

  

             
    HAMILTON PRE-SCHOOL Admissions Policy
to offer the Free Early Education Entitlement to
[bookmark: _Hlk152231134] 3- & 4-year-olds – Universal hours / 3- & 4-year-olds – Extended hours (from working families) 
Phone number: 07398990180
Email: hamiltonpre-school@hotmail.co.uk
Website: hamiltonpreschool.co.uk
Thank you for choosing Hamilton’s as your preferred childcare provider. Please see below the Admissions Policy which will provide essential information about this provision. Please keep a copy for your future reference. 
All About our Business
Opening Days/Hours
Our opening days/hours are Monday to Friday term time only 8am to 5pm
Session Times
 Our session times are:
 Breakfast club: 8am to 8.45am
All day sessions; 9am to 3pm
Morning sessions: 9am to 12 noon
Afternoon sessions: 12 to 3pm. (Children bring a pack lunch)
Late stay: 3pm to 5pm (for parents in receipt of the 30 hours)
Operational Method
We will offer free hours on the following basis:
Term Time Only (TTO)- 38 Weeks per year


All about Free Hours
[bookmark: _Int_Ll3Hxkid]We are registered with Bristol City Council to offer free universal hours (15 hours) and working parent's hours (15) for 3- & 4-year-olds. 


	
	
	
	
	
	
	
	
	
	
	
	
	



3 and 4 year olds – Universal hours 
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 15 universal free hours per week

3 and 4 year olds – Extended hours (from working families) 
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…). 
We will be able to offer 15 extended free hours per week 

Parents of 3- and 4-year-olds can use both universal and extended free hours in combination.

Eligibility Codes (for working families)
· [bookmark: _Int_H1daLEGR][bookmark: _Int_NkzJ6Gqc]Eligibility codes need to be reconfirmed every 3 months. The eligibility 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.
· [bookmark: _Int_zNWASJoE]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. 
· 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:
· 
[bookmark: _Int_9Sxq41LT][bookmark: _Int_pGAt1ezM]If this happens, you will be invoiced for the hours you have been claiming for, for the whole of that term. You will not be allowed to drop any sessions.
· [bookmark: _Int_74cKHrs2][bookmark: _Int_P5iz3zUe]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
[bookmark: _Int_QzRitM2V]Admissions are made on the following basis:
You can put your child’s name on the waiting list once your child is born.
We have 1 intake a year which is for the new school year start SEPTEMBER.
[bookmark: _Int_dv1Sn3L4]To add your Childs name onto the waiting list this must be done either through email or through our website (both details on top of this information) WE WILL NOT TAKE INFORMATION OVER THE PHONE OR IN PERSON.
We will ask for your Child’s Name, Date of Birth, address, telephone number and email address.
[bookmark: _Int_lDS1cowi]Your child will be put under the the September your child will be due to start.
(E.g. Born June 2024 your child will go under SEPTEMBER 2027 intake. 
We go in order of the date you put your child’s name onto the waiting list.
NOT THEIR DATE OF BIRTH.
We may have a January intake if we have spaces avalible after the September intake.
WE NEVER GUARANTEE A PLACE AND ALWAYS ADVISE TO PUT THEIR NAME DOWN AT OTHER PROVIDERS



All about Payments
 
Tax Free Childcare (for paid childcare and consumables)
W are 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
[bookmark: _Int_yH77balB][bookmark: _Int_AU4JCSfI][bookmark: _Int_Fa2vK6II][bookmark: _Int_ZSLrbds8][bookmark: _Int_MbD9gLIB]We invoice on a termly (3 terms a year). Payment to be made prior to each term starting. Invoice’s to be paid within 10 days of the date on the invoice. If payment is not received, overdue payment fees will be added. 9 (information is provided in the welcome pack) 
Payment of Paid Childcare 
Our regular hourly rate is £8.00 per hour. This is for non free hours. 
Payment of Consumables 
[bookmark: _Int_Ql3n5Kkt][bookmark: _Int_byFvPenm]Our consumables charge is for daily healthy snacks, trips, party’s, outside agencies and cooking time. You are given the offer to ope in or ope out of all the payment consumables that is offered. (More information about this will be in welcome pack)
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! 
Late Collections
[bookmark: _Int_vUP1GfEv][bookmark: _Int_AiNfEUxg]We charge £5.00 after the first 10 minutes late and then £1.00 per minute for every minute a child is collected late. An invoice will be sent home requesting payment.
Notice Periods
[bookmark: _Int_pmQAhG2O][bookmark: _Int_sCbexRgf][bookmark: _Int_S6X4dHbT][bookmark: _Int_MigDLcgY]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). Please approach us directly to discuss this. This also applies to additional hours.





All about GDPR and Appeals
The General Data Protection Regulation (GDPR) Policy 
As a data controller, we 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.

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: LOUISE PULLIN.   MANAGER
Date: 1ST September 2025 
Review Date: 1ST SEPTEMBER 2026
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