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Sheffield Hallam University Nursery - Collegiate

Admissions Policy
Admissions Policy

At Sheffield Hallam University Nursery — Collegiate, we are committed to providing a high-quality,
welcoming, and sustainable childcare service for our university and local community. This
Admissions Policy explains how nursery places and sessions are allocated, how fees and deposits
are managed, and how government-funded early education hours are applied, ensuring our
processes are fair, transparent, and compliant with relevant guidance.

Applying for a Place

We welcome children from six months of age. The nursery is registered to care for up to 72
children at any one time, including a maximum of 12 children under the age of two.

To ensure we can meet each child’s individual needs and provide the best possible care, we ask
parents and carers to share key information before a place is offered. Prior to your child starting at
the nursery, you will be required to complete and sign a registration form and contract.

These forms allow us to collect essential information, including:
e Your child’s name, date of birth, and address
« Parent/carer contact details
« Emergency contact details
o Dietary requirements and medical information
e Collection arrangements
« Session choices and fees
o Doctor and health visitor contact details

We also ask parents and carers to inform us of any additional support needs, such as special
dietary requirements or medical care plans. This enables us to make appropriate arrangements in
advance and ensure your child is fully supported from their first day.

How Places Are Offered

We aim to allocate nursery places fairly and transparently. When places become available, the
following factors are taken into consideration:
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o Whether a parent or carer works at, or studies with, Sheffield Hallam University

e The date the application was received, with priority given to those who have been waiting
the longest

o Looked After Children, as defined under the Children Act 1989
« Availability of spaces and room occupancy

e Requests for full-time places may be prioritised over part-time requests where this supports
effective occupancy

« Children who already have siblings attending the nursery
« Children attending on a fee-paying contract may be prioritised over funded-only places

Free Early Learning (FEL)-only places are available; however, these are limited and reviewed on a
regular basis.

Contract Types
We offer the following contract options:
o A 47-week standard contract

« A 38-week FEL-only contract, which is limited to 5% of the total nursery places

Extra Sessions

Where availability allows, additional sessions outside of contracted weeks may be offered.
Information about these sessions will be shared with families in advance. Any extra sessions
booked will be invoiced separately at the end of each term.

Registration Fee and Deposit

A registration fee is charged to cover administrative costs and settling-in sessions. This fee does
not apply to FEL-only contracts.

A deposit is also required for fee-paying contracts. This deposit will be refunded through your first
invoice. Deposits do not apply to FEL-only contracts.
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Free Early Learning (FEL)
Government-funded early learning hours are available to eligible families:

« Eligible working parents can access funded hours from the term after their child turns 9
months old

« Eligible non-working parents can access funded hours from the term after their child
turns 2 years old

Funding is claimed over 38 weeks, in line with the nursery calendar. Any weeks outside of the
funded period will be charged at the daily rate.

Session patterns can be changed on a termly basis, in accordance with our terms and conditions.

Further information about Free Early Learning can be found at:
https://beststartinlife.gov.uk/

Extended Free Entitlement (EFE)

The government provides an additional 15 funded hours per week for eligible 3- and 4-year-old
children.

Extended Free Entitlement funding is claimed over 38 weeks, as outlined in the nursery calendar.

Any attendance outside of this funded period will be charged at the daily rate.

Working Parents Entitlement

From September 2025, children aged 9 months to 2 years who currently receive 15 funded
hours per week for 38 weeks will become eligible for 30 funded hours per week.

Further details are available at:
https://www.childcarechoices.gov.uk/
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Funding Start Dates

The term in which your child’s funding begins depends on their date of birth:

Child’s Date of Birth Funding Year Terms Included
1 January — 31 March 1 April — 31 March Summer, Autumn, Spring
1 April — 31 August 1 September — 31 August Autumn, Spring, Summer
1 September — 31 December | 1 January — 31 December Spring, Summer, Autumn

If you believe you may be eligible for funded hours, please apply through HMRC and provide your
eligibility code to the nursery as soon as possible.

Managing Child Absence

Child absences are managed in line with Local Authority guidance and funding requirements. Our
procedures are designed to prioritise your child’s safety and wellbeing.

If your child is absent from their agreed sessions, the following steps will be taken:

o First day of absence: If we have not been notified, we will contact you to check on your
child’s wellbeing.

« Three consecutive sessions or one week of absence: If we have been unable to make
contact, we will share our concerns with your child’s Health Visitor. If your child has a
named Social Worker or other support professionals involved, they will also be contacted.
At this stage, we will follow the Local Authority Code of Practice for FEL funding.

What Is and Isn’t Included in Nursery Fees and Funded Hours

Government funding covers the cost of high-quality childcare at the point of delivery. However, it
does not include certain consumables or additional services.

Additional charges apply for:
« Extra hours outside of funded or contracted sessions

« Additional activities, celebrations, or trips, which may be offered throughout the year and
charged on an ad-hoc basis, subject to staffing and uptake
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Parents and carers are asked to provide the following items for their child:

e A packed lunch

e Snacks (from September 2025)

e Nappies, nappy cream, wipes, and nappy sacks

This policy was adopted
on: 27/07/2021

Signed on behalf of the
nursery: C. E. Carroll

Date for review: January
2027
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