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IN YEAR ADMISSION TO A PRIMARY SCHOOL 2014-15 
GUIDANCE FOR PARENTS AND CARERS
Please read all of this information carefully and complete the form as fully as possible.  If the form is not completed correctly we may return it to you.

Please complete this application form if:
· You have moved into the district and your child does not have a school place.

· You have moved within the district and your child’s current school is too far from your new address.

· You already live in the district, are not moving house, but would like your child to move schools. 
Please don’t complete this application form if: 

· If your child has a Statement of Special Educational Needs or Education, Health and Care Plan. Please contact the SEN Team on 01274 385902 for advice.

· You wish to apply for a place at Idle CE, Shipley CE and any Catholic Primary school. These schools manage their own applications and should be contacted directly.

· You are applying for any school within Kirklees, Calderdale or Leeds Authorities.
How we deal with your application
The length of time it takes to process an application varies in each individual case; however we aim to process primary school applications within 20 school days. If the application is for an Academy, Voluntary Aided or Foundation school or for a school in another authority, the process may take longer. Please be patient while we deal with your application.
Applications made for this academic year will not be carried forward to the 2015-16 academic year. A new application should be made if you still require a place. The earliest we can process applications for children to transfer schools for the start of September is 1 June each year.

Applications for Academies, Trust, Voluntary Aided and Foundation Schools
· The Admissions Team co-ordinates applications for schools where the governing body has responsibility for admissions. Your application will be sent to the school for consideration.
· The school will apply their own admission rules and the Admissions Team will write to you on their behalf with the outcome of your application.

Applications for Community and Voluntary Controlled Schools
· If we receive more applications than there are places for a particular year group, your application will be considered under the over-subscription rules for each school. Please consult the school’s Admissions Policy for further information (these can be found on the school or Council website).
· If a place is available you will receive a letter with an acceptance slip for you to sign and return to the school.
· If there are no places at your preferred school(s) and your child is not attending a school an alternative will be offered. If your child is already attending a local school no alternative will be offered. 
Parents/carers are legally responsible for ensuring their child’s attendance at a school. In all cases where your child is on roll at a school they should continue to attend until a suitable place has been agreed.
If your preferred school does not have places available in the relevant year group, a right of appeal will be given. Further information will be included in the letter we send you.
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Things to consider before making an application
 Changing schools may not be the solution
· How will your child cope in a new school? It can take time for children to settle, make new friends and adapt to a different teacher.

· Can your preferred schools meet your child’s needs? You may find a new school does not have the resources to provide the same level of support your current school has in place. If, from the information provided by your child’s current school, it is clear that a number of measures have been put in place to support your child please make every effort to continue with this process.

· Although the National Curriculum is taught in all schools, they teach each part of the curriculum at different times of the year – your child could miss important work.

· Consider the costs involved. You will need to buy a new uniform and P.E kit. You will be responsible for transporting your child to and from school (including winter weather) and any costs incurred. 

Before you continue with your request to transfer schools, you should talk through any 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. If you feel your concerns are still not resolved you can write to the Chair of Governors at the school. 
If it becomes clear from your application form that your child has had an unsettled school history and/or your child has attended two or more primary schools, we would not encourage a further move unless a change of address makes travel to the existing school unreasonable.

If you would like further advice, please contact the Education Welfare Service (01274 385761) or Bradford Parent Partnership Service (01274 481183). You will also need to ask your child’s current school to complete Part 2 of the form before we will deal with your application. 

Making an application if you have moved house
If you are new to the district or have moved house within the district you must provide us with evidence of residency e.g. proof of purchase/rental, utility bills or a council tax bill. If you are unable to provide such documents, we will consider your application from the address we have on file which may affect your chances of being offered a place at your preferred school.

Applications for school places should normally be made to the Local Authority (LA) to which you pay your Council Tax. However, if you are applying for any school in Leeds, Calderdale or Kirklees authorities you should contact the school directly. If you are planning to move elsewhere in the country you should contact the relevant Authority for information on their application process.  Some Local Authorities will still co-ordinate all in year applications, but others may not and so you would need to approach schools direct.

Further Advice and Information
Full details of schools in the district and their admission arrangements can be found in the ‘Guide for Parents’ admission booklet which can be downloaded from the Bradford Council website (www.bradford.gov.uk).

If you require assistance in person, please visit Future House between the following times:

Monday        9.30 - 12.30
Tuesday       1.00 - 4.00

Wednesday  9.30 - 12.30
Thursday      1.00 - 4.00

Friday           9.30 - 12.30

Alternatively, the Admissions Team can be contacted on 01274 385967 between 8.30am and 5pm Monday – Thursday, 8.30am and 4.30pm on Fridays, or via primaryadmissions@bradford.gov.uk
If you are new to the UK and need help with this form, please contact the Education Service for New Communities and Travellers on 01274 385558
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	IN-YEAR COMMON APPLICATION FORM (PRIMARY)  2014-15                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 (This must be completed even if the previous school was not in the UK).

	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 / address

	Reason for leaving
	
	Date left

	Previous school 2
	Name / 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.

New to the UK                                                        Issues at current school                              

New to the Bradford district                                 Leaving private education 

Returned to the Bradford district                         No school due to extended leave

Moving /moved house                                          Other reasons (please specify)                      

Please provide further information if appropriate ………………………………………………………………..…..…..………..
…………………………………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………….……………………….

	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) 

………………………………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………………………………….

Are there any further actions that could be taken by school to resolve any outstanding concerns or issues?
…………………………………………………………………………………………………………………………………………..

	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. 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 to 25 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
We cannot be responsible for forms that are lost or delayed in the postal system

	IN YEAR COMMON APPLICATION FORM  (PRIMARY)    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? 
Are there any further actions that could be taken by the parent/carer to resolve any outstanding concerns or issues?



	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
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