
Leehurst Swan School  |  Admissions Policy 

Admissions Policy – updated August 2026 

 

 

 

 

 

 

 

Leehurst Swan School Admissions Policy 

 

Whole School – including EYFS 

  

Policy owner Head 

Approval Head and Representative of Governing Body 

Updated 25 August 2026 

Effective from 1 September 2026 

Previous review 8 January 2024 

Next review 
August 2027, or sooner where legislation, statutory guidance or 

school circumstances require 

 

 

Compliance note: This revised policy is intended to align the School's admissions arrangements 

with the Education (Independent School Standards) Regulations 2014 and the Department for 

Education's Independent School Standards Guidance (April 2026), and with the School's Equal 

Opportunities Policy effective from 1 September 2026. It should be read with the SEND Policy, 

Accessibility Plan, Safeguarding and Child Protection Policy, Complaints Policy and relevant 

financial assistance arrangements. 
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1. Scope, aims and principles 
1.1 Leehurst Swan School is a co-educational through school for pupils aged 4 to 16. The 

principal entry points are Reception, Year 7 and Year 9. Entry is normally at the start of the 

academic year, but applications may be considered at other times where a place is available. 

1.2 The School uses assessment as part of its admissions process in order to determine whether 

it can appropriately meet a prospective pupil's educational, pastoral and social needs and 

whether the pupil is likely to benefit from the curriculum and provision available. 

1.3 Admissions decisions will be made in accordance with this published policy, applicable law 

and the School's Equal Opportunities Policy. The School will use relevant, proportionate and 

consistently applied criteria and will not use protected characteristics unlawfully as admissions 

criteria. 

1.4 Equality does not always require identical treatment. The School will consider individual 

circumstances and, where required by law, reasonable adjustments so that SEND applicants are 

not placed at a substantial disadvantage during application, assessment, interview, taster or trial 

activities. 

1.5 The School is selective to a point. Selection will be based on the published assessment 

arrangements and the availability of a suitable place, rather than on an applicant's disability, 

race, religion or belief, sex, sexual orientation, pregnancy or maternity, or gender reassignment, 

except where a specific lawful exception applies. 

1.6 The School is a Christian school and promotes Christian values. It respects pupils and families 

of different faiths, beliefs and no faith. Religion or belief will not be used as an admissions 

criterion unless a lawful and expressly published exception applies to the School. 

1.7 The School will have regard to the ages, aptitudes and needs of pupils, including pupils with 

SEND and pupils with EHC plans, when implementing its admissions arrangements. 

2. Equality, disability, SEND and accessibility 
2.1 The School will comply with the Equality Act 2010 as it applies to schools and prospective 

pupils. Admissions arrangements will be operated consistently with the Equal Opportunities 

Policy, which states that protected characteristics must not be used unlawfully as criteria for 

admission. 

2.2 The School will not refuse an application simply because an applicant is disabled. It will 

consider reasonable adjustments to the application and assessment process where required, 

including adjustments to communication, physical access, timing, format, assessment 

arrangements, interview arrangements, taster/trial activities or other aspects of the process. 

2.3 Parents/carers are asked to provide relevant information about SEND, disability, learning 

needs, medical needs and professional reports as early as reasonably possible, and prior to any 

taster or experience days, so that the School can assess what support and adjustments may be 

appropriate. The School will handle personal and sensitive information confidentially and in 

accordance with its data protection arrangements. 
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2.4 A failure by a parent/carer to provide information will not, of itself, be treated as evidence 

that a child cannot be admitted. Where relevant information is unavailable, the School may seek 

further information or assessment, with appropriate consent and in accordance with applicable 

law. 

2.5 The School will consider whether the provision available, including reasonable adjustments, 

can meet the individual pupil's needs. Where there are concerns about suitability, these will be 

considered on an individual basis and discussed with the parents/carers. The School will not rely 

on a blanket assumption that a pupil's SEND or disability is incompatible with admission. 

2.6 The School's Accessibility Plan and SEND Policy should be read alongside this policy. The 

School will work with parents/carers and relevant professionals, where appropriate, to identify 

practical adjustments and support. 

2.7 Where an EHC plan is relevant to an application, the School will consider the plan and liaise 

with the parents/carers and local authority as appropriate. Where a statutory duty to admit 

applies, the School will comply with that duty. 

3. Application and general admissions process 
3.1 Applications may be made for any year group where a place may be available. The School 

may request information reasonably necessary to assess the application, including previous 

school reports, relevant professional reports and information about the applicant's educational 

needs. 

3.2 The School may invite applicants to an assessment, interview, taster day or trial session 

where these form part of the published arrangements for the relevant year group. Such 

activities will be age-appropriate, proportionate and relevant to the admissions decision. 

3.3 Reasonable adjustments will be considered for all assessment without compormising the 

inegrity of the assessment, interview, taster and trial arrangements where required. 

Parents/carers should contact the School as early as possible if an applicant requires an 

adjustment. 

3.4 The School will normally place children in their correct curriculum year. Placement one year 

below the child's natural year group will be considered only in exceptional circumstances and 

with appropriate educational and welfare evidence. A child will not normally be placed ahead of 

their natural year group without full and compelling reasons supported by educational and 

welfare evidence. 

3.5 The availability of a place is a condition of admission. Where no place is available, the School 

may offer a place on a waiting list or decline the application. The School will communicate the 

outcome and, where relevant, the basis on which it has been reached. 

3.6 An offer of a place will be made by the Head. The offer will specify any conditions that must 

be met before the pupil starts, including any relevant documentation or arrangements. 

3.7 The Head's admissions decision is final, subject to the School's Complaints Policy where a 

concern relates to the administration of the admissions process, alleged unfair treatment or a 

failure to follow this policy. 



Leehurst Swan School  |  Admissions Policy 

Admissions Policy – updated August 2026 

4. Entry points and assessment arrangements 

4.1 Reception 

Children may join Reception from age four. A trial session may be offered as part of the 

admissions process. The decision to offer a place will take account of: 

• availability of a place; 

• the child's presentation and participation in the relevant assessment or trial activity; 

• the recommendation of the relevant teacher and the Head; and 

• the child's individual educational, pastoral and social needs, including any reasonable 

adjustments or support identified as necessary. 

All offers are made by the Head and will be made with regard to the Equal Opportunities Policy, 

SEND Policy and Accessibility Plan. 

4.2 Key Stage 1 

Children entering Key Stage 1 will normally spend at least one day in school, during which they 

will be assessed by the teacher whose form corresponds to the child's current age group. The 

age-appropriate assessment will be adapted where reasonable adjustments are required. 

4.3 Key Stage 2 

Entry into Year 3 – existing pupils transfer automatically into Year 3. New pupils entering year 3 

will take part in CAT4 baseline testing which provide SAS scores and further detail on cognitive 

ability. 

Entry into Years 4, 5 and 6 – children will normally spend at least two days in school and will be 

assessed in age-appropriate reading and understanding, writing and mathematics including 

CAT4 baseline testing. Staff involved in the day may provide feedback to the form teacher, who 

will report to the Head. 

The Head will make the admissions decision after considering the assessment and relevant 

information. Reasonable adjustments will be considered where required. 

4.4 Year 7 and Year 9 

Children will normally spend two days in school and will be assessed by CAT4 baseline testing. A 

school report will normally be requested from the feeder school. External applicants may be 

invited to interview with the Head. Parents/carers may also have an opportunity to meet the 

Head. 

The outcome will normally be one of the following: 

• an offer of a place; 

• placement on a waiting list; or 

• notification that a place is not available or that the application has not met the published 

admissions requirements. 
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4.5 Years 8–11 and admissions during Years 7 and 9 

Children entering the Middle and Upper School outside the main Year 7 and Year 9 entry points 

will normally sit CAT4 baseline testing during a day in school with their current year group. The 

decision will take account of assessment performance, the child's experience during the day, the 

availability of a place and the School's ability to meet the child's needs. 

Admission during Year 10 or Year 11 will normally be considered only in exceptional 

circumstances. The Head will consider the individual circumstances, curriculum compatibility, 

availability of a suitable place and the School's ability to meet the pupil's educational and 

pastoral needs. Any decision will be made consistently with this policy and the Equal 

Opportunities Policy. 

5. Assessment principles and reasonable adjustments 
5.1 Assessments such as the CAT4 baseline testing are used to establish whether the School can 

appropriately meet the applicant's educational needs and that the educational offering is 

suitable for the applicant.  

5.2 Assessment arrangements will be applied consistently, while allowing reasonable 

adjustments where required for SEND applicants without compromising the administration of 

the testing. An adjustment may alter the way an applicant demonstrates their knowledge or 

skills but will not be used to create an unfair advantage. 

5.3 The School will consider information from parents/carers, previous schools and relevant 

professionals where this is appropriate and lawfully obtained. The School will not require an 

applicant to undergo an assessment that is unrelated to the admissions decision. 

5.4 Where the School identifies uncertainty about a pupil's needs or ability to access its 

provision, it may request further professional information or assessment. The purpose will be to 

inform a fair and lawful decision about whether the School can meet the pupil's needs. 

6. Scholarships 

6.1 Scholarships are separate from means-tested bursaries. Scholarship awards are not means 

tested. 

6.2 Scholarships may be available at the published entry points and are subject to the School's 

scholarship criteria and available awards. 

6.3 Current scholarship assessment arrangements include: 

• Academic: performance in the relevant entrance examination; 

• Sport: evidence of sporting achievement and performance testing in a range of skills; 

• Music: evidence of attainment on the main instrument, audition and sight reading; 

• Art: examination and portfolio; and 

• Drama/Performing Arts: relevant attainment and audition/assessment. 
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6.4 The School will consider reasonable adjustments for disabled applicants undertaking 

scholarship assessments. Scholarship criteria will be applied consistently and will be based on 

relevant evidence of the skills, attainment or aptitude being assessed. 

7. Bursaries and financial assistance 
7.1 Means-tested financial assistance is available through the School's bursary programme for 

pupils in Year 3 and above, subject to available funding. Bursaries are usually awarded at entry 

to Year 3, Year 7 or Year 9, although applications may be considered at other entry points. 

7.2 Parents/carers wishing to apply for a bursary will complete the relevant application form by 

the published closing date. The bursary process is separate from the academic admissions 

assessment. 

7.3 A bursary is not an entitlement to a place. An offer of a place is based on the School's 

admissions arrangements; any financial award is determined separately in accordance with the 

bursary criteria. 

7.4 Bursaries are reviewed annually for the following academic year and may increase or 

decrease according to circumstances and available funding. 

7.5 The School may retain a limited hardship fund for existing pupils whose financial 

circumstances change adversely. Financial assistance in the first two years after joining would 

not normally be expected other than where a bursary was awarded on entry. 

8. Decisions, waiting lists and communication 
8.1 The School will communicate admissions outcomes to parents/carers in writing. Where a 

place is unavailable, the School may explain that the applicant has been placed on a waiting list 

or that no place is available. 

8.2 Where a waiting list is used, the School will apply the relevant admissions criteria 

consistently and will communicate any material change affecting the availability of a place. 

8.3 Parents/carers will normally be asked to confirm acceptance of an offered place within the 

period specified in the offer letter. 

8.4 The School will take reasonable steps to ensure that admissions information is clear and 

accessible. This policy will be published on the School website and made available to parents of 

prospective pupils on request, including in an accessible format. 

9. Information, confidentiality and data protection 
9.1 The School will collect and use admissions information only for lawful and appropriate 

purposes, including assessing applications, making admissions decisions, safeguarding, meeting 

legal obligations and administering scholarships or bursaries. 

9.2 Information received from parents/carers, previous schools and professionals will be 

handled sensitively and confidentially, subject to safeguarding, legal and data protection 

requirements. 
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9.3 The School will retain admissions records in accordance with its data protection and records-

management arrangements. 

10. Complaints and concerns 
10.1 The School welcomes concerns about the administration of the admissions process. 

Parents/carers should first raise the matter with the Head unless the concern relates to the 

Head, in which case it should be raised in accordance with the Complaints Policy. 

10.2 Concerns alleging discrimination, failure to make a required reasonable adjustment or 

departure from this policy will be taken seriously and investigated through the appropriate 

School procedure. 

10.3 The School's Complaints Policy sets out the formal stages and timescales for complaints. 

11. Monitoring, review and related policies 
11.1 The Head will monitor the operation of this policy, including the consistency of admissions 

decisions, the use of reasonable adjustments and any concerns or complaints relating to equality 

or admissions. 

11.2 The governing body/proprietor will provide oversight of the implementation of this policy 

and its alignment with the Independent School Standards and the School's equality duties. 

11.3 This policy will be reviewed at least annually and sooner where legislation, statutory 

guidance, inspection requirements or School circumstances change. 

11.4 The policy should be read alongside the following documents: 

• Equal Opportunities Policy 

• SEND Policy 

• Accessibility Plan 

• Safeguarding and Child Protection Policy 

• Complaints Policy 

• Scholarship arrangements 

• Bursary/financial assistance arrangements 

• Data protection/privacy arrangements 

12. Key regulatory references 
This policy has been revised with reference to the Equality Act 2010, the Education 

(Independent School Standards) Regulations 2014, and the Department for Education 

Independent School Standards Guidance (April 2026). The School will also have regard to 

relevant current statutory guidance and its own related policies. 
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