
 

 

 
 

Arrangements for Admissions 
 

Date of review: Spring 2022 Policy Manager: Headmaster 

Review cycle: Annually Date of next review: Summer 2022 
 

 
Aim of this policy  

To identify and admit children who will benefit from an academic education and who will 
contribute to and benefit from the ethos and activities of our school community.  We will only admit 
a child who has met our criteria. 
 
 
Equal rights and accessibility 
We welcome children from many different ethnic groups, backgrounds and creeds.   Human rights 
and freedoms are respected, but must be balanced with the lawful needs and rules of our school 
community and the rights and freedoms of others.  All candidates for admission will be treated 
equally, irrespective of their gender, parents’ race, colour, language, religion, political or other 
opinion, national or social origin, association with a national minority, orientation, property, birth or 
other status. 
 
 
Disability  and  Special  Educational  Needs:  the  School  has  limited facilities for the disabled, but 
will do all that is reasonable to comply with its legal and moral responsibilities under the Special 
Educational Needs and Disability Act 2001 in order to accommodate the needs of applicants who 
have disabilities for which, with reasonable adjustments, the School can cater adequately. 

 
The  School  needs  to  be  aware  of  any  known  disability  or  special educational need which may 
affect a child’s ability to take full advantage of the education provided at the School.   Parents of a 
child who has any disability or special educational needs should provide the School with full written 
details at registration, or subsequently before accepting the offer of a place. 

 
The School needs this information so that, in the case of any child with particular needs, we can 
assess those needs and consult with parents about the adjustments which can reasonably be made 
to cater adequately for the child’s needs both during the admissions process and if an offer of a 
place is made. 

Similarly, if special education needs or a disability become apparent after admission,   the   School   
will   consult   with   parents   about   reasonable adjustments that may allow the child to continue at 
the School. 

Scope of policy: Procedures apply at all stages and times of entry as well as at the traditional points 
of entry (7+ / 11+/ 13+) in September.  
 
Progression through the school is automatic (including from Prep to Senior) once a place has been 
offered, but subject to ongoing review of a pupil’s: 
 

• Ability to access the curriculum  

• Academic progress 

• Behaviour and respect for the school’s ethos 
 



Prior to commencing the admissions process parents are asked, as soon as possible, to disclose any 
particular known or suspected circumstances relating to their child’s health, allergies, and disabilities 
or learning difficulties. 

 
 

Procedures 
 
Our admissions procedure has five key elements: 
 
 

1. Registration 
2. Trial days 
3. Assessments 
4. References/Reports from previous school 
5. Consideration of special circumstances 

 
 

 

1. Registration  
 

After an initial visit, if parents wish to apply for a place at the School, they are asked to complete a 
Registration Form and to pay a non-refundable registration fee of £50.  A taster and assessment 
day is then arranged. Previous school records and school contact details will usually be requested 
before the trial days take place and other schools will always be made aware that one of their pupils 
is spending a day with us. 

 
2. Trial Days 
 

Where possible, a number of trial days will be arranged to ensure both the school and the visiting 
pupil have a proper opportunity to get to know each other. The child will also be assessed by the 
Form Teacher in a normal school situation, giving opportunity to assess behaviour, confidence and 
integration. Please see Appendix 1 which outlines how the school organises trials days and looks 
after children while they are with us. At the end of a trial day all staff who have taught or looked 
after the visiting pupil will complete an online form outlining their ability and suitability for joining 
the school. 

 
 

3. Assessments 
 

Great Ballard will also seek to assess a student’s ability to access the curriculum at through more 
formal testing. 

 

• Children below Year 2 will be assessed informally during the school day. Testing 
may include non-verbal reasoning, spelling age and reading age tests. 

• Children in Year 2 and above will take more formal CAT tests as part of their   
entrance to the school. These will ideally be taken in school but can be supervised at a 
child’s current school. 

• Where appropriate, a more formal assessment with the Head of Learning Support 
may be arranged.  

 

Great Ballard will not expect students to prepare for entrance tests, but will always be keen to 
understand a student better and to get a clearer picture of how they might cope and be supported 
at the school. 
 
 
 



4. References/Reports from previous school  

 

Reports will be requested from a pupil’s former school and the pupil’s Head will often be asked to 
provide a reference as to their academic ability, attitude and behaviour, involvement in the school 
community, talents and interest and any other special circumstances such as special education 
needs, or a disability.  The reference may also include the results of tests taken at the School (such 
as NFER or SATs). 
 
 
 

5. Consideration of special circumstances 

  
We recognise that all admissions cases are different and that special circumstances will sometimes 
need to be considered. 
 
 
1. If a pupil is unwell when taking tests or has had a lengthy absence from his/her school 

 
2. If there are particular family circumstances such as a recent bereavement or mental health 

issues 

 
3. If there is a relevant educational history, for example education outside the British system 

 
4. If the candidate has a disability, an EHCP or specific learning difficulties 

 
 

5. If English is not the candidate’s first language 
 

6. Very occasionally, we may offer places to pupils one year ahead or behind their standard year 
group, if we consider, as a matter of professional judgment that this would be in the best 
interests of the pupil and the School. 

 
7. The school recognises that, during a pandemic or similar disruption to normal school activities, a 

full and formal assessment may not be possible according to this policy. It therefore reserves the 
right to make decisions based on adjusted criteria and may have to place more weight on 
references, reports and on-line tests and interviews. 

  
8. Similar actions may be taken where a child is unable to attend the school for trials days and 

assessments (for example due to illness or relocation or because they live abroad) 
 

9. In some cases, the school may request further information such as a medical certificate or 
educational psychologist’s report and any associated correspondence or details from the pupil’s 
current school (including samples of work) or any family history of dyslexia, as we consider 
necessary to make a fair assessment. 

 
 

Decision making 
 
When the school has gathered all the above information and completed the admissions procedure a 
decision will be made on the school’s ability to meet needs and offer a place at Great Ballard.  
 
An offer will be made in writing (enclosing a copy of the parent contract and an Acceptance of 
Admission Form) as soon as possible and ideally within a week of a student’s trial day at the school.  
 
 
Should the school have to decide between two or more candidates (for example in cases where 
there are more applicants than places in a year group) then it reserves the right to give preference 
to: 

 
1. A child who already has a brother/sister in the School or whose parent is a former pupil here 



 
2. A child whose parent is a current member of our staff 

 
3. A child whose family are otherwise connected to the school 

 
4. A child with a particular skill, talent or aptitude 

 

Acceptance 
 
A place at Great Ballard is secured by completing the acceptance form and by paying a deposit of 
£300; this is refundable on the final invoice issued after the child completes their education at Great 
Ballard. 
 
 

Appeals 
Parents have the right to appeal a decision by using the school’s formal complaints policy. 

 
Further Information 
 
Financial considerations: The school may wish to request references or assessments confirming a 
family’s ability to meet school fees. A place may be refused where payments to previous schools have 
not been maintained or where a means assessment suggests that the ongoing payment of fees is not 
realistic. Decisions that include financial considerations may often take longer than those made using 
the school’s standard admissions process.   

 
Bursaries: Parents may wish to request information from the Business Manager about means-tested 
bursaries. More information can be found in Appendix 2: Guidance and Policy on Bursaries at Great 
Ballard 

 
Scholarships: Scholarships are available at the three traditional entrance points (7+/11+/13+). They 
are normally assessed onsite in the Spring Term for entry the following September. In very 
exceptional cases a candidate may be assessed for entry outside of these three entrance points. 
Please do contact the Registrar to request further information and the most recent application pack 
(a copy is also published in Appendix 3) 
 
 
 
Appendix 1: Guidance on trial days in school 
Appendix 2: Guidance and Policy on Bursaries at Great Ballard 
Appendix 3: Scholarships 
Appendix 4: Early Years Admissions and FE statement 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Appendix 1: Guidance on trial days in school 
 
Pre-Prep 
 
For Nursery 
Staff will liaise with parents to find a mutually convenient time for the child to visit accompanied by a 
parent. If possible, the parent will then leave the child in the nursery for 30- 60 minutes. This may be 
repeated many times depending on how the child settles. Parents will then leave their child for entire 
taster sessions building up to their start date. 
 
Reception to Y2 
 
Prior to the Taster Days: 

• The Registrar sends year group timetables to parents and dates are agreed for taster days. 

• The Registrar liaises with relevant staff to check that the dates are suitable and confirms any 
allergies or medical conditions. 

• Taster day pupils will have been advised to arrive wearing their current school uniform/other 
practical clothing and be dropped off at Reception at 8:20am 

• They will have been advised exactly what to bring depending on the timetable for that day, 
but as a minimum will have a filled water bottle, a waterproof coat and wellies. 

• For PE they are advised to bring: t-shirt, shorts, hoody, joggers, trainers,  

• Swimming kit if attending on a Friday. 
 
Reception 
Mid-year - children will be invited in to spend a day with their future class, getting to know them all. 
Staff will observe to see how the child interacts. Simple assessments of the child's ability will be 
carried out for phonics and numeracy, dependent on the time of year. 
 
Year 1 
Children will be invited in to spend 2 days with the class and throughout the day assessments will 
take place informally to judge their understanding of literacy and numeracy. The child will read with 
the class teacher and be asked to draw a family picture and write their name and anything else they 
wish to share. 
 
Year 2 
As above with the addition of the CAT4 testing  
 
If a child is visiting to join the next academic year then they will spend their time with their age 
equivalent children to get to know their future classmates. The relevant teacher will spend some time 
with them to get to know them. 
 
 

Prep & Senior 
 
Prior to the Taster Days: 

• The Registrar sends year group timetables to parents and dates are agreed for taster days. 

• The Registrar liaises with relevant staff to check that the dates are suitable and confirms any 
allergies or medical conditions. 

• Taster day pupils will have been advised to arrive wearing their current school uniform and 
be dropped off at Reception at 8:20am 

• They will have been advised exactly what to bring depending on the timetable for that day, 
but as a minimum will have –  a filled water bottle, waterproof coat, bag, pencil case, 
notebook, headphones (for online assessments) and trainers/wellies. 

• For games they are advised to bring: t-shirt, shorts/skort, hoody, joggers, trainers, plus 
swimming kit (costume/trunks, swimming hat, goggles, towel and sliders/crocs/flip flops 



 
The day before the taster day:  

• Form tutors should read the taster day feedback form prepared by the Registrar as it outlines 
a brief summary of the child and their interests, plus includes any information that they 
should be aware of (medical/allergies etc).  

• They should then assign a buddy with similar interests  

• The Form Tutor should remind the buddy what their responsibilities are during the 2 days. 
 
On the Taster Day: 

• Buddies should be ready waiting in Reception for the visiting pupil to arrive at 8:20.  

• The buddy should then take the visiting pupil to the classroom and introduce them to the 
Form Tutor and to all the other students in their class. They should show them where they 
can put their things. 

 
Online assessments: 

• The timings for these will vary according to availability of staff for supervision. 

• The Registrar will liaise with the Form Tutor and the buddies, arranging with them when they 
would like them to bring the visiting pupil for their online assessments. 

 
During the 2 days the buddy should spend the whole day with the visiting pupil: 

• Escort them to each lesson, help them to get their bearings.  

• Play with them at break time,  

• Introduce them to their friends and make sure they include them in everything they are 
doing,  

• Show them around the grounds outside,   

• Explain where they go for snack time,  

• Explain how high they are allowed to climb up trees,  

• Show them where they can join in football,  

• Show them other games they might join in with,  

• Explain where is out of bounds,  

• Explain where to find someone on duty,  

• Show them where tea club takes place (if Friday) 

• Explain how they know that break has ended. 

• Show them to each lesson and introduce them to the teacher.  

• Show them where the loos are, 

• Make sure they have the right things with them for each lesson, 

• Show them how lunch works, where and when to queue, choice of hot option or salad bar, 
introduce them to Darren and his catering team 

• Sit with them and chat to them at lunch 
 
At the end of the day (4:30pm): 

• The buddy should accompany the visiting pupil to the main reception where their parents will 
be waiting to collect them at 4:30pm. 

• The Registrar will be there to answer any questions the parents may have and to explain the 
next steps in the process: 

o They will be sent a parent feedback reports from the CAT4 tests  
o They will receive a follow up call once all staff feedback has been collated  
o They will then receive confirmation as to whether a formal offer of a place can be 

made 
o May require further taster days or time to be spent with the SENCo before a final 

decision can be made. 
 
 
 
 

 



Appendix 2: Guidance & Policy on Bursaries 
 
INTRODUCTION   
 
The Board of Governance of Great Ballard School are committed to broadening access to the 
school by setting aside a sum of money annually in order to be able to offer to eligible parents 
or guardians means-tested financial support for the payment of the school’s fees; such support 
is known as a bursary.   
 
Requests for financial support in the form of means-tested bursaries fall into two categories: 
 

• New applicants to the school where support is required from the outset. 
 

• Existing pupils where a change in parents’ or guardians’ circumstances has led to 
difficulty in paying fees and may result in the pupil being withdrawn from the school.  
 

THE APPLICATION PROCESS – NEW APPLICANTS TO THE SCHOOL 
 
Outline.   
Bursaries may be made available to parents/guardians of children entering any Prep year 
group from age 7+. The Managing Director and Business Manager are responsible for the 
management and coordination of the award process.    
 
The school reserves the right to make all decisions regarding your application for a Bursary, 
but employs the services of an independent and impartial company, Bursary Administration 
Limited (BAL), to prepare the information which is used to make the decision. This means that, 
for the purposes of your application: 
 

➢ the school is the Controller of your information 
➢ BAL is the Processor of your information 
➢ BAL is registered with the Information Commissioner’s Office and has satisfied the 

school as to its arrangements regarding the security of any information and 
documents you may provide as part of your application. 

 

• Step One.  Parents/guardians seeking a bursary are required to complete an application 
form which seeks to establish the financial circumstances of the household.  The form, 
which requests details of income and capital, is available on request from the Business 
Manager and must be accompanied by full documentary evidence. The completed forms, 
together with the necessary documentary and supporting evidence, are to be submitted 
to BAL. on receipt BAL will contact the parents/guardians directly to arrange an 
appointment to meet them to go over their application.   
 

• Step Two.  BAL will submit a confidential circumstance report to the School Business 
Manager.  This will be considered by the Bursaries Committee, which sits every month or 
as necessary.   

 

• Step Three.  The parents/guardians are advised whether their child is to be offered a place 
at the School and whether or not their Bursary application has been successful.   

 

• Step Four.  Parents/guardians are then required to sign a letter accepting the place at the 
School and an acknowledgement agreeing to any conditions relating to the Bursary which 
will include a reduction or withdrawal notice where a pupil’s progress, attitude or behaviour 



has been unsatisfactory, or where the parents/guardians have failed to keep the agreement 
strictly confidential between the parties. 

 
The Case for Assistance.   
The Bursaries Committee will consider a number of factors when making the judgement as to 
the justification for support and the extent of such support.  In the main, the child’s suitability 
for the School is the first consideration in granting support.   
 

• Suitability.  In assessing a child’s suitability, attention will be given to the academic 
assessment result of each applicant, but potential will also be considered as well as 
actual achievement.  Bursary funds are limited and those judged most suitable will be 
given priority as those likely to gain most from the educational provision.  Each pupil 
to whom support is offered must, in the opinion of the Headmaster, be likely to make 
sound academic progress and benefit from participation in the wider, extra-curricular 
activities on offer at the School.   In normal circumstances, each applicant should meet 
the School’s academic requirements.  Previous school reports will be consulted for 
evidence of good behaviour.  
 

• Financial Limitations.  The amount of any bursary award is not influenced by the 
academic ability of the child, but by the degree of need.  Each case is assessed on its 
own merits and awards are made accordingly, subject to the School’s ability to fund 
these within the context of its overall budget.  It is recognised that judgements about 
what sacrifices a family should make to pay school fees will vary.  However, the School 
has a duty to ensure that all bursary funds are used effectively and fairly.  As well as 
current earnings, other factors which will be considered in determining the necessary 
level of grant will include: 

 
o The ability to improve the financial position or earning power of the family.  For 

example, where there are two partners, both would be expected to be employed 
unless one is prevented from doing so through incapacity, the need to care for 
children under school age or other dependents, or the requirements of their 
partner’s work. 
 

o Opportunities to release any capital.  Significant capital savings and investments 
would be expected to be used for the payment of school fees, as would equity 
values in houses. 
 

o In cases of separation, the contribution made by the absent parent. 
 

o Contribution to household costs by other family members, any adults unrelated to 
the child or by outside sources.  
 

o Where fees are being paid to other schools (or universities) the School’s grant will 
take into account all these outgoings. 

o Acknowledging that others might have a different view, the School considers that 
the following would not be consistent with the receipt of a bursary: 

➢ Frequent or expensive holidays. 
➢ New or luxury cars. 
➢ Investment in significant home improvements. 
➢ Second property/land holdings. 

 



Other Factors.  It is recognised that, in addition to academic ability and financial constraints, 
there may be other circumstances which should be considered.  These include: 

➢ Where a child has siblings at the School. 
➢ Where the social needs of the child are relevant. 
➢ Where a parent/guardian is terminally ill or is unable to secure permanent 

employment due to poor health. 
 

CURRENT PUPILS - CHANGE IN FAMILY CIRCUMSTANCES 
 
Within overall budget funding, the School will consider bursary awards to account for cases of 
sudden, unforeseen need or where applications meriting bursary assistance are received out 
of the normal calendar cycle for bursary submission, scrutiny and award.  Parents/guardians 
with a child at the School whose financial circumstances suddenly change may apply for a 
bursary.  The same application process will be applied as noted above and parents/guardians 
will need to complete and application form and meet with BAL. All such applications will be 
considered by the Bursaries Committee.  Such awards are subject to the availability of funding 
and cannot be guaranteed; priority will be given to cases where support is needed to complete 
key external examination years and then to cases were domestic circumstances are such that 
continuing boarding education is highly desirable. 
 
PERIODIC REVIEW 
 
All bursary awards are subject to annual review and may be varied upwards or downwards 
depending on changes in financial circumstances.  The Bursaries Committee have the 
discretion to reduce or withdraw a bursary, not only where a pupil’s progress, attitude or 
behaviour has been unsatisfactory, but also where the parents/guardians have failed to 
support the School, for example by the late payment of any contribution they are making to 
the fees.  All awards must be reviewed annually in case of any change in financial 
circumstances.  This review is normally undertaken in March of each year. 
 
CONFIDENTIALITY 
 
The School respects the confidentiality of bursary awards made to families and recipients are 
expected to do likewise (see step four above). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix 3: Scholarships 
 
Please click on the following links for samples of the Scholarship Packs for 7+, 11+ and 13+ entry. The 
most recent versions of these may be accessed on our website at www.greatballard.co.uk or by 
contacting the Registrar via office@greatballard.co.uk 
 
11+ and 13+ Scholarship Pack 2021 
 
7+ Scholarship Pack 2021 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.greatballard.co.uk/
mailto:office@greatballard.co.uk
https://drive.google.com/file/d/1YTRc6RixJal7VZ-11P-8ZtURDyh_Hvpg/view?usp=sharing
https://drive.google.com/file/d/1FG3Qwu7NkqYIZIF34umYTO6oQWwW6_WD/view?usp=sharing


Appendix 4: Early Years Admissions & FE Statement 
 
Admissions 
We recognise that parents have a choice of provider, and believe that our school offers a unique 
development path and continuity of education for children aged 2.5 years to 16 years.  Great 
Ballard is proud that our educational programme, together with the Forest School provision, 
green-fields, outside classroom and woodland environment, all combine to foster equality and 
inclusion for the children attending the school. Within Early Years we also provide specialist 
lessons in performing and creative arts and PE. These activities form part of our enriched 
curriculum and result in the full fee as detailed below. 
 
School sessions (including lunch at 12.00pm) in the Nursery are currently available as follows: 
 

Morning Session 8.15am – 1.15pm  
 
Afternoon Session  11.45am – 3.30pm   
 
Full Day    8.15am – 3.30pm (equivalent 2 sessions) 
 

 Introduction Session  8.15am – 11.45am (children aged 2.5 – 3 years only) 
 
The academic year at Great Ballard School currently operates for 34 weeks spread over three 
terms. In addition, the school offers Nursery Provision during school holidays; details are 
advertised to parents in advance. 
 
Free Entitlement Offer 
As an Independent provider we offer West Sussex County Council’s 15 hours a week Free 
Entitlement (FE) to early education and childcare for 34 weeks each year. Children are eligible to 
receive Free Entitlement funding at the start of the term after the one in which their 3rd birthday 
falls.  
The detailed terms and conditions of the Free Entitlement to Early Years provision are set out in 
material published by the Family Information Service (FIS) at West Sussex County Council and up 
to date information can be obtained from the School Office 01243 814236 or direct from FIS 01243 
777807 / www.westsussex.gov.uk/freechildcare 
 
Great Ballard Pattern of Delivery will be offered between the hours of 8.15am – 9.45am and/or 
12.15pm – 13.45pm. A funded session will be available between 12.15pm and 3.15pm only (free 
at point of delivery). This means that if you opt for a morning or afternoon session you will be 
entitled to 1.5 hours FE per day.  If you opt for full days, you will be entitled to 3 hours FE each day 
you are in attendance to a maximum of 15 hours per week. 
On receipt of the completed Parent declaration form and proof of eligibility for Free Entitlement 
Hours we receive payment direct from West Sussex County Council for the agreed Free 
Entitlement hours. 
 
Places in the Nursery and Pre-Prep are limited and Great Ballard will allocate places as available 
at the time of application.  Priority will be given to those children who: 
 

• Book for five full days a week. 

• Book full days at the school. 

• Book five morning sessions. 

• Book the recommended number of sessions for each age group. 

• Book five afternoon sessions. 

• Already have siblings in the school. 

• Are going through the school’s Pre-Prep department. 

• Have parents who have attended the school. 

• Have parents who teach at the school. 

http://www.westsussex.gov.uk/freechildcare


• Children who are booked for funded sessions between 12.15pm and 3.15pm only 

(free at point of delivery) 

Registration 
Parents are welcome to register their child for a place in our Nursery at any time. A non-returnable 
Registration fee of £50 must be sent with the Registration Form. An Entry Deposit of £300 will be 
payable on return of the Acceptance Form. This deposit will be credited to the pupil’s final account. 
All invoices for fees and extras are payable before the first day of the term for which they are due. 
 
Session Allocation in the Nursery 
One of the prime aims of the Nursery is to prepare children for our Pre-Prep in a safe and proper 
environment. It is a requirement that children in Lower Nursery will attend a minimum of three 
sessions a week and those in Upper Nursery a minimum of four sessions a week. In order to 
prepare for Reception Upper Nursery children are required to attend a minimum of three full days 
in the Summer Term.  

 
We aim to meet parental needs with session allocation and if there are spaces available, we are 
happy to meet requests for occasional extra sessions provided that these have been made at least 
one week in advance to enable the school to ensure that the requisite teacher:pupil ratios are 
maintained.  Any additional charges and extra session costs will be added to your end-of-term bill. 
As is standard practice, any sessions taken outside the Free Entitlement hours and any missed due 
to family holidays or sickness will be charged at the usual rate.    
 
It is generally accepted that all children move from Upper Nursery at the same time as the year 
group transitioning into our Reception class that is, in the September of the academic year in which 
a child will reach his or her fifth birthday.   
 
Reception 
Children aged 4+ on September 1st of each academic year attend the Reception class full time. 
Please refer to the Great Ballard terms and conditions and the Pre-Prep Admissions policy for 
further information.  Fees for Reception class are discounted provided your child has completed a 
minimum of two terms in our Nursery. The day in Reception runs from 08:15 am – 15:30 pm.  

 
 
 
 
 


