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Liverpool College Preparatory School

Admissions Procedures

(This policy is a whole school policy and applies to EYFS, Pre Prep and the Prep School.  It also applies to the After School Club and Young Explorers Holiday Club)
Initial Enquiries

When a prospective parent first makes contact with the school the enquiry is likely to come via the Registrar's office, although it is possible that approaches may be made to other staff. Enquiries are responded to and then the information is passed onto the Registrar. A standard enquiry form is used whenever possible.

The information is then logged onto the College database. The Registrar then contacts the enquirer with further details about the College including a prospectus and registration form. The letter invites further interest such as a tour, a forthcoming Open Day, Activity Day or other special events. A follow up letter may be helpful if there has been no response after a given time. The aim must be to get the enquirer to visit the school. 

The Visit

Tours of the school will usually be conducted by the Headmaster and the Head of Pre Prep. The Registrar will liaise with the relevant Heads regarding the timing of visits. The Registrar will conduct the tour if the relevant staff are not available to do so. 

Registration

The parents are requested to complete a Registration Form and pay a Registration Fee. Once this has been done then the child can be invited into the school to be assessed. 

The Registration process must be completed before a child is assessed.

When a completed Registration Form is received, the Registrar returns a letter to acknowledge receipt of the Registration Form and the cheque. The Registrar also sends a copy of this letter and the Registration Form to the Head and the registration fee to the Finance Bursar's Office. 
Entrance Assessments

After the initial visit the child is invited to visit the school for entrance assessments and a 'taster day'. During this day the Headmaster is responsible for the administration of the tests and co-ordinating the feedback of relevant information. There will be 3 elements to the assessment process:

· Conversations with the Headmaster

· Feedback from staff who have taught the pupil during the day

· Results of the assessment tests (NFER Maths English and Non Verbal Reasoning)

The Registrar, on behalf of the Headmaster, will offer a place (or not) to the child, based on this information and references. The Registrar will be informed of the decision and any other information relevant to the offer or refusal of a place.

If a child scores a standardised score of below 80 in one or more of the NFER tests, it will be likely that they will not be able to cope with the academic demands of the school and a place will not therefore be offered. An offer of a place will also not be made if the child’s behaviour is deemed to be unacceptable.

If the parents are interested in a Pre Prep or Nursery placement, then the Registrar sends the Head of Pre Prep the copy of the Registration Form etc. The Head of Pre Prep is then responsible for inviting the child in for assessment etc.

(See Appendices for further details of Entrance Assessments and Scholarships)

Liverpool College Preparatory School acknowledges its duty towards both pupils, staff, parents, Governors and members of the wider community who have a disability.  Where parents of prospective pupils are concerned Liverpool College Preparatory School acknowledges its non-discrimination and planning duty under the Special Education Needs and Disability Act 2001 and the 2010 Equality Act.  The school does not discriminate against a pupil or prospective pupil because of disability, sex, race, gender re-assignment, religion or belief, pregnancy or maternity or sexual orientation. The College makes adjustments in relation to admissions arrangements to ensure that it does not discriminate unfairly against disabled children or those with special educational needs. In the entrance exam this may include making test material available in an adapted format, allowing extra time or providing a scribe
Liverpool College is a selective school and admission to the school depends upon the prospective pupil meeting the criteria required to maintain and, where possible, improve the educational and general standards for its pupils. 

The school asks parents when completing the Registration Form to disclose whether their child has a disability, special educational need or medical condition.  Parents will be asked to provide further information including any previous relevant reports or statements. Liverpool College Preparatory School recognises that partnership between the school and the home is of paramount importance if the child’s needs are to be fully met and his or her potential to be reached. This information will enable the College to gain a greater insight into the specific difficulties experienced by the child and enable the school to plan more effectively for a differentiated programme of work, if one is required. Failure to disclose any relevant information could jeopardise the child’s place in the College.  
In assessing any pupil or prospective pupil the school may take such advice and require such assessments, as it deems appropriate.  Any costs incurred will be the responsibility of the parents and failure to agree could influence the offer of a place at Liverpool College 
The School will advise parents of the reasonable adjustments the School can make based upon the information given and the advice received, to enable a prospective pupil to take up a place at Liverpool College and to satisfy the admissions criteria outlined above.  The school is committed to providing those reasonable adjustments agreed in consultation with parents. This will include allowing extra time in and/or additional support in exams, broadly in line with those permitted by QCA for their examinations.

Literacy support by trained staff is available within the school curriculum, the cost of which is included in the fees. If additional services are required, the school will not be liable for any costs incurred. 

References

When a Registration Form is received, the Registrar sends for references from the pupil's current school. (Reception pupils and above). A standard reference request form is used. If a parent requests no contact with the current school, any offer of a place is made subject to satisfactory references before the pupil takes up a place at the College.

Scholarships

Scholarship awards will be offered based, in part, on the assessment tasks the prospective pupils complete during their ‘taster day’.

(See Scholarship Awards in the Preparatory School)

If a parent is looking for a place in the short term then an early assessment may take place. The child will join a class for a normal school day, part of it being devoted to tests. 

The Offer of a Place

On behalf of the Headmaster, the Registrar then writes to the parents informing them of the outcome of the Assessment Day and either offering a place or declining it. A Parental Acceptance Form goes with any offer made and this should be returned to the Registrar together with a copy of the child’s birth certificate and a cheque which reserves a place for the child. This deposit will be returned to the parents when the child leaves the College, providing that the child remains at the College for a full academic year.

Parents will be issued with a pack of information including term dates, uniform list and Parents Information Booklet for the relevant part of the school. 

On receipt of an Acceptance Form by the Registrar, the original, together with the original registration form and offer letter is forwarded to the Fees Administrator along with the cheque for the deposit. Details are entered onto the College database and copies are placed in the pupil file and forwarded to the relevant Head.

Induction

Contact continues after the offer is accepted and before the pupil joins the school. The Head of School invites the parents and pupil to post acceptance visit to get to know each other and discuss any special requirements. 

Review

This policy will be reviewed every two years or earlier if necessary.

SB

(May 2011)


Appendices

Criteria for acceptance into Nursery

1. Aged 3*

2. Toilet trained**

3. Acceptable behaviour (ie doesn’t hurt other children)**

4. The parent’s support the school ethos- in the judgement of the school there can be a productive parent/ school partnership.

5. If a child has SEN parents provide all necessary information/reports so that the school is fully aware of the child’s needs.

*Except in exceptional circumstances at the discretion of the Head of Pre Prep.

** Unless the child has appropriate 1-1 support in place to cater for this.

Criteria for acceptance into Reception and Key Stage 1

                                       From Nursery

We monitor a child’s behaviour in Nursery and if it is deemed to be inappropriate, this could prove a factor determining whether a child should progress into the Pre Prep 

                                 External Candidates

1.    Acceptable behaviour (ie doesn’t hurt other children)**

2. The parent’s support the school ethos- in the judgement of the school there can be a productive parent/ school partnership.

1. If a child has SEN parents provide all necessary information/reports so that the school is fully aware of the child’s needs.

2. Satisfactory reports/references from previous setting.

** Unless the child has appropriate 1-1 support in place to cater for this.

Criteria for acceptance into the Prep School

From the Pre Prep

Children who are in the Pre Prep have a place reserved for them in the Prep. However, all pupils in Year 2 complete NFER tests. If a pupil scores below 80 in any of these tests (bottom 9 %) his/her parents will be asked to meet with the Headmaster to discuss whether the Prep School is the best place for the child.

We also monitor a child’s behaviour and if it is deemed to be inappropriate, then this could prove a factor determining whether a child should progress into the Prep School

The parent’s support the school ethos- in the judgement of the school there can be a productive parent/ school partnership.

External Candidates

A pupil will be expected to score 80 or more in the NFER tests to gain admission into the school. 

Satisfactory school reports/references

We also monitor a child’s behaviour during the taster day and, if this is deemed to be inappropriate, then this could prove a factor determining whether a child should progress into the Prep School

The parent’s support the school ethos- in the judgement of the school there can be a productive parent/ school partnership.
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