
1 Policy Revised November 2017 
 

    
 
 
 

American School of Bilbao 
Admissions Policy 

  

 
 

 

Introduction 
In keeping with its mission and beliefs, the American School of Bilbao (ASB) is a caring school 
respectful of the needs of all of its students. ASB is also a forward-thinking school that accepts 
students from all parts of the world. As a school of the 21st century, it seeks to provide the most up 
to date curriculum. To ensure the quality of the curriculum the learning is inquiry based and takes 
into account developmental levels, multiple intelligences, critical thinking and the International 
Baccalaureate (IB) Learner Profile. 

 
 
Academic criteria for admissions 

 
Students wishing to enter ASB must meet the following admission criteria: 

 
 

I. Early Childhood (Primera Infancia) 
 

1. Children who apply for a place in Nursery class must be at least two years old prior to 
December 31st of the year on which they enter school. The same criterion applies for 
admission to the subsequent grades. The offer of a place will be conditional upon availability. 

 
2. At the Early Childhood (Nursery, Pre-Kindergarten and Kindergarten) there are no formal 

tests undertaken. 
 
 
 

II. Lower School (Primary Education: Grades 1-5) 
 

1. Students whose native language is not English, who do not come from a CIS or IB accredited 
school, should demonstrate their level of English via an ASB Admission Examination and/or 
a third-party accredited English examination. 

 
2. Students wishing to enter Grades 1-5 will be assessed using academic records and work 

samples in all subjects in the previous two years of study (except those of 1st and 2nd Grade). 
 

3. In the case of new students joining existing classes with qualifying academic levels, 
especially in languages, priority will be given in accordance with the average grade of the 
student’s academic record, and the ASB Admissions Examination provided by the School, 
each with a weight of 50%. 

 
4. For students applying to grades 2 through 5, testing will take place, based upon the admissions 

committee review, which will include but not be limited to: 
 

• Language proficiency testing 
• Math ability determination 
• Written proficiency analysis 
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III. Upper School (Secondary Education: Grades 6-10) 
 

1. Score a passing grade on the Admissions Examination which will include but not be limited 
to: 

 
• Language proficiency testing 
• Math ability determination 
• Written proficiency analysis 

 
2. Students whose native language is not English, who do not come from a CIS or IB 

accredited school, should demonstrate their level of English via the ASB Admissions 
Examination and/or a third-party accredited English examination. 

 
3. Students wishing to enter Grades 6-10 should have an average grade of at least 65% 

in every subject in the previous two years of study. 
 

4. Students having unique circumstances, such as local or foreign students with education 
only in English, will be given special consideration in the admissions process.   

 
 

IV. International Baccalaureate (Grades 11-12) 
 

1. For the first year of the International Baccalaureate Programme (Grade 11), candidates 
should have an average of at least 65% in all subjects in the previous two years of study, 
and also pass level tests similar to those passed by 10th Grade school students, 
especially in Math, English, Science and any other subject in which their record reveals 
a borderline level. 

 
2. For the second year of International Baccalaureate, the School will only consider 

students who have completed the first year of the International Baccalaureate with 
passing grades  in all subjects.  Additionally, all assessments and course offerings must 
be compatible with the ASB IBDP courses being offered at time of petition for enrollment. 

 
3. All incoming IB students will be given a one-year conditional admission, which will be 

reviewed throughout the year.  Students with additional needs will be given a mandatory 
action plan with supports needed for continued enrollment at ASB. 

 
 
Order of preference 

The following criteria will be applied when determining the order of preference for admissions when 
one or more candidates have applied for limited placement, subject to fulfillment of the academic 
admission criteria described above. 

 
The following groups will have priority over other applicants once students have fulfilled the academic 
criteria, and within each group, priority will be given to the student with the highest overall grade: 

 
1. Siblings of current ASB students, or exceptional students with an average grade of at least 85% 

in all subjects in the previous two years of study. 
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2. Returning ASB students who relocated to another country temporarily or who participated 
in exchange programs or undertook studies in officially recognized schools. 

 
Starting with the following groups, weighting points will be established for each group, which will be 
added to the other assessment criteria in order to define the final score that will establish the order of 
preference in offering available places: 
 
 

3. Children of ex-alumni. 
 

4. Native English Speakers. 
 

5. Students’ academic level. 
 

6. Students who have attended schools that are accredited by officially recognized accrediting bodies. 
 

7. Students whose parents or legal guardian have been transferred to the area for work reasons. 
 

8. The order in which the application was registered within the existing deadlines. 
 
9. In the case of pre-school admissions, preference will be given to: 
 

1. Siblings of current ASB students 
2. Ex-ASB students and families 
3. Date of application. 

 
The ranking of children of school staff will be established according to the existing legislation or 
agreement, subject by default to academic admission criteria, and to the availability of places 
subsequent to the June admission process. 

 
 
Application Procedure 

The process will be coordinated and supervised by an Admissions Committee, composed of at least 
the Director, Upper School Principal and Lower School Principal, with the possible incorporation of 
any other person deemed appropriate by the Director. In the event of disagreement, the Director’s 
vote will be decisive, whereby these decisions will be documented. The steps will be as follows, 
reflected in each case with verifiable and legally binding documentation, in accordance with the 
legally binding requirements of the CIS and the IB: 

 
There are two steps to the procedure, one for parents with children at ASB, and a second for 
applicants without children at the school: 

 
I. Applicants with children at the school 

 
Applicants with children studying at ASB should confirm their children’s places for the coming 
academic year prior to December 1 in order to maintain their preferential admission rights and define 
the number of places available to new applicants. 

 
Similarly, Application for Admission of children not studying at ASB should be made prior to January 
15 of the subsequent academic year, in order to maintain their preferential admission rights. 
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Admission will be confirmed on or before February 1, in accordance with available places and the 
evaluation of existing candidates. 

 
 

II.  Applicants without children at the school 

Step 1 

Receipt of applications will begin upon reception date prior to the academic year in question. Parents 
of applicants are asked to fill out an Application for Admission that they may obtain by contacting the 
school or accessing the school´s web page. 

 
In support of the application, parents are asked to provide a copy of their most recent school reports 
for the previous two years and the most current term. In this regard, applicants should authorize the 
school to make direct contact with any previous school or educational establishment and to request 
a confidential report, letters of recommendation, and work samples. 

 
The admissions personnel or Principal will request for comments on academic progress to date in 
order to verify minimum academic level, English aptitude, involvement in the broader life of the school 
and general behavioral practices. 

 
The admission personnel will collect all the required documents: academic records, medical reports, 
etc. and submit the file to the Upper or Lower School Principal. 

 
Step 2 

 
After the Principal reviews the application, the admissions personnel will then schedule an  
appointment for both an interview, when possible, and an admission’s assessment to determine 
students’ eligibility for the grade and its curricular demands. 

 
Step 3 

 
The assessment results will then be submitted to the Principal for review and will include the results 
and a recommendation, which may include the need to determine supplementary support and 
additional assessments for: English as a Second Language (ESL), Spanish as a Second Language 
(SSL), or psychological support. 
 

 
III. Applicants with specific needs 
 
ASB has a Learning Support program, although the number of students to whom it can be offered is limited 
by the resources it has available at any given time. Parents or guardians of any applicant having a specific 
need must submit complete reports with the application. These might include individualized education 
programs (IEPs), psychological reports or speech and language reports. Any student with significant 
specific academic or physical needs for which the school does not have adequate resources will not be 
admitted.  
 
Students needing Learning Support may be admitted if it is believed that the school can offer appropriate 
support and that the children can be placed in the regular classroom. When reviewing the application of a 
student with specific needs, the Admissions Committee will take into consideration all students receiving 
learning support in that grade, with additional consultation from the Learning Support specialists. As part 
of this process, the applicant will usually be interviewed, and the Admissions Committee reserves the right 
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to request that a psycho-educational evaluation be conducted before a decision is made, if necessary. In 
the case where a specific need has not previously been identified, the school reserves the right to review 
the situation in order to assess the appropriateness of the student's presence in the school based on our 
capacity to address his/her needs. 

 
Please note services of Learning Support have an additional fee. 

 
Once all the assessment data is received, a detailed Application Assessment Document will be 
completed, with valuations according to existing assessment criteria, and the Principal will determine 
if a Trial Day appointment is to be set or if a positive or negative recommendation is to be made to 
the Admissions Committee. 

 
During the Trial Day, the receiving teacher(s) will fill out a Trial Day Form stating, amongst other 
things, how the student has performed during his/her trial time at school. Any teacher who may 
question the need for the visiting student to have additional support may request, with reasonable 
cause and in writing, that an assessment for ESL, SSL or for psychological support be conducted. 

 
All documentation is then submitted to the Principal with a recommendation for admissions from the 
teacher. If a recommended admissions denial is stated, then factual reasons will be required to be 
provided by the reporting teacher. 

 
 
Step 4 

 
The section Principal reviews all of the reports and, in light of the criteria for admissions preference, 
makes a final recommendation for or a denial of admissions providing written cause. 

 
 
Step 5 

 
The Principal will present to the Admissions Committee a detailed Application Assessment along 
with all the documentation, and in the last working week of January, the Committee will evaluate the 
files, establish the admission hierarchy and offer places on the basis of all the information received. 

 
If students are admitted, they will be sent a letter notifying them of provisional admission, grade level 
placement, and start date, as well as school rules and philosophy, student handbook, and detailed 
information regarding fees and payment schedule. The Director may schedule a meeting with 
student and/or parents if this is deemed to be necessary. Upon receipt of signed documentation 
confirming receipt and perusal of school rules and philosophy, and following payment of initial fee, 
within 15 working days final confirmation of admission will be sent. 

 
Those students who have fulfilled assessment criteria but owing to a shortage of places could not 
be admitted, will remain on the waiting list pending confirmation of the availability of a place, following 
the order of their final results in the evaluation and the admission criteria preferences established by 
the Admissions Committee. 

 
If a student is not admitted, on the basis of the evidence gathered, the family will be notified by the 
school in writing providing cause for non-acceptance. 
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In the case of receipt of applications after the January deadline, or those which in the process of 
evaluation, the aforementioned procedure will be followed, with a decision to be taken at that time. 

 
 
Exceptional circumstances 

 
The Director may offer placement contrary to the evidence gathered in the documentation, but only 
when there are places available, and when there is reasonable doubt with regard to the data 
gathered or when probable cause exists to believe that the candidate will flourish in the school´s 
social and academic environment; provided the candidate evidences an exceptional profile or skills 
in other spheres which are not considered to be reflected in his/her academic profile, and where the 
candidate is expected to satisfy the demands of the school´s curriculum. Reasonable doubt or 
probable cause will be recorded, in writing, by the Director and made a part of the applicant´s 
admissions application. Under these circumstances, a student may only be admitted on a trial basis 
called a limited term admission not lasting more than one academic year. 

 
 
 

Limited term admission 
 
If the Director has determined that a limited term admission may be offered, the parents must be 
notified in writing. The Notification of the Limited Term Admissions must be agreed to and signed by 
the parent or legal guardian as evidence that they have accepted any pre-conditions associated with 
the offer of admission. The limited term admissions will be valid for the period of time stated, but not 
lasting more than one academic year. 

 
 
 
Limited term admissions hearing 

 
Once the limited term admission is about to reach its expiration, the Director may offer a permanent 
admission. Under these circumstances, a permanent admission may only be offered when a full  
review of the admissions documentation, along with all documentation provided by all teachers 
serving the student-applicant, as well as medical, social and/or psychological records provided by 
experts in the field is provided, if deemed necessary. The official review will be held as an admissions 
hearing with the Director, Principal and homeroom teacher making the final, unanimous decision to 
offer permanent admissions. 

 
If the decision is not unanimous, a permanent admission may not be offered. In such cases, the 
parent will be notified in writing and with cause for the denial of the permanent admission. A second 
term limited admission may not be offered. 

 
Only the Board of Trustees can reverse the decision made as result of the admissions hearing.  
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Parental responsibilities 

At the time of application, it is the parent’s responsibility to present any and all documentation which 
may prove relevant to the student´s future education. This includes, but is not limited to, medical 
diagnoses, psychological evaluations or other documented, pre-existing conditions. Failure to 
present this documentation during admissions may lead the school to re-evaluate its ability to provide 
the student with equal access to the curriculum or provide a safe learning environment for the student 
or others. Under these circumstances the Director may revoke the offer of admission. 

 
Prior to final acceptance of the student, parents must sign a document of adherence to School 
Policies, Procedures and Rules, a copy of which will be sent to them for signature along with the 
noticed of admission. 

 
 
Waitlisted applicants 

The school may decide to wait-list an application for admissions in either the February or the May 
process in case a place might become available at a later date. In grades where a waiting list exists, 
the parents or legal guardians will be informed, and any pending documents must be provided 
beforehand, along with any required fees, prior to the consideration of the application as a wait-listed 
application. If placement becomes available, the same criteria will be followed as in the Order of 
preference noted above amongst the pool of wait-listed applications: 

 
 
 
 
Review cycle 
The ASB Admission Policy, revised on November 1, 2017, will be reviewed at the end of every 3 
academic years. The next review will take place in September 2020. 

 
 
 
 
Policy Distribution 
 
All ASB policies are distributed via the school website and the ASB policy manual. 


