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We are motivated learners working in an inclusive and supportive environment 

to become successful citizens of the future 
 

 

 

Aims and Rationale 
 

Under the Parents Charter, schools are required to consider admitting a pupil 
irrespective of whether he/she is resident within the defined school catchment area. 
Whilst admission is not automatic, it is anticipated that in most cases enrolment will 
follow in due course. 

 

Under certain circumstances however the decision whether to admit or not will be 
delayed, pending clarification: 

1) The pupil is currently under suspension or exclusion from another establishment. 
2) The pupil has a Co-ordinated Support Plan in which case Scottish Borders Council must 
be contacted. 
3) The pupil has a specific medical condition. 
4) The school is not in a position to provide the curriculum requested. 
5) There is serious concern that to admit the pupil would have serious implications for 
the well-being of other pupils. 
6) The pupil is the subject of a placing request. 

 

There are three types of admission:  

(i)   Progression directly from primary school 
(ii)  Casual enrolment 
(iii) Adult learners 
 

(If English is the second language, SBC must be informed) 

 

 



Roles and Responsibilities 

Progression directly from primary school 

This follows an agreed set of procedures involving Primary and Secondary Schools and is 
documented in our Transition Policy. 
 
Casual enrolment  

• Depute Head meets with new students and parents/carers to complete the 
admission form, subject choice sheet (S3-6) and other permission slips.   

• Depute Head then takes new student on a short tour around the school, 
introducing him/her to staff (including pastoral teacher) as appropriate. This initial 
contact with staff is crucial in terms of making all parties feel at ease and setting 
the tone of Galashiels Academy as a friendly and inclusive environment.  

• Depute Head then arranges with office staff for a message to go to all relevant 
parties with some introductory information and a start date for the pupil.  

• Pastoral teacher telephones previous school for a verbal report on the new pupil. 
• Office staff input details into Seemis and generate a timetable. They also contact 

the previous school to formally request that records be sent to us.  
• Pastoral teacher meets new pupil on day of admission, arranges for helpers or 

buddies to take the new pupil to initial classes and then meets with him/her later 
that day to check all is well.  

The records, on arrival in school, will be passed to the pastoral teacher who will alert the 
learning support department of any additional support requirements. The pastoral 
teacher should also then phone the parents/carers within 3-5 days to discuss with them 
how their child is settling in. 
 

 

 


