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Admission Procedure
In order to give children the best start in our school we aim to create a welcoming and inclusive environment. We follow the PAWS model recommended by the Bell Foundation[footnoteRef:1]: [1:  New Arrivals - The Bell Foundation (bell-foundation.org.uk)] 

1. Prepare – Prior to admission we ** insert your own school procedures here. You could include:
· Complete a New Arrivals admission form with key information. Provide language support where necessary
· Arrange a tour of the school with key information provided in the home language and/or with pictures or photos to support the information
· Show parents where to find key information on the school website and how to use the translation button
· Provide guidance on the English education system translated into home language (Guidance is available in 22 languages to download from the Bell Foundation: Guidance for parents of students who use EAL: Helping children learn - The Bell Foundation (bell-foundation.org.uk))
· Display a ‘welcome’ sign in the family’s home language 
· Provide information about local organisations/charities/groups providing support

2. Alert – Before the pupil starts we ** insert your own school procedures here. You could include:
· Meet with parents to develop a Pupil Profile. This helps us to get to know what the child likes and dislikes and to understand more about their experience of going to school
· Provide key information for the class teacher
· Assign a key adult to offer initial pastoral/settling in support
· Develop an induction plan for the first week
· Organise a buddy system to provide peer support at different points in the day
· Prepare visual communication fans with key survival language

3. Welcome – In the first few days we ** insert your own school procedures here. You could include:
· provide peer support through our buddy system
· provide communication support by offering visual support (communication fans) for key survival vocabulary
· (for older children) set aside a room where the children can relax with other New Arrivals
· use visuals, translation apps and other language support to ensure access and communication

4. Support – In the first weeks we ** insert your own school procedures here. You could include:
· provide access to the curriculum using key visuals (e.g. photos, diagrams) because we recognise that the child might have already learned the concepts in their own language
· undertake an assessment of English language proficiency and set targets for development
· begin to build up an assessment profile of strengths and any areas of difficulty or concern
· review the key adult support and identify whether additional monitoring or pastoral support is needed
· invite parents to a coffee morning or other social opportunity to meet with other international parents
· keep in touch with parents and share information about their child’s progress
· share information about extra curricular activities to encourage pupils in making connections
 Initial admissions meeting
Think about which staff member is best placed to conduct the admissions interview and if an interpreter is needed.  If possible, find a pupil who speaks the same language as the newly arrived pupil and their parents to help with the school tour. Also consider what questions could be asked in order to gather information that will be useful in supporting the pupil’s learning and well-being.
Some example questions, to be adapted to the individual family circumstances:
· Previous education: What is the pupil’s learning history? How much previous education has the EAL learner had? Have there been any gaps or interruptions in their education? What are typical teaching styles and expectations in the home country? What expectations were there with regard to parental involvement? What was the learner’s attainment at their previous school?
· Language and literacy practices: What languages does the pupil/family speak (read and write)? What languages are spoken at home? Are these languages spoken by the EAL learner? Who speaks which language to whom? Are there other families nearby that share the EAL learner’s language?
· English language background: Has the learner had any prior English language input? What is the pupil’s Proficiency in English? (KS3/KS4 Does the learner have any qualifications in English language from their home country?)
· Family circumstances: Who is the pupil living with? What is the family situation? Are there any circumstances the school should be made aware of?
· Religious and cultural considerations: Are there any dietary needs to take into account? Are there any issues regarding clothing and changing for PE?
· What is the country of origin and other countries of previous residence?
· What are the family details?
· Other information e.g. Special Educational Needs, health issues, separation or trauma, interests, strengths
Such information should be shared with other relevant school staff before the learner’s first day in the form of an EAL pupil profile
 Preparation and planning for the new pupils
If possible, arrange for the child to start school three to four days after their admissions meeting. This gives both the school and the family time to get organised. Ensure all school staff are aware of the new pupil and how best to support them, particularly in the early days. Make sure the class teacher will be in the class on the pupil’s first day and start with a half day until lunchtime. This is to avoid overloading the pupil with too much information. Supplying buddies with a checklist of their tasks is a helpful approach. 




This work is licensed under CC BY-NC-SA 4.0. To view a copy of this license, visit https://creativecommons.org/licenses/by-nc-sa/4.0/

image1.jpg




