



Protocol for applications to be admitted onto the Directory of Providers

This Protocol sets out how an initial application to be admitted to the Directory will be dealt with, who will make the decision not to admit a provider to the Directory and the procedure for appeal against that decision. 

Step 1 - Co-operative Working
When an application by a provider to be admitted to the Directory is made, the Capital and Finance Group (‘the Group’) will consider the application. The Group can grant the provider’s application or, if they have concerns, they can engage the provider in co – operative working in order to help the provider meet the required standard and provide a written explanation as to why the application has been declined at this stage. Co-operative working will involve a representative from the Early Years and Childcare Service and/or Raising Achievement working closely with the provider.  The representative will provide in writing, what action the provider must take to meet the required standards. The representative will produce a timetable for implementation and hold regular meetings with the provider where necessary. The representative will detail any meetings that take place and ask the provider to sign the meeting notes to confirm what was discussed. 

Co-operative working will continue until the representative deems that the provider is unable to meet the standard. In the event that co-operative working has failed, the Group will make a recommendation to the Head of Children and Young Peoples Service that the provider’s application be declined. A copy of the recommendation will be sent to the provider. The Head of Children and Young Peoples Service will make the final decision on whether the provider’s application to be admitted to the Directory should be declined. 

The final decision will be communicated to the provider in writing within 14 days of the decision being made.

Step 2 – Notice of decision not to be admitted on to the Directory
The reasons for the decision to refuse admittance to the Directory will be documented and sent to the provider. The decision letter will include an appeal form.

Should the provider wish to appeal the decision, they must inform the Early Years and Childcare Service in writing and submit the completed appeal form together with any supporting documentation within 28 days of the decision letter.  

The Council will not accept any appeals received outside 28 days except in exceptional circumstances. Any decision to admit an appeal after 28 days is made at the discretion of the Council.

Step 3 – Appeal

The Council will acknowledge the completed form of appeal within 5 working days of receipt. 

The Appeal will then be considered and determined by a Director within the Learning and Children Group.

Exceptionally, in a complex case, the provider may be asked to attend their appeal in person to answer any questions and to make submissions, if relevant.  Where that is the case, the provider will be given 5 clear days notice of the date and time of the hearing. The provider is not obliged to attend and if he/she chooses not to do so the Director will determine the appeal in the provider’s absence. 

In making his/her determination the Director will consider the documentation provided by the Head of the Children and Young Peoples Service, any documentation disclosed by the provider and all relevant Government guidance.   

The Director’s decision together with his/her reasons will be notified to the provider within 1 month of receipt of the appeal form / date of the hearing 

The Director’s decision is final.
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