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Admission Policy

Spring 2018

Summary

This is the School Admission Policy written by Leeds City Council.

The local authority acts as the admission authority for our school admissions. The new policy will
come into place from Sept 2016 and this covers datesforcommon preference applications,
allocation and offer of places and waiting lists.

This policy will need to be reviewed when notified by the LEA.

Recommendation

Governors are requested to read this policy, consider its content and approve its adoption.

Author’sRole

Business Manager

Date Spring 2018
Internal Review Date Spring 2019
Official Review Date Spring 2021
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CO-ORDINATED ADMISSION SCHEME FOR PRIMARY,

INFANT AND JUNIOR SCHOOLS IN LEEDS 2017/2018.

\ S
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- CITY COUNCIL

This scheme requires inter-authority co-ordination by the local authorities for:
a. North Yorkshire, Kirklees, Bradford and City of Wakefield

Leeds Admission Authorities

In Leeds the admission authorities for primary, infantand juniorschools are:

The Governing Body of the Catholicvoluntary aided schools, the Church of England
voluntary aided schools, the Jewish voluntary aided school, the Foundation primary
schools, and the Academy Trusts of the Academies and Free Schools shown in appendix
la:

a. The local authority acts as the admission authority for all other Leeds primary, infantand
juniorschools.

Should any further schools adopt foundation status, become academies or free schools their
Governing Bodies or Academy Trust will take up responsibility as admission authorities.

The Leeds Common Preference Form

An online application facility will be available during the application period 1November2016— 15
January 2017.

There will also be a standard form known as the Common Preference Form (CPF) to be used within
the Local Authority (LA) area. The CPF will be used forthe purpose of admitting pupilsinto the first
year of primary education, Receptionand year3injuniorschools. The CPFor online system mustbe
used as a means of expressing up to five preferences by parents residentin Leeds.

a. for admissionto aschool withinthe LA (including Voluntary Aided and Foundation
schools, Academies or Free Schools);

b. foradmissiontoa school locatedin another LA’s area (including Voluntary Aided,
Foundation schools, Academies or Free Schools.)

Parents will be asked to express up to five preferencesincluding, where relevant, any schools
outside the LA’s area, inrank order of preference. Where other LA’s provide foradditional
preferencesthose parents will need to have expressed a preference foraLeeds school as one of
theirfirstthree preferencesto ensure Leeds parents are treated equitably.

Parents may give theirreasons for each preference.

Parentwill be informed thatthey will receive no more than one offer of a school place from the local
authority and that:
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i. aplacewill be offered atthe highest ranking preference for which aplace may be
available; and

ii. ifa place cannotbe offered ata preferenced school, aplace will be offered at the nearest
school with places available.

iii. if a place cannot be offered ata nominated school, and the addressis notin Leeds,
the home authority will be responsible for allocating an alternative school.

The closing date, 15 January 2017, and where the form must be returnedin accordance with the
timetable will be specified.

The local authority will make appropriate arrangementsto ensure:

a. thatthe CPFisavailable onrequestfromthe Admissions Team, on the website and from
all primary schoolsinthe Leeds area; and

b. thatthe CPFisaccompanied by a written explanation of the co-ordinated schemein the
parents guide to admissions booklet.

c. that parents have the facility to make an online application foraschool place up to the
deadline forapplications.

The local authority will take all reasonable steps to ensure that every parentresidentin Leeds who
has a child about to start Reception year ortransferfrom Infantschool intoyear 3, can access a copy
of the CPF (and a parent’s guide) orapply online.

Afterthe closing date of 15 January 2017 we will forward details of the applications, but notthe
parents ranking, to otheradmission authorities within the Leeds area, and to otherLAs ifa
preference has been made foraschool inanotherLocal Authority area. Thiswillinclude Voluntary
Aided and Foundation schools and Academies.

Governing Bodies, which are admission authorities fortheir school, must relay information back to
the local authority showing the orderin which they rank the applications for places, by a date
specifiedinthis scheme.

Supplementary Information Form (SIF)

All preferences expressed onlineoronthe CPF are valid applications. The governing body of
Voluntary Aided schools can require parents who have asked fora place at theirschool to provide
additional information on a Supplementary Information Form. This form can only be used where
additional informationisrequired forthe governing body to apply their oversubscription criteriato
the application.

Where a Voluntary Aided school requires aSIF it cannot consideran application unless the parent has
expresseda preferencefortheirschool. The SIF will state that the SIF must be returned to the school.
Where a SIF is required, the school should follow up any that have not been received.

Testing

There are no maintained primary, infant orjuniorschoolsin Leeds thatrequire atestin orderto gain
admission.
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The application process

Parents can applyonline orobtaina CPFfromany Leeds primary, infantorjuniorschool.
Where a parent choosesto return a paperpreference formtoa school, the school should:
e Gatherinthe completedformsandissue the parentareceipt.
e Checkthemfor factual detail.
e Offeradvice tothe parentif the parenthas misunderstood some aspect of the procedure.
e Sendtheformsin abatch keepingarecord of all forms sent.

e Advise the parentofa childfromanother LA to contact that LA.

.Allocation of places

The local authority will actas a clearing house forthe allocation of places by the relevantadmission
authorityinresponse to the applications and will only make any decision with respect to the offeror
refusal of a place inresponse to any preference expressed where:

a. itisactinginitsseparate capacity as an admission authority, or
b. anapplicantiseligible foraplace at more than one Leeds school, or

c. anapplicantisnot eligible foraplace at any school that the parent has nominated and
livesin Leeds.

The local authority will match the ranked list against the ranked lists of the other nominated schools
and:

e Wherethechildiseligibleforaplace at only one of the nominated schools, that school willbe
allocatedto the child.

e Wherethechildiseligibleforaplace at two or more of the nominated schools, they willbe
allocated aplace at whichever of these is the highest ranked preference.

e Willuse the oversubscription criteriainthe admission policy published in the Starting Primary
School Parents Guide for deciding placesin Community and Controlled schools.

Where the childisaleedsresidentbutis noteligible foraplace at any of the denominational schools,
the child will be allocated a place at the nearest Community or Controlled school (or Aided or
Foundation School, or Academy with the permission of the governing body) with a vacancy

Where the childis not eligible fora place at a nominated school, and the childis notresidentin
Leeds, the home LA will be responsible for theireducation.

The local authority will notify the Academy, Foundation and Voluntary Aided admission authority of
the single offerto be made by the deadlinein thisscheme.

The local authority will notify the home LA if a place isto be offered or not by the deadline in this
scheme. The home LA will then make offers on behalf of Leeds LA. Leeds LA will endeavourto work
with other LAs sothat only a single offeris made.
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The offerof a place

Parents will be notified by the local authority that they are being offered a place at the allocated
school. This letter oremail will be sent on 18 April 2017 and will give the following information:

o The name of the school at which a place is offered,;

e Thereasonswhythe childisnotbeingoffered aplace at each of theirhigherpreference
schools askedfor, if they are not being offered their highest preference;

¢ Informationabouttheirstatutory right of appeal against the decisions to refuse places at the
othernominated schools;

e Contact detailsforthe school and Local Authority (and those preferenced Academies,
Foundation and Voluntary Aided schools where they were not offered aplace, so that they
can lodge an appeal with the governing body);

Parents offered a Community or Controlled school will be required to write and accept the offerofa
school place by 30 April 2017. Voluntary Aided schools within Leeds and schoolsin other LAs may
alsorequire parentsto accept the offered school. Inthe case of these schools, failureto acceptthe
place by the deadline mayresultinthe place being withdrawn and offered to anotherapplicant.

Waiting lists

Where the child has been refused a place at a nominated Voluntary Aided or Foundation school or
Academy, instructions as to how the parents can add theirchild’s name to the schools waiting list
are inthe school’s policy. Awaitinglist for all schools will be maintained until at least 31 December
2017, and for community and voluntary controlled schools the waitinglist willremain open until 26
July 2017. Voluntary Aided, Foundation School and Academies may also extend their waiting lists
and thiswill also be outlinedinthe school policy.

Applications received after the closing date of 15 January 2017

The closing date for applications to be received in school, directly to the local authority oronlinein
the normal admission roundis 15 January 2017.

The local authority will endeavourto process any late applications until 24 February 2017 and liaise
with any Voluntary Aided or Foundation schools or Academies listed. Where the otheradmission
authorities have already ranked theirapplications, any preference received after 24 February 2017
may notbe able to be considered along with on time applications. Other LAs may not acceptany
late applications without proof of exceptional reasons. After 24 February 2017 late applications will
be considered only afterall on time applications unless there are significant or exceptional reasons.
Late applications will be considered before placements are made (where no preference could be
met).

Late supplementary information forms must be sent to the Voluntary Aided School concerned as
without the SIF it will not be possible for the Governors to apply their admission policy. Where the
other admission authorities have already ranked their applications then any SIFs received after 15
January 2017 may not be able to be considered along with on time applications.

Change of Preference
Parents will notbe allowed to change their preferences after 15 January 2017 withoutgenuine

reasons, forexample, if they move home after this date.
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EXPLANATORY NOTE — PRIMARY SCHOOLS

Leeds LA acts as the clearing house forall parentsin Leeds. Every parentin Leeds mustcomplete a
single application eitheronline orin paper, evenif they attend aLeeds Voluntary Aided or
Foundation Primary school oran Academy and wanta Voluntary Aided or Foundation Secondary
school or an AcademyinanotherLA.

If a parentina neighbouring LA wants their child to attend a Leeds Community, Voluntary Aided or
Foundation school or Academy they must apply to theirhome LA. The home LA will forward the
details onto Leeds who, in turn, will forward the applicant’s details onto the Leeds Voluntary Aided
or Foundation School or Academy (Leeds LA will deal with the applicationifitisfora Community
School). The governing body determine to whom they will make an offerto, by applying their
admission policy, and informthe local authority of the ranked order of offers. The processthen
worksinreverse, the school informs the local authority whointurninformthe neighbouring (home)
LA. Itisthe home LA who then writes the offerletter on behalf of the governors of the Leeds
Voluntary Aided or Foundation School or Academy.

For example It could be thatthe parent in another LA preferences 1. A school intheirhome LA. 2. A
Voluntary Aided Leeds School. 3. ALeeds Community school. It could be that the parent receives an
offerfromall three admission authorities as they meet the criteriaforall three schools. In these
circumstances the local authority will offer the highest school asked forand make this known to the
home authority. The home authority is responsiblefor writing the offer letter.

There could be cases where Leeds parents’ preference schools in other LA’s and the process
described above worksinreverse. The parentappliesto Leeds, Leeds LA send the details to the
other LA, and theyinturn forward the applicant’s details onto their Voluntary Aided or Foundation
school or Academy. The governing body determines that an offershould be made andinform their
home LA, they forward the offeronto Leeds LAand Leeds LA then write the offerletter on behalf of
the neighbouring LA Voluntary Aided or Foundation School or Academy.
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Primary Timetable 2016/2017 for Aided, Community, Foundation Schools and Academies

Date

1 November 2016 to 15 January 2017

18 April 2017

28 April 2017

16 May 2017

ApriltoJuly 2017

September2017

Stage

Applyfora place

Offersgoout

Waitinglist deadline

Appealsdeadline

Places allocated from the waiting lists and appeals held

Start primary school
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APPENDIX 1a

Voluntary Aided CatholicSchools

Christ the King CatholicPrimary School

Corpus Christi Catholic Primary School

Holy Name Catholic Primary School

Holy Rosary and St Anne’s Catholic Primary School
Immaculate Heart of Mary Catholic Primary School
Holy Family Catholic Primary School

Our Lady’s Catholic Primary School

Rothwell St Mary’s Catholic Primary School

Sacred Heart Catholic Primary School

St Anthony’s Catholic Primary School

St Augustine’s Catholic Primary School

St Edward’s CatholicPrimary School

St Francis CatholicPrimary School, Morley

St Francis of Assisi Catholic Primary School, Beeston
St Joseph’s Catholic Primary, Hunslet

St Joseph’s Catholic Primary School, Wetherby

St Nicholas CatholicPrimary School

St Patrick’s Catholic Primary School

St Paul’s Catholic Primary School

St Philip’s Catholic Primary School Middleton

St Theresa’s Catholic Primary School
St Urban’s Catholic Primary School

Voluntary Aided Church of England Schools
All Saints Church of England Primary School
Adel StJohn the Baptist Primary

Beeston Hill St Luke’s Primary

Bramley St Peter’s C of E Primary
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Calverley Cof E Primary

Christ Church Upper Armley C of E Primary
Cookridge Holy Trinity Primary
Hawksworth Primary

Hunslet St Mary’s Primary

Kirkstall St Stephen’s Primary

Ledston Lady Elizabeth Hastings Primary
Manston St James Primary

Meanwood Primary

Roundhay St John’s Primary

St Chad’s Primary

St Matthew’s Primary

St Oswald’s Juniorschool

St Peter’s Primary

Whinmoor St Paul’s Primary

Voluntary Aided Jewish School

Brodetsky Primary

Foundation Schools

Allerton Bywater Primary

Austhorpe Primary

Bardsey Primary

Barwick-in-Elmet Cof E Primary
Beeachwood

Beeston Primary

Blenheim Primary

Brudenell Primary

Collingham Lady Elizabeth Hastings Primary

Colton Primary
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Cookridge Primary

Cross gates Primary
Deighton gates Primary
Grange Farm Primary

Great Preston Cof E Primary
Guiseley Primary

Harewood C of E Primary
Hugh Gaitskell Primary
Irlandwood Primary

Iverson Primary

Kippax Ash Tree Primary
Kippax Greenfield Primary
Kippax North Primary

Lady Elizabeth Hastings, Thorp Arch Primary
Lane End Primary

Little London Primary
Meadowfield Primary
Micklefeild Cof E Primary
Middleton Primary
Ninelands Primary
Primrose lane Primary
Quarry Mount Primary
Queensway Primary
Rawden Littelmoor Primary
Rowden St peter’s Cof E Primary
Rose bank Primary
Southroyd Primary
Strawberry Fields Primary

Swillington Primary
Templenewsam Halton Primary
Tranmere Park Primary
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Westwood Primary

White Laith Primary

Whitkirk Primary

Yeadon Westfield Infant Primary
Yeadon Westfield junior Primary

Academy

Brownhill Primary Academy

Cottingley Primary Academy

East Garforth Primary Academy

Green Lane Primary Academy

Hillcrest Primary Academy

KhalsaScience Academy

Manston St James Primary Academy
Nightingale Primary Academy

Oakwood Primary Academy

Park View Primary Academy

Rothwell Cof E Primary Academy

Ryecroft Academy

Ss Peterand Paul CatholicPrimary Academy
St Benedict’s Catholic Primary Academy

St Joseph’s Catholic Primary Academy, Otley
St Joseph’s Catholic Primary Academy, Pudsey
St Mary’s Catholic Primary Academy, Horsforth

Woodlands Primary Academy
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