
 

 

1. INTRODUCTION 

 

St Issey Nursery is an extension of St Issey C of E Primary School providing for the education of 2, 3 

and 4-year-olds.  The Nursery offers full and part time places for children aged 2 to 4 years old. 

The maximum number of children that can be admitted is 16 for any morning, lunch and afternoon 

session. The number of staffing may be different for each session and will depend on the number of 

children, their ages, staff qualification level and a ‘risk assessment’ to ensure all sessions will be of 

high quality.  

The nursery is open from 8.45  - 11.45am and 12:15 – 3:15pm for sessions and children can attend 

11:45-12:15 lunchtime sessions too. There are no minimum or maximum number of sessions a child 

can attend (for example a 2 year old may best benefit from one session per week to begin with, 

whilst a 4 year old may prefer full time attendance). 

Children can choose to attend any sessions subject to funding, payment and availability. The nursery 

provision is fully flexible so children can attend full or part time days. 

Additionally parents/carers will have the option to pay for:   

● The 30 minute lunch break for £2. An extra £2.30 is payable to Chartwells for a hot meal 

from a limited menu. 

● Breakfast club (from 8-8:45am for £2 and payable at the door). 

● After school clubs are being introduced in the format of school clubs and are offered until 

4:15pm (more details on clubs are available from reception.) 

This offers all families full and flexible provision during term time. 

Funding and attendance of different age groups. 

2 year olds. 

Some 2 year olds are entitled to free 15 hours in the term after they turn 2. Cornwall Council send 

out vouchers for those eligible or you can phone 01208 262897 to enquire about eligibility. 2 to 3 

year olds can attend from 3 (minimum) up to 36 hours (maximum) per week. Charges will apply 

beyond any free funded hours (every extra half day session is charged at £13. This will be £15 if it 

includes a lunchtime). 

Where a 2 year old is not funded parents/carers will need to pay for sessions. Invoices will be sent 

out at the beginning of each calendar month and we will require this payment to be made before 

the end of each month. 

 

 



3-4 year olds. 

All children are entitled to 15 hours free funded nursery places in the term after they turn 3. Some 

children are entitled to 30 hours for free (dependent on parents/carers employment). Children can 

access between 3 (minimum) and 36 hours (maximum) per week. Charges will apply beyond any 

funded hours (every extra half day sessions are charged at £13. This will be £15 if it includes a 

lunchtime). Invoices will be sent out at the beginning of each calendar month and we will require 

this payment to be made before the end of each month. 

The Nursery is a non-profit making organisation. 

All sessions are allocated via our nursery administrator (Sarah Sole). Sessions are allocated on a first 

come, first served basis. 

Sessions are bookable and invoiced as detailed above. In exceptional circumstances payment can be 

arranged to be made weekly. All sessions must be paid for in advance or a child will not be allowed 

to attend the nursery. Sarah Sole will only authorise attendance of unpaid for sessions with 

permission from a senior leader (EYFS leader or Head of School). This will also be calculated pro-rata 

for any late pick-ups. Parents will be invoiced for any additional late pick-up payments at the cost of 

£1 per 15 minutes and these will need to be in advance for any other sessions to be continued. 

Some children are in receipt of Early Years Pupil Premium. As a school we can utilise these funds to 

support the child in any way suitable; this may include paying for extra time in school – for example 

to pay for lunch supervision and/or a hot meal. Such support is decided by the nursery teacher and 

EYFS leader, with decisions based on the best interests of the child. Payment for extra time in school 

is therefore not guaranteed to all children in receipt of pupil premium as some children will benefit 

from allocating it in other ways (for example receiving 1-1 interventions). 

The Nursery anticipates that there may be occasions when we are unable to offer places to all 

parents wishing their child to attend the Nursery and particularly for the days and times that they 

prefer.  It is unfortunate when this occurs, but the Nursery has a set limit beyond which it cannot 

function efficiently, pupil/teacher ratios will become unacceptable and the Nursery may not comply 

with various Health and Safety Regulations. In order to allocate places on a fair basis to all, we have 

formalised the admissions procedure and clearly defined the method of prioritising in the event of 

over-subscription.  The Nursery places no constraints on who may apply for entrance to the Nursery, 

and all applications will be considered and processed in accordance with the guidelines in this 

document.  Children will be admitted without reference to ability or aptitude.  This document sets 

out to clearly state the following regarding admission to St Issey Nursery:- 

Admission criteria applying to an application. 

Prioritising in the event of over-subscription. 

The method of applying and the way in which the application will be handled. 

 

 



ADMISSION CRITERIA:  

In order to qualify for entry the children must have reached the age of two by the 31st August in that 

year.  Children are admitted the term following their 2nd or 3rd Birthday if they are utilising funding. If 

they are privately funded they can start the day after their 2nd or 3rd birthday.  

2. PRIORITISING IN THE EVENT OF OVERSUBSCRIPTION 

We arrange our waiting list in birth order, on an ‘earliest birthday first’ basis.  In addition our policy 

may take into account the following: 

● the date at which the application was handed in (the nursery administrator will date all 

entries even though they are filed in DOB order). 

 

3. OFFERANCE AND ACCEPTANCE PROCEDURES 

It is vital that applications are made as early as possible in order that the Nursery can process them 

and let parents know where they stand well before their son or daughter is due to start Nursery.  If 

we are unable to offer a place this will ensure that parents have time to make alternative 

arrangements.  We therefore will not prioritise any late applications until all timely applications have 

been offered a place and decided to accept or reject it. 

Applications must be made using the application form available from the Nursery office.  This will 

ensure that the school has all the necessary information. 

The sequence of events will be as follows: 

1. Application form (child information form) received by the school, registered and dated. The 

preferred session form should also be handed in at the first available opportunity, however, once 

places have begun to be allocated, the nursery administrator will telephone to confirm sessions 

preferred at the point of allocating places, as we appreciate that these often change.  2. Acceptance 

of a place is open for 5 working days. Parents will need to contact (in writing or over the phone) the 

nursery administrator to confirm acceptance and attendance at the child’s familiarisation ‘play and 

stay’ session. 

Children are admitted to the nursery throughout the whole year. This is typically at the start of each 

term but can fall mid term (for example if a child turns 2 in October and parents/carers want to 

privately fund a session).  

The nursery administrator will allocate the following terms’ places once the existing term has begun 

and all children are settled and therefore successfully using their allocated sessions. Parents/carers 

will know between 1-3 months in advance of a place being allocated. It will typically be just before 

the half term break of any given term. 

By mid term, the nursery administrator will inform the EYFS leader and nursery teacher of potential 

numbers for the following term so that the organisation and staffing can be arranged in good time.  



Sessions are allocated and set on a half-termly basis. For parents/carers wanting to change their 

child’s allocated times, changes will only be made where available and following the same criteria, of 

first come, first served basis. Any available hours will be offered out to all children including both 

those who are existing children in the nursery and those are yet to start. 

One emergency place will always be kept for every session in case of a child needing an emergency 

place. School senior leadership (EYFS leader, EYFS SENCO, or Head of School can authorise allocation 

of this place only). 

Aside from the funding source all children can start the day of their 2nd or 3rd birthday.  


