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This policy is for pupils in the Early Years Foundation Stage (EYFS) (Nursery and Reception), through 

to Year 6.  

 
Admissions Authority  

 

The Proprietor is the Admissions Authority for Stratford Preparatory School.  

 

Day-to-day admissions are handled by the Admissions Officer and the Headmistress in conjunction 

with the Proprietor. The Proprietor undertakes to maintain fair and objective rules for entry into 

the school.  

 

General Policy  

 

Stratford Preparatory School is a co-educational, non-selective independent school which provides 

for pupils from age 2-11 of all abilities. There is no entrance assessment to gain entry to the school. 

The school is located in the heart of central Stratford-upon-Avon, and teaches a broad and balanced 

curriculum with an academic focus. General points of entry to Stratford Preparatory School are 

Nursery and Reception. The school does admit pupils into other year groups if residual places 

become available. Girls and boys are admitted into Stratford Preparatory Nursery from the age of 2, 

Children may be admitted into Reception in the September following their fourth birthday. 

Applications are invited from external pupils from September onwards for entry into Reception the 

following September. 

 

Exceptionally, pupils may be given entry in an academic year other than that of their chronological 

age. This will only be considered if in the opinion of the school this would be in the best interest of 

the pupil, or where there have been exceptional circumstances. The school may consider this for 

summer born pupils as defined by current government guidance.  

(see 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/838

9 83/Summer_born_admissions_advice_Dec_2014.pdf) 



Stratford Preparatory School has regard to relevant statutory and non-statutory guidance and 

legislation in respect of admissions and the admissions process including the Statutory Framework 

for the Early Years Foundation Stage (2017); Children missing education: (Statutory guidance for 

Local Authorities) (DfE) (2016) and School attendance: Guidance for maintained schools, academies 

independent schools and local authorities (DfE) (August 2020). 

 

The School pays due regard to the Equality Act 2010 in its admissions procedures and reasonable 

adjustments are made for pupils with special educational needs and/or disabilities (SEND) in terms of 

admission. However, parents must inform the school if a prospective pupil has been diagnosed with 

any SEND in order that reasonable adjustments can be made. 

 

 

Finding out about Stratford Preparatory School  

 

Information about Stratford Preparatory School may be found on the school’s website 

(www.stratfordprep.co.uk). All potential candidates and their families should take the opportunity to 

attend an Open Day to meet students and staff, and to look around the school. Dates of Open 

Events are published on the school’s website. Parents who wish to view the school at times other 

than Open Events are advised to contact the Admissions Officer to book an appointment to be 

shown around at their convenience. Tours are conducted by the Admissions Officer or the 

Headmistress.  

 

Applying to Stratford Preparatory School  

 

Nursery Parents who wish to apply for a place for their child should complete an Application for 

Registration form which can be found on the School’s website and return it, along with the £60 

registration fee and a copy of their Child’s Birth Certificate to the school office. The Registration Fee 

is non-refundable.  

 

On receipt of the application form for a place at the Nursery, parents will be contacted by the 

Admissions Officer to agree a start date and an attendance schedule so that an offer may be made. 

 

An offer letter, with acceptance form and terms and conditions will be sent. 

 

To secure the place a written acceptance is required within ten working days of the offer, along with 

the required security deposit of £250. 

 

A settling-in time will be arranged approximately two weeks before the child is due to start at 

Nursery, during which time parents/carers will be required to attend a meeting at school to go 

through relevant paperwork and share information about routines, dietary requirements, sleep 

patterns etc. Parents will meet appropriate members of staff and discuss the management of the 

transition period. All necessary documentation must be completed and returned to the school office 

before the child can start.  At this point we will also require proof of home address (for example a 

utility or council tax bill) and sight of the original birth certificate. 

 
 

Transition into Reception from Nursery  

 

Children who have been at Stratford Preparatory Nursery have automatic right of transition into 

Reception. There are no further forms or security deposit required. 

 

 

 

 



Applying to Stratford Preparatory School (Reception and Main School)  

 

Parents who wish to apply for a place for their child should complete an Application for Registration 

form found on the School’s website and return it, along with the £60 registration fee, to the school 

office. The Registration Fee is non-refundable.  

 

Once the Application for Registration form is received, a taster session is arranged for children to 

come to the school, to meet other children and teachers. Informal assessment may be carried out 

during this taster session, but this is used for information purposes only, not to determine whether 

or not a child is offered a place. At the end of this taster session, parents will be invited to meet the 

Headmistress to discuss the day and any outstanding queries. 

 

A written offer letter is then given by the Headmistress, which is sent together with a copy of the 

Terms and Conditions and the school contract, and a request for a security deposit. To secure the 

place a written acceptance is required within ten working days of the offer, along with the required 

security deposit of £250.  At this point we will also require proof of home address (for example a 

utility or council tax bill) and sight of the original birth certificate together with a copy of the child’s 

most recent school report. 

 
Once the security deposit and the necessary paperwork are received, the Admissions Officer will 

get in touch to arrange a suitable starting date. This is normally (but not restricted to) the first day 

of the following term. All necessary documentation must be completed and returned to the school 

office before the child can start. Places in the Main School are offered strictly in the order in which 

applications are received. 

 

Deadlines for Admissions  

 

There are no deadlines for applications to Stratford Preparatory School. 

 

 

Although every effort will be made to notify parents, the School reserves the right to change the 

Admissions and Attendance Policy and Procedures without notice at any time. 

 

 

 
Equal Treatment 

 

Stratford Preparatory School is committed to equal treatment for all, regardless of a child’s race, 

ethnicity, religion, gender, sexual orientation or social background. 

 

Religious Beliefs 

 

Pupils of all faiths and none are welcome to attend the School. However, parents should be aware 

that all pupils are expected to attend regular services at Holy Trinity Church at the end of each 

term. Parents are welcome to join in our Services throughout the year. 

 

Specific Needs 

 

Stratford Preparatory School is a non-selective, co-educational school. Pupils with special 

educational needs are admitted, provided that the School can offer them the support that they 

require. Pupils with physical disabilities are admitted, provided that the site can accommodate them. 

Further details are set out in the Stratford Preparatory School Policy for Equal Opportunities. 

Parents of a child who has any disability or special educational needs must provide the School with 

full written details when applying for a place. The School needs this information so that, in the case 



of a child with particular needs, those needs can be assessed and parents can be consulted about the 

adjustments that can reasonably be made to cater adequately for the child’s needs both during the 

admissions process and if an offer of a place is made. Similarly, if a special educational need or a 

disability become apparent after an offer of a place has been accepted or after a child has started at 

the School, the School will consult with parents about reasonable adjustments that may allow their 

child to continue at the School. 

 

School’s Contractual Terms and Conditions 

 

Copies of the School’s Contractual Terms and Conditions will be made available to parents as part 

of the admissions process. 

 

Admissions Register 

 

In accordance with legal requirements, the School maintains an Admissions Register and Attendance 

Register. Every child’s name is added to the school Admissions Register and the Attendance Register 

at the beginning of the first day on which the school has agreed, that a child will attend the school. 

Other details forming part of the Admissions Register include: the child’s full name; sex; name and 

address of every person known to the school to be a parent of the pupil (and an indication of the 

parent with whom the pupil normally resides and which parents hold parental responsibility as 

defined by Section 3 Children Act 1989); at least three telephone numbers for emergency contact; 

day, month and year of birth; day, month and year of admission or re-admission to the school; and 

the name and address of the school last attended, if any. 

 

If a child fails to attend on the agreed or notified date, the School will undertake reasonable 

enquiries to establish the child’s whereabouts and the reason for the absence. The Attendance 

Register will be marked accordingly. The School will notify the Local Authority if the child’s 

whereabouts cannot be ascertained. 

 
If a pupil’s name is about to be deleted from the Admissions Register for any of the reasons as set 

out in the current edition of Children missing education (Statutory guidance for Local Authorities) 

(DfE) the school will notify the Local Authority. The notification to the Local Authority will include 

all the information as requested or required by the Local Authority including the full name of the 

pupil; the full name and address of any parent with whom the pupil lives; at least one telephone 

number of any parents with whom the pupil lives; the full name and address of the parent with 

whom the pupil is going to live and the date the pupil is expected to start living there, if applicable; 

the name of the pupil’s other or future school and the pupil’s start date or expected start date, if 

applicable; and the grounds for which the pupil’s name is to be deleted from the Admission Register. 

The Local Authority must be notified as soon as the grounds for removal of the pupil’s name is met 

and no later than the time at which the pupil’s name is removed from the Register. This does not 

apply for pupils transferring to secondary schools at the end of Junior 4 unless this information is 

requested by the Local Authority.  

 
If a pupil does not return to school within five school days after authorised leave of 10 school days 

or more, or after 20 school days unauthorised absence (in both cases, in the absence of illness or 

other unavoidable cause) the school and Local Authority will jointly make reasonable enquiries as to 

the pupil’s whereabouts. If such enquiries fail, the school will delete the pupil’s name from the 

Admissions Register. Any such removal of a child’s name from the Admissions Register is also 

subject the Terms and Conditions of the Parent/School Contract. 

 
The school will notify the Local Authority within five days of adding a pupil’s name to the Admissions 

Register other than at the start of the School’s youngest year group, namely at the start of Nursery. 

The notification will contain all the information held within the Admission Register about the child. 

 



If a parent informs the school in writing that they are home educating their child(ren), the School 

will inform the Local Authority and delete the child(ren)’s name from the Admissions Register. 

However, if a parent only gives this notification orally then the school will notify the Local Authority 

at the earliest opportunity. 

 
Where a parent of a pupil notifies the school that the pupil is registered at another school or will be 

attending a different school in future, the School will record the name of the new school, and the 

date when the pupil first attended or is due to start attending that school on the Admissions 

Register. 

 
Deletion from School Register  

 

Stratford Preparatory School will inform the Local Authority (where the school is located), prior to 

deleting a child’s name from the admission register, when the child is taken out of school to be 

home educated, when the family has moved away, when the child has been certified as medically 

unfit to attend school or if the child is permanently excluded. In addition, Stratford Preparatory 

School is required to notify the Local Authority of a pupil moving from the school to another school, 

together with the start date for the new school, except where this occurs at the end of Junior 4.  

 

 
Every amendment made to the Admissions Register and the Attendance Register must include: the 

original entry; the amended entry; the reason for the amendment; the date on which the amendment 

was made; and the name and position of the person who made the amendment.  

 

Preservation of the Admissions Register and Attendance Register  

 

Every entry in the Admissions Register and Attendance Register must be preserved for a period of 

three years after the date on which the entry was made. 

 
Security Deposits  

 

To secure the place, written acceptance is required by the specified deadline, along with a security 

deposit. The deposit is returned at the end of the child’s time at Stratford Preparatory School, but is 

otherwise non-refundable (for example in the event that an applicant should secure a place and then 

not join the school). In the event of any loss or damage to school property, parents will be billed 

accordingly. 

 
Waiting lists  

 

Waiting lists will be maintained, in order of written acceptances and deposits received, in the event 

that there is no available space in a particular year group. Maximum class sizes are normally 20.  

 
Personal Information and Validity  

 
Stratford Preparatory School respects the privacy rights of parents/carers and is committed to 

ensuring that it protects personal details and other information made available to the school in line 

with UK Data Protection law. It will be assumed that the information provided by the parent/carer is 

true to the best of the individual’s knowledge and belief. If a parent/carer submits false or 

deliberately misleading information, or deliberately withholds any relevant information the 

application becomes invalid, and the place withdrawn. For further information on how we process 

your data and our terms and conditions, please refer to the school’s Data Protection Policy, and the 

terms and conditions of the parent contract as signed on entry to the school. 

 



Attendance 

 
Stratford Preparatory School recognises that high levels of school attendance are significant to 

raising standards in education, and ensuring all pupils can fulfil their potential. Missing out on lessons 

leaves pupils vulnerable to falling behind and achieving less. We are proud of our attendance record 

which is generally very good, and are grateful to our supportive parents and carers who work with 

us to promote and encourage good attendance by their children. School staff will work with pupils 

and their families to ensure each pupil attends school regularly and punctually.  

 

At Stratford Preparatory School we see education as a partnership between family and school. We 

are committed to providing the highest possible quality of education for our pupils and we seek the 

support of parents in ensuring their children arrive punctually and attend school every day, as far as 

possible. All pupils are required to arrive at school by 8.45am; the school day ends between 3.30-

3.40pm, though many pupils remain later to take part in extra-curricular activities under the 

supervision of a member of staff or another authorised adult. With the exception of those attending 

Aftercare which finishes by 6pm, pupils are generally expected to leave at 4.30pm. 

 
The school maintains and monitors daily Attendance Registers in accordance with the Independent 

School Regulatory Requirements. An Attendance Register is completed at the start of each morning 

session and once during the afternoon session. The Attendance Register will show whether the pupil 

is: present; absent; attending an educational activity outside school approved by the school and 

supervised by a person approved by the school; unable to attend through exceptional circumstances; 

or not attending in circumstances relating to coronavirus (COVID-19); taking authorised absence 

(e.g. granted leave of absence by the school – usually by a senior member of staff, 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).  

 
The Register codes are set out in at the front of each register together with explanatory notes. The 

school has a safeguarding duty in respect of all of its pupils and all pupil absences will be followed up. 

Parents/guardians will be contacted on the first day of a child’s absence from school without 

authorisation. If no contact can be made, then the school will attempt to contact the child’s parents 

using the other school contact numbers for the child. If the child is known to any other service such 

as Children’s Social Care or Family Support, then the school will contact them for relevant 

information. The School will ascertain the reason for the absence; ensure that proper safeguarding 

action is taken as required; identify whether the absence is approved or not; and identify the correct 

code to be used before entering it on to the School’s register. 

 
Outings and Sports Fixtures  

 

Pupils are not allowed to leave the site during the school day unless accompanied by a member of 

staff or parents for outings or sporting fixtures, the dates of which have been given to parents in 

advance. Parents are asked to complete a blanket permission slip for all non-residential outings at 

the beginning of each academic year. Full details of all outings, sports fixtures and activities are sent 

to parents in advance.  

 

 
Change in Personal Circumstances  

 
Parents are regularly reminded of the importance of informing the school of any changes whenever 

they occur, including updating emergency contact numbers. They are also expected to complete a 

personal data sheet annually. If a parent notifies the school that the pupil will live at another address, 

the Admissions Register will be updated with the relevant information (including the full name of the 

parent with whom the child will live; the date from when it is expected that the child will live at this 

address; and the new address). 



 

 
Requests for Absence  

Doctor/Dentist Appointments 

 

Parents are asked to avoid making appointments in school hours where possible. When it is 

unavoidable, parents are asked to telephone or write to the Headmistress or to email 

secretary@stratfordprep.co.uk as far as possible in advance.  

 
Holidays and Other Requests for Absence 

 
Parents are asked to avoid taking their child away from school or on holiday during term time. We 

always publish the term dates on the website over a year in advance in order that parents can 

arrange holidays without disrupting their child’s education. Requests for absence must be made by 

letter or e-mail (secretary@stratfordprep.co.uk) to the Headmistress as far as possible in advance 

(except in an emergency, when parents are asked to telephone the Headmistress). Leave of absence 

is authorised at the discretion of the Headmistress and is not an automatic right of parents. It is the 

school’s policy to discourage holidays to be taken during term time.  

 
Unauthorised Absence  

 
A child missing from education is a potential indicator of abuse or neglect. Where there is a pattern 

of unexplained or unauthorised absence, teachers must inform the Headmistress (Designated 

Safeguarding Lead) who will investigate the reasons for such absence by meeting with the child’s 

parents to identify any abuse or neglect issues. Any concerns will be shared with social services. 

Stratford Preparatory School recognises its legal duty to report certain attendance issues to the 

Local Authority; these include ten 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 not known.  

 
Unexplained absences or absences giving cause for concern will be investigated and reported to 

Front Door (Multi-Agency Safeguarding Hub) if there are safeguarding concerns about the pupil. 

Further details are set out in the school Safeguarding and Child Protection Policy. If the child is not 

of statutory school age, the school will discuss attendance issues with the child’s parents and if 

considered necessary with the Front Door as stated above. 

 
Policy Monitoring and Review  

 

This Policy will be reviewed every three years, or before if necessary. It will be presented to the 

Proprietor for approval. 

 

This Policy should also be read in conjunction with other policies such as the Safeguarding and Child 

Protection Policy. The Government Guidance for COVID -19 sets out further details about 

permissible absences due to the COVID-19 pandemic. 

 

 

 

 

 
 

 

 

 



 
 

 


