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Knowle West Children’s Centre
Admissions and allocation Policy - EY3

Rationale
All young children should have an equal opportunity to access Nursery Education and 
where the waiting list is oversubscribed, parents need to be aware of the priorities 
and criteria for admission and the procedure for allocating places needs to be clearly 
understood by all.

Aims
• To have a fair and consistent process of allocation.
• To maintain a balance in which all children benefit and thrive whilst upholding 

equal opportunities.
• To reflect:

(i)Bristol Policy on Early Years Education and allocation of places
(ii)Current research on the best provision for Nursery Aged Children

Guidelines
• At registration parents will be asked to complete an admission form and be 

invited to view the Centre.
• Any complaints from parents about the allocation of places will be dealt with 

using the complaints procedure available in the Centre office.  

Conclusion
All applications will be considered and places allocated following Bristol Children’s 
Services guidelines, endeavouring for the Nursery to be full by the end of 
September, with no vacant places kept, and vacant places being filled as soon as 
possible. Any places that become vacant during the school year will be allocated on 
the basis of the criteria listed below.

Allocation of places will take the following priority:-

1. Priority for allocating part-time places will be as follows (in order of
    priority)

(i)      Children Looked After aged 3 by the end of August. 

(ii) Children in Need aged 3 by the end of August.

(iii) Children currently at the Centre at the time of allocation who have held 
a place within the Centre for the previous 6 months

Admissions & allocation policy May 10

Knowle West

Learn - Grow - Enjoy

Children's Centre



2

(iv) Children currently at the Centre at the time of allocation who have held 
a place for less than 6 months.

(v) Other children aged 3 by the end of August who are children of families 
with specific needs.

(vi) Any other children aged 3 by the end of August.  If there are too few 
places priority as follows:-

          (a) Children who live in the Centre’s reach area with Bristol City Council 
who have had older siblings here

 (b) Any other children who live in Bristol in age order, oldest first
 (c) Any other children outside of the Centre’s reach area within Bristol 

City Council 

  Admission of Children who are not toilet trained

All applicants for places must be considered against the Centre’s written admissions 
policy for the nursery and allocated a place if eligible against the criteria (if a place 
is available).

No child who has been allocated a place according to the admissions policy should be 
refused admission on the grounds that he/she is not toilet trained, neither should 
the admission policy include this as criteria to determine whether a place will be 
allocated.

Various studies have indicated that a significant proportion of both 3 and 4 year old 
children do not have day time bladder control (typically 15% plus at 3 years of age 
and 6% at 4 years of age).

However  if any child who has been allocated a place is not toilet trained, the Centre 
may negotiate a delayed start date in agreement with the parent and working in 
partnership with the parent/carer and child’s Health Visitor to implement a plan to 
ensure the child’s toilet training is achieved as soon as possible.

When Centre’s carry out their home visit and parents/carers make introductory visits 
to the Centre, any difficulties should be discussed with the parent/carer in an 
attempt to resolve these difficulties prior to the planned date of the child’s 
admission to the nursery.

 It is recommended that all the children in LEA nursery 
classes and nursery schools are encouraged to leave a spare set of clothes at school 
in the event of their own getting soiled.  Where this is not practical, a selection of 
spare clothes should be kept  centrally by the establishment.  In the event of 
children needing to change their clothes, their right to privacy should be respected, 
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and an area should be designated for them for this purpose.  Children should be 
encouraged to change themselves with staff giving them the minimum necessary 
assistance.  Assistance should be given by an adult known to the child with 
authorisation from the Head or Unit Manager.  (General advice is available in the 
Area Child Protection Committee Multi-Agency Procedures).

It is recommended that staff wear gloves to minimise the spread of infection and 
should always wash their hands after assisting a child to clean themselves.  Any body 
fluids spills should be cleaned up in line with the guidance laid down in the “Handbook 
for Schools on Infectious Diseases” (January 2001).  Nappies etc. should not be 
disposed of in plastic bags.  They should be collected and incinerated by an approved 
contractor.  This service can be organised by the Education Client Unit tel: 9037670.
If a child is disabled (for example, has learning difficulties or a physical  impairment), 
he or she may have difficulty with bowel or bladder control as part of the disability.  
In such cases, the child is likely to have a Statement of Special Educational Need 
which will include provision for assistance with toileting and difficulties in the area of 
toileting will not, therefore, be a barrier to admission.
 
 New legislation (the SEN and Disability Education Act 
2001) makes it illegal to treat a child less favourably than other children for reasons 
related to their disability.  Refusing to admit a child who was late in becoming toilet 
trained because of their disability would constitute treating such a child less 
favourably than others, and would be against the law. 
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Complaints procedure for parents

1. Places allocated by a panel involving a member of the Governing Body.

2. Parent not satisfied puts concerns in writing to full Governing Body.  Chair of 
Governing Body responds in writing.

3. Parent not satisfied with response from Governing Body, writes to 
Development Manager, Early Years & Childcare Service, who responds in 
writing to parent, copied to Head Teacher and Chair of Governing Body.

4. Parent not satisfied with response from Development Manager writes to 
Strategy Leader, Children’s Centres, Childcare and Family Support, who 
responds in writing to parent, copied to Head Teacher and Chair of Governing 
Body.

5. Parent not satisfied with response from Strategy Leader, Children’s Centres, 
Childcare and Family Support, writes to Programme Manager, Partnership and 
Localities, who responds in writing to parent, copied to Head Teacher and Chair 
of Governing Body.

6. Parent not satisfied with response of Programme Manager writes to Local 
Authority Ombudsman.

Note: The basis on which the complaint will be considered is whether the school has 
allocated the places in accordance with the school’s written policy.                                       

Signed by: ____________________(Head Teacher)  Date: __________

Signed by: ____________________ (Chair of Governors) Date: __________

Reviewed
Reviewed
Reviewed
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