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full explanation of why this school has been chosen will be required and 
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2.7. Where oversubscribed, the trust will give priority to children whose siblings are 

attending school at the time of application and still attending at the time of 

admission. Children who are brought up together as a family by a civil 

partnership and who are living at the same address, are also considered to be 

siblings. 

2.8. For the purpose of this policy, “children of staff” refers to any children of staff 

who have been employed by the individual institution for two or more years at 
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3.7. Admission arrangements will be determined by 28 February in the 

determination year on an annual basis, even when no changes to the 

arrangements have been made.  

3.8. Finalised admission arrangements will be published on the school website.  

3.9. A copy of the finalised admission arrangements will be sent to the LA for entry 

by 15 March in the determination year.  

3.10. A copy of the admission arrangements will be sent to the individual or body 

representing the school’s religious character.  

3.11. Any objections to the admission arrangements will be directed to the 

Adjudicator by 15 May in the determination year.  

Applications and offers 

3.12. Parents will be provided with a common application form (CAF) where they 

will note their three preferred schools, along with a brief explanation, in rank 

order – the schools do not have to be located in the LA area where the 
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3.19. For PLAC and LAC, the admission authority will request a copy of the adoption 

order, child arrangements order or special guardianship order, and a letter 

from the LA confirming that the child was looked after immediately prior to the 

order being made.  

3.20. A clear, fair and objective waiting list will be provided until 31 December of 

each year. Priority will not be given to pupils based on the date they were 

placed on the list. LAC and PLAC will take priority over the waiting list.  The 

list will be ordered in line with the over-subscription criteria as detailed above 

and positions on the list are therefore subject to change as names are added.  

Any places that become available will then be offered to the child who is at the 

top of the list at the time. 

3.21. Sixth Form only Applications to sixth forms can be made using the CAF; 

however, pupils already on roll who are transferring into Year 12 are not 

obliged to use it.  

3.22. Sixth Form only Each sixth form provider has their own entry criteria relating 

to KS4 results. 

3.23. Sixth Form only The entry requirements for the sixth form are the same for 

all pupils, irrelevant of their previous school, and where oversubscribed, 
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3.30. The admission authority will make clear in the admissions arrangements the 

process for requesting admission outside of the normal age group for the 

admissions round.  

3.31. The headteacher will assist the admission authority with deciding on which 

year group a child will enter. Once a decision has been reached, the child’s 

parents will be informed in writing along with an explanation of how the 

decision was reached and any reasons why.  

3.32. Pupils not of usual school age will not be given less of a priority where the 

school is over subscribed. In the case of a request for deferred entry, parents 

must include a statement and a decision will be made based on professional 

judgment. Admission authorities must provide for the admission of children in 

the September following their fourth birthday. Where a place has been offered 

for a child at a school, that child is entitled to a full-time place in the September 

following their fourth birthday.  The child’s parents can defer the date their 

child is admitted, but not beyond the point at which they reach compulsory 

school age, and not beyond the beginning of the final term of the school year 

for which it was made. Where parents wish, children may attend part-time 

until later in the school year, but not beyond the point at which they reach 

compulsory school age. Parents may seek a place for their child outside of 

their normal age group, for example, if the child is gifted and talented or has 

experienced problems such as ill health, effectively in the year group below or 

above their chronological age group. In addition, the parents of a summer 

board child may choose not to send that child to school until the September 

following their fifth birthday and may request that they are admitted out of 

their normal age group – to Reception rather than Year 1.  The Local Authority 

must make the decision based on the circumstances of each case and in the 

best interest of the child concerned.  The Local Authority will request the heads 
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4.4. The admission authority and the appeals panel will act in accordance with all 

relevant legislation and guidance.  

4.5. The judicial function of the appeals panel will be transparent, accessible, 

independent and impartial, and will operate in accordance with the principles 

of natural justice.  

4.6. A clerk will be appointed to the appeals panel who is independent of the school 

and the education functions of the LA.  

4.7. The appeals panel will comprise a chair and at least two other panel members. 

The panel will also include at least one lay person and a person who has 

experience in education.  

4.8. The chair of the appeals panel is responsible for the conduct of the hearing, 

including introducing parties, explaining individual roles and how the hearing 

will be conducted, and ensuring that parties have sufficient opportunity to state 

their case and ask questions.  

4.9. Panel members will be independent from the school and will remain 

independent for the duration of their service. 

4.10.
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4.25. The clerk will send all the papers required for the hearing to both parties and 

the members of the panel seven days before the hearing.  

4.26. The presenting officer will be responsible for relaying to the attendees the 

decision not to admit the child, and answer questions where necessary.  

4.27. Appellants may attend in person or be represented by another individual. 

Where appellants cannot attend, a decision will be made based on the written 

evidence. 

4.28. Appeal hearings must be private and held in an accessible location. The order 

of the appeals will be:  

¶ Case for the admission authority. 

¶ Questioning by the appellant(s) and panel. 

¶ Case for the appellant(s). 

¶ Questioning by the admission authority and panel. 

¶ Summing up by the admission authority. 

¶ Summing up by the appellant(s). 

4.29. Multiple appeals will be heard, either individually or in groups, by the same 

appeals panel where appropriate. 

4.30. Notes of the hearing will be made and kept securely by the admission authority 

for a minimum of two years. These notes are, in most cases, exempt from 

disclosure under the Freedom of Information Act 2000 and the Data Protection 

Act 2018.  

Reaching a decision  

4.31. When reaching a decision, the admission authority will have due regard to 

section three of the ‘School admission appeals code’. 

4.32. Appeals decisions will either be upheld or dismissed – there will be no 

conditional decisions made, in line with section 94(6) of the School Standards 

and Framework Act 1998. 

4.33. The final decision will be decided by a simple majority. If votes are split equally, 

the chair will make the casting vote.  

4.34. The final decision and accompanying reasons will be communicated in writing 

to the appellant, admission authority and the LA.  

4.35. The decision letter will be signed by the clerk or chair of the appeals panel and 

sent no later than five school days after the decision has been made.  
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4.36. The admission authority will have due regard for the two-stage process 

outlined in the ‘School admission appeals code’ when negotiating appeals 

regarding infant class sizes. 

Complaints  

4.37. Appellants do not have the right to more than one appeal in respect of the 

school for the same academic year unless, in exceptional circumstances, the 

admission authority has accepted a second application from the appellant due 

to a material change in the circumstances of the parent, child or school but 

still refused admission.  

4.38. Appellants can apply for a place at the school for a different academic year.  

4.39. If appellants have an issue with the appeal process, they can complain to the 




