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1. Aims/purpose 

Chipstead Valley Primary School is committed to ensuring that every pupil can participate 

fully in school life, regardless of gender, race, religion or special educational needs and 

disabilities. We are equally committed to preparing every child for the next stage of their 

education and for the future. We want every child to thrive academically, socially and 

emotionally. With this in mind, we recognise the importance of a clear and transparent 

policy for the allocation of both children to classes and teachers to those classes. 

The arrangements set out below have been designed to reflect the school’s aims, values 

and commitment to meeting the needs of all pupils. 

2. Process for the allocation of Reception classes  

Each summer term, once places for the following academic year’s Reception cohort have 

been confirmed, we begin the process of allocating children to three classes. The 

Reception cohort includes children joining us from both our own Nursery and a range of 

other early years settings. Our aim is to distribute 90 children as evenly as possible across 

three classes of 30. Attendance at our Nursery does not give any child priority for a 

particular Reception class. When allocating classes, we consider a range of factors, with 

no single factor taking precedence. Throughout the process, our guiding principles are 

consistency, balance and the educational welfare of every child. Factors taken into 

account include: 



• Gender 

• Term of birth 

• Special educational needs and disabilities 

• Specific medical needs 

• English as an additional language (in relation to level of language acquisition) 

Additionally, we also account for the following when allocating children to classes and 

teachers to those classes:  

• Important matters relating to child protection and safeguarding 

• Social factors, such as where there are pre-existing positive or negative relationships 

between children and where these may enhance or adversely impact a child’s 

academic progress or wellbeing. 

Our class allocation takes account of information provided by, and the professional judgement 

of, adults supporting the children in their current pre-school setting, be this our own Nursery 

or those external to the school.  

As a school, we arrange for information to be shared by parents and children’s current early 

years settings to support a smooth and well-informed transition into Reception. This is 

followed up with home visits for children who are not joining us from our Nursery and who 

have therefore not already received one. In addition, parents are asked to complete 

information relating to children’s school readiness so that we can determine whether any 

additional support for children or families may be required.  

3. Responsibilities for class allocation 

The arrangements for class allocation are based on our professional judgement. The 

composition of the three classes is decided initially by the Early Years Leader in consultation 

with other staff members, including our Nursery teacher, the Inclusion Leaders and any other 

senior leader who already knows the children and families. This may include the Headteacher 

or another Designated Safeguarding Leader (DSL) where there is sensitive information, 

typically relating to child protection and safeguarding. The class allocation is then finalised by 

the Headteacher and Early Years Leader. The final decision on class allocation rests with the 

Headteacher, who will refer to this policy to ensure that the process is carried out 

appropriately. 

4. Siblings in the same cohort 

We will normally allocate twins or triplets to separate classes as we feel that this best 

supports the children to develop and be treated as individuals. We recognise that each twin 

has a unique personality and learning style and that each twin/triplet has a unique 



relationship with each other. We also know that it is important for twins/triplets to develop an 

identity independent of one another and school is the perfect environment to help the 

process along. While there may be benefits to keeping siblings together in the same class, 

there are also situations where separating twins/triplets is beneficial, for example in reducing 

competition or reliance between siblings. We feel that the learning environment we offer, for 

example, the opportunity to mix as a whole cohort in our Reception outside area and at other 

times of the day, such as lunchtimes and on school trips, provides these benefits while still 

allowing each child the space to flourish independently.  

Where parents wish for their children to be allocated to the same class, we will be happy to 

discuss this further. However, the final decision rests with the school, using professional 

judgement about what is in the children's best interests. 

5. Timescales  

Reception classes are usually allocated by early June each year in readiness for inviting 

parents into school for an information evening at the end of June where they can meet their 

child’s class teacher(s). It must be noted, however, that on occasions where places are 

declined after the acceptance of an offer, some changes to class lists may be required.  

6. Vacancies in classes (Reception to Year 6)  

While pupil mobility at Chipstead Valley is comparatively low, there are occasions when 

children leave the school during the academic year, creating vacancies within classes. Where 

there is more than one vacancy in a year group, we will consider which class each new pupil 

should be enrolled to. In doing so, we give consideration to the same factors set out above for 

the allocation of children to Reception classes. 

Where just one vacancy exists in a year group, the new pupil will usually be admitted to the 

class in which there is space. However, in the event that this would not be appropriate, for 

example because it would create an imbalance between classes or because of considerations 

relating to special educational needs and disabilities, safeguarding, medical needs or social 

factors, the school reserves the right to allocate the pupil to a different class within the year 

group.  

7. Movement of children from class to class 

From time to time, there may be periods when classes are not full. This can therefore present 

the opportunity to move a child from one class in a year group to another. This is rarely done, 

and on the very few occasions where this has been the case, this has been solely for the 

purpose of ensuring that every child can achieve their full potential. In doing so, the parent(s) 

of the child who moves classes is/are fully involved so that the rationale and professional 

opinion of those staff involved with the child is understood. We do reserve the right to move 

a child to another class and, in doing this, it will always be a child-centred decision. Requests 



for a change of class will never be agreed solely on parental preference but will be balanced 

with our professional judgement about what it is in the children's best interests. 

8. Class reorganisation 

We do not routinely mix classes at the end of an academic year. It is the norm that once class 

allocation has been organised for Reception, the classes remain as such, albeit with some 

changes due to pupil mobility (as described above). That said, we reserve the right to mix up 

children across the cohort if we feel that the aforementioned consistency and balance for 

pupils’ education and welfare is not as was intended. Whole classes may be reorganised as we 

see fit to meet the aims and values described in section 1. Where this happens, decisions may 

be informed by a range of factors, including confidential information relating to individual 

pupils or families, and the school will not be able to share full details where doing so would 

breach confidentiality or data protection obligations. 

9. Supporting transition into and within school 

Arrangements for both Nursery and Reception transition are carefully planned to ensure that 

our youngest children experience a structured, supportive and positive transition into their 

new learning environment. The Early Years Foundation Stage curriculum, with its emphasis on 

the unique child and the importance of positive relationships, underpins our approach to 

starting school. We work closely with parents and children’s current early years or childcare 

settings to gather information about each child’s needs, interests, family circumstances and 

peer relationships so that we can support a smooth and well-informed transition. For children 

joining Reception from settings other than our Nursery, this is followed up with a home visit 

where appropriate. All Reception children and parents are given opportunities to meet the 

Reception team within the EYFS environment before the start of school, along with an 

information evening for parents to attend. Children benefit from a staggered start to help 

them settle confidently into school life.   

Beyond Nursery and Reception, a planned transition programme will facilitate a smooth 

transition for all pupils into the school and as they move to each new year group, whether 

within the same class or where a child joins a class. Some individuals need additional support 

and intervention when moving to a new year group and this will be carefully considered and 

planned, often in conjunction with parents. Opportunities will be provided for pupils to meet 

their new teacher(s) before the start of the new academic year (notwithstanding the prior 

commitments of new members of staff joining the school). Existing parents will have the 

opportunity to meet new class teachers at our Year Group Information Evenings at the end of 

the year. The date for this is published on the school’s website calendar each academic year. 

For children joining the school beyond Reception, parents and children are offered a tour of 

the school and an opportunity to meet the child’s class teacher before admission, helping to 

support a welcoming and successful transition into school. 



10.  Allocation of teachers to classes 

Classes will be allocated to teachers to ensure that pupils benefit from the range of expertise 

available in the school. When this process is undertaken, the Headteacher and Deputy 

Headteacher, in liaison with the Inclusion Leaders, will consider the:  

• Specific needs of the particular class 

• Characteristics of specific children in the class 

• Allocation of classes in previous years 

If any teacher has a child at the school, that teacher will not be allocated as their child’s class 

teacher. 

In instances of unplanned staff absence, it could be that they teach the class on an ad hoc 

basis, for example for a lesson, half day or day, until other arrangements can be made.  

Decisions regarding teacher allocation will not be influenced by external pressure from 

parents, staff or other parties with a vested interest. 

11. Confidentiality and Data Protection 

All personal information considered as part of the class allocation process will be handled 

confidentially and in accordance with data protection law. Information will only be accessed 

and shared on a need-to-know basis by authorised members of staff involved in making, 

reviewing or implementing class allocation decisions. In some cases, this may include 

consideration of sensitive information relating to a child’s special educational needs and 

disabilities, medical needs, safeguarding or family circumstances, where this is necessary to 

support the child’s welfare and educational provision. Further information about how the 

school collects, uses, stores and protects personal data is set out in the school’s Privacy 

Notice, which is available on the school website. 

12. The role of parents and carers 

The school’s primary motivation when considering class allocation is to ensure the best 

combination of children in each class so that every child can thrive and achieve their full 

potential. Our children are often more resilient than we give them credit for and so we ask 

that parents respect our professional judgement. We do, of course, wish to work in 

partnership with parents and carers and therefore ask that any questions or concerns 

regarding class allocation are brought to our attention via an email to the school office. 

 


