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The admission of pupils is ultimately at the absolute discretion of the Head Teacher, whoalways seeks to do this with each child’s best interests at heart.Furthermore, the School must feel confident that it will be able to educate fully any applicantchild in line with the overarching educational vision of the Inspired Learning Group.
ProcedureA prospectus is available to parents on request and can either be collected in person or postedout to the prospective parents. This contains information about the School, photographs andcontact details.The School holds a number of Open Mornings each year for parents of prospective pupils andtheir children.We actively encourage parents to visit St Christopher’s while the School is in progress so thatthey can see how we operate and gain a feel of the interaction between the staff and thechildren. Parents are asked to telephone the School Office to make an appointment to see theHead Teacher or the Head of EYFS as appropriate, in order to discuss their child’s admissionto the School. No child is admitted until personal contact has been made.The School’s policy is to conduct its admissions on a fair and non-discriminatory basis. TheSchool currently has limited facilities for the disabled. However, the School will do all that isreasonable to comply with its legal and moral responsibilities under the Equality Act 2010and Special Needs and Disability Act 2001, in order to accommodate the needs of applicantswho have disabilities for which, with reasonable adjustments, the School can cater adequately.Please refer to the Accessibility Plan for further details, which can be found via the Schoolwebsite.The School must be aware of any known disability or identified special educational need,which may affect a child's ability to participate in the admissions procedure and take fulladvantage of the education provided at the School. Parents of a child who has any disability orspecial educational needs must provide the School with full details prior to the admissionsprocedure, at registration, or subsequently before accepting the offer of a place.The School needs this information so that, in the case of any child with particular needs, theSchool can assess those needs and consult with parents about the adjustments which canreasonably be made to ensure that the application procedure is accessible for the child andthat the School can cater adequately for the pupil should an offer of a place be made.The School will do all that is reasonable to ensure that the information and applicationprocedure is accessible for disabled candidates and will make such reasonable adjustments asnecessary. For example, the School may be able to provide an examination paper in large fontfor a visually impaired pupil.If special education needs or a disability are identified after admission, the School will consultwith parents about reasonable adjustments in order to allow the child to continue at theSchool. The School’s policies on equal opportunity, disability, discrimination and English as anAdditional Language are available on request.However, admission is subject to availability of a place and fulfilment of the current academicadmission requirements.All candidates for admission will be treated equally.
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This policy can be made available in large print or other accessible format if required.Once the child has been admitted, parents are asked to keep in close contact with the ClassTeacher, to ensure that their child’s transition to St Christopher’s goes smoothly. We want thechildren to feel safe, stimulated and happy and to feel secure and comfortable with the staff.We also want parents to have confidence in both their children’s well being and their role asactive partners with the School.Each year the majority of children join the School in September, therefore, with this in mind,we hold a New Pupils’ Morning in the second half of the Summer Term to assist the settling inof all new pupils.
Entry to St Christopher’s SchoolThe main point of entry to St Christopher’s School is at 4+ (Reception). Children in StChristopher’s nursery will be assessed to ensure they have a basic level of attainment in theearly learning goals to ensure they can access the curriculum in Reception.  The curriculumand expectations in Reception are challenging and not all children admitted to the nurserywill reach the required attainment level.   A set of  admissions criteria for entry to Receptioncan be obtained from the EYFS Manager.
Entry at 4+At 4+ pupils start in Reception from the September following their fourth birthday.Pupils may be registered for entry at any time after their birth. Early registration givespriority. If we have more applicants than places available, we offer places in the followingorder of priority. Entry is dependent on meeting our Reception academic attainment criteria.• Children of staff within the Inspired Learning Group.• Siblings of current or former pupils.• Other pupils in strict order of registration.
Entry at other agesPupils seeking filler places into Reception to Year 6 always meet the Head Teacher and ClassTeacher prior to entry. Pupils seeking entry into Year 1 and above from outside the Schoolare required to take assessment papers in English and Mathematics. Entry at this stage isdependent on meeting basic academic attainment criteria, to ensure that prospective studentswill access the curriculum. They will also meet with the Head Teacher.
Equal OpportunitiesWe are committed to promoting justice and equality of opportunity for everyone. All membersof our community, including pupils, parents, staff and visitors are entitled to be treated withdignity and respect, regardless of colour, race, nationality, ethnic or national origins, gender,(dis)ability, marital status, age or religion.The School’s ethos holds the belief that each child is unique and precious. We aim to promotethe values of recognising the worth of each person, celebrating their individualism andnurturing their contribution to the School Community. Additionally, we respect and celebratecultural diversity and acknowledge our responsibility to promote positive images and rolemodels to the children in our care.St Christopher’s School aims to provide all pupils with equal opportunities. They should haveequal access and opportunities within the Curriculum, both formal and informal, so that whenleaving the School, they have the widest possible options available to them, educationally,socially and vocationally.
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We do reserve the right to restrict the offer of places to children whom we feel would
positively cope with the academic and personal demands and expectations placed on
them.

Monitoring Arrangements
AuditsThe Proprietor will arrange random audits on the various aspects of this Policy to ensure thePolicy is being implemented across the School. Any breaches in the Policy will be addressedimmediately.
Review ProcessThis policy will be reviewed regularly and the Proprietor will be advised of any reviewfindings. Any amendments to the Policy will be implemented within one month of the review.
DistributionThis policy is on the School website. A hard copy may be obtained, on request, from the SchoolOffice.
Linked documents, which can provide supporting informationPlease see the website for further information of School Policies. Hard copies are alsoavailable on request from the School Office.
Learning SupportThe School will recommend to parents that further assessment take place as necessary andreferrals may be made to external agencies, for example Educational Psychologists.
English as an Additional Language (EAL)The School will make provision for children who have English as an additional language,(EAL) in the assessment procedure. We do not regard children as having a ‘learning difficulty’solely because the ‘language or medium of communication of the home is different from thelanguage in which he or she is or will be taught’ (Education Act 1996, Section 312(1), (2) and(3). However, pupils for whom English is an additional language (EAL) will be provided withappropriate support provided they meet ILG Academic criteria. They will be assessed to gaugethe support that may be needed in order to ensure equal access to the curriculum along withall other aspects of life at ILG. The School has a policy and procedures for students requiringEnglish as an Additional Language (EAL).
ADMISSIONS PROCESS CHART:

PROCESS RESPONSE ACTIONED
BY

Form

Initial contact
by parent

Take as many details as possible (listed on Personal Details Form)
Name/Address/Phone/Email/Child Age etc How did you hear about us?

Receptionist 1

Send Prospectus and personalise covering letter (as much as
possible)

Receptionist

Add to tracking sheet under ENQUIRIES
TO BE CHECKED AND ACTIONED WEEKLY ON A MONDAY

Receptionist 2
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PROCESS RESPONSE ACTIONED
BY

Form

Weekly Enrolment and website updates meeting with Head (Monday
Morning)

Head +
Receptionist

2

1 Week later

FIRST Follow
Up after
sending
Prospectus

DIRECT CONTACT
by Telephone or Email and offer to book a Tour of the School by the
Headmaster or further details required?

Diarise and advise Headmaster

Receptionist 2

School Tour
with Head

Head to book in Taster Day, before parents depart
Follow Process of Interview and tour
-Receptionist to welcome, Interview, Records and reports, Identify
needs, Tour, Receptionist to take details and see out

Head 3

2 weeks later

SECOND
Follow Up

Book Assessment Day, if not already taken (within the week) Samples
of work taken. Assessments data reviewed by staff to ensure
prospective student can access the school curriculum.

Receptionist
And
Staff
And
Head

2

3 weeks
later

THIRD Follow
Up

Telephone and email ask directly if any concerns; eg; what is holding
them back from registering their child here? Etc. What can we DO?

Receptionist 2

4 Weeks
later

Head Follow-up Phone or email Head 4

PLACE
OFFERED

LETTER SENT to Confirm Place Offered in writing. Deposit and
registration required
Term’s fees in advance as required

Receptionist 5

APPLICATIO
N Form
submitted

Confirm all details and register initial deposit/application payment Receptionist

Welcome Welcome to our school letter HEAD Head

PRIOR to
child’s first
day

Send out “Welcome to your New School” letter from Class Teacher, with
filled in details of child’s classmates/teachers name/buddy etc

Receptionist
Teacher

First Week
First Month

Morning Tea with new parents, letter to new parents and PTA to
welcome new families

Receptionist
Head

Signed by Proprietor
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