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	IN-YEAR COMMON APPLICATION FORM  2013-14                PART ONE

	This form must be used by residents in the Bradford Metropolitan District only for admission to or transfer between schools during the school year.  Before completing the form, please read the guidance notes. Please complete the form in BLOCK CAPITALS and black ink and sign the declaration at Section 9.

	Section 1:  Child’s details

	First name:                                        
	Middle name: 
	Legal surname:

	Child’s date of birth
Day ……  Month …...  Year …...
	
Male            Female             
	Has your child attended a school in the UK?

Yes         No         Please give details in Section 5

	Is your child new to the UK?

Yes              No            
	Does your child speak English?

Yes              No             Some          Home Language……………………………….

	Child’s home address 
	……………………………………………………………………………………………………………
Post Code……………………..   How long has child lived at this address? …………….…

	If you have moved address recently, or are planning to move, you must provide evidence of your house purchase or rental agreement and attach it to this application form (i.e. utility bill, council tax bill, copy of tenancy agreement etc). Your application will be delayed if you do not provide the necessary documents.

	If you intend to move house in the near future, please provide details

New address ………………………………………………………………………………………Moving date ………..………….

	Section 2: Parent / carer details

	Your details
	Title: Mr / Mrs/ Ms / Miss / Other.…
	First name:
	Surname:

	Your relationship to the child

   
     Mother           Father          Carer          Social Worker         Other ………
	Who else has parental responsibility?
  
…………………………………………………...

	Where parents have shared responsibility for the child, they must discuss and agree on their preferred school.

	Your current address (if different from above) ……………………………………………………………………………………
 ..…………………………………………………………………………….…………………… Post Code ……………………….

	Contact details
	Mobile phone …………………………….………….  Home phone   ……………………..……………………
Work phone   ………………………….…………….  Email address ………………………………………….

	Do you speak English: Yes            No         Some 
	Your home language ……………………………………………

	Section 3: Your school preferences

	Please specify the schools for which you wish to apply as well as any siblings living at the same address who currently attend the school. Please note that cousins and children in nursery cannot be considered for allocation purposes. Please consult the relevant school’s admissions policy to see if siblings in Year 12 and Year 13 are considered.

	1st preference
	
	Office Use Only
	If you are applying for any of these schools for religious reasons, 

please tick            

and contact the school as you will also need to complete their supplementary form.

Please state your religion 

…………………………

	Sibling’s name……………………………………….…………….. Date of birth…………............
	
	

	2nd preference
	
	
	

	Sibling’s name……………………………………….…………….. Date of birth…………............
	
	

	3rd preference
	
	
	

	Sibling’s name……………………………………….…………….. Date of birth…………............
	
	

	Section 4: Other siblings

	Sibling’s first name
	Sibling’s surname
	Sibling’s date of birth
	Sibling’s current/last school

	
	
	
	

	
	
	
	

	
	
	
	

	Section 5: Your child’s school history

	Current or most 

recent school
	                     

	School address
	                                                                                                 Post Code

	School telephone number
	
	Is your child still attending?


Yes                     No
	Last date attended if no longer attending

……………………………………………

	Reason for leaving
	

	

	Previous school 1
	Name and address

	Reason for leaving
	
	Date left

	Previous school 2
	Name and address

	Reason for leaving
	
	Date left

	Section 6: Reasons for application

	Please give your reasons for wishing to transfer schools.  Is your child experiencing problems at their current school?  Is your child attending school regularly?  If not, why not? Please state why you are applying for the specific schools you have named in Section 3.


	If you wish to transfer your child from one Bradford district school to another, Part Two of this form MUST be completed by your child’s current school even if you are moving house. If your child currently attends a school in another local authority and you are not moving house, you must also ask your child’s current school to complete Part Two. 

	Have you met with your child’s current school to discuss your reasons for wishing to transfer?  
      Yes                                 No                            

Who have you talked to at your child’s current school?
Headteacher              Deputy Head               Year Head            Tutor/Class Teacher                   Other …………………
Outcome of meeting(s) …………………………………………………………………………………………………………………………………………


	Section 7: Ethnic monitoring (please circle the ethnic origin of your child)

	Bangladeshi                             Black Caribbean                        Black African                            Chinese   

Gypsy Roma                            Indian                                         Mirpuri Pakistani                      Other Pakistani

Mixed Black African/White       Mixed Black Caribbean/White    Mixed Asian/White                  Other Asian background

White British                             White Irish                                  White Eastern European         Other White background

Traveller Irish heritage             Other black background             Other mixed background         Do not wish to give ethnicity

	Section 8: Additional information

	This section MUST be completed – at least one box MUST be ticked.

	Please indicate which of the following apply to your child. Please tick all that apply

Looked After Child. If yes, please state which Local Authority has responsibility:
Asylum seeker / refugee
Child with a Statement of Special Educational Needs

Child with a disability / serious medical condition. Please give details and continue on a separate sheet if necessary: …………………………………………………………………………………………………………………………………….………
Please attach supporting evidence from a relevant medical professional.

Parents are UK Service personnel or Crown Servants
Traveller Child

Young Carer

Elective Home Educated child
Child has been permanently excluded

Child has been out of education for two months or more
Child has significant behaviour or attendance issues. Please give details and continue on a separate sheet if necessary 
……………………………………………………………………………………………………………….…………………………………………….
Child from the criminal justice system or Pupil Referral Units who need to be reintegrated
Child known to the police or other services, ie CAMHS, Youth Offending Team, Child Protection, etc 
None of the above


	Are any agencies / services involved with the child / family? If so, who? For example, Education Social Worker, Social Worker, Behaviour Support Worker, Child & Adolescent Mental Health Service, Educational Psychologist

	Agency
	Contact person
	Contact telephone number

	
	
	

	
	
	

	Section 9: Declaration

	I certify that I have parental responsibility for the child named in Section 1 and that the information given on this form is true to the best of my knowledge and belief. I understand that giving any false or deliberately misleading information and/or supporting papers, or withholding any relevant information, may result in the withdrawal of the offer of a school place.
Signature of parent/carer …………………………………………..…………………………   Date …………………….……..

The information you provide will be used for school allocation purposes only and to determine whether the application should be dealt with through the Fair Access Protocol. It will not be disclosed to any other person or agency other than the relevant schools. However, the information may be cross-checked with other Council departments.

	What should I do next?

	If you are requesting admission because you have just moved into the Bradford district, please return the completed form with evidence of your house purchase/rental to the address shown below. You do not need to ask your child’s current school to complete Part Two of the form, however we may contact your child’s school for more information.

If your child has been attending a Bradford authority school or you have not moved house, once you have completed the form, give it to your child’s current or last school to complete Part Two and they will return the form to us. Failure to do so will result in the form being returned to you.  Correctly completed forms take an average of 15 school days to process. The completed form should be sent to:

Admissions Team, Dept of Children’s Services, Future House, Bolling Road, Bradford BD4 7EB

Tel: 01274 385967 Email: schooladmissions@bradford.gov.uk

	             IN YEAR COMMON APPLICATION FORM                  PART TWO

	Information for parents / carers: This part must be completed by a senior person at your child’s current school if the transfer request is between two schools in the Bradford District (even if you’ve moved house), or where the child has been attending a school in another authority and no house move is taking place.

Information for the current / last school: This should be completed by a member of the SLT. Please complete as fully as possible, otherwise the form may be returned for more information which will delay the application process.

	School Details

	Name of school
	
	Contact Name
	

	School phone number
	
	Post title
	

	Date child started

at this school
	
	Is the pupil

still attending?
	
YES                           NO

	Pupil Details

	Name of pupil 
	
	Date of birth
	

	Has the transfer request been discussed with the parent?                                     YES                           NO

	Would a transfer be detrimental to the pupil in any way?                                       YES                           NO

If yes, please give reasons:

	Attendance over the past 12 months: Attendance: …….% Authorised absence: ..…..% Unauthorised absence: .…...%         

	Does the pupil present challenging behaviour?  If so, please provide information on any incidents including fixed term exclusions, internal sanctions etc.  Please attach a separate sheet if necessary.


	SEN – has the student any of the following (please tick):
School Action

School Action Plus

Statement of Special Educational Needs
Individual Education Plan

Pastoral Support Programme
Please attach any additional information you consider relevant.

	Are any other agencies involved with the child?  If so, please give details



	What attempts have been made by the school and parent/carer to resolve any issues raised in Section 6? 



	The in-year transfer policy states that pupils should only change schools at the beginning of a new term.  Are there any exceptional circumstances regarding this child that should be taken into account? 


Yes                  No
If yes, please give reasons:

	Signed …………………………………………………..   Name …………………………………………….

Date ………………………………………………………………..    School Stamp 

	PLEASE RETURN THIS FORM TO THE PARENT/CARER WITHIN THREE DAYS OF RECEIPT 
 OR SEND THE FORM DIRECTLY TO THE ADMISSIONS TEAM
Thank you for your co-operation




IN-YEAR SCHOOL ADMISSIONS – GUIDANCE FOR PARENTS AND CARERS

The In-Year Common Application Form
Please complete the ‘In-Year Common Application Form’ if:
· you have moved into the Bradford Metropolitan District and your child does not have a school place; or
· you have moved within the district and your child’s current school is too far from your new address; or

· you already live in the district, are not moving, but would like your child to transfer to another school.
· you currently live in the district but will be moving to another town or city.
The In-Year Common Application Form must not be used if you are applying for a September start for your pre-school child or if your child is transferring from a primary to a secondary school. There are separate procedures and application forms in each of these cases.  Contact us for further information if necessary.

If the transfer request is between two schools in the Bradford district or if your child is attending a school in another local authority and you are not moving house, you need to ask your child’s current school to fill in Part Two. It is your responsibility to ask your child’s current school to complete this. If the form is sent to us without Part Two completed it will be returned to you.
It is very important that you complete all the sections of the application form.  Leaving sections blank will delay the process and may result in the form being returned to you to complete before we can deal with your request. The information will help us to decide whether your child’s application should be dealt with through the Fair Access Protocol (if your child comes under certain categories as set out by the Department of Education) and will help in the allocation of a suitable school place.  We also ask for other information such as your home language which enables the admission of your child to be dealt with more smoothly.

How we deal with your application

There are six types of schools in Bradford: for community and voluntary controlled schools Bradford Council is the admission authority and we are responsible for admissions to these schools. For voluntary-aided, foundation, trust schools and academies, the school’s governing body is the admission authority and they are responsible for their admissions, but we co-ordinate the applications for these schools.
Please note that your application will normally take 15 school days to process. 
If your application is for a school where the governing body deals with their admissions or for a school in another local authority the process will take longer.
When we write to offer you a school place, you will be asked to return an acceptance slip to the school. If it is not the school you want, you can ask to be placed on a waiting list for your preferred school(s). For most primary schools, waiting lists will be kept for the remainder of the school year for which the application was made. However, some voluntary-aided church schools close their waiting lists after a term or six months. Please consult the relevant school’s Admissions Policy for further information. For secondary schools, waiting lists will be kept until the end of the school term for which the application was made. You have the right to appeal to an independent appeal panel against the decision not to offer your child a place at your preferred school(s). This is a legal process and will take a further six weeks to be heard.  If your preferred school is in another local authority, you will need to contact them for further information. We strongly advise against declining the school offered without securing an alternative school. 

Many schools in the district are full. If the school you are applying for cannot offer a place to your child and he / she is currently registered at a local school, we will not offer an alternative. If your child is new to the district and we cannot offer your preferred schools, we will look to offer you the nearest school with a place available. If you have moved house we request that, where possible, you make every effort to continue sending your child to their current school until a place at a new school has been secured. You should always inform your child’s current school when a place has been offered at an alternative school.
Applications for a school place made this academic year will not be carried forward to the next academic year. The earliest we can process applications for children to transfer schools for the start of September is 1st June each year.
Making an application if you will be moving out of the district

All applications for school places need to be made to the local authority to which you pay your Council Tax. If you are currently living in the Bradford Metropolitan District but are planning to move elsewhere in the country you should submit an application to us to forward on to the relevant local authority. If you have a confirmed address and moving date you should contact the other authority to see if they will accept an application directly on their form or if they still wish the initial application to come through us.

Making an application if you have moved within or into the district

If you are new to the district, or you have moved house recently within the district and the distance between your new home and your child’s current school is more than two miles for children under eight years and more than three miles for children aged over eight years, once we have processed your application your child will be able to take up their place immediately, either to one of your preferred schools or to one with an available space. For all other applications, children and young people cannot normally transfer schools other than at the beginning of a new term. 
For us to consider your application from your new address, you must provide us with evidence of residency (e.g. proof of purchase or rental, or utility bills).  If you are unable to provide such documents, we will consider your application from the address we have on file which may affect your chance of being offered a place at your preferred school.
Making an application if you have not moved house

If you have not moved house, you can still request that your child transfers to another school. However, moving schools affects children in many ways and this decision should not be taken lightly.  Although we will still process your application, your child will not be able to change schools until the beginning of the next term. Earlier transfers will only be possible in exceptional circumstances.

Changing schools may not be the answer you’re looking for
· How will your child cope in a new school? It can be hard to make new friends part way through the year and will take time for your child to settle, learn new rules and adapt to a different teacher. 

· You will need to buy a new uniform and PE kit – have you thought about the costs involved? 

· Although the National Curriculum is taught in all schools, different schools teach each part of the curriculum at different times of the year – your child may miss important work. For older children, exam boards and courses may differ and they may not be able to continue with the same subjects. 

Is your child having problems at school?

Your child might feel unhappy or may not be getting on with friends or teachers at the moment.  Maybe your child has been bullied or got into trouble and you feel that it has not been sorted out.  Perhaps your child is struggling with their work. All these issues can occur to a child at any stage in their school life and can be resolved without the need to change schools. Problems that occur in one school may happen again in a new school where the staff do not know your child well enough to help them. 
Before you continue with your request to transfer schools, you should talk through your problems with the current school. If you are not happy with the way the school is dealing with the problem, you should speak to the headteacher and if your concerns are still not dealt with, you can write to the Chair of Governors. If you would like further advice, please contact the Education Welfare Service (tel 01274 385761) or Bradford Parent Partnership Service (tel 01274 481183).

Hopefully, your problems will be resolved and your child will stay at their current school. However, if you still wish to transfer your child to another school, you should complete the attached form.

How we decide who will be given available places

If we receive more applications than there are places for a particular year group, your application will be considered under the oversubscription rules for each school.  Most secondary schools in the District have a priority admission area: children living within the school’s priority area with a sibling already attending the school are considered first, then other applicants living in the school’s priority area. Children living outside the priority area are considered next, again firstly those with a brother or sister attending the school. If there are more applicants within each of these categories than there are places, a straight line distance will be used as a tie-break.  For primary schools, most schools give priority first to children with a sibling already in school and then to applicants who live closest to the school as measured by a straight line. A small number of primary schools use priority areas, and for these schools, children living within the priority admission area will be considered first. 

There are exceptions to these rules for children who are in public care, children with a Statement of Special Educational Needs that names a particular school, children with significant medical or social reasons where it is essential that the child attends a particular school and for those children considered under the Fair Access Protocol. 


If you are applying for a Catholic or Church of England school for faith reasons, you will also need to complete the school’s own supplementary information form which you can get from the school or download from our website. 

Full details of schools in the district and their admission arrangements can be found in the ‘Guide for Parents’ admission booklets which can be downloaded from the Bradford Council website (www.bradford.gov.uk) or requested from our office at the address detailed on the application form.
The Admissions Team may be contacted on 01274 385967 or by email to schooladmissions@bradford.gov.uk. 
