
 

 

Procedures for in-year admissions  

Our solicitor has highlighted that : The new schools admission code requires admissions decisions to be 

made by more than 1 person.  

Under the new Scheme of Delegation both the School (in practice representatives from the SLT) and 

the LGC (in practice authority should be delegated to a representative of) need to approve the 

proposed response to all in-year admissions. 

 

From the Schools admission Code 2021 regarding in year admissions: 

2.26 In 2021, own admission authorities and governing bodies must set out on the school’s 

website by 31 October 2021 how in-year applications will be dealt with from the 1 November 

2021 until 31 August 2022. In all subsequent years, they must set out by 31 August at the latest 

each year, on the school’s website how in-year applications will be dealt with from the 1 

September until the following 31 August. They must set out how parents can apply for a school 

place, and, where they manage their own in-year admissions, provide a suitable application 

form for parents to complete (and a supplementary information form where necessary), and 

set out when parents will be notified of the outcome of their application and details about the 

right to appeal. If the admission authority is to be a part of the local authority’s in-year co-

ordination scheme, it must provide information on where parents can find details of the 

relevant scheme. An admission authority, governing body or local authority must provide a 

hard copy of the information about in-year applications on request for those who do not have 

access to the internet. 

2.27 Local authorities must, on request, provide information to prospective parents about the 

places still available in all schools within their area. To enable them to do this, the admission 

authorities for all schools in the area must provide the local authority with details of the 

number of places available at their schools whenever this information is requested, to assist a 

parent seeking a school place. Such details should be provided no later than two school days 

following receipt of a request from the local authority. 

2.28 With the exception of designated grammar schools, all maintained schools, and 

academies, including schools designated with a religious character, that have places 

available must offer a place to every child who has applied for one, without condition or the 

use of any oversubscription criteria, unless admitting the child would prejudice the efficient 

provision of education or use of resources. 

 For example, admission authorities must not refuse to admit a child solely because:  

a) they have applied later than other applicants;  

b) they are not of the faith of the school in the case of a school designated with a religious 

character; 

 c) they have followed a different curriculum at their previous school; or  

d) information has not been received from their previous school.  

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1001050/School_admissions_code_2021.pdf


2.29 Where an admission authority is dealing with multiple in-year admissions and do not have 

sufficient places for every child who has applied for one, they must allocate places on the 

basis of the oversubscription criteria in their determined admission arrangements only. If a 

waiting list is maintained, it must be maintained in line with paragraph 2.15.  

2.30 Parents must not be refused the opportunity to make an application or be told that they 

can only be placed on a waiting list rather than make a formal application.  

Upon receipt of an in-year application, the admission authority, or the local authority if it is co-

ordinating the admissions authority’s in-year admissions, should aim to notify the parents of the 

outcome of their application in writing within 10 school days, but they must be notified in 

writing within 15 school days.  Where an application is refused, the admission authority must 

also set out the reason for refusal and information about the right to appeal in accordance 

with paragraph 2.32. 

 Where an admission authority manages its own in-year admissions, it must also notify the local 

authority of every application and its outcome as soon as reasonably practicable, but should 

aim to be within two school days, to allow the local authority to keep up to date figures on the 

availability of places in the area and to ensure they are aware of any children who may not 

have a school place. 

 2.31 Where an applicant is offered a school place following an in-year application, and the 

offer is accepted, arrangements should be made for the child to start school as soon as 

possible, particularly where the child is out of school.  

Right to appeal  

2.32 When an admission authority informs a parent of a decision to refuse their child a place at 

a school for which they have applied, it must include the reason why admission was refused; 

information about the right to appeal; the deadline for lodging an appeal and the contact 

details for making an appeal. Parents must be informed that, if they wish to appeal, they must 

set out their grounds for appeal in writing. 

 

 

The In-Year admissions process at St Philip’s Primary School.   

Default to Vice Chair if Chair not available. 

1. In-Year application is received by School Secretary   

2. School Secretary checks dob/year group and any relevant documentation. 

3. School Secretary gives application form to Head & Deputy 

4. Head & Deputy decide to offer or not to offer based on whether admitting the child would 

prejudice the efficient provision of education or use of resources or breach infant class size 

legislation.  

5. Decision forwarded to Chair for consideration – Chair to return decision to School Secretary 

6. School Secretary to communicates outcome to parents and if appropriate agrees a start 

date and an offer letter and acceptance form are sent to the parents for accepting. 


