
 

 

 
 

Bristol University Day Nursery 

 

Admissions policy 

 
Introduction 
 
  Bristol University Day Nursery is primarily for students and staff of the 
University of Bristol. Priority will be given in order as listed, undergraduate 
students, post graduate students, siblings of those who already attend the 
nursery and university staff. The minimum number of sessions a child must 
attend is four sessions or two whole days. All children will be considered fairly, 
irrespective of gender, race or disability. The nursery will look at cases of 
adopted children and children with special educational needs on their 
individual cases; priority may be given in some instances. 
 
  The nursery operates a waiting list system and on receipt of a returned 
application form the child will be put on to the waiting list. When a place 
becomes available those on the waiting list will be e-mailed, it is the 
applicants responsibility to ensure that we have up to date contact details. On 
the acceptance of an offer for a place at the nursery a refundable deposit of 
the equivalent of four weeks fees will secure a place for the child. This deposit 
is refunded when the child leaves the nursery, provided that eight weeks’ 
notice is given. 

  Please note that places at the nursery are allocated to the general public 
only when demand from parents who study or work in the University has been 
met. Places are limited, and we usually have a long waiting list!  

  The Nursery is registered by Ofsted Early Years to take children from the 
age of 0 to 5 years. 
 
 
Opening hours and sessions 
 
  The nursery is typically open from 8.30am until 5.30pm from Monday to 
Friday. Children can be booked in for a full day, a morning session (8:30-
12:30, or 8:30-1:30, including lunch) or an afternoon session (1:30-5:30, or 
12:30-5:30 including lunch). A longer day is also available from 8.00am to 
6.00pm. The nursery is open all year round, except for Bank Holidays, days 
when the University is closed and for staff training days after the New Year 
and August Bank holidays. All annual closure dates are available on the 
Nursery website (www.bristol.ac.uk/nursery/parents/dates).  

http://www.bristol.ac.uk/nursery/parents/dates


 

 

  There may be times when the nursery must close due to unforeseen 
circumstances such as bad weather or the spread of illness or disease, 
parents will be notified on the nursery website and Facebook page, and then 
by email. Please see our contingency policy for more information. 
  The nursery provides Free Early Education Entitlement (FEEE) to all 3 and 
4-year olds, which is equivalent of 15 hours per week, for 38 weeks of the 
year (term time only), or 30 hours free childcare to those eligible (please see 
attached information- ‘15 hours Free Early Education Entitlement’ and ’30 
Hours Free Childcare’). 
  The nursery provides an option for all year-round care or term time only 
sessions. Term time only is an option for undergraduate students and can 
either follow the university term dates or school term dates. 
 
Lunch Charges 
 
  All children who attend over the lunch period (between 12:30-1:30) will be 
provided with a cooked meal. The price of this is included in the fees for the 
session, except in the circumstances where a child is using 30 hours of 
funded childcare- please see the attached document (‘30 Hours Free 
Childcare’) for a full explanation of this. Morning and afternoon snacks will 
also be provided during these sessions.-Can a packed lunch be provided by 
parent? How much is a meal? 
 
Additional Costs 
 
  The nursery will not charge additional costs for consumables such as wet 
wipes and sundries. The nursery also will not charge additional costs for 
regular trips and outings, such as visits to the museum or anywhere where we 
may use public transport, including regular Forest School trips. This excludes 
the annual “school leavers’” trip. 
 
  When the child joins the nursery a sum of £5.00 is payable. This charge 
formally constitutes parents’ membership of the University Nursery Parents 
Association, in which it is hoped they will play an active part.  
 
Cost of Non-funded hours 
 
  The nursery charges an hourly rate, depending on age of child and whether 
their parent is classed as staff, student or other. Up to date fees are available 
on the nursery’s website. 
 
Invoicing 
 
  Invoices are sent out for all parents monthly, in advance of payment being 
due. A breakdown of sessions and costs are included in the invoice.  
  Parents who are employed by the university are able to use a ‘pre-tax’ 
scheme, where some nursery fees are deducted from their wages prior to 
them being taxed, and similarly parents are able to use childcare vouchers. 
This will be included on the invoice.   
  Staff and others can use optional retainer days, equivalent of 4 weeks’ worth 



 

 

of sessions, at half price. The deductions from this are spread out throughout 
the year for those using the pre-tax scheme. 4 weeks’ notice will be needed 
before taking retainer days. 
  Post-graduate students are allocated an optional 6 weeks’ worth of retainer 
days charged at half the nursery fees. These fees will be deducted from the 
invoice for the corresponding days. 
  Parents claiming FEEE (15 hours per week) or 30 hours funding will have 
this deducted from their invoice. Dependent on how many hours are then 
charged, a retainer allowance of 4 or 6 weeks equivalent of these hours can 
be taken. 
   
Payments from 3rd Parties  
 
  Some student parents may have some of their childcare hours funded by 
their university or college. The responsibility lies with the parent to pay the 
invoice, and then to claim this money back from their university.  
 
Notice Period 
 
  The nursery request parents to give 8 weeks’ notice, prior to their child 
leaving nursery.  
   
  Parents claiming free hours, either 15 hours or 30 hours, are asked by 
Bristol City Council to make a ‘termly’ commitment. If a parent decides to 
withdraw their child from the nursery part way through a term, the funding may 
not be able to be carried on to the new provider until the start of the next term. 
 
Late Collections 
 
  There is a charge of £5 for late collections, plus an additional £5 per 5 
minutes thereafter, to cover the cost of emergency staff. For more information 
on this, please see the ‘Arrivals and Departures’ policy. 
 
Deposits 
 
  A deposit equivalent of 4 weeks’ nursery fees is payable prior to a child 
starting. This is refundable when a child leaves the nursery, provided 8 weeks’ 
notice is given. This also applies to a child claiming a free place at the setting. 
 
Bank Holidays 
 
  Bank holidays will be deducted from invoices accordingly. If a child is 
claiming either 15 hours or 30 hours free funding and this falls on a bank 
holiday a parent will lose this funding, it will not be offered on another day.  
 
Appeals Process 
 
  If there are any concerns about the delivery of the free hours, please contact 
Bristol City Council to discuss it further, either through emailing the Family 
Information Service askcyps@bristol.gov.uk or call 08451297217.  

mailto:askcyps@bristol.gov.uk


 

 

15 Free Hours (Extended) – known as ’30 Hours Free 

Childcare’ 

• Explanation of universal and extended hours - The ‘Universal’ 

entitlement of 15 free hours is offered to all 3 and 4-year olds the term 

after their 3rd birthday. The ‘Extended’ entitlement of 15 free hours, which 

are based on eligibility; together they make the 30 Hours Free Childcare. 

Parents have to apply via HMRC for the Extended 15 free hours and 

renew their circumstances/eligibility every 3 months.  

• 30 Hours Eligibility Criteria - When a parent wants to book some or all 

of their extended 15 hours, we must check they are eligible. We will verify 

the 11- digit 30 Hours Code (which usually begins with 5000XXXXXXX, 

unless it is a temporary code, in which case it will begin with 11) with 

Bristol City Council. In order to do so we will also need the parents’ 

National Insurance number, child’s date of birth and written consent from 

the parent (the EYR1 Parental Declaration Form) to verify eligibility.  Once 

the code has been verified, we can discuss sessions and offer a place. 

Bristol City Council will let us know if a parent’s 30 Hour Code is no longer 

valid or if it is in its Grace Period.  

• How to apply online for the extended hours - Parents can check their 

eligibility via www.childcarechoices.gov.uk. Parents can apply for both the 

Extended hours and Tax-free Childcare at the same time. Tax-Free 

Childcare is the system that is gradually replacing the old voucher 

scheme - paying for childcare though the employer. 

• Three-month renewal cycle for the extended hours - Parents will be 

prompted every 3 months to reconfirm the details they entered are still 

correct. They will be prompted by HMRC by email or text 4 weeks before, 

then again, 2 weeks before if they have not reconfirmed. If parents miss 

the deadline, their code becomes ineligible and the grace period will come 

into effect. 

• Grace periods for the extended hours -   If a child who has a 30 Hours 

Code becomes ineligible during the first half of a term, the child will be 

funded until the end of that term or for as long as they remain under 

compulsory school age, whichever is shorter. If a 30 Hours Code 

http://www.childcarechoices.gov.uk/


 

 

becomes ineligible during the second half of a term, the child should be 

funded until the end of the following term or for as long as they remain 

under compulsory school age, whichever is shorter. Ineligibility would only 

affect extended hours – the child can still have their Universal hours.   

  

Date child becomes ineligible 
End of Grace Period + Funding of 

Extra Free Hours 

1st September to 21st October 31st December 

22nd October to 31st December 31st March 

1st January to 10th February 31st March 

11th February to 31st March 31st August 

1st April to 26th May 31st August 

27th May to 31st August 31st December 

 
In the event of losing 15 free extended hours I can, 

• Keep the child in the  setting and the parents can pay the private 

hourly rate (agreed in the contract) for any hours that are not the 

universal entitlement hours 

• Parents may reduce the amount of time the child attends the setting 
each week to just the Universal hours or In this case we may fill the 
vacant hours with another child 
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