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Admissions Policy 

 
 
Gorsewood Primary School operates Halton LA's admissions policy and as such all areas of school 
admission are coordinated by HBC. 
 
An admission policy is used to decide which children will have priority for places but only if the 
school receives more applications than the number of places available. The Council has agreed one 
admission policy for all community and voluntary controlled schools in Halton.  
 
Voluntary Aided schools each have their own individual policy set by the governing body of the 
school. Admission policies contain the “oversubscription criteria” which will be applied to assess 
each application. 
 
Allocation Of Places To Halton Primary Schools  
 

In allocating school places, all parents/carers are asked to complete either the preference form in 
this booklet or the on-line form (www.halton.gov.uk/schooladmissions) on which they are invited to 
express up to three preferences. This will enable parental preferences to be fully considered, even if 
the admission authority (the LA for community and voluntary controlled schools, or the governing 
body for voluntary aided schools) is unable to comply with parental preference.  
 
All preferences are considered equally against each school’s admissions criteria. After all 
preferences have been considered if only one school named on the preference form can offer a 
place the Local Authority will send out an offer of a place. If more than one school can offer a place 
parents will be offered a place at whichever of those schools is ranked highest on the preference 
form. This may not be the first preference school. 
 
Oversubscription 
 

Sometimes more applications are received for a particular school than there are places available, 
and this means that the school is oversubscribed. When a school is oversubscribed places will be 
allocated in accordance with the relevant oversubscription criteria (as set out by HBC), voluntary 
aided schools have their own criteria. 
 
Oversubscription Criteria for Community and Voluntary Controlled Schools  
 

1. Children in Public Care - children who are subject to a care order, or are accommodated by 
the LA 

 

2. Siblings - pupils with elder brothers or sisters, including half brothers and sisters, and 
unrelated children living together as part of the same household, already attending the 
school and expected to continue at the school in the following year 

 

3. Distance - Pupils living nearest to the school defined as a straight line measurement from 
the child’s permanent residence to the school.  

 
Children who have a statement of special educational needs will be admitted to the school named in 
the statement.  
 
The address to be used in measuring distance for the purpose of allocating school places will be the 
child’s permanent address at the closing date for applications. 
 
The above criteria will apply without reference to the Halton Borough Council boundary. Distance 
will be measured by the LA using the LA’s Ordnance Survey GIS address point system which 
measures from the address point of the child’s permanent address to the address point of the 
school in metres.  
 
If oversubscription occurs within any one of the above criteria, places will be allocated on distance 
grounds as described within the distance criteria above.  

http://www.halton.gov.uk/schooladmissions
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Where applications are received for twins, triplets etc the Local Authority will apply the 
oversubscription criteria and will oversubscribe the community or voluntary controlled school if a 
family would otherwise be separated. Parents should note that this does not apply to key stage 1 
(infant classes) where statutory class size limits apply.  
 
If none of the parent’s preferences can be met, in accordance with the DCSF School Admissions 
Code, Halton LA will allocate a school. In Halton, a place will be allocated at the nearest school with 
vacancies to the home address measured in a straight line distance measurement from the child’s 
permanent residence to the school. This does not affect parent’s rights to appeal for a place at the 
school(s) they have been refused. 
 
Primary In-Year Admissions Fair Access Protocol 2021 (IYFAP) – Halton 

 
Introduction  
 

The Department for Education School Admissions Code 2021 advises that “Each local authority 
must have a Fair Access Protocol (IYFAP) to ensure that unplaced and vulnerable children, and 
those who are having difficulty in securing a school place in-year, are allocated a school place as 
quickly as possible.” Following an update to the categories eligible for referral under the IYFAP 
within the updated School Admissions Code, primary schools In Halton have been consulted in 
accordance with paragraph 3.15 of the Code and agreement has been reached by the majority of 
primary schools. The following IYFAP will be applicable to all primary schools in Halton from 
September 2021. 

 
 Key Principles of the In-Year Fair Access Protocol:  
 

 recognises that the majority of applications will likely be normal in year admission requests and 
that referral under the protocol will not be required (i.e. where a place is available the child will be 
admitted) and also recognises that schools can proceed with admission prior to referring eligible 
cases to Panel should they not believe that the admission of the child would cause prejudice. In 
these instances the admission will be recorded as a ‘pre-agreed’ IYFAP placement where the LA is 
notified;  

 recognises the vulnerability and needs of unplaced children and the duty of the LA to ensure 
suitable educational provision for all children and young people resident in the borough;  

 aims to support safeguarding of children and young people by admitting to school, as quickly 
as possible and without delay, those children identified as being vulnerable and/or hard to 
place;  

 quickly identifies children eligible for referral under the Protocol and ensures they are 
referred, case considered and a place is allocated within the statutory 20 school day 
deadline (paragraph 3.21 of the Code);  

 ensures that no school, including those with places available, is asked to take a 
disproportionate number of children eligible for referral to the scheme under the agreed 
criteria;  

 promotes an ethos of collective responsibility, with all schools and the LA working together 
effectively, as a community, to place and support vulnerable pupils in our borough; and  

 recognises that parents and carers are entitled to seek a new school place for their child, at 
any time, but, where possible, reduces the amount of pupil movement across schools within 
the borough, to assist with delivering the best outcomes for every child.  

 
1.0 Eligibility for consideration under the Protocol  

 
In line with the paragraph 3.17 of the Code, the following list of unplaced* and vulnerable children of 
compulsory school age will be identified as being eligible for referral under the In-Year Fair Access 
Protocol:  
 
A. children either subject to a Child in Need Plan or a Child Protection Plan or having had a Child in 
Need Plan or a Child Protection Plan within 12 months at the point of being referred to the Protocol;  



T:\General\POLICIES\Policys Updated\2021\General policies\Admissions Policy 2021.doc 

B. children living in a refuge or in other Relevant Accommodation at the point of being referred to 
the Protocol;  

C. children from the criminal justice system;  

D. children in alternative provision who need to be reintegrated into mainstream education or who 
have been permanently excluded but are deemed suitable for mainstream education.  

 

Parents will be asked to complete a Permanent Exclusion Re-integration Application Form, which 
will identify three preference schools, during their meetings with the Family Liaison Officer. Once 
agreed, this will be returned directly to the School Admissions Team who will contact the preference 
schools and ask if they are willing to place the child. Where less than three preferences are included 
the School Admissions Team will identify the closest eligible schools to the home address and 
include them in the process, ensuring three schools are identified. The schools must decide to 
either; place the child (with the placement being recorded on the IYFA data sheet); or, refer the child 
to the IYFA Panel and to provide a statement for that Panel as to why they are unable to offer a 
place to this child within the requested year group. Following a placement decision, the Local 
Authority will offer support to help ensure the placement is successful. This may include support 
around a transition timetable supported by one to one tuition, some short term funding if appropriate 
and support for the family by a Family Liaison Officer. The Education Welfare Service and The 
Behaviour Team can offer support and advice if needed. It is in everyone’s interest to ensure that 
the child settles well and is supported as appropriate in school, so the LA will be part of regular 
reviews of the placement for the first 6-8 weeks to help ensure the placement is successful.  

 

E. children with special educational needs (but without an Education, Health and Care plan), 
disabilities or medical conditions. This must be agreed by the SEND Team in the local authority prior 
to referring to the Protocol;  

 

F. children who are carers;  

 

G. children who are homeless;  

 

H. children in formal kinship arrangements. Evidenced by a child arrangements order not relating to 
either a birth parent or special guardianship order;  

 

I. children of, or who are, Gypsies, Roma, Travellers, refugees or asylum seekers;  

 

J. children who have been refused a school place on the grounds of their challenging behaviour and 
referred to the Protocol in accordance with paragraph 3.10 of the Code. This will normally be where 
the child is deemed to be at risk of permanent exclusion and all of the supporting 
behaviour/intervention documents are provided to evidence this. Schools are advised to consult with 
the Behaviour Team before referring a child under this category;  

 

K. children for whom a place has not been sought due to exceptional circumstances. These will be 
children for whom a local authority officer makes an application due to the circumstances of the 
case, for example where an education welfare officer makes an application as part of a school 
attendance order;  

 

L. children who have been out of education for four or more weeks where it can be demonstrated 
that there are no places available at any school within a reasonable distance of their home. This 
does not include circumstances where a suitable place has been offered to a child and this has not 
been accepted; and  

 

M. previously looked after children for whom the LA has been unable to promptly secure a school 
place. This will normally only be necessary where the LA is considering exercising their powers of 
direction under paragraph 3.23 of the Code, in order to avoid unnecessary delay to the allocation of 
a place for the child.  
 
1.2 The admission of children in the care of a Local Authority (LA) and those previously in the care 
of an LA (including those children who appear to have been in state care outside of England prior to 
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being adopted), and children with an EHCP naming the school within the plan, follow separate 
processes and are therefore not covered by this policy.  
 
1.3 To assist with the collection of this information and in order to help to identify eligible 
applications, all parents and carers, when submitting an application, will be required to complete a 
Halton Primary In-Year Application Form, ensuring that the relevant Fair Access Information section 
is correctly completed.  
 
*For the purposes of this protocol, an unplaced child refers to a child:  

 moving into the borough for whom a school place is being sought;  

 a Halton resident child, seeking re-integration to mainstream education, following a period of 
elective home education or having been formally off the roll of a Halton School for four 
weeks or more and for whom there is no school place available within a reasonable 
distance; or  

 a Halton resident child for whom an alternative school place is sought, due to their current 
school being an unreasonable distance from their new home address following a move 
within the borough.  

 
2.0 Composition and mechanism of the Primary In-Year Fair Access Panel  

 
2.1 The Local Authority, on behalf of the HAPH Executive, will identify the IYFA Panel for each half-
term period, comprising four Headteachers (1 from Widnes East, 1 from Widnes West, 1 from 
Runcorn East and 1 from Runcorn West planning areas) and a reserve Headteacher should the 
referral be from one of those schools.  
 
2.2 Upon receipt of a referral the Panel will be contacted by email with the relevant details as 
indicated in Section 3. Panel members will be asked to confirm the placement decision by an 
identified date (usually within 5 school days) and to email that decision to 
schooladmissions@halton.gov.uk  
 
2.3 Whilst the Panel is not obliged to offer a place at the parent/carer’s preferred school, where it is 
fair and proportionate to do so, there is an expectation that parental preference would be met.  
 
2.4 Where a majority placement decision cannot be reached, the case will be referred to an 
identified member of HAPH Executive, to confirm the final decision for placement.  
 
3.0 Referral to the Primary In-Year Fair Access Panel  
 
3.1 Upon receipt of an in-year application that meets the eligibility criteria for referral under the 
protocol, the Headteacher of the preference school must arrange for the Initial Referral Details 
section of the Primary IYFAP Referral Form (Appendix A) to be completed in full and then emailed, 
along with a copy of the original application form, to the School Admissions Team at 
schooladmissions@halton.gov.uk.  
 
3.2 The preference school must write to the parent to advise that their application has been referred 
to Panel under the agreed protocol and advising that they will normally be notified of the Panel 
decision within ten school days of the referral. A Primary IYFAP Referral Letter (Appendix B) 
template will be provided to ensure consistency and transparency.  
 
3.3 The School Admissions Team will verify the request, including consulting with the SEND or 
Behaviour Teams, and will complete the Admissions Information section of the form. The completed 
form and any supporting documents will then be emailed to the designated members of the Primary 
In-Year Fair Access Panel for a placement decision to be made.  
 
3.4 The Panel will consider the following factors in coming to their placement decision for 
the child:  
 

 information within the Primary IYFAP Referral Form and the Primary In Year Application Form 
(Appendix C);  
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 placements to date, ensuring a fair and transparent distribution of children placed under the 
Protocol, across all schools (this will be updated after each placement and indicated on the 
Primary IYFAP Referral Form);  

 where a child has been permanently excluded, the additional supporting information provided by 
the three identified schools;  

 reasons for why the parent requested a new school and for their preference (taken from the 
application form); and  

 the child’s current offer of a school place (where the application has been made due to a house 
move and the current school therefore being deemed to be an unreasonable distance from the 
new home address).  

 
4.0 Notification of Panel outcomes  
 
4.1 The placement school will be notified formally of the Panel decision by email and will be asked 
to arrange a start date, ensuring the child is placed within ten school days of that notification.  
 
4.2 The placement decision of the Panel does not override the parent/carer’s right to appeal, and 
where preference has not been met, the Local Authority will advise the parent of their right of appeal 
in writing within the placement decision letter that is sent.  
 
4.3 All partners will be advised of the outcome of the Panel’s decision and provided with an up-to-
date placement table by email.  
 
5.0 Further consultation  
 
In accordance with paragraph 3.22 of the Code, in the event that the majority of schools in Halton 
no longer support the local IYFAP, a review should be initiated by the schools with the LA. To 
enable this, the admission authority of a school must email the schooladmissions@halton.gov.uk 
email address to formally notify the LA that they no longer support the Protocol, detailing the main 
reason for no longer supporting the Protocol. The LA will maintain a record of these emails including 
the date the notification is received, the school(s) concerned and the main reason provided. Any 
admission authority wishing to view the record may do so at any time by emailing 
schooladmissions@halton.gov.uk and requesting an up-to-date copy of the document. Where such 
emails are received from the majority of admission authorities in the borough within an academic 
year, the LA will open formal consultation with all admission authorities in the borough to attempt to 
reach a majority agreement on a revised IYFAP. Until a new IYFAP is adopted, the current IYFAP 
remains binding on all admission authorities and their schools within the borough. 
 

 

 

 

 

 

 

 

 

 

 

 

Last Reviewed: October 2020  

Next Review: November 2022 

Policy to be reviewed when there is a change in HBC Policy or a change in legislation.  
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Appendix A 
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Appendix B 
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Appendix C 
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