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1.0 Purpose of this Policy 
The purpose of this policy is to inform parents about the fair allocation of school nursery places and to 
provide clear information on how we prioritise children’s needs when allocating places. 
 
We have tried to mirror the school admissions policy as far as possible to smooth transitions to 
school. However: Please note the allocation of a nursery place in school does not guarantee a 
reception place. There is a separate admissions policy for school places. 
 
2.0 Basic Eligibility criteria 
 
2.1 The age of the child:  Children will be admitted to a school nursery for free nursery education on 
the relevant term following their third birthday. Children below eligible age will not be admitted. 
 
 

If your child is born between: They are eligible for a free place from: 

1 April and 31 August 1 September following their third birthday until statutory school age 

1 September and 31 December 1 January following their third birthday until statutory school age 

1 January and 31 March  1 April following their third birthday until statutory school age 

 
  
2.2 Once eligibility is established we will then offer places to children taking into account the 
additional priorities below.  
 
2.21 Priority 1 
a Children in public care or fostered under an arrangement made by the local authority. (see 

note 1) 
b  Children who are the subject of a Child Protection Plan 
c  Children with or without an Education, Health & Care Plan but who have Special Educational 

Needs, or with exceptional medical or mobility needs. (see note 2) 
 
2.22 Priority 2 
Children with brothers or sisters who will be at school at the start of the academic year and are living 
at the same address (see note 3).   
 
2.23 Priority 3 
Children of parents for whom Westgate is the closest school nursery to where they live (see note 5). 
This does not include any voluntary-aided schools which act as their own admission authorities. 
Neither does it include single-sex schools. 
 
If we have more applications than there are places, we will offer places first to children living nearest 
to the school nursery (measured in a straight line) (see note 4). If two children match in distance then 
they will be taken in age order – oldest first. Even if you meet this criteria for nursery, this does 
not mean that you will automatically be offered a place in reception class when you apply to 
the school. 
 
2.24 Priority 4 
We will give priority to parents who choose Westgate school nursery, when it is not the school nursery   
nearest to their home address (see note 5). 



 

 

If we have more applications than there are places, we will offer places first to children living nearest 
to the school (measured in a straight line) (see note 4), then to children in age order – oldest first. 
 
2.3 If we cannot offer children a place at this school nursery we will give them details of other school 
nurseries or voluntary, private, childminder or independent sector nurseries that have places available 
in the immediate area.  
 
3.0 Flexible provision  
From September 2017, all school nurseries may offer up to 30 flexible hours of nursery provision, 
subject to parents’ eligibility. The criteria for eligibility are: 

• Both parents must be earning the equivalent of 16 hours of the national minimum wage (or one 
parent if they are a lone parent family) 

• Neither parent must earn more than £100K per annum.  
Parents can check eligibility online here:  
https://childcare-support.tax.service.gov.uk/par/app/applynow and must provide proof of eligibility. 
 
3.1 At Westgate, we offer fully flexible provision, on a sessional basis. This can be made up of any 
morning or afternoon session (3 hours), or all day (6.5 hours). In addition, we offer access to our 
before and after school club (WOOSH) as part of our Nursery offer. All of these options are subject to 
availability at the time of admission. On any given day, there are 16 full day places, 10 morning 
places and 10 afternoon places available, along with up to 8 places in any given WOOSH session. 
 
3.2 School nurseries should make every effort to offer places as flexibly as possible provided it does 
not impact on the quality of the provision.  However not all school nurseries will be able to offer fully 
flexible places because of operational limitations. 
 
3.3 When organising admission School nurseries should not give preference to children who rank 
highly on admission criteria and choose to take the full 15/ 30 hours entitlement over those who rank 
on the same level but choose to take fewer hours.   
 
3.4 Furthermore, school nurseries should not give preference to children who rank highly on 
admission criteria and choose to take a sessional or less flexible entitlement over those who rank on 
the same level but choose to take the full 15/ 30 hours entitlement flexibly.  That is unless these are 
the only particular sessions available because the others are full. 
 
4.0 Additional Hours 
Parents are able to purchase additional hours of nursery provision on top of their free entitlement of 
either 15 or 30 hours, where there is availability. This is charged at the same rate as the funding we 
receive for the free entitlement. A separate charging policy is available which addresses the 
procedures for Nursery charges. 
 

https://childcare-support.tax.service.gov.uk/par/app/applynow


 

 

5.0 Lunch-time 
The 30 minute lunch slot forms part of the child’s free entitlement if he/ she stays all day. A school 
meal is available for children who do a full day and so stay between sessions. The charge for a 
school meal will be the same as the charge set out by Catering Leeds. There will be no charge for the 
meal for children who are eligible for Early Years Pupil Premium (EYPP). 
 
6.0 Before and After School Provision 
Parents can choose to use some of their free entitlement in our before and after school club, 
WOOSH, subject to availability. They may also pay for additional hours in the club if required, again 
subject to availability and at the standard rate (see Nursery Charging Policy). 
 
7.0 Admission of children after term start date 
Children may be offered a place at any time during the term. However, schools will not admit children 
after the beginning of the term if they are already settled at another setting to ensure smooth and 
consistent transitions, unless there is an identified significant need or risk in relation to the child which 
necessitates a move.  Specifically, children will not be admitted to the school at short notice solely to 
ensure their presence on the day of the headcount.  
 
8.0 Admission of children not fully continent 
While we strongly encourage parents to work towards children being fully toilet-trained before starting 
Nursery in recognition of our facilities and staffing ratios, children who still have continence issues at 
nursery admissions age will not be refused entry to the school nursery. 
 
9.0 Allocation of attendance patterns 
Sometimes, more families select a particular attendance pattern than we are able to accommodate. In 
these circumstances, the priorities for admission are applied. Where possible we also take into 
account working family circumstances, if parent working schedules mean that a particular attendance 
pattern is needed. 
 
9.1 Changes to attendance patterns 
Requests to increase a child’s funded hours can only be accommodated at the start of each term, up 
to the Friday before the termly Pupil Census. This is because funding for the term is based on 
attendance patterns on census day and cannot be increased in between these days. 
Other changes, such as days or sessions, may be made where they can be accommodated and only 
where they do not change the total number of funded hours accessed. 
 
10.1 Note 1 
Children who have been adopted from local authority care within the twelve months prior to applying 
for a school nursery place will also be included within the higher priority for looked after children. 
 
10.2 Note 2 
Applications in this category must be supported by a statement in writing from a doctor or other 
relevant professional.  This is necessary because you will be asking the Authority to assess your child 
as having a stronger case than other children.  Each case will be considered on its merits in 
consultation with the school concerned.  To receive this assistance you must contact the SEN 
Assessment and Provision Service on 0113 395 1035. 
 
  



 

 

10.3 Note 3 
For these purposes, brothers and sisters must be living at the same address as your child. Siblings 
refers to brother or sister, half brother or sister, adopted brother or sister, step brother or sister, foster 
brother or sister. The definition does not include cousins or other family members sharing a house. 
 
10.4 Note 4 
10.41 In Leeds we use a straight-line distance system. Leeds uses a national computer system to run 
the school admission system. As part of this system there is a program that measures the ‘straight-
line’ distance from the centre of the main school building to your home address.  The point they 
measure to at your home address is determined by the Royal Mail Postcode Address File.  This 
information provides the local authority with coordinates for every dwelling.  If they are not able to 
match your address with the Postcode Address File then they will use the centre of your dwelling. 
Westgate uses a publicly available online tool to measure straight line distance and assess eligibility 
for a nursery place against the Admissions criteria set out above. This does not mean however that 
if you get a nursery school place you will get a reception class place.  
 
10.42 In the unlikely event there are insufficient places for two (or more) children living in the same 
building (e.g. flats) or otherwise equidistant from the school, then any final place will be allocated by 
the drawing of lots. 
 
10.5 Note 5 
10.51 If you live in Leeds 
If you live in Leeds and your nearest school is a school in another local authority, then your nearest 
Leeds school by straight-line distance will be your nearest eligible school.  You can apply for any 
school but the nearest priority only applies to Leeds schools. 
 
10.52 If you don't live in Leeds 
If you live in another local authority and the nearest school to your home in a straight line is a Leeds 
community school nursery, we will give you the relevant priority under our admissions policy. 
 
If you live in another local authority and the nearest school to your home, by straight line, is a school 
not in Leeds you are still able to apply for a Leeds School but priority 4 will not apply.   
 
When we say the ‘nearest’ school, we do not include voluntary-aided (faith based) schools. This is 
because they apply their own admissions policies and, if they are oversubscribed, they mainly offer 
places based on the religion practised by the child and family.  We do not include single sex schools 
as nearest schools. 
 
11.0 Address 
For admission purposes, the home address is where the child usually lives with their parent or carer. 
You must not give the address of a childminder or relative. We will investigate any queries about 
addresses and, depending on what we find; we may change the school nursery we offer your child. 
When we make an offer, we assume your address will be the same in the month in which your child 
starts nursery as we have on record. If you plan to move house, you must still give your current 
address.  
 
12.0 Late Applications 
If you apply for a Nursery place after we have offered places, we are not able to apply the priorities 
outlined in this policy in the same way as we do to those applications received before offers are made 
each term. We will aim to offer places to late applicants as quickly as possible, once we have 



 

 

received confirmation of the acceptance of all offers made to ‘on-time’ applicants and based on 
availability. 
 

A place in a nursery does not guarantee a place in the school. 
 
13.0 Temporary School Site 
If a school has to move to a temporary site for any reason, such as the building being damaged by a 
fire, we will base our distance measurements on the school nursery’s permanent site. 
 
14.0 Starting Reception Age 
The School admissions policy has been amended to allow all children to start full time reception 
education in the September following their 4th Birthday. You must ensure your child receives an 
appropriate full time education from the term following their fifth birthday.  Almost all children start 
school in Leeds in the September following their fourth birthday.  If you want a later start date within 
the academic year you should discuss this with the school.  The child will then be eligible to attend 
extended free nursery education until the summer term when they must take up their place within the 
school reception class. If you wish the child to start in the term following their 5th birthday you may 
apply for your child to join the Reception class, rather than joining his/ her chronological year group 
(Year 1). Parents of children born between 1 April and 31 August 2019 may also apply to defer entry 
into reception until September 2024, but should still apply in the normal admission round for 2023, 
and indicate this on their preference form, and attach any evidence of the need for deferment from 
any associated professionals. The parent will be invited to a panel including early years education 
experts and head teachers where their individual case will be considered. This will ensure the 
opportunity to reflect on the long term impact of that decision, and balance this against the child’s 
current needs. 
 
15.0 Related Policies 
 

• Nursery Charges Policy  
• Leeds School Admissions Policy  


