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e Harpsden Woodland Pre-School aims to be genuinely accessible to children and
families from all sections of the community.

e We will ensure that the existence of our Pre-school is known in the area, and place
advertising hotices in prominent places and on local parent online pages.

e We have a flexible intake of children throughout the year at the start of each half
term, subject to availability.

e We accept children from the age of 2 years subject to availability. This is at the Pre-
Schools discretion.

e Children can attend either a morning only, afternoon only or full day session, with
the option of attending our lunch club, early drop off or after school club.

e Children are required to attend a minimum of 2 sessions per week. (Please note that
attending 1 morning or 1 afternoon equals 1 session). We ask that if your child is
going to be attending for the minimum required sessions, that you choose the
sessions on two separate days and not one full day. This can be amended at the Pre-
Schools discretion on a child by child basis.

e A maximum of 20 children can attend a session.
e Parents may register children, of any age, by completing our application form and

returning it to Pre-school. A registration form can be obtained via our website or
by emailing enquiries@harpsdenpreschool.co.uk.

e Children will be added to our waiting list from the date that we receive the
completed registration form and new starter deposit.

e New starters will start in September at the beginning of our academic year. A mid-
year place can be requested but these spaces will only be released at the beginning
of the previous term and will be offered according to our wait list on a first come
first served basis.

e Please refer to our website for full details about funding and our fees and any other
optional charges.

e In line with new government guidance, where chargeable extras are applicable such
as morning snack, nappies, sun cream, Forest School sessions etc. parents can opt
out. Where the supplies are essential, such as nappies (with additional wipes,
disposable gloves, aprons and change pads), morning snack, parents must provide a
like for like option themselves. Where charges are for non-activities such as Forest
School, parents can opt for their child not to participate in that activity.
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e The Pre-school management team comprises of the Manager and Deputy Manager
who have full responsibility for allocating places.

e Parents will be notified, by e-mail, if a place becomes available for their child.

e Once offered a place, families will be required to complete our Pre-school
Registration Form. Once completed, a New Sessions Form will be sent and a New
Starter Deposit of £50.00 is required to secure your child’s sessions. The new starter
deposit is fully refundable upon receipt of their first chargeable invoice. N.B. For
those in receipt of 30 hours Extended 3 and 4 Year Old Funding or Eligible Working
Parent 2 Year Old Funding, Oxfordshire County Council (OCC) advise that we do not
offer sessions until your code has been submitted to the Pre School for checking and
confirmation by OCC. Once the code has been confirmed eligible, the place will be
offered and the £50 New Starter Deposit will be requested to secure your child’s
sessions. Should you be requesting a future extended funding session booking where
a funding code is not yet available or you are not yet eligible, you accept
responsibility for any charges for that session should you be unable to provide a
valid funding code at the time of booking start date.

e If a family wishes to change their child’s sessions, either prior to starting or during
the Academic Year, please email your request to
enquiries@harpsdenpreschool.co.uk and a Change of Sessions Form will be issued for
your approval if we are able to accommodate your request.

e For requests to increase a child’s sessions, these will ideally commence at the next
half term start date, however we will try our best to accommodate your request
and commence the new drrangement as soon as there is availability. Increased
government funding claims will be made at the start of the next half term and
therefore any interim additional sessions will be payable at the full (hon-funded)
drop-in rate until that time.

e Once your pre-school start date has been confirmed, deferment to start your child
at a later date or to reserve your child’s place following a break from pre-school is
subject to availability and an additional £50 fee is payable to secure the new start
date.

e For requests to decrease sessions or to permanently remove your child from Pre-
school, we require a whole terms written notice to either the Pre-School
Administrator or Manager. Failure to do so may incur a charge to cover the notice
period (regardless of whether or not Pre-school is subsequently able to fill that
space).

e We review our fee structure on an annual basis and half a term’s notice will be
given to any changes in our fee structure.
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LATE COLLECTION FEES

e A child that is collected over 10 minutes late from either their morning session,
lunch or afternoon session or After School Club will be charged our late collection
fee of £10. This is hon-negotiable as we need to cover staff costs.

e A child that is collected more than over 20 minutes late will be charged for the
entire session. For example, if you are booked in for the morning and lunchtime
session but do not collect your child until 20 minutes into the afternoon session
you will be charged for the entire session. This is because we need to ensure that
safe child-staff ratios are adhered too and extra provisions for your child will have
been made to keep your child safe. Also please refer to our uncollected child policy.

Signed By Chair of Harpsden Woodland Pre-

School: W W

Dated: 21st September 2024
Manager of Harpsden Woodland Pre-School: 0& /
Dated: 215t September 2025
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