ALDERLEY EDGE COMMUNITY PRIMARY SCHOOL

Policy No: 1

A POLICY FOR THE IN-YEAR ADMISSION OF PUPILS
Rationale

At Alderley Edge Primary School, in any one year, several children can join the school population in any year group from Foundation Stage to Year 6. 

Purpose

This policy demonstrates the school’s commitment to supporting and catering for the needs of children joining Alderley Edge Primary in year groups other than in Reception. 

Guidelines

Currently all school admissions are handled by Cheshire East LA.
Where there are spare places in a year group, children can join a class on any day, in any school year following discussion and agreement between the LA, family and school. The school’s Pupil Admission Number is 30.
To support new children and aid transition the school has clear guidelines in place in order to make the experience for the child as easy as possible and ensure that learning continues during this period. 

Procedure
The following steps will be undertaken in order to ensure the smooth transition of children into Alderley Edge Primary at any time other than in September of the Reception year.

Before the start of the first day

· Where possible the Headteacher (or in their absence the Deputy Headteacher) will meet with the family to give them a tour of the school and explain the philosophy and the day to day workings of the school.

· The Headteacher will direct the family to the school website to help the family gain the necessary information required before starting school e.g. relevant policies, information regarding uniform, school dinners etc.

· Should the family not speak English; every effort will be made to have a translator present to support this process.

On the First Day

· Children and parents will be welcomed early into school via the main entrance and taken directly to the classroom via the office. The class teacher will meet briefly with the parents and answer any immediate questions.

· New children will be given an appropriate buddy (another child in the class) to help them settle in, learn the geography of the school and the routines.

· At the end of the day, the teacher will take the child to meet with their parents and hand-over, discussing any pertinent issues and answering questions.

During the first two weeks
· The office will contact the previous school requesting any paper work relating to the child, including Common Transfer Files and hard copies of relevant documents such as previous test results and reports. It is the responsibility of the class teacher to chase these documents if they have not received them within the first two weeks.
· Initial baseline testing will take place during the first two weeks including:
· Baselining against Early Years Foundation Stage Profile (if the child is in Reception)

· Read, Write, Inc. Phonics Assessment or Single Word Spelling Test 

· CAT Tests – online or paper depending on child’s age
· NFER assessments
(The results of these tests should be shared with relevant colleagues and the Head Teacher)
· Children who are identified as requiring additional support will be highlighted to the school’s Additional Needs Coordinator (SENCO).

· Children who have recently arrived from overseas and who have no or little English should be assessed using the CAT test and have a 1:1 assessment to ascertain their level of English. If required, support will be put in place to provide EAL teaching.
· Should teachers have any concerns regarding transition, this will be discussed directly with the parents 

· Teachers should support children to integrate by facilitating opportunities to build positive relationships with their peers including sharing their ‘stories and places they have lived e.g. through photos and PowerPoints
After the first two weeks

· The class teacher will arrange a meeting with the child’s parents to discuss how the child has settled into the school and any concerns or queries they may have.

· Should the teacher have any professional concerns regarding the child then he/she will telephone the previous school to discuss these with the previous teacher.

· Any concerns regarding safeguarding will be reported to the school’s safeguarding officer.
· Children will be monitored under the normal assessment processes. 
Conclusion

The school’s admissions are entirely governed by Cheshire East Council’s current admission arrangements and is therefore subject to changes made by that authority from time to time. With this policy in place children will be supported through the transition period. 
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