


Clarendon Cottage Preparatory School		Admissions Policy				Reviewed by: Miss E. Bagnall March 2026	Review date: March 2027			




Clarendon Cottage Preparatory School

Admissions Policy

This policy applies to the whole school, including the EYFS.

Children are admitted to Clarendon Cottage Preparatory School on a non-selective and inclusive basis. The school accepts parents/carers and children regardless of gender, race, cultural background, religion, physical or mental ability or disability, health or social class and as long as we can meet their learning and development needs. Staff members are aware of and are sensitive to each child’s needs, level of development and background.

Clarendon Cottage Prep School is a community which recognises each individual’s needs and in which the talents and abilities of children and adults are encouraged. The care for each child is central to the school’s aims and provision, and we pride ourselves for being a caring and welcoming community. Our curriculum and pastoral approach foster the individual’s sense of identity and awareness; alongside the important role they play as part of the community. This recognition and appreciation of individuality is central to the school’s ethos and is reflected in the procedures through which we welcome, admit and induct children and their families into our community.

The purpose of this policy is to enable the school to welcome, identify and admit children who will benefit from the education offered at Clarendon Cottage Prep School and who will continue to contribute to and benefit from the ethos and activities of our school community. We will only admit a child and their family who meet these criteria. 

Procedures and Practices Prep 1 (Nursery Class)

The Prep 1 (Nursery Class) is able to admit 40 children from the age of 3 years. The Prep 1 group is open Monday – Friday, 7:30am – 6:00pm, 50 weeks per year. 

Entry into Prep 1 (Nursery Class)

1. Prospective parents would usually make an appointment with the Head of the School for a visit. This can be deputised if needed.

2. Children will be admitted at any age between; a rising 3 (the start of the term in which they turn three years old) and their normal school entry age (up to 5years old)
3. Parent/s should complete an application form, and if places are available, a formal offer letter will be sent out. On confirmation of a place, parents are required to pay a week’s fees as a deposit. This is non-returnable in the event of the place being cancelled by the parent. Nursery grant places (free 15/30 hours) will require a £45 deposit for snacks, lunches and other reasonable consumables as specified in notes of annual fees letter.

4. In order for Prep 1 to maintain a balanced distribution across the 5 days, it may be necessary for parents to accept alternative sessions when first registering. Children who are accessing Grant only places will have their sessions reviewed on a termly basis based on demand. 

5. If there is a waiting list for the Nursery, then applications are dated on receipt. Again, a deposit will hold the place. 

6. In the event of a waiting list, preference will be given in the following order:

I. Siblings of existing Clarendon Cottage Prep School pupils
II. Non-siblings, who are registered to attend Clarendon Cottage Prep School
III. Children of Alumni
IV. Non-siblings, who wish to attend another school setting for Reception
V. Full Time Children
VI. Children who are attending full day sessions
VII. Funded only children

N.B Within each category if there are more children applying than spaces available, then we will use the dates when the parents/carers sent the completed registration form (including signed terms and conditions) along with the registration deposit.

7. A limited number of ‘Early Years Funded Entitlement (EEF) only’ places will be granted per term, subject to availably. 

How to Apply for a Prep 1 place

· Following your enquiry we will gather information to ascertain the place required to check for availability.
· You will be offered a tour of Clarendon Cottage Prep School with one of the following staff members; Headteacher, Deputy Head or EYFS Lead. 
· Once you have submitted your completed application form, paid the deposit and signed Terms & Conditions an offer letter will be sent out to you. If we were unable to offer a place, we will offer you a place on our waiting list.  
· Before your start date we will arrange an initial settling visit to our Prep 1 group. During the visit the team will organise subsequent settling sessions and enrolment forms. 

Minimum Booking

We offer a variety of places which can be combined to meet your childcare needs. These are all fully available on our Fees list and staff in the office will be able to support you in this process. We have a minimum attendance of 3 days per week or 5 am/pm sessions. This ensures that children attend enough to settle, build strong relationships with peers and teachers and get the most out of the learning activities we offer. 

Exclusions

Every effort will be made to integrate all children and to promote positive behaviour. The nursery management reserves the right to request a parent to withdraw a child if necessary, but only after discussions with the parents and with the specialists/advisors. In the rare case of this being necessary the notice period of fees will be waived. 

Notice period for reducing Prep 1 space or removing your child from Forest Park

If you wish to reduce your child’s attendance in Prep 1 or withdraw your children from our Prep 1 group you must give at least 1 month’s written notice. Failure to provide such notice will result in fees being charged in lieu for the following month.

   
Entry into the Prep School from Prep 1

1. Children already in the nursery class will be given priority in their application to Prep 2 during the Autumn Term, subject to following the acceptance procedure below. Places remaining after the internal process will then be offered to outside children.

2. Open evenings will be held, usually in November & January, for all prospective parents. 

3. We will advise you of the application procedure in the Autumn term preceding your child’s entry into Prep 2. An application form must be completed, which is available from the school office. Acceptance of a place is achieved by paying the place deposit of £250 and the submission of a completed application form – only upon receipt of the offer letter is a place confirmed by school. Please note this is a non-refundable deposit that will be deducted from your first term’s fees upon start. 

Entry into the Prep School – External

Clarendon Cottage Prep School will offer a place to the prospective parent should they have a space available in the appropriate class. If no space is available, the child’s details will be placed on a waiting list. Siblings of existing pupils and staff children have priority of admission. Places will not be offered to children out of their age group unless there are significant grounds for this. The school does not select on academic ability but places are offered after consultation with the Headteacher. Prospective pupils may attend or be asked to attend a taster day/session. Pupils are admitted to the school on the ground of having the ability and aptitude to access an academic curriculum. Those applying for a place in the school will not be excluded on the grounds of learning difficulties or disability.

However, this will be subject to the capability of the school to make reasonable adjustments in terms of site, learning environment and curriculum. Parents can provide auxiliary aids and services at their own expense. Additional charges will be made for specialist lessons and assessments by specialist teachers if required. 

The School advertises places across the tear groups using different media available (papers, internet, radio etc) From these adverts the following process activates;
· A prospective parents will apply for a prospectus and/or a school visit. A prospectus will be forwarded in the post and the parents will be invited to refer to the school’s website for further details regarding the school’s policies and practices, and school’s social media for updates of life at Clarendon Cottage Prep School.
· Following receipt of the prospectus a parent may communicate with the school and request more information or an appointment for a visit.
· On request the parents will be given a guided tour of the whole school The school does not require an interview with the child. Although, where appropriate, the child may attend the tour and or a taster session. During this tour the Headteacher/Deputy Head will be available to explain the school ethos and answer any questions. The Head/Deputy Head will ask questions in relation to your child’s educational journey so far and candour is expected.  
· Should the parent wish to accept a place at the school they will fill out and forward the admission form and the £500 registration deposit to the school. On receipt of this form the place will be confirmed in writing by the Headteacher. 
· On receipt of the admission form and fee, that place offered will be held until the date of enrolment or notice is given to the contrary by the prospective parents. In the case of younger children, it may be mutually decided and agreed that an appropriate deferment of the original enrollment date would be acceptable. 
· Please note at this point during the admission process school will contact your child’s previous academic setting to check for any Safeguarding concerns and any up to date reports on their abilities and behaviour. If new information comes to light at this time in relation to your child’s or your own behaviour and conduct at a previous setting, we reserve the right to withdraw the place. 
· It is the prospective parents’ prerogative to decline taking up the place at any of the above stages.
· A courtesy correspondence is always sent out following the visit of each prospective parent. 

Deposit and Cancellation

Please refer to the School’s Terms and Conditions for information as to how the Deposit will be held and in what circumstances it will be refunded. Further information is also provided in the Terms and Conditions about cancellation of a place that has been accepted.

Exclusion

In registering your child for a place at the school you are agreeing to abide by the school’s regulations and policies and to ensure, in so far as is reasonably practicable, that if your child is offered a place at the school they will be both diligent in their studies and responsible in their attitude and behaviour. Should this become a problem we will make every effort to counsel your child and yourselves and encourage them to modify their behaviour. However, you must accept that it may become necessary for your child’s pace at the school to be withdrawn and for them to be educated at a school which is more appropriate to their needs. The Headteacher’s decision in this matter will be final. See the School’s Exclusion Policy.

Terms and Conditions

This Admission Policy must be read in conjunction with the School’s Terms and Conditions by which all parents and pupils must abide in relation to treatment of staff and pupils particularly in the school.


Admissions Register 

The school keeps an Admissions Register which contains details of all the pupils at the school. This includes: 

1. The pupil’s name in full 
2. The sex of the pupil
3. The name and address of every person known to be a parent/carer of the pupil (and an indication of which parent that pupil normally lives with and which parents hold parental responsibility as defined by Section 3 Children Act 1989). Where a parent notifies us of a change in address, we will find out the new address, who they will be living with and the date from which the change will occur. 
4. More than one telephone number, if possible, of main carer/s 
5. The day, month and year of birth 
6. The day, month and year of admission 
7. The name and address of the last school attended 
8. The name of the destination school and the first date of attendance, where it is reasonably practicable for us to ascertain this information


Equal Opportunities

We welcome children from many different ethnic and racial groups, background and creeds. The school is committed to equality of opportunity for all members of the school community. The school recognises and accepts its responsibilities under the law, in line with the 1976 Race Relations Ace and in line with the Equality Act 2010; all candidates for admissions will be treated equally, irrespective of their, or their parents’ age, gender, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race or ethnicity, language, relation or belief, national or social origin, sexual orientation, property, birth or other status. We expect all our pupils to attend all assemblies and outings, and to take full part in Religious Education and to take full part in compulsory aspects of the curriculum. This in line with the School Equal Opportunities and Anti-Discrimination Policy. 

Special Educational Needs and Disability (SEND)

The school currently has limited facilities for SEND pupils but will do all that is reasonable to comply with its legal and moral responsibilities under equality legislation to accommodate the needs of SEND applicants for which, with reasonable adjustments, the School can cater for adequately. Within this the School will the consider the needs of existing pupils, so that they are not disadvantaged. The physical layout of the site and buildings may restrict the movement of individuals with difficulties with mobility. 

The school defines a reasonable adjustment as one which can reasonably be undertaken within the normal staffing, facilities and resources of the school. Where the school needs to draw on additional expertise or resources, the cost will be passed on to parents or secured through EHCP funding. The School needs to be aware of any known SEND 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 SEND should provide the School with full details 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, the School can assess those needs and consult with parents about the adjustments which can reasonable be made to ensure that the application procedure is accessible for the child and the School can cater adequately for the child’s needs should an offer of a place be made. A failure to disclose full details may result in the withdrawal of a place.

The School will do all that is reasonable to ensure that the information and application procedure is accessible for SEND candidates and will make such reasonable adjustments as necessary. Similar. If SEND becomes apparent after admission, the School will consult with parents about reasonable adjustments that may allow the child to continue at the School. 

Where specific needs are identified and be met with ‘reasonable adjustment’ by the School there will be no additional costs for support. Where it is deemed most appropriate for there to be intervention from an outside resource, the cost for these services will be the responsibility of the parent. 
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