
Admissions Policy  

 Principles  
This policy sets out how the admissions system works for Little Elms Preschool. 
Little Elms is committed to providing a fair and open admissions system where each 
applicant is considered fairly and objectively.  
We aim to deliver flexible care and education in a way which supports all parents, assists 
those who work and those seeking to work. We offer places in line with guidelines set out by 
SCC regarding lengths of sessions.  
We are committed to all families having equality of opportunity and including children of all 
needs. Please see our Equality Policy  
If you require any further help or explanation about anything contained here, please contact 
our office on 01359 240491 or info@littleelms.co.uk 

 Eligibility  
Any child can attend little Elm’s preschool, there is no catchment area.  
Parents should ensure an application to join form is completed so their child is included on 
our admissions list. 

Places are offered on availability. 

We are able to offer places to children taking up government funded hours and in addition to 
this, children can access more hours, but these will be fee paying places. 

Priority will be given to:  
• Looked after children (Children in Care) and previously looked after children 

(children who were looked after, but ceased to be so because they were adopted or 
became subject to child arrangements order or special guardianship order, 
immediately following having been looked after).  

• • children who are the subject of a recognised child protection plan (under current 
legislation and drawn up by social care services) where a specific school nursery 
placement is identified.  

A child who is a looked after child will always be admitted regardless of numbers in pre-
school. 

Number of Places  
We have 36 places daily ( ladybird 15) and (Bumble bee 21) for 2, 3 and 4 year olds, offering 
15 government funded hours per week in our 2  playrooms. Each playroom can offer 
additional paid sessions. Please ask at the office for further information about additional paid 
sessions. 
  
• The number of children that can be admitted to our preschool will depend on a number of 
things including how many children already attend our nursery, their ages, the amount of 
floor space we have and the staffing ratios we must have.  
• Wherever possible, we will try to give your child a place at nursery. Sometimes we may be 
able to offer you a place but the exact sessions you have requested may not be available. If 
this is the case, we will let you know, and we can have a discussion about what we offer.  
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• If there are no places available we will add your child’s name to our waiting list. We would 
also advise you to contact the Family Information Service on 0345 60 800 33 who will be 
able to support you to find a place for your child.  

Sessions and Charges  
• Our sessions run from 8.45-11.5 and 12.15-3.15pm in term time.  
• All parents are able to use their 15- and 30-hours funding between 8.45am and 

3.15pm, in 3 hour blocks.  
• Parents are also able to purchase an additional hour of care in breakfast club 

from 7.45am until 8.45 daily.  We also offer Afterschool club which runs from 
3.15-6pm. 

• If your child attends a funded session, they will be given a light, healthy snack at a 
cost of      0.75p. 

Points of admission  
2 year olds – Ladybird room 
1. A place will be offered to them the term after their second birthday, subject to availability, if 
we have received your child’s eligibility ticket (Golden Ticket). You can find the full 2 year old 
eligibility criteria on the Suffolk County Council Website.  

2. Any 3 year olds unable to take a place in the nursery classes will be offered places next.  

3. Fee paying children, aged two, three or four will next be offered places when available 
and will be eligible as soon as they turn two.  

All 3 and 4 year olds become eligible for Early Education Funding from the start of the term 
following their third birthday, the current offer is for 15 hours funded entitlement.  
Children on our admissions list are offered in order of waiting list. 

30 hours entitlement  
In addition some children aged 3 and 4 are eligible for an additional 15 hours funded 
entitlement; this is known as the 30 hours provision. These are offered to children on a first 
come first served basis when parents bring the eligibility code to the office and where there 
is suitable availability.  
• • Your child will be aged 3 or 4  
• • Both parents must be working, or the sole parent is working in a lone parent family  
• • Each parent earns on average, a weekly minimum equivalent to 16 hours at 

National Minimum Wage or National Living Wage  
• • Each parent must have an annual income of less than £100,000  
• • You live in England.  

Stretched Offer  
We do not offer the stretched offer solely in pre-school. 
However, parents can choose to stretch their entitlement over two settings. Parents are 
advised in this instance to share their hours regularly between the two settings as we feel 
this is the best for our children. We work with other settings and childminders so that parents 
can access their 30 hours entitlement with other early years providers. 

Purchased Hours  
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Parents can purchase additional sessions if there is availability.  
We provide breakfast time sessions 7.45am –8.45am at a cost of £5.50 this includes a 
breakfast of fruit, cereal and toast.  
After school sessions (3pm – 6pm) can be purchased at a cost of £5. This can be booked at 
the pre-school office.  
Additional sessions of childcare can be purchased at £18 per 3-hour session for 2-year olds, 
3- and 4-year olds and should be booked through the office.  
Please see our Fees policy for further details and non-payment of fees schedule. 

Days off for illness, holiday or other reasons cannot be refunded, unless exceptional 
circumstances are agreed with the manager. Pre-School closure due to exceptional 
circumstances such as severe weather will not be refundable.  

We reserve the right to reallocate a place following a period of 4 weeks non-attendance or 
non-payment of costs.  
We accept payment by childcare vouchers and tax-free childcare – please ask for the 
scheme details.  

Occasional bookings for additional sessions should be made through the main office and are 
subject to availability. Payment for these will be added on to your half term invoice. 

We recognise that the cost of registered childcare and education may seem expensive to a 
parent/carer. However, providing a high quality, safe and stimulating service is costly and to 
ensure the continued high standards and sustainability of the service, we must ask parents 
and carers respect our policy in respect of fees.  

When a parent/carer contacts the setting enquiring about a place for their child, the 
administration process will be explained. They will be informed whether there is currently a 
place available for their child and/or when a place may become available.  

If a place is available, the parent/carer and the child will be invited to visit the setting. This is 
an ideal opportunity for parent/carers to ask questions about the setting. If the parent/carer 
agrees to abide by all the terms and conditions of administration, including the level of fees 
and arrangements for payment, they will be asked to arrange a pre-sessional visit and a 
start date for the child will be agreed.  
Inductions visits are arranged to enable the child to settle in at little Elms preschool and 
offered free of charge.  
If there is no availability at the time of inquiry a child can be added to our waiting lists if the 
parent is happy to do so. 
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