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Admissions Policy 
 

After viewing the nursery, parents may reserve a place for their child up to two years in advance. No child 
will be refused a place if there is one available (priority to siblings) in the particular age group required. 
Spaces are only restricted by age and numbers. A minimum of 3 sessions must be booked. 
 
Nursery numbers will be regulated so that the maximum legally permitted is not exceeded. 
 
Prior to a child’s attendance at the nursery the parents or carers must complete and sign the contract.  
 
This provides the nursery with the following vital information: 
 
• Name, home address and date of birth of each child 
• Starting date and number of sessions per week required 
• Arrangements for payment of fees 
• Name, address and telephone numbers of parents or carers, and who has parental responsibility 
• Emergency telephone numbers 
• Special diets 
• Name, address and telephone number of the child’s doctor 
• Illness and inoculation details 
• Details of any allergies 
 
Parents and Carers will be asked to fill in the ‘child profile’ online form on our ‘admissions’ page of our 
website. 
 
The ‘child profile’ will enable parents and carers to provide the nursery with any further information which 
they feel will enable us to take the best care of their children. This includes particular likes and dislikes in 
food, unusual words used, habits, dummy use, etc. Daytime sleep patterns should also be written down 
together with any ways which seem successful in getting the child to sleep if there are difficulties. We will 
work together with families to ensure your child is happy and settled. 
 
The following documents are also part of the admissions process: 
 
• Welcome information 
• Consent form 
• Password form 
• GDPR form and Privacy policy 
• We will also need to see your child’s birth certificate or passport 
     
Confidential Information 
 
In meeting the needs of all the children in our care it is important to share information with parents/carers 
and one another in order to support the child’s development and to ensure the safe and efficient 
management of the setting. It is a legal requirement for the nursery to hold certain information which, for 
example, is used for registers, invoices and emergency contacts. It may also be necessary in some 
circumstances for the nursery to seek help and advice from outside professionals. If this action is taken, the 
parent’s permission will first be sought, except where this is precluded through child protection 
considerations. 
 
No unnecessary information will be collected and retained beyond its useful or legal requirement period. 
All records will be stored in a locked cabinet in line with Data Protection registration.  The nursery complies 
fully with GDPR (General Data Protection Regulation) which regulates data protection and privacy 
 


