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Admissions Policy

It is our intention to make nursery facilities accessible to all parents/carers and families who are employed by The Leeds Health Economy, as well as those from the local community. 

Our aim is to provide a welcoming, safe and friendly environment which children can enjoy, thrive and develop through play.

The basis of our admissions policy is its official registration with the Office for Standards in Education (Ofsted) which sets out the number and age for which places can be provided.

We always take into consideration the ratios of adults to children and do not exceed these ratios when admitting children.

The nurseries do not discriminate against any child or family for reasons of disability, sex, race, religion, or sexual orientation. 

Allocation of Places

1. Sessions at the nurseries are normally allocated to children with one or more parent/carer working for The Leeds Teaching Hospitals Trust, Leeds Community Health Care Trust or Leeds and York Partnership Foundation Trust.

2. All places whether full or part-time, will be offered on a ‘first-come-first-served’ basis, with the following exceptions:

a) Where a child already has a place at nursery and additional days are required. If more than one child requires additional days then allocation will be in order of request.

b) Parents/carers with a child already in the nursery, and applying for a place for a sibling, will be given priority over first-time applicants.  If more than one parent is eligible for a priority place, then allocation will be in the order in which applications were received.


	
c) Parents/carers, who want a full-time place but accept a part-time place or available days as an interim measure, will be given priority whenever additional sessions become available.

d) When places are available immediately at the nursery and the families at the top of the waiting lists do not require a place at that time.  

3. A member of the nursery management team will contact you when a place becomes available; by phone or email. If the nursery does not hear back within 1 week we will assume that you no longer require a place and remove you from the waiting lists. Applicants are advised to contact nursery if changes arise, such as changes to requested days, new address/contact details etc.

4. Once contact is made parents will have 1 week to decide whether to accept the place.

5. Once a parent has accepted a place a confirmation letter will be sent via email and a retainer fee will be payable to secure a place, the amount payable will depend on the requested sessions. Failure to pay the retainer will result in losing the place.

6. The retainer fee will be refunded to the parent via a reduction of their first months’ fees. Please note that the retailer fee will not be refunded if significant changes are made for example delaying start date, reducing days/sessions or cancelling the place. 

7. If you wish to take part in the Trust Salary Sacrifice Scheme (details will be sent with your confirmation letter) please return your application form as soon as possible. Please note that you cannot join the scheme until your 2nd full month in nursery. This is to allow for the administration of the scheme and also to account for the likelihood that your first month’s fees will be different to your normal monthly fees going forward. For further information please contact the nursery manager. 

8. If parents/carers wish to withdraw a child from the nursery, they are requested to give the nursery one months’ notice in writing.  

9. In the event that parents/carers are unable to maintain payments we reserve the right to withdraw the nursery service. Any outstanding fees will still be payable. 

10.  Any parent/carer who leaves the Leeds Teaching Hospital’s or one of the participating Trusts will automatically have their contract reviewed and will be charged on the higher private rate.  

11. A parent who is offered a place at nursery and turns it down (for whatever reason), will remain in the same position on the waiting list (i.e. there is no penalty for refusing an offer) but if a parent accepts a place and then at a later date wants to return to the waiting list then they will be placed on the bottom of the list, and lose their retainer fee. A new retainer fee will be payable if and when another place is offered. 


Government Funded Hours

[bookmark: _Hlk197686585]Funded hours where applicable are given by the government for 38 weeks of the year. At the Trust nurseries are open, 52 weeks of the year and pro-rata the funded hours accordingly. Please see below for an example of this: 

Funded hours 15 hours per week (38 weeks of the year) = 570 per year 
570 / 52 = 11 hours per week at Trust Nurseries. 

Funded Only Hours
Each setting has a limited number of funded only places, these can vary termly depending on the demand and availability at the individual settings. Funded only hours are between the time of 9.45am – 3:15pm (the middle of our operating hours) and some consumables may be charged for example meals. Please see the breakdown table below for an exampl.

	 
	Mon
	Tues
	Wed
	Thurs
	Fri
	Total no. of hours per week
	Total weekly charge

	Total funded entitlement hours attended per day
	5.5
	5.5
	 
	 
	 
	11
	n/a

	Total extra (chargeable) hours per day
	 
	 
	 
	 
	 
	
	 

	Consumables
	£2.00
	£2.00
	 
	 
	 
	
	£4.00

	(meals, snacks)
	
	
	
	
	
	
	

	Total daily hours attended
	5.5
	5.5
	 
	 
	 
	11
	 




	Monthly costs (equals weekly cost x 52 weeks /12 months)

	£17.33 per month



Full Daily Places

These cover the full opening hours of the nursery (7am – 6pm). With these places you are able to access the services through out the whole day with all consumables included (excluding Nappies, Nappy creams and Formula milk). 
Government Funded hours will be deducted for the daily hours and the remaining hours of the day will be payable inline with the current fees. See table below for an example of this. 

 
	 
	Mon
	Tues
	Wed
	Thurs
	Fri
	Total no. of hours per week
	Total weekly charge

	Total funded entitlement hours attended per day
	5.5
	5.5
	 
	 
	 
	11
	n/a

	Total extra (chargeable) hours per day
	 5.5
	5.5
	 
	 
	 
	11
	£24.95

	Consumables
	
	
	 
	 
	 
	
	

	(meals, snacks)
	
	
	
	
	
	
	

	Total daily hours attended
	11
	11
	 
	 
	 
	22
	 



 
	Monthly costs (equals weekly cost x 52 weeks /12 months)

	£108.11 




Where a family’s financial situation changes this may affect their eligibility for all the above Grant’s and Schemes. Delays in informing nursery about such changes, particularly in regards to Salary Sacrifice may incur charges from HMRC which the parent will be liable for.


Nursery will require a minimum of one months’ notice to make changes to the fees.

For more information on childcare savings please contact leedsth-tr.nurseries@nhs.net

     
For more information please contact the nursery managers:

The Mosaic Centre | Lisa Wightman
Tel: 0113 307 0684
Email: lisawightman@nhs.net 
62 Leopold Street,
Leeds, LS7 4AW
Ofsted No: EY304304

Rosewood Nursery | Catherine Hall
Tel: 0113 248 4705
Email: catherine.hall20@nhs.net 
21 Roseville Road,
Leeds, LS8 5DT
Ofsted No: 319354

Clarendon Nursery | Clinton Duckworth 
Tel: 0113 392 6763
Email: c.duckworth@nhs.net
7 Belmont Grove,
Leeds, LS2 9NS
Ofsted No: 512735
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