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Introduction 

This policy explains the admissions process for pupils applying to Birchfield School from Reception to Year 

6. It should be read in conjunction with: 

• Equal Opportunities Policy 

• Special Educational Needs and Disability (SEND) Policy 

• Admissions Appeals Policy 

• Pupil Withdrawal Policy 

• Safeguarding and Child Protection Policy 

• Data Protection Policy 

Birchfield School is committed to providing a fair, transparent and inclusive admissions process. The School 

welcomes applications from families who support the School’s ethos, values and approach to education. 

The final decision to offer a place rests with the Headmistress, who will exercise professional judgement in 

accordance with this policy, the needs of the pupil, the resources available within the School and the 

requirements of the Independent School Standards. 

Birchfield School educates pupils aged 4–16. This policy applies to children seeking admission from 

Reception to Year 6. Applicants for Year 7 and above should refer to the separate Senior School 

Admissions Policy. 

The School also operates The Star Programme, a personalised learning provision for pupils in Years 2–

6 who require a modified curriculum and additional educational support. Admission to The Star 

Programme is subject to a separate assessment process, Application Form and Terms and Conditions 

agreement. 

Pupils attend Birchfield School from a wide geographical area. Families may access the School’s transport 

arrangements, including the School minibus service. Further information is available from the School Office 

and the School website. 

1. Admissions Principles 

Admissions to Reception through Year 6 are non-selective. 

A place may be offered where: 
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1. A place is available within the appropriate year group. 

2. The pupil is likely to benefit from the education, curriculum and pastoral provision offered by the 

School. 

3. Parents support the School’s ethos, values and expectations. 

4. The School is able to meet the pupil’s educational, medical, pastoral and safeguarding needs. 

5. Parents complete the required registration documentation and accept the School’s Terms and 

Conditions within the stated timescale. 

The School aims to ensure that admissions decisions are made consistently, fairly and without unlawful 

discrimination. 

2. Admissions Process 

The admissions process is designed to ensure that the School can provide an appropriate education and 

support package for each pupil. 

The process may include: 

• A visit to the School by parents and the prospective pupil. 

• A meeting with members of staff. 

• A taster day or assessment visit. 

• Review of previous school reports or relevant professional information. 

• Assessment of reading, spelling, numeracy or other skills where appropriate. 

The purpose of assessment is to understand the pupil’s strengths, interests, personality, learning profile and 

any areas where additional support may be required. 

Following a visit or assessment, parents may receive feedback regarding: 

• The pupil’s strengths and interests. 

• Their approach to learning. 

• Social and pastoral development. 

• Any areas requiring further discussion or support. 

3. Special Educational Needs and Disability (SEND) 

Birchfield School welcomes applications from pupils with SEND and considers each application individually. 

Parents are required to provide accurate and up-to-date information regarding: 

• Special educational needs or disabilities. 

• Medical conditions. 

• Existing support arrangements. 

• Educational psychology reports or other professional assessments where available. 

The School will consider whether reasonable adjustments can be made to ensure that pupils with SEND 

are not placed at a substantial disadvantage compared with their peers. 

The admissions decision will take into account: 
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• The needs of the individual pupil. 

• The provision and expertise available within the School. 

• The impact on the pupil’s educational and pastoral experience. 

• Any additional support required. 

The School may request further information or meetings with parents and relevant professionals before 

confirming a place. 

4. Inclusion and Equality 

Birchfield School is committed to equality, diversity and inclusion. 

No pupil will be refused admission on the grounds of: 

• Sex 

• Race 

• Ethnicity 

• Religion or belief 

• Disability 

• Social background 

• Any protected characteristic under the Equality Act 2010 

The School will make reasonable adjustments where appropriate and will consider each pupil’s individual 

circumstances carefully. 

The School reserves the right to assess whether it can reasonably meet a pupil’s needs while maintaining 

the quality of education and support provided to all pupils. 

5. Oversubscription 

Where applications exceed available places, the School may prioritise applications according to: 

1. Existing pupils transferring between year groups. 

2. Siblings of current pupils. 

3. The date on which completed registration documentation is received. 

The Headmistress retains discretion to consider individual circumstances when making admissions 

decisions. 

Where no immediate place is available, families may be offered a place on the waiting list. Parents will be 

informed of the process and will be contacted if a suitable place becomes available. 

6. Transition to Senior School 

Pupils completing their education in the Prep School will receive priority consideration for admission to 

the Senior School. 

However, parents must complete the Senior School admissions process, including any required registration 

documentation and fees, to allow the School to plan effectively for future pupil numbers. 
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Where the Headmistress considers that a pupil may not benefit from progression to the Senior School, 

parents will be informed at the earliest appropriate opportunity, normally during Year 6, and invited to 

discuss alternative educational pathways. 

7. Safeguarding and Admission Information 

The School requires parents to provide accurate information to enable appropriate safeguarding and 

pastoral support. 

Before admission, the School may request: 

• Previous school records. 

• Attendance information. 

• Medical information. 

• SEND documentation. 

• Safeguarding information where relevant. 

All information will be managed securely in accordance with the School’s Data Protection Policy. 

8. Withdrawal of an Offer 

The School reserves the right to withdraw an offer of a place where: 

• Information provided during the admissions process is found to be inaccurate or incomplete. 

• Relevant information affecting the pupil’s education, welfare or safety has not been disclosed. 

• The School is unable to reasonably meet the pupil’s needs. 

Parents will be informed of concerns and given the opportunity to discuss the matter with the 

Headmistress. 

9. Admissions Appeals 

Parents who believe that an admissions decision has been made unfairly or unlawfully may request an 

appeal in accordance with the Admissions Appeals Policy. 

Appeals should be submitted in writing to: 

The Chair of the Advisory Committee 

c/o Birchfield School 

The appeal process will provide an impartial review of whether the admissions process was applied fairly 

and consistently. 

10. Monitoring and Review 

Admissions procedures are monitored by the Headmistress to ensure that they remain fair, inclusive and 

compliant with current statutory requirements. 

This policy will be reviewed annually by the Headmistress and Advisory Committee. 


