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Admissions, Attendance and Registration Policy 

 

Rationale:  The GEMS policies of customer service, hospitality and marketing 

underpin the admission of pupils. Once a pupil is accepted, the school will be 

actively involved in encouraging his/her full attendance at school as this is a 

key determinant of achievement. The maintenance of admission and 

attendance registers in accordance with the Pupil Registration Regulations 

(2006 and subsequent amendments) must be met. 

 

Linked policies and cross-references: Compliments and Complaints Policy; 

Marketing Policy; Assessment, Recording and Reporting Policy; Scholarships 

and Bursaries Policy; Child Welfare and Safeguarding Policy; Education (Pupil 

Registration) (England) Regulations 2006 and amendments; Advice on Pupil 

Attendance – DFE 2012; ISI Regulatory Requirements (sections 103 – 117); 

Home Office UK Visa and Immigration (UKVI) website. 

 

Point of reference:  Education and Operations Committees;  

Aims  

 To have a clear and transparent policy for admission that meets 

statutory and regulatory requirements including the requirements of 

the Home Office UK Visas and Immigration (UKVI) for pupils applying 

for admission outside of the EU. 

 To ensure that regulatory requirements for maintaining admission and 

attendance registers are met. 

 To implement consistently the procedures for monitoring and 

responding to unacceptable or exceptional levels of attendance and 

punctuality. 

  

Responsibilities: 

 

The Prep School Registrar and Head of Admissions are responsible for 

managing enquiries and the administration of admissions up to the point of 

school entry.   

 

The headteacher is responsible for interviewing parents and prospective 

pupils and ensuring that the school can meet the child’s needs.  This may 

include an entrance assessment depending upon the age of the child. 

Criteria for Admission 

 

 The school’s ability to meet the needs of the pupil.  (The national 

figure of 20% of pupils per year group with specific learning 

difficulties is used for guidance). 

 An available space in the appropriate age group. Pupils should not be 

admitted into a year group outside of their age group unless there are 

exceptional circumstances.  

 Pupils from outside the EU meet immigration requirements. 
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Process for Admission  

 

If there is available space, the parents/guardians/child are invited to visit the 

school. Arrangements for the child to be assessed in order to judge whether 

the school can meet his/her needs may be made at the same time.    

 

Part-time pupils between the ages of 5-18 may not be admitted unless there 

are exceptional circumstances (e.g. re-integration after a period of prolonged 

absence). 

 

Parents are required to register their child following an assessment which will 

confirm if we are able to offer a place. Registration includes the payment of a 

non-refundable administration fee.   

 

If a pupil is transferring from another school, the school must be contacted 

to obtain the pupil’s records and to ascertain that there are no outstanding 

fees or issues. A place will not normally be offered if there is an outstanding 

debt from the previous school.   

 

Parents must carefully read the current Terms and Conditions prior to 

signing the acceptance form and pay a deposit to secure the place.  Particular 

attention must be drawn to the payment of ‘fees in lieu of notice’ if a pupil is 

withdrawn from the school without giving a term’s notice.  

 

Once parents have signed the Terms and Conditions (contract), it becomes 

binding and a date of entry is agreed and confirmed in writing with the 

parents/guardians. Parents/guardians also receive written information about 

the school, term dates and the induction procedure. If the parents are 

separated a copy must be sent to both parents.  Unless there is a court order 

in place prohibiting either of the parents from receiving school 

communications, both parents will be be copied into regular updates on 

progress and devlopment and parent evening invitations. 

 

If there is not a space available, the pupil will be placed upon a waiting list.  

Priority will be given to pupils who have a sibling attending the school. 

Priority is also given to the children of staff but this is not guaranteed.  

Consideration may also be given to maintaining a gender balance.   

 

Admission of Pupils with Additional Learning Needs 

The school is non-denominational and welcomes staff and children of all 

ethnic groups, backgrounds and creeds.  At present, our physical facilities 

for the disabled are limited but we will do all that is reasonable to ensure 

that the school’s culture, policies and procedures are made accessible to 

children who have disabilities and to comply with the legal and moral 

obligation to accommodate the needs of applicants and pupils who have 

disabilities for which, after reasonable adjustments, we can cater adequately. 

The School shall do all that is reasonable to detect and deal appropriately 

with a learning difficulty which is considered to be an ‘additional learning 

need’.  It is important that the school is advised of the nature of any 
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additional learning need before a child comes in for an assessment. Learning 

support at Sherfield includes meeting the needs of pupils regarded as 

especially able, as well as for those assessed as having particular learning 

needs.  We believe all children should have access to the full curriculum and 

generally do not withdraw children from lessons. 

As per clause 3b of the Terms and Conditions, if a pupil has additional 

learning needs that require a level of support that is above what is normally 

provided by the school, such support will incur an extra charge. Any such 

charge will be agreed with the parent prior to implementation, invoiced with 

the school fees and reviewed termly.  (Pupils with a statement of special 

educational needs must be admitted and provided for in accordance with the 

statement and funding claimed from the Local Authority.)  

 

Admission of International Students including those from Outside the EU  

(Refer to Annexes 8, 9, and 10) 

Notify the GEMS lead for international student visas (currently Jane Lovell at 

Sherfield School) upon receipt of an application from a student from outside 

the EU wishing to study at one of the GEMS UK schools.   

GEMS is an approved education provider and as such holds a Tier 4 Sponsor 

Licence and is included in the UKVI list of tier 4 registered sponsors.  The 

GEMS lead for international student visas processes produces the 

Confirmation of Acceptance for Studies (CAS) on line, issues the student CAS 

number to be included on all visa applications.  GEMS UK Ltd is the 

immigration sponsor whilst the child/student is in the United Kingdom. 

The Tier 4 (Child) student visa is for children between the ages of 4 and 17 

(inclusive) who come to the UK for their education. Children aged between 4 

and 17 (inclusive) may only be educated at independent, fee-paying schools. 

If the student is over the age of 16 and under the age of 18, then they can 

apply under either the Tier 4 (General) or the Tier 4 (Child) category, 

however GEMS UK is only able to sponsor Child Students. 

Fees: All applicants must be able to show that they have the required funds 

to cover the cost of their course (at least the first year) and the costs of living 

(maintenance) in the UK for a maximum of nine months. School fees must be 

paid termly or annually in advance. The parents are required to prove that 

they can pay the fees when they apply for the visa. 

Care arrangements: All child students coming to the UK to study must have 

in place suitable care arrangements for their travel, reception at the port and 

living arrangements.  If a child under the age of 18 resides with anyone other 

than a direct relative (parents or uncle/aunt) the Local Authority must be 

made informed of the student’s name and the address of the 

Guardian/Private Foster Carer.   An acknowledgement must be sought from 

the Local Authority to keep on file. 

English Language: Students are not required to show command of the 

English language to apply under Tier 4 (Child) Student regulations. 
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Educational Oversight:  GEMS UK Ltd as the holder of satisfactory ISI 

reports, meets the UKVI requirement for Educational Oversight. 

Leave: May be granted to cover the length of the course up to a maximum of 

six years plus an additional four months at the end of the course for 

students under 16 years old. Older students aged 16 or 17 may be granted 

leave for the length of the course up to a maximum of three years plus four 

months at the end of the course. Leave can be extended depending on the 

students studies. Any change to the expected leaving date of the student 

must be notified to the Home Office as soon as possible, and within 10 days 

of any unexpected departure. 

In addition to receiving reports and results from the school of origin, the 

receiving school is responsible for conducting the following assessments to 

ensure that international pupils (both within and outside of the EU) are able 

to access the curriculum: 

 Interview/observation  (can be conducted via the internet) to assess 

oral skills; the CEFR (Annex 10) describes what a learner is supposed 

to be able to do in reading, listening, speaking and writing at each 

level. The CFER does not apply to children in school up to the age of 

17, but is useful for guidance when assessing language skills; 

 English and Maths assessment (the CEM centre on-line INCAS and 

MIDYIS tests provide immediate levels against national norms); 

 GCSE English and Maths papers for older pupils. 

Young children (up to Year 4) with little or no English frequently learn the 

language very quickly once they are in school with other children. Non verbal 

assessments can help to ascertain if there are learning difficulties in addition 

to EAL requirements.    

The school must ensure that the needs of the pupil are catered for by 

providing English as Additional Language support if required.  Such provision 

is charged for in addition to the fees. 

The needs of international boarders must be catered for and detailed in the 

boarders’ handbook.  This includes ensuring that the pupils have appropriate 

pastoral support and are able to communicate with their parents/guardians. 

Recording Admissions 

 

Pupil and family information must be recorded on the school’s admissions 

form.  The data are entered into the school’s management information 

system (SIMS). Failure to declare relevant information e.g. special needs may 

result in permanent exclusion. 

 

The admissions register must be updated monthly and stored for 3 years. 

 

If a pupil is from outside the EU a copy of the pupil’s passport, ID card or 

immigration status document must be kept in a confidential file. 
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The headteacher is responsible for reporting promptly to the GEMS lead for 

international student visas if the pupil does not appear to be complying with 

the conditions of his or her stay e.g. does not turn up for the first day of the 

course; s/he misses 10 expected contacts; or any other significant change in 

circumstances.  The GEMS lead for international student visas is responsible 

for reporting such instances to the Home Office UKVI. 

 

Scholarships  

 

Potential scholars are identified through a scholarship assessment 

programme covering academic subjects in addition to Art, Performing Arts, 

Sport and Partnership programmes. 

Pupil Transfer  

 

With the exception of the sixth form, once pupils are registered at the school 

parents do not have to re-apply when the pupil transfers to another key stage 

or section of the school.  

 

If the school is unable to meet the needs of a pupil at any time, there is 

discussion with the parents and the parents may be advised to find 

alternative provision. 

 

When a pupil moves to another school a record must be kept of where the 

pupil has gone and the date of transfer. Any records must be immediately 

forwarded to the receiving school (Refer to Welfare and Safeguarding Policy 

re: Child Protection Records).   

Appeals 

 

When parents/guardians are not satisfied that the process of admissions has 

been carried out in line with the policy, they should raise these concerns with 

the headteacher in the first instance.  If the parents are still not satisfied they 

may follow the school’s complaints procedure. 

Attendance Targets  

 

Schools use 5% as a benchmark against which to measure total absences. 

Recording Attendance 

 

Attendance must be recorded in SIMS. Note the regulatory requirements in 

Annex 1 for the appropriate back-up and retention of records. 

In the event of IT problems preventing the recording of attendance in the 

system at the appropriate points in the school day, paper templates for each 

registration group should be made available for teachers to complete and the 

information transcribed into the system as soon as possible. 
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An up-to-date printed set of pupil registration groups should be kept in the 

school office, and list of all pupils marked absent must be printed on 

completion of each registration period (i.e. twice every day). Both will be 

required to facilitate the conduct of accurate roll calls in the event of a fire, 

together with the signing in and out books kept at Reception. 

 

Registration Codes (see Annex 6 for details) 

A / \ Present 

B Educated off site (Not dual registration) 

C Other authorised circumstances (not covered by another appropriate 

code/description)  

D Dual registration (pupil attending another establishment)  

E Excluded (no alternative provision made)  

F Extended Family Holiday (agreed)  

G Family Holiday (Not agreed or days in excess of agreement 

H Family Holiday (agreed) 

I Illness (Not medical or dental etc. appointments)  

J Interview 

L Late (before registers closed)  

M Medical/Dental appointments 

N No reason yet provided for absence 

O Unauthorised Absence (not covered by any other code or description)  

P Approved sporting activity 

R Religious observance 

S Study leave 

T Traveller absence 

U Late (after registration closed)  

V Educational visit or trip 

W Work experience 

X Untimetabled sessions for non-compulsory school age pupils 

Y Enforced closure  

Z Pupil not on roll  

# School closed to pupils 
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The school will keep admission and attendance registers in electronic form 

and must ensure that the regulatory requirements set out in Annex 1 are 

fully met.  

Monitoring Attendance and Lateness 

 

The attendance register must be completed at the start of each morning 

session and once during each afternoon session., using the laid down school 

procedures (includes totals and percentages). Staff responsible for pupil 

registration are required to follow up reasons for lateness, persistent poor 

punctuality and absence. The school will also reward the positive aspects of 

attendance according to its policies of rewards and sanctions. 

 

Pupils will be marked late if they arrive 15 minutes or more after the start of 

the registration session. 

 

If a parent has not contacted the school by one hour after the pupil’s start 

time to give a reason for absence the school will contact the parent or carer. 

 

Independent schools have a legal duty to report the following to their Local 

Authority:  

 

 10 days of unauthorised absence other than for reasons of sickness or 

leave of absence; 

 Failure to attend regularly; and 

 Deletion from the school register when the next school is unknown. 

 

Holidays During Term Time 

Absence is not routinely authorised for holidays taken during term-time.  

This information must be published in the school prospectus. You should be 

aware that references to family holidays and extended leave and the 

statutory threshold of ten school days have now been removed from the DfE 

regulations. Headteachers may only grant leave of absence during term time 

where there are exceptional circumstances. The headteacher is able to 

authorise absence for special or unusual circumstances e.g. a special family 

event (e.g. wedding, funeral, degree congregation, national or international 

performance).  

 

Study Leave 

DfE guidance states that study leave may be granted to pupils in Year 11 

once tuition of the exam syllabus is complete. Provision must be made for 

pupils to come into school to revise if they wish. Schools should provide 

appropriate guidance and support to ensure that pupils are able to make 

good use of the time. Year 11 pupils granted study leave should be recorded 

on the register as an authorised absence using code S.  
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Annex 1: Regulatory Requirements for Admission and Attendance 

Registers (See sections 103 to 117 of ISI Regulatory Requirements January 

2013) 

 

For each pupil, the admission register must contain:  

 

(a) name in full;  

(b) sex;  

(c) name and address of every person known to the proprietor to be a parent 

of the pupil (and an indication of the parent with whom the pupil normally 

resides);  

(d) at least one telephone number at which the parent can be contacted in an 

emergency;  

(e) day, month and year of birth;  

(f) day, month and year of admission or re-admission to the school;  

(g) name and address of the school last attended, if any;  

(h) an indication of boarding or day attendance (in schools which include 

boarders).  

 

For all day pupils of compulsory school age, the attendance register must be 

completed at the start of each morning session and once during each 

afternoon session. It must show whether the pupil is:  

 

(i) present;  

(ii) absent;  

(iii) attending an approved educational activity outside school (approved by 

the ‘proprietor’ and supervised by a person approved by the proprietor or 

head, and including work experience or sporting activity);  

(iv) unable to attend through exceptional circumstances (unavoidable closure 

of school site or part of it; unavailability of transport provided by school or 

local authority, where the home is not within walking distance);  

(v) taking authorised absence (granted leave of absence by the proprietor or 

a person acting on the proprietor’s behalf; unable to attend by reason of 

sickness or unavoidable cause; observing a day exclusively set apart for 

religious observance by the religious body to which the parent belongs);  

(vi) taking unauthorised absence (if no reason is established when the 

register is taken; the entry may be corrected later when the reason is 

established).  

 

Entries must be in ink and any amendments must show the original and 

amended entries, the reason for the amendment, the date of amendment and 

the name of the person making the amendment. A computerised register 

counts as being in ink if it can be printed out. See below for such electronic 

registers.  

Where the reason for absence is not initially known, under the 'old' system 

(still allowable in an independent school), an O is entered and a reason 
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entered within the O at a later stage if it is known (ideally within two weeks), 

but if a reason is never established the O remains as unauthorised absence 

(see below for the ‘new’ system, which is optionally available in an 

independent school).  The full list of codes is provided in Annex 6 below. 

For convenience, and to act as a check on pupils’ whereabouts for reasons of 

welfare or health and safety, it is recommended that all schools should 

register boarding as well as day pupils, but this is not a legal requirement. 

Similarly, it is not a specific legal requirement to register children of pre-

school age or sixth-form students. However, for welfare, health and safety, 

pastoral and educational reasons, it is recommended that they should be 

registered in a similar way. In the case of sixth-form students, the distinction 

between authorised and unauthorised absence is not necessary, and the 

timing of registration may be more flexible.  

Electronic registers. One of the important changes introduced by the 2006 

legislation concerns the keeping of electronic admission and attendance 

registers, which need not necessarily be printed out as in the past.  

Under the new Regulation, where the admission or attendance register is 

kept by means of a computer the register must be backed up in the form of 

an electronic, micro-fiche or printed copy not less than once a month 

(Regulations 15(2) and (5)). For example, each month’s permanent electronic 

copy might be stored on a CD or flash drive/USB device.  

Each of these additional copies of the admission register and the attendance 

register must be retained for three years after the end of the school year 

in question. 

It must be possible to distinguish from the electronic records when 

corrections have been made to original entries. 

From September 2013 the expectation is that every school should record 

pupil admission and attendance in SIMS. 

Key elements of the legal requirements set out in the DfE Regulations: 

The name of a pupil must be included in the register from the beginning 

of the first day on which the school has agreed, or has been notified, that 

the pupil will attend the school (Regulation 5(3)).  

A pupil may be marked in the attendance register as unable to attend 

because of exceptional circumstances where the school site, or part of it, 

is closed or where transport normally provided for that pupil by the school 

or the local authority is unavailable. This regulation has been amended 

(2010) to include circumstances in which a local or national emergency 

has resulted in a widespread disruption to travel which has prevented the 

pupil from attending school. (Regulation 6(5)).  

Where a pupil is attending another school at which he/she is a registered 

pupil he/she must be marked in the attendance register as attending an 

approved educational activity (Regulation 6(4)).  

Where a pupil is registered at more than one school, his/her name may 

only be deleted from the admission register of a school which he/she has 

ceased to attend where the proprietor of any or every other school at 

which the pupil is registered gives his/her consent, (except where the 

pupil has died, been permanently excluded or is of no fixed abode) 

(Regulation 8(1)(c)).  
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Before deleting a pupil's name from the admission register on the ground 

that he/she has not returned from a leave of absence exceeding 10 days, 

both the proprietor and the local education authority must have failed, 

after reasonable enquiry, to ascertain where the pupil is (Regulation 

8(1)(f)).  

The period after which a pupil's name may be deleted from the admission 

register on the ground that the pupil has been continuously absent 

without authorisation is 20 school days and additionally the proprietor 

must not have reasonable grounds to believe that the pupil is unable to 

attend the school by reason of sickness or unavoidable cause (Regulation 

8(1)(h)).  

The name of a pupil who is detained in pursuance of a final court order or 

order of recall may only be deleted from the register where that order is 

for a period of not less than four months and where the proprietor does 

not have reasonable grounds to believe that the pupil will return to school 

at the end of that period (Regulation 8(1)(i)).  

The requirement to make a return to the local authority where a pupil's 

name is deleted on certain grounds applies to deletions under Regulation 

8(1)(d),(e),(g),(i) and (m) and also applies as soon as the grounds for 

deletion are met and in any event before deleting the pupil's name 

(Regulation 12(3)). For details see The Education (Pupil Registration) 

(England) Regulations 2006.  
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Annex 2: Terms and Conditions 

 

Thank you for choosing Sherfield School.  We value your custom and look 

forward to working in partnership with you so that your child is happy and 

derives maximum benefit from the school.  These Terms and Conditions 

supersede any previous editions. 

 

Sherfield School Terms & Conditions   

 

1. Definitions 

 

(a) In these terms and conditions: 

 

 “School Fee Plan” means a flexible payment plan, administered by 

Premium Credit Limited, a Bank of America company, which permits 

the payment of fees by regular instalments. The scheme is only open 

to UK residents with a UK bank account. 

  

 “Payment Method Form” means the form provided by the School for 

the parent(s) to complete when accepting a place at the school, 

outlining the preferred method of fee payment and the completion of 

a direct debit form or a School Fee Plan application form. 

 

“Form of Acceptance” means the form provided by the School for 

parents to complete when accepting a place for their child(ren) at the 

School 

 

 “child” means a child of whatever age admitted by the School to be 

educated and includes any pupil aged 18 or over; 

 

 “the Complaints Procedure” is the School’s procedure for the review of 

the treatment of serious disciplinary matters and related decisions, as 

amended from time to time, a current copy of which is available on 

request from the School; 

  

 “registration fee” means that sum set out in the Schedule of Fees to 

cover the cost of admission; 

 

 “deposit” means the sum set out in the Schedule of Fees to secure a 

place for your child at the School; 

 

 “fees” means the fees set out in the Schedule of Fees as amended from 

time to time usually on an annual basis or otherwise; 

 

 “Head Teacher” means the person responsible for the day-to-day 

management of the School, including anyone to whom such duties 

have been duly delegated; 

 

 [“Our Expectations” or School Rules] means the rules of the School; a 

copy of the current version is provided to each child on entry and is 

sent to parents with the letter offering a place at the School.  The rules 

may be amended from time to time for legal, safety or other 
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substantive reasons in order assist the proper administration of the 

School.  Parents will be given notice of such amendments; 

 

 “term” means a term of the School as notified to parents; 

 

 “a term’s notice” means notice given not later than the last working 

day of the term preceding the term to which the notice relates. For the 

avoidance of doubt, the notice must be received before the last day of 

the term preceding what will be the child’s last term at the school;  

 

 “Terms and Conditions” means these terms and conditions as 

amended from time to time; 

 

 “we” or the “School” means the legal entity carrying on as the School 

as identified in Clause 1(b) below, or its duly authorised 

representative, as the context requires; 

 

 “you” or the “parents” means each person who has signed the Form of 

Acceptance as parent or guardian of a child or who with the School’s 

written consent has subsequently assumed parental responsibility for 

such child. 

 

(b) The “School” means Sherfield School registered company number 

04885051, a member of the GEMS Group. 

 

(c) The Form of Acceptance, the Schedule of Fees, Our Expectations [or 

School Rules, the Disciplinary Procedure, the Payment Method Form , 

the completed Payment Forms and these terms and conditions 

constitute the terms of a contract between you and the School.  It is 

not intended that the terms of the contract shall be enforceable by 

your child or by another third party. 

 

2. Acceptance and Deposit 

 

(a) Application of the registration process 

The registration fee is non-returnable and covers the cost of 

processing the admission.  It does not secure a place for your child at 

the School. 

 

(b) Acceptance of a Place 

An offer of a place for your child at the School is accepted by your 

completion and return to the School of the Form of Acceptance and if 

applicable payment of the deposit. 

 

(c) Application of the Deposit 

Where a deposit is paid, the deposit will form part of the general funds 

of the School until your child leaves. The deposit may be used as 

payment towards any outstanding debts. The deposit will only be 

refunded provided your child has attended the school for at least three 

terms and there are no other sums due to the School on your child 

leaving. Should your child leave before the end of the third term the 

deposit will not be refunded. The deposit does not attract any interest. 
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At the end of the final year deposits will be refunded by 30
th

 

September of the following Autumn Term. 

 

 

(d) Enrolment 

 Failure to attend the School after securing a place at the School will 

result in the payment of a term’s fees if a full term’s notice has not 

been given in writing. 

 

 

3. School Fees 

 

(a) All the costs incurred in the usual course of the tuition of a child by 

the School, including the provision of any necessary educational 

materials, shall be met by the fees unless otherwise notified by the 

School. School lunches are compulsory and included in the fees from 

Reception.  Otherwise meals are charged for separately.  Nursery fees 

up to and including pre-reception are invoiced monthly.  Ad hoc 

sessions and holiday clubs are paid for at the time of booking. 

 

(b) Any optional extras, such as private music lessons, use of the School 

bus service or trips and visits in which you agree your child may 

participate shall be deemed to be supplemental to items met by the 

fees and charged for accordingly.  In particular, all public examination 

charges and any additional charges incurred by the School in 

providing for the special educational needs of your child shall be 

charged as supplemental to the fees. 

 

(c) Each person who has signed the Form of Acceptance is liable for the 

whole of the fees due and any supplemental charges.  The persons 

who have signed the Form of Acceptance remain liable to the School 

for the whole of the fees and supplemental charges due, unless the 

School has agreed in writing to look exclusively to any other person 

for payment of the fees or any part of them. 

 

 (If your child has been awarded a scholarship/bursary, your liability 

will be for the amount of fees due after taking account of that award.  

An award may be withdrawn with immediate effect if, in the opinion of 

the Head Teacher, your child’s attendance, progress or behaviour no 

longer merits the continuation of the award but any such withdrawal 

of an award will not operate so as to increase the fees due in respect 

of a term which has already commenced.) 

 

(d) Each invoice for fees must either be paid in full before the first day of 

the term. [International Students must pay [termly] in advance] 

 

or the school will also accept the following methods of payment for 

fees: 

  

payment by on the first day of the term; 

 

payment of the fees annually on the first day of the academic year 

with a 2% discount; 
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payment over 12 months, using the School Fee Plan; 

 

supplemental charges will be billed at convenient intervals and 

collected in accordance with the particular invoice terms. 

 

(e) We reserve the right to refuse to allow your child to attend the School 

or to withhold any references while fees or supplemental charges 

remain unpaid and overdue.  This includes the settlement of fees due 

to other Independent schools.  Defaulted or late payment will result in 

additional administration/collection fees and interest as outlined in 

the School’s current Schedule of Fees at the relevant time.  You 

consent to our informing any other school or educational 

establishment to which you propose to send your child of any 

outstanding fees and consent (if necessary) to the Credit Control 

Department of GEMS carrying out a search (at any time) with a credit 

reference agency, which will keep a record of that search and may 

share that information with other businesses.  An administration 

charge will apply on any default of payment under the Monthly 

Payment Plan Agreement and any dishonoured cheques. 

 

(f) The fees will be reviewed from time to time and may be increased by 

such amount as the School considers reasonable.  The School shall 

endeavour to give at least a term’s notice of any increase in the fees 

but are not obliged to do so. 

 

(g) Fees and any prepaid supplemental charges will not normally be 

reduced as a result of absence due to illness or otherwise.  In the 

event that your child takes study leave at home before or during 

public examinations or stays at home following those examinations, 

no reduction of fees will be made in respect of such periods spent at 

home.   

 

4. Notice Requirements 

 

(a) If you wish to: 

 

(i) withdraw your child from the School (other than at the normal 

leaving date); or 

(ii) withdraw your child from an activity charged for as an optional 

extra; 

(iii) reduce the number of [nursery] sessions; 

 

you must give a term’s written notice to that effect to be received on 

or prior to the last working day of the penultimate term or pay to the 

School a term’s fees for the term when, or the activity in which, your 

child has ceased to participate in lieu of notice, at such rate as would 

have been charged.  In cases where notice is not given, the 

appropriate sum in lieu of notice will become due and owing to the 

School as a debt on the first day of the term which would have been 

the final term of provision if notice had been given. 
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Where two parents have signed the Form of Acceptance, one of them 

may withdraw from the contract with the School by submitting a 

term’s notice provided they have obtained prior written consent of 

both the School and the remaining parent. 

 

(b) You acknowledge that it is not possible for you to reduce the amount 

of fees due or to obtain a refund of fees by withdrawing your child 

from the School or by your child’s ceasing to participate in an activity 

part-way through a term. 

 

 

5. School Rules 

 

(a) It is a condition of remaining at the School that your child complies 

with the School rules and customs as amended from time to time.  In 

particular you undertake to ensure that your child attends School 

punctually and that your child conforms to such rules of appearance, 

dress and behaviour as shall be issued by the School from time to 

time. 

 

(b) The Head Teacher may require your child to submit to testing for 

drugs in accordance with suitably approved procedures. 

 

(c) The School reserves the right to monitor your child’s email 

communication and internet use for security purposes. 

 

 

6. Disciplinary Procedures 

 

(a) The Head Teacher may exclude for a fixed period of time or 

permanently exclude your child from the School if he/she considers 

that your child’s attendance, progress or behaviour (including 

behaviour on the journey to and from School and outside of School) is 

seriously unsatisfactory and in the reasonable opinion of the Head 

Teacher the removal is in the School’s best interests or those of your 

child or other children. 

 

(b) The Head Teacher may at his or her discretion require you to remove 

or may exclude for a fixed period of time or permanently exclude your 

child if your behaviour is in the opinion of the Head Teacher 

unreasonable and affects, or is likely to affect, adversely the child’s or 

other children’s progress at the School or the well-being of School 

staff or to bring the School into disrepute. 

 

(c) Should the Head Teacher exercise his or her right under sub-clause 

6(a) or 6(b) above, you will not be entitled to any refund or remission 

of fees or supplemental charges paid or due and the deposit will be 

forfeited.  However, in such circumstances fees in lieu of notice will 

not be payable. 

 

(d) The School Rules set out examples of offences likely to be punishable 

by a fixed term or permanent exclusion.  These examples are not 

exhaustive, and in particular the Head Teacher may decide that 
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removal or exclusion for a lesser offence is justified where there has 

been previous misbehaviour.  All aspects of the pupil’s record at the 

School may be taken into account. 

 

(e) The review of serious disciplinary matters is governed by the 

Complaints Procedure. 

 

 

7. The School’s Obligations 

 

(a) Subject to these terms and conditions, the School undertakes to 

accept your child as a pupil of the School.  [The School shall not be 

obliged to permit your child to enter Little GEMS, Pre-Reception, 

Reception or the Sixth form unless satisfied that it is appropriate to do 

so having regard to his or her academic attainments and all other 

relevant circumstances.  The School may make a decision as to 

whether your child may join the sixth form after the results of GCSE or 

equivalent examinations are known, and may make entry to the sixth 

form conditional upon the results of such examinations.] 

 

(b) While your child remains a pupil of the School, we undertake to 

exercise reasonable skill and care in respect of his or her education 

and welfare.  This obligation will apply during School hours and at 

other times when your child is permitted to be on School premises or 

is participating in activities organised by the School. 

 

(c) In order to fulfil our obligations, we need your co-operation, in 

particular by: fulfilling your own obligations under these terms and 

conditions; encouraging and supporting your child in his or her 

studies; keeping the School informed of matters which affect your 

child; maintaining a courteous and constructive relationship with 

School staff; and attending meetings and otherwise keeping in touch 

with the School where your child’s interests so require. 

 

(d) In accordance with the law, we will not subject your child to corporal 

punishment.  We will not subject you child to physical contact, except 

where such contact may be deemed appropriate or in order to avert an 

immediate danger of personal injury to, or an immediate danger to the 

property of, a person (including your child).  Unless you notify us to 

the contrary, you consent to your child participating, under proper 

supervision, in contact sports and in other normal sports and activities 

which may entail some risk of physical injury. 

 

(e) If your child requires urgent medical attention while under the 

Schools’ care, we will attempt to obtain your prior consent.  Should we 

be unable to contact you, we shall be authorised to make the decision 

on your behalf should consent be required for urgent treatment 

(including anaesthetic or operation) recommended by a doctor. 

 

(f) Our prospectus, website and documentation describe the broad 

principles on which the School is presently run and are believed to be 

correct at the time of printing.  They do not form part of the contract 

between you and the School.  We reserve the right to make changes to 
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any aspects of the School, including the curriculum.  We will 

endeavour to give parents a term’s notice of significant changes, and 

where practicable will consult with parents on such changes. 

 

(g) We shall monitor your child’s progress at the School and produce 

regular written reports.  We shall advise you if we have any concern 

about your child’s progress but we do not undertake to diagnose 

dyslexia or other specific conditions.  A formal assessment can be 

arranged either by you or by the School at your expense.  You may be 

asked to withdraw your child without being charged fees in lieu of 

notice if in the opinion of the Head Teacher the School cannot provide 

adequately for your child’s special educational needs. 

 

(h) Religious observation at the School shall be conducted in accordance 

with the Education Reform Act and the School’s ethos. 

  

8. The Parent’s Obligations 

 

(a) It is a condition of your child joining the School that you complete and 

submit to the School a medical questionnaire in respect of your child.  

You undertake to inform the School of any health or medical 

condition, disability or allergy that your child has or subsequently 

develops, whether log-term or short-term, including any infections.  If 

the School so requires due to a health risk either presented by your 

child, by others or by reason of a virus, pandemic, epidemic or health 

risk, you undertake to keep your child at home and not permit 

him/her to return to the School until such time as the health risk has 

been averted. 

 

(b) You undertake to inform the School of any situations where special 

arrangements may be needed in relation to your child. 

 

(c) The School will be entitled to treat any instruction, authority, request 

or prohibition received from any person who has signed the Form of 

Acceptance as having been given on behalf of all persons signing the 

Form.   

 

(d) The School must be informed in writing of any reason for your child’s 

absence from School.  Wherever possible the School’s prior consent 

should be sought for absence from the School.  Parents are expected 

to arrange holidays outside of School term times. 

 

(e) We cannot accept any responsibility for the welfare of your child while 

off the School premises unless he/she is taking part in a School 

activity or otherwise under the supervision of a member of the School 

staff. 

 

(f) If you have cause for concern as to a matter of safety, care, discipline 

or progress of your child you must inform the School without delay.  

Complaints should be made in accordance with the School’s 

Complaints Procedure. 
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9. Insurance 

  

 You must make your own insurance arrangements if you require cover 

for your child’s person or property while at School.  Your child is 

included in an obligatory personal accident insurance scheme, the 

charge for which is included in the fees. 

 

10. Confidentiality and References 

 

(a) You consent to our supplying information and a reference in respect 

of your child to any educational institution which you propose your 

child may attend.  We will take care to ensure that all information that 

is supplied relating to your child is accurate and any opinion given on 

his/her ability, aptitude for certain courses and character is fair.  

However, we cannot be liable for any loss you or your child is alleged 

to have suffered resulting from an opinion, reference or report given 

by us. 

 

(b) Unless notified in writing to the contrary, you consent to your contact 

details being forwarded to the uniform suppliers and to other external 

companies where the school considers this necessary. e.g. for the 

provision of and access to computer based learning programmes. 

 

(c) You consent to your contact details being published in the Parents 

Directory, unless the school has been  specifically requested not to do 

so on the Form of Acceptance, or otherwise in writing. 

 

11. Intellectual Property Rights 

 

 Sherfield School has the intellectual property rights to any outcomes 

produced by your child as part of the school’s provision. 

 

12. Termination, Changes in Ownership etc. 

 

 The school shall be entitled to terminate this agreement forthwith by 

notice in writing without prejudice to its other remedies and without 

any obligation to return any fees or administration fee to you if you 

are in material breach of any of your obligations and have not 

remedied the same within 14 days of a notice from the School 

requiring it to be remedied (including for the avoidance of doubt 

persistent non-payment or material default under these terms and 

conditions). 

               

          Either party may terminate this agreement forthwith by notice in 

writing without prejudice to its other remedies if the other (in your 

case) is wound up for any reason. 

 

For the purposes of reconstruction or amalgamation we reserve the 

right to transfer the undertaking of the School to any other natural or 

legal person, and to assign the benefit of this contract in connection 

with any such transfer, and/or to amalgamate the School with any 

other educational institution. 
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For the avoidance of doubt, this agreement automatically terminates 

at the end of your child’s schooling. 

 

In the event of a “force majeure” (any cause beyond a party’s control 

including for the avoidance of any doubt strikes, other industrial 

disputes, act of God, war, riot, civil commotion, compliance with any 

law or governmental order, rule, regulation or direction, accident, fire, 

flood, storm, pandemic or epidemic of any disease, terrorist attack, 

chemical or biological contamination) which prevents or delays the 

School’s performance of any of its obligations under this agreement, 

the School shall forthwith give you notice specifying the nature and 

extent of the circumstances.  Provided that the School has acted 

reasonably and prudently to prevent and minimise the effect of the 

force majeure, the School will have no liability in respect of the 

performance of such of its obligations as are prevented by the force 

majeure while it continues.  The School shall use its best endeavours 

during the continuance of the force majeure to provide educational 

services. 

 

In the event of a force majeure which affects your ability to perform 

any of your obligations under this agreement, you shall give the 

School notice, in writing of the force majeure.  You shall not be liable 

for non-performance of such obligations during the continuance of the 

force majeure but in the event of the force majeure continuing for 

more than four months, you shall discuss with the School a solution 

by which this agreement may be performed. 

 

13. Communications 

 

 All notices required to be given under these terms and conditions 

must be given in writing.  You undertake to notify the School of any 

change of address of any person who has signed the Form of 

Acceptance.  Communications (including notices) will be sent by the 

School to the address shown in its records.  Notices that you are 

required to give under these terms and conditions must be addressed 

to the Head Teacher and sent to the School’s address.  If sent by first 

class post, notice shall be deemed to have been given on the second 

day after posting. 

 

14. Interpretation 

 

 Headings in these terms and conditions are for ease of understanding 

only and do not form part of these terms and conditions. 

 

15. Jurisdiction and Governing Law 

 

 The contract between you and the School is governed by English Law.  

You agree with us to submit to the exclusive jurisdiction of the English 

courts. 
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16. Variations 

 

 We reserve the right to make reasonable modifications to these terms 

and conditions from time to time.  The School will endeavour to give 

you a term’s notice of any such modifications. 
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Form of Acceptance 
 
Thank you for choosing Sherfield for your child.  We recognise that the investment 
you are making in your child is the most important one you will ever make, and we 
are committed to delivering an education with unlimited return that provides 
everything your child will need to grow into an exceptional adult.  In order for us to 
confirm a place for your child, we ask that you please complete and return this Form 
of Acceptance. 
 
We/I* hereby accept the offer of a place at the School for:    
 (name of child) in___________ (proposed year group) with effect from  
    (entry date) and enclose a cheque for £400.00 as payment of 
the deposit. (see Terms and Conditions).  This deposit will secure your child’s place 
at Sherfield. 
 
Nursery, Pre-Reception and Reception 
 
Please complete a separate booking form detailing the hours per week that you 
would like (termly in advance). 
 
We/I* have read and agree to the terms and conditions enclosed with this Form of 
Acceptance which form part of the contract between us/me* and the School.  In 
particular, we/I* agree to pay the fees and any supplemental charges when due. 
 
We/I* recognise that the school organises its affairs on a termly basis and that once 
this contract is signed; the pupil is guaranteed a place at the School.  We/I* further 
acknowledge that a full term’s notice in writing is required for the withdrawal of the 
pupil, and that if we/I* withdraw the pupil without this notice, we/I* will incur a 
full term’s fees in lieu of notice. 
 
We/I* acknowledge receipt of a copy of Our Expectations, which we/I* have read 
and drawn to the attention of our/my* child.  We/I* agree that we/I* and our/my 
child shall act accordingly. 
 
Signed by: 
Parent/Guardian* ……………………………………… Date …………………… 
 

Parent/Guardian* ……………………………………… Date …………………… 
* Please delete as appropriate 
 
NB: Except in the case of a single parent who has sole/statutory parental responsibility for the child, 
this Form of Acceptance must be signed by both parents/guardians. 
 
The School confirms the offer and acceptance of a place for the above named pupil. 
 
Signed for Sherfield School:………………………..   Date ……………… 
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Terms of Notice 
 

Please complete this form and return it to the School Office at Sherfield School before 
the first day of term. 
 
I / We understand the Terms of Notice which are as follows: 
 
Each invoice for fees must be paid in full before the end of the first day of term, or by monthly 
direct debit, in accordance with the direct debit scheme. 
 
You must give a term’s notice or pay to the School a term’s fees for the term when, or the 
activity in which, your child has ceased to participate in lieu of notice, at such rate as would 
have been charged.  In cases where notice is not given, the appropriate sum in lieu of notice 
will become due and owing to the School as a debt on the first day of the term which would 
have been the final term of provision if notice had been given. 
 

The removal of a pupil from the School may be required if fees have not been paid in 
full by the required date. 
 
I / We further understand that it is my/our responsibility to ensure that the School 
has received this notice and to ensure that a written acknowledgement is received 
from the School. 
 
I / We accept responsibility for fees (including fees in lieu of notice as stated above) 
and all extras ordered and provided. 
 
 
Name of Child:   …………………………………………………… 
 
 
Signature of Father/Guardian: …………………………………………………… 
 
 
Signature of Mother:   …………………………………………………… 
 
 
Date:     …………………………………………………… 
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Annex 3:  Recording pupil visits/assessments 

 

Feedback School Visit/Taster Day - general 

 

Pupil Name:  

Year group which 

pupil will be 

admitted into: 

 

Class visited:  

Teacher:  

Date:  

 

 

Feedback 

 

Behaviour:  

 

 

 

Social skills:  

 

 

 

Academic standards:  

 

 

 

Other: 

 

 

 

 

Recommendation:  

 

 

 

 

 

 

Signed…………………………………………………(Teacher) 

 

 

Preliminary Visit Assessment Record: Rubies  

To be completed during preliminary visits. 
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Name:        DOB:  

 

Personal, Social and Emotional Development  Yes No 

Responds when carer is paying attention   

Enjoys company of others and seeks contact   

Responds when spoken to; shows a range of 

emotions 

  

Comments: 

 

 

 

 

 

 

 

Communication and Language  Yes  No 

Listens and can locate sound   

Reacts to own name   

Reacts in interaction with others   

Responds to rhymes, songs and gestures   

Makes sounds and takes turns   

Can communicate needs   

Comments: 

 

 

 

 

 

 

 

 

Physical Development  Yes  No  

Can control head and neck; able to lift head when 

on tummy 

  

Rolls   

Crawls   

Walks   

   

Comments:  

 

 

 

 

 

 

Any further information:  

 

 

 

 

 

Placement will be offered (please circle as Yes  No 



©This document may be copied for internal use only 

 

GEMS Admissions, Attendance and Registration Policy - updated September 2015 (JL) 

 

27 

appropriate)  

Next Steps 

A call will be made to current nursery Yes No 

A home visit will be suggested to family  Yes No 

A re-assessment will be scheduled  Yes No  

  

Name of Assessor: 

Date:  



©This document may be copied for internal use only 

 

GEMS Admissions, Attendance and Registration Policy - updated September 2015 (JL) 

 

28 

Preliminary Assessment Record: Amethysts  

To be completed with parents/carers during preliminary visits. 

 

Name:        DOB:  

 

Personal, Social and Emotional Development  Yes No 

Plays alongside others when supported by a 

familiar person  

 

 

 

 

Is wary of unfamiliar people    

Co-operates with caregiving e.g. dressing; 

understands yes/no and some boundaries 

  

Comments: 

 

 

 

 

 

 

 

 

Communication and Language  Yes  No 

Uses sounds in play   

Understands and imitates words in context e.g. 

‘cup’, ‘milk 

  

Can point and gesture; make needs known   

   

   

Comments: 

 

 

 

 

 

 

 

 

Physical Development  Yes  No  

Crawls   

Walks   

Picks up small objects between thumb and index 

finger (pincer grip) 

  

   

   

Comments:  
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Any further information:  

 

 

 

 

 

Placement will be offered (please circle as 

appropriate)  

Yes  No 

Next Steps 

A call will be made to current nursery Yes No 

A home visit will be suggested to family  Yes No 

A re-assessment will be scheduled  Yes No  

  

Name of Assessor: 

 

 

Date:  
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Preliminary Assessment Record: Sapphires 

To be completed with parents/carers during preliminary visits. 

 

Name:        DOB:  

 

Plays alongside others when supported by a 

familiar adult 

 

 

 

 

Shows interest in the surrounding environment   

Shows interest in the activities of others, 

responds to different children and adults 

  

   

   

Comments: 

 

 

 

 

 

 

 

 

Communication and Language  Yes  No 

Displays rigid attention   

Follows simple instructions   

Shows interest in rhymes and stories   

Puts two words together when speaking to 

familiar person 

  

   

   

Comments: 

 

 

 

 

 

 

 

 

Physical Development  Yes  No  

Can walk up and down stairs holding rail   

Climbs confidently   

Can run   

Can kick a large ball   

Beginning to make tripod grip/uses pencil or 

brush 

  

Comments:  
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Any further information:  

 

 

 

 

 

Placement will be offered (please circle as 

appropriate)  

Yes  No 

Next Steps 

A call will be made to current nursery Yes No 

A home visit will be suggested to family  Yes No 

A re-assessment will be scheduled  Yes No  

  

Name of Assessor: 

 

 

Date:  
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Preliminary Assessment Record: Emeralds 

To be completed with parents/carers during preliminary visits. 

 

Name:        DOB:  

 

Interested in play with others, starting to join in  

 

 

 

Separates from main carer with support and 

encouragement 

  

Able to watch another child and then copy/repeat   

   

   

Comments: 

 

 

 

 

 

 

 

 

Communication and Language  Yes  No 

Uses English; can hold a conversation using 

simple sentences 

  

Responds to simple instructions   

Talks to other children and key adults   

Can say own name   

Appears to hear appropriately   

Can express own preferences, interests and 

feelings 

  

Comments: 

 

 

 

 

 

 

Physical Development  Yes  No  

Negotiates the classroom easily   

Shows control when holding mark-making 

instruments 

  

Turns pages in a book; looks at book and 

concentrates for a short period of time 

  

   

   

Comments:  
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Any further information:  

 

 

 

 

 

Placement will be offered (please circle as 

appropriate)  

Yes  No 

Next Steps 

A call will be made to current nursery Yes No 

A home visit will be suggested to family  Yes No 

A re-assessment will be scheduled  Yes No  

  

Name of Assessor: 

 

 

Date:  
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Preliminary Assessment Record: Diamonds/Reception 

To be completed with parents/carers during preliminary visits. 

 

Name:        DOB:  

 

Can play in a group.  Confident to talk to other 

children. 

 

 

 

 

Confidently asks adults for help.   

Welcomes and values praise.   

Confidently leaves parent/carer.   

   

Comments: 

 

 

 

 

 

 

 

Communication and Language  Yes  No 

Uses English;   Uses more complex sentences. 

Holds a conversation with other children and 

adults.  Asks questions. 

  

Can re-tell a story   

Responds to simple instructions.  Enjoys 

responsibilities. 

  

Enjoys books.  Recognises familiar words   

Enjoys rhyming and rhythmic activities   

Ascribes meaning to marks   

Writes name   

Comments: 

 

 

 

 

 

Maths   

Recalls numbers in order to 10   

Recognises numerals to 5   

Counts objects to5   

Counts objects to 10   

   

   

   

Comments: 
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Physical Development  Yes  No  

Moves freely with confidence   

Climbs steps using alternate feet   

Can catch a large ball   

Pencil grip; draws lines and circles   

Can copy letters    

Comments:  

 

 

 

 

 

Any further information:  

 

 

 

 

 

Next Steps 

A call will be made to current nursery Yes No 

A home visit will be suggested to family  Yes No 

A re-assessment will be scheduled  Yes No  

  

 

Name of Assessor: 

 

 

Date:  
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YEAR 1 & 2 OBSERVATION CHART: NEW ENTRY ASSESSMENT 

 

Name:                                                     Date of birth: 

Date of assessment: 

 

Area of focus Comment 

 

Language and communication 

Expressive/receptive language skills 

 

 

 

Social interaction with peers 

 

 

 

 

Relationship with adults 

Separation 

 

 

 

Behaviour 

 

 

 

 

Concentration 

 

 

 

 

Independence 

 

 

 

Literacy Skills Knows all letters/sounds 

 

Reading 

 

Writing  (sentences/paragraphs/story) 

 

Able to rhyme 

 

Spelling 
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Area of focus Comment 

Maths Skills Recognises numbers to 

 

Count sets of objects (no.) 

 

Can add/subtract/multiply/divide 

 

 

Gross motor skills 

 

 

Balance 

 

Throws /catches ball 

 

Rides bike 

 

 



©This document may be copied for internal use only 

 

GEMS Admissions, Attendance and Registration Policy - updated September 2015 (JL) 

 

38 

 

Discussion Form: Year 3 to 6 

 

 

Name of Pupil:                                  Interviewer: 

 

Date:  

 

QUESTION COMMENTS GRADE 

 

Tell me a little bit about 

yourself 

 

 

  

 

What is your favourite 

hobby or pastime? 

 

 

  

 

What do you enjoy 

about school and why? 

 

 

  

 

Do you think you would 

like to come to [school 

name]?  Why (not)? 

 

 

  

 

Can you tell me about 

something which is 

precious to you or 

something you are 

really good at? 

 

 

  

 

Please grade as follows:   1 Excellent, very articulate 

                                        2 Good at expressing self 

                                        3 Fairly good at communicating 

                                        4 Inarticulate, poor at communicating 
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Discussion Form: Seniors 

 

Name of Pupil:                                  Interviewer: 

 

Date:  

 

QUESTION COMMENTS GRADE 

 

Tell me something 

about yourself  

 

 

  

 

What is your favourite 

hobby or pastime? 

 

 

  

 

Tell me about a book 

you have read and 

enjoyed. 

 

 

  

 

If two of your friends 

were having an 

argument, what would 

you do to try to resolve 

it? 

 

 

  

 

Can you tell me 

something which has 

happened in the news in 

the past week?  (Ask for 

an opinion about the 

issue raised) 

 

 

  

 

Please grade as follows: 1 Excellent, very articulate 

                                        2 Good at expressing self 

                                        3 Fairly good at communicating 

                                        4 Inarticulate, poor at communicating 
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Annex 4:  Family Questionnaire 

 

FAMILY QUESTIONNAIRE (Private and Confidential) 

For completion by Parent or Guardian 

 

CONTACT DETAILS 

Full Name of Child:  

Date of Birth:  

Person Completing Form: Mother/Father/Guardian/Other 

Address:  

 

 

Telephone No:  

email:  

Does the child live with both parents 

at the address above? 

 Yes/No 

 

If No, please explain the family 

situation: 

 

 

 

 

SCHOOL  DETAILS 

Current School:  

Type of School: Independent/State/Grant Maintained 

School Address:  

Telephone No:  

 

Name of:  Head Teacher: 

 

   Class Teacher: 

 

   Support Teacher: 
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FAMILY BACKGROUND 

 Age Name Occupation 

or School 

Hand 

preference 

left/right 

Father     

Mother     

Other     

Sibling 1     

Sibling 2     

Sibling 3     

Sibling 4     

Sibling 5     

 

 

 

Have any family members had problems with: 

 

   Item             Family Member(s) 

 

Speaking    …………………………………………………. 

 

Reading    …………………………………………………. 

 

Writing    …………………………………………………. 

 

Spelling    …………………………………………………. 

 

Maths     …………………………………………………. 

 

 

Are there any twins in the family?   Yes/No 

 

What languages are spoken at home?  …………………………………. 

 

       …………………………………. 

 

Are there any special ‘gifts’ or talents within the family? 

 

EARLY DEVELOPMENT 

Were there any problems, including term and delivery, during pregnancy with 

this child? Yes/No        

     

If Yes, please give details: ………………………………………………………… 

 

………………………………………………………………………………………… 

 

……………………………………………… Weight at Birth: …………………….. 
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Were there any problems with regard to sucking, feeding, fits or any other 

issue during the child’s early months?         Yes/No 

 

If Yes, please give details: ………………………………………………………… 

 

………………………………………………………………………………………… 

 

………………………………………………………………………………………… 

 

At what age did the child: 

 

 Sit Up  ……………………..  Crawl ………………………… 

 

 Walk  …………………….. 

 

 Show preference for one hand ………….. Which hand ………… 

 

SPEECH AND LANGUAGE DEVELOPMENT 

 

At what age did the child begin to use a few words?   ….….    

  

Was the child understandable outside of the family by age 3? Yes/No 

 

If ‘No’, please give details: ………………………………………………… 

 

………………………………………………………………………………………… 

 

………………………………………………………………………………………… 

 

 

Does the child have problems now with: Clarity of Speech  Yes/No 

      Understanding  

 Yes/No 

      Self-expression  Yes/No 

 

If the child has had speech or language assessments or therapy please enclose the 

reports. 

 

MEDICAL HISTORY 

 

Has the child had: Measles ……  Rubella ……  Chickenpox …… 

Mumps. .…  Glandular Fever …  High Fevers ……Any Hospitalisation …… 

 

Please give details of any hospitalisation and any other illnesses (e.g. tonsils 

or adenoids) 

 

…………………………………………………………………………………….. 

 

……………………………………………………………………………………… 

 

Does the child suffer from:  Eczema …… Hay Fever …  Migraine …..     

Epilepsy ….  Asthma ……     Any allergies …… 
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Please give details of any allergies or any other regular of ongoing medical 

issues. 

 

………………………………………………………………………………………. 

 

……………………………………………………………………………………… 

 

Do any other members of the family suffer from any of the above? Yes/No 

 

If Yes, please give details of who and what they suffer from. 

 

……………………………………………………………………………………… 

 

………………………………………………………………………………………. 

 

 

 

 

 

Please give details of any current medication the child may be on: 

 

 Medication     For 

 

       …………………    …………………. 

 

       …………………    …………………. 

 

Is the child:  Normally healthy? Yes/No A Vegetarian?   Yes/No 

   On a special diet? Yes/No A ‘fussy’ eater? Yes/No 

 

When did the child last have an eye test and where?  …………………………….. 

 

What was the result of the test?     ……………………………… 

 

When did the child last have a hearing test and what was the result? 

 

……………………………………………………………………………………………  

 

Does the child have a history of ear infections?   Yes/No 

Have grommets been inserted or considered?   Yes/No    

Do you think the child hears normally?    Yes/No   

 

ACTIVITY AND BEHAVIOUR 

 

Has the child ever had any difficulty with any of the following?  

 

Jigsaw Puzzles   ……   Lego   ……   Catching balls   ……   Running   …… 

Throwing balls    ……   Climbing   ……   Dressing   …… Cycle riding   …… 

Colouring   ……   Drawing   …… 

 

Has there ever been any difficulty with? 

 

Sleeping   ……   Eating   ……   Tantrums   ……   Hyperactivity   …… 
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Concentration   ……   Night terrors   ……   Bedwetting   ……   Discipline   …… 

 

Other   ……………………………………………………. 

 

Does the child prefer: The Left Hand/The Right Hand/Neither 

 

Would you say the child is:  Clumsy    Yes/No 

     Anxious    Yes/No 

     Good-tempered   Yes/No 

 

Does the child get along with: Adults in the family   Yes/No 

     Adults outside the family  Yes/No 

     Siblings    Yes/No 

     Children outside the family Yes/No 

 

What does the child enjoy doing most? ………………………………………. 

 

……………………………………………………………………………………….. 

 

Does the child have any particular hobbies or interests? ……………….. 

 

………………………………………………………………………………………… 

 

Does the child dislike anything in particular? ………………………………… 

 

…………………………………………………………………………………………. 

   

EDUCATIONAL HISTORY 

 

Past Schools attended (most recent first): 

 

School     Type     Dates (MM/YY)       Reason for leaving  

 

………………. …………   ………………..     ………………………….. 

 

………………. ………… ………………….      …………………………. 

 

……………….          …………. …………………..       …………………………. 

 

 

Has the child had any extra tuition or therapy in either the current school or any 

previous schools? 

 

Yes/No.  If Yes, please give details: ………………………………………………… 

 

…………………………………………………………………………………………… 

 

Has the child had any extra tuition or therapy outside school? Yes/No 

 

If Yes, please give details of with whom, for how long and how often: 

 

……….………………………………………………………………………………. 
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………………………………………………………………………………………… 

 

Has the child been ever assessed by an Educational Psychologist? Yes/No 

If Yes, please enclose the report(s) 

 

Do you have any concerns about the child?    Yes/No 

 

If Yes, please detail them: ……………………………………………………………. 

 

…………………………………………………………………………………………….. 

 

…………………………………………………………………………………………….. 

 

What are your views about this concern and what – if any – are your main 

questions? 

 

………………………………………………………………………………………. 

 

……………………………………………………………………………………….. 

 

Has the child expressed any concerns? 

 

………………………………………………………………………………………. 

 

………………………………………………………………………………………. 

 

 

What does your child enjoy?  Does he or she excel in any area? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Signature ………………………………   
 
Print Name …………………………… Date ………. 
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Annex 5:  Enrichment On-Entry Recommendation for Pupil Admission 

 

Name  

DOB:  

Address:  

Telephone:  

Date due to start:  

Year group  

 

Background 

 

 

 

 

 

 

 

 

 

Assessment Report 

 

 

 

 

 

 

 

 

 

 

 

Recommendation 

 

 

 

 

 

 

Signed: Headteacher  

Signed: Learning Support Co-

Ordinator 
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Annex 6: Registration Codes (extract from Advice on School Attendance, 

DfE 2012) 

 

The national codes enable schools to record and monitor attendance and 

absence in a consistent way which complies with the regulations. They are 

also used for collecting statistics through the School Census System. The 

data helps schools, local authorities and the Government to gain a greater 

understanding of the level of, and the reasons for, absence. The codes are:  

Present at School  

Pupils must not be marked present if they were not in school during 

registration. If a pupil were to leave the school premises after registration 

they would still be counted as present for statistical purposes.  

Registration Code / \: Present in school / = am \ = pm  

Present in school during registration.  

Code L: Late arrival before the register has closed  

Schools should have a policy on how long registers should be kept open; this 

should be for a reasonable length of time but not that registers are to be 

kept open for the whole session. A pupil arriving after the register has closed 

should be marked absent with code U, or with another absence code if that is 

more appropriate. 

Present at an Approved Off-Site Educational Activity  

An approved educational activity is where a pupil is taking part in supervised 

educational activity such as field trips, educational visits, work experience or 

alternative provision. Pupils can only be recorded as receiving off-site 

educational activity it the activity meets the requirements prescribed in 

regulation 6(4) of the Education (Pupil Registration) (England) Regulations 

2006. The activity must be of an educational nature approved by the school 

and supervised by someone authorised by the school. The activity must take 

place during the session for which the mark is recorded.  

 

Attendance codes for when pupils are present at school are as follows:  

 

Code B: Off-site educational activity  

 

This code should be used when pupils are present at an off-site educational 

activity that has been approved by the school. Ultimately schools are 

responsible for the safeguarding and welfare of pupils educated off-site. 

Therefore by using code B, schools are certifying that the education is 

supervised and measures have been taken to safeguard pupils. This code 

should not be used for any unsupervised educational activity or where a pupil 

is at home doing school work. Schools should ensure that they have in place 

arrangements whereby the provider of the alternative activity notifies the 

school of any absences by individual pupils. The school should record the 

pupil’s absence using the relevant absence code.  

 

Consortia Schools  

Pupils attending consortia schools as part of their course only need to be 

placed on the registers of their ‘main’ school rather than on all of the schools 
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they attend. They should be treated as guest pupils at the other consortia 

schools. The consortia schools however, must ensure they have suitable 

systems in place for monitoring and reporting the attendance and absence of 

the pupils involved, which must be shared with the ‘main’ school.  

 

Code D: Dual Registered - at another educational establishment  

 

This code is not counted as a possible attendance in the School Census. The 

law allows for dual registration of pupils at more than one school. This code 

is used to indicate that the pupil was not expected to attend the session in 

question because they were scheduled to attend the other school at which 

they are registered.  

 

The main examples of dual registration are pupils who are attending a pupil 

referral unit, a hospital school or a special school on a temporary basis. It 

can also be used for Gypsy, Roma and Traveller children, but only when the 

pupil is known to be registered at another school during the session in 

question.  

 

Each school should only record the pupil’s attendance and absence for those 

sessions that the pupil is scheduled to attend their school. Schools should 

ensure that they have in place arrangements whereby all unexplained and 

unexpected absence is followed up in a timely manner.  

 

Code J: At an interview with prospective employers, or another 

educational establishment  

 

This code should be used to record time spent in interviews with prospective 

employers or another educational establishment. Schools should be satisfied 

that the interview is linked to employment prospects, further education or 

transfer to another educational establishment. 

 

Code P: Participating in a supervised sporting activity  

 

This code should be used to record the sessions when a pupil is taking part 

in a sporting activity that has been approved by the school and supervised by 

someone authorised by the school.  

 

Code V: Educational visit or trip  

 

This code should be used for attendance at an organised trip or visit, 

including residential trips organised by the school, or attendance at a 

supervised trip of a strictly educational nature arranged by an organisation 

approved by the school.  

 

Code W: Work experience  

 

Work experience is for pupils in the final two years of compulsory education. 

Schools should ensure that they have in place arrangements whereby the 

work experience placement provider notifies the school of any absences by 

individual pupils. Any absence should be recorded using the relevant code.  
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Authorised Absence from School  

Authorised absence’ means that the school has either given approval in 

advance for a pupil of compulsory school age to be away, or has accepted an 

explanation offered afterwards as justification for absence.  

 

Absence codes when pupils are not present in school are as follows:  

 

Code C: Leave of absence authorised by the school  

 

Only exceptional circumstances warrant an authorised leave of absence. 

Schools should consider each request individually taking into account the 

circumstances, such as: the nature of the event for which leave is sought; the 

frequency of the request; whether the parent gave advance notice; and the 

pupil’s attainment, attendance and ability to catch up on missed schooling.  

 

Code E: Excluded but no alternative provision made  

 

If no alternative provision is made for a pupil to continue their education 

whilst they are excluded but still on the admission register, they should be 

marked absent in the attendance register using Code E. Alternative provision 

must be arranged for each excluded pupil from the sixth day of any fixed 

period or permanent exclusion. Where alternative provision is made they 

should be marked using the appropriate attendance code.  

 

Code F: Extended family holiday authorised by the school  

 

Head teachers may in exceptional circumstances agree leave of absence 

during term time. The application must be made in advance and the head 

teacher must be satisfied that the circumstances warrant the leave. A leave of 

absence is granted entirely at the head teacher’s discretion and is not a 

parental right.  

 

Code H: Family holiday authorised by the school  

 

Head teachers may in special

7 

circumstances grant leave of absence of up to 

10 days for the purpose of family holidays during term time. The application 

must be made in advance and the head teacher must be satisfied that there 

are special circumstances which warrant the leave. A leave of absence is 

granted entirely at the head teacher’s discretion and is not a parental right.  

 

Code I: Illness (not medical or dental appointments)  

 

Schools should advise parents to notify the school as soon as possible when 

a child is ill. If the authenticity of illness is in doubt, schools can request 

parents to provide medical evidence to support illness. Schools can record 

the absence as unauthorised if not satisfied of the seriousness of the illness 

but should advise parents of their intention. Schools are advised not to 

request medical certificates unnecessarily (particularly retrospective 

certificates), especially if the illness was not treated by a doctor at the time. 

Medical evidence can take the form of prescriptions, appointment cards, etc. 

rather than doctors’ notes.  
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Code M: Medical or dental appointments  

 

Missing registration for a medical or dental appointment is counted as an 

authorised absence. Schools should, however, encourage parents to make 

appointments out of school hours. Where this is not possible, the pupil 

should only be out of school for the minimum amount of time necessary for 

the appointment.  

 

Code R: Religious observance  

 

Schools must treat absence as authorised when it is due to religious 

observance. The day must be exclusively set apart for religious observance 

by the religious body to which the parents belong. Where necessary, schools 

should seek advice from the parents’ religious body about whether it has set 

the day apart for religious observance.  

 

Code S: Study leave  

 

Schools must record study leave as authorised absence. Study leave should 

be used sparingly and only granted to Year 11 pupils during public 

examinations. Provision should still be made available for those pupils who 

want to continue to come into school to revise.  

 

Code T: Gypsy, Roma and Traveller absence 

  

A number of different groups are covered by the generic term Traveller – 

Roma, English and Welsh Gypsies, Irish and Scottish Travellers, Showmen 

(fairground people) and Circus people, Bargees (occupational boat dwellers) 

and New Travellers. This code should be used when Traveller families are 

known to be travelling for occupational purposes and have agreed this with 

the school but it is not known whether the pupil is attending educational 

provision. It should not be used for any other types of absence by these 

groups.  

 

To help ensure continuity of education for Traveller children it is expected 

that the child should attend school elsewhere when their family is travelling 

and be dual registered at that school and the main school. Children from 

these groups whose families do not travel are expected to register at a 

school and attend as normal. They are subject to the same rules as other 

children in terms of the requirement to attend school regularly once 

registered at school.  

Unauthorised Absence from School  

Unauthorised absence is where a school is not satisfied with the reasons 

given for the absence. Absence codes are as follows: 
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Code G: Family holiday not authorised by the school or in excess of 

agreed period  

 

If a school does not authorise a leave of absence and the parents still take 

the child on holiday, or the child is kept away for longer than was agreed, the 

absence is unauthorised. The regulations do not allow schools to give 

retrospective approval. If the parents did not apply for the leave of absence 

in advance the absence must be recorded as unauthorised.  

 

Code N: Reason for absence not yet provided  

 

Schools should follow up all unexplained and unexpected absences in a 

timely manner. Every effort should be made to establish the reason for a 

pupil’s absence. When the reason for the pupil’s absence has been 

established the register should be amended. This code should not be left on 

a pupil’s attendance record indefinitely; if no reason for absence is provided 

after a reasonable amount of time it should be replaced with code O (absent 

from school without authorisation).  

 

Code O: Absent from school without authorisation  

 

If the school is not satisfied with the reason given for absence they should 

record it as unauthorised.  

 

Code U: Arrived in school after registration closed  

 

Schools should actively discourage late arrival, be alert to patterns of late 

arrival and seek an explanation from the parent.  

Administrative Codes  

The following codes are not counted as a possible attendance in the School 

Census:  

 

Code X: Not required to be in school  

 

This code is used to record sessions that non-compulsory school age 

children are not expected to attend.  

 

Code Y: Unable to attend due to exceptional circumstances  

 

This code can be used where a pupil is unable to attend because:  

 The school site, or part of it, is closed due to an unavoidable cause; or 

 The transport provided by the school or a local authority is not 

available and where the pupil’s home is not within walking distance; or  

 A local or national emergency has resulted in widespread disruption to 

travel which has prevented the pupil from attending school.  

 

This code is collected in the School Census for statistical purposes.  

 

Code Z: Pupil not on admission register  

 

This code is available to enable schools to set up registers in advance of 

pupils joining the school to ease administration burdens. Schools must put 
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pupils on the admission register from the first day that the school has 

agreed, or been notified, that the pupil will attend the school.  

 

Code #: Planned whole or partial school closure  

 

This code should be used for whole or partial school closures that are known 

or planned in advance such as: between terms; half terms; occasional days 

(for example, bank holidays); weekends (where it is required by the 

management information system); up to five non-educational days to be used 

for curriculum planning/training; and use of schools as polling stations.  

 

Different Term Dates for Different Pupils  

 

Schools and local authorities can agree to set different term dates for 

different year groups – e.g. for ‘staggered starts’ or ‘induction days’. Code # 

can be used to record the year group(s) that is not due to attend. This is only 

acceptable where the school ensures that those pupils not attending on that 

day are still offered a full education over the school year. 
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Annex 7: Application for Absence During Term Time 

 

Absence is not routinely authorised for holidays taken during term-time.  In 

the event of unusual or special circumstances you may apply for authorised 

absence using the following form. 

Name of child  

Class  

 

 

Dates absence applied for 

 

 

 

Reasons for application 

 

 

 

 

 

 

 

 

 

 

 

Signed…………………………………………                        Date…………….. 

 

…………………………………………………………………………………………………... 

 

Absence Reply Slip 

 

 

Name of child……………………………………………………. 

 

Class………………….. 

 

Dates absence requested…………………………………… 

 

 

Further to your application the absence will be recorded as: 

 

Authorised 

 

Not authorised 

 

 

Signed……………………………………………     Date…………………………………. 
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Annex 8: Information Required in order to Process Confirmation of 

Acceptance for Studies (CAS) for International Students outside of the 

EU. 

 

Route of Study Child Student 

 

Student Details  

Student Name  

Nationality  

Passport Number  

Place of Birth  

Date of Birth  

Approved Education 

Provider/Sponsor 

 

License Number 

 

This is GEMS Sponsor Licence 

 

 

 

 

 

Course 

Title of Course   

Level of Course or 

Qualification Awarded 

when finished 

 

 

Start Date of Course  

Expected End Date  

 Study hours per week Full time – unless stated otherwise 

Money/Maintenance Course Fees for one 

academic year 

 

£ 

Course Fees or deposit  

paid 

 

 Details of any financial 

Sponsorship (if 

applicable) 

 

N/A 

Documents to be 

provided with visa 

application in 

addition to CAS 

Number. 

Assessment of 

Documents 

Evidence of English 

Ability 

 

Accommodation 

arrangements 

Boarding or host 

family – give details 
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Annex 9: Sponsorship of International Students Outside the EU Managed 

by an Agent Prior to School Entry 

 

Schools must liaise with the GEMS lead for international student visas before 

entering into an agreement with an agent whereby international students 

receive guardianship and education primarily in EAL for one year prior to 

entering a GEMS school. 

 

GEMS will agree to be the institution responsible for the CAS number issued 

to students provided the following conditions are met: 

 

 the agent has an appointed member of staff to check compliance; 

 the agent is AEGIS registered; 

 guardians are CRB checked; risk assessed 

 students are registered in the morning; at every lesson; on all trips 

 

 

Summary of the main relevant Sponsorship Duties 

 

 Duty Action 

1 Record keeping duties 

(photocopying of passports; 

maintaining full contact details) 

Maintain the required information on paper 

and/or in digital form. Update information; 

phone numbers; arrange for students to 

register with the police if required. 

2 Report students who fail to 

arrive 

Inform the school within two days if a 

student does not arrive as expected, unless 

there is an explanation such as a 

delayed/cancelled flight. 

3 Report unauthorised student 

absences. 

Notify the school on the same day if a 

student is missing. Inform the school if 

there are any worries regarding the 

student’s welfare. 

4 Report students who 

discontinue their studies 

Notify the school immediately if the student 

discontinues his or her studies. 

5 Weekends; exeats End of term;  Ensure that parents have given written 

permission for students to stay with anyone 

other than the approved guardian.  If under 

the age of 18 and not staying with a direct 

relative (parent or uncle/aunt, the Local 

Authority must be informed of their arrival 

and Guardian details. The school to be 

copied into such arrangements. 

Ensure that all students’ onward 

arrangements are made by the guardians, 

unless their parents collect them directly. 

Students must live in the care of a 

responsible adult. Before they leave, the 

agent must inform the school of the 
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student’s travel arrangements and send a 

detailed academic report. 

Upon leaving school, confirmation of their 

safe arrival must be sent via email. 

 

 

Sherfield School Contact Details: 

 

Sherfield School 

Sherfield on Loddon 

Hook 

Hampshire 

RG27 0HU 

 

 

 

  

 

Agent Contact Details (to be completed and returned to the school) 
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Annex 10: The Common European Framework of Reference for 

Languages (CEFR)  

The CEFR describes what a learner is supposed to be able to do in reading, 

listening, speaking and writing at each level. It is not required for children in 

school up to the age of 17, but is included here for guidance when assessing 

language skills of potential students. 

Level Description 

A1 Can understand and use familiar everyday expressions and very basic phrases 

aimed at the satisfaction of needs of a concrete type. Can introduce 

him/herself and others and can ask and answer questions about personal 

details such as where he/she lives, people he/she knows and things he/she 

has. Can interact in a simple way provided the other person talks slowly and 

clearly and is prepared to help. 

A2 Can understand sentences and frequently used expressions related to areas 

of most immediate relevance (e.g. very basic personal and family information, 

shopping, local geography, employment). Can communicate in simple and 

routine tasks requiring a simple and direct exchange of information on 

familiar and routine matters. Can describe in simple terms aspects of his/her 

background, immediate environment and matters in areas of immediate need. 

B1 Can understand the main points of clear standard input on familiar matters 

regularly encountered in work, school, leisure, etc. Can deal with most 

situations likely to arise whilst travelling in an area where the language is 

spoken. Can produce simple connected text on topics which are familiar or of 

personal interest. Can describe experiences and events, dreams, hopes & 

ambitions and briefly give reasons and explanations for opinions and plans. 

B2 Can understand the main ideas of complex text on both concrete and abstract 

topics, including technical discussions in his/her field of specialisation. Can 

interact with a degree of fluency and spontaneity that makes regular 

interaction with native speakers quite possible without strain for either party. 

Can produce clear, detailed text on a wide range of subjects and explain a 

viewpoint on a topical issue giving the advantages and disadvantages of 

various options. 

C1 Can understand a wide range of demanding, longer texts, and recognise 

implicit meaning. Can express him/herself fluently and spontaneously without 

much obvious searching for expressions. Can use language flexibly and 

effectively for social, academic and professional purposes. Can produce clear, 

well-structured, detailed text on complex subjects, showing controlled use of 

organisational patterns, connectors and cohesive devices. 

 

C2 Can understand with ease virtually everything heard or read. Can summarise 

information from different spoken and written sources, reconstructing 

arguments and accounts in a coherent presentation. Can express him/herself 

spontaneously, very fluently and precisely, differentiating finer shades of 

meaning even in the most complex situations. 

 


