
Admission Form Guidance 

Admission forms have now been standardised for all Academies.  

Each Academy will be provided with two links (All-Through Academies will have 2 links per Phase so 

up to 6 links in total if your academy has got Primary Phase, Secondary Phase and Sixth Form).  

One link is for the actual form and should be shared with parents/carers of any pupils due to start at 

your academy to collect responses. The other link will show all the responses which have been 

collected via the completed forms. The completed forms will provide you with all the statutory 

information you need to add to Bromcom for the pupil profile. Please read through the information 

on the form and contact parents to seek clarification if necessary due to the data entered on the 

form.  

Example 1: Parent/carer has indicated their child has an allergy. The academy needs to seek 

clarification around this and obtain an Allergy Action Plan where appropriate.  

Example 2: Parent/carer says that their child has got one or more medical conditions. The Academy 

needs to seek further clarification. This could be a letter from the family GP or their local Hospital 

with information regarding the medical condition.  

Example 3: Parent/carer indicate on the form that a family member or ex-partner has got a court 

order against them or is not allowed any data/information on the child, the academy needs to seek 

further clarification to meet the needs of the child and to comply with the court order.  

Academies are also required to see physical copies of a child’s birth certificate and or their passport 

(copies of these should be stored against a pupil profile on Bromcom. Academies also need to see a 

proof of address and keep a copy of this on file. 

 

Below screenshot shows a list of all completed forms. You can sort the list on the Status column. 

 

Select the form you would like to view and click on it to see all the information that has been entered 

for that student. 

Below is a screen shoot of the information which has been completed for this pupil. The information 

which has been completed needs to be copied over to Bromcom to complete the pupil profile. 



 

New replies will by default have their status set as New. Once you have actioned the form by copying 

the information into Bromcom you can mark the form as Completed. Other options are In Progress 

(this can be used if you have started to copy data to Bromcom but you have not completed this) and 

Withdrawn (this should be used for pupils that were due to start at the academy but went 

somewhere else). You can change the status by clicking on New and you will see the dropdown 

options. 

 

There is also a checklist that needs to be completed and allows the user to track and tick of any 

actions that need to be completed based on the information on the form. 

The options on the checklist are On Bromcom, On Link2ICT, Referred to DSL, Referred to SENCO, 

Referred to Medical. Click below the Check List to see the dropdown options for this field. 

 

There is also an option to add Notes to the form. This is a free text field. Click under the Notes 

section to add a note to the form.  

Important: Only staff assigned to the Admission Lead Key Role on their Bromcom profile will have 

access to the form replies link. 

Any feedback on the admission form needs to be send to Herminder.channa@oasisuk.org 

mailto:Herminder.channa@oasisuk.org

