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1.​ Aims 

At The Learning Federation we believe that all pupils should have the opportunity to fulfil their 
potential whatever their background, identity and circumstances.  We are committed to building 
a community that recognises and celebrates difference within a culture of respect and 
cooperation. 

Broadford Nursery aims to provide high-quality early years education that is accessible, 
inclusive, and affordable for all families. This policy outlines how the schools apply admissions 
criteria and charges for nursery provision, ensuring transparency, fairness, and compliance with 
the DfE Early Years Foundation Stage (EYFS) and statutory charging guidance.​
 
  

2.​ Statutory Entitlement to funded childcare places 
 
The Learning Federation nurseries admit children in the term following their third birthday and 
eligible two year olds in the term after their second birthday: 
   

Child born between... ...will become eligible for a funded place from 

01 January to 31 March the start of term or 01 April (Summer term) 

01 April to 31 August the start of term or 01 September (Autumn term) 

01 September to 31 December the start of term or 01 January (Spring term) 

 
Broadford nursery offers places for the following free childcare funding entitlements: 
 

●​ 15 hours per week for eligible two year old children  
●​ 15 hours per week for three and four year old children (allocated the term after 

they are three years old) 
●​ *30 hours per week for three and four year old children where the parent/carer is 

eligible and meets the Government criteria​
   
To check your entitlement please visit www.beststartinlife.gov.uk 

 
* Please note that the school will need your 30 hour eligibility code the term before you want 
your child to start. Parents/carers are advised to apply for their code as soon as possible. You 
are able to apply 16 weeks before your child’s 3rd birthday. The school will not be able to 
consider your nursery application for a 30 hours provision until we have received a valid code. 
Pupils starting in September need to provide their codes to the school before the end of the 
Summer term. 
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3.​ Admission Policy & Criteria 
 
The Learning Federation Governing Board is the admissions authority and is responsible for 
setting the Nursery Admissions Policy.  
 
Nursery places will be allocated in the following order of priority: 

1.​ Children who are ’Looked after’ in accordance with section 22 of the Children Act 1989​
 

2.​ Children who are on the Child Protection Register and live in the normal area served by 
the school​
 

3.​ Children who are living in the normal catchment area of the school and have attended 
our 2 year old Nursery for at least one term​
 

4.​ Children who are living in the normal catchment area of the school and have siblings of 
compulsory school age attending the school at the time of admission​
 

5.​ Children where there is outside agency involvement and live in the normal catchment 
area served by the school​
 

6.​ Children from the normal catchment area of the school​
 

7.​ Children from the wider area of the school who have attended our 2 year old Nursery for 
at least one term​
 

8.​ Children from the wider area of the school order who have siblings attending school at 
the time of admission​
 

9.​ Children from the wider area of the school. 

If there are more children within a category then there are places available, places will be 
allocated in date of birth order, starting with the oldest child. 
 
4. Refusal of admission 
 
A child is only refused admission if one of the following criteria are met:​
 

●​ The nursery has reached its admissions limit 
●​ The child is not of the appropriate age 

​
Parents do not have a statutory right to appeal against the admission authority’s refusal to 
award a place to their child. Appeals may be made in writing to the Chair of Governors. 
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5. Application process & Waiting List 

Parents may register their interest in a place at the nursery at any time following their child’s 
birth, by completing the initial interest form on our website.   

Children entered on the waiting list will be considered for a place when they reach the 
appropriate age. Placing a child’s name on the waiting list does not guarantee that a place will 
become available for the child. The date on which a child was added to the waiting list will not 
be taken into consideration when places are offered. 

Parents requiring a 15 hour placement may request a morning or afternoon place but the 
schools cannot guarantee that this can be accommodated. 

Nursery places will be offered via email and an acceptance of the offer of the place will be 
required within 14 days of the offer being made.  Where no confirmation is received the place 
may be withdrawn by the school after 14 days. 

There is no automatic transfer for nursery pupils to the main schools. To apply for a main school 
place, parents/carers must submit an application to the Local Authority by the specified closing 
date, adhering to the Admissions code and criteria.   

There is no automatic offer of a nursery sibling place without making an application and 
following the Nursery application process. 

6. Completion of admissions process 
 
No admissions are fully confirmed until the home visit has been completed and both you and the 
school are fully assured that your child’s needs can be fully met at the setting.The child’s birth 
certificate will be required as proof of their date of birth. 
 
The schools reserve the right to adjust the ‘settling in’ period for pupils who may need additional 
support with transitioning to nursery attendance.  In the case that this is required, arrangements 
will be reviewed weekly and reduced attendance hours would not be expected to continue for 
longer than a 6 week period. 
 
7. Equality and Inclusion 
 
We aim to identify all children that may attract any additional funding such as EYPP (Early Years 
Pupil Premium), DAF (Disability Access Fund) and SEND Inclusion Fund with a view to submit 
an application to support and improve their outcomes. Pupils who are confirmed to be eligible 
for EYPP or DAF will be entitled to receive a £20 voucher to be used with our school uniform 
supplier.  
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8. Sessions 
 
Nursery sessions run for 38 weeks per year in line with Havering school term dates.  There is no 
nursery provision available during school holidays and we are closed for teacher training days, 
bank holidays and some polling days. 
 

Attendance options at Broadford Nursery 

Session Type Which pupils are 
eligible? 

Duration Charge 

Morning Session 15 hour entitlement 08:30 -  11:30 Free [funded] 

Afternoon Session 15 hour entitlement 12:15  -  15:15 Free [funded] 

Optional additional chargeable 
morning or afternoon session  
(* see Terms & Conditions below)  

15 hour entitlement 08:30 -  12:15  
or 
12:15  -  15:15 

£20 per session 

Full Day Session [30 hour] 30 hour entitlement 09:15  -  15:15 Free [funded] 

Optional chargeable extension 
to full day session [30 hour] 

30 hour entitlement 08: 30  - 09:15 £5 per day 

Four weeks notice is required in writing in respect of cancellation of a child’s place at Nursery or for 
any change to additional arrangements 

 
 
15 hours entitlement 
 
Children who attend nursery for 15 hours per week will usually attend for either 5 morning 
sessions or 5 afternoon sessions.  
Each session lasts for three hours and timings are shown in the table above.  
 
(*) Dependent upon availability, additional nursery sessions may be purchased by parents who 
are eligible for only 15 hours entitlement. Additional sessions must be booked and paid for each 
half term in advance.  Sessions booked are non refundable should your child not attend.  
If you purchase additional sessions, you must provide a packed lunch for your child. 
 
30 hours entitlement 
 
Children with 30 hours per week entitlement will attend daily sessions which last for six hours 
per day from 09:15 to 15:15.  You must provide a packed lunch for your child. Parents/carers 
may opt to extend the daily sessions to enable an earlier start time of 08:30 each day for an 
additional fee of £5 per day. Extended daily sessions must be booked and paid for each half 
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term in advance.  Sessions booked are non refundable should your child not attend. Four weeks 
notice in writing is required in respect of any change to arrangements. 
 
Please note that late collection fees are in place and so it is essential that your child is collected 
promptly at the end of the session. 
 
 
30 hour code reconfirmation process 
 
It is the responsibility of parents/carers to maintain their free childcare eligibility.   
To do this, it is essential to reconfirm eligibility for 30 hours of provision (or 15 hours for 2 year 
olds) every three months via the Childcare Service account. Parents will be sent a renewal 
reminder by email and text by HMRC four and two weeks before expiration.  
 
If parents/carers miss the reconfirmation deadline or their circumstances change the school will 
be notified that eligibility has lapsed. If your child is already in a 30 hour place and your eligibility 
lapses, you will be able to retain their childcare place for a short period; this is known as a grace 
period. Parents must speak to the school if they enter a grace period as required by the parental 
contract so that next steps can be taken. 
 
If parents do not complete/maintain their eligibility with Childcare Services, they will be required 
to pay for the unfunded hours themselves or reduce childcare hours.  
 
 
9. Nursery contract for parents/carers 
 
All parents will be required to sign a contract [Parental Declaration Form] confirming how many 
funded hours they will be using at the school nursery and also confirming how many hours they 
will be using at any other providers within Havering or in any other Local Authority.  It is 
mandatory to sign the contract and provide the school with sight of your child’s original birth 
certificate, proof of address and your photo ID before your child is able to start attending 
nursery. 
 

10.​Fees, Charges and Cancellation of a Nursery Place 
 
Four weeks notice is required in writing in respect of cancellation of a child’s place at Nursery or 
for any change to additional arrangements.  
 
Invoices will be issued at the beginning of each half term showing clearly how the charges are 
calculated. No adjustments will be made for absence.  
 
Any fees due must be paid in advance at the start of each half term. Failure to pay on time will 
result in the service being rescinded. 
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Payments can be made by bank transfer or government tax-free childcare schemes. 
We strongly encourage parents/carers to check their eligibility for the government tax-free 
childcare schemes which can help to offset the cost of childcare. [See below] 
 
If parents/carers are unable to pay their fees on time, we ask them to contact the finance office 
at the earliest possible opportunity. 
 
 

11.​Late Pick up fee 
 
For safeguarding and security purposes, it is essential that children are picked up from nursery 
on time at the end of their session.  
 
Procedure and fees​
A grace period of 5 minutes may be allowed at the end of your child’s session. 
After the grace period a late pick-up fee of £5 for every block of 15 minutes after the session 
ends will be charged. This amount will be charged on each instance of late pick up. 
 
Communication 
If you anticipate being late, please contact the nursery as soon as possible. 
Repeated lateness may result in a review of your child’s placement at the nursery. 

Exceptional Circumstances​
We understand that emergencies can occur. In exceptional or unavoidable circumstances, 
management may use discretion to waive or reduce the late collection fee. 

Record Keeping​
All incidents of late collection will be recorded in the nursery’s late pick-up log, including the time 
collected, the reason for lateness, and the fee applied. 
 
All fees will be charged unless exceptional circumstances have been agreed with the Nursery 
Lead and Business Manager and whilst a childcare contract remains in place.  
In the event of non-payment, reminders will firstly be issued by speaking to the parents and 
informing them by email. If non-payment continues beyond the end of the half term, the child’s 
nursery place may be withdrawn for the next term. 
 

12.​Voluntary Contributions  
 
Please note that a small termly voluntary contribution towards the cost of healthy snack time 
items, cooking activities,  visitors to school (e.g. theatre companies, farms) and special 
educational events (e.g. science week) may be requested by the nursery.  Educational visits 
also play a vital role for children in helping bring a topic to ‘life’ and promote lifelong learning.  
When there is a cost involved in organising these activities, the school may invite parents/carers 
to make a contribution. All contributions are voluntary,  however if we do not receive sufficient 
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contributions, we may have to cancel the visit or activity. Payments will be collected via 
Parentpay, our online payment system.  
 

 
13.​Nursery Attendance 

 
We expect our children to come to school every day; this includes our Nursery children coming 
to school for all of their offered sessions. We understand that children are sometimes unwell and 
cannot attend school. However, it is important that we have a commitment from parents/carers 
that their child will attend the Nursery. Where a child’s attendance falls below 95% for a half 
term, the school reserves the right to withdraw the place. 

 
14.​Policy Monitoring and Review: 

 
The Governing Body may from time to time amend this policy. Fees will be reviewed each year 
in line with inflation and any changes made to the Early Education Entitlements at national or 
local level. 
 

15.​Safeguarding 
 
The Learning Federation is committed to safeguarding and promoting the welfare of children 
and young people and expects all staff and volunteers to share this commitment. 
 

16.​Tax Free Childcare 
 
The Learning Federation nurseries are registered childcare providers.  If you are a working 
parent and eligible for Tax Free Childcare you may be able to get a £2 top-up for every £8 
towards the cost of your childcare. Find out more at www.beststartinlife.gov.uk 
 

 Childcare registration number 

Broadford Nursery 102317 
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