











nurseries you must not save but ask the original nursery to mark the child as a leaver to
you. Do not change to Accepted in NAMS. (See ‘NAMS Split Placement’ below)

e NAMS SPLIT PLACEMENT message: If you are marking a child as ‘Accepted’ in
NAMS and you see a message saying ‘this will create a split placement’ that means a
copy record will be created as the system thinks this child will attend 2 nurseries.
However, if this is not the case then it probably means that the first nursery has not yet
marked this child as a leaver to you. Ask them to do that and you then fully enrol the
record sent from the first nursery. |tis important that you wait until they are fully enrolled
before you mark as ‘Accepted’ in NAMS. This will avoid the problem. Now that we have
all Partner Providers using NAMS we may encounter many more split placements so we
need to be aware and watch out for this. Always check if in doubt before saving as
‘Accepted’.

e COPY RECORDS (Split placements): If you genuinely have a pupil who is attending
your nursery and another nursery for part of the week (CEC or Partner Provider), this is
treated as a copy record. You must not create another record. Instead the NAMS
system will have automatically created a Copy Record which you will find in ‘Copy
Records In’ (application > admissions & leavers > copy records > copy records in).
Copying In makes the child current on your system. NAMS will make the First Nursery
record the Main record and the later one will become a Copy record.

e FULL ENROLMENT - Step 2: (For those who are NOT split placements): Once the
pupil actually starts, you must fully enrol them (‘Application > Admissions/Leavers >
Accept/Reject Full enrolment’ screen). You must only do this after checking that the
pupil has arrived.

e How to Remove or Reject a Record for a Nursery Pupil who is not now coming: In
NAMS move the Accepted status back to ‘offered’ and save then to ‘Active’ and save.
This will remove the record from C+G.

o REJECTED TRANSFERS: If you see a message on your front screen of C+G advising
you that an outgoing transfer has been rejected (Cancel a Leaver screen) you need to
find where this pupil has gone, cancel as a leaver and mark as a leaver again to the
correct destination. Please do not ignore this message as some action needs to be
taken.

NAMS - SETTING THIS SESSION’S PATTERN OF ATTENDANCE

A pattern of attendance must be entered on NAMS for every child returning after the summer
if they are attending with a new pattern. If they are to attend the same pattern this will carry
forward from last session. However you do still need to enter SNA on the register (should
not attend) in C+G (see below).

Any new children should have the correct pattern and start date entered on their record
when marking as ‘Accepted’ in the ‘Record Placement Decision’ screen in NAMS.

Once they are fully enrolled to C+G, you can check their pattern of attendance is showing
correctly in NAMS > Records/Edit > Hours Placement Tab

Click add to list

Click on Selected child by name

Click on ‘open’ at foot of page

Unlock padlock at foot of page (rhs)

Click on ‘hours placements’ tab

If the pattern needs to be changed click on ‘Add’ tab
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