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GLOUCESTERSHIRE COUNTY COUNCIL 

School Admission Appeals  
A Guide for Parents 

Updated 1 October 2022 

1. Introduction 

As a parent or guardian, you have a legal right to express a preference and to give your 
reasons why you want your child to attend a particular school. However, in some cases, 
the preferred school/s are full and extra pupils in a particular class would affect the overall 
quality of education received by all pupils at the school. 

Under the School Standards and Framework Act 1998 (as amended by subsequent 
legislation) you have the right to appeal to an independent Appeals Panel if you are not 
offered a place at your preferred primary or secondary school. The appeal procedure is 
governed by the School Admission Appeals Code.  

The purpose of this leaflet is to explain the school admission appeals process, with the 
focus on appeals for schools maintained by the Local Authority. 

It is important to understand from the outset that there are limited grounds on which an 
appeal may be upheld. The information detailed below will therefore help to inform your 
choice as to whether to submit an appeal.  

2. Submitting an appeal 

Your allocation or refusal letter from the Admission Authority will explain the reasons why 
your child has not been offered a place at your preferred school. 

If you are unhappy with the school place allocated following the co-ordinated admission 
process for reception entry or secondary school transfer, you can appeal for a place at 
your preferred school. Details of how to submit an appeal will be provided in your refusal 
letter.  

For ‘in-year’ admissions, you will need to contact your preferred school directly in order to 
enquire whether they have a space for your child. If a space is unavailable, they will advise 
you on how to submit an appeal. Alternatively, you can contact the In Year Admissions 
Team at Gloucestershire County Council to request an appeal form 
(inyear.admissions@gloucestershire.gov.uk).  

Once you have completed your appeal form, you should submit it by email to the 
Democratic Services Team at Gloucestershire County Council 
(democratic.services@gloucestershire.gov.uk). 

The Democratic Services Team is the independent team responsible for organising school 
admission appeals for schools maintained by the Local Authority.  

mailto:inyear.admissions@gloucestershire.gov.uk
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3. Evidence in support of an appeal 

It is important that you include on the appeal form every detail which you believe to be 
relevant to your appeal. The form will be available to the Appeal Panel before the hearing, 
and it is important that it is completed carefully. 

The appeal form is your opportunity to write down any reasons for your preference of 
school that you want the Panel to consider. If you do not agree with any reasons given for 
refusing a place, then you should add a statement to that effect.  

Please note that the decision-making process the Panel will consider will depend on the 
reasons stated by the Admission Authority for not being able to offer you a place. There 
are two types of decision a Panel can consider: Infant Class Size or Overcrowding 
(Efficient Use of Resources). When filling out your appeal form or submitting further 
evidence, you should be mindful of the criteria for these two types of appeal. You can find 
details of the criteria in section 9 of this guide. 

When considering a request for admission, the only address that will be considered is the 
permanent address where the child lives. The Local Authority defines the permanent home 
address as ‘a child’s ordinary place of residence, which is deemed to be the residential 
property at which the child normally and habitually resides with their parent or legal 
guardian.’  

Proof of your child’s home address should be provided with your appeal form. In the case 
of renting a property, acceptable proof would be a copy of a signed and dated tenancy 
agreement or written evidence from the letting agent or solicitor confirming the lease start 
and end date. In the case of purchasing a property, acceptable proof would be a solicitor’s 
letter confirming the exchange of contracts and the actual completion date.  

If your appeal is based on medical grounds, you are strongly advised to produce medical 
evidence with your appeal form to support your case.   

4. Allocation of an appeal hearing date 

Appeals for reception entry and secondary school transfer during the co-ordinated 
admissions process must be heard within 40 school days of the deadline for lodging these 
appeals. The majority of these appeals take place during May, June, and July prior to the 
September admission. Appeals received after the deadline may not be heard until 
September. Appeals are avoided in the school holidays. 

Appeals for in-year admissions must be heard within 30 days of the appeal being lodged 
and are heard throughout the year as required.  

Once your appeal form has been received, Democratic Services will allocate you an 
appeal hearing date, and you will receive an appointment email which will inform you of 
the date and time of the appeal hearing. You will receive at least 10 school days’ written 
notice of your appeal hearing to allow you time to prepare your case.  

You may submit additional written evidence for the panel to consider prior to an appeal 
hearing. You may submit this evidence electronically by email to 
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democratic.services@gloucestershire.gov.uk no later than 7 calendar days prior to your 
appeal hearing date. Written evidence received after this deadline may not be considered 
by the Panel.  

At least a week before your hearing date, you will receive a statement from the Admission 
Authority which will give you the reasons why your child was not allocated a place at the 
school. The statement may make reference to the reasons given by you for your appeal 
and your original explanation of the reasons for your preference where those are not the 
same.  

5. The Appeal Panel 

The Appeal Panel is comprised of three people and is completely independent from the 
school and the Admission Authority.  

Appeal Panels must include at least one from each of the following categories: 

a) Lay members (people without personal experience in the management of any school 
or provision of education in any school, other than as a Governor or in another 
voluntary capacity) 

b) People who have experience in education or who are parents of registered pupils at 
school.  

Advising the Appeal Panel is a clerk who is present to make notes and advise the Panel 
on matters of law and procedure. Clerks do not participate in the decision making. 

6. Attendance and representation at appeal hearings  

Appeal hearings will be held remotely by video conference, unless it is specifically 
requested that an appeal hearing be held in person. Details on how to access the virtual 
appeal hearing will be included in your appointment email.  

If you cannot access video conferencing equipment (i.e. a computer or device with camera 
and/or microphone functionality and an internet connection), you should notify Democratic 
Services as soon as possible in advance of your appeal hearing. If you cannot access the 
required equipment, you may be able to dial into the appeal hearing by telephone. 

The Appeal Panel will hear each case individually and you will have the opportunity to 
attend the hearing to provide an oral representation of your case, and to enable panel 
members to ask you questions.  

The Admission Authority will provide a presenting officer to attend the appeal to present 
the decision not to admit your child and to answer questions. The school’s headteacher or 
other representative may also attend as an expert witness.  

You may be represented or accompanied by a friend. If you require an interpreter or a 
signer, please contact Democratic Services to make the necessary arrangements. 
Representatives from the school being appealed for cannot support you at the appeal 
hearing, nor are they able to provide written support.  

mailto:democratic.services@gloucestershire.gov.uk
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If you are unable to attend, you can request that your appeal hearing be heard at a later 
date. If you do not indicate whether you will be attending the hearing and you cannot be 
contacted by the clerk on the day should you fail to attend, the Appeal Panel will make a 
decision in your absence based on the written evidence that has been provided.  

7. During the appeal hearing 

You will be able to join the virtual hearing using the login details provided in your 
appointment email.  

You should only attempt to join the meeting at your allocated time. Other hearings will be 
held on the day and you may be required to wait in the virtual ‘lobby’ until the previous 
hearing has been completed. On occasion, panels can overrun, and we ask that you 
remain patient when trying to access the hearing.  

If the meeting continues to be inaccessible 5 minutes past your hearing time, you should 
contact Democratic Services using the contact details provided in your appointment email 
for advice on how to proceed. 

At the start of the hearing the clerk will introduce the parties, explain the order of 
procedure for the hearing and provide all parties with information on meeting etiquette. 

The order of procedure for the appeal hearing will be as follows: 

• The presenting officer for the admission authority to present their case 
• The Panel and appellant to ask questions of the presenting officer 
• The appellant to present their case for appeal 
• The Panel and presenting officer to ask questions of the appellant 
• The presenting officer to summarise their case 
• The appellant to summarise their case 
• The presenting officer and appellant to be asked to leave the virtual meeting 
• The Panel to make their decision. 

It is important that the following meeting etiquette tips are adhered to by all parties: 

• Only those participating in the appeal should be present in the room. Do not have 
other household members in the same room, unless they are contributing to the 
appeal hearing. 

• Microphones should be muted when not speaking.  
• Please speak clearly.  
• When referring to written submissions, please mention page numbers where 

relevant.  

Due to the General Data Protection Regulation (GDPR), appeal hearings cannot be 
recorded for individual personal use or for sharing in any format. Failure to comply with this 
will result in a formal complaint to the Data Commissioner.  
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8. Technology failure  

In the event that the Chair of the Panel or the clerk identifies a failure of the remote 
participation facility, for example, yours or the presenting officer’s internet drops out, the 
Chair will declare a short recess while the fault is addressed.  

If your video conferencing facility drops out, the clerk will attempt to dial you into the 
hearing via a landline/mobile phone so you are able to continue with the appeal.  

If this is not possible and you are unable to participate, your appeal will be heard as a 
paper-based appeal and the decision made on the information available to the Panel. 
This will be recorded in the clerk’s notes. Alternatively, you could ask the clerk to 
reschedule your appeal hearing, although it cannot be guaranteed how soon your new 
hearing date will be.  

9. Reaching a decision  

Infant Class Size 

Regulations made under section 1 of the School Standards and Framework Act 1998 limit 
the size of an infant class (reception, year 1 and year 2) to 30 pupils per school teacher. 
Only in very limited circumstances can admission over the limit be permitted.  

If you have been refused a place under the implementation of Infant Class Size 
Regulations, the Appeal Panel can only uphold your appeal on the following grounds: 

a) It finds that the admission arrangements did not comply with admissions law or 
were not correctly and impartially applied and the child would have been offered a 
place if the arrangements had complied or had been correctly and impartially 
applied; or 

b) It decides that the decision to refuse admission was not one which a reasonable 
admission authority would have made in the circumstances of the case.  

The School Admission Appeals Code determines that the threshold for finding an 
admission authority’s decision to refuse admission was not one that a reasonable authority 
would have made is high. The Panel will need to be satisfied that the decision to refuse to 
admit the child was ‘perverse in the light of the admission arrangements’, i.e. it was 
‘beyond the range of responses open to a reasonable decision maker’ or ‘a decision which 
is so outrageous in its defiance of logic or of accepted moral standards that no sensible 
person who had applied his mind to the question could have arrived at it’.  

Overcrowding (Efficient use of resources) 

Efficient use of resources appeals, which account for all appeals other than infant class 
size appeals, are considered according to a two stage decision making process. 

The Panel must consider whether the admission of additional children would prejudice the 
provision of efficient education or the efficient use of resources. 

Appeals can only be upheld at the first stage where the Panel finds: 
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a) that the admission arrangements did not comply with admissions law or had not 
been correctly and impartially applied, and the child would have been offered a 
place if the arrangements had complied or had been correctly and impartially 
applied; or 

b) that the admission of additional children would not prejudice the provision of 
efficient education or efficient use of resources.  

The Panel must proceed to the second stage where it finds: 

a) that the admission arrangements did comply with admissions law and that they 
were correctly and impartially applied to the child; or  

b) that the admission arrangements did not comply with admissions law or were not 
correctly and impartially applied but that, if they had complied and had been 
correctly and impartially applied, the child would not have been offered a place; and 
it finds that the admission of additional children would prejudice the provision of 
efficient education or efficient use of resources.  

During the second stage, the Panel must balance the prejudice to the school against the 
case for the child to be admitted to the school. It must take into account your reasons for 
expressing a preference for the school, including what that school can offer your child that 
the allocated or other schools cannot. If the Panel considers that your case outweighs the 
prejudice to the school, it must uphold the appeal.  

10.  Notification of an appeal decision  

If there are several appeals for the same school, the Appeal Panel will make its decisions 
once all the appeals have been heard.  

Once the Panel has reached a decision on your appeal, the clerk will communicate the 
decision in a letter to you, the admission authority, and the local authority. The letter will be 
circulated via email and will be sent within 5 school days of the hearing. 

11.  Further appeals and complaints about appeals 

The decision of the Appeal Panel is final and binding upon the Admission Authority, the 
school and you.  

You do not have the right to a second appeal in respect of the same school for the same 
academic year unless, in exceptional circumstances, the admission authority has accepted 
a second application because of a significant and material change in the circumstances of 
you, your child or school.  

However, you can complain about maladministration on the part of the Appeal Panel to the 
Local Government Ombudsman in respect of maintained schools. Details on how to do 
this will be included in your decision letter.  
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