EYFS ADMISSIONS & ARRANGEMENTS
	Prospective parents

	Welcome to EYFS setting 2023

	OFFICE STAFF

	Registration Form & T/C’s 2023 (Pass completed forms to room leader)

	OFFICE STAFF

	Confirming a place

	Confirmation of EYFS place sent home

	ROOM LEADER

	Data collection form sent home
	OFFICE STAFF

	Telephone call for settling in sessions
	KEY PERSON

	Requests to change sessions

	1. Change of sessions 2023 given to parent

	OFFICE STAFF

	2. Complete confirmation of new session

	ROOM LEADER

	3. Confirmation of new sessions sent home

	OFFICE STAFF

	4. Ad-hoc sessions requested – Notify room leader to establish if there is space
	ROOM LEADER 
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