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1 Authority and circulation 

This policy has been authorised by the Board of Governors of St James Prep School. Its status is 

mandatory. It is addressed to prospective parents and pupils and to all members of the teaching 

and administration staff. This policy also relates to our Early Years Foundation Stage (EYFS). 

 

2 Policy statement 

The aims of this policy are: 

 
• To ensure compliance with the School's charitable purposes. St James Prep School is a 

mainstream independent school with a spiritual ethos and is a school for boys and girls 

aged three to eleven; 

• To identify and admit children who will benefit from all that a St James education has to 

offer and who will thrive in the ethos and activities of our school community. We will only 

admit a child in Years 2/3/4/5/6 who has met the academic criteria. 

 

3 Accessibility 

This policy can be made available in large print or other accessible format if required. 
 

4 Equal Treatment 

We welcome children from many different ethnic and racial groups, backgrounds and creeds. 

Human rights and freedoms are respected but must be balanced with the lawful needs and rules 

of our School community and the rights and freedoms of others. All candidates for admission 

will be treated equally, irrespective of their or their parents' race, colour, language, religion, 

political or other opinion, national or social origin, association with a national minority, sexual 

orientation, property, birth or other status. We expect all of our pupils to attend our church 

services and School assemblies which are fundamental to our spiritual ethos. 

 

5 Disability and Special Educational Needs - The School currently has limited facilities for 

children with physical disabilities. However the School will do all that is reasonable to comply 

with its legal responsibilities under the Equality Act 2010 and Special Educational Needs and 

Disability Act 2001, in order to accommodate the needs of applicants who have disabilities for 

which, with reasonable adjustments, the School can cater adequately. 
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The School needs to be aware of any known disability or special educational need which may 

affect a child's ability to participate in the admissions procedure and take full advantage of the 

education provided at the School. Parents of a child who has any disability or special educational 

needs should provide the School with full details of EHCP prior to the admissions procedure 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, we can 

assess those needs and consult with parents about the adjustments which can reasonably be made 

to ensure that the application procedure is accessible for the child and that 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 application procedure 

is accessible for candidates with a disability or learning difference and will make such reasonable 

adjustments as necessary. For example, the School may be able to provide an examination paper 

in large font for a visually impaired pupil. 
 

Similarly, if special education needs or a disability become apparent after admission, the School 

will consult with parents about reasonable adjustments in order to allow the child to continue at 

the School.  (See SEND Policy, in accordance with Government guidelines set out in the SEND 

Code of Practice 2015) 

 
 

6 Procedures 
Our admission procedure has three elements - 

 
• Registration - including registration form & fee, confidential pupil information forms. 

 

• Assessment - dependent on entry point, see section 7 below 
 

• Disability assessments (if applicable). 

 
 

7 Entry Points 
Parents are invited to view the School, preferably when the child is quite young, as the demand 

for places is high. At the assessment stage parents will be asked for 2 passport photographs, a 

birth certificate, and any specialist report(s) where applicable and the most recent report from the 

current school. 

Entry at age Nursery & Reception: 
The main points of entry into the School are: Nursery at the age of 3 (or in the term within which 

the child turns 3), and Reception at the age of 4. There is no formal test for entry at these ages - 

we believe tests for three and four year olds put undue pressure upon the child and can lead to a 

sense of failure and limitation at a young and tender age.  We require a satisfactory report from 
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the child’s current Nursery school if applicable, and all children must attend with their parents 

for a morning before a place will be formally offered. 

 

For Ys 1 and 2: 

Ys 1 & 2 will follow the above procedures as for entry at 3 & 4. 

 
For Ys 3/4/5/6: 

Children will be asked to attend a Taster Day which they will spend with their potential year 

group, relevant to their age and the class they will be joining. Assessments in Maths and English,   

will take place at some point in the day. The children will also be observed by teachers during 

lessons. 

 

A satisfactory report from the child’s current school will need to be provided ahead of the day.  

 

8 Candidate's age: 
Very occasionally, we may offer places to pupils one year ahead or behind their standard year 

group, if we consider, as a matter of professional judgement, that this would be in the best 

interests of the pupil and the School. 

 

9 Special circumstances 
We recognise that a candidate's performance may be affected by particular circumstances, for 

example - 

 
• If he/she is unwell when taking tests or has had a lengthy absence from his/her school; 

 

• If there are particular family circumstances such as a recent bereavement; 

 

• If there is a relevant educational history, for example education outside the British system; 

 

• If the candidate has a disability or specific learning difficulties; 

 

• If English is not the candidate's first language. 

 

In any of these cases, we may request further information such as a medical certificate or 

educational psychologist's report and any associated correspondence or details from the pupil's 

current school (including samples of work) or any family history of dyslexia, as we consider 

necessary to make a fair assessment. We may also invite the child to a second Taster Day at a later 

date. 
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10 Disclosures 

Parents must, as soon as possible, disclose any particular known or suspected circumstances 

relating to their child's health, allergies, disabilities or learning difficulties. 

 
11 Offer 

If the applicant is to be offered a place, the letter is sent with an acceptance form, the Standard 

Terms and Conditions, pupil medical profile; it also requests a deposit. The confirmation of a place 

cannot be made until all this documentation has been properly completed and returned to the 

Registrar. It is requested that the forms are returned within a given period, after which the place 

may be offered to another family. 

 
When all the forms are received, a letter of confirmation is then sent to the parents along with a 

uniform list.  

All new students will be invited to a Welcome Day or Morning (depending on their age) in the 

summer term. 

 
12 Additional factors: 

When the School is oversubscribed, if we need to decide between two or more candidates who 

meet our admission requirements, after all appropriate allowances and special consideration has 

been given, we may give preference to: 

 
• A child who already has a brother/sister in the School or whose parent is a former pupil here; 

• A child whose parent is a current member of our staff; 

• A child with a particular skill, talent or aptitude
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