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Setting Details:-

Name of Setting: …………………………………………………………………..
Address: ……………………………………………………………………………
               …………………………………………………..Postcode …………….
Name of Owner/Committee: ……………………………………………………..

Telephone/Mobile: ………………………………………………………………...
Email: ……………………………………………………………………………….
Number of years the setting have operated:- …………………………………..
Type of Provider (please tick as appropriate)
Privately Owned and Managed

Voluntary Managed Committee

Governor Run

Charity

Other (please specify)

Registration Details

Ofsted Registration Number:- …………………………………………………….
Ofsted Inspection Outcome:- …………………………………………………………….
Member of childcare organisations (ie PreSchool Learning Alliance)

	· Name of organisation and date membership started/renewed


	· Name of organisation and date membership started/renewed



Quality Assurance Award Gained (or Working Towards)

	· Name of organisation and date you gained the award.  Or details of your progress towards gaining an award.



Insurance Details

	· Name of organisation and date insurance started/renewed 


Type of Setting

	· Day Nursery
	How many places are you registered for? 
	

	· Pre-School Setting (offering 2.5 hours)
	
	

	· Pre-School Setting (offering 3 hours)
	
	

	· Extended Day Setting (extended sessional group)
	What is the age range?
	

	· Nursery Unit of an Independent School
	
	


Days and Times of Opening

	Term Time Only
	Yes / No

	Number of weeks open
	


	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday

	AM (from/to)

	
	
	
	
	

	PM (from/to)

	
	
	
	
	

	Lunch (from/to)

	
	
	
	
	

	Full Day (from/to)

	
	
	
	
	


Fees

	Morning Session

£ …………….


	Afternoon Session

£ …………….
	Full Day

£ …………….
	Full Week

£ …………….

	Lunch

£ …………….


	Hourly

£ …………….
	Other

£ …………….
	Other

£ …………….


Are you registered for NEF (Early Years Free Entitlement) Yes/No
Numbers Of Children Attending

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Morning


	
	
	
	
	

	Afternoon


	
	
	
	
	

	Lunch


	
	
	
	
	

	All Day


	
	
	
	
	

	NEF

	
	
	
	
	


Staffing Details: these details will help when you do your financial forecast (please also include voluntary staff even though they will not be receiving any pay)
	Name of Staff
	No. of Hours Worked
	Hourly Wage
	Length Employed
	Qualified

	1


	
	
	
	

	2


	
	
	
	

	3


	
	
	
	

	4


	
	
	
	

	5


	
	
	
	

	Please use additional sheets for members of staff over 5


Mission Statement (purpose, vision & values) – this is a concise description of your short-term and long term aims.  It should come from answers to the following questions
· What are we here for?

· Where do we see ourselves in x years time?

· What do we stand for?

Aims and Objectives: highlight the key issues that need to be addressed in order to achieve the mission statement provided above
· Short term objectives
· Mid term objectives
· Long term objectives
The Background or history of the pre-school: this is always worth including as it may help prepare you for the next section which is the SWOT analysis.

An analysis of the strengths, weaknesses, opportunities and threats (SWOT Analysis): 
A swot analysis is a management tool used to identify the Strengths and Weaknesses of an organisation compared to Opportunities and Threats facing the organisation.  You should analyse the internal strengths and weaknesses of the organisation compared to the external opportunities and threats that may affect your organisation.  Sometimes these are “mirrored” ie it may be a strength of your organisation that you have experienced and highly qualified staff but it may be a threat that your staff may be lured away by better terms and conditions offered by other local employers.
	Strengths
	Weaknesses

	Please use as few or as many rows as you need 


	

	
	

	
	

	
	

	
	

	
	

	Opportunities
	Threats

	
	

	
	

	
	

	
	

	
	

	
	


Supporting documents for existing providers should include the most recent Income and Expenditure Accounts (the last 2 or 3 years) plus Attachment A for years 2 to 5 only.  
New providers should complete Attachment A for years 1 to 5

All providers should complete Attachment B Cash Flow Forecast

Existing providers should also attach a copy of their Ofsted Registration Certificate
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