
 

 
 

Admissions Form:  
Guidance Notes for Student Details Section  

 
The Downs School uses electronic communications to communicate with parents and 
carers and to provide a variety of information such as school trips and student reports.  
Therefore, it is essential that we hold current and accurate details.  Please refer to these 
notes when completing the student details section of the admissions form. 
 
 

• Ensure full name and contact details are on the form, including those of parents 
not living at the student’s home address. 
 

• Parental responsibility:  please see legal guidance provided by West Berkshire 
Council.  If you indicate ‘no’ parental responsibility, evidence must be provided, i.e. 
a Court Order.  If a Court Order is not provided, access will be provided for the 
parent concerned. 
 

• Please ensure we have a minimum of two adult contacts for each student.  We 
must have a minimum of 2 adult contacts per student, one of whom must be a 
parent/legal guardian’. 

 
• Ensure that all telephone numbers, including mobile numbers, are correct.  These 

will be used to inform you of your child’s non-attendance at school or to contact 
you in an emergency. 
 

• The Downs School’s preferred method of sending information such as letters to 
parents/carers is via e-mail. Please provide at least one e-mail address per 
household and an e-mail address for any absentee parent. This should be a 
personal e-mail address. E-mail would not be used as the initial form of contact in 
an emergency. If you provide a work e-mail address, you should be aware that an 
employer has the right to monitor content and personal information about your 
child (i.e. their school report).  You should also note that, where a work e-mail 
address is used, personal correspondence with the school will be available to view 
by an employer as you will be using that e-mail as a representative of the 
company/organisation as well as a parent/carer. If you do not wish letters to be 
sent by e-mail, please could you inform the school in writing.  

 

• Please indicate if either parent is, or has ever been, employed by The Downs 
School. 
 

• Please note that, in order to tick the free school meals box, you have to have 
successfully applied through West Berkshire Council.  
 
 

If any details on the admissions form change in the future, e.g. address, medical 
conditions, email or telephone numbers, you must let the school know in writing so 
records can be updated.  Failure to keep contact numbers up-to-date may make it 
impossible to contact you in an emergency. 
 
 
 

 



 
Parental Responsibility: 
Legal Guidance Provided by West Berkshire Council 
 
There are some people that automatically have parental responsibility and others who 
may acquire it:   
 

• Parents married to each other at the time of their child's birth both have parental 
responsibility for that child even if they are not living with the child or  
each other.  If they then later divorce both parents will continue to retain parental 
responsibility for that child.   
 

• If the parents of a child were not married to each other when the child was born 
the mother automatically has parental responsibility.  The father does not unless 
he acquires it: 

 
(a) by subsequently marrying the mother of the child; 

 
(b) through a Court Order; 

 
(c) by entering into an agreement with the child's mother that he will have 

parental responsibility.  (This agreement needs to be formal and written in 
the prescribed form and registered in the prescribed manner as set out in 
the Parental Responsibility Agreement Regulations 1991); 

 
(d) by being appointed guardian by the child's mother; 
 
(e) if the child was born on or after the 1 December 2003, by jointly registering 

the child's birth with the mother (this means that they must be named on 
the Birth Certificate as the father).   

 
• Those who are not the child's natural parents can also acquire parental 

responsibility.  This can be given by being granted a Residence Order, a Special 
Guardianship Order, by being appointed a Guardian, by being named in an 
Emergency Protection Order (although parental responsibility in this respect will 
be limited to safeguarding or promoting a child's welfare) and adopting a child.  In 
the case of an adoption the child's birth parent’s parental responsibility will be 
brought to an end.  

 
In relation to step-parents they may also acquire parental responsibility for a child of their 
spouse or civil partner.  This can be acquired in any of the ways described above.   
 
 


