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                                       ADMISSIONS POLICY 2016 
 
1.   General Introduction 
 
1.1   The function of the Governing Body with regards to admissions, is to ensure that each 

application is dealt with fairly and confidentially, following the procedures and 
criteria set out in this document. 

 
1.2 This policy reflects the decisions taken by the Governing Body in November 2014. 
 
 
2. Aims 
 
2.1  To co-ordinate our admissions with the Local Authority (L.A). 
 
2.2   To work to a Published Admission Number (PAN) as stated by the Department for 

Education (DfE).  This is currently set at 30. 
 
2.3   To provide future parents with clear, precise information about admission to school, 

the criteria to be used in the allocation of places and the process of appeals if 
unsuccessful. 

 
2.4   To respond to any appeals against admission in a prompt and equitable manner. 
 
2.5   To provide clear guidelines with regard to ‘Gradual Admission’ of a Foundation Stage 

child. 
 
 
3.  Admissions Procedure for September Intake (Foundation) Children 
 

In Gloucestershire, children can start school in the September of the school year in 
which they reach the age of five. 

 
3.1   On enquiry, parents are able to make an appointment to look around the school or 

may attend one of our Open Mornings, in the Autumn Term, to view the school and 
meet the staff. 

 
3.2   Application forms must be returned to L.A. by 15th January for offering places and this 

data is used in co-ordinating admissions in the Tewkesbury area.  Applications received 
after this date will be deemed to be ‘late’ and a place will be offered if space is 
available.  If no place is offered, then see appeals procedure (para. 6) 

 
 
 



3.3   If applications exceed the Published Admission Number (PAN), then the ‘Criteria for 
Admissions’ are applied.  This may result in some parents not being offered a place for 
their child at this school. 

 
3.4  Parents are informed of the outcome, by letter/e-mail from the L.A. on 16th April 

preceding the September for admission. Unsuccessful applicants will be given 
information regarding an appeal to this decision. 

 
3.5   A written response back to the L.A. is required accepting the offer of a place for their 

child. 
 
3.6  Any formal appeals must be in writing to the Clerk of the Appeals Committee at the 

school. 
 
3.7  Successful applicants are then invited to an induction meeting in June, where the 

programme for ‘Gradual Admission’ is explained. 
 
3.8    Under the Co-ordinated Scheme, Gloucestershire hold a Reconsideration period after 

the original allocations. If any pupils refuse places at schools, they aim to reallocate 
the places according to the school’s admissions criteria. 

 
 
4.   Gradual Admissions - Foundation Class 
 
4.1   It is the school’s policy to ensure each child is made secure and welcome in their new 

environment and so time is taken to gradually introduce the children to the school. 
 
4.2   At the June Induction Meeting, parents are informed of the number and times of the 

sessions we wish their child to attend school in the first few weeks. These adhere to 
current legislation and gradually increase until the child is in full time education (10 
sessions per week), usually about the Autumn mid-term. 

 
4.3  The law does not require a child to start school until the start of the term following 

the child’s fifth birthday. The deadline dates are set by national law as follows:-  5 by 
31st August – admission Autumn Term; 5 by 31st December – admission Spring Term; 5 
by 31st March – admission Summer Term.   

 
4.4  Where children are commonly admitted before the statutory school age, a parent may 

be offered and accept a place, but then ask to defer entry until the compulsory stage.  
The admission authority may agree to this request provided the place is taken up 
within the same academic year.   

 
 
5. Admission Procedure for Pupils other than Foundation Stage Intake 
 (In-year Admissions) 
 
5.1   On enquiry, parents are informed of availability of places in the respective year 

groups. Parents are given an In-Year Common Admissions Form. 
 
5.2  All applications for a school place made outside the normal year of entry must be 

made directly to the school. 
 



5.3   If no space is available, parents will be referred to the In-Year Admissions Team at 
 GCC who will help them to find a place at an alternative school and give advice about 
 the appeals procedure. 
 
 
 
6.  Appeals Procedure 
 
     Any appeals will be held within the Terms of Reference for the Appeals Committee 
 
6.1   If, having applied for and been refused a place at the school, the parents wish to 

appeal against this decision, the following procedure will be put into operation. 
 

a) The parent must complete an Admission Appeal Form; available from the school 
giving the grounds on which the appeal is made.  The form and any supporting 
evidence must be addressed to the Clerk of the Appeals Committee and reach school 
within 20 working days of the application being refused. 

 
b) The Appeals Committee will give the parent an opportunity of appearing and 
making oral representations.  The committee will allow the parent to be accompanied 
by a friend or representative if they wish.  The Appeals committee will convene within 
40 working days, on receipt of a letter of appeal. 

 
c)  Appeals will be held in private and notification of the decision will be made in 
writing to the parents. 

 
6.2  Appeals against the decision of the Appeals Committee should be made to the Office 

of the Schools Adjudicator (Local Commissioner for Administration -Ombudsman) if it 
is considered that there was maladministration on the part of the Appeals Committee.  
Subsequently, a parent may appeal to the Secretary of State. 

 
 
7.   Criteria for Admission 
 
7.1   Where applications for admissions exceed the number of places available, the 

following criteria will be applied, in the order set out below, to decide which children 
to admit:- 

 
 a)   A 'looked after child' ( 1 ) or a child who was previously looked after but 

immediately after being looked after became subject to an adoption( 2 )  child arrangements order 

( 3 )  or special guardianship order ( 4 ) .  
 
 

(1) A 'looked after child' is a child who is (a) in the care of a local authority, or (b) being provided with 

accommodation by a local authority in the exercise of their social services functions (see the 

definition in Section 22(1) of the Children Act 1989) at the time of making an application to a 

school. In Gloucestershire, such children are referred to as Children in Care. 

(2) This includes children who were adopted under the Adoption Act 1976 (see section 12 adoption 

orders) and children who were adopted under the Adoption and Childrens Act 2002 (see section 

46 adoption orders). 

(3) Under the provisions of s.14 of the Children and Families Act 2014, which amend section 8 of the 

Children Act 1989, residence orders have now been replaced by child arrangements orders. 

(4) See Section 14A of the Children Act 1989 which defines a ‘special guardianship order’ as an 

order appointing one or more individuals to be a child’s special guardian (or special guardians).   



 

 
b)  A child’s links with the school through siblings who are on roll at time of 

admission. (Definition of a sibling in this instance is:- a brother or sister, half 
brother or sister, adopted brother or sister, step brother or sister, or the child 
of the parent/carer’s partner; and in every case, the child must be living in the 
same family unit at the same address). 

 
c)   We will give priority to children of staff in either or both of the following 

circumstances: 

 Where a member of staff has been employed at the school for two or 
more years at the time at which the application for admission to school 
is made, and/ or 

 The member of staff is recruited to fill a vacant post for which there is 
a demonstrable skill shortage. 

 
d)   Children with the strongest geographical claim, measured in a straight line 

from the ordnance survey address point of the child's home address (including 
flats) to the ordnance survey address point of the school, using the Local 
Authority's computerised measuring system, with those living closer to the 
school receiving the higher priority. 

 
Where any particular category at points a)-b) above is oversubscribed, criterion d) (strongest 
geographical claim based on straight line distance) will be used to determine which child is 
offered a place. 
 
In the event of a tie, involving two or more children when applying criterion d) (the strongest 
geographical claim based on straight-line distance), where there are not enough places 
available to offer all children a place at the school, a process of random allocation will be 
followed by the Local Authority. This will be overseen by an independent person. 
  
 
7.2  A waiting list of unsuccessful applicants will be kept until the end of December by the 

school. The ‘waiting list’ will be prioritised according to the school’s oversubscription 
criteria.  Subsequently, the ‘Appeals Procedure’ will apply in this case as well. 

 
8. Fair Access Protocols. 

 
The school has signed up to the In-Year Fair Access Protocols held by the Local 
Authority.  Should a vulnerable child within these Protocols require a place at the 
school, they will take precedence over any child on the waiting list. (para 3.21 of new 
code). This Fair Access Protocol also refers to UK Service Personnel as outlined in the 
new code in para 2.44 and 3.27. 

 
 
9. Children with a Statement of Special Educational Needs or an Education Health 

Care Plan (EHC) 
 

  Children with ‘statements’ naming Tirlebrook School, do not form part of the   
  oversubscription criteria and will be allocated a place prior to any decisions made  
  regarding oversubscription. 

 
 
9.1   There is no school transport available and no supplementary forms attached to this   



          admission process. 
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