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Executive Summary 

Wokingham Borough Council is committed to ensuring that the right of every child to a full-

time education is realised. This includes ensuring that, outside of the normal admissions round, 

school places are quickly identified and allocated to unplaced children, particularly the most 

vulnerable, to ensure that the amount of time they are out of school is kept to a minimum. 

There is a statutory requirement for all local authorities to establish a Fair Access Protocol in 

partnership with local schools. All mainstream state-funded schools (including academies) have 

a statutory responsibility to participate in the Fair Access Protocol and are expected to act with 

a sense of urgency. 

Under the Protocol, no school will be asked to admit a disproportionate number of children 

who have been excluded from other schools, or who exhibit challenging behaviour – even 

where schools have places available. 

 

Any questions or concerns about the contents of this policy should be raised with the Quality 

Assurance and Policy Team via email at: ImpactAndInspectionTeam@wokingham.gov.uk.  
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Context 

This protocol is underpinned by national legislation and guidance: 

 School Admissions Code, Department for Education Statutory Guidance (December 
2014) 

 Fair Access Protocols in School Admissions, Department for Education Guidance 
(November 2012) 

 The Education (Pupil Registration) (England) Regulations 2006 

 The Education (Pupil Registration) (England) (Amendment) Regulations 2016 

 School Standards and Framework Act 1998 

 The School Admissions (Admission Arrangement and Co-ordination of Admission 
Arrangement) (England) Regulations 2012 
 

It should be read in conjunction with other local procedures: 

 CME Policy 

 Exclusion Guidance 

 Managed Move Protocol  (external document owned by Wokingham Secondary 

Federation) 

 Wokingham Borough Council School Admission Arrangements  

 

This protocol applies to all Wokingham Borough admission authorities (i.e. maintained schools, 

voluntary aided schools, academies and free schools). The term ‘schools’ should be taken to mean 

the aforementioned educational settings. The term ‘parents’ should be taken to mean parents, 

carers, or those with parental responsibility for the child.  

 

1. Introduction 

The School Admissions Code requires every local authority to establish a Fair Access Protocol. 

The purpose of the Fair Access Protocol is to ensure that, outside of the normal admissions 

round, school places are identified and allocated to unplaced children quickly – so that the 

amount of time the child spends out of school is kept to a minimum.  

All admission authorities are required to participate in the Fair Access Protocol, therefore this 

document applies to all state-funded mainstream schools across the Borough – in accordance 

with relevant legislation and guidance. 
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This protocol aims to: 

 Set out Wokingham Borough’s Fair Access Protocol, to ensure swift access to school 

places for unplaced children – particularly those considered most vulnerable. 

 Ensure that all Wokingham schools understand their responsibilities and the process for 

placements made under the Fair Access Protocol. 

 Clarify the expectations on all parties to ensure the effective local operation of the Fair 

Access Protocol – and promote transparency in the process for allocating school places 

outside of the normal admissions round to children across Wokingham Borough. 

 

2. The Law and Relevant Guidance 

The operation of Fair Access Protocols is outside the arrangements of coordination and is 

triggered when a parent of an eligible child has not secured a school place under in-year 

admission procedures. 

All admission authorities must participate in the Fair Access Protocol and are expected to 

respond to requests by Wokingham Borough Council to admit a child under the Fair Access 

Protocol, indicating whether they are willing to accept that child, within 7 calendar days.  

When allocating places through the Protocol, all schools will be treated in a fair, equitable and 

consistent manner. There is no duty for Wokingham Borough Council or admission authorities 

to comply with parental preference under the Protocol. 

Where a school refuses to admit a child under the Fair Access Protocol, Wokingham Borough 

Council and the Secretary of State have powers to direct that the child be admitted (see Section 

9). 

Any child without a school place is the responsibility of Wokingham Borough Council up until 

the point at which they are on roll at a school. 

 

3. Principles 

The principles of Wokingham Borough Council’s Fair Access Protocol (FAP) are: 

 All schools must participate, as the FAP is binding on all state-funded mainstream 

schools across Wokingham Borough. 

 Schools should work together collaboratively, taking into account the needs of the child 

and the school. 

 There is no duty to comply with parental preferences when allocating places through 

the FAP, but where possible the wishes of the child’s parents and, if appropriate, the 

child will be taken into account.  

 When seeking to place a child under the FAP, all schools will be treated in a fair, 

equitable and consistent manner. 

86



 
 

 The FAP will not be used as a means to avoid the normal in-year admissions process 

(parents can apply for a place as an in-year admission at any point and are entitled to 

appeal if a place cannot be made available). 

 The FAP is not applicable to admissions made through the normal admissions round and 

cannot be used where this would involve breaching regulations on the size of infant 

classes. 

 The decision of the Fair Access Panel is final and must be implemented by schools. 

 

4. Monitoring the Fair Access Protocol 

Wokingham Borough Council’s Principal Education Welfare Officer and the School Admissions 

Team will monitor placements made under the Fair Access Protocol (FAP) and the operation of 

the Fair Access Panel, to ensure an equitable decision-making process.  

A termly record of decisions made under the FAP will be maintained by Wokingham Borough 

Council’s Education Welfare Service and reviewed annually. This record will form part of 

Wokingham Borough Council’s termly reporting process of school performance to the 

Children’s Services Leadership Team and schools, via the Schools Forum. 

The Fair Access Panel will receive an annual report on in-year admissions for each academic 

year, which will include the number of admissions made under the FAP. This report will be 

publicly available – therefore the identities of individual children will be anonymised. 

An annual report on the number of children admitted under the FAP, produced by Wokingham 

Borough Council’s Education Welfare Service, will also be made available to the Office of the 

Schools Adjudicator (OSA). 

 

5. Publication and Review of the Fair Access Protocol 

The Fair Access Protocol will be published on the Admissions page of Wokingham Borough 

Council’s website and will form part of the admissions arrangements for all state-funded 

mainstream schools in Wokingham. It will also be published on the Wokingham Schools Hub.  

The FAP will be reviewed annually. Reviews will be led by Wokingham Borough Council’s 

Principal Education Welfare Officer, in consultation with all schools across the Borough. Any 

changes to the FAP will be consulted on with all schools (requiring 51% of schools to approve), 

before being submitted to the Children’s Services Leadership Team for approval and 

subsequently the School Admissions Task & Finish Group for formal adoption. 

 

6. Children Covered by the Fair Access Protocol 

Wokingham Borough Council’s Fair Access Protocol applies to the placement of children of 

compulsory school age who fall within the following categories: 

87

https://wsh.wokingham.gov.uk/


 
 

a) children from the criminal justice system or Pupil Referral Units who need to be 

reintegrated into mainstream education;  

b)  children who have been out of education for two months or more;  

c)  children of Gypsies, Roma, Travellers, refugees and asylum seekers (including 

unaccompanied asylum-seeking children (UASC));  

d)  children who are homeless;  

e)  children with unsupportive family backgrounds for whom a place has not been sought;  

f)  children who are carers; and  

g)  children with special educational needs, disabilities or medical conditions (but without a 

statement or Education, Health and Care Plan); 

h)  children issued with a School Attendance Order (local criteria) 

 

7. Additional Considerations for Particular Groups of Children 

Under the Fair Access Protocol, children will not be placed at a school where they have 

previously had an unsuccessful managed moved; nor will they be placed at a school from which 

they have been previously permanently excluded. 

Where a Governing Body (NB: where Governing Body is used, this is to denote the governance 

arrangements for different types of schools, i.e. Academy Trustees and/or other local 

governance arrangements), does not wish to admit a child with challenging behaviour outside 

the normal admissions round, even though places are available, it must refer the case to 

Wokingham Borough Council under the Fair Access Protocol. This will normally only be 

appropriate where a school has a particularly high proportion of children with challenging 

behaviour or previously excluded children. 

Schools 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 SEND. 

The Fair Access Protocol does not apply to requests for school places for Children in Care; 

children who were previously Children in Care; and children with Education, Health and Care 

Plans (EHCPs) which name a particular school. This is because these children must be admitted 

to the school where a place is requested.  

 

8. Children Not Ready for Mainstream Education 

Where a child of compulsory school age is not ready for mainstream education, they remain 

the responsibility of Wokingham Borough Council up until the point at which they are on roll at 

a school. 
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Wokingham Borough Council’s Education Welfare Service will provide support and advice to 

schools and families where this is the case. 

 

9. Fair Access Panels 

 

9.1. Membership 

All state-funded mainstream schools can have a representative on the Fair Access Panel. The 

representative does not have to be the same person at each meeting, although they must have 

authority to act on behalf of their school with delegated decision-making. In addition, the Panel 

will include a representative from Foundry College; the Principal Education Welfare Officer; and 

the responsible Case Worker from Wokingham Borough Council’s School Admissions Service, 

or their representative. 

All school representatives will be empowered to take part in the decision-making process at 

Panel meetings and offer provisional places. The Fair Access Panel will be chaired each year by 

a person independent of the Council’s Education Welfare and School Admissions Services; and 

the Panel will elect a Vice Chair from within its membership. Where the Chair and Vice Chair 

are both unable to attend a Panel meeting, a temporary Chair will be elected for that meeting. 

The Fair Access Panel will be quorate so long as representatives from five schools are in 

attendance.  If the Fair Access Panel is not quorate, the panel will be deferred. 

Additional professionals may be invited to offer advice at Fair Access Panel meetings with the 

Chair’s permission, including: 

 Governor support 

 School Improvement Team 

 SEND Team 

 Pupil Place Planning 

 Integrated Early Help Service 

 CME Officer  

Parents are not permitted to attend Fair Access Panel meetings but may submit a 

representation for consideration by the Panel, if they wish to do so. 

 

9.2. Referrals 

Referrals for consideration under the Fair Access Protocol can be made by Wokingham Borough 

Council’s School Admissions Service or Education Welfare Service and/or Foundry College. 

Parents are not permitted to make referrals for consideration under the Protocol. 

Fair Access Referral Forms should be completed by the referrer and emailed to 

FAPP.admin@wokingham.gov.uk.  

The referral process can be seen at Appendix A. 
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9.3. Meetings 

Fair Access Panel meetings will be called by the Independent Chair, as and when necessary. The 

agenda and relevant paperwork will be sent to all Fair Access Panel members 5 working days 

before the scheduled meeting. 

The Fair Access Protocol Administrator, identified by Wokingham Borough Council’s Education 

Welfare Service, is responsible for taking the minutes of Fair Access Panel meetings and 

preparing a report after each meeting on the number of children admitted to schools by the 

Fair Access Panel. 

Following each meeting, the Chair will write to the head teacher of each school that is set to 

admit a child, to advise of the Panel’s decision and provide a copy of the child’s referral 

document. 

The Fair Access Protocol Administrator will maintain a register of cases brought to the Fair 

Access Panel and decisions made, which will be circulated to all head teachers on a termly basis 

in accordance with information sharing agreements. 

 

9.4. Consideration of Cases 

In most cases, a placement will be agreed at the Fair Access Panel meeting at which the case is 

considered. Decisions on referrals will only be postponed to a later meeting in exceptional 

circumstances, for example where: it has not been possible to gather enough information; 

Foundry College decides that more work is required before full mainstream admission; or an 

incident such as an arrest has taken place which was unknown before the Panel meeting date.  

The Fair Access Panel will consider previous admissions and wider multi-agency needs before 

allocating a placement. Consideration will also be given to the distance of the proposed school 

from the address where the child is resident; the Panel will prioritise placing the child at a school 

that is within statutory school walking distance of the child’s home address. Consideration will 

be given to parental preference, if possible, however there is no statutory requirement to take 

this into account. 

The receiving school will usually be the closest school to the child’s home address that is eligible 

to receive a child under the FAP. However, if none of the schools within statutory school walking 

distance are eligible to admit a child under the FAP a place may be offered which is further 

away. In such cases, the child will be eligible for home to school transport (see Wokingham 

Borough Council’s Home to School Transport Policy). 

The Ofsted inspection status of the school will also be taken into account – a school designated 

as Grade 4 (Inadequate) will not be expected to admit children under the FAP. 

All Wokingham schools will take turns to receive a child under the FAP, to ensure that no school 

receives a disproportionate number of children who have been excluded from other schools, 
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or who have challenging behaviour. Where a school has admitted a child under the FAP, it will 

not usually be required to admit another child into the same year group under the Protocol 

until all other schools have received a child into that year group.  

In exceptional circumstances, a school may be asked to admit another child under the FAP 

outside of the usual rotation. Cases such as these will be carefully considered, in consultation 

with the relevant school, and discussed with schools on a case-by-case basis. 

Where there are concerns about the proposed placement, the potential receiving school should 

highlight these at the Panel meeting for consideration. 

There is no requirement for a school to automatically admit another child with challenging 

behaviour in place of a child excluded from the school. 

 

9.5. Offers 

The Fair Access Protocol Administrator will pass the Panel’s decisions regarding placements to 

Wokingham Borough Council’s School Admissions Service. The responsible Case Worker within 

the School Admissions Service will then write to the family within 10 working days with an Offer 

Letter, informing of the outcome of the Panel meeting and admission arrangements under the 

FAP. 

Parents will be asked to confirm their acceptance of the offer of a school place by responding 

to the Case Worker, preferably in writing, within 10 working days. 

In the event that, following appropriate discussion, a school fails to comply with the decision 

of the Fair Access Panel, Wokingham Borough Council will exercise its powers of direction in 

order to direct admission or ask the Secretary of State to use their powers of direction, as 

appropriate (see Section 9). 

A school cannot refuse to admit a child if requested by its own admission authority. 

 

9.6. Arrangements for Being Taken on Roll 

Children offered a place under the FAP will be taken on roll at the relevant school from the date 

specified in the offer letter to parents, sent by the School Admissions Service. Receiving schools 

should arrange to admit the child as soon as possible, but within a maximum of 10 school days 

from the date of the offer letter. 

From that date, the child will be automatically added to the attendance register and be 

expected in school. The attendance register should be marked in the usual way.  

Where a child fails to attend and no explanation is provided, code ‘N’ should be used and school 

should follow up on the absence in a timely manner, to establish the reason for the child’s 

absence. Once the reason for absence has been confirmed with parents, the register code 
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should be amended accordingly. Where parents do not provide a reason for the child’s absence, 

code ‘O’ should be used to indicate an unauthorised absence. 

 

10. Directions 

 

10.1. Wokingham Borough Council Directions 

Wokingham Borough Council has the power to direct the Governing Body of a maintained 

school, for which it is not the admission authority, to admit a child under the FAP, even when 

the school is full.  

This power will only be exercised where a child has been refused entry to, or permanently 

excluded from, every suitable school within a reasonable distance and a local resolution cannot 

be found. In these cases, the Council will choose a school that is a reasonable distance from the 

child’s home address, from which the child is not permanently excluded. 

Before issuing a direction, the Council will consult with the Governing Body of the school, 

parents and, where appropriate, the child. If, following consultation, the Council decides to 

direct, the School Admission Service will inform the Governing Body and head teacher of the 

school in writing. Schools must respond to the request to admit a child under the FAP within 7 

calendar days. 

The Governing Body is entitled to appeal against the direction by referring the case to the 

Schools Adjudicator within 15 calendar days (7 days where the case relates to a Child in Care). 

If it does this, the Governing Body must inform Wokingham Borough Council.  

The Council will not enforce the direction until the 15 days has passed and the case has not 

been referred. Where the case is referred to the Schools Adjudicator, the direction may be 

upheld, or it may be determined that another school must admit the child.  

The decision of the Schools Adjudicator is binding, therefore where Wokingham Borough 

Council’s direction is upheld by the Schools Adjudicator, the child must be admitted to the school 

and a start date agreed. 

The process flowchart for directions can be seen at Appendix B. 

 

10.2. Secretary of State Directions 

Where Wokingham Borough Council considers that an academy will best meet the needs of a 

child, it can ask the academy to admit that child but has no power to direct it to do so. 

The Secretary of State has the power to direct academies to admit a child and can seek advice 

from the Schools Adjudicator in reaching a decision. Therefore, where an academy refuses to 

admit a child under the FAP and a local resolution cannot be found, Wokingham Borough 

92



 
 

Council can ask the Secretary of State to intervene – by completing the relevant template and 

submitting it to the Education and Skills Funding Agency (ESFA).  

In such cases, the responsible Case Worker within the School Admissions Service will submit 

the request to the Secretary of State. The Council and relevant academy are responsible for 

documenting the case – for and against admission, respectively. 

Wokingham Borough Council will provide evidence that the provisions of the FAP have been 

applied in a fair and appropriate manner, the academy’s reasons for refusal and the Council’s 

response. 

Wokingham Borough Council and academies are expected to mediate between themselves 

before a request is made to the Secretary of State to direct an academy to admit a child. 

The process flowchart for directions can be seen at Appendix B. 

 

11. Published Admission Number (PAN) 

Schools cannot cite over-subscription where they are asked to admit a child under the Fair 

Access Protocol – this includes admitting children above the Published Admission Number 

(PAN) where the year group is already full. 

In any academic year, Wokingham schools would not normally be expected to admit more than 

three children above the PAN in each year group through the Protocol. 

Wokingham Borough Council will not require a school to admit a child under the FAP where 

that school would have to take measures to avoid breaking the rules on infant class sizes, if 

those measures would prejudice the provision of efficient education or the efficient use of 

resources.  

 

12. Contact 

Any queries in relation to the Fair Access Protocol should be directed to Wokingham Borough 

Council’s Principal Education Welfare Officer: 

 

Principal Education Welfare Officer 

Alder Grove Church of England Primary School  

Alder Grove 

Shinfield 

RG2 9RA 

 

Education.Welfare@wokingham.gov.uk  
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Appendix A: Placement at a school via the Fair Access Protocol 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Wokingham Borough Council receives a 

request for a school place. 

Child name is referred to Independent Chair of the Fair Access Panel 

for placement through the next Fair Access Panel meeting. 

Fair Access Panel meeting. 

Provisional decision to allocate a 

place at a school. Details passed to 

Wokingham Borough Council’s 

School Admissions Service. 

No decision is made at the Fair Access Panel 

(exceptional circumstances only). The child 

has no school place and the issue is referred 

back to Wokingham Borough Council. 

Responsible Case Worker within the 

School Admissions Service contacts 

the proposed school to confirm that 

a place can be offered. 

Wokingham Borough Council’s School 

Admissions Service writes to the most 

accessible school to request a place. 

School responds within 7 calendar days. 

School confirms offer of place. School refuses to confirm offer of place. 

Place offered by responsible Case 

Work within School Admissions 

Service. 

Parents confirm acceptance of place 

within 10 working days. 

Assistant Director considers directing 

admission or requesting direction from 

the Secretary of State. 

See Appendix B: Directions Process 

Overview Flowchart. 
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Appendix B: Directions Process Overview Flowchart 

 

 

  

Child considered under the Fair Access Protocol. 

School identified and notified. 

Consultation and negotiation between Wokingham Borough Council, 

Governing Body, parent and, where appropriate, child. 

Maintained school, for which the 

Council is not the admission 

authority, refuses to accept child 

(Council to be notified within 7 

calendar days). 

Academy refuses to accept child 

(Council to be notified within 7 

calendar days). 

School agrees to admit child. 

Council informs school of intention 

to direct (if child has been refused 

entry to, or permanently excluded 

from, every suitable school within 

reasonable distance). 

Council informs academy of 

intention to request a direction 

from the Secretary of State. 

School agrees start date with child’s parents (to be no longer than 10 days after the date on the Offer Letter). 

Academy sets out reasons for 

refusal in writing to Council within 

15 calendar days (7 days for a Child 

in Care). 

Governing Body can appeal by 

referring case to Schools 

Adjudicator within 15 calendar days 

(7 days for a Child in Care). 

Direction not 

upheld – Council 

cannot direct 

(Schools Adjudicator 

can direct to 

alternative school). 

Direction upheld – 

Council has power 

to direct (or Schools 

Adjudicator directs 

to alternative 

school). 

Council applies for direction from 

the Secretary of State. 

Secretary of 

State directs 

academy. 

No direction – 

alternative school to be 

identified by Council. 
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FAPP Referral Form 
 
 

 
Please complete this form with as much detail as possible and return completed form to 
education.welfare@wokingham.gov.uk 

 

 

Fair Access Referral  Details 

Fair Access Need Choose an item 

Referring School Name Click or tap here to enter text 

Referral made by  Click or tap here to enter name 

Pupil Details 

Surname Click or tap here to enter text 

Forename Click or tap here to enter text 

Date of Birth (DD/MM/YYYY) Enter date here UPN Enter text 

Home Address Address line 1 

 Address Line 2 

 Town 

 County 

 Postcode 

Gender Select from dropdown 

Ethnicity Click or tap here to enter text. 

Home Language Click or tap here to enter text. 

Religion Click or tap here to enter text. 

Family Details 

Parent/Carer Name Click or tap here to enter text. 

Parent/Carer Telephone Number Click or tap here to enter text. 

Parent/Carer Email Address  Click or tap here to enter text. 
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Parent/Carer Preference  Click or tap here to enter text. 

Parent/Carer in Agreement Choose an item. 

Pupil Aware and in Agreement Choose an item. 

Educational Needs 

Please complete as fully as possible and upload pupil academic information to support request 

National Curriculum Year Enter here 

Age (Years/Months) Enter here 

SEN status Select from options 

 

Fair Access Criteria 

Please tick all criteria that apply and provide details of supporting evidence where possible 

☐ Child with challenging behaviour who has been referred to Fair Access by a Governing 
Board that has refused admission outside the normal admissions round, even though 
places are available, where the school has a particularly high proportion of children with 
challenging behaviour and/or previously excluded children 

 

☐ Child from the criminal justice system or Pupil Referral Unit who needs to be reintegrated 
into a mainstream education 

 

☐ Child who has been out of education for two months or more 

 

☐ Child of Gypsies, Roma, Travellers, refugees and asylum seeker 

 

☐ Child who is homeless 

 

☐ Child with unsupportive family backgrounds for whom a place has not been sought 

 

☐ Child who is a carer 

 

☐ Child with special education needs, disabilities or medical conditions (but without a 
statement or Education, Health and Care Plan) 

 

☐ Child who has not been able to secure a school place under the normal arrangements 
within a reasonable distance of their home address. The definition of reasonableness is 
6000m for primary children and 70000m for secondary, but this is a maximum and will be 
subject to local circumstances 

 

☐ Child returning from Elective Home Education 
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☐ Child with no school place as the result of an illegal school being closed 

 

☐ Other enter details here 

   

 
 

Attendance 

Please give details of the last two years attendance, including any records and progress reports. For any 
long periods of absence please state reasons.  If other agencies have been involved, please include 
details. 
Click or tap here to enter text. 
 
 
 
 

Interventions and Support 

Please include details of current or previous interventions and support, including dates. 

Click or tap here to enter text. 
 
 
 

 

Relevant Personal or Home Circumstances 
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Please include details regarding parental involvement and family structure. (Sensitive information 

should not be shared at this stage unless it is essential for the panel to know) 

Click or tap here to enter text. 

 

 

 

 

 

 

Are there any gang related issues?    Choose an item. 

Please give details of any gang related issues 
Click or tap here to enter text. 

 

Risk assessment  

For each risk listed please indicate the probability of likelihood 

Self-harm Select 

Substance misuse Select 

Alcohol misuse Select 

Damage to property Select 

Weapon related incident Select 

Physical aggression towards peers Select 

Physical aggression towards adults Select 

Verbal aggression towards peers Select 

Verbal aggression towards adults Select 

Threatening behaviour towards peers Select 

Threatening behaviour towards adults Select 

Bullying of peers Select 
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Persistent defiance (persistent refusal to follow 
instructions) 

Select 

Sexually inappropriate behaviour towards others Select 

Dangerous behaviour in the environment  Select 

Absconding Select 

Truancy Select 

Theft Select 

 

Safeguarding Questionnaire 

Does the pupil appear to be safe from harm? Choose an item. 

Does the pupil appear to be learning and developing? Choose an item. 

Does the pupil appear to be free from crime and antisocial behaviour? Choose an item. 

Does the pupil appear to be free from the impact of poverty or 
worklessness? 

Choose an item. 

 

Please attach the following documents to support this request 

Academic information Please select  Click or tap here to enter text 

Registration certificates Please select  Click or tap here to enter text 

Pastoral reports Please select  Click or tap here to enter text 

Managed move passport Please select  Click or tap here to enter text 

Other (please state) Click or tap here to enter text. 
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