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	1. Purpose


The purpose of this policy is to ensure that admission to WASPS Out of School Club is fair, transparent, child-centred and supported by complete and accurate information.
It explains how places are offered, how children are registered, what information and permissions must be obtained before attendance, and how WASPS works with parents and carers to identify and plan for individual needs.
	2. Scope


This policy applies to:
· all children applying to attend Breakfast Club, After School Club or Holiday Club;
· parents, carers and persons with parental responsibility;
· children attending regularly, occasionally or on an ad hoc basis;
· children within the Early Years Foundation Stage and children registered under the compulsory or voluntary Childcare Register;
· all WASPS staff involved in enquiries, registration, booking, assessment, settling-in, communication or record keeping; and
· any request to change, pause, refuse, suspend or end a child’s place.
Bookings, fees and cancellation arrangements are also governed by the WASPS Terms and Conditions and the Parent Handbook.
	3. Legislative and Statutory Framework


Primary legislation and regulations
Children Act 1989;
Children Act 2004;
Childcare Act 2006;
Equality Act 2010;
Children and Families Act 2014;
Special Educational Needs and Disability Regulations 2014, where applicable;
Data Protection Act 2018 and UK GDPR;
Human Rights Act 1998;
Early Years Foundation Stage (Learning and Development Requirements) Order 2007; and
Early Years Foundation Stage (Welfare Requirements) Regulations 2012.
Statutory and official guidance
Statutory Framework for the Early Years Foundation Stage for group and school-based providers, dated 13 July 2026 and effective 1 September 2026;
Ofsted requirements for providers on the compulsory and voluntary Childcare Registers;
SEND Code of Practice: 0 to 25 years, January 2015, as amended, where applicable;
Early years: guide to the SEND Code of Practice;
Equality and Human Rights Commission guidance for service providers; and
Ofsted registration guidance for nurseries, before- and after-school clubs and other daycare.
EYFS references – effective 1 September 2026
Before/after school care and holiday provision section – wraparound providers must discuss with parents, carers and other practitioners the support they intend to offer; all providers caring for children aged 0 to 5 must meet the safeguarding and welfare requirements;
Paragraph 1.1 – working in partnership with parents and carers to promote children’s learning and development, where applicable;
Paragraph 3.42 – each early years child must be assigned a key person to help the child become familiar with the setting, tailor care to individual needs and build relationships with parents and carers;
Paragraphs 3.43–3.44 – staffing arrangements and supervision must meet the needs of all children and ensure their safety;
Paragraph 3.77 – providers must have arrangements to support children with SEND;
Paragraphs 3.95–3.98 – obtaining, sharing, securing and retaining accurate information and maintaining a regular two-way flow of information with parents and carers;
Paragraph 3.99 – required information for each child, including parental responsibility, living arrangements and emergency contacts;
Paragraph 3.100 – information that must be shared with parents and carers, including activities, routines, SEND support, food, policies, staffing, key-person arrangements and emergency contact details; and
Paragraph 3.104 – daily attendance and key-person records.
	4. Policy


WASPS welcomes applications from families requiring safe, reliable and high-quality wraparound childcare. Admission decisions will be made fairly, consistently and in accordance with available places, staffing, safe operating ratios, the suitability of the provision and the individual needs of the child.
WASPS will not unlawfully discriminate against a child or family. We will consider reasonable adjustments and work with parents, carers, schools and relevant professionals to understand whether a child can be supported safely and successfully within the provision.
A completed online registration does not by itself guarantee a place. A place is confirmed only when:
· WASPS has accepted the child’s registration information;
· relevant medical, allergy, safeguarding, SEND and care information has been provided and reviewed;
· any necessary individual plans, risk assessments, training, equipment or staffing arrangements have been agreed;
· a booking has been accepted through MagicBooking;
· any required payment or deposit has been received; and
· the parent or carer has accepted the current Terms and Conditions.
The child’s welfare and the safe operation of the whole setting will remain central to every admissions decision.
	5. Procedure


5.1 Initial enquiry and information for families
Parents and carers will be directed to the current Parent Handbook, Terms and Conditions, fee information and MagicBooking registration process.
WASPS will provide accurate information about the service, including opening times, age range, available sessions, food, activities, collection arrangements, safeguarding expectations and how to access policies.
Families will be encouraged to raise questions and share relevant information before making a booking.
Where a child has additional, medical, behavioural, communication or accessibility needs, a discussion will take place before the first session so that safe and appropriate support can be considered.
5.2 Registration requirements
Before a child attends, the parent or carer must complete the MagicBooking registration and provide accurate information, including:
· the child’s full legal name, preferred name, date of birth, home address and school or early years setting;
· names, addresses and contacts details for parents and carers known to WASPS;
· information about parental responsibility and the child’s normal living arrangements;
· at least two emergency contacts wherever possible, with more than two encouraged for EYFS children;
· authorised collectors and any agreed collection password or security arrangements;
· medical conditions, allergies, intolerances, medication and emergency treatment requirements;
· SEND, disability, communication, sensory, behavioural, emotional or personal-care needs;
· dietary, cultural and religious requirements;
· court orders, prohibited steps orders, child-arrangements orders or other legal restrictions relevant to care or collection;
· safeguarding information or circumstances that may affect the child’s welfare;
· consents and permissions required for care, first aid, medication, photographs, outings and information sharing, as applicable; and
· any other information reasonably required to provide safe care.
Parents and carers are responsible for ensuring that registration information remains accurate and must update MagicBooking or contact WASPS promptly whenever circumstances change.
5.3 Review of information before attendance
The Proprietor or authorised staff member will review the registration information before the child’s first attendance.
Incomplete or unclear information will be followed up with the parent or carer.
Where information indicates that additional planning is needed, WASPS may request a meeting, relevant professional advice, an individual plan, a risk assessment, staff training or a settling-in visit before confirming attendance.
Information will only be shared with staff who need it to care for the child safely and effectively.
Where the child attends another setting, information may be shared with that setting with appropriate consent or where safeguarding law permits or requires sharing.
5.4 Allocation of places
Places will normally be allocated according to:
· available capacity within the relevant session;
· safe staffing levels and ratios;
· date and time of the booking request;
· whether the child is fully registered and required information has been supplied;
· whether suitable arrangements can be made to meet the child’s needs safely;
· operational limits such as transport capacity, school collection routes or room capacity; and
· the terms of any existing regular booking arrangements.
WASPS may operate a waiting list when a session is full. Placement on a waiting list does not guarantee a place. Families will be contacted when a suitable place becomes available.
No place will be refused solely because a child is disabled or has SEND. Where support may be required, WASPS will consider reasonable adjustments, seek relevant information and work constructively with the family before reaching a decision.
5.5 Children with SEND, disabilities or medical needs
Where a child has SEND, a disability, medical condition, allergy or other individual need, WASPS will:
· listen to the child and family and identify what successful participation would require;
· review information from parents, carers, schools and professionals where available and appropriate;
· consider reasonable adjustments to activities, routines, communication, equipment and the environment;
· identify any training, staffing or supervision requirements;
· prepare an individual support, healthcare, allergy, intimate-care or risk-management plan where needed;
· confirm how emergency medication and equipment will be supplied and managed;
· agree arrangements for review and information sharing; and
· be honest where needs cannot be safely met with the resources, competence or environment reasonably available.
Any decision that a place cannot be offered, or can only be offered with specific conditions, will be based on an individual assessment rather than assumptions. The reasons will be explained sensitively and recorded.
5.6 Settling-in and first attendance
Children and parents may be offered a visit, introductory discussion or short settling session were helpful and practicable.
For EYFS children, a key person will be identified in accordance with the EYFS requirements.
Staff will be briefed on essential information before the child arrives.
The child will be welcomed, shown key areas and routines, introduced to staff and supported to become familiar with the environment.
Parents and carers will be informed of any significant settling concerns and invited to contribute to an agreed support plan.
Settling arrangements will be reviewed and adjusted according to the child’s individual response.
5.7 Ad hoc and emergency bookings
Ad hoc or short-notice bookings are subject to availability and may only be accepted where:
· the child is already fully registered;
· all relevant information and permissions are current;
· staffing, ratios, transport and space remain safe;
· any medication or specialist arrangements are available; and
· MagicBooking confirms the booking and payment has been received.
WASPS will not accept an unregistered child into care solely because an urgent need has arisen. Safe registration and safeguarding requirements must still be met.
5.8 Changes to attendance or circumstances
Parents and carers must request changes through MagicBooking or the agreed WASPS communication route.
Changes remain subject to availability, staffing, ratios, transport capacity and the Terms and Conditions.
Parents must notify WASPS immediately of changes to contact details, authorised collectors, parental responsibility, court orders, health, medication, allergies, SEND, safeguarding circumstances or home arrangements.
Where a material change affects safe care, attendance may be paused while revised arrangements are agreed.
5.9 Refusal, suspension or ending of a place
WASPS may refuse, suspend or end a place only where there is a clear and proportionate reason, including:
· no suitable place is available;
· required registration information, consent, medication or emergency arrangements have not been provided;
· fees or booking requirements have not been met in accordance with the Terms and Conditions;
· the child cannot be cared for safely despite reasonable adjustments and partnership planning;
· there is a serious or continuing risk to the child, other children, staff or the safe operation of the setting;
· parents or carers repeatedly fail to follow essential safeguarding, collection or communication requirements; or
· WASPS is unable to continue the relevant service or collection arrangement.
Before ending a place, WASPS will normally discuss concerns with the parent or carer, consider reasonable adjustments and support, explain the decision and provide reasonable notice, unless immediate action is necessary to protect welfare or safety.
Safeguarding concerns will never be treated as an ordinary admissions or contractual matter and will be managed under B201 – Safeguarding and Child Protection.

5.10 Confidentiality and information sharing
Registration and admissions information will be handled in accordance with A102 – Confidentiality, Data Protection and Information Sharing.
Information will be accessed only by those with a legitimate role or professional need.
Relevant information will be shared with staff before the child attends where necessary for safe care.
Information may be shared without consent where this is necessary to protect a child or another person, comply with law or fulfil a regulatory duty.
Parents and carers may request access to their child’s records subject to lawful exemptions.
	6. Records


Records may include:
MagicBooking registration details and booking records;
· parental consents and permissions;
· emergency contacts and authorised collector information;
· medical, allergy, medication and dietary information;
· individual healthcare, support, behaviour, intimate-care or risk-management plans;
· SEND and professional information shared with WASPS;
· notes of admission, settling-in or planning meetings;
· waiting-list information;
· correspondence regarding offers, refusals, conditions, suspension or ending of a place;
· attendance and key-person records; and
· complaints or feedback relating to admissions.
Records will be stored securely and retained in accordance with A102 – Confidentiality, Data Protection and Information Sharing and the WASPS retention arrangements.
	7. Monitoring


The Proprietor will monitor this policy through:
· review of registration completeness and accuracy;
· checks that relevant plans and medication are in place before attendance;
· review of waiting-list and allocation decisions;
· feedback from children and families;
· review of complaints, refusals, suspensions and withdrawn places;
· observation of settling-in and first-session practice;
· checks of equality, SEND and reasonable-adjustment arrangements;
· MagicBooking record checks; and
· annual policy review.
	8. Review


This policy will be reviewed:
· annually;
· following changes to legislation, the EYFS, Childcare Register requirements or statutory guidance;
· following an Ofsted inspection or regulatory action;
· following a complaint, equality concern, safeguarding concern or unsuccessful admission arrangement;
· where a refusal, suspension or ending of a place identifies learning;
· when registration, booking or information systems change; and
· following significant operational changes within WASPS.
	9. Contact Details



	Contact
	Details

	WASPS Out of School Club – Proprietor
	Nicola English, FD (Open)
Contact details held on MagicBooking and provided to families on registration.

	Ofsted – general childcare enquiries
	0300 123 1231
enquiries@ofsted.gov.uk
www.gov.uk/ofsted

	Ofsted – concerns about a childcare provider
	0300 123 4666
enquiries@ofsted.gov.uk

	Equality Advisory and Support Service
	0808 800 0082
www.equalityadvisoryservice.com

	Hertfordshire SENDIASS
	01992 555847
info@hertssendiass.org.uk
www.hertssendiass.org.uk



	10. Related Documents


A101 – Equality, Diversity and Inclusion;
A102 – Confidentiality, Data Protection and Information Sharing;
A103 – Complaints and Compliments;
A105 – Partnership with Parents and Carers;
B201 – Safeguarding and Child Protection;
C306 – Administration of Medication;
C310 – Allergy Management and Benedict’s Law;
D402 – Arrival and Collection;
D403 – Behaviour Management;
D405 – Inclusion and SEND;
D406 – Intimate Care and Toileting;
F603 – Registers and Attendance;
WASPS Terms and Conditions and Parent Handbook; and
MagicBooking registration and booking records.
	11. Commitment



	WASPS is committed to fair, transparent and child-centred admissions. We will work with families to understand each child’s needs and ensure that every confirmed place can be provided safely, inclusively and professionally.




