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‘Believe, Work Hard, Achieve’ 

             

 
NURSERY ADMISSIONS POLICY 
 
Aim: 
The subject of this policy is to outline the procedure for admission into the nursery at Kells Lane Primary School 
(hereafter known as the nursery). 
Kells Lane Primary School (hereafter known as the school) is responsible for setting its own Admissions Policy and we 
aim to have a clear, consistent and fair admissions procedure for all, particularly where there are more applications 
than places available.   
 
The Governing Body of the School reserve the right to withdraw or amend this policy at any time. 
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1. Places Available 

 
There are 52 nursery places available in total.  The structure of the groups are as follows:  

• 26 x 2.5 days (Monday, Tuesday full days and Wednesday morning)   

• 26 x 2.5 days (Wednesday afternoon, Thursday and Friday full days)   
 
The School will make the overall decision on which group children will be placed into, determined by oversubscription 
criteria. 
 
2. Application to Nursery: 

 
Application forms are available on the school website (www.kellslaneschool.org) or from the school office. (Appendix 
1) 
The closing date for applications is 31st January in the year of your child’s admission into nursery (based on a standard 
September intake).  Offers of places will be made to parents via letter by the end of February in the year of your child’s 
admission into nursery.  Applications can be made as early as birth and these applications will be held in pre-admission 
until the child is of the relevant age. 
 
Applications made after the deadline will be considered after those received by the closing date have been processed 
providing there are places available. 
 
A child is not eligible to start nursery until the term following their third birthday.  A child who is three years old by 
31st August will normally be admitted into nursery in September following their 3rd birthday depending on available 
places. 
 
 
 

http://www.kellslaneschool.org/
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3. Nursery Intake and 30 Hour Entitlement 
 

It is always desirable to fill nursery spaces at the beginning of the academic year. Therefore, there will be only one 
official nursery intake during a school year and that intake will be at the beginning of the Autumn term in September.  
In the unlikely event that insufficient applications are received to fill the nursery in September, then a second intake 
will occur in January and if necessary, a third intake after Easter.  Applications for nursery from the following academic 
year will be brought forward and certain eligible children born between 1 September and 31 December from that 
cohort will be offered an additional two terms in line with the oversubscription criteria outlined in this policy.  Should 
spaces still be available at this point, certain eligible children born between 1 January and 31 March from that cohort 
will be offered one additional term in line with the oversubscription criteria as previously stated. 
The additional intakes will only take place if the nursery has available spaces.  Should the nursery reach capacity at the 
beginning of the Autumn term, there will be no additional intakes for that academic year. 
 
All admitted pupils are entitled to 15 hours of nursery provision within school for a total of 38 weeks per year.  Some 
working parents are entitled to 30 hours of extended provision depending on eligibility (Appendix 2) 
https://www.gateshead.gov.uk/article/2710/Free-30-hours-childcare-entitlement-for-working-families. 
Applications for 30 hours of provision must be made online at https://www.gov.uk/apply-30-hours-free-childcare 
during the term prior to your child’s admission date.  Once the family have received their verification code, this must 
be entered at section 3 of the Parent Declaration Form.  This form must then be presented to school as soon as possible 
so that the verification can take place in the term prior to the child’s admission date.  (Appendix 3) 
 
It is the responsibility of parents to reconfirm their eligibility code at the end of their award period as issued by HMRC.  
Failure to do so may restrict your child’s extended provision. 
 
4. The Nursery Admission Process 

 
1. When the initial offer letter is sent, parents will be asked to express their preference for a beginning of the 

week, end of the week or their intention to apply for 30 hours of extended provision. (Appendix 4).  Whilst 
every effort is made to comply with their request, this cannot always be guaranteed. 

2. Parents must confirm their acceptance of a place on receipt of the letter.  
3. Parents will be invited to a meeting to visit the nursery and meet the staff, discuss their child’s needs and ask 

any questions they may have. (During COVID-19 restrictions, a meeting is not possible. Contact will be made 
by telephone and relevant information will be sent to families by post). 

4. All families will be offered a home visit prior to their child’s start date.  The home visit helps the child to make 
connections between home and school and to settle confidently. (During COVID-19 restrictions, home visits 
are not possible). 

5. The induction period into nursery will be led by the child and in agreement with the parent.  Some children 
may settle very quickly and attend their full sessions immediately; some children may take a little longer to 
settle and may need more induction sessions which will include visits with their parent and shorter sessions. 

6. Most children will attend the nursery for three terms prior to full time school in Reception.  The transition 
into Reception is not automatic and parents need to apply for the primary school that they wish their child 
to attend.  It is expected that most parents who apply for a place at Kells Lane Nursery do so with the intention 
of applying for a Reception place at Kells Lane Primary School.  However, admission into the nursery will not 
result in any preferential treatment in terms of priority of application into Reception. 

 
5. Structure of the Day 

 
Children will attend for 15 hours across 2.5 days; 

• Monday and Tuesday 8.45am – 3.00pm 

• Wednesday 8.45am – 11.15am 
Or 

• Wednesday 12.30pm – 3.00pm 

• Thursday and Friday 8.45am – 3.00pm 
 

Children in receipt of 30 hours of extended provision will attend Monday – Friday, 8.45am – 3.00pm. 

https://www.gov.uk/apply-30-hours-free-childcare
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During the full days in nursery, parents have the choice of either paying for a school lunch at a cost of £2.40 per day, 
or providing a packed lunch from home.  Children will have their lunch in a fully supervised setting followed by a 
playtime in line with the Early Years Statutory Framework. 
 
6. Allocation of Places and Oversubscription Criteria 

 
The following order of priority is used to decide upon eligibility for a place, where the number of applications exceeds 
the number of places available: 
 

1. Looked after children (LAC) or previously LAC who immediately after being ‘Looked After’ become subject to 
an Adoption, Residence or Special Guardianship Order and/or are in the care of the local authority. 

 
2. Pupils who live in the school catchment area and have a sibling already attending Kells Lane Primary School 

and who will still be attending the school on the expected admission date into Nursery.  

For the purpose of admission, siblings are deemed to be brothers and sisters, step brothers and sisters, 
adopted brothers and sisters and other children who reside permanently in the household and are treated as 
siblings.  As a tie breaker, multiple births will be treated as one admission. 

 
3. Pupils who reside within the catchment area of the school or where firm evidence can be provided that they 

will do so by the proposed admission date (i.e. Mortgage offer letter). 
 

Where a child is resident with parents at more than one address, the address used for admission purposes 
shall be the place at which the child spends the majority of the school week (Monday – Friday) during term 
time.  Where there is a clear 50/50 split, parents must decide on the registered home address. 
Registered in catchment 
Parents will be asked to provide evidence of residency if the Nursery is oversubscribed.  Evidence will comprise 
of the child’s birth certificate and a utility bill/council tax bill dated within 3 months of criteria selection.  In 
the case of a false address being submitted, any offer of a Nursery place will be withdrawn. 

 
4. Pupils who live outside of the school catchment area but have a sibling already attending Kells Lane Primary 

School and who will still be attending the school on the expected admission date into nursery.  
 

5. Pupils with exceptional medical or social needs supported by evidence in appropriate professional or medical 
reports that specifies the school name applied for.  

Evidence must be a written statement by a professionally involved third party such as a Doctor or Social 
Worker.  This written statement must be submitted prior to the application deadline of 31 January in the year 
of the child’s admission into nursery.  This will be treated confidentially. 

 
6. Children of UK Service personnel.   

A place will be allocated in advance of the family arriving in the area provided the application is accompanied 
by an official letter that declares a relocation date and a unit postal address or quartering area address. 

 
7. Applications from children who meet none of the above criteria. 

 
If in any category, there are more children than places available; places will be determined by distance from school as 
measured in a straight line from the centre of the home residence to the school’s main entrance, with those closest 
to the school given priority. 
 
7. Right of Appeal 

 
The decision to refuse a place into nursery is determined by the Governing Body of Kells Lane Primary School, based 
on the application of the admission criteria and is final.  There is no right of appeal against the decision. 
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Appendix 1: 

 

Criteria Selection (official use only) 
 

Kells Lane Primary School – Nursery Application Form 

Child’s Surname: Child’s Forenames: 

Date of Birth: 

 

Gender:    Male          Female     Not Disclosed   

Address: 

 

Postcode: 

 

Home Telephone No: 

Any Special Needs identified: 

 

Name(s) and Age(s) of Siblings Living at Home 

 

GP Name and address: 

 

Is your child a ‘Looked After Child’ by means of Adoption Order, a Residence Order or a Special Guardianship Order 

through a Local Authority: 

 

 

PARENTS Parent/Carer 1 Parent/Carer 2 

Full Name and title:   

Mobile Number:   

Address (if different from child)  

 

 

Serving member of HM 

Forces (Please state Y or N) 

  

Signature: 

Date: 

  

 

Please send completed forms to:  Kells Lane Primary School, Kells Lane, Low Fell, Gateshead, Tyne and Wear NE9 

5HX or by email to traceyskinner@klps.org.uk  

Your child cannot be considered for admission until the term following their third birthday, and a place will often not 
be available until the September following their third birthday. 
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IMPORTANT: details of conditions relating to nursery places. 

There is no statutory right to a nursery place.  If places are oversubscribed, the school will apply its own admissions 

criteria (see Nursery Admissions Policy) to determine which children to admit.  If a child cannot be offered a place, 

there is no right of appeal against the decision.  Although attendance preference can be requested, the final 

placements of the children will be at the discretion of the school.  A child will be expected to complete their nursery 

terms and remain in the nursery class until they are eligible to transfer to full provision in a Primary School following 

an application by parents.  Regular attendance is expected.   The time for transfer from nursery to a Reception class is 

at the beginning of the Autumn Term following the child’s fourth birthday.  In very exceptional circumstances, the 

Headteacher may delay entry into Reception to the beginning of the Spring Term. This will only occur if deemed to be 

in the best interests of the child and after discussion with parents.   

 

Should any of your details change, please ensure that the school is notified. 

 

                

 

Office Use Only: 

Application Received date  

Eligible Start Date (if spaces)  

Actual Start Date  

Sessions:  

 

Monday Tuesday Wednesday Thursday Friday 
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Appendix 2:  

 

Eligibility Criteria for 30 Hours of Extended Provision 
 
The extended free childcare entitlement was made available to parents/carers of three and four-year-olds from 
September 2017 where:  

• Both parents are working (or sole parent in a lone parent family) and each parent/carer earns on 
average:  

- A weekly minimum equivalent to 16 hours at national minimum wage (NMW) (for under 25 
year olds) or national living wage (NLW) (if over 25 years old), and  

- Less than £100,000 per year.  
 
OR  

• Both parents are employed but one or both parents is temporarily away from the workplace on parental, 
maternity, paternity or adoption leave or statutory sick pay, or  

• One parent is employed and the other parent has substantial caring responsibilities based on specific 
benefits received for caring, or  

• One parent is employed and one parent is disabled or incapacitated based on receipt of specific benefits.  
 
Please Note:  

• Parents do not need to work 16 hours per week, but your earnings must equal at least 16 hours work at 
minimum wage/national living wage. This equates to a minimum income requirement for a parent/carer 
over the age of 25 of £115.20 a week, or for 21-24 year olds of £107.20 a week.  

 

• A parent/carer will be eligible if they expect (on average) to earn this amount over the coming three 
months: for example, for a parent/carer who is on zero-hours contract, they will qualify if on average 
they work two weeks out of every three, and when they are working they get 25 hours of work at the 
minimum wage.  

 

• ‘Parent’ means a person who has parental responsibility for the child. In cases where a parent has 
remarried or is living with a partner, the step-parent or partner must also meet the earning threshold.  

 

• Foster carers were previously only eligible for the extended entitlement for their own children (if they 
met the criteria); they were not eligible for children that they fostered.  However, from September 2018, 
Foster carers may be eligible for this entitlement for children they provide foster care for.  For more 
information, please contact the Gateshead Family Information Service on 0191 4335118. 
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Appendix 3:  

Parent Declaration Form 
 

 

 

1. Child’s details 
Child’s Legal Family Name: Child’s Legal Forename(s): 

Name by which the child is known(if different from above): 

Date of Birth:  Male/Female:  

Address: Post Code: 

FOR SCHOOL USE ONLY: 

Documentary proof of 
DoB Type (e.g. Birth 
Certificate, Passport): 

 Document recorded 
by (Name of staff 
member): 

 

Date document 
recorded: 

   

 

 

 

 

2. Details of Parents/Carers 
 Parent/Carer 1 Parent/Carer 2 
Legal Family Name:   

Legal Forename:   

Date of Birth   

NI or NASS Number   
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3. Your Child’s Eligibility 

 
Three- or four-year old application (Universal – 15 hours) 

 

 
Three- or four-year old application (Extended – 30 hours) 

 

 
If extended, please enter Voucher Code (required for all 30 hour 
applications) 

 

 

 

4. Disability Access Fund 

If your child is three or four, is receiving child disability Living Allowance and is receiving the free 

entitlement, he or she is eligible for the disability Access Fund (DAF).  DAF is paid to your child’s early 

years provider.  The purpose of DAF is to support providers to make reasonable adjustments and build 

the capacity of their setting to support children with disabilities. 

 

 
Is your child eligible for and in receipt of Disability Living 
Allowance (DLA)? 

 
Yes / No 

If your child is splitting their free entitlement across two or 
more providers, please nominate the provider where the local 
authority should pay the DAF:  

 

 

 

5. Early Years Pupil Premium 
Additional funding may be available through the Early Years Pupil Premium (EYPP), paid to early years 

providers for the provision of extra support for your child.  EYPP is used to improve teaching and learning 

facilities and resources to impact positively on your child’s progress and development.   

 

 
* Do you wish to apply for EYPP for your child? 

 
Yes / No 

*Please note eligibility criteria apply 

 

 

6. Provider and Attendance Details 

You need to agree and complete this declaration form with each setting your child attends for their 

early education entitlement to ensure that funding is paid fairly to each of them. 

 

Your child can attend a maximum of two sites in a single day and if your child attends more than one 

setting we will distribute the funding appropriately between the settings. 
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My child is attending the following settings during term time: 
 

Setting Name(s) 

Universal 
(U) or 

Extended 
(E) 

Please enter total free 
entitlement hours attended 

per day 

Total 
number 
of hours 

per 
week 

Number of weeks 
per year 

Mon Tue Wed Thu Fri 

A  Kells Lane Primary School        38 

B         

C         

Total Daily Free Hours Attended         

 
My child is also attending the following settings during school holiday time: 
 

Setting Name(s) 

Universal 
(U) or 

Extended 
(E) 

Please enter total free entitlement 
hours attended per day 

Total 
number 
of hours 
per week 

Number 
of weeks 
per year Mon Tue Wed Thu Fri 

A         

B         

C         

Total Daily Free Hours Attended         

 
 

7. Data Privacy 

The Data Protection Act 2018 and the General Data Protection Regulations 2018 puts in place certain safeguards 
regarding the use of personal data by organisations, including the Department for Education, local authorities, schools 
and other early education providers.  The Act gives rights to those about whom data is held (known as data subjects), 
such as pupils, their parents and teachers.  This includes: 
 

• The right to know the types of data being held 

• Why it is being held; and 

• To whom it may be disclosed 
 

Should you have any concerns relating to how your information or the information relating to your child/children is 
being or will be used, please contact your provider or Gateshead Local Authority.  Please note that information about 
whether a child is in receipt of Disability Living allowance is, under the Act, Special Category Data which should be 
handled appropriately.  Providers are asked to pay particular note to advice from the Information Commissioner’s 
office on holding personal data including sensitive personal data available at: 
 
https://ico.org.uk/for-organisations/guide-to-data-protection/principle-3-adequacy/ 
 
 

https://ico.org.uk/for-organisations/guide-to-data-protection/principle-3-adequacy/


11 
 

8. Parent/Carer/Guardian with Legal Responsibility Declaration 

Declaration: I (Name) ………………………………………………………………………………………………………………… 

 

Of (Address) …………………………………………………………………………………………….……………………………………… 

 
Confirm that the information I have provided above is accurate and true.  I understand and agree to the conditions set 
out in this document and I authorise Kells Lane Primary School and the following additional providers 

 

…………………………………………………………………………………… to claim free entitlement funding as agreed above on behalf of my child. 
 
In collecting your data for the purposes of checking your eligibility for the two-year-old or three- and four-year-old 
universal and extended free entitlements, Early Years Pupil Premium (EYPP) or Disability Access Fund (DAF).  
Gateshead Local Authority is exercising the function of a government department.  Gateshead Local Authority is 
authorised to collect this data pursuant to Section 13 of the Childcare Act 2006. 
 

 

Parent/Carer/Guardian with legal responsibility 

Signed 
 

Print name 
 

Date 
 

 

Childcare Provider 

Signed 
 

Print name 
 

Date 
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Appendix 4 

 

 
 
 

Kells Lane Primary School 
Kells Lane, Low Fell, Gateshead, NE9 5HX 

Tel: 0191 4334140 

 
Nursery Sessions – (Add Admission Term) 

 
Name of Child              
 
My session preferences for Nursery from XXXX are shown below: 
 
Please show on the table below, your first and second preference or intention to apply for 
30 hours of extended provision.   
 
Although we will endeavour to accommodate your request, we cannot guarantee this. 
 
 
Please return this form to school by XXXX at the latest. 
 Order of Preference 

Beginning of the Week (Monday, Tuesday 
and Wednesday morning) 
 

 

End of the Week (Wednesday afternoon, 
Thursday and Friday) 
 

 

I would like my child to attend the 
extended 30-hour provision.  I have read 
the criteria and will apply as necessary. 

 

Full days – 8.45am – 3.00pm 
Half Days Wednesday 8.45am – 11.15am or 12.30pm – 3.00pm 
Children in receipt of 30 hours of extended provision will attend for 5 full days. 

 
Signed               
 
====================================================================== 
I do NOT wish to accept the Nursery place offered to my child.  I understand my child’s 
name will be removed from the allocation list. 
 
Signed       Parent of        


