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ADMISSIONS POLICY
Reviewed: November 2018                                                    Next Review: September 2019

[bookmark: _GoBack]Highfield Academy welcomes applications for admission into school from pupils of all cultures, races and backgrounds and is non- discriminatory in line with the Equality Act (2010) and Equal Opportunities Policy. Choosing a school for your child is one of the most important decisions you will make as a parent, Highfield Academy along with the Local Authority will support parents to understand and be successful in the admissions/transfer process.

Highfield Academy have a published admission number (PAN of 60) per year group. The admission criteria for school is as follows;

· Looked-After Child-a child that is ‘looked-after’ by the Local Authority in accordance with section 22 of the children’s Act 1989(b)
· A sibling link –an older brother/sister including adoptive or step-children that share the same parent/carer and live at the same address.
· Exceptional medical or psychological reasons – medical, psychological reports must be confirmed by a professional and explain why their needs will be met at Highfield Academy
· Where a pupil has a Health and Education Care Plan naming Highfield Academy (subject to confirmation by the SEN unit).

Nursery Admissions

We have a 60 place nursery where children attend either a morning or an afternoon session. You can register your child for school nursery once they have reached their second birthday, places are allocated in the term after they are three. This is usually in the following September; however if there are available places they may be enrolled in January or after Easter. You will be sent an offer of a place letter informing you of your child’s start date. If places are oversubscribed the school will work with the local authority in allocating places.

Registration forms are available from the main school reception.









Admission into Primary School

Legally children do not have to start school until the term after their 5th birthday. In Sunderland Local Authority, all children normally start together in September. If your child’s 5th birthday is in the summer term it is not possible to defer entry into Reception for a full academic year; however it is possible to defer admission into Reception until the term after their 5th birthday.

Parents have the right to express a preference for a school of their choice. Applications must be completed as there is no guarantee of a place for any child even if your child is attending an attached nursery or has older siblings already attending school. Applications can be accessed at 
www.sunderland.gov.uk/admissionsonline . 
Once completed forms can be returned to school, emailed to school admissions or returned to any of the Council’s Customer Service Centres. The preference period lasts 15 weeks from September until January and it is vital that preference forms are received in this time. If they are not, the School Admissions Team will consider them as ‘late’, which could reduce the chance of getting a place at your first choice school. Late applications will only be considered after the ones received on time unless there is a genuine reason. Examples of this would be moving into the area, dealing with the death of a close family member or a change of circumstances for a ‘looked after’ child. Circumstances such as these should be explained on the application form.

An offer of a school place will be sent to parents/carers in April. The offer must be accepted and returned to the School Admissions Team, if your child has not been successful in securing a place information about the statutory right of appeal will be enclosed.

Admission into Secondary

Children generally transfer to secondary school when they are 10/11 years old and in year 6 of primary/junior school.

As with admission to primary parents have the right to express a preference for a school of their choice. The preference period for secondary school opens in September and closes on 31st October. Late applications will only be considered after those received on time.

Applications can be accessed at www.sunderland.gov.uk/admissionsonline If parents/carers do not have access to the internet applications will be available in paper form from school reception where they can be completed and faxed off, alternatively applications can be made at any Council Customer Service Centre. Offers of school places will be sent out on March 1st. Once an offer of a place is received you must confirm acceptance. If your child has not been successful in securing a place information about the statutory right of appeal will be enclosed.

Mid- term transfers

If parent/carer wishes their child to transfer school during the school year a transfer application form must be completed. In order that this process is quick and efficient the following steps should be taken;

· The receiving school should be contacted by parent/carer to confirm there are places in the required year group.
· Part A of the transfer application should be completed by parent/carer, part B will be completed by school and signed by Melanie Davies or Deputy Headteacher Lucy Atkinson or Natalie O’Donnell
· Highfield will then send the completed form to the receiving school.
· If places are available schools will negotiate a start date and communicate this to school admissions. If no places are available the schools appeals process will be coordinated by the school admissions team.
· Once a child is admitted onto the school roll their name will be added to a weekly ‘pupil admitted to school outside of normal transition period’ form which is submitted to the EHAAT@togetherforchildren.org.uk.
· This is in accordance with regulation 12 Education (Pupil Registration) England (Amendment) Regulations 2016
· Transfer applications can be accessed from school reception, are available on the school admissions page of www.sunderland.gov.uk or from the school admissions team based at the Civic Centre, Sunderland SR2 7DN telephone number 0191 5611425/ 5611447
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