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Pupil Admissions Form
Please refer to our Privacy Notices on our website or request a copy at the office.

	Child’s Legal Forename Name(s)
	Date of Birth: 
DD /MM / YYYY

	Child’s Legal Surname:
	

	Preferred Forename:
	

	Gender: (Male/Female):
	

	Address: 
Post Code:
	Name and contacts of Previous School and its location (if applicable):


	Please tick the box if your accommodation is temporary
	

	Religion:

	

	Parent / Carer Full Legal Name:


	Relationship to the child: (for example: mother, father, carer)

	Address:
Post Code:                                                  
	Date of Birth:
DD /MM / YYYY


	Mobile:
	Home:
	Work:

	Email address:

	

	Parent / Carer Full Legal Name:
	Relationship to the child: (for example: mother, father, carer)

	Address:
Post Code:                                                                         
	Date of Birth:

DD /MM / YYYY


	Mobile:
	Home:
	Work:

	Email address:

	

	Emergency Contact 1
	Name:
	Number:

	Emergency Contact 2
	Name:
	Number:

	Has your child been involved with other agencies, eg Early Help, Children’s Services?      Yes( No(


	Other Children in the Family - Please write the names of any other children in your family.

	Name
	Date of Birth
	School

	
	
	

	
	
	

	
	
	


	Medical

	GP practice:
	Dental practice

	Address:

	Address:


	Telephone number:
	Telephone number:

	Dietary Needs, Restrictions and Allergies - Please tick (✔) any food needs your child has.

	Halal (                           

Vegetarian (                         
Vegan (                                                     
No pork (      
No beef (     
Kosher foods only (            
Other - Please specify:  ________________________________________________


	Medical Conditions

	Does your child have any medical problems? (For example: asthma, eczema, epilepsy, diabetes, allergies)
	(If yes please specify)


	Does your child need to take any medicine during the school day? (For example: inhaler, allergy medicine, epilepsy medicine)
	(If yes please specify) 



	Does your child have any allergies? (For example: nuts, milk, eggs, wheat, fish, insect stings, medicines)

	(If yes please specify what and nature of allergy)



	Special Educational Needs

	If you want us to arrange a meeting with our Special Educational Needs Coordinator prior to your child starting school please tick  (  (Office - Refer to Inclusion Manager)


	Meal Arrangements

	Paid School Meal (
	School meals are free to Reception to Year 2, you will still need to apply for Free School Meals if you are entitled, this is really important as it may impact on other benefits.



	Packed Lunch (
	

	Free School Meal (
	

	Is your child entitled to Free School Meals?

	If you are not sure about this, please talk to a member of the office staff.  If your child is entitled to free school meals the school gains an extra £1,300 funding for your child’s education.  By providing the school with the information below the school can run a check on your behalf but you are not required to provide this information as part of your child’s admissions process.  If circumstances change at any point and your child becomes entitled to free school meals, the school can notify you immediately.

	Your Full Name:
	Date of birth         DD /MM / YYYY

	Your National Insurance Number:
	

	OR National Asylum Support Service Number:

(You can get this from Migrant Help by calling 
0808 207 0503)
	

	If you think you are entitled to Free School Meals, please bring proof of benefit into school.  All Free School Meal benefit forms must be completed online before admission.  Go to www.manchester.gov.uk/benefits , call 0161 234 5003 or 

Email: benefit.enquiries @Manchester.gov.uk

	For Nursery applications only

	If you are eligible for claiming 15 hours of free childcare please confirm your eligibility here. 
To check your eligibility please visit:  https://www.gov.uk/free-childcare-if-working/apply-for-free-childcare-if-youre-working
	I am eligible to claim 15 hours of free childcare

Yes(           No(


	Ethnic Origin

	Ethnic origin refers to members of an ethnic group who share the same cultural identity.  
This does not mean country of birth or nationality. 

	Bangladeshi
(
Black British
(
Irish

(
East African Asian
(
Caribbean
(
White British

(
Indian
(
Somali

(
Other White please specify:
(
Pakistani
(
Other African
(
I do not wish an ethnic background category to be recorded.
(
Chinese
(
Middle East
(
Vietnamese
(
Other Black please specify:

(
Other Mixed Origin, please specify

_______________________________

(
Kashmiri

(
White & Black Caribbean

(
Other Asian please specify:

(
White and black African

(
White & Asian

(



	Does your child speak English? Yes( No(

	What is your child’s home/first language? (Please specify)


	Are there any other languages spoken at home? (Please specify)



	If English is not your first Language, please circle below your child’s ‘proficiency in English’.

	New to English
	Early Acquisition
	Developing Competence
	Competent

	Fluent

	Not Applicable


	Country of Birth:

	Are you an International New Arrival?            Yes(           No(

	If yes, please provide the date you arrived in the UK:

	Nationality:

	Are you an Asylum Seeker?            Yes(           No(

	Admissions Notes-Office Only

	


LEGAL REQUIREMENTS
The Children’s Act 1989, aims to strengthen relationships between parents and their children even when the parents are separated or divorced. It requires your child’s school to ask you to share family details which you may not previously have told the school. It is realised that some of this information may be of a personal or sensitive nature, but it will be treated in confidence by the school and not disclosed to any other agency or person without your consent. 

The details you give will help us to make sure that all those who are responsible for your child can be properly involved in his/her education. This is especially important if those with such responsibility do not live with their child. If your family circumstances fit into this category, please complete the section below.

Please list all those with legal parental responsibility (ie all named parents on the child’s birth certificate)
	Name: 
	Relationship to child
	Address

	
	
	

	
	
	


Are there any of the child’s family denied legal access to the child? 
If yes, name and relationship ……………………………………………………………………………………………………

	DATA SHARING 

In completing this form, I understand that the personal data about my child eg postcode, ethnicity, will be shared with the Department for Education, Local Education Authority and other children’s services e.g. School Health

I agree to this data being shared (full details of the Privacy Notices that can be found on our website or obtained from the school office)

Signed: ___________________________________      Parent/Carer Name: ________________________
Relationship to Child: __________________________________          Date: ________________________



This is a legal document and must be completed and handed into the school on or before the day your child is admitted.
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Safeguarding
Old Moat School takes safeguarding seriously and aims to create and maintain a safe learning environment where all children and adults feel safe, secure and valued and know they will be listened to and taken seriously. In order to provide the best support for our families it may be necessary to complete an Early Help Assessment that will be shared with other agencies such as health practitioners, housing providers and financial support.

I, ______________________ (Parent’s name) give consent for any Early Help information to be shared with other agencies.
I, ______________________ (Parent’s name) have received and will read the ‘Safeguarding at Old Moat School’ leaflet, and understand that Children’s Services may need to be contacted in the event of a serious safeguarding concern.

Parent signature: _____________________________________________
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Permissions
Remember you have the right to withdraw any permissions you have given at any time during your child’s time at the school.  To do so please ask the office for a new form and any changes to the permissions you have given will be recorded and acted upon.

	Parental Consent for activities within the curriculum, please tick the boxes against the things you give permission for:

	(
	School trips and activities 
I give permission for my child to go on all school trips and take part in all planned activities. The school will tell me before each trip or activity, and I understand I can say no if my child cannot join in.

	(
	Emergency medical care 

I give permission for my child to be taken to hospital for treatment in an emergency.

	(
	Internet use  

I give permission for my child to use the internet for learning. I understand the school will keep them safe online with strong controls.

	(
	Swimming lessons (Key Stage Two)  

I give permission for my child to go swimming as part of their lessons in Key Stage Two.

	Consent for Pupil Image to be used

	We take the issue of child safety seriously and this includes the use of images of children. Including images of pupils in school publications and on the school web-site can be very motivating for the pupils involved, and provide a good opportunity to promote the work of the school. However, schools have a duty of care towards children and that means that pupils must remain unnamed.
We ask that parents’ consent to the school taking and using photographs and video to enhance learning. Any use of pupil images at school is underpinned by our Acceptable Use Policy on Internet Safety. We will never include the full name of a child alongside an image. 

The identity of your child is always protected, please see our privacy notice.

	If you agree please tick the boxes against the things you give permission for:

	(
	Public communications. 

· on the school website

· in school publicity (for example: newsletters or leaflets)

· social media

The child’s name will not be shown with the photos.

	(
	Internal use only.
· in digital recordings used for staff training

· on displays inside the school

· coat pegs

	(
	School community from invite only platforms (parents and staff only)
· Class Dojo
· Class photos.
· Tapestry

The child’s name will not be shown with the photos.

	Child’s Name:
	
	Your Name:
	

	Signed: 
	
	Date:
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Data Protection

The data you provide on this form will be dealt with due care and respect.  It will be kept secure and only those that have a legitimate reason will have access to the data.

The detail on this form is required for us to admit your child into our school and the legal basis for the information is to carry out a public task and fulfill our official obligations to the DfE.  Some of the information is to protect the vital interests of your child, for example dealing with medical emergencies.

There is a section of this form about the entitlement to Free School Meals that is not required for the purpose of admitting your child into school and you are not obliged to provide this information, however the benefits for providing this information are provided in the section on page 2 of this form.

The parental consents in this form are so that we can seek, obtain and record consent, including how to make a change to your consent should you wish to make a change to do so. The consents are freely given, specific, informed and unambiguous and a positive affirmation of the individual’s agreement.
All our policies can be viewed on our school website by following this QR code: 
· Behaviour policy

· Intimate care policy

· Safeguarding policy

· Attendance policy

· Educational visits and trips policy

· First aid policy

· Medical policy

· RSHE policy
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Arrivals, Departures and Mobile Phone Procedures   

This procedural document is part of the school’s policies for safeguarding children.   

Our school will give a warm and friendly welcome to each child on arrival and ensure that they depart safely at the end of each session.   

It is the responsibility of staff to ensure that an accurate record is kept of all children in school, and that any arrival or departure to and from the premises is recorded in a separate register held in the office, which all parents must sign when children are taken from the premises earlier than the usual sessions. Similarly, when a child arrives late, this must be reported at the school office where a note of the arrival will be made and a sticker issued to notify staff that the child has been marked in.   

We understand that where pupils travel to and from school unaccompanied by an adult, they may carry a mobile phone for additional peace of mind, though this is not a recommendation from the school and can sometimes make children more vulnerable.    

Arrivals  

The school gates are opened at 8.00am in the morning for the beginning of breakfast club. In the interest of safety, children attending breakfast club must be escorted into the building and taken into the dining hall by their parent/carer. Children in Years 5 and 6 may arrive on their own if a permission slip has been signed by an appropriate adult and returned to school. Parents wishing to make alternative arrangements are asked to make an appointment to discuss the matter with the Deputy Head or Headteacher.  

Early Years Foundation Stage  
The doors into the Nursery and Reception classes open at 8.40am each day. Parents/carers are encouraged  to bring their children inside and help them to settle ready for the day ahead. This is also a good 

opportunity to pass on any important information about your child’s wellbeing.   

Years 1, 2 and 3  
The doors to these classrooms will be open from 8.40am each morning so that the children can come in and complete a “morning task”. Parents/carers can discuss any issues with the class teacher or teaching assistant during this time.    

Years 4, 5 and 6  
Children from Years 4, 5 and 6 can enter school from 8.40am via the external doors by the stairwells. We expect children from these year groups to be more independent so parents are not encouraged 

into the classrooms at this time. Appointments to speak with the class teacher can be made for after school.   

All external doors will be locked at 9.00am and any children arriving after this time are late and must make their way to the school office to be signed in.   

Teaching staff will register children at 9.00am. Shortly afterwards, the office staff will begin to contact families who have not arrived for school or telephoned to report an absence.   

The senior Leadership Team will closely monitor the attendance and punctuality of all children. If a child’s attendance and/or punctuality become a cause for concern then their parent/carer will be contacted to discuss the issue as detailed in our Attendance Policy (please see our website or ask for a copy from the school office).  

The school gates on Old Moat Lane, Hough Road and Whitchurch Road will be locked at 9.05am. The main gate on Old Moat Lane will be operated via the intercom for the remainder of the school day. This will be the only way to access school between 9.05am and 2.55pm. At 2.55pm all external gates will be reopened ready for the end of the school day.   

The carpark is for staff only. Children and parents should not use the gate from the carpark.    

Departures  

The staff of Old Moat appreciate that the majority of parents and carers endeavour to collect their children on time every day. We accept that occasionally, due to unforeseen circumstances, parents may be a little late and we ask that when this happens you contact the school office immediately to inform us of the problem.   

No adult other than those named and recognised will be allowed to leave the school with a child. In the event that school staff are unsure about who the person collecting is, they will contact the parent/carer to seek clarity.   

All children must be collected unless they are in Year 5 or Year 6 and their parent/carer has provided written consent for them to walk home alone. The same conditions apply to collection from after-school events and sports clubs. Children in Woodland, Nursery, Reception and Years 1, 2 and 3 must be collected by a responsible individual aged sixteen or over. Children in Years 4, 5 and 6 must be collected by a responsible individual aged fourteen or over unless they have an agreed permission to walk home (Year 5 and Year 6 only). Parents wishing to make alternative arrangements should request a meeting with the Deputy Head or Headteacher. 

Early Years Foundation Stage & Woodland 

Children are collected from Nursery & Woodland classes at 3.05pm and from Reception at 3.15pm. Parents/carers should collect their children from the classroom doors. It may be possible to have a short conversation with the class teacher at the end of the day should you need to discuss your child’s wellbeing.   

If parents/carers know in advance that a different adult will be collecting their child they should notify the staff of this prior to collection. Only familiar adults will be permitted to collect children. If a different adult will be collecting, we ask that you notify staff about this in advance. If we have any doubts about who the adult collecting is, we will contact parents/carers to seek clarity.   


Years 1, 2 and 3  

Children must be collected at 3.15pm from their classroom door. Should you wish to discuss your child’s wellbeing it may be possible to talk to the class teacher at this time.  Only familiar adults will be permitted to collect children. If a different adult will be collecting, we ask that you notify staff about this in advance. If we have any doubts about who the adult collecting is, we will contact parents/carers to seek clarity.   

Years 4, 5 and 6  

Children must be collected at 3.15pm from the external door through which they are greeted in the morning. If you need to discuss your child’s wellbeing it would be helpful to make an appointment with the class teacher. Only familiar adults will be permitted to collect children. If a different adult will be collecting, we ask that you notify staff about this in advance. If we have any doubts about who the adult collecting is, we will contact parents/carers to seek clarity.   

Late Collection  

In the event that children are not collected on time they will be taken to the main office where they will be supervised by a member of school staff until a known adult comes to collect them. We will record details of the time the adult arrived and the reason that they were late. For safeguarding purposes, we will also ask the adult to sign the sheet to confirm that they have collected the child.  

Senior Leaders will monitor the late collection of children and will request to meet with parents/carers who are frequently late. Records of these meetings will be held in a file in school in accordance with our safeguarding policy.  

If no explanation has been provided for late collection we will attempt to contact parents/carers and emergency contacts on the telephone numbers we hold on our system. We will continue to keep the child safe, comfortable and well-cared for. In the event that a child has not been collected and no contact has been made with or from a parent/carer by 4.15pm we will follow our Safeguarding Policy and contact the Police to alert them to the situation.   

Mobile Phones  

We understand that for pupils travelling to and from school unaccompanied by an adult, carrying a mobile phone may provide additional peace of mind for them and their parent/carer. For this reason, pupils in Year 5 and Year 6 who travel to and from school on their own, are permitted to bring their mobile phone to school. Upon arrival at school, the mobile phone must be switched off and handed to the child’s class teacher where it will be looked after until home time. Mobile phones must not be switched back on until the children have been dismissed and are leaving the school premises. Children attending after school clubs will have their mobile phone handed to the adult in charge so that it can be looked after until the club has finished. Again, phones should not be turned back on until the pupil has been dismissed and is leaving the premises.  
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