
Oldfield Pre-School Registered Charity No. 1018094 
 

Version 7.2  Page 1
  

 
A1 Admissions Policy v7.2 

Date agreed by Committee 12th January 2021 
Operational Date 13th January 2021 
Date last updated 3/12/2019 
Review Date September 2021  

 
1. Purpose 
To ensure that we have a fair, inclusive and clear system for admission to 
Oldfield Pre-School (the "Pre-School") in line with our constitution, that enables a balance between 
(1) the needs of the local children in any particular year and (2) the long term viability of the Pre-
School. 
 
2. Introduction 
2.1 Oldfield Pre-School has capacity for 20 children per session. Children can apply to attend for up to 
3 full days or 5 half days per week.  
 
Children are funded by Government Early Years Entitlement (GEYE) Funding to attend Pre-School 
from the beginning of the term following their 3rd birthday.  However, children may attend from the 
term they turn 3 (subject to spaces). Any sessions not covered by GEYE funding must be paid for by 
the parents/carers at the stated Oldfield Pre-School hourly rate. 
 
Whilst we state children can apply for a maximum 3 full days / 5 half days the admissions panel 
reserves the right to restrict this to enable children to start in September and January with at least 2 
sessions (for children turning 3 between 1st September and 31st March).  There are no guarantees of 
places for children who are eligible to start at Easter (children turning 3 between 1st April and 31st 
August) – these children are not eligible for GEYE Funding until the following September. 
 
The Pre-School will attempt to meet the requirements of all children who apply for places. However, 
in years where the Pre-School is oversubscribed we will prioritise applications using the following 
criteria: 
 

1. Children who are going to school the following September, and who have a sibling in year 5 
or below already at Oldfield Primary School or Cherry Grove Primary School; 

2. Children who are going to school the following September and who's permanent residential 
address is in Vicars Cross; 

3. Children who are eligible for GEYE Funding during the following pre-school year, in order of 
the term they are eligible (all children are eligible for GEYE Funding from the term after they 
turn 3 until they start school);   

4. Children with a sibling(s) in year 5 or below, already at Oldfield Primary School or Cherry 
Grove Primary School; 

5. Distance to the Pre-School from the child’s permanent residential address as measured by 
Google Maps; and  

6. Date of birth - older children taking priority over younger children (due to the different 
staffing ratio for 2 year olds). Should children be born on the same day and not be twins / 
multiple births, then alphabetical order of name will be used (surname first).  Twins / 
multiple births will not be split. 
 

The order of allocation of places is always subject to any admissions requirements associated with 
the GEYE Funding - as noted in the 'Rule book'. 
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2.2 The sessions will be allocated to maximise the number of children who can attend based on the 
number of children on the admissions list and the sessions which have been requested.  
Parents/carers are asked to state their preferred and any other possible sessions. Even some children 
at the top of the priority list will be given their “possible” sessions rather than their “preferred” 
sessions, to ensure we balance demand across the week, as this has staffing and budgetary 
implications. 
 
2.3 A minimum of 2 half day sessions (1 whole day) will be given to children.  Children must maintain 
the minimum of 2 half-day sessions (1 whole day) throughout their time at the Pre-School – 
otherwise their place will be withdrawn. 
 
2.4 Places are offered to children at the beginning of the term in which they turn 3 years old. 
Parents/carers would be responsible for paying for these sessions, which would be charged at the 
stated Pre-School hourly rate. 
 
2.5 If parents/carers choose to use their GEYE Funding with another provider, they will be charged 
for any sessions at the Pre-School at the stated Pre-School hourly rate. 
 
3. Principles 
 
We will aim to ensure: 

• We offer an accessible service to the Pre-School children living in our community; 
• We advertise our Pre-School in places accessible to all sections of our community; 
• That our admissions information is clear and accessible; 
• That we treat all applications on an individual basis, regardless of gender, special educational 

needs, disabilities, background, religion or belief and ethnicity; and 
• We are flexible about session patterns to accommodate the needs of individual children and 

families. 
 
4. Methods 
4.1 Parents/carers may register their interest in their child attending the Pre-School at any time after 
the child's birth, by completing a register of interest form and returning it to the Pre-School.  
Admission forms will be sent those parents/carers who have registered their interest at least 4 weeks 
before the deadline for applications to be received. 
 
4.2 Parents/carers of children requesting admission will be asked to complete an application form 
indicating their choice of preferred and other possible sessions and return it by the publicised 
deadline in the academic year before their child is due to start Pre-School. 
 
4.3 On receipt of the application form, the administrator will add the information contained therein 
to a ‘new admissions’ list. This information will include the name, DOB, address where the child 
resides, siblings at Oldfield Primary School, preferred sessions and any additional information. 
 
4.4 Once all application forms are received, the administrator and a committee member will 
undertake an initial allocation of children.  This allocation will be reviewed by the Pre-School 
admissions panel, consisting of 2 staff members and 2 committee members. Where the Pre-School is 
oversubscribed, applications will be prioritised according to the following criteria: 
 

1. Children who are going to school the following September, and who have a sibling(s) in year 
5 or below already at Oldfield Primary School or Cherry Grove Primary School; 
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2. Children who are going to school the following September and who's permanent residential 
address is in Vicars Cross; 

3. Children who are eligible for GEYE funding during the following pre-school year in order of 
the term they are eligible; 

4. The child has a sibling(s) in year 5 or below already at Oldfield Primary School or Cherry 
Grove Primary School;  

5. Distance to the Pre-School from the child’s permanent residential address as measured by 
Google Maps; 

6. Date of birth - older children taking priority over younger children, (due to the different 
staffing ratio for 2 year olds).  Should children be born on the same day and not be twins / 
multiple births, then alphabetical order of name will be used (surname first).  Twins / 
multiple births will not be split; and  

7. Children residing outside Vicars Cross, who do not have a sibling at Oldfield or Cherry Grove 
Primary Schools . 
 

4.5. Whilst every effort will be made to offer the preferred sessions requested, it may be necessary 
to offer alternative sessions. Parents/carers will be informed in writing, of the start date and sessions 
offered, by the stated deadline in the academic year before their child is due to start at Pre-School. 
 
4.6 Attention will be paid to the additional information parents/carers include within the application 
form so that we can accommodate the needs of the individual children and families as best as is 
possible. 
 
4.7 Applications for admission received after the advertised deadline will be treated in accordance 
with the allocation of extra sessions which subsequently become available. If more than one 
application has been received when sessions become available, sessions are allocated in the same 
priority order as applications that are received on time. 
 
4.8 All places are offered subject to us knowing and being able to meet any additional or medical 
needs of the applicant.  The Pre-School will make every reasonable effort to ensure that we can meet 
the needs of all children to whom we have offered a place, and we have a history of accepting 
children with additional or medical needs. 
 
5. Appeals and Review 
 
5.1 The administrator will review an application if new information is provided in relation to sessions 
required, and will request assistance from the Pre-School admissions panel if necessary.  The reasons 
for any decisions made will be documented. 
 
5.2 Oldfield Pre-School Committee will review written appeals if parents/carers are dissatisfied with 
the sessions they are offered. 
 
5.3 The decision of Oldfield Pre-School Committee is final. 
 
6. Changing sessions and leaving 
 
6.1 Parents/carers wishing to change or increase sessions should apply in writing (email is 

acceptable).  All requested changes to sessions are logged on the requests list.  Swaps will be 
undertaken immediately if spaces are available.  Increases in sessions are actioned in the priority 
order listed in paragraph 7.1. 
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6.2 Parents/carers must provide at least 4 weeks' written notice if they wish to reduce sessions. 
 
6.3 Parents/carers wishing to terminate their child's attendance at Pre-School or reduce their child's 
sessions should provide at least 4 weeks' written notice. 
 
6.4 If children consistently fail to attend their regular sessions without reason or explanation their 
sessions may be offered to another child.  If these sessions are covered by GEYE Funding, then we are 
obliged to report this to Cheshire West and Chester Council (CWAC) who operate the GEYE Funding.  
Irregular sessions will be interpreted as attending less than half their regular sessions during a half 
term or three weeks continuous absence without explanation. Attempts will be made to contact 
parents/carers before sessions are reallocated.  GEYE funded sessions may only be reallocated with 
the consent of CWAC. 
 
7. Allocation of extra sessions which subsequently become available. 
 
7.1 Occasionally during term-time extra sessions become available and will be offered to 
parents/carers using: 

• Any admissions requirements associated with the GEYE Funding - as noted in the Rule book; 
and 

• Where there is no specified priority in the Rule book, the following criteria (in the following 
order of priority) will apply: 

 
1. Children who have previously had their place Pre-School deferred* and are able to take up 

their place immediately; 
2. Children who have moved into Vicars Cross after the admissions deadline (some evidence 

may be requested to authenticate the date of the move), and the child starts school at the 
end of the pre-school year, then a maximum of 2 sessions will be offered subject to space; 

3. If there are less than 17 children in a session, then children who have previously requested 
additional sessions (and are therefore on the requests list for additional sessions) and can 
take them up immediately are offered sessions that bring the session up to a maximum of 17 
children in the session. 

4. If sessions are dropped such that we become overstaffed in a session (e.g. the 18th child 
drops out leaving us with 4 staff when we only need 3 staff), then those sessions are offered 
to children on the requests list for additional sessions who can take up the sessions 
immediately; 

5. If there are 17 or more children in the session, and the Pre-School is predicted to make 
within 10% of the budgeted surplus (excluding fundraising monies), then available sessions 
are offered to children who have previously had their place at Pre-School deferred, 
irrespective of whether or not they are able to start immediately, with a maximum of 2 
sessions will be offered subject to space.  Should there be a predicted reduction greater than 
10% of the budgeted surplus then sessions should be allocated to children on the requests 
list who can take up the sessions immediately, until the Pre-School is within 10% of the 
budgeted surplus; 

6. Any existing children who have previously requested additional sessions (and are therefore 
on the requests list for additional sessions) and can take them up the following term; 

7. Any new children where the application form was received after the admissions deadline 
(but the child's permanent residential address was already in Vicars Cross) and the child 
starts school at the end of that pre-school year; 

8. If there are still spaces, then sessions are offered to all those who are currently attending the 
Pre-School and are prioritised in the following order: 

a. Children who currently have 2 sessions at Pre-School. 
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b. Children who currently have 3 sessions at Pre-School. 
c. Children who currently have 4 sessions at Pre-School. 

9. Children can attend permanent sessions a maximum of 3 full days or 5 half days.  If there are 
spaces, children can add additional regular sessions over and above the permanent 
maximum where there are spaces available.  The Pre-School would give 4 weeks' written 
notice if any additional regular sessions needed to be returned to new starters; and  

10. Any new children where the application form was received after the admissions deadline and 
the child is eligible to continue at pre-school for another year (these children are placed on a 
waiting list). 

 
Where two or more children wish for additional sessions and come under the same point above 
(e.g. deferred children), and there are insufficient sessions for all children, then sessions are 
allocated based on the following criteria (in the following order of priority): 
 
1. Children who are going to school the following September, and who have a sibling(s) in year 

5 or below already at Oldfield Primary School or Cherry Grove Primary School; 
2. Children who are going to school the following September and who's permanent residential 

address is in Vicars Cross; 
3. Children who are eligible for GEYE Funding during the following pre-school year in order of 

the term they are eligible;   
4. The child has a sibling(s) in year 5 or below already at Oldfield Primary School or Cherry 

Grove Primary School; 
5. Distance to the Pre-School from the child’s permanent residential address. As measured by 

Google Maps 
6. Date of Birth – older children taking priority over younger children, (due to the different 

staffing ratio for 2 year olds).  Should children be born on the same day and not be twins / 
multiple births, then alphabetical order of name will be used (surname first).  Twins / 
multiple births will not be split. 
 

*Children are deferred if their form is received before the admissions deadline, but there are 
not enough spaces available to offer a session through the standard admissions process.  
 
Change Log 

Date 
 

Version Changes Made & Reason Changes 
Made By 

28/11/2011 1 Clarified Policy CFB 
07/01/2013 2 Addition of catchment of Vicars Cross to give priority to local children.   

How to allocate sessions when there are more sessions requested 
than places available. 
Updating of format and layout to become consistent with new policies 

CFB 

08/04/2013 3 Clarification of admissions priority and maximum sessions to be 
offered to cope with years when pre-school is very over-subscribed. 
Clarification that priority is given to children who go to school the 
following September. 
Clarification that Easter starters are not guaranteed a place. 

CFB 

22/07/2013 4 Increasing the ability of deferred children to be offered a place at pre-
school, without harming the surplus.  Less than 17 children – sessions 
are offered out to those who can take immediately (3 staff), 18 or 
more children (4 staff) – sessions can be offered to deferred children. 
Adding Date of Birth as a differentiator when you have lots of children 
with the same siblings, start term, and distance from pre-school. 

CFB 

06/08/2013 4a Re-order of extra session allocation in conjunction with admissions 
committee. Correction of typos 

CFB 
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10/02/2014 5 Updated to state that a Minimum 2 half day (1 whole day) session to 
be offered irrespective of age – and must be attended or place is 
removed 

CFB 

17/04/2014 5.1 Removed paragraph in section 4 that related to 1 half-day session – 
this deletion was missed when creating version 5.  Clarified that 
children living outside Vicars Cross are only allocated spaces after all 
other children have been allocated a space. 

CFB 

20/06/2014 5.2 Allocation of spaces has to take into account any conditions in the 
Free Early Years Entitlement Funding ‘Rule Book’ – and these take 
priority 

CFB 

09/01/2015 6 Clarifying parents are requested to put preferred and possible 
sessions. 
2 step admissions allocation process – administrator + 1 committee 
member, before full admissions panel 
Places are offered subject to being able to meet additional / medical 
needs 
Updated appeals / review to enable administrator to deal with simple 
queries without having to convene an admissions panel. 
More details in changing sessions / leaving 
Updating section 7 to clarify level of acceptable budget impacts, what 
will happen if sessions are dropped that impact on staffing levels 

 

06/12/2016 7 Grammatical improvements and clarifications HD & 
CFB 

17/01/2019 7.1 Corrected footers CFB 
3/12/2019 7.2 Change FEYE to GEYE (Government Early Years Entitlement) General 

Clarification. 
CFB 

   

This policy was adopted at a meeting of Oldfield Pre-School name of 
setting 

Held on 12/01/2021 (date) 

Date to be reviewed September 2021 (date) 

Signed on behalf of the management 
committee 

 

Name of signatory Claire Brewer 

Role of signatory (e.g. chair/owner) Secretary 
 


