
 

Policy for booking a change in sessions  

   

This policy is in line with the Admissions policy of the nursery 

We understand that there may be occasions where parents/carers may wish to change 

their sessions or request a one off session for their child/ren. 

 Wherever possible we will try to accommodate requests under the following conditions:  

 All sessions need to be booked with the Admin staff in reception not with the 

staff within the rooms. 

 When expressing a change in booking parents/carers must fill out the relevant 

paperwork within the bookings folder and sign to confirm. 

 Any change in session must be requested 2 weeks in advance, this gives time 

for staffing to be arranged and to check whether there is availability within the 

rooms. 

 All sessions are not confirmed until parents/carers receive written confirmation 

from the nursery. 

 Additional sessions must be paid for on booking, sessions that are not paid will 

not be booked. 

 There may be times where parents/carers can book their pre-school child in for 

a lunch, this must be paid on day of booking, we cannot accommodate last minute 

bookings as the cook has numbers of children at the beginning of each week. 

 Parents/carers can change sessions at a maximum of once a term, any emergency 

changes may be considered. 

 Parents/carers requesting a holiday need to fill in a holiday form at least 2 

weeks in advance to the holiday commencing . 

Written confirmation that Holidays have been taken will be given and whether 

they qualify for the 100% discount. 

Waiting lists 

 Where sessions are not available but are still required parents/carers can 

request to be added onto the waiting list. 

 When sessions become available parents will be contacted on a first come first 

serve basis . 

 Being on the waiting list does not guarantee a session is booked, only that those 

on the waiting list will take priority should those sessions become available. 

 

 

 

 



Changing rooms 

 When transferring from babies to Toddlers, the current sessions from the baby 

room will continue into the toddlers, if parents/carers wish to change their 

sessions, this will need to be requested 2 weeks before the transfer. 

 If a new session pattern is not available on transfer the previous pattern will 

continue and the new pattern will be added to the waiting list until they are 

available. 

 When transferring to pre-school from toddlers parents/carers need to fill out 

the session forms at the induction, any breakfast or late hours needed will be 

subject to availability unless these were part of the sessions used in the toddler 

room. 

 If breakfast and late sessions are new sessions and not available they will be 

added to the waiting list. 

 When transferring to school the walking bus is not automatically allocated, this 

needs to be booked at least 2 weeks before the school term starts so that 

availability can be checked. 

If spaces are not available the booking can be added to the waiting list until spaces are 

available this does not guarantee a place is booked only that. 

 

Funded children 

 Children receiving talking 2’s funding have the option to have full year or term 

time funded sessions, these cannot be changed from one to the other  

e.g A child that has attended term time cannot change to full year as the 

funding will have been used up during the term time weeks and no funding left to 

cover holiday periods. 

 

Where Booking changes have been accepted and changed the Admin team will 

endeavour to reflect these in the invoicing as soon as changes apply, this may mean 

parents/carers receive a new invoice before/after the invoice is due. 

 

 

 

 

 

 

 



 

Procedure: 

 Parent/carer requests a change in session or extra session (2 weeks in advance) 

 Parent/carer fills in booking change sheet and signs 

 Deputy daycare reviews booking changes and extra sessions looking at numbers 

available and staffing. 

 Written confirmation is given to parents/carers of booking changed or cannot 

be accommodated 

 In cases of session changes a new financial contract is signed by parent before 

change is due to commence  

 A new invoice is printed and given to the parent/carer 

 Sessions are updated on first steps system or added to waiting list 
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