
 

 

 

Bright Horizons- International British school of Zagreb    
 
Admission Policy 

 
Purpose 

 
The purpose of this is to provide a clear guideline with the stages and requirements for pupil admission 
into Bright Horizons- IBSZ. 

 
Overview 

 
Bright Horizons- IBSZ operates an ongoing open admissions system, accepting children into the school 
throughout the                 year. All applications for admission are given equal status by the school with no child 
excluded on the  basis of nationality, culture, or religious beliefs. 

 
The admission process includes the following steps: 

 
1. Online Inquiry Form – parents complete the online inquiry form. 
2. Inquiry reviewed and family is contacted- after receiving the inquiry form, the school 

secretary or school counsellor will contact the parents via email to arrange a meeting 
3. Meeting with the School counsellor / Principal – parents will receive general information about the 

school and the school prospectus. A brief tour of the school campus can also be arranged at this 
time if  requested, during which time the Parent/s may have the opportunity to meet with the 
Primary/Middle years coordinators. Please be informed that a campus tour may not be possible in 
times of a pandemic. 

4. During the trial day, or otherwise prior to confirmation of Admission, Admissions Assessment must 
be completed by prospective students. Internal school assessment tools will be used for children 
entering Key stage 1 and 2. This is to ensure students are able to cope with the demands of the 
curriculum at Bright Horizons- IBSZ.  

5. A trial day in school for pupils will be offered to children of prospective parents. In times of a 
pandemic, when trial days are still possible, an antigen test of PCR test may be requested 

6. During the day visit, if possible an interview with the school educational rehabilitator will be 
scheduled to help establish a profile of the child, including possible Special Educational   Needs. 

7. School reports - all paperwork shall be submitted, including previous academic reports (Three 
required - if possible- to cover a minimum of one full academic year) and any other useful 
information regarding the student (from previous schools). This includes records about any Special 
Educational Needs or Medical Issues relating to the prospective student. 

8. References from the previous school will be sought directly, where possible, before an official offer 
is made. If a reference is not available, information regarding behaviour provided in school reports 
will be used to determine if a prospective student is a good fit for the Bright Horizons- IBSZ 
community. Where there  is a possible cause for concern identified, the relevant Principal may 
contact the previous school directly for an oral reference. 

9. Documents review - once all paperwork has been received and processed, SLT will analyse each 
case individually (check all the documents) and make a final decision. 

10. Payment - parents pay the required enrolment fee- at this time, and only at this time will your child 
have a                       confirmed place at Bright Horizons- IBSZ. 

11. Registration – once a student is registered, all documentation has been submitted, and the student 
file is complete, and payment has been confirmed, the status of the student is moved from 
‘Prospective’ to ‘Enrolled’. 

12. Information sharing - following the processing of a new admission, the admission office will share 
relevant information with: 



 

 

 The relevant Principal 
 IT to set up a student account with access to online resources, and a parent account on school 

applications. IT will in turn share student login details with the relevant Principal and Form 
Teacher. The form teacher will share parent login details with the parent for other school 
applications. 

 All staff regarding the start date of the new admission, the week prior to the first school day of 
the respective student to enable staff adequate time to prepare. 

13. Day 1 –Students will be buddied with a student on Day 1 to help               support them through their 
transition period. 

 
Minimum Level of English Requirement 

 
Parents must understand when enrolling their children that Bright Horizons- IBSZ is an International 
British School delivering the curriculum in English from Year 1 to Year 8 (ages 5,5 -14). Bright Horizons- 
IBSZ is not an English Language Centre. New admissions will therefore join the mainstream programme, 
with additional English support provided (if needed), within the context of delivering the standard 
curriculum in English, to help students to integrate                 quickly into the programme. In some situations, 
however, especially if the student is entering the Middle years with a low level of English, parents may be 
advised to organise additional English lessons outside school hours. 

 
Owing to the fact that all exams, are in English, it is necessary for students to have attained a minimum 
level of English. 
 
Special Educational Needs 

 
Bright Horizons- IBSZ seeks to meet the needs of all its pupils. Where specific needs are identified, the 
school’s SEND Coordinator and School Counsellor will work with the class teacher and parents to provide 
an Individual  Educational Plan (IEP). This will contain clear objectives appropriate to the individual child 
and progress will be monitored closely, with parents informed on a regular basis. 

 
In some exceptional cases, parents may be asked to provide one-to-one special educational needs 
support in the form of an additional assistant with fees for these services to be paid directly by the pupil’s 
family. 

 
In situations where Bright Horizons- IBSZ does not have the resources or programmes in place to 
adequately support students with given special learning needs or access requirements, the school 
reserves the right to refuse    admission.  

 
Payment 

 
Parents are required to pay the registration fee and all the necessary fee payments on time to secure a 
place for their child. 

 
Trial Period 

 
Each child is admitted on a one term trial period, during which time their ability and behaviour will be 
assessed to ensure we are able to supply their educational needs adequately, and that their behaviour 
does not pose a health risk to themselves or others, or adversely affect the learning of others. 

 
At the end of the trial period, a meeting with the Primary/Middle years coordinators and school 
counsellor will be arranged to review the initial period of integration, with feedback offered as 
appropriate. Where expectations have not been  met to a satisfactory standard, the trial period may be 
extended, or where it is determined insufficient student progress has been made in partnership with the 
parents, registration may be ended. 

 
Re-enrolment Policy 

 
Preference will be given to current students re-enrolling. Once the re-enrolment period has passed 
(March 1st to May 31th ), places will be offered to new admissions. 



 

 

 
Order of Priority for New Admissions 

 
1. Brothers and sisters of students currently enrolled at Bright Horizons- IBSZ 
2. Pupils from Kindergarten Horizons 
3. Brothers and sisters of students previously enrolled at Bright Horizons- IBSZ 
4. Children of international teachers and admin management staff at Bright Horizons- IBSZ 
5. In order of the students on the class waiting list 
6. In order of the students applying 

 
Admissions Documents and Support Information 

 
As a requirement of admission at Bright Horizons IBSZ, Enrolment and Medical forms must be fully  
completed and submitted along with the following documents and payment: 

 Photocopy of the child’s Vaccination card 
 Photocopy of the child’s Birth Certificate 
 Photocopy of the child’s photo ID card or passport  
 Photocopy of parents'/carers’ photo ID cards or passports 
 For Year 1 only, a letter from the child’s doctor confirming that the child is ready to attend 

Bright Horizons School 
 Payment of the registration fee following receipt of all required documents 
 Once payment is received, the parent/carer will sign the annual contract 

 
Original Documents 
All original documents supporting copies of such documents submitted must be available for inspection by the 
School as and when requested by the School. 
Note: An application will not be considered until ALL information and payment of the appropriate fees have been 
received by our Admissions Office. 
 

Related Policies 
 

Behaviour Policy  
Anti-bullying Policy 
Data Protection Policy 
Drug and Alcohol Policy  
Equal Opportunities Policy 
Exclusion Policy 
SEND Policy  
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