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PROSPECTIVE PARENTS 
The school welcomes enquiries from parents/carers of prospective pupils.   
 
Children may start at Folly Hill School in the September of the academic year in which they are 5 and the closing date 
for applications is normally in the January.  We keep a list of parents who have shown an interest in their child coming 
to Folly Hill but registering an early interest does not affect whether or not a child is offered a place.  Surrey County 
Council’s policy on admissions may change from year to year and no guarantees can be given to parents that their child 
will be offered a place at Folly Hill.  
 
Parents/carers wishing to transfer their child to Folly Hill from another school should apply through the County In-Year 
Admission procedures. 
 
PRE-SCHOOL AGE CHILDREN 
Initial Enquiries: 

• The current school brochure is available on the school website, together with details of dates set aside for 
visits. A hard copy of this information will be sent if requested.  

• The headteacher will set aside a number of sessions each term to show parents round the school and 
appointments are made for those wishing to visit the school.  During Covid times a video will be posted on the 
website and sent via email.   

 
Applying for Admission: 

• A copy of the current school brochure will be available online (or as a hard copy by request) which includes an 
outline of Surrey’s Admission Criteria, together with a copy of the SCC Admissions Information leaflet.  This 
gives details of how to apply on-line (the preferred option) or by using a hard copy and also of how to view the 
Primary School Admissions 2021/22 booklet on-line or request a hard copy.  

 

• All parents/carers are advised to read the SCC Admissions online information carefully for full details of the 
Admission procedure.  
 

• Parents/carers are strongly encouraged to apply on-line.  Any paper admission forms should be sent by parents 
direct to the County Admissions Team.  All admissions are dealt with by the County team and they write direct 
to parents, normally at the end of the Spring Term.  A list of ‘expected children’ is sent to Folly Hill School at 
the same time; until this time, the school has no individual details of applicants, only the total number. 
 



 

 

• Parents/carers reply on-line or in writing to the County Admissions Team accepting or rejecting the place.   
 
 
Once a place has been accepted: 

• Once the County offer has been accepted, we will send a letter detailing the starting arrangements for 
September and inviting both child and parents to visits at the school. 

• This letter includes a form for parents/carers to complete and return to the school confirming whether or not 
they are accepting the place and attending the visits and giving details of their child’s current nursery so that 
transition procedures can be implemented. 

• There are three visits for the child during the school day and one for the parents/carers, when there will be a 
general introduction to life at Folly Hill. 

• We will try to arrange a separate visit for the child if the above visits clash with pre-arranged family holidays 
but it is not possible to hold a second parents’/carers meeting. 

• At the first visit, each family is given our School Welcome Pack.  This includes the School Admission Form, 
Home-School Agreement, permission forms for short trips and photographs as well as a great deal of 
information which we hope will prove useful (such as an introduction to the school, uniform ordering 
information, milk order etc.).  We recognise that not every parent will read and/or remember this information 
but  hope that some parents at least will remember that they already have, within the Welcome Pack, answers 
to many of the questions they may have in respect of their child’s future  at Folly Hill. 

• Parents/carers are asked to return the various forms from the Welcome Pack as soon as possible.  A checklist 
is kept, and parents reminded to return the forms, preferably well before the end of term. 

• Parents/carers will need to order uniform direct from our school suppliers – full details will be given in the 
Welcome Pack.  Second-hand uniform will be available when possible (usually during the visits) 

• Once the School Admission Form is returned, preliminary details can be entered in SIMS .net to speed up the 
final admission procedures when the child starts in September. 

• Home visits may be arranged during the child’s first two weeks in school. Home visits are to introduce the 
teacher to the children in a relaxed environment where they child feels safe, and to enable parents to ask 
questions.  

• Nurseries/other pre-school providers will be contacted to ask for transition details which it would be helpful 
for the school to be aware of.  It may sometimes be possible to arrange a visit either to or from an individual 
nursery. 

 
CHILDREN OF SCHOOL AGE 
Initial Enquiries: 

• Our PAN is 30 for each year group and we cannot exceed this, unless circumstances are exceptional as 
determined by the local authority. 

• If the appropriate year group is full, parents will be advised accordingly and referred to the Surrey Schools & 
Childcare Service (0300 200 1004).  County is responsible for administering our waiting lists.  We will not 
normally be able to ring prospective parents/carers to advise them of a vacancy. 

• If there is a vacancy in the appropriate year group, parents/carers should apply through the County In-Year 
Admission procedures. 

 
Once a place has been accepted: 

• Once the place has been accepted, parents/carers are given a copy of the school Welcome Pack as detailed 
above.   

• Uniform can be ordered direct from the suppliers.  Second hand uniform may also be available. (from the 
‘Friends’) 

• The head teacher will agree a suitable starting date with the parents. 

• The school Admission Form must be returned before the child starts at Folly Hill, preferably earlier than 8.50am 
on their first day. 

 
ONCE A CHILD HAS STARTED AT FOLLY HILL SCHOOL: 
 
Home visits 
Children that join Folly Hill Infant School in the September or through the year will be offered a home visit.  
The purpose of the home visit is 1:1 time with the teacher and the family, to enable the child to build trust, to see that 
school and home work together to support the child, and to give the family a chance to speak to the teacher about 
anything which may be concerning them or any issues which the child may have. 



 

 

 

• On the first day of a child’s attendance, their details will be confirmed/ entered in SIMS .net where an admission 
number will be allocated.   

• If a child is coming from another school or from a state nursery into Reception, the information received via 
the Common Transfer Form (CTF) will be imported into SIMS .net. 

• UPNs (Unique Pupil Number) will be allocated through SIMS .net for those children who do not already have 
one.   

• A Data Checking Sheet will be sent home for parents/carers to confirm/amend/add the basic information held 
in SIMS .net.  This includes name, address, date of birth, e mail, parents’ names and contact numbers, doctor, 
medical information etc.  Changes will be made in SIMS .net as necessary, after which one copy will be printed 
and kept in a “quick reference” file in the school office.   

• Medical information, including allergies and dietary requirements, will be passed to class teachers, teaching 
assistants, midday meal supervisors and the caterer as necessary.  

• Photographs will be added to SIMS.net and their school folder using the photograph taken by our school 
photographer in October.  
 

 
WHEN A CHILD LEAVES FOLLY HILL SCHOOL: 

• A CTF (Common Transfer File) is completed for each child when they leave so that information is automatically 
passed electronically to their next school. 

• The child’s yellow School Record Folder, with hard copies of reports etc, is also sent on to their next school.   

• Leaving details are entered into SIMS .net so that the child will not be shown as a current pupil after the leaving 
date.  Records are still accessible under the ‘Leavers’ tab. 

• Details of all leavers will be sent to the school nurse. 

• Any Child protection information is sent via CPOMS if the new school has the system, and hard copies are taken 
securely during the school day to the receiving school by authorised Folly-Hill School personnel and signed for 
by authorised school personnel at the receiving school .  

• All SEN documents are sent via the same process.  

• All documents given to new schools are signed for.  


