
 

1 
 

 
 
 

 
 

 
RESOURCE: 

Example Admissions Policy – (Age 3-18) 
 
 
General 
 

THE SCHOOL is a *DESCRIPTION OF SCHOOL*. The school has X NUMBER OF pupils. Deciding on the 
right school for your child is very important, and we believe that a personal visit is invaluable. We 
very much hope that you and your child will visit our school. We hold a number of Open Events, 
which give a general introduction to the school. Details are published on our website. We are also 
very happy to welcome prospective parents and their children at other times. 
 
To arrange a visit, please contact our Registrar: 
T: 
E: 
 

The Entry Procedure 

THE SCHOOL is an academically selective school. Selection is based upon academic merit which is 
assessed through an entry examination, an interview at the school and references from the 
candidate’s previous school. Our selection process is designed to identify pupils who are able to 
benefit from our balanced and well rounded education and to make a positive contribution towards 
the life of the school. 
 
The usual points of entry are at 3+ Kindergarten, 4+ Reception, or from 7years/Year 3 and 11+/Year 
7. We may also have occasional places at other ages. Please contact the Registrar for details. 
 
Applicants for admission should register in the year preceding the desired year of admission. (The 
registration form is at the end of this document). 
 

Equal Treatment 

Our aim is to encourage applications from candidates with as diverse a range of backgrounds as 
possible. This enriches our community and is vital in preparing our pupils for today’s world. Generous 
bursaries are offered in order to make it possible for as many as possible who meet the school’s 
admission criteria to attend the school. THE SCHOOL is committed to equal treatment for all, 
regardless of a candidate’s gender, race, ethnicity, religion, sexual orientation or social background. 
Our provision for bursaries is described below. 
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Special Needs 

We do not discriminate in any way regarding entry. We welcome pupils with special educational 
needs, providing that our Learning Support Department can offer them the support that they require. 
We welcome pupils with physical disabilities provided that our site can cope with them. However, 
we advise parents of children with special educational needs or physical disabilities to discuss their 
child’s requirements with THE SCHOOL before he or she sits the entrance exam so that we can make 
adequate provision for him/her. Parents should provide a copy of an Educational Psychologist’s 
report or a medical report to support their request, for example for extra time or other special 
arrangements. 
 
We will discuss thoroughly with parents and their medical advisers the adjustments that can 
reasonably be made for the child if he/she becomes a pupil at the school.  Please read our Learning 
Support Policy for further information. 
 

The Assessment Process 

The aim of the process is to identify potential. We are looking for well-rounded pupils with a genuine 
interest in education in the broadest sense of the word, with interests that stretch beyond the 
confines of the academic curriculum. The school has strong traditions in sport, music, drama, art and 
community activities. There are many extra-curricular activities, all of which are important in 
developing a well-balanced, confident individual. 
 
No specific preparation for the entrance tests is needed, all candidates start on an equal footing, with 
identical opportunities to display their academic aptitude and extra-curricular skills. Assessment for 
Reception is based on observing informal play and we do not assess candidates for entry who are 
below the age of 3. 
 
All other candidates for entry may be asked to sit papers in English, maths, VR and NVR which are 
designed for their age group. 
 
 
Sibling Policy 

Most siblings join us at THE SCHOOL. However, admission is not automatic, and there may be 
occasions where we judge that a sibling is likely to thrive better in a different academic environment. 
 

Scholarships 

The School may offer scholarships and any interested parent is encouraged to discuss this with the 
Head. 
 

Bursaries 

Our bursary programme is generous and is designed to make it possible for as many as possible of 
those who meet the school’s entry criteria to take up a place here. We offer means tested awards 
annually to entrants at the usual points of entry, where the parents have indicated on the registration 
form that they require financial support. 
Bursaries are means-tested in accordance with the criteria published on the school’s website. Both 
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parents are required to provide proof of their income and assets. The level of support varies 
according to parental need; but can extend to full fee remission in cases of proven need. 
 
Bursaries are always offered for 12 months at a time. The family is required to provide fresh 
information about its circumstances for every year that their child attends the school. Levels of 
support may vary with fluctuations in income. 
 
The school’s practice is to allocate its entire available bursary funding on entry. The school’s 
expectation is that parents, who do not choose to apply for a bursary at the time that their child is 
being assessed, will not require financial support throughout the time that their child attends the 
school, except in wholly unforeseen circumstances. Our Bursary Policy can be obtained from the 
Bursar. 
 
 

Religious Beliefs 

We do not select for entry on the basis of religious belief. However, parents should be aware that 
there are e.g. Masses on certain days of the year and the assemblies have a RELIGIOUS theme, and 
that all pupils are expected to attend. 
 

Misbehaviour and Exclusions 

Your child’s place at THE SCHOOL is dependent on being a good, full member of our community 
according to our Behaviour Policy, which outlines our rewards and sanctions, which could ultimately 
lead to exclusion. 
 

Parental Co-operation 

Parental co-operation forms part of the contract between the school and all parents of children at 
the school. A refusal to abide by the terms of exclusion may be considered a breach of contract. 
 

Appeals 

Parents are entitled to appeal to the governing body against any exclusion. A letter stating the 
intention to appeal should be sent to the Clerk to the Governing Body at the school. A hearing will be 
set up as quickly as possible, but within 10 days at the latest. 
 

Complaints 

We hope that you and your child do not have any complaints about our admissions process; but 
copies of the School’s complaints procedure can be sent to you on request. 
 
 
 

DISCLAIMER 
This document is provided as an example of a policy used by an independent school. This document is provided 
for illustrative purposes only and AMCIS takes no responsibility for the accuracy, legality or currency of any 
content. In drafting any policies or procedures, AMCIS strongly advises that you seek your own legal advice to 
ensure that the content is relevant to your organisation and in line with all current legislation. 
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