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Admissions Policy 

 

We operate an inclusion and equality policy and ensure that children have access to childcare places 

and services irrespective of their gender, race, disability, religion or belief.  

 

NUMBERS ATTENDING 

The Nursery is registered with Ofsted to take up to 36 children per session (8.30-16.30) Monday to 

Friday, term time only. The Nursery can take a maximum of 20 children during the lunch period 

(11.30 -12.30). 

A child can be considered for a place in our Nursery from the September following the child’s 3rd 

birthday.  

If spaces are available these will be offered to 2 year olds who turn 3 between September 1st and 

31st December of the school year.  

The number of 2 year olds will be capped at a maximum 5 and offered on a first come first served 

basis. 

ALLOCATION 

Applications need to be received by 31st January to be considered for a place in the following 

September intake. 

The following criteria are used to determine and allocate the places. This is on a first come first 

served basis. 

 Priority will be given to: 

1. Full time children with a sibling attending St Margaret’s School and Nursery (8.30-3.30  
5 days a week)  

2. Children eligible for 30 hour funding  
3. Children eligible for 15 hour funding  

4. ‘Children we care for’ in the community 
5. Children with Special Educational Needs and Disabilities 

6. All other applications 

 
 

REGISTRATION AND WAITING LIST  

Applications can be received as soon as parents/carers wish to register their interest. An application 
receipt will be issued. Please be aware that the completion of the registration form does not 

guarantee a place in the Nursery.  

To register your child: 

1. Collect an application form from Nursery, main school reception or download from the St 
Margaret’s School website. 

2. Complete the application form. 
3. Return your completed form together with your child’s original birth certificate or passport to 

the school office or Nursery. (Once the original has been seen, a copy will be taken.)  

4. Deliver or send to St Margaret’s Nursery. 
 

 
 

 

 
 

 

 



 

 

 

SESSIONS AND COSTS 

Days  Time  Sessions available  Select sessions you 
would  
like. 

Monday 

to   
Friday 

8.30 - 

3.30/4.00 
or 4.30 

 

● Full-time space 5 days a week 8.30-3.30  

● Additional daily charge between 8.30-9.30 
charged at £6.50 per day  

● Can be extended to 4.00/4.30 at an 
additional £3.25 per 30 minutes  

3.30  

 
4.00 

 
4.30 

Monday 
to   

Friday 

9.30 - 
3.30/4.00 

or 4.30  
 

● 30 hour funded space 9.30-3.30        
● Can be extended to 8.30-3.30 at a charge of 

£6.50 per day. This charge will be £6.50 
per day regardless of days attended and 

number of funded hours used. 

● Or to 4.00/4.30 at an additional £3.25 per 30 
minutes 

9.30-3.30 
 

8.30-3.30  
 

4.00 

 
4.30 

Monday 

to  

Friday  

8.30 -  

11.30  

 

● 15 hours funded   

● Can be extended to 12.30 at an additional 

cost of £6.50 per day  
● 15-hour funding can be used across mornings 

or afternoons or 2.5 days (8.30-9.30 charge 
on day sessions) 

 

11.30 

 

12.30 
 

2.5 days  

Monday 

to 
Friday 

12.30 - 

3.30 

● 15 hours funded  

● Can be extended to 4/4.30 at a cost of £3.25 
per 30 minutes per day  

3.30 

 
4.00 

 
4.30  

 

ACKNOWLEDGEMENT 

The nursery currently has 3 intakes a year (September, October and January) spaces are allocated 

the previous March. 

A written offer will be sent to you as soon as a place is available. You must accept your child’s place 

within 2 weeks of the dated email otherwise the place will be allocated to the next child on the list.  
Applications will be reviewed regularly and places will be offered in line with availability. 

CONTINUITY 

Once a child has been accepted by the Nursery, parents can be confident that the place will be 

allocated for the child for as long as it is required. Existing children will be offered spaces for the 

following September in the February of the same year. 

ATTENDANCE 

Funding from West Sussex is paid on a participation basis; therefore, it is important that children are 

in attendance for the sessions allocated and agreed on their Funding declaration form before the 

Autumn, Spring or Summer Headcount weeks. (exceptions maybe made for short term sickness or 

planned holiday)  

If children are frequently absent, absence is poor or is for a prolonged period without verbal or 

written notification to the setting. (which may be requested as part of the audit to support the claim 
for your child), we may need to follow our Policies and contact WSCC about whether it is appropriate 

to continue to claim public funds for the Child. 



 

 

It must be emphasised that attendance at the St Margaret’s Nursery does not guarantee a place at St 
Margaret’s School or any other primary school. Attendance at the Nursery has been included in the 

admissions criteria for entry into St Margaret’s school from September. Further information can be 

obtained from the Admissions Officer, County Hall North (Parkside), Chart Way, Horsham, West 

Sussex, RH12 1XH (telephone 03330142903). 

 

FUNDED ENTITLEMENT 

Parents that will be in receipt of 3 or 4 year-old Funded Entitlement (FE) funding can access between 

15 - 30-hour funding per week and extend the sessions outside of these hours where available at a 
cost of £6.50 per hour. We offer a maximum of twenty 30 hour funded spaces; remaining spaces will 

be offered at 15 hours.  

30-hour spaces will be allocated but not confirmed until a 30 hour code has been received by the 
nursery. Should you not be awarded 30 hours funding then you will be offered a 15-hour space and 

your place will be reviewed in line with our Admissions criteria. You are of course welcome to pay the 

additional hours. 

Parents wishing to use 2 year-old funding will be able to access their 15 hour funding for children 

who turn 3 between September 1st and 31st December of the school year. There are a maximum of 

5 spaces.  

For more information about Early Years Funded Entitlement please see or Our Early Years Funded 

Entitlement Policy 

Early Years Funded Entitlement for Working Families - West Sussex County Council 

EXCLUSIONS 

Every effort will be made to integrate all children and to promote positive behaviour, the Nursery 
management reserves the right to request a parent to withdraw a child if absolutely necessary, but 

only after discussions with the parents and with specialist advisors.  In the rare case of this being 

necessary, the unused balance of fees will be reimbursed. 

In extreme cases where continued absences occur without just cause your child will lose their place 

at our Nursery and it will be offered to another child. 

CHILDREN WITH SEND - SCHOOL DEFERRAL OR DELAYED SCHOOL START  

Parents or carers who wish to delay or defer their child's school start must apply via West Sussex 

Admissions service. 

If a delayed or deferred school start is agreed by West Sussex this does not mean that a child can 

automatically stay within St Margaret’s Nursery for an additional year.  

NOTICE FOR REMOVING YOUR CHILD FROM NURSERY 

The notice period for withdrawing your child from Nursery or making any changes to the number of 

sessions is 4 weeks. This needs to be by letter or email.  

https://www.westsussex.gov.uk/education-children-and-families/childcare-and-early-education/childcare-options-and-funding/early-years-funded-entitlement-for-working-families/

