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Admissions Policy
Entrance Criteria

Notre Dame Preparatory School (Norwich) Limited is a Catholic Co-Ed School, which welcomes pupils of all denominations or none, from the age of 2 to 11 years. 

Children are not discriminated against because of creed, colour, physical or mental disability, except wherein, it would be impossible to cope within the confines of the building.

Priority is given to those with a sibling already attending, followed by Roman Catholics. All children take part in assemblies and support the ethos of the school.  (Please see Faith Information Document).

Notre Dame Prep School is a non-selective school, although standards and expectations are high. The school prides itself on doing the best for each pupil. There is no entrance examination, although children may be informally assessed if appropriate on their trial day or induction days.
The school prides itself in providing support for children with SEN and is experienced with the SEN Code of Practice and young people with EHCPs. Children with special educational needs will be assessed by the school’s Special Educational Needs Co-ordinator, who will, with the Head Teacher, decide whether the school is sufficiently able to support a pupil. 

As part of the registration process, parents/carers will be required to provide documentation to evidence their child’s date of birth. This is to confirm they have reached the eligible age for free funding entitlements. A copy of the document will be retained and will be stored securely and destroyed when there is no longer a good reason to keep the data.
Capacity:

Main School: Pre-Prep to Prep 6 maximum 24 pupils per class.
Class sizes in our Nurseries are dependent on having the correct staffing ratios (currently maximum 24 pupils).

School age range: 2 years to 11 years inclusive  

Pupils may join the school at the age of 2 although pupils also enter at other ages, depending on the availability of places. Children who are 2 years old and deemed ready by the Head Teacher, may start in the Nursery Caterpillar Class. Notre Dame Prep School operates the Government Funding Scheme for three and four year olds in our Nursery.

Preliminary Visit

Parents are welcome to, in the first instance; contact the School Office to enquire about the availability of places. Parents are encouraged to bring their child to the school, either at Open Day, or on an individual visit, where they will be informally interviewed by the Head Teacher and meet other staff.

Registration

A waiting list system may be in operation.  Registration puts a child’s name on the list according to the date the form is completed and the relevant payment made. Parents can register their son or daughter for admission by completing the Registration Form and paying the administration fee of £50. Registration is the first step to securing a place at the school. Note that the registration fee for funded nursery places does not apply unless they express an interest in attending the main school.
Trial Days
The children of parents interested in taking an application further attend 3 trial days. if practical, in school. Here they will attend lessons with the year group which they would join. This allows the prospective pupil to have a full taste of life at Notre Dame Prep School.

At the Trial Days, teachers are able to make an assessment as to whether the prospective pupil will be able to manage the academic demands of the school. Of equal importance is that prospective students will fit into the school socially.

Offer of a Place
The Head Teacher will consider offering a place once the trial days have been completed and a meeting has been held with parents/carers.  
On the formal offer of a place a letter will be sent with the relevant paperwork for completion and return, along with a request for a deposit of £450 (main school applicants only). If the pupil does not subsequently join the school, the deposit payment will be forfeited; otherwise it will be refunded when the pupil leaves the school, assuming all costs have been met.
Nursery – Minimum Session Requirements

Children joining the Caterpillar Nursery (2 year olds) will be required to attend a minimum of 2 full days a week. All children joining the Butterfly Nursery (3-4 year olds) must attend (or pay for) a minimum of 3 full days. Those children who require a settling in period for the first term; the early years lead will the happy to discuss this on an individual basis to help ease the transition.
Early Years Funding for 3 & 4 Year Olds

Early Years Funding is offered within the national parameters – 

· no session to be longer than 10 hours 

· no minimum session length (subject to the requirements of registration on the Ofsted Early Years Register) 

· not before 8.00am or after 6.00pm 

· a maximum of two sessions in a single day.
The Admission and Charging Policy is issued to all families as part of the registration process.  It is also available on our website www.notredameprepschool.co.uk.

Early Years Funding  is offered to families for a maximum of 38 weeks (35 term-time and the 3 weeks of holiday club over the academic year. The funded hours can be claimed (to the maximum available) as follows: 
· Mon  
 8:30am to 3.30pm
· Tues  
 8:30am to 3.30pm
· Wed   
 8:30am to 3.30pm 
· Thur  
 8:30am to 3.30pm 
· Fri    
 8:30am to 3.30pm 
SEND - Notre Dame Prep School aims to follow the requirements of the SEND Code of Practice (2015) and provides an inclusive environment for all children and their families. The school is required to comply with the requirements of the Equality Act 2010.  
The school will monitor and review the progress and development of all children. However, where a child appears to be behind expected levels of development or where a child’s progress gives cause for concern the school will adopt a graduated approach with 4 stages of action: Assess, Plan, Do & Review.  The school will work in partnership with parents and provide information on how the school is supporting their child’s development and will seek consent to request support from outside agencies where necessary.

Notre Dame Prep School has a responsibility to identify groups of disadvantaged children who attend the setting and will apply for additional funding available locally, if families meet certain criteria. The school will use this funding to ensure support is in place to improve children’s outcomes.

Notre Dame Prep School will work with the local authority to ensure information is available locally to parents to ensure they are able to make choices about the right childcare provision for their child with SEN.

Notre Dame Prep School aims to identify all children that may attract any additional funding such as EYPP and DAF, and any locally available funding streams with a view to submitting a claim/application to support and improve their outcomes.
We will work with parents to ensure that as far as possible the hours/sessions that can be taken as free provision are convenient for parents’ working hours.

Entry

A School Information Pack will be sent preceding the pupil’s entry to the school. This includes the following information:

· Mission Statement and Aims

· School Fees

· How to Pay

· Parent Information: Arrival, Departure, Absence, Holidays, Medication etc.

· School Policy Information

· Early Years’ Government Funding

· Behaviour Management Policy

· School Rules

· School Times

· Uniform

· Privacy Notice

· Photography in School

· After School & Homework Club

· Holiday Club
· Holiday and Event List

· Governing Body List

· Staff List

· Complaints Policy

· Admissions Policy

Bursaries

Financial assistance may be available to families in need; initially all families are expected to make some contribution to fees.
Data

We will work in partnership with parents, carers, childcare providers, the local authority, and other organisations to improve provision and outcomes for children in their setting. Where required we will seek parent / carer consent to collect, share and use your information in accordance with the Data Protection Act and General Data Protection Regulations.
For further information relating to how the school will use (or “process”) personal data about individuals including past and prospective pupils and their parents, carer or guardians please read the Notre Dame Prep School policy on Privacy and the Protection of Data.

See also:

Mission Statement and Aims Policy

Early Years Transition Policy

Curriculum Policy

School Regulations and Times Policy

Privacy and the Protection of Data Policy

Faith Information
This list is not exhaustive and other NDPS policies may apply

Reviewed September 2025 by S Smith

Approved September 2025 by K Laudan 

To be reviewed no later than September 2026
PAGE  
4

