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All admissions and registrations to The Elms are coordinated by the school Admissions Manager 

and the  Head of The Elms.  

 

Introduction 

The school believes that its Admissions & Registration Policy should be clearly and simply stated for 

the benefit of pupils and parents.  This Policy sets out the process by which new pupils register for 

places at The Elms and are selected for admission. 

 

It may be necessary from time to time to make changes to the Policy or to the curriculum and 

facilities offered by the school.  Such changes will only be made where they are necessary for the 

benefit of the chool as a whole including pupils.  In these circumstances the school will notify 

parents at the earliest opportunity and will set out the reasons for any such change. 

 

If any particular change causes a parent difficulty, the Head of The Elms will be happy to discuss 

that parent’s situation with him or her personally.  Likewise, any waiver of this Policy will only be 

effective if personally approved in writing by the Head of The Elms. 

 

The Parents 

The use of the word Parents for the purposes of this Policy means either or both of the parents of 

the pupil or the person/s with legal parental responsibility of the pupil as set out in the Registration 

Form and any person who subsequently agrees, with the consent of the school, to accept 

responsibility for the performance of these terms. 

 

Parents shall inform the school in writing with supporting documentation of any court orders in 

force which affect the pupil’s contact with any other person, regardless of the pupil/other person 

relationship, or which affect the ability of the pupil to travel. 

 

School Marketing  Material 

School marketing material sets out many areas of general interest to parents including the School’s 

aims, ethos and educational objectives. These materials are not a contractual document and should 

therefore be read in conjunction with this policy.  
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Admission Procedures 

 

Entry 

The school admits pupils into all year groups where places are available. 

 

Registration 

The school will consider each application for registration once the Registration Fee has been paid 

and the school’s Registration Form is completed in full.  The Registration Fee is non-refundable, 

regardless of whether or not the application for registration is successful.  Receipt of a registration 

form and fee may not necessarily result in an acceptance. 

 

Waiting List Place 

If the school accepts an application for registration, the parent will be informed by letter.  This 

ensures that a place will be held for the child on the waiting list.   

 

Formal Offer 

The formal offer to accept the child as a pupil is conditional upon the Head of The Elms having 

evidence through interview and/or testing, or a report from the previous school, that the child has 

reached an appropriate standard both academically and socially.  The school will endeavour to 

admit all pupils who are likely to benefit from an Elms School education.  Once the Head of The 

Elms is satisfied that these conditions have been fulfilled a formal offer may be made of a place at 

the school and the school’s decision is final. 

 

Once accepted as a pupil at The Elms the pupil will automatically progress through the school, 

unless they are not making sufficient progress to access the curriculum at the required level in the 

next stage of the child’s education.  In the event of a concern being expressed by the 

Nursery/school about a child’s developmental progress a child may be supported through 

“reasonable adjustment”, in the curriculum additional support at home or through giving the child 

the opportunity to repeat a particular year again, at the discretion of the Head of the Elms. 

 

If the school feels that a child’s progress and academic abilities mean that the curriculum is too 

demanding or inappropriate, an alternative Nursery/school may be recommended by the Head of 

the Elms.  In such an occurrence the school will seek to assist parents and the child in making a 

smooth transition to another school.  Fees in lieu of notice will be wavered to assist a child finding 

a new school. 

 

An acceptance fee of £100 for the Nursery and £200 for The Elms is payable at the time of contract 

and will not be returnable if the place is not taken up.  The acceptance fee is designed to 

demonstrate parental commitment to the school over a number of years.  It is held against any 

disbursements which are outstanding at the end of the final term of a pupil’s time within the 

school.  A refund of the deposit, less any disbursements, is made at the end of the child’s final 

term of Pre-School or Year 6. 

 

The school will comply with all anti-discrimination legislation with regard to sex, race, disability and 

human rights.   

 

The school keeps an up to date register of admissions in line with the Education Regulations 1995. 

 



 

 

3 

 

 

Fees and Extras 

 

The current registration fee, acceptance fee and other fees are set out in the school prospectus and 

on the web site.  These may be updated from time to time and parents will be notified in writing of 

any changes at least one term before they are introduced. 

 

The fees cover all normal activities scheduled for pupils at the school, including, but not exclusive 

to; books, day trips, some extra-curricular activities and transport to matches.  Lunch is included 

in the fees. It is school policy that payment for music tuition, after school care, speech and drama 

and some other after school activities is paid in arrears.  Parents will be advised of such costs. 

 

Fees must be paid before the first day of term to which they relate or by a pre-agreed Direct Debit 

instalment arrangement.  Fees that are not settled by the due date may incur an interest charge at 

the rate detailed in the Parent Contract (Terms & Conditions). This is currently at the rate of up to 

3% per year above the base rate as set by the Bank of England until the account is settled. The 

interest shall accrue on a daily basis.  The school reserves the right to refuse admission to the 

pupil if the fees have not been settled by the due date. 

 

The school may refuse to allow a pupil to attend school at any time for non-payment of fees unless 

parents have agreed alternative arrangements with the Bursar.   

 

 

Specific Learning Difficulties, Disabilities and Support 

 

The school is committed to providing equality of opportunity through the creation of an 

environment in which individuals are treated on the sole basis of their relevant merits and abilities. 

Parents /guardians are required to disclose their knowledge of any specific learning difficulty or 

disability relating to their child on registration. International students for whom English is not their 

first language will be asked to sit an English Language test in order to establish if any additional 

support is required to enable them to meet their course requirements.  

 

The Elms is a selective school and as such educates pupils of average and above average ability, 

with a view to admissions to Trent College at Year 7.  The school makes reasonable adjustments to 

the curriculum to enable pupils with specific needs (eg – dyslexia) or physical needs to access the 

curriculum. 

 

Boarding 

 

Pupils who are expressing an interest in boarding will tour the boarding houses and meet with 

boarding staff. In addition to the standards described elsewhere in this document, the school 

allocates places within the boarding community based on the school’s assessment of how well the 

pupil is suited to boarding and how much they will benefit from being a boarder.  

 

Bursaries (Trent College Assisted Places Scheme) 

 

The Trent College Bursary Scheme enables pupils, who meet the required academic standard for 

entry but whose family circumstances cannot ordinarily meet the financial commitment of an 

education at The Elms, an opportunity to apply to gain places at our School. All bursaries are 

means tested and reviewed annually.  
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Withdrawal 

 

Notice of leaving must be given in writing to the Head of the Elms. A full term’s notice is required 

by 12.00 noon on the first day of term in respect to withdrawal of a pupil from school after 

acceptance of a place, or for removal at any time during the pupil’s education at the school. A full 

term’s fees become payable in the absence of the notice period given above. 

 

The Admissions Manager will ensure that the Local Authority are notified when a pupil is about to 

be removed from the school admission register at a non-standard transition point under any of the 

15 points in Annex A (page 20) of ‘Children Missing Education – Statutory Guidance for Local 

Authorities, September 2016’.  The Admissions Manager will, where possible, identify the receiving 

school and also ensure that the Local Authority are informed within five days of any pupil who is 

added to the admission register at a non-standard transition point.   

 

The statutory guidance can be viewed at: 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_

Missing_Education_-_statutory_guidance.pdf 

 

 

Misbehaviour and Exclusions 

Details of the school rules, expectations of pupils’ behaviour and exclusion procedure are detailed 

in the school’s Behaviour Policy. 

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

