Q&A on in year co-ordination 
1.
Are own admission authority schools required to inform their local authority about the availability of places? 
Yes, they will be from September 2010. Paragraph 3.22 of the Code requires own admission authority schools to communicate the availability of places to the local authority when requested. It is for local authorities to decide how often they will ask for this information. They might ask a school for this information when they receive an application for that school, or they might include a requirement in their scheme that all schools communicate this information at regular intervals e.g. once every half term. Alternatively, the scheme might require schools to inform the local authority whenever a child leaves the school.       
2.
Who should hold the waiting list – the school or the local authority? 

Paragraph 3.19 requires each admission authority to maintain a waiting list for every oversubscribed school for at least the first term
 in the normal year of entry. Therefore, the local authority will maintain the waiting lists for community and voluntary controlled schools and the governing body will maintain the waiting lists for foundation and voluntary aided schools and Academies. If the governing body of an own admission authority school were to delegate responsibility for maintaining the waiting list to the local authority, legal responsibility for it would remain with the governing body.
3.
Are own admission authority schools required to let their local authority have sight of their waiting list?
This is not a requirement in the Code, but local authorities may find it helpful to see the waiting lists of own admission authority schools. They could include a requirement in their scheme. 
4.
How long should a waiting list be maintained for? 

The minimum legal requirement is that a waiting list is maintained for at least the first term
 in the normal year of entry. There is no requirement to keep a waiting list at any other time or for any other school year. Admission authorities may choose to keep waiting lists for longer than one term and in other school years if they wish.  

5.
When a child is on a waiting list, who should maintain communication with the parent? 
The Co-ordination Regulations
 require that any offer of a school place must be made by the local authority. There is no requirement as to who should maintain ongoing communication with the parent e.g. as to the child’s position on the list. The local authority, as admission authority, will be best placed to communicate with parents who have children on the waiting lists of community and voluntary controlled schools. In the case of foundation and voluntary aided schools and Academies, it is a matter for local agreement as to whether the school or local authority should maintain communication with the parent. However, any offer of a school place must always be made by the local authority.  

6.
What is the difference between in year co-ordination and the operation of Fair Access Protocols? 

A Fair Access Protocol is intended for use only when co-ordination has broken down (see paragraph 3.44 of the Code).  Only certain children, including those who are amongst the most vulnerable in society, will be covered by a local authority’s Protocol, (paragraph 8 of Appendix 3 of the Code lists the categories that must, as a minimum, be included). So, the Protocol would only come into play if a suitable place could not be secured using the normal in year arrangements and the child was covered by the authority’s Protocol.  
7.
How can a local authority gather the information it needs to decide whether a child should be placed using the Fair Access Protocol? Gathering this information is prohibited by other parts of the Code. 
Paragraph 1.83 of the Code prohibits a Supplementary Information Form from collecting any information which does not have a direct bearing on whether a child meets the oversubscription criteria. Paragraph 2.16 prohibits the use of oversubscription criteria which take account of children’s past behaviour or attendance. This does not prevent local authorities from asking for relevant information about a child to decide whether they should be placed using the Protocol. However, authorities will want to consider carefully the timing of any request for such information. Fair Access Protocols are for use only when the normal admissions process has failed, and they will want to avoid any perception on the part of parents that the information may be used improperly or unlawfully as part of the normal admissions process. 
8.
What is the interaction between the in year scheme, the published admission number and prejudice? 
The published admission number applies only to the normal year of admission. A child cannot be refused admission to the normal year of entry at a school on the grounds of prejudice to efficient education or efficient use of resources unless the published admission number has already been reached. This applies even if the application is made after the start of the school year. (See paragraph 1.24 of the Code.) 
A school may exceed its admission number if both it and the local authority agree that it would not adversely affect the school in the longer term and it will not have a detrimental affect on neighbouring schools. A school can also admit over the published admission number as part of the Fair Access Protocol. (See paragraphs 1.18 and 1.19.) Paragraph 1.22 of the Code says that, when making decisions on admitting over an admission number, local authorities should have regard to the presumption that proposals to expand successful and popular schools should be approved.        

There is an expectation that the admission number will continue to be applied as the year group progresses through the school, but this is not a legal requirement. However, if circumstances have changed since the year of entry, it is permissible to refuse admission without the admission number having been reached if it would prejudice efficient education or efficient use of resources. (See paragraph 1.24.)       
9.
Can parents apply to the local authority where the school is located, instead of to their home authority? 

No. The Co-ordination Regulations
 require local authorities to make arrangements for parents resident in their area to express a preference. We are not considering changing this. The intention is to make the process easier for parents as they will only ever need to apply to their home local authority regardless of when they apply for a school place and regardless of the location of the school they want to apply for. 

10.
When a family is moving home from one local authority area to another, which local authority should handle their application for a school place? 

Where a child is moving home, it may make sense for the local authority that the child is moving into to be treated as the home local authority for the purposes of their application for a school place. This will help to minimise the amount of time that the child is out of school. Local authorities will need to decide at what point they are prepared to accept an application from a parent who is moving into their area e.g. when contracts are exchanged on the purchase of a new house, or when a rental agreement is signed. 

11.
How quickly should a local authority process an application? If applications are processed immediately places will, in effect, be allocated on a first come first served basis. 

Paragraph 3.22 of the Code requires that applications made outside the normal admissions round are considered without delay. It is for local authorities to set a timescale within which they will process applications, although to take any longer than a week might be considered unreasonable in light of the requirement in paragraph 3.22. (By ‘process’, we mean the initial logging of an application, sending it to an own admission authority school for consideration etc.) 

12.
What would be a reasonable timescale within which to expect an admission authority to make a decision on the admission of a child? 
In most cases, a decision will be easy to make. Except in the case of a grammar school, where a parent applies for a place and the school has places available the child should be admitted. There will be no need to refer to the oversubscription criteria. Even where one place is available and two children have applied, deciding which child should have priority will not normally require lengthy consideration. We believe most decisions could be made within 5 school days, but a small number of cases might be more complex. We think it would be reasonable for a local authority to allow admission authorities five school days to make a decision in the majority of cases, and a maximum of 10 school days in more complex cases.  
13.
Is the governing body of an own admission authority school required to meet in order to make a decision on the admission of a child? 

Yes. Paragraph 1.35 of the Code states that the decision to refuse admission must not be made by one individual in a local authority. Paragraph 1.36 states that, where the school is its own admission authority, such decisions must be made by the governing body or an admissions committee established by the governing body.  In addition, regulation 17 (3) of the School Governance (Procedures) Regulations 2003 (SI 2003/1377) says that the governing body may not delegate to an individual any power of the governing body to determine whether any child should be admitted to the school and regulation 20 (2) of those regulations says that the quorum for a meeting of a committee must be not less than three. Governors cannot meet or make decisions electronically. 

Governing bodies will wish to take into account the need to avoid undue delay in making decisions on in year admissions when deciding whether to establish and admissions committee, and when deciding on the size and make up of such a committee. 
14.
How quickly should local authorities exchange information on a cross border application? 

Inevitably, processing applications that involve another maintaining authority is likely to take longer than processing applications for a school within the home authority. We would suggest that the absolute maximum amount of time between a home local authority receiving an application for a school in a neighbouring authority and the parent receiving a response should be 20 school days although, in the majority of cases, we would expect decisions to be made much more quickly. This is based on the following timescale: 

Day 1
LA receives application for school in another authority
Within 5 days
LA forwards application to maintaining LA 
Within 5 days
If application is for a community or VC school, the maintaining LA makes a decision and informs the home LA; or, if application is for an own admission authority school
Within 5 days
maintaining LA forwards application to school
Within 5 days
School makes a decision and informs maintaining LA

Within 5 days 
Maintaining LA returns school’s decision to home LA 
15.  Can local authorities ‘batch’ in-year applications rather than dealing with them singly?  

To batch applications weekly, e.g. to process all applications received every 5 working days, would seem reasonable, particularly in local authorities that receive large numbers of in year applications. However, batching applications less frequently might be interpreted as unreasonable delay.   
16.
Can places be allocated to in year applicants if there are outstanding appeals for that year group?  

Yes. Paragraph 3.20 of the Code requires that places are allocated to children on a waiting list, even if this is before appeals have been heard. By the same principle, therefore, even if the school does not have at a waiting list at the time in question, an available place should be allocated to an in year applicant even if appeals are waiting to heard.  
17.
In respect of in year applications, should testing take place before or after parents express their preference?  

Paragraph 2.98 of the Code states that grammar schools and other schools which are permitted to select by ability or aptitude should ensure that parents are informed of the outcome of entry tests before expressing their preferences. However, in the case of in year applications, it seems reasonable that parents express preferences before their child sits any necessary tests so that the child is not required to sit a test for a school that has no available places. 
18.
Is it possible to have separate schemes for in year applications and the normal admissions round, so that the main scheme is not delayed by difficulties in agreeing the in year scheme?

Local authorities are required to formulate two separate schemes by 1 January 2010 – one for in-year admissions from September 2010, and one for the normal admissions round for admissions in 2011/2012 and in year admissions during 2011/2012. There is no reason why the two parts of the scheme could not be handled separately at a local level, but the requirement in the Co-ordination Regulations
 to secure the adoption of a scheme will not have been met until both parts of the scheme have been locally agreed. 

19.
Do local authorities have to require parents to accept the offer of a place? 
The Co-ordination Regulations
 place a duty on local authorities to include a two week deadline for the acceptance of offers in their schemes.  This requirement first has effect in relation to the two schemes local authorities are formulating by 1 January 2010 (see above). 
20.
Do admission authorities that have banding in their admission arrangements have to apply banding to in year applications? 
Banding is used to ensure a proportionate spread of children of different abilities within a year group. It is not necessary to band in year applicants, as the numbers of children this involves is so small that it is unlikely to result in the ability range of a school’s intake being skewed to such an extent that it would noticeably dilute the effect of using banding in the first place. The Department has produced an information note on banding which is available at: www.dcsf.gov.uk/sacode/downloads/InformationNoteonBanding-Feb09.pdf.
21. Where a local authority with a two tier school system neighbours a local authority with a three tier school system, how should it handle applications made during the neighbouring authority’s admissions round?  

Paragraph 3.18 of the Code requires the two tier authority to participate in the neighbouring authority’s co-ordinated scheme. Parents resident in the two tier authority’s area, or applying to a school in its area, should receive an offer on the same day as other parents will under the neighbouring authority’s scheme. 
� Based on a traditional three term school year. 


� Based on a traditional three term school year.


� The School Admissions (Co-ordination of Admission Arrangements) (England) Regulations 2007 (S.I. 2007/194), which were amended in February 2009, apply to co-ordination arrangements under which pupils will be admitted to schools in the academic year 2010/12011.  The School Admissions (Co-ordination of Admission Arrangements) (England) Regulations 2008 (S.I. 2008/3090) will apply to co-ordination arrangements for admission to subsequent school years.
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