
 

 

 

St David’s School 
 

Admissions and Transitions Policy 

(Whole School including EYFS) 

(Revised October 2020) 
 
 

Introduction 
 

St David’s is a non-selective preparatory school for children aged 3 – 11 years.  We welcome pupils with a 
wide degree of abilities and backgrounds. Our aim is to provide an all-round education in a supportive 
and happy environment that will challenge every child to fulfil their maximum potential. It is our aim to 

educate the whole child, academically, socially and morally, through a broad and balanced curriculum, so 
that they are able to integrate and flourish with confidence in their next school. 
 

The general aims of the school are: 

• To provide a good all-round education for all pupils at St David’s. 

• To provide a caring ‘family’ community where everyone will behave with courtesy, consideration and 
tolerance towards others. 

• To offer a broad and balanced curriculum which is regularly reviewed. 

• To encourage each child to have a disciplined approach to work and to learn the benefits of 
contributing positively to the school and participating in all it has to offer. 

 

St David’s is committed to safeguarding and promoting the welfare of children and young people, along 
with their protection, and expects all staff and volunteers to share this commitment. 
 

Admission and entry to St David’s School is subject to the availability of a place and the prospective pupil 
satisfying the admission criteria expected in order for that child to integrate successfully into the school. 
With regards to admission for disabled pupils, reference should also be made to the St David’s School 
Special Educational Needs and Disability Policy.  The school also operates an Equality Policy. 
 

Registration 
 

All prospective parents are offered an appointment to meet the Head Teacher and receive a tour of the 
school (subject to places being available).   
 

Prospective pupils will be considered as candidates for admission and entry to the school when a 
Registration Form and Confidential Information Form have been completed and returned to the school and 
a non-refundable registration fee has been paid. 
 

All registrations are considered in the order that they are received, however priority is given to siblings of 
existing pupils.  
 

All prospective pupils are assessed for entry in accordance with the admission requirements of the school 

and the criteria relevant to the particular year group for which the registration is being made. 
 

An Admissions Register is kept by the Admissions Manager of all registrations received by the school for 

the current academic year (see below for Summary of the Law regarding the Admissions Register). 
 

Admission to Nursery and Reception 
 

The majority of pupils join Nursery in the September after their third birthday.  However, children are 
welcome to join Nursery in the actual term of their third birthday, but it must be noted that these children 
will remain in their correct age group and will not move up to Reception until the correct age (possibly 
remaining in Nursery for four or five terms). 
 

Pupils are admitted to Reception in the September after their fourth birthday. 
 

At present there is no formal assessment for entry to Nursery and Reception. 
 



In the Summer Term prior to the pupil taking up their place at the start of the next academic year, Early 
Years staff will arrange a visit to the child’s home at a mutually convenient time, whereby the Class 
Teacher is able to meet and observe the child in familiar home surroundings. Following a successful home 

visit, the new Nursery and new Reception pupils are invited to attend the school for a session in order to 
meet the Head of Early Years, their Class Teacher, Teaching Assistants and their new class mates, thus 
starting the induction process.     
 

Although there are no formal entrance tests for pupils wishing to enter the Early Years classes, if a child 
should join Nursery or Reception at non-standard transitions, a place may be offered on completion of a 
home visit and a satisfactory informal assessment made during a trial visit to the school.   

 

Admission to Reception - Form 6 (non-transition points) 
 

If places are available, pupils are considered for admission into Reception – Form 6 subject to satisfactory 

informal assessment and at the discretion of the Head Teacher.  Children will be expected to spend a trial 
day (9.30 am – 3.00 pm) in the appropriate class group.  The Head Teacher will require a copy of the 
child’s latest school report and the St David’s Class Teacher/Inclusion Leader will provide a brief report to 
the Head Teacher following the child’s visit.  They will comment on the child’s general all-round ability 

compared to the rest of the class and the prospects of harmonious social integration within the group.  The 
Head Teacher will be seeking evidence to support the view that the prospective pupil will be able to 
develop and prosper in the academic and social environment of the school.  
 

Disclosure of Special Educational Needs and/or Disability (SEND) 
 

If parents know that their child has a special educational need and/or disability, all the facts, reports and 
information must be divulged and be fully discussed with the Head Teacher and Inclusion Leader BEFORE 

entry to St David’s can be considered.  It is essential that the school feels confident about being able to 
cater properly and appropriately for the special needs of the child, but not at the expense of other pupils.  
Currently St David’s does not have specialist resources to care for children with Education Health and 
Care Plans, however, reasonable adjustments can be made for pupils with special educational needs. 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 (for example, Speech and Language Therapists, 
Occupational Therapists, Educational Psychologists or Dyslexia Tutors). The physical layout of the site and 
buildings may restrict the movement of individuals with particular difficulties with mobility. The school has 

a three year plan in compliance with the Special Educational Needs and Disability Act.  Any enquiry about 

placing such a child at St David’s School is given due consideration, before a decision is reached to offer a 
place. 
 

Offer of a place and deposit 
 

An offer of a place at the school will be made by way of a formal offer letter from the Admissions Manager 
to the prospective parents, which may be subject to such conditions as specified in the letter.  For Nursery 
and Reception places, offer letters will be sent out ten months before the admission date. Accompanying 

the offer letter will be an Acceptance Form together with the current edition of the St David’s School Terms 
and Conditions.  In order to accept the place, the Acceptance Form must be completed and signed 
(signatures are required from each of those with parental responsibility wherever possible).  The Form 
must be returned to the Admissions Manager together with an acceptance deposit (cheque or bank 

transfer). 
 

Details of the deposit and the notice requirements are set out in the Acceptance Form and Terms and 
Conditions and may be increased by the school from time to time.  The deposit will be refundable and will 

be repaid when the child leaves St David’s School at the end of Form 6 only.   
 

Acceptance of a place 
 

A place is reserved for a prospective pupil when the Acceptance Form has been completed and returned 
to the school together with the required deposit payment. 
 

A formal letter is sent from the Admissions Manager to the prospective parent acknowledging receipt of 
the Acceptance Form and deposit payment and confirming that the place has been reserved. 
 



After the Acceptance Form has been returned, prospective parents who cancel their acceptance of a place 
less than a term prior to the date on which the pupil was due to join the school, will be liable for the 
payment of a term’s fees (less the deposit held) to the school. 
 

Offer of a start date is subject to parents of new pupils discharging all financial obligations at their existing 
school. 
 

A Starter Pack will be made available to new parents providing general information and pre-starting forms 
to be completed and returned. 
 

School uniform can be purchased from Cladish in Wallington and the school also operates a second-hand 
uniform facility. 
 

Procedure when a child joins St David’s 
 

When a child joins St David’s the Admissions Manager contacts the child’s previous school and requests all 
pupil records (where applicable).  When these are received they are read by the Inclusion Leader and 

Class Teacher before being filed in the School Office.  In addition to this the Admissions 
Manager/Designated Safeguarding Lead sends a Child Protection Form to the Designated Safeguarding 
Lead at the child’s previous school to ascertain if there are/have been any safeguarding issues. 
 

Procedure when a child leaves St David’s 
 

When a child leaves St David’s the School Office forwards the pupil records (including SEN records) to the 

next school, once it has been confirmed that the child has started at the school. Relevant information may 
also be included (as appropriate) in references for next schools prior to the pupil being offered a place.  If 
there have been safeguarding issues the Designated Safeguarding Lead sends relevant files by Registered 
Post to the Designated Safeguarding Lead at the next school. 
 

SUMMARY OF THE LAW REGARDING THE ADMISSIONS REGISTER 
 

All Independent schools - Regulation 3(15) ‘The standard in this paragraph is met if the proprietor ensures 

that an admission and attendance register is maintained in accordance with the Education (Pupil 
Registration) (England) Regulations 2006’. 
 

Every school is required by law to maintain two separate registers, an Admissions Register, known as the 
‘School Roll’, and an Attendance Register. School Inspectors are required to check both registers and 
assure themselves that the requirements of the Regulations are being met. Every entry in these school 
registers must be preserved for a minimum period of three years since the date the entry was made. 
 

The Regulations covering school admission and attendance are very prescriptive reflecting the 
importance that successive Governments have attached to ensuring that all children of compulsory school 
age attend school. The Regulations specify the contents of both registers and the manner in which they are 
operated and maintained. 
 

Entering children onto the Admissions Register 
 

Regulation 3(15) states the following: 
 

For each pupil, the admission register must contain:  

• Name in full 

• Sex 

• Name and address of every person known to the proprietor to be a parent of the pupil (and an 
indication of which parent the pupil normally lives with and which parents hold parental responsibility 
as defined by Section 3 Children Act 1989) – NB Parents holding parental responsibility, even if not 

actually caring for the child, have a right to receive relevant information from the school in respect of 

any pertinent matter affecting the child, unless a court order indicates otherwise.  

• From September 2016, where a parent notifies a school that a pupil will live at another address, in 
addition or instead, the new address, the full name of the parent with whom the pupil will normally live 

in future and the date from which it is expected the pupil will normally live there, where it is reasonably 

practicable for the school to ascertain this information. 

• At least one telephone number at which each parent/carer can be contacted in an emergency.  



• Day, month and year of birth.  

• Day, month and year of admission or re-admission to the school. 

• Name and address of the school last attended, if any. 

• From September 2016, the name of the destination school (or additional school, in the case of dual 

registration) notified by a parent and the first date of attendance, where it is reasonably practicable for 

the school to ascertain this information.  

The name of a pupil must be included in the register from the beginning of the first day on which the 

school has agreed, or has been notified, that the pupil will attend the school. For most pupils the expected 
first day of attendance is the first day of the school year.  
 

Removing children from the Admissions Register 
 

According to ‘Keeping Children Safe in Education’ (DFE) the school has a legal duty to report to Croydon 
Local Authority any pupil who is going to be removed from the Admission Register where: 

• the pupil has been taken out of school by their parents and the school has received written notification 
from the parent they are being educated outside the school system e.g. home education.  

• the pupil has ceased to attend school and no longer lives within reasonable distance of the school at 
which they are registered.  

• the pupil has been certified by a doctor as unlikely to be in a fit state of health to attend school before 
ceasing to be of compulsory school age, and neither he/she nor his/her parent has indicated the 

intention to continue to attend the school after ceasing to be of compulsory school age.  

• the pupil has been permanently excluded.  

• the next school the pupil will attend is not known. 
 

According to ‘The Education (Pupil Registration) (England) Regulations 2006’ (and subsequent 

amendments) the school needs to inform Croydon Local Authority whenever a pupil leaves the school 
(excluding Nursery) at any time of the year and for any of the reasons stated in Annex A of ‘Children 
Missing Education’ (2016). This should be done as soon as these grounds for removal from the register are 
met, and in any event no later than removing the pupil’s name from the register.  
 

The school recognises that children missing education can be a safeguarding issue, particularly when a 
child leaves with no known destination. For this reason, although the legal requirement under the 
registration regulations is met if the school reports to Croydon Local Authority, we also aim to inform the 

local authority where the child is normally resident.  

Informing Croydon Local Authority 
 

As an independent school we are required to notify Croydon Local Authority (see Appendix) of all starters 

and leavers (whether these are at transition times or not) i.e. when we remove or add a pupil’s name to the 
admissions register at non-standard transitions, for example where a compulsory school-aged child leaves 
St David’s School before completing the school’s final year or joins the school after the beginning of the 
school’s first year.  This does not apply to Nursery children. 

In relation to deletions from the register, the duty arises as soon as the grounds for deletion are met and in 

any event before deleting the child’s name. As to non-standard admissions, the notification is to be made 
within five days of the entry on the admission register. 

At St David’s we are obliged to notify the local authority when a child or pupil fails to attend school 
regularly or is absent without leave for more than 10 school days (continuous).  

If a child fails to return within 10 school days after authorised leave of 10 school days or more, or after 20 
school days unauthorised absence (in both cases, in the absence of illness or other unavoidable cause), as 
a school we have to make joint reasonable enquiries with Croydon Local Authority (described in the 
guidance) as to the pupil’s whereabouts.  If enquiries fail the school has the right to remove the child from 
the admissions register (subject to the terms and conditions of our school/parent contract).  

When making additions or deletions to the Admissions Register (with specific reference to child protection 
and safeguarding issues) at St David’s we follow the protocol (detailed in the Appendix).  We complete a 
Pupil Migration Form within 5 days of new pupils starting or leaving. 
 



Extra information can be obtained from the following publications: 

• Missing Children and Adults Strategy – A cross Government Strategy (Home Office Dec 2011) 

• Children Missing Education – Statutory Guidance for Local authorities (DfE Sept 2016)   

• Pupil Migration Protocol (London Borough of Croydon)   

• Croydon Missing from Education and Pupils Leaving Roll (March 2017) 
 

 
See Appendix for ‘Protocol for schools located in the London Borough of Croydon to identify children 
missing education and to notify the LA of all starters and leavers’. 
 
 
This policy is in compliance with the current version of ‘Keeping Children Safe in Education’ (DfE) and is to 
be read in conjunction with the following related policies: 
   Attendance 

   Child Protection & Safeguarding  
   Equality  
   Missing Child 
   Special Educational Needs and Disability 
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APPENDIX 
 

Protocol for schools located in the London Borough of Croydon to identify children missing 
education and to notify the LA of all starters and leavers 

This document sets out the new requirements for identifying children missing education (CME) and 

to notify the LA of all starters and leavers.  This is for the attention and action of all schools 
(including academies and independent schools) with pupils of statutory school age (5 – 16).  

Background  

With effect from 1st September 2016, all schools are required to notify the maintaining local authority of 

starters and leavers. This does not include those starting at the school at the first point of entry in 
Reception or Year 7, or those leaving Year 11.  

The government amended the Education (Pupil Registration) (England) Regulations 2006 (“the 
Regulations”) to improve communication and co-ordination between schools and LAs. This includes 
academies and independent schools. The DfE statutory guidance can be found by clicking on the link 

below: 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missin
g_Education_-_statutory_guidance.pdf 

Legal Requirements  

The following applies to non-standard transition points, also referred to as ‘in-year’.  

All schools will be legally required to:  

➢ Inform the LA when they are about to delete a pupil’s name from the admission register under the 
permitted grounds relevant to children of statutory school age (these are shown on the Pupil 
Migration form attached);  

➢ Record details of the pupil’s residence, the name of the person with whom they reside, the date from 
which they will reside there, and then name of the destination school (where they can reasonably 
obtain this information);  

➢ Inform the LA of the pupil’s destination school and home address if the pupil is moving to a new school; 

and  

➢ Provide information to the LA when registering new pupils, within five days, including the pupil’s 
address and previous school (where they can reasonably obtain this information).  

Method of notification  

All schools will be required to notify the LA of all starters and leavers as set out in the legal requirements 

above with immediate effect. The attached Pupil Migration form, which is in excel format, is provided for 
completion each week unless there are no starters or leavers to report, in this case the form must be 
completed monthly with a nil return.  

All schools must return their Pupil Migration form using Egress Secure Email to 

PupilMigration@croydon.gov.uk. 

Please use the following link to sign up to Egress to add a secure option to send emails from your email 
address: https://switch.egress.com/ui/registration/AccountCreate.aspx. There is no charge and it is quick to 
set up. 

For schools who already complete migration reports please note the Pupil Migration form will replace 

those reports. 



Requirements at standard transition points  

Systems are already in place between schools and the LA to identify children that either do not accept a 
school offered to their child or do not turn up to the school for which they have been accepted and been 

placed on roll.  

The School Admissions Team will monitor cases where a school place has not been secured at the standard 
point of entry (Reception and Year 7).  

The School Admissions team are the point of contact for schools where pupils placed on a school roll have 

not arrived on their given start date.  

Independent schools do not currently notify the LA of children that do not arrive on their given start date. 
To ensure the safeguarding responsibility is consistent with state maintained schools, it is requested that 
independent schools use the Pupil Migration form to notify the LA of children who have not arrived as 
expected. The school must have carried out their own checks before passing to the LA.  

 
Year 12 & 13 starters and leavers 
 
Legislation (ESA 2008) requires all post 16 providers to share monthly data about the learners who enter 

and leave their organisations with their Local Authority. This information helps the Local Authority to 
intervene more swiftly and hopefully help young people to get back into education or training. Information 
regarding this process is sent to all schools and colleges with sixth form provision annually in the summer 
term or can be obtained via 14-19Team@croydon.gov.uk  
 

Instructions for using the Pupil Migration Form 
 

Starters/Pending Admissions 
Snapshot of the starter page.  

 
 



 
 
Please ensure that you also complete the ‘Vacancies Summary’ section of the Starters form: 
 

 

All schools will be required to provide the details as set out on the form for all new pupils they take on roll 
(for state schools this excludes reception and year 7).  

Schools with an ELP must contact the School Admissions Team for a slightly amended version of the return.  

Independent schools are asked to provide data for all their starters and leavers if school ends before Year 
11. Reception and Year 7 starters should also be included to enable the LA to check against the data held 
by admissions to eliminate duplicate offers and to record where a child has taken up an Independent 
school but has failed to notify the LA.  

Leavers  
Snapshot of the leaver page 



 
 

 

All schools will be required to provide the details as set out on the form for all pupils they take off roll 
(excluding children leaving at the end of year 11).  

Independent schools are asked to provide leaver details for Year 6 and any other year group that their 
school provides education up to, if it ends before year 11.  

A column must be completed for each pupil returned on this form. Schools cannot remove a child from 

their roll unless one of the grounds under regulation 8 of the ‘Education Pupil Registration Regulations’ for 
deleting a pupil from the admission register is met.  Further advice can be found in “Croydon Missing 
Education Policy and Procedures.” 

 



 
 

It is the responsibility of each school to ensure that all reasonable steps and appropriate action has been 
taken before removing a pupil from their roll. The action required is indicated in the box to the right of the 
drop down list. 

As an example, it would not be sufficient for a school to remove a child from their roll if the parent has 
verbally informed them that they are moving to another area or abroad. The school would be expected to: 

Record details of the pupil’s new residence and or country moving to, the name of the person with whom they 
reside, the date from which they will reside there, and the name of the destination school (where they can 
reasonably obtain this information).  

Where a school has indicated ‘absent for 20 continuous days’ or ‘failed to return following authorised 
leave’, it would be expected that the case has been referred to the Education Welfare Service or CME 
officer to help carry out reasonable enquiries and it has been concluded that the child is ‘untraceable’.  

The CME referral form must be completed and returned for all untraceable children on a school roll. 

(Please refer to the ‘Children Missing Education Policy and Procedures’ document).  

When a school has indicated ‘Parents/carers have withdrawn child with written notice’ it will only be 
to educate their child otherwise than at school. A referral must be made to the Elective Home Education 
officer to ensure that the appropriate EHE process has been followed. (Please refer to the ‘Children 
Missing Education Policy and Procedures’ document). 

The requirements apply to all children starting or leaving a school irrespective of their borough of 
residence. If the child resides outside of Croydon, you will need to pass the details via the Document 
Exchange to the respective LA. It is not clear at this early stage in the process whom in each LA has been 
delegated the responsibility of this new Regulation, this will become apparent over time. Until then, please 

send the details for the attention of the Admissions team or CME Officer as relevant.  

Children with a statement of special educational needs/EHC plan  

If a child has a statement/EHCP plan and attends a special school, the LA (SEND team) has to give 
permission for the child to be educated at home. The child must therefore remain on the school roll until 
permission has been granted by SEND to remove him/her from roll.  

 
 


