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Parent/Carer contacts Caedmon College/ Eskdale School directly

Inform Senior Leader (SL) in charge of admissions (Years 7 to 11) reception

Make an appointment for a look around (if required) SL/Pastoral
Manager
(PM)

Explain the procedure for contacting County (admissions department) to make | SL/PM

formal application

Application made through County
County send email and put new starter file on S2S for CCW or Eskdale to | office

retrieve.

Send new starter form to previous/current school.

office /Pastoral

Pastoral manager for year group to ring previous school for verbal information. | manager

Alert SENCO if relevant.

If SENCO alerted then SENCo to keep SL/PM informed of any relevant | SENCO

information.

Arrange a visit for parents and student interview, SENCo to be invited if | SL/PM

relevant.

Only when files (CTF, FAX and coursework) and new starter form have been | office — PM

obtained from the previous school ring to confirm starting date with | (PM to contact

CCW/Eskdale SENCo to
organise
baseline
assessments)

Student to be entered onto MIS system with the information from the files office

Construct timetable for the new starter SL/PM/office

Inform teaching staff and make sure they have any relevant data/ information | SL/PM

SL/PM to greet student at the start of the agreed date. SL/PM to
arrange

Students wishing to transfer between CCW and Eskdale

Parent contacts the school, SL rings to explain procedure

SL

Parent and child meet with representatives of both schools where the
pros and cons are explained

SL from both
schools

Parent and child go away to think and contact SL to confirm that they
wish to proceed

Each child wishing to go through this process does so on a six week
trial basis. If they wish to they can terminate the trial at any time

At the end of the trial SL meets with family again

SL

Family apply through County using the procedures above







