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AIMS AND INTRODUCTION 
This Policy concerns admissions to Parkgate House School (the School) for pupils aged 2-11 at all entry points – 
Nursery, Reception, Pre-Prep and Prep. 
 
The School selects on a first come first served basis but we also take into account academic ability, gender, 
month of birth and assessment of special educational needs and disabilities (SEND).  
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We welcome applicants from all backgrounds, irrespective of nationality, race, religion, gender, sexual 
orientation or disability. Human rights and freedoms are respected but must be balanced with the lawful 
needs of our School community and the rights and freedom of others. Not all age ranges are catered for and 
our facilities and abilities to deliver appropriate programmes for students with various kinds of disability 
(including special educational needs) are not all-encompassing and are developing. The School has limited 
facilities for pupils with physical disabilities but will do all that is reasonable to comply with its legal and moral 
responsibilities under the Disability Discrimination Act 1995, the Special Educational Needs and Disability Act 
2001, and the Equality Act 2010. 
 
There are size limits to the number of pupils that can currently be admitted to the whole school, to individual 
year groups and to individual classes.  
 
Equality Statement – the School has carefully considered and analysed the impact of this Policy on equality and 
the possible implications for persons with protected characteristics, as part of our commitment to meet the 
Public Sector Equality Duty (PSED) requirement to have due regard for the need to eliminate discrimination, to 
advance equality of opportunity and to foster good relations. 
 
About the School 

• Parkgate House School is an independent co-educational day school, and aims to have approximately 
equal numbers of boys and girls. 

• The School is non-denominational. 
• There are approximately 150 pupils on roll. 
• The age range is 2-11 with the main entry points for children at 2.5 or 4 years of age (specifically, in 

the September following a child’s fourth birthday). The School also admits pupils at other ages but 
does so on a case by case basis, usually following an assessment and interview. 

• The School generally admits up to 20 pupils per class. 
• The School’s main entry point is in September and there is a smaller Nursery entry in January and 

April. However, subject to place availability, children are sometimes accepted at other times of year 
as late joiners. Where possible, such late joiners are integrated into appropriate groups and may 
receive supplementary tuition to facilitate the transition, where necessary. 

ADMISSIONS PROCEDURE 
• Prospective parents are informed about the School’s aims and ethos through the School website and 

social media channels and during a visit to the School. 
• Prospective parents can make an enquiry and/or register their child by completing the online enquiry 

and registration form. 
• Prospective parents are invited to visit the School during an Open Morning or a private or small group 

tour. Parkgate House School organises a number of Open Mornings throughout the year. Open 
Mornings provide an opportunity to hear a talk from the Headmaster and to meet Heads of 
Department and other key members of staff. 

• Prospective parents receive a prospectus pack from the Admissions Office, containing a school 
prospectus, the most recent school newsletter (‘Parkgate Update’) and information about 11+ results. 

• A completed online registration form and a registration fee payment is required to register a child. 
The School welcomes registrations from birth. 

• Children attending the Parkgate House Nursery are automatically registered for Reception entry at 
Parkgate House School. 

• For entry to Pre-Prep and Prep, parents are asked to provide the most recent school report and an 
assessment may be arranged, along with an interview with the Headmaster. 

• Where possible, the School will make every effort to accommodate siblings, although no guarantee is 
made to offer every sibling a place. 



 
 
 

4 
 

• Children of current members of staff will be subject to the same admissions procedure and criteria as 
other applicants. 

• It is the responsibility of the parents of foreign nationals to check that their children have a right to 
study in the UK, under their UK entry conditions, before registering their child for a place at Parkgate 
House. Please note that Parkgate House School does not hold a Student sponsor licence. 

 
This Policy applies to all children including those within the EYFS (Early Years Foundation Stage – Nursery and 
Reception). 
 

Disclosure 
Parents or guardians are required at the earliest opportunity to disclose any particular known or suspected 
circumstances relating to their child’s physical or mental health, allergies, disabilities or special educational 
needs, or any previous disciplinary issues which arose at a previous nursery or school. 

SPECIAL EDUCATIONAL NEEDS AND DISABILITIES (SEND) 
 
The School is an inclusive community which welcomes pupils with special educational needs provided that the 
School can offer them the support they require.  
 
The School strongly advises parents of children with special educational needs or disabilities to discuss their 
child's requirements with the School prior to registering and accepting a place. This is important to ensure a 
child-centred approach to the School’s admissions process. Parents should provide a copy of any educational 
psychologist's reports or a medical or specialist’s reports if they have them, along with reports from any 
previous nurseries or schools. The School will discuss thoroughly with parents (and often their medical advisers 
and/or previous nurseries or schools) the adjustments that are required and that can reasonably be made for 
the child if he/she becomes a pupil at the School. 
 
If special educational needs or a disability become apparent after admission, the School will discuss with 
parents the reasonable adjustments that may allow the pupil to continue at the School. 
 

OFFER AND ACCEPTANCE OF A PLACE 

 
• Following registration and payment of the registration fee (and usually following a visit to the School), 

an Offer letter will be sent to parents if a place is available. 
• If no place is available, a child may be placed on the Waiting List, and parents will be informed if a 

place becomes available. 
• Offer holders will be issued with an Acceptance Form and an invoice for an Acceptance Deposit 

approximately a year in advance of the start date.  An Acceptance Deposit and completed Acceptance 
Form are required to secure the place. Once the Deposit has been paid both the parents and pupil 
become bound by the School’s Terms and Conditions. 

• An Offer may be rescinded if the Deposit payment is not made a year in advance of the start date, or 
by the specified deadline, or if the School’s Admissions Policy and Terms and Conditions have not 
been adhered to. 

• During the term prior to a child’s start date, parents will be sent an induction pack containing the 
relevant forms and documents for enrolment at the School. Once these forms have been completed 
and returned, the enrolment process is complete. 
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If an application is made outside of the usual admissions period; for example, when a pupil moves into the 
area, the admissions procedure and timescale may be modified in a reasonable way. 
 
Emergency Contact Details 
 
During the registration and enrolment process the School ensures that it holds more than one emergency 
contact number for each pupil where reasonably possible. 
 
The School’s Decision 
 
Whilst the School will always act in good faith and professionally towards any application, the decision to offer 
an applicant a place or to reject an application is final. In making these decisions, the School has a duty to 
consider the interests and circumstances of all the stakeholders. Where the School is in a position to assist, the 
School will do so. The School may, if appropriate, suggest alternative schools but the School is not required to 
discuss the reasons for any particular decision.   
 
Complaints 
 
If a prospective parent is dissatisfied with an admissions decision they should refer to the School's Complaints 
Policy. 

ADMISSION REGISTER 
 
The Admission Register, or ‘school roll’, must include the following information for every pupil: 

• Full name 
• The name the pupil uses at school 
• Sex 
• Address 
• The full name and address of every known parent and an indication of the parent(s) with whom the 

child normally resides 
• Emergency contact details of the parent with whom the pupil normally lives – and ideally more than 1 

emergency contact number 
• Date of birth 
• Date of admission (or re-admission) to the school 
• Name and address of the school last attended, if any 

 
A back-up copy of the admission register is made at least once a month, and copies must be kept for 6 years 
after the end of the school year they relate to.  

DATA PROTECTION 

Data will be processed and stored in accordance with the School’s Data Protection Policy. 
 
Sharing information with the local authority  
 
The School is required to make a return to the local authority when a pupil’s name is to be added to or deleted 
from the admission register at a non standard transition point, if a child is of compulsory school age.  The 
School must provide the information held within the admission register about the pupil, along with the child’s 
previous school (if applicable), the name and intended start date of the child’s future school (if applicable) and 
the ground for deletion under which the pupil’s name has been deleted from the admission register.  
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This duty does not apply when a pupil’s name is entered in or deleted from the admission register at a 
standard transition point, unless the local authority requests for such information to be provided. 

ASSOCIATED POLICIES AND DOCUMENTATION 
 
This Policy should be read in conjunction with other School policies and documents, including: 
 

• The School’s Terms and Conditions 
• The Equal Opportunities Policy 
• The Disability Policy & Accessibility plan 
• The Special Educational Needs Policy 
• The Attendance Policy 

LEGISLATION 
 
This Policy bears due regard for statutory guidance, including: 

• DfE ‘The Equality Act 2010 and schools’ (May 2014) 
• DfE ‘School applications for foreign national children and children resident outside England’ (Updated 

April 2022) 
• The School Attendance (Pupil Registration) (England) Regulations 2024 
• Working together to improve school attendance (applies from 19 August 2024) 
• Children Missing Education - Guidance for Local authorities 

 
 

Policy Reviewer: 
 

Headteacher & Admissions Manager 

Date of Policy Review: 
 

March 2025 

Date of Next Policy Review: 
 

March 2026 

 

https://www.legislation.gov.uk/uksi/2024/208/made#regulation-5-2
https://assets.publishing.service.gov.uk/media/66bf300da44f1c4c23e5bd1b/Working_together_to_improve_school_attendance_-_August_2024.pdf
https://assets.publishing.service.gov.uk/media/66bf57a4dcb0757928e5bd39/Children_missing_education_guidance_-_August_2024.pdf
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