CO-ORDINATED ADMISSIONS SCHEMES 2013/2014

Determined local co-ordinated in-year
admissions scheme for community, voluntary
controlled and own admission authority
primary and secondary schools in the
Wokingham Borough

2013/2014
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Introduction
This is the determined scheme for the local co-ordination of in-year admissions for the
2013/2014 academic year across the Wokingham Borough. Whilst there is no requirement
in the draft School Admissions Code to co-ordinated in-year applications for the offer year
2013/14, a local co-ordinated scheme will be in operation for community and voluntary
controlled schools for which the local authority is the admissions authority and for aided and
Academy schools where there is an agreement to do so.
Where own admission authority schools do not wish to be part of the Wokingham Borough
Council co-ordinated scheme, a single preference common application will be produced for
completion by parents for schools outside the scheme to enable parents to apply direct to
the preferred school and those schools will be required to notify the School Admissions
Team of both the application and its outcome, advising parents of their right of appeal
against the refusal of a place.
The following schools which are their own admissions authority have confirmed their
inclusion in the proposed local co-ordinated scheme (this will be updated where agreement
is received):
All Saint’s CE Aided Primary School
Earley St Peter’s CE Aided Primary School
Grazeley Parochial CE Aided Primary School
Shinfield St Mary’s CE Aided Junior School
Sonning CE Aided Primary School
St Dominic Savio Catholic Primary School
The Holt School
The Piggott CE School
Maiden Erlegh School
In-year admission arrangements
This scheme applies to applications for Wokingham Borough schools included in the
scheme. Parents who are moving to the Borough should provide documentary evidence of
a move to the Borough e.g. exchange of contracts, signed rental agreement or posting order
in the case of service families or Crown servants. It applies to the admission of a child to a
relevant age group where it is submitted on or after the first day of the school year of
admission or for the admission of a child to an age group other than a relevant age group.
For schools within the Wokingham Borough, a relevant age group means:




children transferring from primary to secondary school into year 7
children transferring from infant to junior school into year 3
children starting school in foundation two (F2) as a rising five sometimes known as
Reception.

The scheme does not apply to:




admission to school sixth forms
admission to nursery or foundation stage units into foundation one (F1)
middle school or year 9 transfers.

Responsibility for admission to school sixth forms or admission to nursery or foundation
stage units for foundation one (F1) has been delegated to schools although a model policy
will be provided by the council for the schools’ use.
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Applications for middle schools (with an entry age before 11) will be treated the same way
as primary school transfer. Applications for upper schools (year 9 - with an entry age after
11) are to be treated the same way as the secondary transfer. Separate application forms
will be made available.
Timing of applications
Applications will be considered half-a-term in advance of the place being required. For
entry to school at the start of term or half-term, an application will need to be received by the
School Admissions Team, 15 days in advance of the commencement date. Any
applications received in advance of this will be held on file until the appropriate time, with
the exception of crown service, service families or look-after children.
It is our intention that all applications should be processed and the outcome of the
application made within 15 school days from receipt of the application. This is subject to
confirmation, if applying for a school in another local authority that a place can be offered,
whichever is the latter. Allocation or refusal letters will be sent by second class post.
Applications
Applications must be made using the Wokingham Borough application form to apply for
schools within the Borough. The common application form is available on request or can be
downloaded at: www.wokingham.gov.uk/admissions. An application form allowing a single
preference will be available for own admission authority schools outside the scheme.
Parents may express up to four preferences for schools within the scheme, listing those
preference in ranked order and giving their reasons for those preferences.
Where a place is available for a child at more than one school, Wokingham Borough
Council will offer a place at whichever of these schools is their highest preference.
The School Admissions Team will pass on applications and any supporting information
provided by the parent for any own admission authority schools within the scheme to their
governing bodies so that they can make a decision about the application. The governing
body should make decisions regarding applications within five school days of receipt. The
governing body will then inform the School Admissions Team who will advise the offer or
refusal on their behalf. There may be a delay during school holiday periods as the school
may not be contactable.
Where own admission authority schools within the scheme receive an application direct
from a parent, the school must forward to the School Admissions Team details of any
application made, together with any supporting information provided by the parent
(regardless of whether the parent making the application resides in that authority’s area)
together with the school’s response to that application in order that the response is made on
the school’s behalf to the parent.
Each preference will be considered against the admissions authority’s oversubscription
criteria if necessary and, where more than a single school place could be offered, the place
will be offered for the highest ranked preference.
Where applications are refused, parents will be advised of their right of appeal. Where a
place has been refused by Wokingham Borough Council or for schools, who are their own
admissions authority with the Borough, reference must be made to the Council’s website for
details on how to appeal.
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A place will be offered at an alternative school (the designated area school or most
accessible school with places available) where the parent can provide evidence of their
move to or within the Wokingham Borough, and parents will be advised of their right of
appeal for their preferred school(s). No offer of an alternative school place will be made
where no change of address is made, unless requested to do so.
Out of Borough applications
Wokingham Borough Council will accept applications from other local authorities where their
resident applies direct to them. Where further information is required to support the
application, liaison will take place direct with the parent. Wokingham Borough Council will
respond to the parent, in writing, the outcome of their application with a copy to the home
local authority. If the place is declined, the parent will be advised of their right of appeal.
Wokingham Borough Council will pass information on applications and any supporting
information provided by the parent to other local authorities for applications for schools in
their area, where they are operating an in-year scheme. However, parents should
investigate what arrangements apply within that local authority as they may have to apply
direct to the individual school concerned.
Additional information to support applications
Where an applicant is proposing to move to the Borough, evidence will be required to
support their application e.g. signed rental agreement or exchange of contracts, families of
service personnel or other Crown Servants, families applying from abroad or from areas of
the country other than England.
Additional information will be required for applicants applying from abroad to verify right of
abode (e.g. entry visa and passport details). It should be noted that a child moving from
overseas with a right to live in the UK with parents may attend a maintained school. This
does not apply where the stay is so short (e.g. less than six weeks) that it would not be
practical for the child to attend school (e.g. holidays or short visits).
Supplementary information forms (SIFs) may be required to support an application for some
own admission authority schools included in the scheme. SIFs are available for download
at: www.wokingham.gov.uk/admissions or the school’s website. Alternatively, the forms are
available on request from the school. SIFs must be returned direct to the school concerned
or with the application form to the School Admissions Team. It is the responsibility of
parents to determine whether a SIF is required to support an application and to complete
and return in accordance with the published arrangements of that authority.
To determine and support applications made under Fair Access Protocol; the current school
may be requested to provide further information. A form will be devised and where
requested, the school is requested to complete and return to the School Admissions Team
within three days of the request for information.
Receipts for/acknowledgements of applications
The School Admissions Team will acknowledge receipt of applications, provided parents
have completed and stamped the acknowledgement card. If you require any further
receipts for information provided, please attach a stamped addressed envelope to that
information.
An acknowledgement can be sent for those who apply via email.

4

04/04/2012 16:23:00

Offers
On receipt of the application, consideration will be given to all school preferences and where
potentially a place can be offered at more that one school preference, the single offer will be
for the school ranked highest.
The offer of a place in a Wokingham Borough school must normally be taken up within the
declared half-term. Failure to take up the offer of a place during this time will mean that the
offer is withdrawn and the place released. Exceptions can only be made where the parent
provides documentary evidence that the delay is unavoidable, through no fault of their own,
or in the case, of crown service, service families or looked-after children.
In accordance with the School Admissions Code, admission will be deferred to the start of a
term or half-term for the following categories of in-year admission:




those that do not require a house move
those where there is no reasonable need for an immediate move
those allocated from waiting lists

It is envisaged that children normally would be admitted to school during a school term in
the following circumstances only:
a) those applying as a result of a house move i.e. unable to take up a place earlier due
to living at a distance from the school
b) those applying and unable to take up a place earlier due to ill health or other reasons
beyond parents’ control
c) applications under fair access protocols
The benefit of moving to the admission of children at the start of term or half-term is to
minimise the disruption to their own and other children’s education.
Places will be offered on the basis of the child’s chronological age. Where a child is in a
different year group and not already attending a Wokingham Borough maintained school,
supporting documentation will be required from the child’s current school giving reasons for
this for consideration by an admissions panel. Places can only be allocated to children
working outside their normal year group with the consensus of the receiving school.
It is recommended that parents refer to the relevant admissions’ authority’s literature to
understand how places are allocated and the process for handling their application prior to
applying for a school place. For places in the Wokingham Borough, a Parent’s Guide will be
issued on request and will also be available at: www.wokingham.gov.uk/admissions.
Acceptance of school place
The offer letter will inform parents that they are required to accept or decline the place
offered within 14 days from the date of the letter. Failure to accept the place offered will
result in one further written reminder and failure to respond within the required timescale will
result in the offer being withdrawn.
Any offer of a school place will be made to start during the current half-term or during the
next half-term. Failure to start within this timescale will result in the offer of a school place
being withdrawn.
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The letter of offer will specifically request parents to advise the School Admissions Team if
the place is not being accepted for any reason. If the child is living in the Wokingham
Borough and the parent is not accepting the offered place they should advise what
alternative arrangement has been made for the child.
Availability of school places
Parents may express a preference for up to four schools within the scheme and
consideration will be given to each preference. It should be noted that where parents apply
in-year, this means that places are being sought for year groups that have been allocated
during the general transfer rounds:




primary to secondary (moving from year 6 in a primary school to year 7 in a
secondary school);
infant to junior (moving from year 2 of an infant school to year 3 of a junior school)
and
starting school into Foundation 2 (F2) as a Rising 5.

Each of these transfer groups have their own admissions schemes, with deadlines for the
receipt of applications and a date on which offers of places will be made. Details of these
transfer groups are available at: www.wokingham.gov.uk/admissions.
Wokingham Borough schools are popular so it is likely that a preferred school may
be full. It is recommended that parents express more than one preference in order to
maximise the extent to which preferences can be met.
The authority is not able to hold places open for those applicants moving to a school’s
designated area and cannot guarantee that a place will be available at preferred schools.
It is advisable to contact the School Admissions Team prior to any house move to determine
where there are school places and to verify the new home address’ designated area, if this
is important to you. It should be noted that the information given is only current on the date
you contact us and is subject to change as applications are received on a daily basis or
places allocated from waiting lists. Designated areas may change through the annual
consultation and determination of admission arrangements.
As the local authority must, on request, provide information to a parent about the places still
available in all schools within its area; all schools within the Wokingham Borough are
required to let the School Admissions Team when places become available and the
numbers on roll on a monthly basis.
Confirmation of school designated areas for each address in the Wokingham Borough is
given at: www.wokingham.gov.uk by visiting the ‘My Neighbourhood’ section from the front
page, keying in your address and scrolling down to the ‘education and youth’ section.
Admission numbers
Each school has a published admission number for each year group, which limits the places
that can be offered and all admissions are subject to places being available.
The limits are set on admission numbers, taking into account the school’s net capacity and
suitability of accommodation, and are designed to ensure that children receive an ‘efficient
and effective’ education.
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We are unable to allocate over a school’s admissions number as too many children being
admitted to a particular school could lead to overcrowding or pressure on facilities and other
resources. The only exception is where places are allocated under the Fair Access
Protocol. The Fair Access Protocol includes:





managed transfers and reintegration of pupils in secondary schools
managed transfers and reintegration of pupils in primary schools
placement of vulnerable pupils
Referral policy for Foundry College (to be adopted)

The Fair Access Protocol will be consulted on with schools within the Borough separately.
Details will be given at: www.wokingham.gov.uk/admissions or copies of the protocols may
be obtained on request to the School Admissions Team, once agreed.
At Key Stage 1 (F2, Year 1 and Year 2), legal limits have been imposed on the size of infant
class sizes, for these children the maximum class size is 30 to one qualified teacher. The
Fair Access Protocol cannot apply in this instance except for the operation of waiting lists.
Oversubscription criteria (categories for admission) for Primary Schools
Children with statements of special educational needs that name a school in the statement
are required to be admitted to the school that is named. The governing body does not have
the right to refuse admission.
Reference should be made to own admission school admission policies to understand the
basis on which an application would be considered.
The following oversubscription criteria in order of priority will be applied when a community
or voluntary controlled school receives more preferences than places available. All
preferences will be treated on an equal basis.
A

Looked after children and children who were looked after, but ceased to be so
because they were adopted or became subject to a residence order or special
guardianship order’ (previous looked-after children).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 definition in section 22(1) of the Children Act 1989).
Previous ‘looked after children’ include those children under the terms of the
Adoption and Children Act 2002 (section 46 relating to adoption orders), Children Act
1989, section 8 which defines a ‘residence order’ as an order settling the
arrangements to be made as to the person with whom the child is to live and section
14A 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
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Children who have medical, physical or psychological grounds for admission to a
particular school. This must be supported by written evidence, relating
specifically to the school you are applying to under this criterion, from an
independent professional aware of the child’s case (e.g. doctor, hospital
consultant or psychologist) which must explain the reason why the school in
question is the most suitable and the difficulties caused if the child had to
attend another school.²
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C

In the case of a junior school, children who have attended an infant school with close
links with the school.
Junior school
Emmbrook Junior School
Gorse Ride Junior School
Oaklands Junior School
Polehampton CE Junior School
Robert Piggott CE Junior School
St Pauls CE Junior School
Shinfield St Mary’s CE Aided Junior
School*
Westende Junior School
Willow Bank Junior School

Linked infant school
Emmbrook Infant School
Gorse Ride Infant School
Oaklands Infant School
Polehampton CE Infant School
Robert Piggott CE Infant School
Walter Infant School
Shinfield Infant School
Wescott Infant School
Willow Bank Infant School

*Voluntary aided junior school included for completeness. Governing body’s
admissions policy applies.
D

Children whose permanent home address is in the school’s designated area and
who have a sibling - brother or sister, half brother or sister, adopted brother or sister,
step brother or step sister or the child of the parent/carer’s partner where the child
for whom the school place is sought is living in the same family unit at the same
address as that sibling and who will be at the school when the child will enter the
school. 3, 4, 5

E

Children whose permanent home address is in the schools’ designated area.3,

F

Children who have a sibling - brother or sister, half brother or sister, adopted brother
or sister, step brother or step sister or the child of the parent/carer’s partner where
the child for whom the school place is sought is living in the same family unit at the
same address as that sibling and who will be at the school when the child will enter
the school.4, 5

G

Children whose parents choose the school on denominational grounds (this applies
to voluntary controlled schools only) 6

H

Any other children

Notes applicable to oversubscription criteria
¹ Applications received under the Criterion A must be made by the person with
parental responsibility for the child (e.g. the child’s social worker, acting on behalf of
the local authority for a looked after child) and will need to be supported by the
following official documentation, as applicable:
 confirmation by the home local authority that the child is looked after or
 confirmation by the local authority that last looked after the child confirming that
the child was looked after immediately prior to the issuing of one of the following
orders:
(i)
adoption order
(ii)
residence order
(iii)
special guardianship order
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2When

submitting applications under category B (serious medical, physical or
psychological grounds for admission) your application cannot be considered
if you do not declare that you are applying under this criterion and you do not
provide written independent professional evidence. An admissions panel will
consider the supporting evidence provided and will advise the applicant of its
decision; the panel’s decision is final.

³For schools where changes to designated areas were made from 2010/11, children
who will have siblings attending the school in September 2013, but resided in what
was the former designated area (or former shared area) when these places were
allocated, will be treated as living within the school’s designated area (Criterion D).
This clause will no longer be applied after August 31, 2015.
Bearwood Primary School and Winnersh Primary School
Farley Hill Primary School, Lambs Lane Primary School, Shinfield Infant & Nursery School
Lambs Lane Primary School and Shinfield Infant & Nursery School
The Colleton Primary School, Polehampton CE Infant & Junior Schools & Sonning CE
Aided Primary School
The designated area for The Coombes CE Primary School has been revised to
include a second priority designated area (currently the single designated area for
Farley Hill Primary School). Applicants from the first priority designated area and the
shared area will be allocated places before those living in the second priority
designated area. The tiebreaker will be applied to each area to determine who is
allocated a place should there be more applicants than places in either priority areas
or the shared area.’
4 In

the case of linked infant and junior schools, the application will be treated as
meeting criteria C or F if the child’s sibling will be at either of the two schools at the
time the child would enter the school.
5 Occasionally

a parent with more than one child can express a preference for their
designated area school for the older child, but the local authority is unable to meet
this preference. The local authority will then allocate a place at a lower ranked
preferred school or the closest available school with places. In this case, the parent
may then prefer to send younger sibling(s) to the same school as the older child
attends. In such instances, the allocated school may be regarded as if it were the
designated area school for subsequent siblings and would be treated as meeting
criterion C (sibling resident within designated area). Parents must notify the school
admissions team at the time of application that they consider this exception applies.
Where there is an application for the actual designated area school(s), designated
area status would still be applied.
6 If parents are applying on denominational grounds (Category G) for places at
voluntary controlled schools, Children’s Services will expect that at least one parent,
or guardian, frequently attends for worship or has a significant involvement with a
church within the Christian faith that is a member of Churches Together in Britain
over the previous year. ‘Frequent’ is defined as at least twice a month for at least 8
months of the year and such attendance will need to be confirmed by the local
clergy.
Voluntary controlled schools are: The Coombes Church of England Primary;
Crazies Hill Church of England Primary; Polehampton Church of England Infant and
Polehampton Church of England Junior; Robert Piggott Church of England Infant
and Robert Piggott Church of England Junior; St Nicholas Church of England
Primary; St Paul’s Church of England Junior; Woodley Church of England Primary;
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The authority has sought to make the above criteria as objective as possible. However for
category B and any other cases where judgement is needed as to which criteria the
application meets, a panel of at least two officers will consider the application and
supporting evidence. The panel’s decision and reasons will be recorded, for the purposes of
informing the parent and any subsequent appeal.
Tie Breaker
Priority will be given within criterion C (linked infant and junior schools) to children living
within the designated area, then siblings, before applying the tie breaker below. For tie
breaker purposes within criterion C only, designated area and siblings are defined as in
criteria E and F.
Priority will be given within any of the above oversubscription criteria to the applicant whose
permanent home address is nearest to the preferred school in terms of radial (straight line)
distance. Distances will be measured consistently and will be measured as a straight line
between the Local Land and Property Gazetteer (LLPG) address points for the respective
home address and school, using the Easting and Northing for each address point. These
are then used to calculate the distance between the two address points using a ‘direct
distance mathematical routine’ within the Capita ONE system used by the council’s School
Admissions Team into which the LLPG address points are imported. This calculates the
distance from the values created through this process using Pythagoras’ Theorem by
measuring the distance in metres between the Easting and Northing for each end address
point then multiplied by 0.000621317 to convert to miles. It should be noted that this
calculation may not be exactly the same as that created by a Geographical Information
System (GIS) product as the GIS product may build in a formula to allow for the curvature of
the earth. This curvature does not begin to affect distance values until the distance is least
10 miles.
In the unlikely event that two or more children live at the same distance (measured as
stated above) from school (including for example, flats within the same building) and there
are fewer places available, random allocation will be used to decide which child will be
allocated the remaining place(s). This will be by supervised drawing of lots, carried out by
at least two Children’s Services staff members.
Oversubscription criteria (categories for admission) for Secondary Schools
Children with statements of special educational needs that name a school in the statement
are required to be admitted to the school that is named. The admissions authority does not
have the right to refuse admission.
Reference should be made to own admission school admission policies to understand the
basis on which an application would be considered.
The following oversubscription criteria in order of priority have been agreed for applications
when a community secondary school receives more preferences than places available. All
preferences will be treated on an equal basis.
A
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Priority will be given to looked after children and children who were looked
after, but ceased to be so because they were adopted or became subject to a
residence order or special guardianship order’ (previous looked-after
children).¹
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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 definition in section 22(1) of the Children Act 1989).
Previous ‘looked after children’ include those children under the terms of the
Adoption and Children Act 2002 (section 46 relating to adoption orders), Children Act
1989, section 8 which defines a ‘residence order’ as an order settling the
arrangements to be made as to the person with whom the child is to live and section
14A 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

Children who have medical, physical or psychological grounds for admission to a
particular school. This must be supported by written evidence, relating
specifically to the school you are applying to under this criterion, from an
independent professional aware of the child’s case (e.g. doctor, hospital
consultant or psychologist) which must explain the reason why the school in
question is the most suitable and the difficulties caused if the child had to
attend another school.²

C

Children whose permanent home address is in the school’s designated area and
who have a sibling - brother or sister, half brother or sister, adopted brother or sister,
step brother or step sister or the child of the parent/carer’s partner where the child
for whom the school place is sought is living in the same family unit at the same
address as that sibling and who will be at the school when the child will enter the
school.3 4 5

D

Children whose permanent home address is in the schools’ designated area. 3

E

Children who have a sibling - brother or sister, half brother or sister, adopted brother
or sister, step brother or step sister or the child of the parent/carer’s partner where
the child for whom the school place is sought is living in the same family unit at the
same address as that sibling and who will be at the school when the child will enter
the school. 4 5

G

Children whose parents have a preference for single sex education (applicable to
The Forest School only)

F

Any other children

Notes applicable to oversubscription criteria
¹ Applications received under the Criterion A must be made by the person with
parental responsibility for the child (e.g. the child’s social worker, acting on behalf of
the local authority for a looked after child) and will need to be supported by the
following official documentation, as applicable:
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confirmation by the home local authority that the child is looked after or
confirmation by the local authority that last looked after the child confirming that
the child was looked after immediately prior to the issuing of one of the following
orders:
(iv)
adoption order
(v)
residence order
(vi)
special guardianship order
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2 When

submitting applications under category B (serious medical, physical or
psychological grounds for admission) your application cannot be considered
if you do not declare that you are applying under this criterion and you do not
provide written independent professional evidence. An admissions panel will
consider the supporting evidence provided and will advise the applicant of its
decision; the panel’s decision is final.

3 Occasionally

a parent with more than one child can express a preference for their
designated area school for the older child, but the local authority is unable to meet
this preference. The local authority will then allocate a place at a lower ranked
preferred school or the closest available school with places. In this case, the parent
may then prefer to send younger sibling(s) to the same school as the older child
attends. In such instances, the allocated school may be regarded as if it were the
designated area school for subsequent siblings and would be treated as meeting
criterion C (sibling resident within designated area). Parents must notify the school
admissions team at the time of application that they consider this exception applies.
Where there is an application for the actual designated area school(s), designated
area status would still be applied

Siblings of older children at the school, who resided at an address in the previous
designated area of The Forest School on September 1, 2011 and continue to live at
that address, will be treated as living in the school’s designated area (criterion C).
This clause will no longer be applied after June 30, 2018 and parents must declare
on their application form if this applies.

4

Parents may indicate a sibling in year 11 at the school provided it is the intention of
the family that the child is due to continue their studies in the sixth form at the
school.
5

The authority has sought to make the above criteria as objective as possible. However for
category B and any other cases where judgement is needed as to which criterion the
application meets, a criterion the application meets, a panel of at least two officers will
consider the application and supporting evidence. The panel’s decision and reasons will be
recorded, for the purposes of informing the parent and any subsequent appeal.
Tie Breakers
Living in the designated area does not guarantee a school place as there may be more
applications from parents living in the designated area than places available. Where this is
the case, the relevant tiebreaker, as explained above, will be applied to decide which of the
applicants can be offered places, and waiting list order.
For The Forest School only, within criteria D and E, priority will be given to the applicant
whose permanent home address is the shortest combined radial distance with The Holt
School. Combined distance is calculated as (distance from home to The Forest School)
plus (distance from home to The Holt School), measuring both distances as stated below
For all other schools, within criteria C and D, priority will be given to the applicants whose
permanent home address is nearest to the preferred school in terms of radial distance.
Subject to the exception above, priority will be given within any of the above
oversubscription criteria to the applicant whose permanent home address is nearest to the
preferred school in terms of radial (straight line) distance. Distances will be measured
consistently and will be measured as a straight line between the Local Land and Property
Gazetteer (LLPG) address points for the respective home address and school, using the
Easting and Northing for each address point. These are then used to calculate the
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distance between the two address points using a ‘direct distance mathematical routine’
within the Capita ONE system used by the council’s School Admissions Team into which the
LLPG address points are imported. This calculates the distance from the values created
through this process using Pythagoras’ Theorem by measuring the distance in metres
between the Easting and Northing for each end address point then multiplied by
0.000621317 to convert to miles. It should be noted that this calculation may not be exactly
the same as that created by a Geographical Information System (GIS) product as the GIS
product may build in a formula to allow for the curvature of the earth. This curvature does
not begin to affect distance values until the distance is least 10 miles.
In the unlikely event that two or more children live at the same distance or additional
distance (measured as stated above) from school (including, for example, flats within the
same building), and there are fewer places available, random allocation will be used to
decide which child will be allocated the remaining place(s). This will be by supervised
drawing of lots, carried out by at least two Children’s Services staff.
Residency requirements
Home address
Applications are processed on the basis of the child’s single permanent home address living
with parent(s) or a carer/legal guardian at the closing date for applications. Reference to
council tax records will be made to determine a single address for consideration of a place
under designated area criteria. It is for the applicant to satisfy the local authority that they
live at the address stated.
Applicants will be asked to declare that the address used will be their place of residence
beyond the date of the pupil starting school. The local authority reserves its right to carry
out further investigation and require additional evidence and to reject applications or
withdraw offers of places, if it believes it has the grounds to do so. In such cases, the
applicant will have recourse to putting their application through the independent appeals
process.
It is important to declare if there is to be a change of address prior to the child starting
school. If the applicant already own a property which is in the process of being sold, we are
able to accept the address of the new property only on submission of the appropriate
evidence in support e.g. exchange of contracts letter on both the new property and, where
possible, disposal of their current property. If the move takes place later or evidence is
submitted later, the local authority will only be able to consider this information after the
initial allocation of places has taken place and treat the new address for waiting list
purposes.
Temporary address cannot be used to obtain school places. Where an applicant has two or
more properties, evidence will be required showing the rental or disposal of the previous
property. Temporary addresses will only be considered where evidence is provided of a
genuine reason for the move e.g. flooding or subsidence.
If an applicant owns a property which they do not occupy and/or rent out and then move into
another property within, or nearer to the designated area of the preferred school; the
address of the property they own will be the address used for determining their designated
area, unless the owned house has been rented out for 12 months prior to the closing date
for applications.
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Applicants are required to advise of any change of circumstance at any time prior to the
child starting school. If you do not declare such arrangements, or a different address is
used on the application where the child does not usually live; it will be considered that a
false declaration has been made and it may be decided to decline to offer a place at a
particular school, or normally withdraw the offer of a place.
Split living arrangements
Where a family claims to be resident at more than one address, justification and evidence of
the family’s circumstances will be required e.g. split residence order or legal separation
documentation. The application must be completed by the parent, at an address which is
owned, leased or rented, where the child lives for the majority of the school week. This is
based on the number of school nights a child spends at the home (Sunday night 1800hrs to
Friday 0900hrs). The School Admissions Team will assess to apply the appropriate single
home address for the allocation of a school place. The information provided will be
considered by an admissions panel of at least two officers and their decision is final. It is
recommended that consensus is reached by both parents and child on the school
preferences to be expressed and it should be noted that only one offer letter will be sent to
the main applicant unless otherwise requested and agreed by both parents.
Applicants from abroad
An application for a school place can be made from applicants applying for a school place
for their child from abroad, provided that they can provide evidence of their right of abode.
The address used will be the address where the child is living at the time of applying. Third
party written evidence confirming the details and timing of the relocation will be required to
ensure that a child is expected to start school within the following half-term. Adjustments
will be made to any waiting lists, if the family returns later, prior to the start of school.
Further advice on the documentation required can be obtained from the School Admissions
Team.
Service Families
Families of UK service personnel (and other Crown Servants) who are not yet living in the
area will be able to make an application if it is accompanied by an assignment order
declaring a relocation date and intended address. In the absence of a new home postal
address, the authority will use Hazebrouck Barracks as the postal address to determine
distance to a preferred school. A letter from the Commanding Officer or garrison
headquarters will be required confirming the living arrangements for families who are being
housed at Arborfield Garrison but are assigned to another base.
In-year applications from service families will be considered on an individual basis taking
account of the circumstances of individual schools.
Waiting lists
Waiting lists will be maintained by the local authority for all schools where necessary for
children not offered a school place at their preferred school. Positions on the list will be
determined by applying the oversubscription criteria outlined above. Positions on waiting
lists may go up or down due to pupil withdrawals or new or revised applications and no
account is taken of the length of time spent on a waiting list.
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Waiting lists will be retained by Children’s Services to fill places that may become available
during the school year until September 30, of year 10. Parents will be asked to inform
Children’s Services if they wish to remain on waiting lists and will receive periodic requests
to see if they wish to remain on the list. If academy, voluntary aided or foundation schools
have stated that they operate waiting lists in their policies, the waiting list will transfer to the
school on December 31 following the normal admissions round, unless the governing body
indicates that they want the local authority to hold their lists.
Children who are the subject of a direction by the local authority to admit or who are
allocated to a school in accordance with a Fair Access Protocol will take precedence over
those on a waiting list.
Waiting list information will be available in accordance with the published timeline.
Schools are required to update the School Admissions Team where they have received
confirmation in writing that a place at their school is no longer required in order that a place
may be filled from the waiting list.
Any places offered from waiting lists will be made by the School Admissions Team,
including offers made on behalf of the governing bodies of voluntary aided and academy
schools.
Schools are not permitted to offer places to parents, or indicate that places are available
when a parent visits the school, as schools will not be aware of applications received and in
the process of being allocated.
The child’s name will automatically be placed on a waiting list for preferred school(s) that
cannot be offered, parents will be required to confirm that they wish their child’s name to
remain on the list by completion of the waiting list form sent with the letter allocating or
refusing a school place.
Appeals
A parent, whose application is rejected, because the school is full in the required year
group, has the right of appeal to an independent appeal panel. Information regarding
appeals can be viewed at: www.wokingham.gov.uk/admissions or by contacting the
council’s Democratic Services team by telephoning: (0118) 974 6059.
Applications will be rejected if the admissions authority considers that admitting another
child into an infant class (Key Stage 1) would result in a breach of the infant class
legislation. Parents have the right of appeal against a decision to refuse a place at their
preferred school on this basis. Parents should be aware that this situation could well apply
in a number of primary (or infant) schools, particularly where they have an admission
number of 30, 45 or 60 and are oversubscribed.
An Appeals Panel, where the admissions authority considers that to admit the child would
force it to breach the infant class size, can only allow an appeal if it is satisfied that either:
a) the child would have been offered a place if the admission arrangements had been
properly implemented or if the arrangements had not been contrary to mandatory
provisions in the School Admissions Code and/or
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b) the decision to refuse admission was not one which a reasonable admissions
authority would have made in the circumstances of the case.
In the event of an unsuccessful appeal against non-admission to a school, the local
authority will not consider any further admission, nor is there any automatic right to a further
appeal for admission, within the same academic year (September 1 to August 31) unless
there is an exceptional situation resulting in a significant change of circumstances relevant
to the application.
Multiple births or children with birth dates in the same academic year
Where the application of oversubscription criteria results in splitting twins or other siblings
from a multiple birth in the same school year from the same family; places will be offered
even if this will result in the school going above admission number.
Where the application of oversubscription criteria results in children with dates of birth in the
same school year in the same family, places will be offered even if this will result in the
school going above the admission number with one exception; where to do so will result in
the school breaching infant class size legislation at Key Stage 1 (e.g. class size must not
break 30 children to 1 qualified teacher). In this instance, the places will be allocated by the
drawing of lots carried out by at least two Children’s Services staff members. In such
instances, parents will be offered the place and will need to decide whether they wish their
children to be split or consider placement together at an alternative school after allocation.
Children working out of the normal year group
Whilst places will normally be offered on the basis of the child’s chronological age, requests
from parents for school places outside a normal age group will be considered carefully,
whether for gifted and talented pupils or for those who have experienced problems, e.g.
having missed education due to ill health.
Each case will be considered on its own merits and circumstances but will not be agreed by
Children’s Services without a consensus that to do so would be in the pupil’s interests.
Such a consensus would be reached between the parents, schools concerned (both current
and preferred) and any relevant professionals asked for their opinion on the case by
Children’s Services.
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