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Any reference to the Code is a reference to the School Admissions Code which came into force on 19 December 2014.  

https://www.gov.uk/government/publications/school-admissions-code--2
	Introduction


This guidance is produced by the Local Authority and Primary Headteachers Representatives in order to promote equity and consistency within the school admissions procedures.  It aims to maintain the City-wide commitment to an equal and fair admissions system for Primary and Secondary sectors whilst ensuring strict adherence to the law and parental rights. Our ‘Big Ambition’ is that all children, young people and adults in Sheffield achieve their full potential – through raising attainment, expectations and enabling enriching experiences for all.  Fair access to education is a key principle underlining this and a fundamental right for every child.  
It is fully acknowledged that the Admissions system can be complex and can deliver a wide range of challenges for schools; it can have a disproportionate effect on some schools more than others.  At its core, this guidance intends to provide a framework to ensure that all practices and procedures within schools have the best interests of all children and families at their centre and also to ensure that all schools operate in a way that is fair and transparent with other schools.
The increase in the number of schools that are their own admission authority makes this collective commitment to all Sheffield children and Young People even more important. We can only aim to provide an equitable system with the full participation and commitment of all schools and Academies. 
This guidance applies to mainstream schools.  Access arrangements for children with Education and Health Care Plans are considered through a separate procedure.  However, it should be noted that the Admission Code states that admissions authorities must not refuse to admit a child thought to be potentially disruptive or likely to exhibit challenging behaviour, on the grounds that the child is first to be assessed for special educational needs.  It is important that no prejudicial assumptions about special needs are made prior to admission and it is for the school to initiate the process of multi-professional assessment once the child is admitted to school.


	Section 1

The Law


A glossary of relevant legislation is provided at Appendix A.

All Admissions Authorities must comply with the statutory provisions governing school admissions.  The principal of parental preference is enshrined in legislation.  Specifically:
1.1
School Standards and Framework Act 1998
(86) Parental preferences.
E+W
(1) A local education authority shall make arrangements for enabling the parent of a child in the area of the authority—

(a) to express a preference as to the school at which he wishes education to be provided for his child in the exercise of the authority’s functions, and

(b)to give reasons for his preference

The framework for managing admissions is set out in the statutory Schools Admission Code, the most recent version of which was produced in December 2014. 
https://www.gov.uk/government/publications/school-admissions-code--2.  

The Code applies to all publically funded schools.  All Academies are required to adhere to the Code of Practice by their Funding agreements.

With limited exceptions there is an assumption that parental preference will be accommodated where there are available places.
1.2
Co-ordinated Admission Arrangements

All local authorities must formulate and publish a scheme for the normal year of entry to co-ordinate admission arrangements for all publicly funded schools within their area. 
The “normal year of entry” is the first year of entry, i.e. Reception, Y3 (separate Junior Schools) or Y7.

The Authority is required to make arrangements for all Sheffield residents to submit up to three preferences.  Preferences can be made to any schools including those in neighbouring Authorities.  The Local Authority must co-ordinate the process and makes a single offer to parents on the national allocation day prior to the start of the academic year:
Year 7

1 March

Reception
16 April

Year 3

16 April

In-Year Co-ordination
There is no statutory requirement for the local authority to co-ordinate admission applications for other years.  Sheffield schools have however agreed that they wish the local authority to carry out this function as well as admissions for the normal year of entry.

To enable the Admissions Service to carry out this role effectively, it is vital that officers are made aware of vacancies arising in each year group.  Schools should therefore alert the In Year Admissions Officer when a space becomes available and the year group to which this applies.  See Section 11 for contact details.   
1.3
The Requirement for a child to be on a School roll

Ofsted issued a report in November 2013, “Pupils Missing out on Education”.  The report makes specific recommendations including that  “every child must be on the roll of a school regardless of circumstances unless parents have elected to educate their child at home.”  This represents a major and significant change and has clear implications for the Local Authority and for Schools.
1.4
Appeals

Parents have the right to appeal against any decision to refuse their child a place at a school.  Appeals are considered by an independent panel of three people, two with educational backgrounds and one lay member.  The Panel has the legal authority to make a decision that is final and binding on all parties.  There is also a statutory Code of Practice governing the appeal procedure:

https://www.gov.uk/government/publications/school-admissions-appeals-code

For more information about the appeal process see Section 10.
	Section 2

Admission to Foundation 1 and 2


2.1
Admission into nursery - Children are eligible for a Foundation Stage 1 place the term after their third birthday. The terms usually begin in January, April and September. However, this is dependent on the number of spaces available.

Any child can attend Foundation Stage 1. However, if the unit is or will be full, the ‘over subscription’ criteria will be applied. Priority will be given to:

· Children with DSEN (disability and/or special educational needs)

· Children in public care: Looked After Children 

· Date of birth

· Siblings in school

· The earliest date of application

The school is offering EFE hours during the school day depending on availability.

Parents need to apply to be eligible for these hours the term prior to starting Nursery.
Admission into Foundation Stage 

All 4 year old children can start Royd Nursery Infant School, full or part-time, in the September following their 4th birthday. Parents may defer entry to school until compulsory school age if they wish, i.e. the term after the child’s 5th birthday, within the same academic year, at the point they judge their child to be ready to start school.

Parents are able to choose from the following options depending on when their child reaches compulsory school age i.e. the term after their 5th birthday:




[image: image1]
Parents must note:

· Attendance at the school’s nursery does not guarantee admission to the school and a school place in Reception must be applied for – please see the  ‘Guide for Parents’  page 31 available from Pupil Admissions or view guidance on-line at: http://www.sheffield.gov.uk/education/information-for-parentscarers/admissions/guide-for-parents-primary.html

· Parents can request that the date their child is admitted to school is deferred until later in the school year or when the child reaches compulsory school age in that school year. 

· When your child has been allocated a place at Royd Nursery Infant School, transferring from an early years setting or home into school is guaranteed as the school place remains available throughout the whole academic year.

· A part-time place is a morning or afternoon session of up to a maximum of 15 hours per week. However we will listen to any exceptional circumstances that require greater flexibility.

· A full-time school place cannot be split between a school and an early years provider.

· A part-time school place cannot be split between two or more schools.

· Where a parent wishes to transfer from an early years place to a school it will normally take effect from the beginning of the term, e.g. January or April.

· Parents who do not wish to accept the offer of a full or part-time place until compulsory school age at Royd Nursery Infant School may still access the 15 part-time free early learning place or 30 EFE hours at an early years setting of their choice e.g. 

· In a nursery class at a primary school

· In a nursery school. 

· In an eligible early years setting in the private, voluntary and community sector.  Parents should contact Sheffield Information Link on 0114 273 4855

Royd Nursery Infant School will endeavour to learn and understand the needs of each child through transition meetings prior to the child starting school. Parents are invited to make an appointment with the Foundation Stage Leader, Miss Holly Brook and/or Headteacher Miss Louise Jones to discuss their child’s needs and seek advice about the option most suitable for their child.

Families will receive an application pack from a nursery setting or another agency. Applications are submitted to the LA (Local Authority) Admissions Section. Priority is given to: 

· Children with a statement for DSEN

· Children in public care: Looked After Children

· Catchment area and siblings in school

· Catchment area

· Siblings

· The earliest date of application

2.2   Admission to Foundation 2 or Reception comes under the “normal year of admission” arrangements.  Parents are required to apply for places by 15 January preceding start of the academic year.

2.3
A child does not reach compulsory school age until the term after their fifth birthday.  All Admission Authorities are however required to provide a full time offer of a school place from the September after the child’s fourth birthday.

2.4
Once a place has been offered, it is offered for the full academic year.  A parent of a child who is five in November may decide to leave their child in pre-school for the Autumn Term and take up their full time school place in January when the child reaches statutory school age.
	Section 3

Summer Born Children


3.1
Summer born children for these purposes are defined as those born between 1 April and 31 August. A summer born child reaches compulsory school age in the term after their fifth birthday, i.e. from September when they would be chronologically in Year 1.

3.2
The Government has recognised the concerns of some parents of summer born children with regard to the readiness of their children to commence full time education.

3.3
Parents of summer born children have the right to request that their child delays their admission until they reach statutory school age.  This would mean however that they would have to apply for the following years Foundation 2 and would effectively be a year behind their chronological year group.
3.4
Delaying admission is not an automatic right and would ordinarily only be considered if there were proven educational reasons to support the request.

3.5
Any parent that wishes to apply for delayed entry must do so before the latest date for making applications for their child’s chronological year group.  Normally 31 January.
3.6
Further information is provided in the local authority’s admission booklet “A Guide for Parents”

http://www.sheffield.gov.uk/content/sheffield/home/schools-childcare/apply-school-place.html
3.7
The Authority is currently writing a procedure to provide schools with a framework for dealing with any requests for a child to be educated outside their chronological year groups whether they are summer born or not.  The guidance should be available during the Autumn 2018 Term.

	Section 4

In-Year Admissions


4.1
Throughout the school year, applications are made by parents who are newly arrived in the city and need a school place for their child or who wish to transfer their child from one Sheffield school to another.  There are also occasions where children need to re-enter the school system following a period of absence, exclusion or to return from home education.  Such admissions to school are referred to as In-Year admissions and it is in this area of admission to schools that challenges can be most significant.  
Children newly arrived in Sheffield
4.2
The Children Missing from Education Team is responsible for identifying any child that is without a school place.  A Child Missing from Education is defined as a child who is not on a school roll or not identified as receiving Elective Home Education. The number of children identified as missing from Education in 2016/17 was approximately 400.  This number includes children who are newly arrived in the Country. Some areas of the City and some schools face a greater challenge than others with regard to the volume of applications and the challenges that can be presented.
4.3
Newly arrived children can often present with challenging behaviour, special educational needs, and language and literacy difficulties.  The impact on schools must be fully understood and cannot be underestimated.  The Local Authority has a protocol to support the assessment of children who are missing from education and there is provisional evidence that they may have very significant special educational needs.  The Educational Psychology Team provides rapid assessments to help ensure appropriate placement planning takes place in a timely way. For a small number this will be a home assessment prior to a school place being identified. For the large majority it will involve an assessment by the schools link Educational Psychologists shortly after the child takes up their school place.
4.4
It is important that all children who are without a school place are provided with one quickly.  The offer of a school place should also be one that is reasonably accessible.  It will sometimes be considered appropriate to approach a school that is already “full” in a year group to admit another child.  If for example there is more than one child and to do so would enable a family to attend the same school.  It is also important that traditionally undersubscribed schools are not expected to admit a disproportionately high number of children with challenging needs.
4.5
If a child is not on a school roll it is expected that arrangements are made for them to attend within 5 school days of the place being allocated. 
School to School transfers
4.6
There is a high volume of school to school admissions in Sheffield.  In the 2016/17 academic year there were approximately 2000 school to school transfers across primary schools. 
4.7
Parents are always advised that a decision to transfer schools should never be taken lightly.  The common transfer form is intentionally designed so that it requires a sign off by the current school.  This ensures that the school is alerted to the fact that the parent has applied to change schools.  It is at this stage that a school has the opportunity to investigate the reasons for the transfer request and may be able to take steps to intervene and address any problems that the child is facing.  Amongst the most common reasons cited by parents for wishing to transfer schools are:
· Breakdown of relationship with teacher

· Falling out with friends

· Parents perception that their child’s special educational needs are not being met

· Child is close to exclusion and requires a “fresh start”

· Change in address

Of all these reasons the most obvious is a change in address to another part of the City.


If a school is struggling to meet the needs of a child it must first ensure that it has fully considered all strategies and support that is available for example.
· MAST Referral

· In school support

· Locality SEN panel

· My Plan

· Commence EHCP proceedings

It is unacceptable to advocate a transfer and simply pass on the challenge to a neighbouring school.
4.8
It is not normally considered appropriate for a student to transfer within Sheffield in Year 6 unless there is a change in address.  This is clearly an important year in which a child will normally sit their SATs and will also be preparing for transition to secondary school.  Any application received in such circumstances will be investigated by the Authority and parents provided with appropriate advice and guidance. 
4.9
There is no statutory timescale for arranging a start date when a child is transferring between schools.  Any school admitting a child from another Sheffield school has the option to make a place available from the beginning of the following half term.  This must be considered on a case by case basis but will enable schools, especially those with high mobility, to manage induction programmes at the beginning of the following term.  Experience from other Authorities also indicates that this also allows time for parents and students to reconsider applications that may have been made in haste.
  There will be exceptions to this general rule, where, for good reasons a child may need to transfer quickly and schools are asked to ensure that this is the case.  

4.10
If parents of a child with an Education and Health Care Plan expresses a desire to change schools, the current school must arrange an emergency review with the SEN Team as this constitutes a change in provision.

	Section 5

Admissions and Children with Special      Educational Needs and Disabilities (SEND)


5.1
Admissions are covered by the Equality Act 2010. The Equality Act applies to all schools. Children and young people with disabilities must not to be treated less favourably than others in the admission process. A school should make ‘reasonable adjustments’ to prevent discrimination.
Admission of a child or young person with an Education Health and Care Plan (EHCP)

5.2
The admission of a child or young person with an EHCP is covered by procedures set out in the Children and Families Act 2014. 


The school named in an EHCP must admit the child or young person. This is not an oversubscription criterion – schools must admit such children or young people regardless of whether they have places available.  

5.3
Children with EHCPs are not admitted through the admissions arrangements and are placed in schools through the EHCP process.

The child’s parent or the young person can request that any of the following types of institution is named in the EHC plan:

· A maintained nursery 

· A maintained school, academy of free school (mainstream or special)

· A non-maintained special school

· A further education or sixth form college

· An independent specialist school or college approved by the Secretary of State (section 41 of the Children and families Act 2014)

5.4
The local authority must then consult with the school or college and must name it in the EHC plan unless:

· It is unsuitable for the age, ability, aptitude or SEN of the child or young person, or

· The attendance of the child or young person would be incompatible with the efficient education of others, or the efficient use of resources.

5.5
The “efficient education of others” exception cannot be used in relation to mainstream schools or colleges if there are reasonable steps that the school or college could take to ensure inclusion.

5.6
If a school or college is named in the child or young person’s EHC plan, that school or college must then admit them.

5.7
Requests for places in non-maintained early years provision or at independent schools, colleges and other providers not on the list approved by the Secretary of State must be considered by the local authority. However, there is no obligation to name the establishment in the EHC plan and not duty on the provider to admit even if named in the EHC plan

Children with SEN but no EHCP

5.8
The normal admissions process applies to children and young people with SEND who do not have an EHCP

However,the statutory Admission Code of Practice states clearly that it is unlawful for an admission authority to refuse admission to a child who has SEND, but has no EHCP:

· on the grounds of the child’s challenging behaviour (except in very limited circumstances); or

· because it believes the child requires a statutory assessment or requires additional support.

Any such refusal to admit can be challenged through the appeals process
	Section 6

Fair Access Protocols 


6.1
Each local authority must have a Fair Access Protocol, agreed with the majority of schools in its area to ensure that – outside the normal admissions round - unplaced children, especially the most vulnerable, are offered a place at a suitable school as quickly as possible. In agreeing a protocol, the local authority must ensure that no school - including those with available places - is asked to take a disproportionate number of children who have been excluded from other schools, or who have challenging behaviour. 

6.2
The operation of Fair Access Protocols is outside the arrangements of co-ordination and is triggered when a parent of an eligible child has not secured a school place under in-year admission procedures. 

6.3
All admission authorities must participate in the Fair Access Protocol in
The operation of the Fair Access Protocol is triggered when a parent of an eligible child has not secured a school place under normal in-year admission procedures.  It is therefore a safety net for where the normal admissions procedures have failed.  The People Service recognises that these circumstances may lead to unnecessary delays to admission to school and to children being out of school for unacceptable lengths of time.  This Protocol therefore aims to ensure that hard to place children gain access to school as quickly as possible.
6.4
The Local Authority is required by law to produce and submit an annual report to the Schools Adjudicator on admissions for all schools in their area covering the effectiveness of the Fair Access Protocol.  This report will be shared with schools to ensure there is full transparency in the operation of the protocol.  


6.5
In order to promote transparency and confidence with the process the Local Authority will continue to collate and publish data on the number of children placed through the Fair Access Protocol.

Children Eligible for a Fair Access Place
6.6
The Admissions Code sets out a list of categories that local authorities must include as a minimum in its Fair Access Code.  Sheffield has expanded the list in order to cover as many circumstances as possible where a child may be vulnerable to not securing a placement.  Each child to be placed under Fair Access will have their individual circumstances assessed as part of the admissions process.

· Pupils permanently excluded

· Children from the criminal justice system or Pupil Referral Units who need to be reintegrated into mainstream education;

· Children who have been out of education for two months, or more;

· Children whose parents have been unable to find them a place within a reasonable distance after moving to the area because of a shortage of places;

· Children of Gypsies, Roma, Travellers, refugees and asylum seekers;

· Children withdrawn from schools by their family, following fixed term 
exclusions and unable to find another place;

· Children who are homeless;
· Children with unsupportive family backgrounds for whom a place has not been sought;

· Children of parents that are fleeing domestic violence and who may be in temporary accommodation;

· Children known to the police or other agencies;

· Children without a school place and with a history of serious attendance problems;

· Children who are carers;

· Children with special educational needs, disabilities or medical conditions (but without a statement);

· Children of UK service personnel and other Crown Servants
· Children who wish to re-enter mainstream schooling after Elective Home Education.  Where this is within 6 weeks of being taken off roll this will be at the last school the student attended.

6.7
It is important wherever possible to avoid siblings of primary age being split between separate schools, unless that is what parents wish.  Where families present with more than one child of primary age the Authority will aim to accommodate all of the children at the preferred school or, if this is not possible, at the catchment or nearest school that can accommodate all siblings.  Where this is not possible, the catchment or nearest available primary school that can accommodate all siblings will be approached under this Fair Access Protocol. This will both support the family and reduce the risk of punctuality or absence problems being incurred by schools.
Placement of Fair Access children
6.8
Schools will continue to admit pupils whose parents apply for an available place within the published admission number of a given year group.  The principle of Fair Access is that schools will be prepared to admit, where necessary, above their published number in order to accommodate Fair Access children.
6.9
The Protocol will apply to all schools, including primary and secondary schools.  The Authority will make every effort to avoid placing additional children in KS1 to comply with infant class size restrictions.  There are however limited permitted exceptions to the class size rule.  If for example the Local Authority cannot offer a suitable school within a “reasonable” distance it can direct admission.  In these circumstances the additional child would be “exempt” from the infant class size requirements and the school would not be required to employ an additional teacher.  Children who are Looked After or previously Looked After also fall under this definition.

6.10
The Headteacher or Principal will always be consulted prior to any admission and have an opportunity to express any views or concerns.  


Section 7

Managed Moves
7.1
A Managed Move is a formal agreement between two schools, a child and their parents or Carers.  


There is no formal agreement of a Managed Move Protocol in the Primary Sector but a protocol has been in place in Secondary Schools for three years.  Outside any formal City wide agreement, schools may wish to consider Managed Moves in specific circumstances.  If they choose to do so, it is strongly recommended that the secondary framework is followed as this provides a tried and tested framework.  Further details can be obtained from the Admissions Team (Section 11)

7.2
Managed Moves are an integral part of the Authority’s Fair Access arrangements for secondary schools and are an agreed strategy to help support students who may be vulnerable to exclusion or who would benefit from a fresh start at another school.  Any Managed Move must have the support and co-operation of parents and the student.  All Managed Moves will be monitored by the Local Authority.

7.3
What is a Managed Move?

A Managed Move allows a pupil to transfer to another school for a trial period of 12 weeks.  If the move is deemed to be a success at the end of the trial period, the child will formally transfer to the proposed school.  If during the trial period the move is unsuccessful the child will return to their home school.  

7.4
For the duration of a Managed Move, the home school remains the “Main Base” and is coded as Dual Registered “D” whilst attending the receiving school.  The receiving school records the child as any other on its roll.
7.5
A Managed Move should never be the first response to when a child is failing at school because of their behaviour.  Rather it should be considered as part of a measured response to supporting the child’s emotional, social and behavioural needs.  A change in school can be an extremely disruptive experience for any child, especially as they approach Year 6.  All other existing strategies should be explored before considering a Managed Move.  A Managed Move may be considered in the later stages of a Pastoral Support Plan where there is little or no evidence of success.   

7.6
A Managed Move would not normally be appropriate when:

· The child has an Education Health Care Plan a statement of special educational needs or has a MyPlan which is likely to be escalated to an EHCP.  For any proposed change to current provision where a child has an EHCP the school must arrange an emergency review in accordance with statutory procedures.

· A child has a history of persistent absence (Except where circumstances at the current school may have contributed to the reasons for poor attendance)

· Parent is simply seeking a straight forward transfer to another school and looking to subvert the normal admission process.

· The child is not on the roll of a school

· The child could not return to the home school if the placement failed

7.7
Current government guidance from “Exclusion from maintained schools, Academies and pupil referral units in England 2012” which states that parents should never be pressured into removing their child from school under the threat of permanent exclusion.

7.8
Please contact the Admissions Team if you wish to discuss the possibility of a Managed Move. 

Section 8

Annual Census
8.1
The annual census for determining pupil funding takes place on the first Thursday of October.  This census provides a snapshot of pupils on roll at the school and will form part of the overall the funding settlement for the following financial year.
8.2
If a place is offered at a school through normal admission procedure prior to the census, it is expected that the receiving school will want to make admission arrangements and ensure the child is on roll.
8.3
If the previous school does not remove the child from roll, the child will appear on two school rolls and the census will flag an error.  Following investigation into such circumstances the funding will be paid to the school where the child is physically attending on the day of the census.
Section 9

Elective Home Education

9.1
Parents have the right to request that their child is educated at home.  If a parent of a child already on roll in a mainstream school decides to Home Educate, they must confirm this in writing (not via email) ensuring that the letter is signed.  At this point the school can refer the child to Children Missing Education to request removal of the child from the school roll. The CME referral should include a completed School Notification of Elective Home Education form and a copy of the parent’s deregistration letter.   If the child is on roll at a special school parents may still request that their child be taken off roll however the agreement to do so must come from the Local Authority.  
When a de registration letter is received, school must inform the SEN department and organise an annual review.  The review should be attended by representatives from school, the Home Education Advisor, relevant professionals and a representative from the SEN team.  During this review parents are expected to discuss how they intend to meet the requirements of their child’s education health care plan.  If it appears that the parents will be able to provide a suitable education at home a decision will be made to remove the child from roll and the EHCP will be updated.  If the parent’s plan does not appear suitable, a decision may be made to either allow the parent further time to develop adequate plans or the request to remove from roll may be refused.  
9.2 
Sheffield Schools have opted into a local agreement to re-admit a child previously on roll at their school wishing to return from Home Education within 12 weeks of the child leaving the school. 

9.3 
A parent should never be encouraged to home educate their child as an alternative to permanent exclusion, attendance or behavioural issues. If the parent cannot provide an appropriate education, they would apply for another school.  This simply passes on the challenge and is disruptive for the child.
9.4 
More information about Home Education can be accessed by contacting Venetta Buchanan Lead Elective Home Education Teacher. See section 11 for contact details.
Section 10
Appeals

10.1
Parents may appeal against any decision to refuse admission to a school.  If a parent pursues their right to appeal, you will be notified of the date and time of the appeal hearing by a member of the Admissions Service. 
10.2 
It is vital that the panel is provided with comprehensive information about the school.  You will be required to provide a written statement in advance of the appeal hearing to state the schools case against further admission to the requested year group.  The statement should include:

· the admission  number, 
· the numbers on roll in each year group and how these numbers are organised into classes,  

· confirm the number of Teachers and Teaching Assistants and how these are arranged though out school,

· description of the accommodation, explanation of how all spare space is utilised in order to demonstrate that an additional class could NOT be created (a plan should be provided if possible),

· information about the budget (forecasting deficit?), again to demonstrate that it would not be possible to employ an additional teacher,

· breakdown of SEN figures in the requested year group ad across whole school,

· EAL, pupil premium figures and impact this has on school,

· mobility and impact this has on school,

· any other challenges, local/school specific issues. 

10.3
A member of the Admissions Team will be present at the appeal hearing to explain the admissions process, confirm what was considered when processing the application form, provide distances to the requested school and allocated school and other issues specific to the application.  However it is strongly recommended that the school send a representative to attend the appeal hearing to answer questions from the independent panel to demonstrate how the admission of an additional child into the requested year group will prejudice the efficient education and use of resources.
10.4
The independent panel will retire to make their decision when they have heard all appeals scheduled for the day.  Neither the school nor the Local Authority will be present when the panel make their decision. The Admissions Officer who attended the appeal will notify you of the outcome following the appeal.  
The decision of the panel is final and binding upon the LA, School and parents.  

Section 11

Directions

11.1
Direction is always the last resort and collaborative agreement on admissions should make any such requirements unnecessary.  The Local Authority does however have the power to direct the governing body for any maintained school to admit a child even if it is full.  In doing so the Local Authority must choose a school that is a reasonable distance from the child’s home and from which the child is not permanently excluded.

11.2
Before deciding to direct an admission the Local Authority must consult the governing body of the school and the parent of the child.  If following consultation the Local Authority decides to direct admission it must inform the governing body and the Headteacher of the school.  The governing body can appeal by referring the case to the Schools Adjudicator within 15 days.  If it does so it must notify the Local Authority.  The Local Authority must not make a direction until the 15 days have passed and the case has not been referred.

11.3
The Adjudicator will make a binding decision.

11.4  
Secretary of State’s power of direction (Academies) 
Where a local authority considers that an Academy will best meet the needs of any child, it can ask the Academy to admit that child but has no power to direct it to do so. The local authority and the Academy will usually come to an agreement, but if the Academy refuses to admit the child, the local authority can ask the Secretary of State to intervene. The Secretary of State has the power under an Academy’s Funding Agreement to direct the Academy to admit a child, and can seek advice from the Adjudicator in reaching a decision.
Section 12.

Useful Contacts

12.1 
Admissions
Tel:

Primary
0114 2735766
Secondary 
0114 2037469
In-Year
0114 2930943

Dedicated school numbers only.  Please do not share with the public

· 
ed-admissions@sheffield.gov.uk
12.2 
Appeals 
Jayne Johnson/Nichola Furniss/John Bigley
Tel:


0114 2734515, 2735698, 2734097
· 
jayne.johnson@sheffield.gov.uk
nichola.furniss@sheffield.gov.uk
john.bigley@sheffield.gov.uk
12.3 Children Missing Education (CME)

Shaklil Zaman / Gail Walsh

Tel:

0114 2736462
· 
shaklil.zaman@sheffield.gov.uk
gail.walsh@sheffield.gov.uk
12.4
Home Education 

Venetta Buchanan

Tel: 

0114 2037141
· 
Venetta.buchanan@sheffield.gov.uk
12.5
Exclusions
Sarah Kelly
0114 2735750
Genine Nuttall
0114 273 6197

·             sarah.kelly@sheffield.gov.uk
genine.nuttall@sheffield.gov.uk
Appendix A
Relevant Legislation

1. This appendix sets out the primary legislation and regulations most relevant to admissions decisions. Admission authorities, Schools Adjudicators, appeal panels, local authorities and maintained schools must comply with the relevant law as well as acting in accordance with the provisions of this Code. This Code and the School Admission Appeals Code (the Codes) are applied to Academies through their Funding Agreements. The information here aims to signpost the relevant law; it does not aim to provide definitive guidance on interpreting the law: that is for the courts. 

Equality Act 2010 
2. This Act consolidates the law prohibiting discrimination, harassment and victimisation and expands the list of protected characteristics. All schools must have due regard to their obligations under the Act and review their policies and practices to make sure these meet the requirements of the Act, even if they believe that they are already operating in a non- discriminatory way. 

3. 
An admission authority must not discriminate on the grounds of disability; gender reassignment; pregnancy and maternity; race; religion or belief; sex; or sexual orientation, against a person in the arrangements and decisions it makes as to who is offered admission as a pupil. 

4. 
An admission authority must not harass a person who has applied for admission as a pupil, in relation to their disability; race; or sex. 

5. 
An admission authority must not victimise a person in relation to a protected act either done, or believed to have been done by that person (e.g. bringing proceedings under the Equality Act 2010) in the arrangements and decisions it makes as to who is offered admission as a pupil. 

6. 
This Act contains limited exceptions to the prohibition of discrimination on grounds of religion or belief and sex. Schools designated by the Secretary of State as having a religious character are exempt from some aspects of the prohibition of discrimination on the grounds of religion or belief and this means they can make a decision about whether or not to admit a child as a pupil on the basis of religion or belief. Single-sex schools are lawfully permitted to discriminate on the grounds of sex in their admission arrangements. 

7. 
Admission authorities are also subject to the Public Sector Equality Duty and therefore must have due regard to the need to eliminate discrimination, harassment and victimisation, advance equality of opportunity, and foster good relations in relation to persons who share a relevant protected characteristic and persons who do not share it. 

8. 
The protected characteristics for these purposes are: disability; gender reassignment; pregnancy and maternity; race; religion or belief; sex; and sexual orientation. 

9. 
Further guidance on the Public Sector Equality Duty is available on the website of the Government Equalities Office and from the Equality and Human Rights Commission. 

Human Rights Act 1998 
10. The Human Rights Act 1998 confers a right of access to education. This right does not extend to securing a place at a particular school. Admission authorities, however, do need to consider parents’ reasons for expressing a preference when they make admission decisions, though this may not necessarily result in the allocation of a place. These might include, for example, the parents’ rights to ensure that their child’s education conforms to their own religious or philosophical convictions (as far as is compatible with the provision of efficient instruction and the avoidance of unreasonable public expenditure). 

School Standards and Framework Act 1998 
11. Chapter 1 of Part 3 of the School Standards and Framework Act 1998 contains the key provisions regarding schools admissions, including the statutory basis for this Code. 

12. Section 86 of the SSFA 1998 provides that the admission authority for a maintained school (with the exception of those that select wholly by ability) must comply with any preference expressed by a parent except where to do so would prejudice the provision of efficient education or the efficient use of resources. 

13. Section 94 of the SSFA 1998 provides that parents (and in some circumstances children) may appeal against a decision to refuse admission to the school. Two or more admission authorities in the same local authority area may make joint arrangements. 

14. The Codes largely include the provisions relating to school admissions made in regulations. The most relevant regulations are: 

a) The School Admissions (Admission Arrangements and Co-ordination of Admission Arrangements) (England) Regulations 2012; 

b) The School Admissions (Infant Class Sizes) (England) Regulations 

2012; 

c) The School Admissions (Appeals) (England) Regulations 2012; and d) The School Information (England) Regulations 2008
Children’s Act 2014 Part 3 Children and young people in England with special educational needs or disabilities

15. Part 3 of the Act contains provisions on Support and Aspiration: A new approach to special educational needs and disability published by the Department for Education on 18 March 2011 and the follow up Progress and Next Steps published 15 May 2012.

16. The provisions are a major reform of the present statutory framework for  identifying children and young people with special educational needs (SEN), assessing their needs and making provision for them. They require local authorities to keep local provision for children and young people with SEN and disabilities under review, to co-operate with their partners to plan and commission provision for those children and young people and publish clear information on services they expect to be available. The provisions set out the statutory framework for identifying, and assessing the needs of, children and young people with SEN who require support beyond that which is normally available. Statements made under section 324 of the Education Act 1996 and Learning Difficulty Assessments made under section 139A of the Learning and Skills Act 2000 are replaced by new 0-25 Education, Health and Care plans (EHC plans) for both children and young people. The provisions place a new requirement on health commissioners to deliver the health care services specified in plans.

17.The provisions extend the rights that parents of children with statements of SEN currently have, to express a preference for the school they wish their child to attend, to young people in education and training (including further education). In addition, they widen the institutions for which they can express a preference to include Academy schools, further education colleges and sixth form colleges, non-maintained special schools and independent special schools and independent specialist colleges approved for this purpose by the Secretary of State.

18.The provisions are also intended to give parents and young people greater control over the way their support is provided through involvement with local authorities in reviewing services and through the option of personal budgets in certain circumstances. They introduce a requirement to consider mediation before appeals are made to the First-tier Tribunal. This is to help resolve disagreements without the need for Tribunal appeals wherever possible. The provisions also extend the right to appeal to young people in education and training (including further education); include a power to pilot giving children the right to make appeals to the Tribunal themselves, rather than it having to be through their parent; and to pilot the Tribunal making recommendations on the health and social care provision set out in an EHC plan.
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Children who have their 5th birthday between 1st September and 31st December:





A full-time school place in the Reception class from September





OR





A part-time school place in the Reception class from September





OR





A part-time place in an early years setting (15 hours)





These children must start school in January full-time as they have reached statutory school age











Children who have their 5th birthday between 1st January and 31st March:





A full or part-time school place in the Reception class from September





AND/OR





A full or part-time school place in the Reception class from January





OR





A part-time place in an early years setting (15 hours)





These children must start school in April full-time as they have reached statutory school age























Children who have their 5th birthday between 1st April and 31st August:





A full or part-time school place in the Reception class from September





AND/OR





A full or part-time school place in the Reception class from January





AND/OR





A full or part-time place in the Reception class from April





OR





A part-time place in an early years setting (15 hours)





Wait until compulsory school age – the following September of the next academic year. This will be a direct entry into Year 1 and parents will have to re-apply for a school place. A school place cannot be guaranteed.











A parent must never be encouraged or pressured into transferring their child in order to avoid an exclusion or because the current school is of the opinion that the child’s needs cannot be met.  This practice is unlawful and contrary to the Disability Discrimination Act.








Appendix B





Parent does not agree





Return to home school





End





End





Home School meets with parent and child to discuss and obtain agreement





Home school makes decision that a Managed Move is appropriate for the child





Parent is in agreement








Home school completes pro-forma and obtains parental signature





Agreed





End





Request refused





Start date agreed at new school





Final decision made





Schools agree timetable for reviews





Home and preferred school meet with parent and child and complete agreement





Home school presents request at Managed Move Panel





Pro-forma sent to Local Authority for distribution to preferred school(s) ahead of the panel





Home school obtains preference(s) and completes agreed pro-forma





Agreed





Refused
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