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Admissions Policy  
 

1.0 Purpose and scope of policy 
 

This policy sets out the principles, procedures and criteria governing admissions to Kingsley Explorers 

Nursery. It applies to all prospective families and to all staff involved in admissions decision-making. 

2.0 Our commitment 
 

Kingsley Explorers is committed to: 

• Offering a fair, transparent and timely admissions process 

• Ensuring places are allocated in line with published criteria 

• Supporting families to make informed choices about early years education 

• Managing progression to Reception in a clear and equitable manner 

 

3.0 Equality, Diversity and Inclusion 
 

All applicants for admission will be treated equally, irrespective of their, or their parents', race, sexual 

orientation, nationality or ethnic or national origin, religion or belief, gender assignment or any disability. 

Applicants will also be treated equally in respect of their parents' age, gender or marital or civil 

partnership status.  

4.0 Definitions 
 

For the purposes of this policy: 

• Full-time place: A place covering the full weekly sessional offering of the nursery. 

• Session: A defined morning, afternoon or full-day attendance period as published in the nursery’s 

fee schedule. 

• Sibling: A brother, sister, half-sibling, step-sibling or child living permanently in the same 

household. 

• Deposit: A £500 payment securing a place, refundable in accordance with the terms set out in 

this policy. 

• Government-funded hours: Early education entitlement for eligible 2-, 3- and 4-year-olds as 

defined by national and local authority guidance. 
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5.0 Preconditions for Admission and Selection  
 

The preconditions for admission are that: 

• The child is of the appropriate age 

• The child has the correct immigration status in the UK 

• Fees (if applicable) at a previous nursery have been paid; 

• The child’s learning difficulties, disabilities and other special educational needs (if any) have been 

fully disclosed at the point of registration to the nursery  

• The nursery is able to provide adequately for any disability or special educational needs (if any) 

the child may have, making reasonable adjustments as necessary 

• The nursery, having made reasonable adjustments, has the capacity to cope with any disability 

the child may have. 

6.0 Process for gaining a place at the nursery 
 

Enquiries 
Parents are encouraged to enquire well in advance of their preferred start date, providing the intended 

start date and the child’s age at that time. Families may attend an open day, tour the nursery or meet the 

Nursery Manager, or a combination of these opportunities. 

Registrations 
To register for a place, parents must: 

• Complete the online registration form 

• Pay a £50 registration fee (unless accessing only government-funded sessions) 

• Indicate the number of sessions required 

If the nursery is oversubscribed, registrations are prioritised as follows: 

1. Children requiring full-time places 

2. Children with siblings at Kingsley Explorers or Kingsley Preparatory School 

3. All other children, in order of registration 

 

Confirmation of place 
Kingsley Explorers will confirm a place for the child, if one is available, within two weeks of receipt of 

registration and issue a confirmation of place letter which will confirm start date and sessions required. 
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Acceptance of place 
Parents must sign to accept the place within two weeks of receipt of the confirmation letter and pay a 

deposit of £500. The deposit is non-refundable if the child does not take up the place at the Nursery.  

Settling in 
Children may attend a taster session as part of their settling-in process before their start date and this will 

be arranged directly with parents following receipt of the deposit. 

For full details on the taster session, please see the nursery’s settling in procedures. 

Notice periods 
Two months’ notice is required for withdrawal, except when a child leaves at the usual transition point to 

school. Failure to provide notice will result in forfeiture of the deposit. 

7.0 Fees, Funding and Payment Terms 

Fees 
Fees are published annually and may be subject to review. Fees cover the cost of care, staffing, meals 

during the booked sessions and core provision. Additional charges may apply for meals outside the 

booked sessions, consumables, trips or optional extras. 

Government-Funded Hours 
Families accessing only government-funded sessions: 

• Do not pay the registration fee 

• Will have their deposit returned by the end of the first month of attendance 

• Will forfeit the deposit if they do not take up the agreed place  

Payment Terms 

Fees must be paid in accordance with the nursery’s published payment schedule. Persistent 

non-payment may result in the withdrawal of a place. 

8.0 Data Protection 
All admissions information is handled in accordance with the Warwick Schools Foundation Data 

Protection Policy and relevant UK GDPR requirements. 

 


