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Policy Statement 

 
Starting school for the first time or moving from one school to another can be an anxious time for 
both parents and carers and children. It is important that families are inducted into school in a way 
which will ensure that they have a positive experience of school from the beginning and which will 
establish a constructive partnership between home and school as the foundation for the child’s 
future school experiences. We want parents and carers to be well informed and we acknowledge 
the vital contribution they make to their child’s education throughout their child’s school career. 

 

Aim 

 
At Martin Primary School, we aim to establish a positive partnership with families, which will enable 
each child to settle into school quickly and happily. This policy sets out clear admissions 
procedures for children and their families at Martin Primary School. We aim for staff and families 
to understand and support our admissions procedures to enable children to have a happy, relaxed 
and secure introduction to our school. 
 

Objectives 

 

 To set out clear procedures to inform parents and carers of the admissions process. 

 For the school to be well-prepared to admit children into Reception classes. 

 For the school to be well-prepared to admit children new to other year groups. 

 To set out clear and proper provision for the first days in school for each child. 

 To establish a partnership with families which will enable children to settle into school 
quickly and happily. 

 To ensure that careful assessment of children’s abilities, stage of development and 
progress is made on entry to school and to identify at an early stage any Special 
Educational Needs. 

 

Equal Opportunities 
 
We believe that it is the right of all parents, carers and children, regardless of colour, culture, 
sexuality, disability, gender, ability or economic wellbeing, to be included in all aspects of school 
life, have access to school information and participate in all activities. The admissions policy will be 
implemented consistently and few exceptions, if any, will be made to what we consider to be good 
practice. 
 

Reception Places 

 
Martin Primary is a three form entry school.  Our Published Admission Number is 90 and reception 
places are offered for three forms of thirty children. 
 

Admissions Procedure 

 
As a maintained primary school in Barnet our admissions for places in Reception through to year 6 
are administered by the Pan-London co-ordinated admissions scheme.  
 
Further details can be found in ‘A Guide to Primary Education in Barnet’ produced by the 
Directorate of Educational Services for Barnet and available at the school or online on the Barnet 
website. 
 
In the case of parents/carers requesting a place in Reception or casual admission to Reception-
Year 6 mid term,  they should complete the Common Application Form (CAF) from London 
Borough of Barnet. 
 

Nursery admissions are covered by our Nursery Admissions Policy. 
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Visits 

 
Parents expressing an interest in sending their children to the school will be given an opportunity 
to visit the school. This initial visit will be conducted by the Headteacher, Deputy Head or Assistant 
Head. 
 
During this visit there will be an opportunity to: 
 

 Walk around the main areas of the school and visit some classes 

 Discuss the curriculum organisation, Equal Opportunities, Special Educational Needs and 
Behaviour policies 

 Receive information about the admissions procedure 

 Discuss any particular issues relating to their child 
 

Admissions into Reception 

 
All parents and carers who accept the offer of a place in Reception receive a letter in May prior to 
the September start with a starting date and time as well as an invitation to an evening meeting. At 
this meeting, parents and carers are given the name of the teacher and teaching assistant or 
nursery nurse, arrangements for starting school and details of the visits for children and 
parents/carers who are new to the school preceding their child’s entry to school. The admissions 
procedures are explained further at this time. Each family receives a welcome pack and all 
relevant forms including contact forms and free school meal forms. Parents and carers who are 
unable to attend the meeting are contacted by the class teacher individually. 
 
The ‘Reception Welcome Pack’ includes: 
 

 A helpful information sheet, including attendance and punctuality guidelines 

 Special Needs handbook 

 ‘How to help your child at home’  booklet 

 ‘How to help your child become a reader’  booklet 

 Application form/school visits permission letter for children not currently in Nursery 
 

Where possible, Nursery children visit Reception during the Summer term prior to starting school. 
 
It is important that when a new child starts Reception, staff have the opportunity to spend some 
time with them, getting to know them and encouraging them to feel happy and secure in their new 
surroundings. To enable this to happen smoothly, we admit the children gradually.  

 

‘Drop in’ in Reception 

 
A drop in session for children new to the school is arranged for May/June.  This is an opportunity 
for children and parents to meet the Reception team and for teaching staff to assess the new 
starters prior to allocating classess. 

 

Formal Admission into Reception 

 
Children are admitted into each Reception class in groups of fifteen. These groups are organised 
according to age and any special educational needs and are referred to as Group Y and Group O.  
The school day is gradually lengthened over several weeks but the class teacher considers each 
child individually and in consultation with parents and carers, decides when it is appropriate for the 
child to stay at the school for the whole day. Some children do take much longer to settle and may 
not be ready to stay all day until much later in the term. Therefore, the settling process may be 
extended for a child but never shortened. 

 
A typical settling in process for a Reception class 
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 Group Y Group O 

Week 1 8.50am-11.30am  

Week 2 8.50am-12.30pm (stay for lunch) 8.50am-11.30am 

Week 3 8.50am-3.25pm 8.50am-12.30pm (stay for lunch) 

Week 4 8.50am-3.25pm 8.50am-3.25pm 

 

 

How are parents / carers informed of when their child will start? 

 
Parents / carers receive a letter from the school in May which will inform them of the date of the  
‘drop in’ session, their group name and the date that their child will start formal admission into their 
Reception class. 

 

How are children new to the school settled in? 

 
Any child who has not attended our nursery is offered a time when the class teacher and teaching 
assistant/nursery nurse will visit the child at home.  
 

What are Casual Admissions? 

 
A casual admission refers to any child admitted to Martin Primary School, except for children 
joining statutory education in Reception. 
 
At Martin Primary School parents/carers who complete registration forms are asked to meet with 
the Ethnic Minority Achievement (EMA) teacher (Julie Taylor) prior to the child starting school.  
They are asked to bring in all relevant documentation, including proof of identity and right of 
residence in the UK.  If they are in receipt of free school meals then they are also asked to provide 
the necessary documentation at the same time. 
 
The EMA teacher interviews parents and the child and organises a tour of the school.  He or she 
checks that the previous headteacher knows that the family are transferring.  The office staff 
ensure that forms are completed fully and that all necessary documents are photo-copied. They 
then transfer information onto the school records including the assessment database and 
admissions proforma.  They inform all necessary staff so that records can be up-dated and 
everyone is informed of any additional needs and so on.  Office staff also ring the previous school 
to ask for UPN numbers and for records to be transferred.  If there appear to be problems, office 
staff ask the head or inclusion manager to speak with the previous school as well.  
 
Once admission is agreed the school asks the family to purchase uniform, prior to starting.  Any 
information relevant to the year they will be starting in is given at this time.  A child joining Year 5 is 
provided with school journey information. A child starting Year 6 is supplied with secondary 
transfer information. 
 
New admissions start on a pre arranged date.  Prior to starting the receiving class teacher and 
teaching assistant organise for a buddy to look after the child and sort out resources, particularly 
for those children with little or no English in consultation with the Inclusion Manager and EMA 
teacher.  The receiving teacher also tries to find out as much as possible about the child. 
 
Once the child is enrolled, he or she has a tour of the school with the buddy, and is given as much 
information as possible about the school. 
 
The school may accept a child who has been excluded from another school and may consider a 
reduced timetable to try to make the admission more likely to succeed.  The child may work in a 
small group until he/she is able to join in.   

 

Children Who Leave The School Mid-Term 
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It can be easy to ignore the needs of children transferring school mid-term, as well as the needs of 
the receiving schools and existing peer groups. Successful transfer is a two way process and all 
too often lack of communication and preparation can hamper the process. We endeavour to make 
the process as successful and happy as possible. 
 
The following information is passed on: 

 Information about the child requested by the receiving school, which is honest and open 
about the child’s needs. 

 Written records, Barnet Primary records, assessment and target setting information 

 SEN records where appropriate 
 
Parents/carers are informed that information about their child will be given to the new school and 
that this is common practice.  
 
Children transferring school may be apprehensive and feel insecure about the imminent changes 
in environment, not knowing friends and teachers, being unsure of routines and procedures in their 
new school. We help to allay these fears in a number of ways: 
 

 The children are asked by class teachers about any concerns they may have and these are 
discussed. 

 The child is told that schools have been/will be in contact with each other. Where 
appropriate the child is asked what they would like the new school to be told about them as 
well as what information the school has passed. Obviously positive things need to be 
communicated to the child but it might be reassuring for them to be told that the new 
school knows they are finding reading difficult, or playtimes hard etc. 

 ‘Circle time’ or ‘carpet’ sessions may be used to explore the child’s feelings with their 
friends and cement a sense of belonging at their present school, enabling the child to 
transfer having left on a positive note with good experiences and memories. 

 The child may be invited to take one or two pieces of work they are proud of to show to 
their new teacher and class. 

 
Class dynamics may alter when children leave as they will when children join. Groups may be 
affected or it may be only one or two friends. Support is provided in these circumstances.  

 

Monitoring, Evaluation and Review 

 
The Headteacher is responsible for annually monitoring the effectiveness of this policy in 
collaboration with the Senior Leadership Team.   
 
 


