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1. Purpose
ECCC is committed to offering childcare places fairly, transparently and inclusively. This policy explains who may apply, how applications and waiting lists are managed, how priority is considered, how places are offered, and how children are supported to settle and move between ECCC childcare provisions.
2. Scope
This policy applies to admissions that are controlled directly by ECCC within its CIW-registered childcare provision, including Day Care 1, Daycare 2, Nursery Wraparound and Holiday Club Provision where relevant.
Flying Start admissions are not decided by ECCC. Flying Start places are allocated by the Cardiff Flying Start Admissions Team. Once a Flying Start place has been confirmed, ECCC will arrange the child's session, registration and start date arrangements.
Admissions to ECCC Nursery and Meithrin education places are managed separately through the relevant local authority / education admissions arrangements and are outside the scope of this Childcare Admissions policy.
3. Our inclusive approach
ECCC welcomes children and families from a wide range of backgrounds and circumstances. We are committed to equality of opportunity, anti-discriminatory practice and ensuring that admission arrangements are fair, clear and consistently applied.
ECCC welcomes children additional learning needs, disabilities, medical needs and other individual support needs. We will work positively with parents/carers and, where appropriate, relevant professionals to understand each child's strengths and needs, consider reasonable adjustments, and plan how the child's care, well-being, learning, communication and participation can be supported safely and inclusively within the registered service.
All admission decisions will be made with due regard to the Equality Act 2010, the National Minimum Standards, ECCC's Equal Opportunities / Equality and Inclusion arrangements, the conditions of CIW registration and the Centre's Statement of Purpose.
4. Eligibility for ECCC childcare
Applications for ECCC-controlled childcare may be considered where one or more of the following apply:
· The child lives within the Ely and Caerau area. Priority is normally given to local families.
· The child lives outside Ely and Caerau but has additional learning needs, is a looked-after / care-experienced child, or is identified as being in a vulnerable situation where childcare support is needed.
· A parent/carer works within Ely and Caerau in a public service, such as Education, Health, Police, Local Government or another relevant public service.
· A parent/carer works at one of ECCC's partner schools: Tremorfa Nursery School or Grangetown Nursery School.
· A sibling is currently attending ECCC Day Care, including where the family has subsequently moved outside Ely and Caerau. Sibling applications receive consideration but a place cannot be guaranteed.
· An older sibling has been offered a local-authority Nursery or Meithrin place and childcare is required for a younger sibling, subject to available capacity and the waiting-list arrangements in this policy.
Where eligibility depends on home address or employment, ECCC may request reasonable evidence of address and/or employment before a place is confirmed.
5. Waiting list and allocation of places
Where an application meets the relevant eligibility criteria, the child will be added to the waiting list for the requested days and sessions.
Places are allocated using the following principles:
· Children with identified priority needs - including children with additional learning needs, Inclusion Team referrals, looked-after / care-experienced children or children/families identified as vulnerable - may be prioritised following individual consideration.
· For other eligible applications, the waiting list is primarily managed by the date the application was received.
· Availability on the specific day or session requested is also taken into account. A later applicant may therefore be offered an available session if the earlier applicant is waiting for a different day on which there is no vacancy.
· A place will only be offered where ECCC can operate within its current CIW registration, Statement of Purpose, room capacity, staffing ratios and safe operational arrangements.
· Requests to increase or change an existing child's regular sessions are treated as a new request for those additional sessions and may be placed on the waiting list.
6. Decision-making and discretion
The Business / Finance Manager manages applications, waiting-list information and routine place offers in the first instance, applying this policy and the current availability information.
Where an application involves identified vulnerability, additional need, competing priorities, an exception to normal criteria or another complex circumstance, the Business / Finance Manager will consult the Daycare Manager and/or Head of Centre as appropriate.
The Head of Centre has final responsibility for admissions decisions and may exercise reasonable discretion where this is necessary to ensure fairness, inclusion, safeguarding, safe operation of the service or appropriate use of available childcare capacity. The reasons for any material departure from the usual allocation process will be recorded.
7. Offering a place
When a suitable place becomes available, ECCC will contact the family using the contact details provided on the application. The Centre will make up to three reasonable attempts to contact the family by email and/or telephone.
If there is no response after three reasonable attempts, ECCC may remove the application from the active waiting list and manage the personal information in accordance with its data-protection and record-retention arrangements.
8. Deferring or declining an offer
If a family asks to defer a start date after a place has been offered, ECCC will consider the requested period of deferral and operational circumstances. The Centre cannot guarantee that the place can be held and may need to offer it to another child. Where possible, an alternative start date may be discussed.
If a family declines a place or confirms that childcare is no longer required, the application will be removed from the active waiting list.
9. Registration and confirmation of the place
Once a place is offered and accepted, the family will receive an offer letter confirming the agreed start date, regular sessions and registration arrangements.
At registration, parents/carers will meet with a senior member of staff to review the relevant registration information, Terms & Conditions, permissions and consents, the child's individual routines and needs, emergency contacts, health information and any other information needed to provide safe and responsive care.
The childcare place is confirmed once the required registration information has been completed, all agreements within the pack have been signed and ECCC is satisfied that the agreed arrangements can be delivered safely within the service.
10. Settling-in
Following registration and before the child's official start date, ECCC offers families up to three hours of settling-in sessions free of charge. These sessions are intended to help the child become familiar with the environment, develop relationships with their key worker and other familiar adults, and support a positive transition into childcare.
Settling arrangements will be responsive to the individual child. Where a child needs a more gradual or adapted transition, staff will work with the family to agree a supportive approach where operationally possible.
11. Moving from Day Care 1 to Daycare 2
Children who are already attending ECCC Day Care do not need to reapply simply because they reach the age for moving from Day Care 1 into Day Care 2.
The move will be planned as a transition rather than a new admission. The child's current key worker / familiar adults will support visits and taster sessions, information will be shared with the receiving team and new key worker, and parents/carers will be kept informed. Where practical, the new key worker will begin developing a relationship with the child before the move.
Existing booked sessions will normally transfer with the child. Any request for additional days or hours remains subject to availability and the waiting-list process.
12. Flying Start, Nursery / Meithrin and Wraparound
A Flying Start allocation does not automatically create or guarantee a private Day Care or Wraparound place. Families requiring additional private childcare must apply for those sessions through ECCC's normal childcare admissions process.
Likewise, being offered a Nursery or Meithrin education place does not automatically guarantee additional childcare or Wraparound hours. Where a child already holds compatible ECCC childcare sessions, those arrangements may be used around education or Flying Start provision in accordance with the Centre's current Terms & Conditions and availability.
13. Holiday Provision
Where Holiday Provision is available, places are offered within the registered capacity, staffing arrangements, age range and booking arrangements in force at the time. Attendance during term-time childcare or education does not in itself guarantee holiday childcare unless the family already holds an applicable booking or a place is offered through the relevant holiday booking process.
14. Information, records and confidentiality
Application, waiting-list and admissions information will be handled securely and only used for legitimate childcare, administrative, safeguarding and service-planning purposes. Information will be retained and disposed of in accordance with ECCC's Confidentiality, Data Protection and Record Keeping arrangements.
Parents/carers are responsible for ensuring that ECCC has accurate and current contact details and for informing the Centre promptly if their circumstances or childcare requirements change.
15. Concerns about an admissions decision
Parents/carers who have questions about how an application or place has been managed should first speak with the Business / Finance Manager. If the matter is not resolved, it may be referred to the Head of Centre.
A parent/carer who remains dissatisfied may use ECCC's Complaints Policy and Procedure. Nothing in this policy prevents a parent/carer from contacting Care Inspectorate Wales where they wish to raise a concern about a regulated childcare service.
16. Related ECCC documents
· Statement of Purpose
· Day Care Terms & Conditions
· Day Care Registration Pack and Parent/Carer Agreement
· Charging and Remissions Policy
· Equal Opportunities / Equality and Inclusion Policy
· Complaints Policy and Procedure
· Confidentiality and Data Protection Policy
· Key Worker Policy
· Flying Start Information
· Safeguarding / Child Protection arrangements
17. National Minimum Standards 2026
This policy supports compliance with NMS Standard 1: Information, which requires parents to receive sufficient accurate information and specifically includes an admissions policy within the information provided about the service.
It also supports NMS Standard 16: Equal opportunities, including the requirement to comply with anti-discriminatory legislation and good practice in admission to day care.
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