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Department of Children’s Services 

Admissions Team

Future House
Bolling Road

Bradford, BD4 7EB

     Tel: 
 01274 385603
School Admissions Services
Name of School_____________________________ 
Statutory roles and responsibilities (free of charge)

· Publish the admission arrangements for all maintained schools and academies on the council website.

· Formulate and consult on a co-ordinated admissions scheme for each academic year for admissions into primary and secondary schools within the Bradford district. The scheme complies with the School Admissions Code and regulations, sharing information with other LAs and offering applicants their highest ranked school whenever possible. 

· Provide an on-line application service.

· Ensure advice and guidance is available to parents of pupils transferring from primary to secondary school.

· Provide details of all applicants to schools that are their own admission authorities in accordance with dates given in the co-ordinated scheme, both for the annual allocations and in-year admissions.
· Allocate an alternative school place where applicants are not offered any of their preferred schools.

· Co-ordinate with schools and other LAs beyond the offer dates to ensure available places are reallocated effectively and fairly.

· Write to all applicants on the ‘national offer’ day informing them of the allocated school and inform unsuccessful applicants of the reasons for refusal of a place at their preferred school and the steps that can be taken.

Non-statutory roles (free of charge)

The Admissions Team also offers the following non-statutory services to schools that are their own admission authority at no extra cost:


· Admission Officer attendance at secondary school open evenings to offer advice to parents on the application process.

· Chase up non-return of application forms and forward to own admission authority schools as necessary.
· Mark all applicants with a sibling attending the school and provide the name and date of birth of the sibling (if parent has indicated this on the common application form).

· Identify any applicant who is/was looked after or has a statement of special educational needs.

· using recognised computer software, provide accurate measurements  of each applicant from the Ordnance Survey address point of the home address to the main entrance of the school.
· Indicate those applicants who live in a school’s priority admission area (where applicable).
· Co-ordination of in-year applications including provision of a common application form
enabling parents to list up to three preferences, liaison with preferred schools and sending allocation letter to parents. 
Services available to purchase            




 TICK AS APPROPRIATE
Secondary School annual allocations  **
a) Provision of full allocation process including validation of siblings and addresses (using Council Tax records where necessary), applying the school’s oversubscription criteria including identifying which applicants live within the priority admission area (if appropriate) and ranking accordingly. 
b) Maintenance and reallocation from waiting lists until waiting lists close, in accordance with school’s admission policy.

Please tick which service you wish the Admissions Team to deal with for the annual allocations:
Service A: Annual allocation process 

(
  
Service B:   Re-allocation from waiting lists   
(
COSTS

Service A only 
=  £120
Service B only
=  £40
Services A & B 
=  £150
** If the number of applications considered does not reach your published admission number we will not make a charge for any of these services.

School admission appeals

1   Preparation of case papers

· Administration of appeals to any year group, including provision of appeal form, determining whether the appeal may be heard, copying and sending to the Council’s Legal and Democratic Services and liaising with them to schedule appeal hearing.

· Preparation of school’s statement of case for appeal in accordance with admissions and appeals legislation (providing advice to governors/headteacher as appropriate), including:
             - a statement summarising how places were allocated in accordance with admission policy
             - how the admission arrangements for the school apply to the appellant’s application, ie where 
               distance criteria has been used


-  headteacher’s statement
             - a copy of the decision letter (legal requirement)

· Photocopying of documentation for school representative (if applicable), panel and appellant.

· Provision of additional information for appeal hearing/presenting officer in support of the case, including:


- details of and order of preferences made by parent 
             - walking distance measurements from home to school appealed for, school allocated and other 
               to other schools

- whether application was submitted late (annual allocations)          

•       Maintenance of computer records of appeal details, including date received, date of hearing, 
         reason for appeal and result.
£35 per appeal

(

2   Presentation of admission appeals  

Attendance by experienced senior admissions officer, proficient in answering detailed questions about the
case, school appealed for, alternative schools and local coordinated admission arrangements.

           £35 per appeal
            (

3   Repeat Appeals

Consideration of repeat appeals – senior admissions officers compares new appeal against details of previous appeal, requesting clerk’s notes from Legal Services (if necessary), liaison with school, responding to parent, postage. 
           £12 per appeal


(

4   Local Government Ombudsman complaints (very infrequent)  
Collation of documentation for Local Government Ombudsman complaints 
          £12 per appeal                     
(
5    DfE Appeal data returns

Completion of the annual DfE return regarding school appeals lodged and heard (for schools that use the Council’s Legal Services).
             £12 per year


(
	Miscellaneous services (as and when required)
· Professional advice regarding:

· review of oversubscription criteria 
· legal requirements regarding consultation and determination of admission arrangements

· provision of historical admissions data to inform decisions on admission policies

· understanding of the School Admissions and Appeals Codes
This is particularly useful for schools converting to academies and can be provided for/at governing body meetings
            £25 per hour                           (



In Year Admissions

Bradford LA will continue to co-ordinate in year applications for all community and voluntary-controlled schools.  The LA also intends to co-ordinate applications for own admission authority schools/academies free of charge.  This includes provision of an in year common application form; scanning application form to school; liaising with school to establish whether an offer can be made and informing parent of the outcome by letter. We feel that this is imperative for safe guarding reasons, the pressure on school places generally and the effective implementation of the Fair Access Protocol.
If you do not wish to co-ordinate in-year applications, please email Emma Cheetham (emma.cheetham@bradford.gov.uk)                                                                                                                                 
This agreement is an on-going agreement from one academic year to the next. If at any time you wish to cancel any service, please email Emma Cheetham (emma.cheetham@bradford.gov.uk)
School Admissions Services
_____________________________________ (SCHOOL) 
The governing body of ______________________ (School) would like the Admissions Team to undertake the above services (as indicated).  

Name …………………………………………………   Headteacher/ Chair of Governors (please delete)
Signed ……………………………………………..   Date ………………………………………………….   
Please return to Emma Cheetham, Admissions Team Leader (Appeals/Business Support), BMDC, Children’s Services, Future House, Bolling Road, Bradford BD4 7EB or by email to  emma.cheetham@bradford.gov.uk 
