2-3 years. These are paid monthly to the school via the Parent Mail app.  

A paying child's place at Golden Grove Day Care is dependent on continued payment of fees and availability of space. We are registered to accept The Childcare Offer for Wales and Tax Free Childcare Scheme.

** Flying Start session spaces are FUNDED for children living in the allocated Flying Start Postcode Areas, no charge is required for their Flying Start Session **


· Allocation of places: 
Golden Grove Day Care allocates places fairly in the following way: 
· When available places exist they are allocated on a first come first served basis and if applicable:

Golden Grove Day Care maintains reserved places for children funded by the Flying Start grant. Paying spaces are available for Full Day Care, Early Drop Off, Wraparound Care and After School Provision. 



· Starting in Golden Grove Day Care:
· Parents complete and sign the contract and registration form and agree to the terms and conditions before their child attends.

· Parents agree to inform Golden Grove Day Care of any changes to information they have provided.

· Settling in: 
Golden Grove Day Care acknowledges the importance of parents and staff working together to help children settle in and develop confidence to participate in all the activities offered. Some children take longer than others to do this and we respond to their needs on an individual basis. Please see Transition Policy. 
To help children settle quickly and feel comfortable and confident in their new surroundings parents are advised to dress their child in clothes that are suitable for messy play and help their child towards independence e.g. for toileting. Golden Grove Day Care keeps spare clothes available for use in the event of an accident, but parents may want to provide a change of clothes for their own child.
Upon registration Parents are invited to attend a Stay and Play meeting with the Day Care Manager. This is a chance for their child to play, meet the staff and setting, and for the parent to complete the paperwork and ask any questions they may have.
· During the Stay and Play meeting, the general operation of the setting is explained to the parents, how we gather assessment of their child will be discussed, and the use of the Seesaw App is explained. Parents are encouraged to sign up to the SeeSaw App, this so they can view their child’s learning story and it is an easy method of communicating with the setting and home. Courses and information letters are also posted on the app.
· Children may bring their comfort objects with them until they feel confident about being without them.
· Parents are encouraged to discuss the settling in process for their child with the Day Care Manager or other staff at any time. For children who do not settle, then a shorter session may be offered building up to the full session time over a period until the child or parent feels settled. This will be discussed on an individual basis and based upon the needs of the child.

· Arrival and collection of children: 
Parents can be confident that Golden Grove Day Care places the highest priority on their child’s safety and wellbeing while in our care.
       Arrival to Golden Grove Day Care/ Flying Start - 
· Parents are responsible for informing Golden Grove Day Care of any changes to details of named persons who can collect their child, in writing and verbally.

· Golden Grove Day Care does not accept children who are unwell at the time of arrival (see also health and hygiene policy).


· The attendance register is updated as each child arrives.

· Parents are advised that by signing the contract and registration form they agree to inform Golden Grove Day Care of any planned or unplanned absences.  

· The Setting will keep details of each individual who is likely to collect the child on the admission form.

· When a child joins the setting, parents will be made aware that the child cannot leave in the company of any persons not named on the admission form.

· It is the responsibility of the parent/carer to transfer the child to a member of staff personally.

· It is the staff’s responsibility to transfer each child to the person collecting him/her and after that the responsibility is transferred to the parent/carer.

    Arrival to the After School Provision provision– 
· Parents are required to pre-book their children’s sessions on ParentMail to notify the Provision in good time with regards to attendance. Parents are required to give a weeks’ notice to the Day Care Managers, if they wish to cancel a pre-booked session. Only exceptional circumstances apply, failure to give up to a 1 weeks’ notice of cancellation/non-attendance will incur the full cost of the session being charged. 

· Where children are off school ill or have been sent home due to sickness or accidents, no charge will be made and a refund will be issued. 

· At the beginning of after school provision children aged 2 years attending the Day Care Provision will remain in the Day Care Room until collected, infants will be collected from their classrooms, staff will then bring the infant children up to the hall to meet and collect the children from the juniors, a quick head count is taken before heading down to the main room, which is situated within the Flying Start room.

· A register is taken once all children are within the room and ratios are maintained and monitored during the session. Children who attend extra-curricular clubs (such as multi-sports or netball) after school and are booked in to the After School Provision, will be counted in ratios and will be signed in when they come down to the provision. The Day Care Managers liaises with the fellow member of staff running the extra-curricular clubs, if a child has not arrived then information will need to be given to the Day Care Managers to determine where the child has gone or if they have been collected. 

      Collection from the provision:
· A child is never released into the care of any person without the written permission of the parent. However, in an emergency situation, a telephone call from the parent stating that another adult will collect the child may be accepted provided that an accurate description of the adult is given and that the adult can give proof of their identity on arrival. That person will be given a password to give to the staff on collection of the child.

· Golden Grove Day Care reserves the right to make additional checks on persons arriving to collect a child if considered appropriate in exceptional circumstances.

· In the event of a dispute between parents who hold equal responsibility for their child and are named in the contract, we cannot refuse to allow either parent to collect their child unless court orders are provided as evidence. 

· A record of when a child is not collected on time is kept. This records the date, time of collection, the name and address of any person collecting the child, and any additional relevant information. 



       If a child is not collected at the time agreed in the contract:
· No child is left unattended because a parent fails to collect them on time and two members of staff remain to supervise the child, the child will then be placed under the care of the After School  staff until collection is made by the parent or arranged person to collect. An additional charge will be made to the parents should their child be placed in the After School Provision. 
· Every effort is made to contact the parent or emergency contacts to arrange collection.

· If all attempts to contact relevant adults fail, after a maximum time of 30 minutes we will implement our Safeguarding Policy and Procedure and contact the Social Services duty officer (or police) and take their advice for any action to take. The Responsible Individual will be informed. 

· CIW is informed of this significant event - within 14 days of the incident.



If at any time when a child is collected and there are concerns that to hand over the child may be placing them at risk, the member of staff seeks advice from the Day Care Managers or in their absences the Responsible Individual, who will speak to the parent, and do what is reasonable in the circumstances to safeguard the child’s welfare. A record of the circumstances is made and CIW is informed within 14 days of the incident.
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