Bethany School

Admissions Procedure
First Contact

· Word of mouth

· Publicity

· League tables

· Web-site

· Christian Schools’ Trust

· Telephone call / letter to the school requesting Information Pack

Some information regarding the nature of the enquiry ( e.g. year group required) can be obtained at this stage but should not prejudice the application procedure.

Information Pack

· When did it all start?

· How is the school managed?

· What is Christian education?

· The Aims and Purposes of Bethany School.

· Curriculum Model

· School Organisation

· Daily Routine

· Staffing and Parental Involvement

· Admission Procedure

· The Financial Commitment

· The Future

· Further Information

The Information Pack is sent out by the school Administrator, usually by post.

The family request a visit to the school, and an appointment is made with the Head teacher.
School Visit   
The visit is usually conducted by the Head Teacher (or Deputy Head) and involves a tour of the building.

The purpose of the school visit is to ‘sell’ the school, expand on material contained in the Information Pack and to inform regarding the distinctive features of Bethany School.

· Language Room – which languages taken and from what age, part-time/ volunteer teachers 

· Junior Classroom – class size, Topic Theme, recorders.

· Parent / Teacher room – parental involvement, Christian Curriculum information

· Link corridor – Family Afternoon, Camp

· D+T – Specialist subjects including some limitations re: Facilities, Grant

· Art Room – standards of work achieved, GCSE and throughout the school, Chess Club

· Senior Class – Topic Theme, class size, teaching groups

· Science Room – GCSE subjects / results, N.C., facilities, parental involvement

· Yards – break-time routines, sports activities and limitations, use of Ponderosa

· GCSE block – small teaching rooms, GCSE admin., computer room, Christian Union, extra English inc. limitations of S.N. provision

· Reception / Y1 Classroom – older / younger / care for / respect, admission times, parental involvement, benefits of early entry, class size / school size / starting other Christian Schools

· Infant Classroom – Class size, Topic Theme, S.N.teaching, 

· Hall – morning prayers, parents meetings, PE, Table Tennis Club, Badminton, ‘Organisation’ document emphasise Family Afternoon and ethos, ‘Behaviour’ document emphasise not problem free, corporal discipline, norms, withdraw place, classroom management, ‘Commitments’ document emphasise, to child, to school, to Christian Education, the starting points, the process, the outcomes possible, school assisting parents, becoming part of the ‘family’, the next stage of the admissions procedure, answering any questions.

Further information may be gained about the nature of the enquiry but this should not prevent an application for a place being made. If there are potential problems, it may be necessary to comment on the likely-hood of a place being offered.

At the end of the visit, the family is given the following documents.

Organisation of the School Day Document

· The School Day

· Attitudes

· Rewards and Sanctions

· Family Afternoons and School Visits

· Modelling Good Standards

· Equipment and Duties

· Sex Education and Careers Education

Behaviour and Discipline Document

· Children and Parents

· Behaviour at home

· From home to school

· Behaviour at Bethany – Principles

· Behaviour at Bethany – Rules and Norms

· Bethany School Culture

· Classroom Management

· Working with children and families

· Rewards and Punishments

· Issues surrounding Corporal Punishment

Encouraging Commitment Document

· Commitment to our children

· Commitment to Bethany School

· Commitment to a Vision for Christian Education

· Opportunities for Commitment

· Specimen Annual Commitments Form

Application Form - Two copies

Parents are encouraged to contact the school for clarification or further explanation of issues arising from the documents.

Application Form

When an application form is received, a photocopy is filed in date order and the form is passed on to the Governor responsible for the admissions group. The family is contacted, and Governors allocated to the visit. The parents are given the choice of being visited at home, or being seen at school by two Governors. 

Governors Visit

The purpose of the Governors visit is to give further, more detailed information about aspects of the school and to obtain information, which will enable the offer of a place to be made. We have an ‘Open Admissions Policy’ which means we do not select our pupils with reference to ability or aptitude or on the ability of the family to fully fund the application. It may be that a family will withdraw or defer their application for a place in Bethany School during the exchange of information. It may become clear that it is not possible for the school to supply appropriate provision for the child or that the parents are unable to fully commit themselves to the support of and involvement with aims, nature and style of the school. 

Information which the Governors should tell the parents:

· A brief history of the school

· Some detail about how the school is financed. Explain the ‘sacrificial’ nature of commitment to the school. Explain about cleaning fund, Wednesday fund, class levy and coffee money.

· Expectations regarding parental commitment – the commitments form gives the basic requirements

· What the school cannot offer e.g. not all fully qualified staff, limited expertise / facilities for special needs, limited facilities particularly at Secondary level

· Special events – Family Afternoons, Camp, Open Mornings, Book Day, School Visits

The day to day activities of the school, and any special equipment needed.

Ask if there are any questions raised or any problems posed by the documents given out during the school visit.

For example:

Organisation of the school day

· Travelling?

· Family Afternoon?

· Duties?             

· Camp?           

Behaviour and Discipline

· School Norms?

· Corporal Discipline?

Encouraging Commitment

· Meetings?

· Christian Education?

· Being involved in school activities?                         

Information required from applicants to be reported back to the Class Teacher, Head Teacher and Governors.

· Reason for application – expand on information given on application form

· Any known or suspected behavioural problems, health problems or educational special needs

· Any problems with financing the application including willingness to seek support from family, church.

· Christian testimony, church background, support or otherwise from Pastor / family / friends

If the application is for a first place in the Reception class then a copy of the requirements for admission should be discussed and any difficulties noted. E.g.

· Use of toilet

· Coping with packed lunch

· Dressing themselves

· Ability to sit and listen

· Ability to obey simple instructions

If it seems that there are no difficulties, then the Governors should indicate that an offer of a place is likely, subject to agreement at the next Governors Meeting. If problems are encountered then the family should know that these will be discussed with staff members and this might result in the class teacher wanting to speak to the family. If necessary, the class teacher will contact the family, gather more detailed information and prepare a report for the Governors. This information may include:

· Behaviour 

· Physical problems, 

· Academic status

· How any problems the child has will affect the class.

· Is the school/teacher able to offer what the child needs

The Offer

If appropriate, the Governors will make an offer of a place including a starting date. The class teacher will also be informed of the offer.

An offer may not be made (even if a place is available) if the balance of the class would be significantly disrupted by the introduction of an additional pupil.

The class teacher will contact the child giving information relating to materials, equipment and routines.

The admissions group will provide a Welcome Pack for the family and allocate responsibility for introducing them to the routines of the school. The admissions group should maintain regular contact.

· School Year Planner

· Camp Brochure

· Standing Order Form

· Pupil Personal Details Form

· Commitments Form

· Family Afternoon Programme

· Topic Information

The Application Form, Commitments Form, Admissions Checklist and Pupils Personal Details Form should be filed in school.

Admission Dates 

Reception Class first admission – September and January

All other classes – usually at the start of each term, but can be negotiated

4
1

