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Guide on writing your Admissions Policy
We have created this comprehensive guide so that Early Years Providers can simply add in their own information where necessary to create a compliant policy. If you would prefer to write your own policy this is fine – please send it in and we will ensure it is compliant. If you have other documentation where these important points are mentioned, then simply let us know where to look.

How to use this document
The different coloured sections will help you know what action to take:
- Black writing = leave these in as these are important points
- Yellow highlighted sections = add your own information and then unhighlight
- Drop down menus = choose the relevant option by clicking the little arrow on the right of the box
- Yellow highlighted free text fields = write in your own words
- Blue italic writing = helpful guidance and must be deleted

When you are ready, save a copy with your name included in the title of the document and send it to eyclaims@bristol.gov.uk Your policy will be reviewed, and any suggestions / amendments returned. As with all policies, they take time to create and can feel cumbersome to write, however if there is a problem in the future, you will be glad you took the time to make one. It is compulsory to have a written document to explain the delivery of your childcare when offering free hours, but we understand this isn’t a task that is welcome. If you need any support, please just ask.

The Early Years Team, Bristol City Council. 

Please delete this guidance section before you submit your draft policy.

Enter provision name’s Admissions Policy
to offer the Free Early Education Entitlement for Choose an item.
[bookmark: _Hlk83218298]Phone number: Please enter phone number
Email: Please enter website if applicable
Thank you for choosing Please enter your Ofsted Registered Provider Name as your preferred childcare provider. Please see below the Admissions Policy which will provide important information about this provision. Please keep a copy for your future reference. 

All About My Business
Opening Days/Hours
My opening days/hours are: Please enter opening hours.

Session Times
 Please enter own text.
Please state your session times, making it clear when parents can take their free sessions.
· Free sessions can be last between 30 minutes and 10 Hours per day.
· The free session times offered must be the same to all parents.
· NOTE: If hours are bought privately by the parent you reserve the right to implement your own reasonable policy for those additional hours, which should be consistent with your business policy for private placements.



Operational Method
I will offer Choose an item. at my provision over Choose an item.
Please choose whether you will offer the free hours:
· All Year Round (AYR)- 47.5 Weeks per year
· Term Time Only (TTO)- 38 Weeks per year
· Both All Year Round & Term Time Only

Free Childcare
I am registered with Bristol City Council to offer free hours to Choose an item.
The Universal Entitlement of 15 Free Hours is offered to all 3- and 4-year-olds the term after the child’s 3rd birthday (and to some eligible 2 year-olds). 
The Extended Entitlement of 15 Free Hours or 30 Hours Free Childcare is only offered to 3- and 4-year-olds and is based on the family meeting certain eligibility criteria. 
· Parents must apply via by visiting www.childcarechoices.gov.uk or calling 0300 1234 097 for the extended 15 free hours to get a 30 Hour Code (which is 11 digits long and usually starts 500…). 
· 30 hour codes need to be reconfirmed every 3 months. The 30 hour code will remain the same after reconfirmation. It is the parent/carer’s responsibility to keep their child’s 30 hour code valid at all times.
· Verification checks will be made on Bristol City Council’s Provider Portal, using the following data:
a. Your 11-digit 30 Hours Code
b. Your National Insurance Number
c. Your child’s date of birth
d. Your written consent from your signed EYR1 Parental Declaration Form to verify eligibility. 
Once the code is verified, you will be contacted to discuss sessions.
· Grace Period – If you do not reconfirm the 30 hour code and the code becomes invalid, the ‘grace period’ starts. The grace period is a short period of time where a child can still access their 15 extended free hours. Once the grace period has expired, your child can only access their universal 15 free hours. If this happens, we will discuss what to do about the sessions you have lost. Codes which are already in their grace period must be reconfirmed before claims can be made for extended free hours.
· Bank Holidays are not funded by Bristol City Council. If your free hours fall on a bank holiday, the free session will not be rescheduled.

Admissions Methods
Please enter own text.
State here how you will fairly select children to attend. Do you have a first come first served policy, or would siblings of existing minded children be given priority? 

Refundable Deposits
Please enter own text here
Will you charge a refundable deposit?
· You can charge a refundable deposit to parents who are getting free hours to give you certainly that a parent will take up the place. However, you must make sure that:
· This deposit is kept in a separate account
· Parents are given a receipt and you must state how and when the parents will get this deposit back. (e.g., you may take it off their first monthly bill if they also have normal paid hours claimed or you will give it back to them in cash after the first month, if they only claim funded hours with you.)

Registration Fees
Please enter own text here
Will you have a registration fee? PLEASE NOTE: A registration fee is only allowed to be charged when offering additional hours (hours that parents pay for). Registration fees are not allowed for children who only access free hours.

Place Retaining Fee (Childminders Only)
Please enter own text here

You cannot charge any fee to hold a completely free place open during the school holidays. This is because it would break the compliance of offering a free place without additional charges. However, if a parent buys additional hours, and you wish to offer this service then please state what the charge will be.

Charging for Emergency Collections (Childminders Only)
Please enter own text here
Childminders can offer this service to parents, whilst their child is at school or nursery and needs to be collected unexpectedly. If you wish to offer this service, please state what the charge will be.

Payment of Childcare 
Cost of Paid Sessions
My regular hourly rate is Click or tap here to enter text. per hour.
‘Topping up’ (i.e., charging parents the difference between your regular hourly rate and the Council’s rate) is NOT permitted. However voluntary contributions are allowed. When asking parents for a voluntary contribution, e.g. if you have several qualified staff working in the provision, or you work from a very large property), please:
· explain clearly to parents why your costs are higher, and that you would like them to voluntarily contribute towards your provision.
· Please note that no parent can be forced to give a contribution.
· Ensure that your offer of free hours is not conditional, (i.e., you cannot say to a parent that their child cannot have a free place if they do not pay the voluntary contribution.)
· Explain if any consumable costs are included in your hourly rate (e.g. if you include the charge for lunch).

Payment of Consumables
If you charge for consumables separately (i.e. not included in your hourly rate), please complete the charges sections below.   
TIP: It’s a great idea to provide an itemised list. See the example table below:
	Chargeable Items
	Daily Cost

	Breakfast
	£2.00

	Lunch
	£3.00

	Afternoon Tea
	£2.00

	Snacks
	£1.00 

	Consumables 
	£2.50 

	Activities
	£3.00 



Charges for Meals
Please enter own text.
Please provide your policy on charges for meals.
· PLEASE NOTE: Lunches are not covered by the hourly funding from Bristol City Council.
· Choose whether you will ask parent to: 
a) buy a lunch provided by you, stating the cost
b) bring a packed lunch for their child, or 
c) offer a session that does not take place over lunchtime.
· All parents must be given the same option.
· Charges for meals must be itemised on the invoice. 

Charges for Consumables
Please enter own text.
Please provide the costs for any consumables (i.e., snacks, drinks, wipes, nappies, sunscreen, lotion)
· PLEASE NOTE: As with meals, consumables are not covered in the hourly funding from Bristol City Council.
· Alternatively, parents can provide their own supplies.

Charges for Activities
Please enter own text.
Please provide the costs for any activities (e.g., day trips)
· PLEASE NOTE: As with meals and consumables, activities are not covered in the hourly funding from Bristol City Council.
· You cannot insist that children take part in a chargeable activity, please plan carefully to accommodate children who may not attend an activity.

Payments from 3rd Parties (Colleges and Universities)
Free hours cannot be claimed at the same time that they are paid for by a third party. I will need to receive written confirmation as soon as possible can work out which hours are a) paid by the college / uni, b) covered as free hours and c) paid for by you. Student parents may not always be eligible for 30 Hours Free Childcare unless they are working the equivalent of 16 hours per week at the national/minimum/living wage.

Sibling Discount
Please enter own text
Will you be reducing an invoice if the child has a sibling attending your provision? If so, how much?

Late Collections
Please enter own text
Will you be charging parents a late fee if their child is picked up later than what is stated on your contract? If so, what will be the amount.

Childcare Vouchers, Tax Credits, Tax-Free Childcare
Parents can check eligibility and apply for Tax Free Childcare via www.childcarechoices.gov.uk. Tax-Free Childcare is the system that is gradually replacing the old childcare voucher scheme - paying for childcare though the employer.
This is only for paid childcare and not free hours. If you accept payment via childcare vouchers (where a working parent’s employer is signed up to a scheme), or if you are registered with HMRC to be paid by Tax-Free Childcare, let parents know that they can pay you using these methods. Payments via Tax-Free Childcare can be used until a child is 11 years old!



Invoicing
Please enter own text.
State here how parents be invoiced for additional hours and/or charges. 
TIP: Consider how your parents need to budget for their paid childcare. 
· You could you work out invoices on a yearly basis and then divide the value by 12 (so parents can set up a consistent monthly standing order to pay you).
· Parents whose children only receive their free hours with you and don’t pay for any additional hours, meals, or consumables, don’t need an invoice.
· Parents who buy anything from you (hours, meals, or consumables) must receive an invoice detailing the charges, and specifically which sessions were free. Show the free sessions as a £0.00 charge so parents can clearly see what they are NOT paying for. Please share with them the method you used to calculate their child’s annual free hours, e.g. 570 hours / 12 months = 47.5 hours per month.
· If a parent has a question or concern regarding their free hours, Bristol City Council will request a copy of the invoices so please keep these records.

Notice Periods
Parents of 3- and 4-year-olds are asked to make a termly commitment. This means that once parents sign the EYR1 Parental Declaration Form a contract is made. If parents then decide to transfer to another provider, funding will not always be re-directed to your new childcare provider until the start following term (Sept, Jan, April). Please approach me directly to discuss this. For additional hours or extra charges my notice period of Please enter own text will still apply.
PLEASE NOTE: If you are a 2-year-old provider, parents are not required to make a termly commitment and can transfer at any time during a term. This ‘no notice period’ only applies to free hours and not to any additional hours that parents have purchased. 



The General Data Protection Regulation (GDPR) Policy 
As a data controller, I must comply with the Data Protection Law. Hyperlinks to Bristol City Council’s own Data Protection Policy and Privacy Notice will be shared via the EYR1 Parental Declaration form.
You should create your own Data Protection Policy and Privacy Notice. 

Appeals Process
If you have any complaints about any aspect of my delivery of free hours, please contact Bristol City Council to discuss your questions and concerns. Please email the Family Information Service, askcyps@bristol.gov.uk or call 0117 357 4192.

Your Signature
Date: Click or tap to enter a date.
Review Date: Click or tap to enter a date.
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