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AIM 
 
The aim of this policy is to ensure that our schools are accessible to all children, and their families 
from the residing areas in which each school serves.  It is the belief of the Ashmore Park and Phoenix 
Nursery Schools Federation that all children should be entitled to a broad and balanced curriculum 
in line with our Equality, Information and Objectives Policy.  All prospective parents/carers are 
welcome to arrange an appointment to visit either of our schools.  During the visit we will share 
information about the Federation’s ethos, vision and values and there will be opportunities for 
families to ask questions. 
 
ADMISSION TO ASHMORE PARK NURSERY OR PHOENIX NURSERY SCHOOL 
 
All 3 and 4 year old children are eligible to access 15 hours free nursery education from the term 
following their third birthday, for example if a child is three in June they will start school in the 
September of that year.  Our main intake is in the autumn term, however, children can be admitted 
at other points in the academic year e.g. January and April (after the Easter holiday period), if places 
are available.  Sessions are offered over 5 mornings or 5 afternoons each week, for 38 weeks of the 
year, the provision is term time only. 
 
Each school manages its own admission process and parents/carers apply directly to the school.  In 
some instances, the applicable school and/or parents/carers may be required to apply online via the 
City of Wolverhampton Council’s or the Government’s Childcare Choices website to apply for specific 
funded provision i.e. a 30 Hour Extended Entitlement place; a Rising Three’s place etc.  In all 
instances additional information will be required by the school to authenticate the application 
process. 
 
APPLICATION PROCESS - PRE ADMISSION WAITING LIST 
 
Parents/Carers are eligible to complete a school Admission Form any time after their child is born.  
Families are encouraged to visit the applicable school’s website where an electronic Microsoft Form 
can be accessed on the home page, alternatively parents/carers can visit the school to complete an 
application form.  At the point of registration, your details will be entered onto the applicable 
school’s electronic pre-admission waiting list, the date the application is submitted is recorded, and 
families are asked, which session they would prefer for their child.  All information will be stored 
securely and confidentially.  If you have applied online an email will be sent to you confirming that 
your application has been received and that your child has been added to our waiting list. 

If at any point you decide that you no longer require a place for your child, please contact the 
applicable school directly and your details will be removed and all paperwork pertaining to your 
application will be confidentially destroyed. 
 
ADMISSION CRITERIA 
 
Children are entered on our pre-admission waiting list according to their date of birth and children 
are typically admitted to one of our nursery schools in the term following their third birthday.  Places 
are allocated the term before the child is due to start school, parents/carers will be offered a place 
by email and must confirm their acceptance by the designated date (usually one week).  If contact 
cannot be made with the parent/carer, or a response to the allocation email is not received, the 
school will endeavour to make contact by telephone. 
 
If confirmation from a parent/carer is not received by the designated date the child’s place may be 
at risk.  Places will be allocated following our admission criteria to the children who have successfully 
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responded within the prescribed timescale.  Every effort will be made to accommodate late 
responses; however, places cannot be guaranteed. 
 
When funding ceases for children accessing our ‘Two-Year-Old’ provision e.g. the term after the child 
has turned three, the applicable school will endeavour to offer a 3–4-year nursery place at the 
school for continuity, however, this will be dependent on demand and should the school be 
oversubscribed the normal criteria will be applied to allocate places. 
 
Places are allocated in date of birth order for all provision(s) i.e. 3–4-Year Olds, 30 Hour Extended 
Entitlement, Two-Year-Old (Rising 3) provision etc.  If there are more children on the pre-admission 
waiting list than there are places available, applications will be considered in accordance with the 
following criteria: 
 

1. Children who are in the care of the City of Wolverhampton Council i.e. Children Or Young 
People In Care (COYPIC) 

2. Children who are placed on the Child Protection register 
3. Children identified as a Child in Need 
4. Children with Special Educational Needs or Disabilities, children who have been identified by 

the Special Needs Early Years Service (SNEYS) or the Gem Centre 
5. A child with a sibling currently attending the applicable school 
6. Date of birth order 
7. The date the application was submitted to the school i.e. if there is only one space available 

and there are two children on file with the same date of birth, the child whose name was 
entered on the pre-admission waiting list first will be offered the place. 

 
TWO-YEAR-OLD PROVISION 
 

• Rising Three Places 
 
If admission numbers are low and either school has spare capacity, ‘Rising Three’ places, accessible 
via Terrific For Twos/Working Families funding may be offered to children if their third birthday falls 
within the first half of the term i.e. Autumn term 1, Spring term 1 or Summer term 1.  Children who 
are aged two or above may be entitled to 15 hours free provision if parents/carers meet criteria 
defined by central Government. 
 
In addition, at Ashmore Park Nursery School, we hope to extend this provision to all two-year-olds 
from January 2026, which will allow children to be admitted to the school the term after their 
second birthday.  Once again access to these free funded places will be available to families 
accessing certain benefits e.g. Terrific for Twos funding or funding for Working Families. 
 
*Please note that the School is currently consulting on the introduction of this provision, therefore, 
please contact the school for further information. 
 

• Access to Terrific for Two’s Funding 
 
To access a place in our ‘Rising 3’ provision, families need to meet certain criteria, the provision is 
currently available at both schools and is accessible to families in the term in which the child turns 
three, places permitting.   
 



4 
 

Applications for ‘Terrific for Two’ funding can only be made in the term your child turns 2/is already 
2 years old.  Your 2-year-old can get access to 15 hours free early education if you live in England 
and get one of the following benefits: 
 

• Income Support 
• income-based Jobseeker’s Allowance (JSA) 
• income-related Employment and Support Allowance (ESA) 
• Universal Credit, and your household income is £15,400 a year or less after tax, not including 

benefit payments 
• tax credits, and your household income is £16,190 a year or less before tax 
• the guaranteed element of Pension Credit 
• the Working Tax Credit 4-week run on (the payment you get when you stop qualifying for 

Working Tax Credit) 
 
2-year-olds can also get free childcare if they: 
 

• are looked after by a local authority 
• have a statement of special education needs (SEN) or an education, health and care (EHC) 

plan 
• get Disability Living Allowance 
• have left care under an adoption order, special guardianship order or a child arrangements 

order 
 
If you’re a non-EEA citizen who cannot claim benefits your 2-year-old may get free childcare if you 
are getting support under the Immigration and Asylum Act and have either: 
 

• claimed asylum in the UK and are waiting for a decision (known as ‘part 6’) 
• been refused asylum in the UK (known as ‘section 4’) 
• a 2-year-old you care for may also get free childcare if your household income is £15,400 a 

year or less after tax, and you have either: 
• leave to remain with ‘no recourse to public funds’ on family or private life grounds 
• the right to live in the UK because you’re the main carer of a British citizen (known as a 

‘Zambrano Carer’). 
 
To apply for an eligibility code please visit the Local Authority at Apply for a Terrific For Twos Place at 
the City of Wolverhampton Council The Local Authority will provide eligible parents/carers with a 
code that will need to be submitted to the applicable school as soon as possible.  The school is 
required to undertake verification checks of eligibility codes and will require parents/carers National 
Insurance Number(s) to complete these checks. 
 

• Access to 2-Year-Old Funding for Working Families 
 
Families may be eligible for 15 hours free early education for working parents if you (and your 
partner, if you have one) are: 
 

• in work or starting a new job 
• on sick leave or annual leave 
• on shared parental, maternity, paternity or adoption leave 

 
 
 

https://early-help-support.wolverhampton.gov.uk/apply/tft
https://early-help-support.wolverhampton.gov.uk/apply/tft
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Over the next 3 months you and your partner (if you have one) must each expect to earn at least: 
 

• £2,539 before tax if you’re aged 21 or over (equivalent to £195 per week) 
• £2,080 before tax if you’re aged 18 to 20 (equivalent to £160 per week) 
• £1,570 before tax if you’re under 18 or an apprentice (equivalent to £120 per week) 

 
This is the National Minimum Wage or Living Wage for 16 hours a week on average.  You can use an 
average of how much you expect to earn over the current tax year if: 
 

• you work throughout the year but do not get paid regularly 
• you’re self-employed and do not expect to earn enough in the next 3 months 

 
To apply for an eligibility code please visit www.childcarechoices.gov.uk or ring 0300 1234 097.  If 
eligible, Childcare Choices will provide parents/carers with an 11-digit code that will need to be 
submitted to the applicable school as soon as possible.  The school is required to undertake 
verification checks of eligibility codes and will require parents/carers National Insurance Number(s) 
to complete these checks. 
 
Please note that working families are required to validate their code every 3 months and it is the 
parents/carers responsibility to always keep their child’s eligibility code valid.  If a parent/carer does 
not validate their code on time or is no longer eligible for funded hours, we will inform them that 
they have entered the ‘grace period’ and when this period will end.  A child’s place will continue 
until the end of the grace period. 
 
Please note that at Ashmore Park Nursery we aim to extend our offer of 15 hours free early 
education to all two-year-olds from January 2026, subsequently we are entering a period of 
consultation with local stakeholders.  Please contact the school for further information. 
 
30 HOURS EXTENDED ENTITLEMENT PROVISION 
 
Both schools’ offer a limited number of ‘30 Hour Extended Entitlement’ places for working families.  
The provision is made up of 15 hours universal entitlement and 15 hours extended entitlement.  
From September 2025, children will attend school from 8.30 a.m. until 2.30 p.m., Monday to Friday, 
and parents/carers are responsible for providing a packed lunch for their child each day.   
 
There is an option for your child to attend ‘Wrap-Around-Care’ at the end of the session, which will 
extend your child’s hours each day, however, there is a weekly charge for this provision.  Please 
contact the applicable school for further details. 
 
Families will need to apply for an eligibility code, please visit www.childcarechoices.gov.uk or ring 
0300 1234 097.  If eligible, Childcare Choices will provide parents/carers with an 11-digit code that 
will need to be submitted to the school as soon as possible.  The school is required to undertake 
verification checks of eligibility codes and will require parents/carers National Insurance Number(s) 
to complete these checks. 
 
Families are usually eligible for extended entitlement funding if you (and your partner, if you have 
one) are: 
 

• in work or starting a new job 
• on sick leave or annual leave 
• on shared parental, maternity, paternity or adoption leave 

https://www.gov.uk/free-childcare-if-working/apply-for-free-childcare-if-youre-working
https://www.gov.uk/free-childcare-if-working/apply-for-free-childcare-if-youre-working
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Over the next 3 months you and your partner (if you have one) must each expect to earn at least: 
 

• £2,539 before tax if you’re aged 21 or over (equivalent to £195 per week) 
• £2,080 before tax if you’re aged 18 to 20 (equivalent to £160 per week) 
• £1,570 before tax if you’re under 18 or an apprentice (equivalent to £120 per week) 

 
This is the National Minimum Wage or Living Wage for 16 hours a week on average.  You can use an 
average of how much you expect to earn over the current tax year if: 
 

• you work throughout the year but do not get paid regularly 
• you’re self-employed and do not expect to earn enough in the next 3 months 

Please note that working families are required to validate their code every 3 months and it is the 
parents/carers responsibility to always keep their child’s eligibility code valid.  If a parent/carer does 
not validate their code on time or is no longer eligible for funded hours, we will inform them that 
they have entered the ‘grace period’ and when this period will end.  A child’s place will continue 
until the end of the grace period. 
 
If places are available, parents/carers who would qualify for the entitlement may be able to access 
this provision earlier and pay the relevant charge until they are able to access the funding via their 
eligibility code. 
 
INDUCTION/PARENT PARTNERSHIP: 
 
The Federation places great importance on an effective transition into Nursery School and plans the 
induction process very carefully.  All children are introduced to their School, Educator and Key 
Worker group on a modified timetable, as the emotional well-being of your child is of paramount 
importance to us.  A series of visits are planned for the families and their children.  Each term both 
schools may adjust the admission date for returning children in order to facilitate the induction of 
our new children and families. 
 
Parents/Carers are invited into school and are requested to stay with their child/ren for the initial 
induction visits, this helps to nurture and evolve the relationship between home and the school and 
provides families with an opportunity to view their child/ren’s learning environment and ask any 
questions.  A one-to-one conversation is also arranged between the child/ren’s Educator and the 
parent/carer during this period.  Meetings are conducted ‘face-to-face’ or via ‘Microsoft Teams’ in 
order to support the emotional wellbeing of our families, and to ensure that the process is positive 
for all concerned. 
 
Attachment is very important, and we treat each child individually.  If parents/carers (referred to as 
the adult from this point) and their child/ren are happy and settled, then the adult may choose to 
leave their child/ren during the induction visits.  Space is always made available for the adult to stay 
on site, enabling children to ‘check in’ with them during the visit(s) if they need to do so.  This 
approach is also taken when children start their full three-hour sessions in school.  The adult and the 
child’s Educator will make an individualised judgement about when is best to leave the child.  If a 
child finds starting Nursery difficult, flexible session times can be arranged.  As previously stated, the 
emotional well-being of the child/ren is of paramount importance throughout their time at our 
school(s). 


