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Our ref:  1/3059
Circular No: 2007/111
29 August 2007
To
Principals of all Primary Schools

OPEN ENROLMENT IN PRIMARY SCHOOLS: ADMISSIONS IN 2008/2009 SCHOOL YEAR

Dear Principal

This circular includes information relating to admission to Primary Schools in the 2008/2009 school year.

Other information which is relevant will be found in the following:

· Part III of the Education (Northern Ireland) Order 1997 which deals with admissions to schools;

· Department Circular No. 2003/2 issued on 14 February 2003 and entitled Class Sizes in Key Stage 1;

· Department Circular No. 2007/13 issued on 31 August 2007 and entitled Open Enrolment in Primary Schools;

· The letter from the Open Enrolment and Transfer Procedure Branch of the Department to be issued on 1 September 2007 giving details of the proposed Admissions and Enrolment Numbers for your school for the 2008/2009 school year; and

· Guidance provided to Catholic Maintained Schools by CCMS.

ADMISSIONS POLICY

Attached to this letter you will find a copy of the Admissions Policy of your school which was published for admissions during the 2007/2008 school year.  This has already been partially updated for the 2008/2009 school year.

The Department in its timetable has stated that the final date by which revised admissions policies for the 2008/2009 school year should be returned to boards is Friday 28 September 2007 at the latest but I would be grateful if you could return the information by Wednesday 19 September 2007 if possible.

It is only the Board of Governors which can determine the Admissions Policy and it must be reviewed on an annual basis (Principals or Admissions Committees may apply the admissions criteria if they have the authority of the Board of Governors to do so).  

If you wish to return the policy to the Pupil and Parent Unit prior to approval by the Board of Governors please mark the policy clearly – “Still to be adopted by the Board of Governors”.

ADMISSIONS AND ENROLMENT NUMBERS

If a permanent increase in the enrolment number is being sought on the grounds of an increase in accommodation application should be made to the Department giving the relevant information.  Copies of the school’s letter to the Department should be sent to the Pupil and Parent Unit and CCMS (if the school is a Catholic Maintained school).

If a Board of Governors wishes the admissions or enrolment number to be increased as a temporary variation a letter giving the details identified in Paragraph 29 of Department Circular 2007/13 should be sent to the Department.  A copy of the letter should be sent to the Pupil and Parent Unit and in the case of Catholic Maintained Schools also to CCMS.  It is the normal practice of the Department not to grant a temporary variation for the succeeding school year until applications are received in January/February.

ELEMENTS OF ADMISSIONS POLICY REQUIRING PARTICULAR ATTENTION

1 School address, telephone number, fax number, email* etc.

2 Names of Chairman of the Board of Governors and Principal.

3 Admissions and Enrolment Numbers.

4 The numbers of applications and admissions for the 2006/2007 School Year may have to be amended particularly in respect of details for reception classes.  

5 Numbers of applications and admissions for 2007/2008 School Year (as known).

6 Actual enrolment in September 2007. 

7 Expected enrolment in September 2008.  An informed estimate is all that is required.

*  
Schools should be using the Classroom 2000 email address. 

RECEPTION CLASSES  

Following a query the Board is awaiting legal advice regarding the admission of reception pupils.  I had hoped that this advice would have been available before writing to schools regarding admission policies.  When it is received I will inform schools whether or not the matter in question has implications for those schools which admit reception pupils.  I would ask that any school with a policy for admitting reception pupils does not make any return to the board until I clarify the position regarding reception, which I hope to do in time to facilitate the return date of Wednesday 19 September 2007.
(a)
Policy on admission 

Schools may admit children born between 2 July 2004 and 1 September 2004 to a reception class on 1 September 2008, where such a class exists.  If the school intends to admit children to a reception class by 31 October 2008 a statement such as the following may be included ‘to be admitted during the week commencing Monday 22 October 2007’.  Please remember children must not be admitted to a reception class until their fourth birthday.  
(b)
Zero-rating of pupils 

Where schools have decided that only children of compulsory school age are to be admitted the admissions policy will clearly reflect this.  Where schools will continue to admit children to reception class unless zero rating applies the following caveat may be included after the statements as to which children are to be admitted:

“The school will continue to admit children not of compulsory school age as above, unless the Department determines that such children will be zero-rated for funding purposes”.

I would refer you to Department Circular No. 2007/12 Paragraphs 64 – 68 for further information on the Admission of Children below Compulsory School Age.
LIMIT ON CLASS SIZES

The statutory limit from 1 September 2000 for Reception and all Key Stage 1 classes is 30 pupils.  Department Circular No. 2003/2 Class Sizes in Key Stage 1 gives further information.  Please contact me if you require advice and/or approval for any situations where it is deemed impossible to meet the statutory requirement without adversely affecting the education of other children within the school.  Schools which have been awarded money under the class size initiative for 2006/07 have already been notified.
Apart from statutory limits some schools may wish to limit Reception or P1 classes to 25 pupils.  If this is the case the detail should be made clear to parents through the content of the admissions policy.  In the case of children of compulsory school age (P1) a limit of 25 pupils may not be applied if it results in admitting fewer children than the school’s admissions number.

ESTIMATED NUMBER OF BOOKLETS AND APPLICATION FORMS REQUIRED

Also attached you will find Form OEBT1 which is to be returned by Wednesday 19 September 2007.  The information will be used to identify the estimated number of booklets and application forms required.  Please give as accurate information as possible to enable us to supply adequate quantities.  This will also help ensure that board resources are used to the maximum advantage through not printing more booklets than are actually required.  Additional copies can be supplied if necessary although the booklets will be available on the board’s website as is the case for 2007/2008 admissions.

ADHERENCE TO TIMESCALES

The tight timescales for the return of information are necessary to facilitate the printing and distribution of the thousands of booklets required.  For effective distribution of enrolment materials the issue of the primary booklets is co-ordinated with the pre-school and transfer information.  The non-return of information by one or a few schools can delay the printing, packing and delivery of booklets and forms to an entire council area.   In the event that a school does not adhere to the above timescales, the information used in the 2007/08 booklet will be published for 2008/09.  The co-operation of schools in this matter is appreciated.  

Guidance for principals

If you have any queries please contact Mrs Elizabeth Reaney, Senior Executive Officer, Pupil and Parent Unit (028 3751 2406) who will draw to my attention any matters necessary.

Guidance for recently appointed principals

Any principal who has been appointed recently and who has not experienced this procedure, that wishes to meet with me either individually or as part of a group should contact Mrs Shirley Megarity (028 3751 2326) by Friday 7 September 2007.

Yours faithfully

Mairead Maguire (Mrs)

Head of the Pupil and Parent Unit

Direct Line (028 37 512411)

Encs

MM/sm
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OEBT1


OPEN ENROLMENT IN PRIMARY SCHOOLS:

ADMISSIONS IN 2008/2009 SCHOOL YEAR

ESTIMATED NUMBER OF BOOKLETS AND APPLICATION FORMS REQUIRED

__________________________________________________ PRIMARY SCHOOL

DISTRICT COUNCIL AREA:
________________________________

Open Enrolment Primary

___________ booklets




___________ application forms

SIGNED: _______________________ Principal


________________ Date

CHRISTMAS HOLIDAYS

In order to facilitate delivery please state the dates that the school will be closed for Christmas holidays:

From ________________________  to _____________________ (inclusive).

Please return Form OEBT1 by Wednesday 19 September 2007 to:

Miss Carol Straghan

Pupil and Parent Unit

The Southern Education and Library Board

3 Charlemont Place

The Mall

ARMAGH     BT61 9AX

Or
Fax to:  028 3751 2400

Or
E-mail information to:  carol.straghan@selb.org
3
3

