

  


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
- red 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.


[Put your logo here]

[YOUR NAME]’s Admissions Policy
to offer the Free Early Education Entitlement to
[bookmark: _Hlk152231134] Under 2s from working families / 2 year olds from working families / Eligible 2 year olds / 3&4 year olds – Universal hours / 3&4 year olds – Extended hours (from working families) (delete as applicable)
Phone number: [put your phone number here]
Email: [put your email address here]
Website: [put your website address here]

Thank you for choosing [put your Ofsted registered name here] 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: (add in your opening days and hours, e.g. Monday to Friday 0800 to 1800)

Session Times
 My session times are: (add in your session times, making it clear when parents can take their free sessions. The smallest free session is 30 minutes and the longest is 10 hours a day. Free sessions must be offered the same way to all families).
Operational Method
I will offer free hours on the following basis:
(Delete as appropriate)
· All Year Round (AYR)- 47.5 Weeks per year
· Term Time Only (TTO)- 38 Weeks per year
· Both All Year Round (47.5 weeks per year) & Term Time Only (38 weeks per year)

All about Free Hours
I am registered with Bristol City Council to offer free hours to Under 2s from working families / 2 year olds from working families / Eligible 2 year olds / 3&4 year olds – universal hours / 3&4 year olds – extended hours (please delete as applicable)

Under 2s from working families (please delete this section if not applicable)
Expanded free hours are available to children from the term after their 9th month birthday.
	Under 2s Birth Month
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	9th month ‘birthday’
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep

	Eligible from…
	Jan
	Jan
	Jan
	Apr
	Apr
	Apr
	Sep
	Sep
	Sep
	Sep
	Sep
	Jan



Parents must apply via by visiting www.childcarechoices.gov.uk or calling 0300 1234 097 to get an eligibility code (which is 11 digits long and usually starts 500…). 

Between Sept 2024 and August 2025, only half of the child’s expanded hours are available. I will be able to offer 12/15 expanded free hours per week (please amend the number of free hours dependent on whether you are offering TTO or AYR or both). From Sept 2025, this will be the full 24/30 expanded free hours per week (please amend the number of free hours dependent on whether you are offering TTO or AYR or both).

2 year olds from working families (please delete this section if not applicable)
Expanded free hours are available to children from the term after their 2nd birthday.
	2nd Birthday
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Eligible from…
	Apr
	Apr
	Apr
	Sep
	Sep
	Sep
	Sep
	Sep
	Jan
	Jan
	Jan
	Jan



Parents must apply via by visiting www.childcarechoices.gov.uk or calling 0300 1234 097 to get an eligibility code (which is 11 digits long and usually starts 500…). 

Between Sept 2024 and August 2025, only half of the child’s expanded hours are available. I will be able to offer 12/15 expanded free hours per week (please amend the number of free hours dependent on whether you are offering TTO or AYR or both). From Sept 2025, this will be the full 24/30 expanded free hours per week (please amend the number of free hours dependent on whether you are offering TTO or AYR or both).



Eligible 2 year olds (please delete this section if not applicable)
Universal free hours are available to some 2 year olds whose parents are on no or low incomes. Parents must apply online for a place with Bristol City Council www.bristol.gov.uk/freeplacefortwos and be checked for eligibility before a free place can be offered. 
Eligible 2 year old free hours are available to eligible children from the term after their 2nd birthday.
	Eligible 2 Year old 2nd Birthday
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Eligible from…
	Apr
	Apr
	Apr
	Sep
	Sep
	Sep
	Sep
	Sep
	Jan
	Jan
	Jan
	Jan



I will be able to offer 12/15 universal free hours per week (please amend the number of free hours dependent on whether you are offering TTO or AYR or both). Parents will not be able to use both Eligible 2 year old universal hours and expanded hours at the same time.


3 and 4 year olds – Universal hours (please delete this section if not applicable)
Universal free hours are available to all children who are 3 or 4 (as long as they are living in England). Free hours are available to all children from the term after their 3rd birthday.
	3rd Birthday
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Eligible from…
	Apr
	Apr
	Apr
	Sep
	Sep
	Sep
	Sep
	Sep
	Jan
	Jan
	Jan
	Jan



I will be able to offer 12/15 universal free hours per week (please amend the number of free hours dependent on whether you are offering TTO or AYR or both).


3 and 4 year olds – Extended hours (from working families) (please delete this section if not applicable)
Extended free hours are available to children who are 3 or 4 children from the term after their 3rd birthday.
	3rd Birthday
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Eligible from…
	Apr
	Apr
	Apr
	Sep
	Sep
	Sep
	Sep
	Sep
	Jan
	Jan
	Jan
	Jan



Parents must apply via by visiting www.childcarechoices.gov.uk or calling 0300 1234 097 to get an eligibility code (which is 11 digits long and usually starts 500…). 

I will be able to offer 12/15 extended free hours per week (please amend the number of free hours dependent on whether you are offering TTO or AYR or both).

Parents of 3 and 4 year olds can use both universal and extended free hours in combination (i.e. 24/30 free hours per week) (please amend the number of free hours dependent on whether you are offering TTO or AYR or both).

Eligibility Codes (for working families)
· Eligibility codes need to be reconfirmed every 3 months. The eligibilty code will remain the same after reconfirmation. It is the parent/carer’s responsibility to keep their child’s eligibility 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 eligibility code
b. Your National Insurance Number(s)
c. Your child’s date of birth
d. Your written consent(s) from your signed EYR1 Parental Declaration Form to verify eligibility. 
Once the code is verified, you will be contacted to discuss sessions.
· Grace Periods – If you do not reconfirm the eligibility 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 extended / free hours. Once the grace period has expired:
· Under 2s from working families will have to pay for all childcare provision privately. (please delete this section if not applicable)
· 2 year olds from working families will have to pay for all childcare provision privately but may be eligible to apply for an Eligible 2 year old place if they meet the criteria (see above for the weblink). (please delete this section if not applicable)
· 3 and 4 year olds from working families will only be able to access their universal free hours and must pay for any additional childcare provision. (please delete this section if not applicable)
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 expanded or 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.

All about Admissions
Admissions Methods
Admissions are made on the following basis:
1.  
2.  
3.  
4. 
(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?)

All about Payments
Refundable Deposits (please delete this section if not applicable)
I charge a refundable deposit of £XXX per XXXX
(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 bank 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 delete this section if not applicable)
I charge a registration fee of £XXX which must be paid by XXXX
(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 delete this section if not applicable)
I charge a place retaining fee of £XXX
(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 delete this section if not applicable)
I charge for emergency collections at the cost of £XXX
(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)

Tax Free Childcare (for paid childcare and consumables)
I am registered to offer 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.
(You must register with HMRC to be paid by paid by Tax-Free Childcare)

Invoicing
I invoice on a weekly/monthly/termly/annual basis. (pls amend as necessary)
(State here how parents be invoiced for additional hours and/or charges.Parents whose children only receive their free hours with you and don’t pay for any additional hours, meals, activities or consumables, still need an invoice and you must show their free hours as a £0.00 charge on the invoice. Parents who buy anything from you (hours, meals, or consumables) must receive an invoice detailing the charges. 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)

Payment of Paid Childcare 
My regular hourly rate is £X.XX per hour. This is for non free hours. (put your private rate here)

Payment of Consumables (please delete this section if not applicable)
My consumables charge is £19.00 per week and is optional for all children. I will include the charge on your usual invoice, but please come and speak to a member of staff if you wish to opt out. Children whose parents opt out of paying the consumables charge will not be given consumables for free and will need to provide their own resources. 
To support the payment of consumables and paid childcare, working parents can use their Tax Free Childcare Allowance. Click here for more details on how to claim Tax Free Childcare giving up to 20% government support for all childcare costs., For families claiming Universal Credit, there is up to 85% government support for all childcare costs, and you can claim in advance! 
(You cannot ask parents to pay the difference between your private hourly rate and what you are paid per hour by Bristol City Council. This is referred to as ‘topping up’ and is not compliant with the statutory guidance. It is also not advisable to ask parents to make a voluntary contribution of the difference, as this is not a reliable business model if parents change their minds or fall on hard times. To ensure you are not losing income, please develop a separate consumables charge (i.e. not included in your hourly rate) and offer parents the option to ‘opt in or out’ of the consumables charge. This can include meals and enrichment activities but cannot include any Health and Safety item (e.g. first aid or protective gloves) or anything required to deliver the Early Years Foundation Stage (e.g. mark making pens, paper, sand, etc.). A consumables charge CAN include enrichment activities, e.g. musical guests.   
TIP: It’s a great idea to provide an itemised list. See the example table below for a weekly charge: )
	Consumable Items
	Weekly Cost

	Snacks
	£0.50 a day x 5
=£2.50

	Lunch
	£2.00 a day x 5
=£10.00

	Spare clothes
	£0.20 a day x 5
=£1.00

	Trips
	£2.50 a week

	Activities
	£3.00 a week

	TOTAL
	£19.00 per week



(Amend the table above and add in additional consumables charges. If you want to double check whether an item counts as a consumable, email eyclaims@bristol.gov.uk for advice)

Payment for Meals (please delete this section if not applicable or already included in consumables above)
I provide a daily meal at the cost of £X.XX a day / I do not provide meals, so please provide a healthy packed lunch.
(Please provide your intention on charges for meals. NB Food is not covered by the hourly funding from Bristol City Council, so if providing a meal, you must charge for it. Alternatively, ask parents to bring a packed lunch. All parents must be given the same options and charges for meals must be itemised on the invoice)

Payment for Activities (please delete this section if not applicable or already included in consumables above)
I provide activities at the cost of £X.XX a week.
(Please provide your intention on weekly activities, e.g. musical visitors or trips which incur charges. NB Paid activities and trips are not covered by the hourly funding from Bristol City Council, so if providing a them, you must charge for it. Alternatively, choose activities which are free, e.g. visits to the park. All parents must be given the same options and charges for activites must be itemised on the invoice)
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 expanded / extended childcare unless they meet the eligibility criteria found here www.childcarechoices.gov.uk 

Sibling Discount 
I do / do not offer a sibling discount of X% (please amend as necessary)

Late Collections
I charge £X.XX per minute for every minute a child is collected late. This will be added to your invoice. (please amend as necessary)

Notice Periods
Parents 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). The only group who can give a shorter notice period are Eligible 2 year olds who only need to give 1 months’ notice (please delete this sentence if not offering places to Eligible 2 year olds). Please approach me directly to discuss this. For additional hours or extra charges my notice period of X weeks will still apply. (amend as necessary)

All about GDPR and Appeals
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.
(add a hyperlink here to your own GDPR policy please)



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.






Providers Signature: [sign here]
Date: [add the date this was ratified here]
Review Date: [add a 12 month future date here for reviewing]
2

