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Introduction   

This document outlines the process and policy as it applies to all Cambridgeshire County Council 
maintained nursery schools and classes. 
 
This policy is reviewed and consulted on annually to ensure statutory and local changes in 
maintained nursery education legislation and guidance is reflected by our nursery schools and 
classes. 
 
NB : The current School Admissions Code, published in December 2014, which relates only to 
statutory education, does not apply to this Policy. 
 
The legal definition of a nursery-aged child contained in the 1944 Education Act is any child 
who has not yet reached statutory school age, i.e. five years old.   
 
In Cambridgeshire, a child is deemed to be of nursery age from the beginning of the claim 
period following their 3rd birthday until 31st August following their fourth birthday. In line with 
Early Years Education Funding Term Dates, term dates in Cambridgeshire are determined as 
follows: 
  
  

A child born between Is eligible to claim in the period  Maximum total hours 
and weeks in each 
claim period 

1April to  
31 August 

1 September to 31 December 
(Autumn Term) 

15 hours x 14 weeks 

1 September to 31 
December 

1 January to 31 March  
(Spring Term) 

15 hours x 11 weeks 

1 January to  
31 March 

1 April  to 31 August 
(Summer Term) 

15 hours x 13 weeks 

 
Places offered under this policy will be available to the child from the date the place is offered 
until 31st August following their fourth birthday.    
 

 
A child is entitled to receive up to 570 hours free early years education in a year. We would 
recommend that, in the best interest of your child’s education, this entitlement is taken at only 
one setting, but there may be reasons why this is not possible.  In such circumstances it is 
possible to divide this entitlement across up to two early years settings.  
 
Once a place has been allocated to a child, and the child has started at that setting, any 
request to transfer to an alternative nursery class, school or early years provider will not be 
encouraged, unless there are valid, exceptional reasons for the transfer, eg. house move. 
 
Application Process for a Nursery School Place: 
 
Parents may register their interest in a place at a nursery school at any time, but must formally 
apply for a place, using the Cambridgeshire County Council admission form. 
Information and application forms are available from each nursery school, via the website or 
from the school office; the County Council website and from the LA Admissions Team. 
 
 



Application Timetable 
 
Applications will be processed and letters to families, informing them of the outcome of their 
request for placement for their child/ren, will be issued no later than: 
 

 
Catchment Area 
 
The catchment area for nursery classes located at a Cambridgeshire school, will be the same 
as the published catchment area for admission to the school. 
 
For the catchment area of our Nursery Schools, please contact the school itself for full details 
of the catchment areas which apply. 
 
Admission Number 
 
Each nursery school, or class, has an admissions limit, determined locally.  A nursery will be 
full and thus a pupil will be refused admission if the admissions limit has been reached.  
 
Where there are places remaining, later admissions will be possible up to the agreed 
admission limit. However, places cannot be reserved for children who may move into the area 
later in the year. 
 
Where more applications are received than places are available, places will be allocated in 
accordance with the published over subscription criteria for each nursery school. 
 
Reserve Lists 
 
Children who are not offered places will have their details added to a reserve list. Children’s 
names are placed on reserve lists in strict order of the over subscription 
criteria, not according to the date of application. This list will be held until such time as the 
child is of statutory school age and expected to transfer to a Reception class.  
 
If a place becomes available, the nursery school will contact the parents of the child whose 
name is first on the reserve list. The nursery school will always consider high priority requests 
for any available place, according to the admissions criteria. 
 
Definitions and Additional Information 
 
Siblings 
 
Siblings are defined as, children, usually brothers or sisters, who live together in the same 
family unit. 
 
Unless otherwise stated, children who are attending the attached primary school are not 
considered as siblings. 

Term Applied For Letter will be issued no later than: 

Autumn Term 2016 End of April 2016 

Spring Term 2017 End of November 2016 

Summer Term 2017 End of February 2017 

Autumn Term 2017 End of April 2017 



Home Address 
 
A child’s home address is defined as the address where he or she resides with an adult with 
parental responsibility for the majority of their “school” nights.  In cases where a child spends 
equal time living at two different homes over the course year, the address that is most 
favourable to the application will be considered as the home address.  
 
For the purpose of determining admissions, distance within Cambridgeshire is calculated by 
measuring a straight line from the reference point of the home, as determined by the OS 

AddressBase Premium ™, to the reference point of the school.  

 
Evidence  
 
Parents are required to provide proof of the child’s date of birth and home address. Evidence 
may be submitted in the form of the child’s short form birth certificate or passport and the child 
benefit letter or a utility bill (showing the parent’s name).  
 
Where a family is expecting to move house, confirmation of the new address will be required 
before the application can be considered. Confirmation should be by way of a copy of the 
signed lease agreement or a letter confirming contracts have been exchanged. 
 
Absences 
 
Short absences 
 
Where a child is registered to attend the school but is unexpectedly absent for a single session 
or short period, no action is necessary. 
 
Extended absences 
 
Where extended absence occurs for medical reasons, the school will work to support the 
family in the most appropriate way for the individual child.  It may be that keeping a place open 
may smooth the way for a phased return and the best approach for the needs of the child 
concerned. 
 
Extended absences for other reasons must be discussed in advance with the school.  Parents 
are encouraged to take family holidays/vacations during the school holidays, but if this is not 
possible, the request must be made in writing to the school including details of the dates of the 
proposed absence and the reasons for the request.   
 
A written response to the request will be made by the school.  Parents are advised that any 
request/absence for more than 6 weeks may result in their child’s place at the school being 
withdrawn and offered to another family.  
 
Withdrawing Offers of Nursery Places 
 
Change in Circumstances 
 
Parents are obliged to inform the nursery of any change of address  following an application, 
as this may affect the allocation of a place.  Failure to do this could result in an offered place 
being withdrawn. 
 



Once a place has been offered in writing there are limited circumstances in which the nursery 
can consider withdrawing the offer. If a place is offered on the basis of a fraudulent, or 
intentionally misleading application, or a parent has not responded to an offer within a 
reasonable time, the nursery may withdraw the place. These serious situations can only be 
considered with the full involvement and agreement of the Early Years Funding Team. 
 
LA monitoring of the government nursery education scheme requires the LA to 
ensure that no child is in receipt of more than their entitlement of nursery education. 
 
For further information regarding Cambridgeshire’s Nursery Education Funding Scheme 
please contact the Early Years Funding Team. 
 
Charging for Places 
 
With effect from September 2012 new regulations came into force, which allow schools to 
charge for spare places in maintained nursery classes and nursery schools.  Details of where 
this is available to parents and a copy of the relevant Charging Policy will be available from the 
school. 
 
Starting School 
 
Your child is eligible to start school the September following their 4th birthday, but legally must 
start the term following their 5th birthday.  
 

On receipt of your child’s school offer you may choose to take up this place: 
 

 Immediately i.e. from September; 

 On a part-time basis until the beginning of the term after their 5th birthday; or 

 To defer your child’s admission until the beginning of the term after their 5th birthday but 
not beyond the beginning of the final term of the school year for which it was made. This 
means, if your child is summer born they will need to start school in April to keep the 
place at the school offered. If your child does not start school in April you will need to 
apply in June for a Year 1 place with no guarantee of the same school being offered. 

 
You may seek a place outside your child’s normal age group if, for example, your child is 
summer born, gifted and talented or has experienced problems such as ill health. For more 
information on acceleration or deferrals please contact the Local Authority Admissions 
Team. 
 
We recommend all parents discuss these admission options with the school and their early 
years provider following receipt of their child’s offer letter. 
 
Parents who would like their child to continue in the nursery school or nursery class beyond 
this date, ie parents of children who are eligible to start in Reception year at school from 
the beginning of the Autumn Term, must make a fresh application for a place at the 
nursery school or nursery class for the new academic year. 


