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This policy is applicable to all CST Schools Trust (CST) schools and academies. 

 

Policy: Admissions  

   

CfBT Schools Trust requires all of its schools to have in place an up to date Admissions Policy. We have 

provided a template admission policy together with:  

 Guidance on Admissions 

 An admissions flowchart – sets out the admission process for admission applications, offers and appeals 

 Admissions timeline – sets out the times in a year for the required admission processes (i.e. consultation, 

determination, publishing, deadlines) 

 Admissions checklist – self evaluation tool for schools 

 Admission template letters 

 

Guidance on Admissions 

Academies are required to provide education for pupils of different abilities and may not select pupils by 
ability (unless the academy was previously a maintained grammar school).  
Academies are required to provide education for pupils wholly or mainly drawn from the area in which 
the academy is situated and are not allowed to charge for admission. 
 
Academies are required to participate in local authority co-ordination of admissions processes and the 
local authority’s Fair Access Protocol. Academies are required to comply with any Direction from the 
Secretary of State to admit a pupil to the academy, or to amend their admission arrangements if they fail 
to comply with the Admissions Code.  
 
The Admissions Code 
All schools are required by their funding agreements to comply with the statutory Admissions Code (the 
Code), the Schools Admissions Appeals Code and the law relating to admissions. See this link for the 
latest Code:  
 
Schools Admissions Code 2014 Gov.UK-DFE (adobe pdf file) 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file389388/School_Admission_Code_20

14_-_19Dec.pdf 
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The current version of the code is dated December 2014   
 
The purpose of the Code is to ensure that all school places for maintained schools (excluding 
maintained special schools) and academies are allocated and offered in an open and fair way. The Code 
has the force of law, and where the words ‘must’ or ‘must not’ are used, these represent a mandatory 
requirement.  

 

Schools should ensure that their Admissions Policy complies with this latest version of the Code which 

includes changes from the previous Code. The main changes are: 

 Priority can be given to children eligible for pupil premium and services premium 

 Priority can be given to nursery children eligible pupil and service premiums 

 Changes to the Admissions timetable 

 the school must consider requests for summer born pupils to be admitted to Reception rather than Y1 at 

the age of five. 

 

The Code should be the first port of call for schools with any query as to admissions. 

 

Responsibilities 

For all Trust schools the Academy Trust (CST) is the ‘admissions authority’, as opposed to the Local 

Authority. In practice, CST has delegated responsibility to each Local Governing Body (Local Governing 

Body or LGB) who will act as the admissions authority on behalf of CST, however, where changes to the 

admissions arrangements, including an increase or decrease of PAN, are required, CST must be 

consulted who will provide authorisation to proceed. 

 

Admissions Policy 

Each school must liaise closely with its local authority and must allow the local authority to collate and 

publish the admissions arrangements. Whilst arrangements for individual schools must be set in the 

context of local circumstances, attached to these guidelines is an exemplar Admissions Policy 

developed by one of the Trust schools, in line with the latest version of the Code. The text in GREEN is 

adaptable at the discretion of the institution to fit the local context. 

 

In drawing up their admission arrangements, admission authorities must ensure that the practices and 

the criteria used to decide the allocation of school places are fair, clear and objective. Parents should be 

able to look at a set of arrangements and understand easily how places for that school will be allocated. 

 

Overall principles behind setting arrangements 

In summary, the process operates as follows: 

  

a) Admission arrangements are determined by admission authorities. All schools must have admission 

arrangements that clearly set out how children will be admitted, including the criteria that will be applied 

if there are more applications than places at the school.  

 

 

 

The Code regulates how the admission arrangements must provide for children admitted and in what 

priority. Schools must ensure their admissions arrangements and oversubscription criteria comply with 

the latest version of the Code.  
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The Code states that schools must include a clear and effective tie-breaker to decide between two 

applications that cannot otherwise be separated (for example a specific distance from the school) 

 

b) Admission authorities must set (‘determine’) admission arrangements annually.  

As part of determining the admission arrangements, the admission authority must set an admission 

number for each relevant age group. This is known as the Published Admission Number (PAN).  The 

Local Governing Body, as ‘an own admission authority’ is not required to consult on its PAN where it 

proposes either to increase or keep the same PAN. It is necessary however for the admission authority 

to consult on any proposal to decrease the PAN. 

 

If the admission authority decides to increase the PAN, the school must notify the local authority of this 

and should also include this information on the school’s website. The school is permitted to admit above 

its PAN in-year and if this becomes possible, the local authority should be informed in good time. 

 

c) Where changes are proposed to admission arrangements, other than changes to the PAN or changes 

necessary by mandatory provisions of the new Code or regulations, the admission authority must first 

publicly consult on those arrangements. If no changes are made to admission arrangements, they must 

be consulted on at least every 7 years. Consultation must be for a minimum of 6 weeks and must take 

place between 1 October and 31 January  of the year before those arrangements are to apply. 

 

Admission arrangements must be finally approved by the Governors by 28 February every year even if 

they have not changed from the previous year and a consultation has not been necessary. Final 

arrangements should be sent to the local authority and published on the school’s website by 15 

March, displaying them for the whole offer year. Arrangements can be objected to (by any person or 

body) and referred to the Schools Adjudicator by 15 May. Any decision of the Adjudicator must be acted 

on by the admission authority and admission arrangements amended accordingly. The local authority 

will collate and publish all the admission arrangements in the area in a single composite prospectus. 

 

d) In the normal admissions round parents apply to the local authority in which they live for places at 

their preferred schools. Parents are able to express a preference for at least three schools. If a school is 

undersubscribed, any parent that applies must be offered a place. When oversubscribed, a school’s 

admission authority must rank applications in order against its published oversubscription criteria and 

send that list back to the local authority. 

e) All preferences are collated and parents then receive an offer from the local authority at the highest 

preference school at which a place is available. For secondary schools, the offer is made on or about 1 

March (known as National Offer Day) in the year in which the child will be admitted. For primary schools, 

the offer is made on 16 April, in the year in which the child will be admitted or in both instances if the 

offer day falls on a weekend or bank holiday, the next working day. 

 

f) Parents, and in some circumstances children, have the right to appeal against an admission authority’s 

decision to refuse admission. The admission authority must set out the reasons for the decision, that 

there is a right of appeal and the process for hearing such appeals.  

 

Admission Appeals 
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Academies are required to offer all pupils refused admission the right to an appeal in front of an 

independent appeal panel. Academies are responsible for setting up the appeal and must do so in 

accordance with the School Admissions Appeals Code.  

 

Schools Admission Appeals Code,GOV.UK-DFE (Adobe pdf file) 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/275897/school_admission

_appeals_code_1_february_2012.pdf 

 

The current version was released in February 2012 and remains in force. The code sets out the required 

timelines and processes for running an admission appeal. 

 

CST have delegated responsibility for setting up Independent Appeal Panels to each Local Governing 

Body (LGB) - CST does not currently have a central system for setting these panels up. 

 

Most schools buy back this service from their Local Authority- this appears to be the cheapest option 

although the cost ranges from Local Authority to Local Authority. Schools can either ask their own Local 

Authority or possibly a neighbouring Local Authority (who may be seen as more independent). The Local 

Authority should be able to correspond with the parents on the school's behalf as well as providing 

appropriately trained and independent Panel members. We are aware some Local Authorities are better 

than others in providing this service so it is worth asking to see their template letters (to check they are 

compliant with the School Admissions Appeals Code requirements) and ask about their processes 

before you enter into a contract. 

 

Another option includes buying this service from a Clerking Company. Some of our schools have used 

Clerks Associates to run their appeals and have given positive feedback about this company. They quote 

£200 plus VAT for clerking services only (including travel, attending the hearing, decision letter, postage) 

and approximately £450 plus VAT for a full appeal service (including paperwork, appointing panel, 

postage, clerking, producing decision letter, all panel expenses).  

 

It is possible for schools to arrange their own appeals hearing, but this will involve finding and training 

independent panel members which can be quite tricky. 

 

Whichever option chosen, schools will need to make sure that the School Admissions Appeals Code is 

followed at all times (it is quite prescriptive). 

 

Further information on admissions 

 

DFE page on admissions including an Academy Admissions Factsheet: 

http://www.education.gov.uk/schools/leadership/typesofschools/academies/open/b00219097/academyfactsheets/ac

ademyadmissionsfactsheet       (Is this still relevant-check) 

 

EFA page on admissions for academies, including a checklist: 

http://www.education.gov.uk/aboutdfe/executiveagencies/efa/efafundingfinance/b00215271/academy-admissions-

complaints/admissions-checklist 
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CfBT Schools Trust School Admissions Arrangements Policy 
 
OAKBANK SCHOOL ADMISSIONS POLICY for the academic year 2017-18 
 
This document sets out the admission arrangements for Oakbank School. The policy links to Annex 1 of 

the Supplemental Funding Agreement between Oakbank School and the Secretary of State. Any 

changes to the arrangements set out in this document must be approved in advance by the Secretary of 

State. 

 

The School will comply with all relevant provisions of the statutory codes of practice (the School 

Admissions Code and the School Admission Appeals Code -) as they apply at any given time to 

maintained schools. Reference in the codes to admission authorities shall be deemed to be references 

to the Academic Council (Governing Body) acting on behalf of CST Schools Trust. Oakbank School will 

take part in the Admissions Forum set up by Wokingham Local Authority and have regard to its advice; 

and will participate in the co-ordinated admission arrangements operated by Wokingham Borough 

Council. 

 

3. Notwithstanding these arrangements, the Secretary of State may direct Oakbank  School to admit a 

named student to Oakbank School on application from a Local Authority. Before doing so the Secretary 

of State will consult the School. 

 

ADMISSION ARRANGEMENTS APPROVED BY THE SECRETARY OF STATE 
 
The admission arrangements for Oakbank School for the year 2015/2016 and, subject to any changes 

approved by the Secretary of State, for subsequent years, are: 

a) Oakbank School has an agreed admission number of 112 pupils. Oakbank School will accordingly 

admit 112  pupils in the relevant age group each year if sufficient applications are received. 

b) Oakbank School may set a higher admission number as its Published Admission Number for any 

specific year. Before setting an admission number higher than its agreed admission number, Oakbank  

School will inform Wokingham Local Authority and reference this change on the school’s website.  

 

Students will not be admitted above the Published Admission Number unless exceptional circumstances 

apply and such circumstances shall be reported to the Secretary of State. 

 

Process of application 
Applications for places at the school will be made in accordance with Wokingham Borough Council’s  

co-ordinated admission arrangements.  Parents must apply by completing  and parents their home local 

authority common application form.  .The timetable for applications and information about acceptances 

will be as described in Wokingham Borough Council’s parent’s guide to school admissions.  . 

Please note that, to be considered for admission during the normal admission round – deadline 

31 October 2016 (and during the late admission period (, all applicants must complete and submit 

their home Local Authority’s common application form, including Oakbank School as one of their 

preferences. Co-ordination of the normal admission round (entry to year 7 in September 2017) 

ends on 31 August 2017. 
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. Where an applicant applies from September 2017 onwards for a place for admission between 

September 2017 and end of Summer term 2018, this will be an ‘in-year’ admission and parents must 

apply to the school directly for a place. Parents can obtain information and an application from the 

LA. 

 

– The School will publish in its prospectus information about the arrangements for admission, including 

oversubscription criteria, for the following September (e.g. in September 2016 for admission in 

September 2017). This will include details of open evenings and other opportunities for prospective 

pupils and their parents to visit the school. 

 

Consideration of applications 
Oakbank School will consider all applications for places. Where fewer than 112 applications are 

received, the School will offer places to all those who have applied. 

 

Procedures where Oakbank School is oversubscribed 
If the school is oversubscribed, after the admission of pupils with an Education, Health and Care Plan 

where the school is named in the Plan, priority for admission will be given to those children who meet the 

criteria set out below, in order:  

 

i) A 'looked after child' or a child who was previously looked after but immediately after being looked after 
became subject to an adoption, child arrangements, or special guardianship order. A looked after child is 
a child who is ( 

ii) Children for whom a particular school is appropriate on exceptional medical grounds. Such 
applications will be considered under this criterion only if they are supported by an attached medical 
statement from a doctor. This must demonstrate that there is a very specific connection between the 
child’s medical need and the school requested. The Governors of Oakbank School will make the 
decision related to such applications. 
 

iii) Children with a sibling attending the school at the time of application who is expected to be attending 
the school when the child will enter the school. ‘Sibling’ is defined in these arrangements as half, full, 
step, adoptive or foster brother or sister living predominantly in the same home as the child... 

 
iv) Other children by distance from the school, with priority for admission given to children who live 
nearest to the school as measured by computer software based on Ordnance Survey and postal 
address data. The software measures using public roads and footpaths adopted and recorded by 
Wokingham Council‘s Highways Team. When using roads for measurement purposes the software 
measures along the middle of the road. It starts from a point in the footprint of the property provided as 
the child‘s address and continues by the shortest available route to the nearest of the school gates which 
is used by pupils to enter the school grounds. Blocks of flats are treated as one address. In blocks of 
flats, priority will normally be given to the lowest flat number. Addresses in private roads will measure 
from the footprint of the property, along the middle of the private road leading to the public road/footpath 
as adopted and recorded by [Name] Highways Team. Not used are routes using common land, open 
spaces, public parks, subways or footpaths not adopted by the Highways team. 
 

Where a child lives with both separated parents, the home that the child lives in for the most time per 
week will be counted. Where the child lives in both homes for equal amounts of time, the home nearest 
to the school will be counted as the child’s home.  
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Tie-break: In the case of a tie-break being necessary, children of multiple births (twins, triplets etc) will 
be given priority and then if a further tie-break is necessary, random allocation will be used. A person 
independent of the school will be asked to supervise any random allocation. 

 

Operation of waiting lists 
Subject to any provisions regarding waiting lists in Wokingham Borough Council’s co-ordinated 

admission scheme, the School will operate a waiting list. Where in any year Oakbank School receives 

more applications for places than there are places available, a waiting list will operate. This will be 

maintained by Oakbank School and it will be open to any parent to ask for his or her child’s name to be 

placed on the waiting list, following an unsuccessful application. 

 

Children’s position on the waiting list will be determined solely in accordance with the oversubscription 

criteria set out in paragraph 7 of this policy. Where places become vacant they will be allocated to 

children on the waiting list in accordance with the oversubscription criteria. 

 

Arrangements for appeals panels 
Parents will have the right of appeal to an Independent Appeal Panel if they are dissatisfied with an 

admission decision of Oakbank School. The arrangements for Appeals will be in line with the Code on 

School Admission Appeals published by the Department for Education. The determination of the Appeal 

Panel will be made in accordance with the Code on School Admission Appeals and is binding on all 

parties. The School will prepare guidance for parents about how the appeals process will work and 

provide a named contact who can answer any enquiries they may have about the process. 

 

 
Arrangements for admitting students to other year groups, including to replace any 
students who have left Oakbank School 
Subject to any provisions in the Wokingham Local Authority’s co-ordinated admission arrangements 

relating to applications submitted for years other than the normal year of entry, the School must consider 

all such applications and if the year group applied for has a place available, admit the child. If more 

applications are received than there are places available, our oversubscription criteria will apply. Parents 

of children whose application is turned down are entitled to appeal. 

 

 

Signed: ________________________________ 

Date: ________________________________ 

Last updated:  

 

Review date: 
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