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Admissions  
 
Admissions to the school are determined by Brighton & Hove. Except in exceptional circumstances, all admissions 
will take place at the start of a term (See Brighton & Hove Admissions Policy.)  
 
All new admissions are registered with the SLT member responsible for Admissions.  
 
Head of Year to be informed and SLT to arrange a meeting with the student and parents/carers, also SENCo & INMa 
if appropriate.  
 
All background information i.e. from previous school, external agencies etc. should be gathered prior to the meeting 
with the student and parent/carer.  
 
Where necessary, an integration programme should be agreed between all parties before the student is given a 
starting date.  
 
Managed Moves  
 
Once a Managed move has been agreed, the same procedure should follow for a student on a Managed Move. 
 
See schematic (over) 
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Admissions inform school of their intent to place 
Regular / weekly 
Action  
 

One source from 
LA 

School Check: 
 Links with existing students (CF) 

 Known to the school / family links (CF/HoY) 

 Has been at a B&H school previously (Admissions) 

(BAP Protocol, Exit Interview - CF)  
 Level of need / SEND / BESD / VSR (Admissions/RG) 

 Capacity in year group (Admin) 

 Managed Move (CF/HoY) 

MoS- CF 

Admissions and School agree to process and send letter of 
offer to parents copied to the school to: Admissions 

MoS - CF MoS – Admin 
School file, CTF 
and UPN 
requested  

 

 
Arrange interview with parents and prospective student. 

Send letter with other forms (Admin) 

MoS - CF 
SEN/Inclusion/EWO 
Options arranged 
MoS – Admin 
Photo, Biometrics, 
ICT, Uniform & HT 
agreement 

MoS – CF 
Cc:BH, RG,  
Include Agenda 
and meeting 
Needs 

Meeting Agenda and Needs: All Students 
 General interview with AHT (CF) 

 Additional booklets given (parents). Correct year 
groups prepared. Admissions Pack return (parents) 

and passed to relevant staff (Admin) 

 SEND/BESD/Inclusion/EAL to support where indicated 

 Admission date to be discussed and agreed 

 Attendance Targets agreed (EWO) 

 SIMS input (Exams & Data team) 

MoS – CF/TL 
Interview: Checklist of 
additional 
documentation: 
Attendance Policy 
ICT Policy 
Photo permissions 
Biometrics 
permissions 
Partnership 
agreement 
Locker appl 
Booklets - various 

 

Uniform  arranged 

KS4 Students 
Options meeting with CF – same time as Induction morning 

 
All admissions paperwork checklist to have been agreed, 

including previous school reports and levels 

 

MoS – Admin 
Checklist produced 
and filed 

 

Letter confirming start date. 
HoY 
Affirm Mentor/  
Buddy 
Organise and 
Complete induction 

morning 

HoD 
Place in sets 
Inform Dept 
colleagues 

School Produces – Ready for student start 
 Timetable (HoY / BH) 

 Photograph taken (Admin) 

 Biometrics (Student Services) 

 Diary & Label, locker key etc (Student Services) 

 Buddy (HoY) 

 
MoS – BN, BH & 
HoY 

 

5 working days 

5 working days 

5 working days 

Student Starts School 

 

Mon 

Fri 

Mon 

Fri 

Mon 

Fri 

Mon 

MoS –  HoY 
HoY to meet 
student in 
Reception. 
Communication 
with parent end of 
first week 

 


