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Reviewed December 2011 


Admissions Policy

Pre-Entry Procedure

1. Initial contact with the School may be made by parents as a result of advertising, 'word of mouth' recommendation or attendance at an Open Day.  


2. A Taster Day is arranged, where the child will spend a typical school day with their year group, part of which will involve an assessment interview with the Head of Learning Plus (for pupils entering the Prep Department).


3. The Registrar or Admissions Secretary will send relevant forms for completion, together with details of timings for arrival and departure, any equipment or kit needed, etc.  Parents will then provide appropriate background information (latest School Reports, assessments, etc) before the Taster Day, if possible.


4. It is particularly important for parents to let the School know of any particular needs which may need specific support or accommodation during the Taster Day.


5. All details will be forwarded to the Head of Learning Plus/Head of Pre-Prep as soon as they are available (preferably before the Taster Day).  


6. The class teacher or Form Tutor involved will be informed of the date of the Taster Day, together with relevant pupil details.  Arrangements will be made for the child to have a 'shepherd' to welcome them on arrival and guide them through the day until they are collected by their parents.


7. In the Prep department, staff will be alerted to the visit via details on the daily schedule lists in the Staff Room.  A Taster Day feedback form will record observations (academic and social) made by subject teachers and the form tutor.


8. At the end of the Taster Day, some initial feedback may be given to parents verbally, but full details and a decision as to entry will be given subsequently by the Headmaster.


9. An initial ILP (Individual Learning Profile) is compiled and forwarded to the Headmaster, based on details of performance on the assessment tasks, comments from subject/class teachers and form tutors, and any information available from the previous school. It highlights noted strengths and weaknesses and outlines an optimum programme for the pupil to follow on entry to the school.  For pupils in the Pre-Prep, these details are recorded on an Information for Individual Learning Profile which is also copied to the Head of Learning Plus. 

10. A decision will then be made as to suitability for entry and any additional learning needs to be provided for.  


11. In some cases (particularly in the Nursery), a child may be invited to take part in a further taster session.  Referral to outside specialists might also be suggested if further information is needed.


12. The Headmaster will write to confirm whether the child is to be offered a place.  The initial ILP may be enclosed or referred to in this letter.  


13. Where additional learning needs have been identified, these will be included in the programme of intervention set up prior to entry.  Details of extra costs involved will be outlined in the Headmaster's letter.

14. Where applications are being made for a Scholarship, assessments will be made in the appropriate areas, at an appropriate level, and these will be included in the report to the Headmaster.  Details of any awards offered will be outlined in his letter to parents.

15. The ILP is added to a central file on the school network, for ongoing reference by all staff, with a hard copy maintained by the Form Tutor.


16. Information about new pupils, including Taster Day feedback, pastoral and educational backgrounds and Scholarship awards, will be made available to all staff prior to entry.  

Criteria

The following criteria
 will be used in considering suitability for entry:

· Academic profile and any behavioural or social issues, using all information available.  Consideration of the extent to which the child could settle, and thrive, in the working group.


· Consideration of additional needs – including medical - and resources available to accommodate them.  Additional costs discussed and agreed with parents.  The School cannot be held responsible for needs not disclosed on entry, or for needs which may have subsequently changed.


· Suitability for following, in Years 7 and 8, the Common Entrance syllabus and the viability of providing an alternative programme if needed.


· Consideration of the physical environment and how this could be adapted, making reasonable adjustments, to suit the child's needs as presently identified.


· In the Nursery, consideration of age as well as overall readiness; the 
child must have passed his or her third birthday on entry. Consideration will also be given to whether a full-time place or a part-time place (from one to six sessions) is required. The school only makes available a limited number of part-time places.

Transfer from Pre-Prep to Prep

The following arrangements are in place to ensure a smooth transfer from Pre-Prep to Prep departments.

1. Class teachers from Years 2 and 3 will meet during the Summer Term to discuss each child (focusing mainly on English, Maths and pastoral issues).


2. Year 2 staff will produce details for each child, on an Information for ILP form.  This will include main strengths and weaknesses, latest assessment data (NFER, Reading, Spelling and Maths stages, Scholarship awards), and other related points.


3. This information will be used to compile an ILP for each pupil, stored electronically on the network and as hard copy in the Tutor Record Folder.

4. The child's individual reading record will be passed to the Head of Learning Plus, to record reading levels as needed on the Reading Level sheets, and to ensure the programme is followed consistently.

5. Year 2 teachers will retain samples of work from the top, middle and bottom levels of attainment for one year.


6. A Taster Programme is organised during the Summer Term where Year 2 pupils will experience various aspects of the Prep School day.  


7. Occasionally, transfer to the Prep department may be delayed where it is felt a child's needs will be better met by repeating the Year 2 programme.  Such children will be identified by the class teacher and Head of Pre-Prep and any decision to delay transfer will be agreed in consultation with the Head of Pre-Prep, the Headmaster and parents.  The Head of Learning Plus and form tutor in Year 3 will also be involved.


8. Any child in Year 2 may enter for the School's 7+ awards, provided they have a strong recommendation from the Head of Pre-Prep.  
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