[image: image1.png]Aberdeenshire
COUNCIL A



  Education, Learning & Leisure
ADMISSIONS PROCEDURES FOR

PRIMARY AND SECONDARY SCHOOLS

EXPLANATORY NOTES

1. An admissions form must be completed for all pupils enrolled into Aberdeenshire primary and secondary schools.
2. A number of forms may need to be completed as part of the authority’s admission procedures:

Form A

Admission Form   
Completed by all parents/carers
There are separate forms for primary and secondary schools

Further details about completing Form A are provided on the following pages

Form B

Additional Support
Completed by parents/carers only if their child has additional support needs
This is indicated by their response to Question 1 on Form A

Form C

Additional Support Needs
Completed by Head Teacher only when Form B is completed

Form D

Special dietary Requirement
Completed by parents/carers only if their child has a special dietary requirement together with consent form for contacting dietitian/GP/private practitioner.  If you wish you may reproduce this letter on school headed notepaper signed by the Head Teacher.

Special dietary requirements are indicated by the parent’s response to Question 2 on Form A.  Once completed this information should be shared with the catering staff in your school.

Following this the child’s parent/carer should be offered the opportunity to meet with staff from the catering service.

A copy of form D should be retained in school and another copy should be sent to  Michael Padilla-Lamb, Assistant Catering Officer, Education Learning & Leisure, Gordon House, Blackhall Road, Inverurie, AB51 3WA with a note of the pupil’s name and school attended.

Where a child has a medically prescribed diet a copy of form D should be sent to Lorraine Clark, Allergy Nurse, Royal Aberdeen Children’s Hospital, 1st Floor, Westburn Road, Aberdeen AB25 2ZG.  Please attach on school headed notepaper a brief note of the child’s name, address and date of birth.

If the School Health Team are of the view that the dietary requirement can not safely be accommodated within the scope of the school meals service, the parents, school and catering service will be informed within 30 days and advised that a packed lunch provided from home would better guarantee dietary compliance.

Form E

Communication Requirements
Completed by parents/carers if they require information that is sent home from school in a language other than English or in a different format.

Form F

Access to School Buildings
Completed by parents/carers if the parent/carer requires support to access the school building.

3. Where a child with additional support needs requires significant planned intervention a Pupil Support Plan must be completed before enrolment.  This will be in addition to Form C.
ADMISSION PROCEDURES

1. Hand out Form A – School Admission Form and direct parents’ attention to Questions 1 to 4.

2. If the parent answers YES to any of Questions 1 to 4 then

a) The Head Teacher or designated admissions representative must identify whether any additional resources may be required to meet the pupil’s needs. This will be done by completion of Forms B, C, D, E or F as appropriate.

b) Meanwhile Form A should be completed and signed by the parent.

c) The parents, supported by Head Teacher or designated Admissions Representative, should fill in and sign Admission Form B.

3. If the support needs can be met through re-prioritising the existing school resources the child will be accepted into school.

4. If the needs cannot be met within the existing school resources, the Head Teacher or designated admissions representative should advise the parent that he/she will consult with the QIO and a decision will be made about admission and passed on to the parent within 28 days.  Note that this will happen only in exceptional circumstances e.g. where a pupil is moving into Aberdeenshire from another authority.  This could involve a multi-disciplinary meeting if additional resources are required to meet the pupil need.

The Head Teacher or designated admissions representative should complete Admission Form C – Additional Educational Needs Details and contact the QIO.

5. If the parent answers NO to Question 1 then Form A should be filled in by the parent, signed and the child will be accepted into school.

Schools should ensure that all information held is kept up to date on an annual basis.

Summary of Admissions Procedures for Primary and Secondary 

Parent arrives at school

Hand out Form A directing attention to Questions 1 to 4

Answer








School Admission Form A Administration Instructions
Notes:

1. The admissions form A is intended to provide a core that schools will personalise.  Margins and page breaks should be set after it has been customised.

2. The form covers all the fields that may be entered in to Seemis and includes all the current ScotXed requirements. 

3. If the answer to the first four questions is yes then the Head Teacher or designated Admissions Representative will advise and assist the parents with completion of the additional forms required. (This will not necessarily mean a formal admissions meeting, but it is necessary to identify whether the resources to meet the pupil need will be within the existing resources of the school’s support system)

4. The order of the items on the form is the order that they occur in records edit in Seemis.  This order simplifies the entry of the data, and minimises the risk of errors or omissions at that stage.  
5. There are separate forms for Primary and Secondary Admissions so ensure the correct form is used.

6. Tick boxes are used where the information required must be in a specific format or where it is a code.

7. Within Seemis it is possible to set a flag via Pastoral Notes.  Please See Seemis Help pages.    These can be made open to all staff and can be used to highlight any specific needs that a pupil has, or to alert staff to the fact that they should seek further information.  

8. Other forms that may be issued to parents along with this one are:

· Free / Privileged Transport Request
· Free School Meals Request.

· Clothing Grant Request
Yes





No





Parent completes and signs form A


Office completes office use only parts where appropriate and admits pupil to school





Alert designated admissions person to liaise with parent to complete Forms A and B and issue C to F if appropriate





Additional support identified, as within existing school resource





Yes





No





Advise parent of the need to gather information to identify level of support needs.   





Complete Form C


Inform EP and QIO


Could additional resources be required?











Arrange admissions meeting following school procedures.


Admit pupil to school
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