[bookmark: _Hlk50995643]ADMINISTRATION 
Admission and Free Early Education Entitlement (FEEE) Policy
 
Policy Statement 

It is our intention to make our setting accessible to families from the local community ensuring open, fair and clearly communicated procedures. As an Ofsted registered early years provider, we are legally bound to meet the requirements of the Ofsted regulations, and the Early Years Foundation Stage Framework published by the Department for Education.   
 
Admission 

Criteria
We will prioritise places according to the following criteria: 
1. Looked after children as defined in S22 of the Children Act 1989 will be given first priority in accordance with the Education (Admission of Looked After Children) (England) Regulations 2006. 
2. Where the child resides within the designated priority admission area of Elmwood Primary School or they have a sibling attending this school.
3. Where there are medical grounds for admitting the child (supported by a medical certificate). 
4. Where the child resides outside of the designated priority admission area of Elmwood Primary School.

Within each criterion, the waiting list is held by registration date. and children who defer entry to a particular intake will be placed on the waiting list for the desired intake using the pre-existing registration date. Children that cannot be accommodated are moved back to the following intake and placed at the top of the list, regardless of registration date. 

We will aim to: 
· take children in the term after they turn two-and-a-half, earlier if availability allows.
· take into account the individual needs of each family, where possible. 
· give priority to children who will be attending Elmwood Primary School. If we have knowledge that the child will not be attending Elmwood Primary School, the child will not be offered a place in our Little Learners setting until the summer term when they we will offered one session enabling them to take part in the Graduation Assembly. If we have knowledge that a child’s sibling attends a school other than Elmwood Primary, the Management Team reserves the right to treat each case on its own merits. 

· We have three intakes per year in September, January and April.
· We do not charge a registration fee. 
· When a place is offered, we would expect the place to be accepted at the time of offering and we ask for a deposit of £15 per session to be paid within 21 days, to secure the place. This is non-refundable if the child does not start. A deposit is not taken for children who are eligible for two-year funding, where the family is in receipt of government support (FEEE2). Deposits are applied to a child’s first invoice where monies are due or, returned during the child’s second week of attendance if their hours are entirely funded. 
· Once the deposit has been paid, a half term’s written notice is required to leave, or equivalent payment in lieu.


[bookmark: _Hlk214009817]OUR FREE EARLY EDUCATION ENTITLEMENT (FEEE) OFFER

[bookmark: _Toc209526324]As part of the induction process we inform all new parents/carers of the criteria for the different types of FEEE available, how to apply and will support them through the process as much as possible.

Opening Hours and FEEE hours available
Elmwood Preschool is open Monday to Friday 8.30am - 3.30pm for 38 weeks per year (term-time only).
Funded hours are available at any time during these hours (i.e. 7 hours per day) and no conditions are attached to any FEEE offer. 
We do not put any restrictions on the number of FEEE places offered.

Funding Streams Available
We offer the following funding streams subject to availability:
· Early Learning for 2 Year Olds, for children whose families are in receipt of government support (FEEE2 – 15 hours)
· Universal entitlement for all 3 and 4-year-olds (FEEE3&4 – 15 hours)
· Eligible Working Parent Entitlement for 3 and 4-year-olds (FEEE3&4 EFE – 30 hours)
· Eligible Working Parent Entitlement 2-year-olds (FEEE2W – 30 hours)

· All entitlements can be split across two setting with the exception of FEEE2 which can be used at one setting only in any given term.
· Whilst support will be provided, it is the responsibility of the parent to apply for a working parent eligibility code before the fixed deadlines of 31st March for the summer term, 31st August for the summer term and 31st December for the spring term. 
· Working parent eligibility codes need to be reconfirmed every three months, via the on-line childcare account. 
· Parents can read more about and apply for the different types of government funding at
https://www.beststartinlife.gov.uk/childcare-early-years-education.

Stretched Funding
We do not stretch funding as we are a term-time only Preschool.

Voluntary Chargeable Extras
· We do not make any voluntary extra charges for consumables including snack (which is offered to all children on every session), or sun cream. 
· Ordinarily, we do not make any voluntary charges for extra activities. Should this happen, any optional charges will be clearly communicated to parents, giving a reasonable amount of notice. 
· Parents can purchase additional private hours but these are not a condition of accessing a FEEE place. Any private hours will be invoiced at the standard sessional rate.



Parent Agreement Form (PAF)
· Parents are required to sign a Parent Agreement Form termly for the hours they wish us to claim from Essex County Council for their child, this forms a contract between Elmwood Preschool and the parent.
· Proof of a child’s date of birth and address must be provided in order to access any government funding. 
· [bookmark: _Toc209526325]Some children may be eligible for Early Years Pupil Premium (EYPP) or Disability Access Funding (DAF), and the PAF will give preschool permission to check eligibility and claim for this. (See below for more information).

Bank Holidays
[bookmark: _Toc209526326]Elmwood Preschool closes on all statutory public holidays that fall during term-time so FEEE cannot be accessed on these days. Parents need to be aware that if a child attends sessions on these days, they will not receive their full FEEE entitlement. These days cannot be taken at any other time during the term or with another provider. 

Staff Training / Inset Days
Elmwood Preschool is entitled to close for three staff training days per year during term-time. Parents should be aware that they will lose one day of FEEE per term and will not receive any refund for this day as there is no cash value to the FEEE funding. Where staff are required to attend a two-day course, e.g. paediatric first aid, two of the three days will be taken together in one term.

Other Funding Available
Disability Access Fund (DAF) – This is paid as a lump sum annually. To be eligible a child must be in receipt of Disability Living Allowance (DLA) and funds are intended to help the provider make 
reasonable adjustments at their setting to improve the child's access to funded early education.

Special Educational Needs Inclusion Funding (SENIF) – This top-up funding can be applied for when settings need additional support for children with SEND.

 Income Deprivation Affecting Children Index (IDACI – This deprivation supplement is paid per hour for eligible 3 and 4-year-old children, and funding is pooled to enrich the setting as a whole. 

Tax-Free Childcare (TFC)  – This is part of a government scheme to help eligible working parents with the cost of childcare. Parents can apply for a TFC account on-line; for every £8 paid in, the government top up to £10. Eligibility criteria are the same as for Working Parent’s Funding. The TFC account can be used alongside working parents’ funding but not alongside tax credits or universal credit. 

PRICING
Half-termly invoices are sent out via e-mail just before each school holiday and are due within the first 2 weeks of each half-term that they relate to; fees can be paid weekly or monthly on request.
We accept payment by bank transfer, cash, and Tax-Free Childcare.

From April 2026:
	Government Funded sessions		No cost attached to any FEEE hours
	Non-funded sessions			£6 per hour	

· No refund will be given in the event of a child’s absence due to illness, holiday, self-isolation due to a pandemic or for any other reason.
· Notice of at least one half-term will be given to parents of any rise in fees.
· [bookmark: _Toc209526328]In the unlikely event of Preschool being closed due to circumstances beyond our control, e.g. adverse weather, any fees paid/due are non-refundable. Exception – if Preschool is instructed to close by the government or local authority e.g.  due to a national pandemic, refunds will be given.

Non-payment of Fees
[bookmark: _Toc209526329]In the event that fees become overdue, Preschool will follow the process outlined in the Payment of Fees policy, available to view on our website. Non-payment may result in the withdrawal of paid-for sessions, and whilst the Preschool will do its utmost to be fair, some cases may be referred to the court at the discretion of the Management Team.

Notice to Leave
A half-term’s written notice to the manager is required. If this notice is not given, a penalty charge of £50 will be made to parents whose children are not in receipt of FEEE. For children entitled to FEEE, 6 weeks funding will be claimed in lieu of notice.  


We try to ensure that information about our setting is accessible and will provide translated written materials and access to an interpreter on request or where language needs of families suggest this is necessary. We will also try to provide information in Braille, or through British Sign Language where required.  


This Policy was adopted at a meeting held on :  10th November, 2025 
 
Due for revision (if necessary) two years from the above date 
 
Signed on behalf of Elmwood Preschool : 
 
Administration – Admissions 		                                                                                 Elmwood Preschool
