Admissions Policy
Statement of policy intent
The aims of this policy are:
•
•

to ensure that all parents and prospec ve parents are aware of the process by which the school will admit
pupils
to set out procedures that reﬂect the school’s stated aim and core values

Deﬁni ons
Parents include those with parental responsibility.
Early Recep on is usually known as the nursery class in other schools. It is academic year in which children turn
four.

A.

Introduc on

1.

London Chris an School (“LCS”) is an independent Chris an day school in Borough, London, for pupils aged
between 3 and 11. The school is fully co-educa onal.

2.

The Governors are responsible for admissions and the opera on of this policy.

3.

LCS welcomes pupils from all backgrounds and it is en rely contrary to the Chris an ethos of the school to
discriminate against prospec ve pupils on the grounds of race, religion, gender or social background.

4.

The selec on criteria and interview procedure is determined and reviewed from me to me by the Governors
of the School. Those involved in selec on and interviewing are appropriately qualiﬁed.

B.

Entry Points

1.

The usual entry points are at Early Recep on and Recep on (3+ and 4+).

2.

A few addi onal places may arise from me to me in other year groups. Parents or guardians are asked to
contact the Registrar if they are interested.

3.

Children are accepted into the Early Recep on class from 3 years old and into the Recep on class from 4 years
old, at the discre on of the Head Teacher and subject to a nursery observa on/taster visit and interview with
the parents. Entry is at the start of the Autumn Term.

4.

A school year runs from 1st September to 31st August. We do not normally consider applica ons if the pupil
would then be working in the year below expected. Very occasionally we may consider pupils working a year
ahead but we will need to ensure that the pupil is of suﬃcient maturity to cope academically and socially.
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C.

Enrolment

1.

Parents of prospec ve applicants are encouraged to arrange a visit to LCS. All visits to LCS will normally include
a tour and a mee ng with the Head Teacher. The aim of this part of the process is for parents to assess the
suitability of the school for their child.

2.

Parents who wish to apply for a place must complete an enrolment form for their child and send it to the
school with the £80 non-refundable enrolment fee (£150 for any year group other than Early Recep on or
Recep on). The form will be given during the tour. The school accepts enrolment forms at any point in the
year.

3.

Once a completed enrolment form and fee has been received by LCS, conﬁrma on will be sent to parents or
guardians and the enrolment process is then complete.

D.

Admissions Process

1.

As part of the admissions process for Early Recep on and Recep on, a nursery observa on visit will take place.
In the event that your child is not at a nursery, he or she will come into the school for a few hours (this is known
as a taster visit). A parents’ interview with the Head Teacher or other senior staﬀ member will follow.

2.

Nursery observa on/taster visits and interviews do not guarantee an oﬀer of a place.

3.

Oﬀers are not made at one given me. If an oﬀer is made, it will be made soon a er the observa on or the
taster visit. Two weeks will be given in which that oﬀer is to be accepted or refused. Once suﬃcient oﬀers have
been accepted, the list will close and applicants s ll awai ng oﬀers will be no ﬁed by email.

E.

Entry at Early Recep on (3+)

1.

The admissions process for September entry will begin in the preceding January. Subject to a successful
nursery observa on/taster visit (to be arranged between January and March preceding entry), most oﬀers will
be conﬁrmed by the end of March.

2.

Parents to whom a place in the Early Recep on class (to start in September of the coming academic year) is not
oﬀered because their class is full will receive email no ﬁca on as soon as possible. If parents wish, their child
will remain on the enrolment list and they will be no ﬁed should a place become available in the per nent year
group.

3.

Whilst we would expect most children in Early Recep on to move into our Recep on class it should be noted
that a place in Early Recep on does not guarantee transfer into Recep on.

4.

The classroom teacher will regularly meet with parents in Early Recep on in order to establish whether the
school can meet the long term needs of each child in a sustainable way.

5.

Parents are given the ‘Transfer to Recep on’ applica on form soon a er their child joins LCS and the completed
form should be returned to the Registrar as soon as possible.

6.

Parents or guardians will be informed no later than the end of the Autumn Term of Early Recep on whether a
place will be available for Recep on in the following September.
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F.

Entry at Recep on (4+)

1.

The admissions process for September entry will begin in the preceding November. Subject to a successful
nursery observa on/taster visit (to be arranged between November and January preceding entry), most oﬀers
will be conﬁrmed by the end of January.

2.

Parents to whom a place in the Recep on class (to start in September of the coming academic year) is not
oﬀered because their class is full will receive no ﬁca on as soon as possible and before the end of the Spring
Term preceding the September entry. If parents wish, their child will remain on the enrolment list and they will
be no ﬁed should a place become available in the per nent year group.

G.

Admission Criteria

1.

The condi ons for admission to LCS are as follows:
•
The applicant is of appropriate age and suﬃcient maturity.
•
LCS is able to provide adequately for any special educa onal needs that the applicant may have.
•
LCS, having made reasonable adjustment, has the capacity to cope with any disability the applicant may
have.
•
The receipt of an applicant’s current school and/or nursery reports.
•
The parents or guardians of the applicant are suppor ve of LCS’s aim and core values.
•
A sa sfactory nursery observa on/taster visit has also taken place.
•
A sa sfactory interview between LCS and the applicant’s parents has taken place.
•
If, during the informal observa on, the best educa onal decision for the child is unclear, an oﬀer of a place
will not be made. Further evidence may be gathered from discussion with the parents and where
necessary, a referral to an educa onal psychologist will be made. Parents should inform the school
immediately if they are pursuing the referral for their child and should give an es mated me that reports
will be made available. The report will be used to inform decisions regarding the oﬀer of a place.

2.

In the case where an applica on is unsuccessful, LCS is not obliged to state or explain its reasons.

H.

Interview with parents

1.

The aim of the interview is to explore some of the criteria set out above. The style of the interview is intended
to be informal and natural.

2.

The interview provides a further opportunity for families to decide upon the appropriateness of the school for
their child. It also enables LCS to learn a li le more about the family and their child.

I.

Oﬀers

1.

Parents or guardians who receive an oﬀer will be asked to accept it by comple ng and returning the
‘Acceptance Form’, which includes a declara on of support for LCS’s ‘aim and core values’, within 2 weeks.
If no response has been received within the me speciﬁed in the oﬀer, the school will assume that it has
been declined and the place may be oﬀered to another applicant.

2.

On acceptance of a deﬁnite place at the school, a deposit of one term’s fees in advance is required. Provided
that suﬃcient no ce of departure has been given, the deposit will be refunded at the end of the pupil’s ﬁnal
term once any addi onal invoices for the term have been paid.

3.

Fees due for the child’s ﬁrst term must be paid no later than one full term before the start date.
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J.

Admissions at other entry points

1.

In the event of a short period of me between an ini al enquiry and the pupil’s start date e.g. a last minute
holiday enquiry, the following applies.

2.

Providing there are places in the appropriate year group LCS is happy to consider last minute applica ons.

3.

The procedure for late admissions is as follows:
•
Last minute enquiries are expected to ﬁll in an enrolment form in the ﬁrst instance.
•
A tour followed by an interview with the Head Teacher will then be arranged as soon as is reasonably
possible. The prospec ve pupil may be asked to a end the interview.
•
The prospec ve pupil will be invited to an observa on/taster visit.
•
Subject to the above procedure a condi onal oﬀer may then be given and payment of the school deposit
will be required by return.

4.

If a place is conﬁrmed, full fees will be required by return.

K.

Special Educa onal Needs and Disability

1.

LCS has limited facili es for the disabled but will do all that is reasonable to comply with its legal and moral
responsibili es under the Special Educa onal Needs and Disability Act 2001. LCS hopes to be able to cater
adequately for pupils with disabili es by making reasonable adjustments to the school facili es.

2.

Parents of an applicant who has a disability and/or a special educa onal need should provide the school with
full wri en details when applying for admission. Where possible, this informa on should be sent to the school
at least one week before the applicant’s ﬁrst visit to the school.

3.

LCS will use this informa on to assess the applicant’s needs and make sure the school can provide adequately
for the applicant throughout the admission process.

4.

LCS will consult with parents about the adjustments which can reasonably be made for the applicant both
during the admission process and later as a pupil.

5.

In the event that LCS decides it cannot sustainably provide for the long term needs of a pupil who a ends the
school, the classroom teacher and Head Teacher will consult with the parents on the best course of ac on for
the pupil’s educa on, which may include transfer to an alterna ve school.

L.

Bursaries

1.

Bursaries may be available on entry to LCS. Current parents who are experiencing genuine ﬁnancial diﬃcul es
may apply for a bursary.

2.

Bursaries are means tested and parents or guardians will be required to give detailed ﬁnancial informa on to
Bursary Administra on Limited (BAL) via a bursary applica on form that can be requested from the Registrar.
Parents will be visited at home by a representa ve from BAL in rela on to their applica on. Parents may also
be interviewed by the Governors in rela on to their applica on.

3.

The award of a bursary is for 12 months, but may be renewed therea er. The terms of the bursary may change
mid year if the ﬁnancial circumstances change. The award of a bursary is en rely at the discre on of the
Governors. If the ﬁnancial situa on of a family remains similar to the previous year, it is expected that the
bursary award will con nue at the same level as the previous year.
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M. Fees
Fees must be paid in accordance with Appendix 1.

N.

Child Care Vouchers

1.

The Early Years Founda on Stage (EYFS) regula ons and the provision of child care vouchers are clearly linked.
EYFS favours play based learning over the more focused s mulus and structure that we oﬀer at London
Chris an School. To accept the vouchers for fees would mean adhering completely to the EYFS regula ons,
which would signiﬁcantly change the dis nct teaching and learning experience that our children thrive in and
our parents value.

2.

Child care vouchers can be used to pay for any a er school clubs.

O.

Sibling Policy

Many siblings join us and so priority is given to siblings of exis ng children. However, a place is not guaranteed to
siblings and will o en depend on the availability of places in a par cular year group. Furthermore, we may
recommend a diﬀerent school environment if we feel that that would be in the best interests of the child.

Policy approved: January 2020
Review date: January 2022
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Appendix 1
Fees
1.

Fees must be paid in full before the start of each term. The only excep on is when a child ﬁrst begins at LCS
when fees are due one whole term in advance.

2.

Payments by standing order can be made in nine monthly instalments beginning on the ﬁrst day of July before
the academic year begins. 9 equal instalments of 1/3 of the terms fees payable as follows:
•
1 July; 1 August; 1 September for the Autumn term’s fees
•
1 October; 1 November; 1 December for the Spring term’s fees
•
1 January; 1 February; 1 March for the Summer term’s fees

3.

Should a child begin during the academic year, fees for the en re term (or the remainder of the term during
which the child begins at school) must normally be paid in full before the child commences.

4.

The deposit must be paid in full upon acceptance of a place at the school. The deposit will be refunded at the
end of the pupil’s ﬁnal term once any addi onal invoices for the term have been paid.

5.

Parents agree to give a term’s no ce in wri ng of their son or daughter leaving the school. Failure to give such
no ce will result in the forfeit of the deposit. Parents will also be charged the upcoming term’s fees if suﬃcient
no ce has not been given. The no ce must be given to the Head Teacher by the ﬁrst day of the child’s last
term. See example dates in the table below:
Year
2019-2020

2020-2021

Term

Last day at school

Wri en no ce given by

Spring

27 March 2020

6 January 2020

Summer

3 July 2020

20 April 2020

Autumn

11 December 2020

3 September 2020

Spring

26 March 2021

5 January 2021

Summer

7 July 2021

19 April 2021

6.

However, if this is impossible due to unforeseen circumstances, please contact the Head Teacher as soon as
possible. You will s ll forfeit your deposit but, in some circumstances, we may consider reducing the amount of
the following term’s fees payable, or you can apply for a ‘Grant Towards Leaving Fees’. Please note that if for
any reason a child leaves the school part way through a term, they will nevertheless incur the full term’s fees.

7.

Fees must be paid by standing order or direct bank transfer (with the child’s name as a reference), cheque or
banker’s dra . We do not accept cash for fees.

8.

Should a cheque bounce the school will charge parents a £15 administra ve charge in addi on to the charge
levied by the bank.

9.

Should a child leave the school and payment of fees remains outstanding, LCS is obligated to pass on
informa on about unpaid fees to their new school.
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