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1. Introduction 

Birchfield School is committed to ensuring that its admissions process is fair, 

transparent and consistent. 

This policy applies to all applications for places at Birchfield School and sets out the 

procedure available where a parent or guardian believes that an admissions decision 

has not been made fairly, reasonably or in accordance with the School’s published 

admissions arrangements. 

The School’s admissions decisions are made carefully, taking account of: 

• the needs of the individual child; 

• the ability of the School to provide an appropriate education; 

• available places; 

• the ethos and values of the School; 

• the information available at the time of application. 

The final decision regarding admission rests with the Head. 

This policy should be read alongside: 

• Admissions Policy (Pre-Prep and Prep); 

• Admissions Policy (Senior School); 

• Equal Opportunities Policy; 

• SEND Policy; 

• Accessibility Plan; 

• Pupil Withdrawal Policy; 

• Complaints Policy. 

2. General Principles 

Birchfield School welcomes applications from pupils who are likely to benefit from the 

education offered and whose families support the ethos and values of the School. 

Admissions decisions are made without unlawful discrimination. 

The School will not discriminate against a pupil or prospective pupil on the grounds of: 



 

         

• race; 

• ethnicity; 

• religion or belief; 

• sex; 

• disability; 

• gender reassignment; 

• pregnancy or maternity; 

• sexual orientation; 

• social background. 

The School complies with its responsibilities under the Equality Act 2010 and will 

make reasonable adjustments where appropriate to support pupils with disabilities or 

additional needs. 

Admission is dependent upon: 

• availability of a place; 

• the School being able to meet the pupil’s educational, pastoral and welfare 
needs; 

• completion of required registration procedures; 

• parental agreement to the School’s Terms and Conditions. 

3. Admissions Decision-Making 

The Head will consider each application individually. 

Factors considered may include: 

• academic information; 

• assessments undertaken; 

• reports from previous schools; 

• discussions with parents; 

• the pupil’s wellbeing and potential; 

• ability of the School to provide appropriate support. 

The School may decline an application where: 

• there is no available place; 

• the pupil is unlikely to benefit from the education provided; 

• the School cannot reasonably meet the pupil’s needs; 

• admission would significantly affect the education or welfare of other pupils. 

Decisions will always be made professionally, consistently and with regard to the 

School’s responsibilities. 

4. Admissions Appeals 

4.1 Right of Appeal 

Parents or guardians who believe that an admissions decision has been made unfairly 

may request an appeal. 



 

         

An appeal may be considered where the parent believes that: 

• the admissions process was not followed correctly; 

• the decision was unreasonable; 

• there was unlawful discrimination; 

• relevant information was not properly considered. 

An appeal is not a mechanism to challenge the professional judgement of the Head 

simply because a parent disagrees with the outcome. 

5. Submitting an Appeal 

Appeals must be submitted in writing to: 

Chair of the Advisory Committee 

c/o Birchfield School 

The appeal should include: 

• the name of the child; 

• the date of the admissions decision; 

• the reasons for the appeal; 

• any supporting evidence; 

• details of any alleged procedural error or discrimination. 

Appeals should normally be submitted within 20 working days of receiving the 

admissions decision. 

6. Appeals Panel 

Where an appeal is accepted, the Chair of the Advisory Committee will arrange an 

independent review. 

The Appeals Panel will normally consist of: 

• two members of the Advisory Committee who have had no involvement in the 

original decision; 

• one independent person with no connection to the School. 

No person involved in making the original admissions decision will sit on the Appeals 

Panel. 

The panel will consider: 

• the admissions criteria; 

• information available at the time of decision; 

• evidence submitted by the family; 

• the School’s ability to meet the pupil’s needs. 

 



 

         

7. Appeals Meeting 

Where appropriate, parents may be invited to present their case to the Appeals Panel. 

The Head or a representative of the School may provide information regarding the 

admissions decision. 

The purpose of the meeting is to ensure that: 

• relevant information has been considered; 

• the process was fair; 

• the decision was reasonable. 

The meeting will be conducted respectfully and confidentially. 

8. Appeals Decision 

Following consideration of the evidence, the Appeals Panel may: 

• uphold the original admissions decision; or 

• request that the decision is reviewed. 

The decision of the Appeals Panel will be communicated in writing. 

The School aims to provide a written outcome within 10 working days of the appeal 

meeting. 

The decision will explain: 

• the evidence considered; 

• the reasons for the outcome; 

• any actions required. 

9. Final Decision 

The decision of the Appeals Panel is final within the School’s internal admissions 

process. 

Where a parent remains dissatisfied, they may use the School’s Complaints Policy 

where appropriate. 

An admissions appeal and a complaint are separate processes: 

• an appeal considers whether the admissions decision was fair and reasonable; 

• a complaint considers whether the School followed its procedures correctly or 

whether there was a service failure. 

 

 

 



 

         

10. SEND and Medical Needs 

Birchfield School welcomes applications from pupils with special educational needs and 

disabilities. 

Parents are encouraged to provide full information regarding: 

• SEND needs; 

• medical conditions; 

• educational assessments; 

• support currently received. 

The School will: 

• consider applications individually; 

• discuss reasonable adjustments; 

• liaise with parents and professionals where appropriate; 

• assess whether it can meet the pupil’s needs effectively. 

Failure to disclose relevant information may affect the School’s ability to provide 

appropriate support. 

11. Oversubscription 

Where applications exceed available places, priority may be given according to the 

School’s published admissions arrangements. 

Factors may include: 

• completion of registration; 

• sibling connections; 

• existing pupils transferring between School sections; 

• assessment outcomes where applicable. 

The School reserves the right to determine admission according to its ability to 

provide appropriate education and support. 

12. Scholarships and Awards 

Where applicable, scholarships and awards are separate from the admissions process. 

Awards may recognise: 

• academic achievement; 

• sport; 

• music; 

• art; 

• performing arts; 

• contribution to School life. 



 

         

Scholarship decisions do not override the School’s responsibility to ensure that a pupil 

is suitable for admission. 

13. Records and Confidentiality 

Admissions and appeals records will be: 

• maintained securely; 

• treated confidentially; 

• accessible only to authorised personnel. 

Records will be retained in accordance with the School’s record retention procedures 

and relevant legal requirements. 

14. Monitoring and Review 

The School will monitor admissions decisions to ensure: 

• fairness; 

• consistency; 

• equality of opportunity; 

• compliance with statutory requirements. 

This policy will be reviewed annually or sooner where there are: 

• changes to legislation; 

• changes to School procedures; 

• recommendations following inspection or review. 

Review Date: September 2027 

 

 

 

 

  


