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Sunningdale School – Admissions Procedure 

Draft statement and advice 

sent by L.A. to school(s) 

and parents Draft discussed, can meet 

needs identify appropriate 

class, paperwork shown to 

class teacher 

Parents or professional 

contact Sunningdale to 

arrange a visit 

L.A. arranges transport from 

home time on agreed date 

and informs parents that 

child has a place at 

Sunningdale from that date 

School contacts others as 

necessary/appropriate: 

current school / health / 

social work personnel etc 

Parental visit conducted, 

school explained, shown 

appropriate classes / 

facilities 

School identifies any 

specific requirements we 

could not immediately meet 

and notifies L.A. that could 

meet child’s need, or need 

additional provision 

Letter / phone call from 

L.A. asking whether school 

could accommodate pupil 

Letter / phone call from 

L.A. asking for starting date 

Agree starting date with 

L.A.  RG, CW & class 

teacher informed 

RG phones or writes to parent suggesting a pre-visit if not already 

happened and arranges times on a flexible basis depending on needs of 

the child 

RG passes 

paperwork to admin staff 

who prepare classroom & 

office files 

Parent brings child in, takes them to class with RG, meets classroom 

staff. Parent stays in classroom until happy, completes permission forms, 

check transport & dinner arrangements etc. Medical interview when 

necessary with School Nurse 

Child inducted into 

classroom by classroom 

staff 

Digital photo taken and 

stored with digest of child’s 

needs 

 “Settling in” programme is 

planned and implemented 

depending on need of child 

Parents express a preference 

for Sunningdale  

Discussion of any special 

requirement with L.A. 

L.A. finalises statement and 

sends to parents & school 

Baseline assessment undertaken 

PLP for child prepared during first 

half term 

Parent invited into school – 

coffee morning or 

separately to discuss I.E.P. 

 


