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Nursery Admissions Policy
	Responsibility: Claire Whittaker (EYFS Lead), Sue Prigmore (Office Manager), Crissy English (Nursery Teacher)
Reviewed: September 2025


Introduction

Walkley Nursery is an inclusive Nursery that welcomes children from all backgrounds and with all abilities. All children have equal access to places in our Nursery. Admission into our Nursery is irrespective of whether your child is likely to move into our Foundation Stage. 

This policy aims to establish best practice for admission into our Nursery to enable a maximum number of children to access their free early learning place. It is our intention to build an education system that encourages the participation of parents and other agencies to meet the individual needs of all young people.

Walkley Primary school is presently a 26-place nursery. 

· Morning sessions run from 8.50 – 11.20 a.m. Extra sessions outside of entitlement £12.50 
· Afternoon sessions run from 12.35 – 3.05 p.m. Extra sessions outside of entitlement £12.50
· Lunchtime sessions if required are from 11.20 until 12.35 p.m. where children bring a packed lunch. Extra sessions outside of entitlement £6.25
Free Early Learning Places

Children are eligible to access their free learning place from the start of the term after their third birthday.
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Discretionary Learner Support
Some 2-yearolds are also eligible.
Find a registered childminder

You can get free education and childcare for children in Scotland &,
Wales & and Northern Ireland. @

When you can start claiming

The date you can start claiming depends on your child’s birthday.

Child’s birthday When you can claim

1 January to 31 March The beginning of term on or after 1 April

1 April to 31 August The beginning of term on or after 1 September

1 September to 31 December The beginning of term on or after 1 January
Example

Your child was born on 15 February 2013. You can get free childcare when
the next term starts after 1 April 2016.





	Free Childcare – Gov.uk

https://www.gov.uk/help-with-childcare-costs/free-childcare-and-education-for-2-to-4-year-olds


Once eligible for a Free Early Learning Place, subject to availability, children can start at the beginning of the next term, or during any part of the next school term.  Children can access between 2.5 and 15 hours per week based on parental choice and what we can accommodate. This enables a child to increase the number of hours per week that they can access over a number of terms if the parent feels that their child is not ready to access 15 hours per week immediately.

Children may access provision at different times on different days, however, the child will not be able to start and finish outside of the session starting and ending times. If a child is accessing the full 15 hours per week it must be spread over a minimum of 2.5 days per week. A child must not be offered less than two and half hours in any one day.
Before a child starts their place in nursery parents/carers will be asked to complete a Parent/Carer Agreement for Free Early Learning. This is a binding contract between you as the parents and us the provider which outlines the agreement of a child’s pattern of attendance, and that the free early learning hours will be claimed on your behalf by us the provider from the Local Authority. As a provider we will not be offering the Extended Free Entitlement (30 hours) so if your child is eligible and is using the hours across multiple providers Walkley Primary School must be the registered provider for the Free Early Learning entitlement. 
Attendance patterns will be agreed on a half-termly basis, once agreed these sessions will not be changeable until the start of the following half-term. Requests to make changes to your child’s attendance pattern must be done through the school office who will be able to check availability and confirm with you for the start of the next half-term. Any changes will be recorded in the Parent/Carer Agreement for Early Learning form and signed by the parent/carer. 

Should you wish to move your child to another provider during term time you must provide us with 20 working days notice before transferring them as this has implications on funding. 
Any agreed additional hours over and above the 15 hours free early learning will be charged by Walkley Primary School at the standard rate for children of the child’s age in line with the Sheffield City Council Early Years Charging Policy. For 2024/25 this is £12.50 per morning and afternoon 2 ½ hour session and £6.25 per lunch session. Invoices will be issued at the beginning of each half term and must be paid for in advance. If you commit to any additional sessions these must be paid for even if not attended. Failure to do so will result in your child accessing their 15 hours of Free Early Learning only.
Applying for a place at the nursery

Parents should apply for a school nursery place no later than the dates indicated in the table below. Application forms are available from the school and on the admission page of the school website.
The School Office will keep a list of children’s names and the names and addresses of the parents who have requested a place at the nursery. This will be called the nursery admissions list.

	Child’s 3rd birthday falls between:
	Place available from:
	Application Deadline
	Parents will be notified by:

	1st April and 31st August
	The start of the Autumn term (early September)
	1st May
	1st June

	1st September and 31st December
	The start of the Spring term (early January)
	1st September
	1st October

	1st January and 31st March
	The start of the Summer term (after Easter)
	1st January
	1st February


The length of time a child’s name has been on the admissions list will not be taken into consideration.
The Headteacher will inform parents by letter whether it has been possible to allocate their child a place. If a place can be offered, but not with your preferred sessions, you will be directed to contact school to arrange alternative sessions.
Admission of children through Early Years Funding for 2 Year Olds:

Walkley Nursery are now able to accept children whose parents/carers are in receipt of early years funding for 2 year olds. However, we can still only accept children from 3 years of age. We are able to offer the free 15 hours from your child’s 3rd birthday, rather than waiting until the term after they become 3.  If you think this applies to you, please speak to the School Office. 
Criteria for admission to Walkley Primary School Nursery
If a place is available, the Nursery Admissions Team will organise a meeting in school with the Learning Mentor. 
If the Nursery is full, children’s details will be retained on a waiting list and when becoming available, allocated in accordance with the over subscription criteria.
Transition – Helping pupils settle in 

We will invite you into school to have a meeting with our Learning Mentor. During the meeting we will begin planning for your child’s initial visits at Nursery. 

Every transition is unique, based upon the child and their parents’/carers’ needs. Some children may find transition easier than others. Transition is a gradual process; beginning with short visits. These visits will then be lengthened over a period of two weeks. This allows children to build confidence and to ensure a smooth and successful transition to Walkley Nursery.
The transition programme is flexible and can be adapted depending on how both the pupil and parents/carers react to the first week of transition. 

Start dates for each child are staggered to allow all new children to have the opportunity to settle into Nursery with the necessary support from staff. 

Nursery staff will support parents/carers during transition, informing them of how their child is settling and providing feedback throughout. 

An example of the general transition period can be found below (however each child may have a different transition timetable according to individual need).

	· 1 x 1 hour visit unaccompanied
· 1 x 1 hour visit unaccompanied
· 1 x Morning or Afternoon Session

· 1 x Session and Lunch

· Full day 


Over subscription Criteria

The Senior Leadership Team will consider the applications for admissions if places are oversubscribed. The following is the order of priority in which applications will be considered when we are oversubscribed:
· Looked After Children.

· Any child that has a statement for SEN that names Walkley Primary School as their provider of preference.
· Date of birth priority with the oldest children admitted first.

· Children who have a sibling at Walkley Primary School.

· If all factors are equal then the earliest application will receive priority.

The Application Process:
Children are admitted to our Nursery the term following their third birthday. This is subject to availability of places. At present, children are entitled to 15 hours free childcare, there are morning, lunch and afternoon sessions available.

· Contact the school office to request a nursery application pack
· Alternatively, download the Application pack from the school website or visit the school office to collect a pack 

· Complete and submit the form to the school office indicating your preferred sessions and start date
· Parents are notified of availability of places and free sessions
· All families will have a meeting in school with the Learning Mentor and during this meeting a start date will be agreed after the child’s settling in sessions
· If the Nursery is full, children’s details will be retained on a waiting list in line with oversubscription criteria 

Learning Mentor Meeting
We aim to make starting nursery as comfortable as possible for the children. Meetings take place for all families. We will discuss your child’s needs so that the transition into Nursery is as seamless and exciting as possible from the outset. We will be in touch to arrange a meeting once we are near to your child’s preferred start date.
Once admitted to the provision, children may stay until they transfer to a primary or infant school, or the child reaches statutory school age.  A place would not normally be removed from a child unless the parent decides they no longer need it.
Admission into Full Time School (Reception)

Parents\carers should be made aware that attendance at a particular school where the free early learning place is provided, does not guarantee a place in reception at that school.  Places will continue to be prioritised in school reception based on existing Sheffield City Council Policy.  See ‘Entrance into Reception’ - available online at 
https://www.sheffield.gov.uk/education/information-for-parentscarers/pupil-admissions/primary-school/guide-for-parents-primary.html
Walkley Primary School Policy is to admit pupils to Foundation Stage 2 (Reception) in September. More information came be found out our Admissions page on the school website. 
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