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St Andrew’s Community Nursery School Admission Policy 2025/2026 

 
The Governing Body of the school is the admission authority for St Andrew’s Community 
Nursery School. The governors will admit one cohort of up to 26 children for 30 hours 
provision. This provision will be term-time only (an expected minimum of 38 weeks per 
year). This admission number has been agreed by the Governing Body and applies to the 
year 2025-2026.  
 
The nursery school admissions process for September 2025 is for children born between 1 
September 2021 and 31 August 2022. St Andrew’s operates a one term entry with all pupils 
starting in the September before their fourth birthday.   
 
To apply please complete the online application form which can be found on the school’s 
website at https://www.standrews.herts.sch.uk/ from Wednesday 29th January 2025 and 
submit by Friday 7th March 2025. 
 
If you are unable to complete and submit an online application form, please contact St 
Andrew’s School to obtain a paper application form. (Admin, St Andrew’s School,  Benslow 
Ln, Hitchin SG4 9RD – Tel: 01462 459160).) Paper admission forms must be handed into the 
school office by 7th March, 2025. 
 
Offers of places will be made to parents on Wednesday 26th March 2025.  The deadline for 
parents to accept or reject offers is Tuesday 22nd April 2025. 
 
Continued interest offers will be made after Tuesday 22nd April 2025. 
  
Places are offered according to the admission criteria, as set out below. 
 
Parents may apply to St. Andrew’s Community Nursery School in the year leading up to their 
child’s fourth birthday. A parent of a summer-born child who wishes to defer entry to 
Reception with their child to start primary school in the autumn term following their 5th 
birthday and to be educated ‘out of year group’ (i.e. in the Reception Year rather than Year 
1) may also apply for a nursey school place. 
 
However, if there are not enough places available, places will be allocated in the following 
order of priority: 
 
Category 1 

a) Children with an Education and Health Care Plan, which names the school, will be 
allocated a place in accordance with section 324 of the Education Act 1996. 
 

b) Children looked after and children who were looked after, but ceased to be so because 
they were adopted (or became subject to a child arrangements order or a special 

https://www.standrews.herts.sch.uk/
https://www.google.co.uk/search?q=St+Andrews+School+Hitchin&sca_esv=9931d7f4e0845048&source=hp&ei=W1VhZ9-tB_G3hbIP6Ib38Aw&iflsig=AL9hbdgAAAAAZ2Fja84JESALHxeCV-EzOx5vj7Inj8L-&ved=0ahUKEwifx7aFz66KAxXxW0EAHWjDHc4Q4dUDCBo&uact=5&oq=St+Andrews+School+Hitchin&gs_lp=Egdnd3Mtd2l6IhlTdCBBbmRyZXdzIFNjaG9vbCBIaXRjaGluMgsQLhiABBjHARivATIFEAAYgAQyBhAAGBYYHjIGEAAYFhgeMggQABgWGAoYHkj-SFAAWJ5GcAB4AJABAJgBc6ABkxGqAQQyMi4zuAEDyAEA-&sclient=gws-wiz
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guardianship order)*  
 
Other applicants where the following criteria are considered to determine priorities: 
 
Category 2 

Children who have a sibling at the school at the time of application, unless the sibling 
is in the last year of the normal age-range of the school. Note: the ‘normal age range’ 
is the designated range for which the school provides. 
 

Category 3 
Children whose parent 

(a) is a member of staff who has been employed at the school for one or more years 
at the time at which the application for admission to the school is made, and/or  

(b) is a member of staff employed at the school who has been recruited to fill a 
vacant post for which there is a demonstrable skill shortage. 

Category 4 

Any other children. 
 
Category 5 

 
After places have been allocated for 30 hours provision based on the categories 
detailed above, where there are remaining places available, governors reserve the 
right to allocate a limited number of places to children for 15 hours. 

 
Most places will be allocated in accordance with home-school distance. 
 
Tie-break Distances 
If any category is over-subscribed, the places will be determined in that category by the 
proximity of the child’s permanent home address to the school.  
 
Distance Measurement  
All distances will be by a “straight-line” measurement from the address point of each 
individual house to the address point of the school (address point data taken from Google 
maps). 
 

If there are two identical home to school distance measurements for the final place to be 
allocated, then the Governors will use random allocation in front of an independent 
witness in order to allocate it except that, if two applications are received from the same 
block of flats, the applicant with the lower door number     will be classed as nearest and 
offered a place because they are likely to be closer to the ground floor and, therefore, the 
school. 
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Funding 
 
In line with government funding, all children aged 3-4 can get 15 hours of nursery school fully 
funded. The additional 15 hours, making 30 hours, is also government funded but only if 
either parent does not have an individual adjusted net income exceeding £100,000 for the tax 
year in which they are applying for free childcare.  
https://www.gov.uk/apply-free-childcare-if-youre-working 
 
If either parent does have an individual adjusted net income exceeding £100,000 for the tax 
year, they will be required to pay for an additional 15 hours as set out in Appendix 1.  
 
You will be expected to pay for: 

• Meals 

• Consumables 

• Additional hours 

• Additional activities (such as trips). 
 
Attendance at the St. Andrew's Nursery School does not guarantee a place in Reception. 
 
See Appendix 1 for further information on additional costs. 
 
Admission Provider Agreement Information 
 
The school nursery provision adheres to the Hertfordshire provider agreement (2024): 

• The session will last for 6 hours. 

• The nursery school will contact the Early Years service where a child is absent for more 
than 20 days. 

• The school nursery will check a child’s eligibility for entitlements before offering a 
place at the nursery school. 

• A parent declaration form must be completed for every child claiming any Childcare 
Support entitlements. 

• If a parent falls out of eligibility for the 30 hours Childcare Support entitlement, the 3 
and 4 year old Childcare Support for all families (15 hours) place must still be offered. 

• The school can charge for meals and snacks as part of a Childcare Support place and 
also for consumables. These charges will be published and communicated clearly to 
families. 

• The school and governing body are responsible for setting their own policy on 
providing parents with options for additional charges, eg. allowing parents to provide 
their own meals or waiving/reducing the cost of meals or snacks. 

• The school will be fully inclusive and adhere to the early years foundation stage 
statutory framework and SEND code of practice. 

• The school understands that Childcare Support entitlement remains with the child and 
the school cannot claim notice periods from this entitlement. 

https://www.gov.uk/apply-free-childcare-if-youre-working
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• The school will share child data with Family Centres and HFL Education on request.   

• The nursery school will update their local offer within the childcare directory on a 
termly basis. 

 
Before a place can be offered, parents are required to provide the 30 hour eligibility code. 
https://www.gov.uk/apply-free-childcare-if-youre-working 
 
Parents must reconfirm eligibility every 3 months to ensure their code is still valid. If  
reconfirmation is missed and funding ceases, parents will be responsible for meeting the cost 
in line with Appendix 1. 
 
*Definitions and further explanations 

Category 1 Looked after children 

Looked After Children, including those who appear (to the Governors) to have been in state 
care outside England, and who ceased to be in state care as a result of being adopted. 
A ‘Looked After Child’ is a child who is: 

a) in the care of a local authority, or  
b) being provided with accommodation by a local authority in the exercise of their 

social services functions (section 22(1) of The Children Act 1989) 

All children adopted from care who are of compulsory school age are eligible for admission 
under Category 1. Children in the process of being placed for adoption are classified by law as 
children looked after providing there is a Placement Order and the application would be 
prioritised under Category 1.  
 

Children who were not ‘looked after’ immediately before being adopted or made the 
subject of a child arrangements order or special guardianship order will not be prioritised 
under Category 1.   

A ‘child arrangements order’ is an order regulating the arrangements for where, when 
and with whom a child is to live (section 8 of the Children Act 1989 (as amended by the 
Children and Families Act 2014)). 

A ‘special guardianship order’ is an order made under section 14A of The Children Act 1989, 
appointing one or more individuals to be a child’s ‘special guardian’ (or guardians)’. 
Children adopted who but appear (to the Governors) to have been in state care outside 
England. A child is regarded as having been in state care outside of England if they were in 
the care of or accommodated by a public authority, a religious organisation, or any other 
provider of care whose sole or main purpose is to benefit society.  
The Local Authority’s ‘Virtual School Head’ will be asked to verify all such applications.  All 
applications are considered individually but a successful application should include 
evidence that the child was previously cared for by the state outside England because he 
or she would not otherwise have been cared for adequately and has been subsequently 
adopted.  

https://www.gov.uk/apply-free-childcare-if-youre-working
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Category 2   Sibling 

A sibling includes a brother or sister, half-brother or sister, adopted brother or sister, or the 
child of the parent /carer or partner, or a child looked after or previously looked after and, in 
every case, living permanently in a placement within the home as part of the family household 
from Monday to Friday at the time of application. This does not include children temporarily 
living in the same house, for example, a looked after child in a short-term foster or bridging 
placement. 
 

A sibling must be on the roll of St. Andrew’s VA School, Hitchin at the time of application (or 
have been offered and accepted a place) and be expected to still be on roll at the time of 
admission.  

A sibling link will not be recognised for children living temporarily in the same house, for 
example a child who usually lives with one parent but has temporarily moved or a looked 
after child in a respite placement or very short term or bridging foster placement. 

If an applicant lives at more than one address, the sibling must also reside at the same address 
for the majority of the school week. The sibling’s address will be verified by the school. 

If a place is obtained for an older child using fraudulent information, there will be no sibling 
connection available to subsequent children from that family. 

Category 3 Children of staff 
 
This category is for children of members of staff employed directly by the school and does 
not include contract or agency staff. Staff must be continuously employed at St.Andrew’s VA 
School, Hitchin for one or more years when they apply for a school place. If a member of 
staff is recruited to fill a vacant post for which there is a demonstrable skill shortage, then 
their child will be ranked under this category from the time of appointment. 
 
Staff members applying under this category must provide:  

• evidence of their relationship with the child;  

• a letter from the headteacher of St. Andrew’s VA School Hitchin confirming they 
have been employed for a minimum of one year at the time of application or have 
been recruited to fill a vacant post with a demonstrable skill shortage. 

 
The child must be: 

• the staff member’s natural or adopted child who lives with them; 

• the staff member’s stepchild or child of a cohabiting partner who lives at the same 
address; 

• a refugee child living with the staff member. 
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To avoid doubt, a stepchild or child of a cohabiting partner who lives at another address will 
not be eligible for a school place under this category. 
 
Home Address 
The home address provided on the application form must be the child’s current permanent 
address at the time of application  
• “At the time of application” means the closing date for applications  
• “Permanent” means that the child has lived at that address for at least a year  
 
Where a family has not lived at an address for a year at the time of application, they must 
be able to demonstrate that they own the property or have a tenancy agreement for a 
minimum of 12 months and the child must be resident in the property at the time of 
application. If, because of the nature of the agreement, it is not possible to provide a 12-
month tenancy agreement, alternative proof of address will be requested and verified as 
necessary with Hertfordshire County Council’s Shared Anti-Fraud Service.  
It is for the Governing Body (as the admission authority) to determine the address to be 
used for admission purposes.  
 
The application can only be processed using one address. If a child lives at more than one 
address (for example due to a separation) the address used will be the one where the child 
lives for the majority of the school week. If a child lives at two addresses equally, 
parents/carers should make a single joint application naming one address.  
 
If the child’s living arrangements change after you apply and they now spend the majority of 
the school week living at a different address, you must provide evidence of the new 
permanent address. 
 
We may ask for proof of your address at any time. If, following an initial investigation and/or 
any investigation by /with the Shared Anti-Fraud Service, the county council concludes that, 
a fraudulent address has been used, correspondence confirming this decision will be sent to 
the applicant. We will explain the decision-making process and the action that will be taken 
with the application. We will also confirm which address will be used as the child’s 
permanent home address for admission allocation purposes. 
 
If a child’s permanent residence is disputed, parents/carers should provide court 
documentation to evidence the address that should be used for admission allocation 
purposes. If two applications are received, with different addresses, neither will be 
processed until the address issue is reconciled.  
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For information on charges, please see appendix 1. 
 
For information on unsuccessful applications, please see Appendix 2. 
 
Appendix 1 
Nursery Charges 
 

 Costs 

Daily lunch  £2.68 per day 

Additional hours £6.50/hour 

Trips and visits Costs to be determined for each trip/visit 
and information shared with parents.  

 
The school will give parents a term’s notice if there are any changes to any costs charged 
(see above). 
 
Please note that the children may provide their own packed lunches and healthy snacks, in 
line with our school’s healthy eating approach.  
Parents may also opt out of any extracurricular activities where there is an additional charge.  
School lunches will be provided by Herts. Catering Limited, in line with the rest of the school. 
These are booked by parents directly and families are charged as above. 
The school may also charge for consumables and parents will be informed of the costs as 
these arise.  
 
Appendix 2. 
Unsuccessful applications. 
 
Appeals 
 
Where an application has not been successful, parents wishing to appeal should write to the 
Chair of Governors at the school. 
 
Continuing interest (waiting) list 
 
After places have been offered and in the event of more applications than available places, 
St. Andrew’s School will maintain a continuing interest (waiting) list. These and late 
applications will go onto this list in a position determined by the admission criteria outlined 
above and a child’s place on the list can change as other children join or leave it.  
 
 


