Central Bedfordshire Council

Transfer to Upper or Secondary School 2018 options —
1 March 2018 Bedfordshire

The following information is for parents/carers who have not been
allocated a place at their preferred school(s) in the on time Transfer to
Upper or Secondary School 2018 allocation:

What will happen next?

1 March — 15 March 2018 Waiting list positions (following the on time
allocation) are available by contacting the
School Admissions Team
15 March 2018 Deadline — all applications and change of
preferences received between 1 November
2017 and this date will be processed in the
late allocation.
This is also the date we ask parents who
are declining places to let us know by so
that we can reoffer them in the late
allocation.
16 March 2018 Late allocation process will begin — waiting
lists will be suspended until 23 April 2018
(therefore we will not be able to provide
waiting list positions or an update on
applications until 23 April 2018).
29 March 2018 Deadline for lodging an appeal — if you want
to appeal for a place at the school(s) at
which you have not been offered a place
you need to lodge it by this date so that it
will be heard before the summer holidays
23 April 2018 Late allocation offer day — parents who
applied or made a change of preference
between 1 November 2017 and 15 March
2018 will be notified of the outcome of their
application.
On time applicants will only be contacted
(by letter) on this day if a place has been
offered to them in the late allocation.
May - July 2018 e Appeal hearings will take place for
appeals lodged by 29 March
e Transition events between
primary/secondary schools and
middle/upper schools
¢ Applications and change of
preferences received from 16 March
will be processed on an ad hoc
basis from May (usually within
fifteen school days of receipt)
September 2018 Children will start secondary/upper school

On 1 March 2018 (national offer day) we will publish allocation information which will show
the number of places available, the number of requests received and places offered in the



on time allocation for each school. For oversubscribed schools we will also provide a
breakdown of how places were allocated. This information will be available on our website or
by contacting the School Admissions Team.

No school places will be allocated between the on time national offer day (1 March 2018)
and the late allocation offer day (23 April 2018).

Your options:

Waiting lists — late allocation and onwards

If a place has not been allocated at your preferred Central Bedfordshire school(s) in the on
time allocation your child has automatically been added to the waiting list for the school(s).
For preferred schools in other Local Authority areas please contact the relevant Local
Authority to confirm whether or not your child will be automatically added to the
waiting list or if you need to inform the school directly to be placed on their waiting
list

Waiting lists are prioritised according to the admission criteria for the individual school, not in
date order of when applications are received. Therefore once the late allocation process
begins your child may move down the waiting list if late applications or change of
preferences are received for a child who is in a higher criterion than your child.

Between 1 March and 15 March 2018 you will be able to find out your child’s position on the
waiting list following the on time allocation by calling or emailing the School Admissions
Team. After this date the waiting list will be suspended whilst the late allocation takes place
and we will not be able to update you on your child’s application or waiting list position.

If a place becomes available for your child at your preferred school during the late allocation
your original offer will be withdrawn and reallocated to another child if necessary. It is
therefore essential that you inform us in writing by 15 March 2018 if you do not want
to remain on the waiting list so that your original offer is not withdrawn.

If a place can be offered to your child from the waiting list during the late allocation then a
letter will be posted to you on 23 April 2018 (late allocation offer day). If a place is still not
available at your preferred school(s) you will not be contacted by the School Admissions
Team on the late allocation offer day however you can call or email the team from 23 April
and they will let you know your child’s position on the waiting list following the late allocation.

If a place becomes available after the late allocation round (23 April 2018 onwards) we will
contact you by phone (if possible) in the first instance to offer the place to you:

e If you accept the place over the phone we will send an offer letter out to you to
confirm and will withdraw your original offer

e If during the telephone call you advise us that you need time to consider the offer we
will write to you to offer the place and you will have 5 working days from the date the
letter is sent to confirm to us whether you want to accept the place or not. If we do
not hear from you by the close of play on the 5" working day the offer will be
withdrawn and offered to the next child on the waiting list if applicable.

e If we cannot contact you by telephone we will write to you to offer the place and you
will have 14 days from the date the letter is sent to confirm to us whether you want to
accept the place or not. If we do not hear from you by the close of play on the 14"
day the offer will be withdrawn and offered to the next child on the waiting list if
applicable.



Frequently asked questions regarding waiting lists

My child is first on the waiting list on 1 March 2018; does that mean they will be offered a
place if someone else declines theirs?

Not necessarily. After the on time allocation late applications and change of preferences are
considered alongside on time applications and priority is determined by the school’s
admission criteria. Therefore a late application would take priority over an on time application
if it was a higher criterion (ie late catchment application and on time ‘distance’).

How long will my child stay on the waiting list?

For most schools your child will remain on the school’s waiting list until either;

- A place can be offered at your preferred school (or a higher preference school)
- Your child finishes Year 7 (secondary school) Year 9 (upper school) (July 2019)
- You notify us that you no longer wish for your child to remain on the waiting list

This is usually the case for Academies, Foundation, Trust and Voluntary Aided schools
however you should check with the relevant school.

| am happy with the place offered for my child in the on time allocation and do not want to
lose it; do | need to do anything?

You need to let us know in writing by 15 March 2018 that you want to withdraw your child
from the waiting list of your preferred school(s) so that your original offer is not withdrawn
and reoffered to another child in the late allocation.

What should | do if my preferred school is outside Central Bedfordshire?

If your child has not been allocated at your preferred school in another Local Authority area
please check with them directly for information regarding waiting list procedures as these
can vary between different local authority areas.

My child is due to transfer to secondary school but | now wish to apply for a Year 7 place at
a middle school

If you wish to apply for a Year 7 place at a middle school for September 2018, you will need
to make an In Year application to us during May 2018 as we process In Year applications
requiring a place for September from June 2018 onwards. Please visit our website at
www.centralbedfordshire.gov.uk/school/admissions/in-year/applications.aspx for further
detalils.

Changing your preferences or adding an additional preference

If you have not been allocated a place at your preferred school and there is an alternate
school which you would like to add to your application or replace an existing preference with
then you can amend your application by submitting a change of preference.

Making a change of preference means:

e any previous preferences will be discarded on submission of the form
if a place can be offered at any of the new preference schools, the original offer will
be automatically withdrawn

o if you want your child to stay on the waiting list(s) for school(s) at which you have
been declined for, you need to include this as higher preferences on the form


http://www.centralbedfordshire.gov.uk/school/admissions/in-year/applications.aspx

You can have a maximum of three preferences on your application, so if your original
application has three preferences and you wish to add another you will need to decide which
of your original preferences you will remove.

If you choose to change your preferences you will need to complete a change of preference
form which is available to download from our website or you can call us to request one and
we will post it out to you. We need to receive the completed form by 15 March 2018 in
order for your application to be amended and the changes processed in the late
allocation.

If we receive your change of preference form on or after 16 March 2018 it will be processed
from May 2018 onwards (after the late allocation).

School Admissions Team
Direct telephone: 0300 300 8037

Email: admissions@centralbedfordshire.qov.uk

www.centralbedfordshire.gov.uk/admissions

Appeal against the decision

All parents/carers have the right to appeal if they have not been offered a place at their
preferred school(s). The appeal process is independent to the School Admissions Team,
and is dealt with by the Governance Services Team at the Council for Central Bedfordshire
schools/academies.

Your appeal needs to be received by the appeal clerk by 29 March 2018 otherwise it
may not be heard until after the summer holidays.

If you decide to appeal you will need to submit the grounds of your appeal in writing. An
appeal hearing will then be arranged. At the hearing a representative from the Council or
school/academy will present the case for non-admission; outlining the prejudice to the school
if another child is admitted. Both you and the panel will have an opportunity to question the
school/academy’s case. It will then be your opportunity to present your case for why your
child should be admitted to the school. The panel and the representative from the Council or
school/academy will then be able to ask you questions regarding your case before both
parties sum up. The panel will make their decision based on the information provided by
both parties and will do so in private at the end of the appeal hearings that day or for the
school/academy in question. The appeal clerk will inform you of the panel’s decision in
writing within five school days of the appeal hearing. The panel’s decision is binding on all
parties.

At the appeal hearing, your case is decided upon by the appeals panel who are
independent, trained volunteers. They are not paid and are not associated with the council or
school.

Accepting a place at another school will not affect your chances of your appeal being
successful.


mailto:admissions@centralbedfordshire.gov.uk
http://www.centralbedfordshire.gov.uk/admissions

For information about the appeal process and guidance on how to make an appeal for a
Central Bedfordshire school/academy visit the website at:
www.centralbedfordshire.gov.uk/appeals

To request an Appeal Form email: education.appeals@centralbedfordshire.gov.uk
or call 0300 300 8029

To make an appeal for a school/academy outside of Central Bedfordshire you need to
contact the relevant Local Authority.


http://www.centralbedfordshire.gov.uk/appeals
mailto:education.appeals@centralbedfordshire.gov.uk

