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A policy to guide the enrolment of new students into the Education System  
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SCHOOLS’ ADMISSION POLICY 

 

01. PURPOSE 

This policy seeks to streamline the admission of new students to the education system. In doing so the Ministry recognizes its 

obligations under the United Nations Convention on the Rights of a Child the Education Act 2004. It became necessary in light of 

inconsistencies and uncertainty on the part of school administration. There are been times, where in the absence of clearly 

documented guidelines, school leaders have used their own discretion which opens the system to charges of unfairness. 

 

The increase of new students to the system which arises out of increased immigration exposed the need to lay down clear 

guidelines not only to school managers but also to parents who may be thinking of enrolling their children in the education system.  
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02. LEGAL AND STATUTORY FRAMEWORK 

The Ministry recognizes its obligation to the child:  “States Parties under article 9, paragraph 1, applications by a child or his or her parents 

to enter or leave a State Party for the purpose of family reunification shall be dealt with by States Parties in a positive, humane and 

expeditious manner”. (Excerpted from the UN Convention on the Rights of a Child)   http://www2.ohchr.org/english/law/crc.htm 

It also recognizes its obligation under Article 28 of the same Convention:  

“States Parties recognize the right of the child to education, and with a view to achieving this right progressively and on the 
basis of equal opportunity, they shall, in particular:  

(a) Make primary education compulsory and available free to all;  

http://www2.ohchr.org/english/law/crc.htm
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(b) Encourage the development of different forms of secondary education, including general and vocational education, make them 
available and accessible to every child, and take appropriate measures such as the introduction of free education and offering financial 
assistance in case of need;  

(c) Make higher education accessible to all on the basis of capacity by every appropriate means;  

(d) Make educational and vocational information and guidance available and accessible to all children;  

(e) Take measures to encourage regular attendance at schools and the reduction of drop-out rates.  

2. States Parties shall take all appropriate measures to ensure that school discipline is administered in a manner consistent with the 
child's human dignity and in conformity with the present Convention.” http://www2.ohchr.org/english/law/crc.htm 

 

Under Chapter 2 Part 1, Paragraph 14 of the Education Act 2004, “The Director shall provide for every compulsory school-aged person who 
resides in the state an educational programme consistent with the requirements of this Act and regulations made thereunder.  

(2) For the purposes of providing the educational programme to the student, the Director of Education shall—  

(a) enroll the student in an educational programme offered by the Ministry of Education; or  

(b) direct the student to attend an educational programme offered by another educational institution where it is reasonable to do 
so.”  

 

Furthermore Chapter 2, Part 1 Paragraph 13 states that “Subject to available resources, all persons are entitled to receive an educational 

programme appropriate to their needs in accordance with the provisions of this Act.” 

 

The Ministry’s position is that it will seek to meet its commitments under these laws and conventions, although the extent to which 

educational services can be provided could be affected by the availability of resources. An application for enrolment in our schools is an 

indication that the applicant lives here or intends to live here. This obliges the Ministry to consider their application and if all other 

conditions are met, to grant the application. 

If there is an issue surrounding the applicant’s eligibility to live here, the Ministry will seek guidance from the Immigration Department. If it 

is determined by the Department that the applicant does not have the right of to stay in the territory, the application will be denied.  

http://www2.ohchr.org/english/law/crc.htm
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Concerning the capacity of the school system to cater to the needs of the child, the law is clear. If the Director of Education has to direct the 

child to another institute, facility or programme to have his/her educational needs met, the cost will be borne by the Ministry.   

 

03 EARLY CHILDHOOD SECTOR 

This sector does not fall within the category of compulsory education and comprises Day Care Centers and Nursery Centers. This is a 

provision that Government makes at a cost to parents and enrollment is typically on a first come first serve basis. 

Applications for enrolment in the early childhood sector should be made during the 1st week in July in any academic year for attendance in 

the following September. 

a. Applications should be made directly to the centre at which the parent wish to have the child enrolled 

b. Children will be admitted in September of the academic year in which they attain the age of 3 by March 31 of the same 

academic year. 

c. Enrolment of students at an early childhood center is governed by the standard of 1 teacher for every 10 children or 

part thereof. Hence applications may be rejected based on this requirement. Re-direction to another center may be 

made by MoE on case by case basis. 

d. Early Childhood Centers are located to serve particular catchment areas. That is to say typically, residents in the Salem 

to St Peters area will direct their applications to the Salem Early Childhood Center; Residents in the St Peters to Carr’s 

Bay (to include Barzey’s) area will direct their applications to the Brades Early Childhood Center; Residents in the Davy 

Hill to Look Out areas will direct their applications to Look Out Early Childhood Center.  

 

e. Residents who live in one area but wish their children to attend another Center not typically for that area may apply to 

the Ministry of Education for this consideration. Such residents must show good cause why this should be allowed. 

Typically neither the quality of the service provided nor the presence of particular workers at the centers will serve as 

good cause for this consideration. 

 

04 PRIMARY SECTOR 
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If a parent applies to have a child registered in the system for the first time, the following shall apply: 

a. Application for enrolment shall be received by the primary school at which the parent wishes to have the child enrolled. 

Applications should be accompanied by the academic records of the last school the child attended, by a conduct report from 

the last school attended, by the immunization card, by a birth certificate and/or passport and by proof that the application is 

made by the parents (birth or adoptive) or by legally appointed guardian or carer of the child.  Parent identification will be 

required where the parent’s name does not appear on the birth certificate. (See section 07 for more advice on the required 

documentation) 

 

b. The application is referred to the Director of Education who shall make diligent inquiry into the application. 

 

c. The Director of Education shall then communicate a decision to the school concerned which shall then inform the parents of 

the results of the applications. 

 

d. It is somewhat unfair and counterproductive to enroll a student in class with only a few months left for school exit 

examinations. There would be insufficient time left to the students to accomplish much. Placing the child in a class 

immediately below the one the child would normally have been in (by age) gives the child an additional year to catch up on 

work and gives him/her the additional time to prepare for the Exit examination. Hence placement will be according to the 

following schedule: 

 

AGE (yrs at time of 

application) 

CURRENT 

PLACEMENT 

PRACTICE 

NEW PLACEMENT 

POLICY 

4.5 - 5 Grade K Grade K 

5 – 6 Grade 1 Grade 1 

6 - 7 Grade 2 Grade 2 

7 - 8 Grade 3 Grade 3 
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8 - 9 Grade 4 Grade 4 

9 - 10 Grade 5 Grade 5 

10 - 11 Grade 6 Grade 5* or 6 

* see (d) above and (e) below 

e. To be clear, no child who is enrolled into the system for the first time shall be placed in Grade 6 based solely on age. If the 

child after having been assessed is determined not to have the requisite knowledge and skills to be able to progress in 

Grade 6, that child should be placed in Grade 5. 

f. Typically the child is placed such that his/her age is at or near the average age of the class into which he/she is to be put. For 

example if a child who is 8 years old seeks admission to a school, that child will be put either in Grade 7 or 8. The school 

management will work out the average age of the current Grade 7 and of the current Grade 8 and whichever falls closer to 

the age of the new child, he/she will be put into that Grade. 

05 SECONDARY SCHOOL 

If a parent applies to enroll a child at the secondary school, the following shall apply: 

a. The enrolment of new pupils at secondary shall follow the steps described as for Primary  (in section 04 a to c). 

b. Students will be placed in a class such that their age is near or at the average age of the class.  

i. The school will agree a transition program between the student and their parents and the Pupil Support 

Unit.  

ii. If a child is to be placed in Form 5, it is recognized that that student may have been following a 

curriculum which is different to that being offered by the school, and with only months left before the 

child has to leave, he/she will need enhanced support to increase his/her chances of success in final 

examinations. Hence the school will do an assessment of the student’s skills set and knowledge base 

and if necessary and in consultation with the parents, prepare a tailored program of study appropriate 

to the needs of the child. 

06 GENERAL 
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a. Applications for enrolment should be made at least one month before the date of desired enrolment. The child should be in 

the territory and shall appear at the time the application is made. 

b. It is accepted that admission of new students into the schools can cause disruption to the routine of classes or to the school. 

At the same time the ministry recognizes that to keep a child out of school for an extended time because it is inconvenient 

to the school is unfair to the child. The MoE has to balance these two constraints. Hence admission to schools should 

typically take place during the first week in September (except at Nursery) of each academic year. Enrolment at other times 

during the year is discouraged but in limited circumstances may be permitted in the first week in January. See (d) and (e) 

below. 

c. Applications to enroll pupils who are unable to access the curriculum will be accepted. Schools have the responsibility to 

implement programs to enable the student to access the curriculum. The duration and type of program will be determined 

by the degree to which the applicant is unable to access the said curriculum. This provision is subject to available resources 

as allowed for under Chapter 2, Part 1 Paragraph 13 of the Education Act 2004.  Notwithstanding this, schools will make all 

reasonable efforts to meet the intent of this clause. 

 

 

d. Notwithstanding (b) above,  

i. If a child previously was a student at the school for which the application is made and was transferred out of the 

school for a period of less than one academic year, re-admission may be allowed immediately with the approval of 

the Director, provided that the child was enrolled for a period of at least one (1) academic year before being 

transferred. 

ii. If the child was transferred out of the school for more than one (1) academic year, or was enrolled for less than one 

(1) academic year, the child must wait for the next admission period. In such a case the child may be placed in the 

same form/class that he/she was in when he/she left. 

e. Where a parent has taken up a work contract in Montserrat, enrolment of the children of the parent may be allowed 

immediately, provided that the parent can demonstrate that the award of the job or contract was made by the 

employer prior to the parent’s arrival in the territory. For the purpose of this verification, a letter from the employer 

attesting to this detail will suffice. 
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f. An application for enrolment of a child (except nursery) should be accompanied by a school conduct report from the 

last school attended.   

g. Where the child was previously enrolled at a school within the system and left the country for a period of three (3) years 

or more, the application for re-admission should be accompanied by a school conduct report from the last school 

attended. 

h. Where a parent produces an unsatisfactory school conduct report which shows behaviors inconsistent with the high 

ideals of a moral and just society, enrolment may be denied to such a student. 

i. Once enrolled all pupils will receive an education consistent with their needs and will be treated fairly and impartially 

without consideration of their national or ethnic or cultural origin. 

j. Application for enrolment by a student who at the time of application is already sixteen (16) years old may be accepted 

and processed but on a case by case basis. The decision will be made by the Director of Education in consultation with 

the Principal of the Secondary School. The following factors are among those which may be considered: 

I. the child’s academic record at the last school attended 

II. the child’s behavior report from the last school attended 

III. The subjects which the child was studying for final examinations in and the capacity of the school to 

support the child’s study in those subjects 

IV. The calendar of the examination boards in terms of registration deadlines 

k. No child shall be admitted under any circumstances that has already attained their 17th birthday at the time of the 

application. 

l. It is conceivable that an application for enrolment may be made for a child who may have a prior health condition, 

knowledge of which may be pertinent to the school management for the effective care and safety of the child, the other 

pupils and the teachers. It is also recognized that the child and his/her parents are entitled to expect some degree of 

privacy. Hence all children for whom an application is made must undergo a health check by a locally registered medical 

doctor at a government-owned health care center. The Chief Medical Officer, should advise the Director of Education 

on any health risks to the child, the teachers and the other children in the school which are associated with enrolment 

of the child in the school. The health condition of a child is not sufficient cause to deny enrolment of any child, unless 

the illness is a contagious disease. 

m. Notwithstanding (l) above, the applicant must provide all the health-related information in respect of the child which 

the school requires in order to provide a safe environment for the entire school community.  
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n. The Ministry recognizes the right of a parent to refuse immunization for religious or other conscientious grounds for 

his/her child and the entitlement of such a child to an education. At the same time the Ministry recognizes the right of 

the other members of the school community to an education in a safe environment. In accordance with Para 32 and 33 

of the Education Act, if the child is suspected to have a contagious disease the Director shall deny enrolment to the 

child pending an evaluation by a government-employed medical doctor.  

o. Where the child is suspected to have developed a contagious disease after enrolment, the Head Teacher may instruct 

the parent/s to temporarily withdraw the child from school, pending an evaluation by a government-employed medical 

doctor. 

 

 

 

 

 

 

07. DOCUMENTS NEEDED FOR APPLICATION   

a. The Application for a child who is over 12 years old should be accompanied by original documents of: 

i. His/her academic record of the previous school attended 

ii. A school conduct report as described above  

iii. birth certificate or passport 

iv. His/her health/immunization card 

v. proof that the application is made by the parents (birth or adoptive) or by legally appointed 

guardian 

vi. a completed application form 

    b. The Application for a child who is under 12 years old shall be accompanied by: 



Ministry of Education Page 11 
 

i. His/her academic records of the previous school attended 

ii. A school conduct report as described above  

iii. A birth certificate or passport 

iv. His/her health/immunization card 

v. proof that the application is made by the parents (birth or adoptive) or by legally appointed carers.  

vi. A completed application form 

 

 

 

 

 

  

 

APPENDICES



 

 

 

 

                                                      SCHOOLS ADMISSION FORM 
                                                             (This form is to be used for entry into any public school) 

1. SCHOOL 

 

 

2. STUDENT 

 

 

 

 

 

 

 

 

3. PARENTS 

 

 

 

 

 

 

Name of school for which admission is sought: 

Brades Primary School     Look Out Primary School    Montserrat Secondary School       

 

Fill in the identity details of the child. (Use Block capitals only) 

_________________             _________________ _____________________ 
First Name    middle names  last Name  

  

Date of birth ____/ ____ /  _____    Male        Female      
dd                mm         yyyy 

   

Address______________________  Country of Birth___________________ 

                    

   

Name and address of last school attended______________________________________ 

    ______________________________________ 

  _______________________________________  

       

  

       
Fill in the identity details of the parents.  

Mother’s Name___________________________   Fathers Name___________________________ 

Are you the mother?            Are you the father?                                     

legal carer/guardian?                  legal carer/guardian?              

 

Address____________________     Address______________________ 

Country of Birth_______________________  Country of Birth_______________________ 

 

Telephone __________________________  Telephone__________________________ 

 

Does any of the parents       speak in English   Does any member of the household         speak English 

write in English                       write in English 

    

                                                                  

Which language does the child speak 

at home most often? 

_____________________________ 

 

Does the child speak any other 

languages? List them 
______________________________

______________________________

   

Does the child read in English? 

                                                 

Does the child write in English?                                                 

 

Does the child speak in English?       
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4. CHILD HEALTH    (The health and safety of your child matters to us while he/she is in our care) 

 

 

 

 

 

 

 

 

 

 

 

5. CHILD SAFETY 

 

 

 

 

 

 

 

 

 

Undertaking: I AGREE to abide by and try to encourage my child to respect the rules of the school. I WILL encourage my child and support him/her to 

be the best he/she can be. I WILL support the school by attending its activities and functions. I WILL support the teachers in their efforts to bring out 

the best in my child. 

6. SIGNATURES 

Fill in the health details of your child.  

Has the child been immunized against:   measles   Diphtheria (DPT)    Polio   

    Meningitis      HIB     Rubella   

    Mumps       

List any health related issues concerning this child which you are aware of (such as asthma, diabetes, epilepsy disability, etc) and which you think the 

school should be aware of in order to protect the health and safety of the child.  Be reminded that you will need to inform the school of any changes in 

the child’s health which can affect how your child may be protected at the school.  

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

__ 

Does your child have any known allergies? Please list them here. 

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

__ 

The school will not give any drugs to your child. However in the case of an emergency, the child may be taken to a health care center. Is there any 

drug which you would not wish to be administered to your child? Please list them here. 

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

___ 

The school will endeavor to keep your child’s details confidential.  

Is there anyone else apart from yourself with whom the child’s health may be discussed? Enter their details below. 

Name_____________________  Telephone ___________________________ 

Is there anyone else apart from yourself with whom the school may discuss your child’s behavior/performance? Enter their details below. 

Name________________________ Telephone__________________________ 

Is there anyone else apart from yourself to whom the school may release your child? Enter the details below. 

Name________________________ Telephone__________________________ 

Is there any other agency (such as Community Services Department) which is involved in the care and welfare of the child? Please list them. 

______________________________________________________________________________________________________________________ 

 

 

 

 

Mother’s Signature _______________ Date____________ 
(legal guardian) 

 

Father’s Signature ________________ Date ____________ 
( legal guardian) 

 

 

 

 

 

For office use only 

 

Name of person who completed the 

form____________________ 

 

Date child enrolled_____________ 
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 MMiinniissttrryy  ooff  EEdduuccaattiioonn 

Daycare Application Form 

 
Name of Child………………………………………………………. 
    Boy       Girl 
 
Date of Birth................................................................................................ 
 
Child’s Home Address……………………………………………………… 
 
Mother’s Name ……………………………… Tel: (H) …………(W).…….. 
 
Father’s Name………………………………… Tel: (H) …………(W).……. 
 
Applicant’s Name…………………………… Tel: (H) ………….(W).…….. 
 
Relationship to child……………………………………………………….. 
 
Applicant’s Mailing Address………………………………………………. 
 
Signature of Applicant …………………………………………………….. 
 
Date of Application ………………………………… …………………….. 
 
Official use: Centre assigned to: St Johns  Lookout  Salem 
Date of Assignment: ……………………………………………………………………. 
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Montserrat 
 

Ministry of Education 
 

Early Childhood Education Programme 
 

Registration Form 
 
 

Name of Centre…………………………………………………… School Year……….... 
 
Name of Child……………………………………………………. Boy/Girl……………. 
 
Date of Birth.......................................................................................................................... 
 
 
            Yes          No 
Health Card Presented   
 
Health Card Returned  
 
 
The child has been immunized against  
 
Polio ______ Diphtheria _______ Measles _______   Whooping Cough _______. 
 
 
          Yes           No 
Birth Certificate presented  
 
Birth Certificate returned 
   
 
Date of entry to Daycare………………………………….. Age on entry…………mths 
 
Date of transfer…………………………………………… Age on transfer………mths  
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To Parent/Guardian 
 
In order to better understand and care for your child we would like you to complete Part 1of this form.  Al 
information will be treated as confidential. 
 
Part 1 
 
General Information 
 
1. Name of Child   Boy/Girl Date of Birth  Age in months 

 
………………………… ……….. …………….  ……………… 

 
 Pet name of child  Place of birth  Nationality     Religion 
 
 ……………………..  ……………….. …………….     …………… 
 
2. Mother’s name …………………………………………………………………….. 
 
 Home address ……………………………………………………………………… 
 
 Mother’s employer ………………………………………………………………… 
 
 Work address ………………………………………   Work Tel No ……………... 
 
 Occupation …………………………………………   Hours of work ……………. 
 
3. Father’s name ……………………………………………………………………… 
  
 Home address ……………………………………………………………………… 
 
 Father’s employer …………………………………………………………………. 
 
 Work address ………………………………………   Work Tel No ……………... 
 
 Occupation …………………………………………   Hours of work ……………. 
 
4. Contact person if parent is unavailable 
 
  Name ……….……………………………………………………………………… 
  
 Home address ……………………………………………………………………… 
 

Employer ………..…………………………………………………………………. 
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 Work address ………………………………………   Work Tel No ……………... 
 

Occupation …………………………………………   Hours of work ……………. 
5. Who is authorized to pick up the child from the centre? 
 

Name …………………………………………………………………………......... 
 

Address …………………………………………… Tel No ……………………... 
 
6. With whom does the child live? 
 

Name ……………………………………………………………………………… 
 

 Home address …………………………………….. Tel No……………………… 
 
 Relation to child …………………………………………………………………… 
 
7. Medical Information 
 

Which clinic does your child attend? …………………………………………….... 
 
Does you child suffer any defects or abnormalities?   
  

 
If yes please explain 
 
…………………………………………………………………………………….... 
 
……………………………………………………………………………………… 
 
……………………………………………………………………………………… 
 
 
Is there any other information that should be known about your child’s health?  Please write in the 
space below. 
 
……………………………………………………………………………………… 
 
……………………………………………………………………………………… 
 
……………………………………………………………………………………… 
 

8.       Nutrition & Eating 
 

Does your child eat well? ………………………………………………………...... 
 

Yes No 
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Is your child allergic to any food? ………………………………………………… 
 

What is this food? ……………………………………………………………… 
 

Does he/she feed him/her self? …………………………………………………….  
 
 
 
 
9. Sleep 

 
At what time does your child awake in the morning? …………………………….. 

 
When does your child go to bed? ………………….................................................. 

 
At what time does your child nap in the day? ……………………………………... 

 
For how long? ……………………………………………………………………... 

 
What do you do to encourage our child to fall asleep? (read, sing, rub back etc) 

 
………………………………………………………………………….................... 
 

10. Does your child show fear of anything?  Yes/No Of What? 
 
 ……………………………………………………………………………………… 
 
 How does your child behave when anxious or upset? 
  
 Cry …………………    Show tantrums ……………  Go in a corner...................... 
 
 Run for his/her pet toy …………............  Other ………………………….............. 
 
 
I certify that all information that I have provided on the registration form is true and accurate. 
 
I the undersigned do hereby agree to abide by all rules and regulations relevant to the operations of the Day 
Care Centre system as listed below: 
 
1. I will bring no action of against the centre should my child sustain a minor injury at play. 
 
2. I will deliver the child to a member of staff at the Day Care Centre each morning after 7:30 a.m. 
 
3. I will make arrangement for my child be collected no later that 4:30 p.m. each day. 
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4. At no time will I or any member my family enter upon the Centre compound and behave in a 
discourteous, disrespectful or threatening manner to any member of staff of the Early Childhood 
Education system or any pupil of the Day Care Centre. 

 
5. I shall pay fees on time. 
 
6. I shall present my child always in seemly attire, with a change of clothing for the day’s programme. 
 
7. I will co-operate with staff at spoon and cup feeding and potty training efforts. 
 
8. I shall make every effort to comply with all reasonable requests for co-operatioin in fund raising or any 

other extra curricular activities. 
 
9. I shall make every effort to produce the child’s medical report and health card during the first three days 

of entry to the Centre. 
 
10. I will provide meals if necessary. 
 
11. I clearly understand that failure to comply with any of the above regulations may results in the 

termination of my agreement and the withdrawal of my child from the Centre. 
 
 
 
 
…………………………………………..  …………………………………. 
Signature of Parent/Guardian     Date 
 
 
Part 2 
 
To be completed by the Nursery Nurse 
 
 
Comments of Nursery Nurse 
 
……………………………………………………………………………………………… 
 
……………………………………………………………………………………………… 
 
……………………………………………………………………………………………… 
 
 
 
 
………………………………………….  ……………………………………… 
Signature of Nursery Nurse      Date 
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