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‘From small beginnings come great things’ The Parable of the Mustard Seed  
Matthew 13: 31-32 

1. Purpose and principles
Cadmore End Church of England Combined School and Nursery aims to provide high-quality, child-centred early education for children and families in our community. This policy explains when children may start, how families apply, how places are allocated and the session patterns available.
Applications are considered fairly, consistently and transparently.
Admission is subject to the availability of a suitable session and does not depend on a family purchasing additional hours or services.
We welcome children with special educational needs and disabilities (SEND) and will make reasonable adjustments in accordance with our legal duties.
A Nursery place does not give priority for, or guarantee, a place in the school’s Reception class.

2. Nursery capacity and staffing
The Nursery normally admits no more than 13 children in a session. Sessions are led by a qualified teacher and supported by a Nursery Practitioner. The school may review its admission number, staffing and session arrangements in response to need, while continuing to meet statutory safeguarding and staffing requirements.
3. When children can start
Children may normally start Nursery at the beginning of the term following their third birthday. Admission is subject to a place being available. Where capacity allows, the school may agree a start date during a term.
	Third birthday falls between
	Eligible from
	Usual start point

	1 September and 31 December
	1 January
	Spring term

	1 January and 31 March
	1 April
	Summer term

	1 April and 31 August
	1 September
	Autumn term


4. Funded entitlement and session options
All three- and four-year-olds are eligible for the universal 15 funded hours of early education for 38 weeks of the year. Eligible working families may receive up to 30 funded hours. Eligibility for funding does not guarantee a place at Cadmore End Nursery; places remain subject to availability and this policy.
Children using 15 funded hours
Five mornings: Monday to Friday, 8.45am-11.45am (15 hours).
Three full days: 8.45am-3.15pm (19.5 hours), with 4.5 additional hours charged at £7 per hour: £31.50 per week.
Two full days: 8.45am-3.15pm, plus one morning 8.45am-11.45am (16 hours), with one additional hour charged at £7 per week.
Children using 30 funded hours
Four full days: 8.45am-3.15pm, plus one day 8.45am-12.45pm (30 hours).
Five full days: 8.45am-3.15pm (32.5 hours), with 2.5 additional hours charged at £7 per hour: £17.50 per week.
Important: Additional hours are optional. Charges, payment arrangements and notice periods are set out in the Nursery Fees and Payment Policy and may be reviewed by the school. Parents are responsible for obtaining and reconfirming any working-parent eligibility code by the required deadline.
Current eligibility information is available at GOV.UK: Free Childcare for Working Parents.
5. How to apply
1. Complete the Nursery enquiry/application form available from the school office or on the school website.
2. Return the completed form to the school office. The school may ask to see evidence of the child’s date of birth and home address.
3. The school will acknowledge the application within seven school days and explain when a decision is expected.
4. Where a place is available for the requested start date, the school will normally issue its decision within 14 calendar days of receiving a complete application. Where the Nursery is full or applications are being considered together for a future term, families will be told the allocation date.
5. Parents and carers must accept the offered place by the deadline stated in the offer. If no response is received, the school may withdraw the offer after making reasonable attempts to contact the family.

6. Allocation of places
Children with an Education, Health and Care (EHC) plan that names Cadmore End School will be admitted through the statutory EHC plan process. If there are more applications than places available, all other applications will be ranked using the following criteria, in order:
6. Looked-after children and previously looked-after children, including children who were previously in state care outside England and ceased to be in state care as a result of adoption.
7. Children of permanent members of staff employed at the school.
8. Children with a sibling attending Cadmore End Church of England Combined School at the child’s proposed date of admission. This includes foster, adopted, step and half siblings living permanently at the same address.
9. Children whose home address is nearest to the school, with priority given by straight-line distance from the address at which the child normally lives to the school’s main entrance.

If two or more applicants are equally ranked for the final available place, the school will use independently witnessed random allocation. The school may request supporting evidence where information supplied with an application is unclear or disputed.
7. Home address
The home address is the address at which the child lives for most school nights. If a child lives equally at two addresses, the school will use the address at which the child is registered with their GP. The school may request evidence to confirm the address. Where information is found to be false or deliberately misleading, an offer may be withdrawn.
8. Waiting list
If a place is not available, parents and carers may ask for their child to be added to the Nursery waiting list. The waiting list will be ranked using the criteria in section 6 and will be re-ranked whenever a child is added or circumstances change. Time spent on the waiting list does not give additional priority. Families should notify the school if they no longer require a place.
9. Children with SEND, medical needs or disabilities
The school welcomes applications for children with SEND, medical needs or disabilities. Information may be gathered from parents, carers and relevant professionals so that the school can plan a safe and successful start, identify reasonable adjustments and seek appropriate support. This information will not be used to refuse admission unlawfully or to give lower priority because of a child’s disability or special educational need.
With parental consent, Nursery staff may speak with the child’s current early years provider or relevant professionals. Any transition plan will be agreed with the family and reviewed after the child starts.
10. Starting Nursery
The school will agree a start date and session pattern with the family. A short, staggered introduction may be offered where this is in the child’s best interests. Families will normally be offered a home visit or an introductory meeting before the child starts; an alternative meeting at school can be arranged.

11. Attendance, absence and keeping a place
Regular and punctual attendance helps children benefit fully from Nursery. Parents and carers should tell the school promptly whenever their child will be absent. If attendance becomes poor or irregular, Nursery staff will contact the family to understand the reasons and agree appropriate support.
Before considering withdrawal of a place, the Headteacher will review the child’s circumstances, including illness, disability, SEND, safeguarding concerns and other exceptional family circumstances; consider reasonable adjustments; meet or attempt to meet with the parent or carer; and provide a written warning with a reasonable review period.
If a child is absent for three weeks without explanation and the school cannot contact the family despite reasonable attempts, the Headteacher may withdraw the place. The decision and reasons will be confirmed in writing. Safeguarding procedures will be followed where there are concerns about a child’s welfare.
12. Leaving Nursery
Parents and carers wishing to withdraw their child should give written notice in accordance with the Nursery Fees and Payment Policy. Once a child has left, the place cannot normally be held open. A later request to return will be treated as a new application and considered under this policy.
13. Decisions, concerns and complaints
Nursery admissions do not carry the same statutory right of appeal as admission to a compulsory-school-age class. A parent or carer who believes this policy has not been applied correctly should first contact the Headteacher. If the matter is not resolved, they may use the school’s published complaints procedure.
14. Transfer to Reception
A place in the Nursery does not guarantee, and does not give priority for, a place in Reception. Parents and carers must make a separate Reception application through Buckinghamshire Council by the published closing date.
Reception applications: Buckinghamshire Council school admissions.
Nursery staff will work with Reception staff at Cadmore End, or with the child’s receiving school, to support a smooth transition. Records will be transferred securely and appropriately.
15. Equality, data protection and review
The school will apply this policy in accordance with the Equality Act 2010 and its duties relating to SEND, safeguarding and data protection. Information collected for admissions will be used only for legitimate school purposes and handled in line with the school’s privacy notices and records-retention arrangements.
[bookmark: _GoBack]This policy will be reviewed annually, or sooner if statutory guidance, local arrangements, fees or Nursery provision change.
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