
 

 

  

  

OASIS COMMUNITY LEARNING 
ADMISSIONS POLICY  

(INTERNAL TRUST POLICY ONLY)  

  
  

  
   

  

  

  

  

  

  

  

    

  



  

 

2  
OCL ADMISSIONS POLICY  
(V3.0 – February 2022)  
(Herminder Channa)  

CONTENTS  

1.0  At a glance ................................................................................................................................. 5 

2.0  Checklist .................................................................................................................................... 5 

3.0  In brief ........................................................................................................................................ 6 

4.0  Definitions .................................................................................................................................. 6 

5.0  Who is this policy for? ................................................................................................................ 7 

6.0  Policy Statement ........................................................................................................................ 9 

7.0  Statutory requirements ............................................................................................................. 10 

8.0  OCL Approach for Managing Admissions ................................................................................. 10 

9.0  Admission Arrangements .......................................................................................................... 11 

9.1  Primary, Secondary and Sixth Form Admissions Arrangements ................................................ 11 

9.2  Applying for places at OCL Sixth Forms ................................................................................... 12 

10.0  Over subscription criteria – for primary, secondary and sixth form .......................................... 12 

10.1 Academies defining over subscription criteria that is different to the LAs ................................. 14 

10.2 Additional information .............................................................................................................. 14 

10.3 Decision making on over subscription ..................................................................................... 14 

10.4 Withdrawing an offer or a place ............................................................................................... 15 

11.0  Children below compulsory school age ................................................................................... 16 

12.0  Annual Determination Process ............................................................................................... 16 

13.0  Changes to PAN and Admissions Arrangement Consultation ................................................. 17 

13.1 Temporary Change to PAN / Bulge Class ................................................................................ 17 

13.2 Permanent Changes to PAN ................................................................................................... 17 

14.0  Admissions Arrangements Consultation ................................................................................. 18 

15.0  Managing admissions in the Normal Year of Entry ................................................................. 18 

16.0  Managing In-Year Admissions ................................................................................................ 18 

17.0  Appeals .................................................................................................................................. 20 

18.0  Applicants with an EHCP Plan................................................................................................ 21 



  

 

3  
OCL ADMISSIONS POLICY  
(V3.0 – February 2022)  
(Herminder Channa)  

19.0  Working with the LA and Neighbouring Schools ..................................................................... 21 

20.0  Nursery Admissions................................................................................................................ 21 

20.1 Nursery Admissions Arrangements ......................................................................................... 22 

20.2 Nursery Admissions Process ................................................................................................... 22 

21.0  Compliance and Admissions Documents ................................................................................ 23 

22.0  Website – Admissions Page ................................................................................................... 24 

23.0  Localised One Plan Information ............................................................................................. 25 

24.0  Data Tracking ......................................................................................................................... 25 

25.0  Sharing Good Practice ........................................................................................................... 25 

25.1 Admissions Microsoft Teams (MS Teams) Group .................................................................... 25 

25.2 An effective student recruitment strategy ................................................................................ 26 

25.3 Effective Management of In-Year admissions .......................................................................... 26 

25.4 Branding / marketing materials ................................................................................................ 27 

26.0  Training .................................................................................................................................. 28 

27.0  The Hub Council .................................................................................................................... 28 

28.0  Other Policies ......................................................................................................................... 28 

Appendices ..................................................................................................................................... 29 

APPENDIX A: Admission Arrangements Document Template (Primary, Secondary or Sixth Form) . 30 

APPENDIX B: Nursery Admission Arrangement Template .............................................................. 34 

APPENDIX C: In-Year Admission Arrangement Template (applicable to all phases) ....................... 37 

APPENDIX D: Admissions Arrangements document template for all-through academies ............... 40 

APPENDIX E: Annual Determination process ................................................................................. 46 

APPENDIX F: Admissions Consultation Timeline ............................................................................ 47 

APPENDIX G: Admissions Consultation Checklist and step by step guide ..................................... 48 

APPENDIX H: Admissions Arrangement Consultation Leaflet ......................................................... 53 

APPENDIX I: Admissions Consultation Determination Letter Template ........................................... 53 

APPENDIX J: Academy Website Admissions Page Template ......................................................... 54 



  

 

4  
OCL ADMISSIONS POLICY  
(V3.0 – February 2022)  
(Herminder Channa)  

APPENDIX K: Suggested wording for text message to parents ...................................................... 57 

APPENDIX L: Suggested wording for social media channels ......................................................... 58 

APPENDIX M: Alternative view of the Admissions framework ......................................................... 58 

 

  



  

 

5  
OCL ADMISSIONS POLICY  
(V3.0 – February 2022)  
(Herminder Channa)  

1.0  At a glance  

Our vision is for community – a place where everyone is included, making a contribution and 

reaching their God-given potential. Our ethos is a statement of who we are and it is an expression 

of our character. Rooted in the story and beliefs of Oasis, we describe our ethos through a 

particular set of values that inform and provide the lens on everything we do.   

  

• A passion to include  

• A desire to treat people equally respecting differences  

• A commitment to healthy, open relationships  

• A deep sense of hope that things can change and be transformed  

• A sense of perseverance to keep going for the long haul  

  
It is these ethos values that we want to be known for and live by. It is these ethos values that also 

shape our policies. They are the organisational values we aspire to. We are committed to a model 

of inclusion, equality, healthy relationships, hope, and perseverance throughout all the aspects of 

the life and culture of every Oasis Hub and community.  

  

The Oasis ethos and vison is inescapable and must be core to our delivery of this Admissions 

policy. These ethos values are to permeate all aspects of the life and culture of each academy and 

OCL as a whole. Indeed, the application of these values to Admissions to our Academies will speak 

clearly of that commitment.  

  

  

  

2.0  Checklist  

  

 Our approach to admissions is underpinned by the Oasis Ethos and 9 Habits. To create and 

maintain healthy, open relationships and to ensure we remain committed to treating people 

equally, we seek to intentionally focus on being patient, honest, humble and forgiving. For 

instance, in working with parents and children we will be compassionate and fully inclusive  

  

 This policy mirrors the DfE Admissions Code. We aim to keep it up to date with DfE changes   

  

 We ensure academies review their Admissions Arrangements annually  

  

 We consult formally on every academy’s Admissions Arrangements every seven years, whether 

or not there are any changes  

  

 We notify the Local Authority if we want to increase or decrease an academy’s PAN and carry 

out a consultation as per the school admissions code  

  

 We ensure our over-subscription criteria for every academy’s relevant age group are 

reasonable, clear, objective, procedurally, fair and comply with all relevant legislation, including 

equalities legislation. It includes an effective, clear and fair tie-breaker     
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3.0  In brief  

This policy sets out OCL’s legal responsibilities to ensure admissions across the Trust are 

compliant with the School Admissions Code. It also outlines how OCL governs admissions to 

ensure it upholds its responsibility as an admissions authority.   

  

In more detail  

  
The aims of this policy are to outline:  

• The legislation and statutory guidelines that underpin this policy.  

• OCL’s internal governance framework for admissions.  

• The roles and responsibilities for admissions across all OCL academies.    

• The mandatory documents and processes that are required to comply with this policy and 

the School Admissions Code.  

• The process for managing admissions, both for the Normal Year of Entry and In-Year   

admissions.   

• OCL’s strategy for the effective management of admissions, including details of best 

practice, to ensure that all OCL academies remain sustainable and are able to provide the 

very best education for students in our communities.  

  

4.0  Definitions  

  

Admissions Arrangements are specific to each academy and outlines the admissions process 

in detail. This should be in the form of a document. The purpose is to inform parents and 

carers of the process for admissions at the academy.  Admission Arrangements apply to 

Primary, Secondary and Sixth Form. This does not include admissions arrangements for 

nursery, please read 20.0 Nursery Admissions.  

Admissions Authority - OCL is its own Admissions Authority and as such is responsible for 

admissions across the Trust. This includes carrying out statutory requirements as per the 

School Admissions Code. Local Authorities are responsible for administering elements of the 

admissions process. Academies should have Service Level Agreements in place with their 

Local Authorities.   

  

Determination is the annual review process for Admissions Arrangements. Academies must 

review their Admissions Arrangements and formally determine them by 28th February every 

year. Once Admissions Arrangements have been determined, they must be sent to the relevant 

LA(s) no later than 15th March.   

  

Appeal is the process when a parent or carer appeals against a decision not to accept an 

application for the academy.   

  

Bulge Class is the term used for a temporary increase in PAN in a defined year group.   
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In-Year Admission Arrangements outlines the admissions process for all admissions that are 

outside the Normal Year of Entry  

  

Normal Year of Entry is the period during which parents or carers can apply for state-funded 

school places at the schools’ normal point of entry, using the Common Application Form (CAF) 

provided by their home LA. It may also be called the Normal Admissions Round.   

  

Nursery Admissions Arrangements are specific to each academy. Nursery guidelines outlines 

the admissions process in detail. Admission Arrangements for Nursery are not included in the 

academy Admission Arrangements and should be a separate document.   

  

Published Admission Number (PAN) is the agreed admission number of students for the 

academy’s Normal Year of Entry i.e. Reception (primary academies), Year 3 (junior academies 

only), Year 7 (secondary or all through academies) and Year 12 (Sixth form), where the 

academy admits external applicants and indicates the minimum number of external students to 

be admitted.   

  

Planned Capacity Number is the number of students that the academy has planned for, for 

each year group i.e. staffing levels. This is used for all year groups after the Normal Year of 

Entry, for which PAN is used.  

  

NET Capacity is the number of students that the building could hold if the academy is full.  

  

5.0  Who is this policy for?  
  

The policy is for the following people. The table below summarises key responsibilities in relation to 

the execution of this policy.  

  

Roles  Responsibilities  

OCL Board  • Sign off any permanent changes to PAN.  

• To review admissions data on an annual basis.  

  

CEO   •  Sign off Admissions Arrangements including admissions criteria  

Director’s 

meeting   

• Sign off any permanent changes to PAN.  

• To review admissions data regularly.  

• To review the sustainability of academies.  
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Regional  

Director (RD)  

• Sign off any variation to the over subscription criteria outlined in this 

policy.  

• Sign off all Appeals submissions.  

• Sign off Nursery Admissions Arrangements.  

• Sign off any variations to only accepting nursery students that we are 

getting funding for.  

• To promote the sharing of good practice across all OCL academies  

• Sign off any decision to reject an applicant where the academy is named 

on an EHCP Plan.  

  

CEO to sign off along with RD where required.   

  

Principal  •  To ensure that all elements of the statutory legislation are adhered to 

throughout all relevant admissions processes.  

 

 •  All Admissions Arrangements are published and must be accessible on 

the academy website and available from the academy directly if 

requested.  

 •  (Primary Only) To meet with all parents and carers who are considering 

joining reception outside the normal September intake.  

 •  Ensure that PAN is reviewed on a yearly basis to ensure that it is fit for 

purpose.  

 •  Complete the Determination process annually for the relevant year’s 

Admissions Arrangements.  

 •  Ensure that all proposed changes to PAN, both temporary and permanent 

are made in writing to the Regional Director.   

 •  To complete the consultation process on Admissions Arrangements, 

either for the statutory time period or if there is a proposed change.   

 •  All In-Year Admissions Arrangements are published and must be 

accessible on the academy website and available from the academy 

directly if requested.  

 •  Ensure that the Local Authority is informed of Planned Capacity Number 

for all year groups each year.   

 •  Prepare Appeals submissions, submit to RD for sign off and attend 

appeals hearings.  

 •  Ensure all elements of the admissions process are managed effectively, 

including the management of the Service Level Agreement (SLA) in place 

with the LA.  

 •  To hold an effective working relationship where possible between the 

academy, the LA admissions team and also admissions teams in other 

neighbouring schools.   

 •  All Nursery Admissions Arrangements are published and must be 

accessible on the academy website and available from the academy 

directly if requested.  

 •  (Nursery Only) Ensure that the academy is not providing any nursery 

sessions outside those that they receive income or where it is paid for.  

 •  To incorporate key information and actions in the Academy Development 

Plan (ADP) where appropriate.   
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 •  Provision of admissions data when requested.  

 •  Follow the OCL approach to admissions guidance to ensure that the 

academy is filled to PAN/Planned Capacity Number in each year group, 

including ensuring the academy website admission pages are compliant 

and engaging.  

 •  

  

To actively be involved with sharing best practice across all OCL 

academies.  

Academy staff 

with 

responsibility for 

admissions  

•  To support the Principal to meet all their responsibilities as directed.   

National Lead for 

Admissions   
•  To run training webinars about admissions marketing and internal 

admissions processes, sharing best practice across the Trust.    

 •  Act as a point of contact for admissions related queries and offer advice 

when needed.  

 •  Provide training for academies due to consult on their Admissions 

Arrangements, either for the statutory time period or if there is a proposed 

change, overseeing the completion of consultations across the Trust.  

 •  Provide bespoke admissions support for academies identified as high 

priority.  

  

Communications 

Team  
•  To support academies where required with designs, online resources and 

advice assistance with shaping messages, creating admissions material, 
communications and branding.  
  

Strategic  

Projects Team  
•  To support the submission of a business case submission to the DfE if 

required as part of the Significant Changes process e.g. for the change 
in PAN.   
  

Regional 

Finance  

Manager  

•  

•  

Sign off any changes to PAN in agreement with the RD, permanent or 
temporary.   

Sign off any variations to only accepting nursery students that we are 
getting funding for.   
  

Local Authority 

(LA)  
•  To coordinate the admissions across the Local Authority through an SLA 

with the academy  
.   

  

6.0  Policy Statement  

This policy gives clarity to OCL’s legal responsibilities to ensure admissions across the Trust are 

compliant with the School Admissions Code. It also outlines how OCL governs admissions to 

ensure it upholds its responsibility as an admissions authority.   
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7.0 Statutory requirements   

This policy is based on the following statutory advice from the Department for Education (DfE):  

  

• School Admissions Code  

• School Admission Appeals Code  

• Equality Act 2010, Human Rights Act 1998  

  

All OCL academies are required to comply with these codes, and with the law relating to 

admissions as set out in the School Standards and Framework Act 1998, for Primary, Secondary 

and Sixth Form. OCL is its own Admissions Authority.  

  

This policy complies with our funding agreement and articles of association. See Trust website:  

https://www.oasiscommunitylearning.org/about-us/key-documents  

  

Nursery admissions are managed outside of the School Admissions Code.   

  

8.0  OCL Approach for Managing Admissions   

The OCL approach to managing admissions is a model that underpins and supports the journey 

that a child will make from the community that we serve into our classrooms. Managing this 

process effectively is imperative to ensure that each family has a great experience whilst applying 

to our academies, which will subsequently increase the number of applications, and first choice 

applications, we receive.  More applications enables us to better plan and resource how we serve 

our young people. The key elements of the model are:   

  

- Messaging is the foundation stone – Who are we connecting with and what do they need?  

- Toolkit and process are the building blocks – What do we need to have in place to make the 

process effective?  

- Touchpoints incorporates all the opportunities that the academy has to reach out to the child 

and their families – When do we connect with our families?  

All elements of this model need to be addressed by the academy. Appendix M provides an 

alternative view of the model.  

  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1001050/School_admissions_code_2021.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1001050/School_admissions_code_2021.pdf
https://www.gov.uk/government/publications/school-admissions-appeals-code
https://www.gov.uk/government/publications/school-admissions-appeals-code
https://www.legislation.gov.uk/ukpga/1998/31/contents
https://www.legislation.gov.uk/ukpga/1998/31/contents
https://www.oasiscommunitylearning.org/about-us/key-documents
https://www.oasiscommunitylearning.org/about-us/key-documents
https://www.oasiscommunitylearning.org/about-us/key-documents
https://www.oasiscommunitylearning.org/about-us/key-documents
https://www.oasiscommunitylearning.org/about-us/key-documents
https://www.oasiscommunitylearning.org/about-us/key-documents
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9.0  Admission Arrangements  

9.1 Primary, Secondary and Sixth Form Admissions Arrangements  

Each academy must produce Admissions Arrangements, which need to be published as a 

document on the academy website and made available directly if requested.   

  

Appendix A provides a template for academy Admission Arrangements and is a DfE best practice 

example of how to set out arrangements.   

  

The template includes the following sections:  

• Introductory Statement  

• Admissions Number(s)  

• Application Process  

• Oversubscription Criteria and Tie-break  

• Late applications  

• Admissions of children outside their normal age group  

• Waiting lists  

• Appeals  

• Applicants living outside the LA   

• Notes/definitions  

  

The Principal and Regional Director must review and sign off Admissions Arrangements each year. 

See 12.0 Annual Determination Process. Admissions Arrangements must be updated on a yearly 

basis for   the correct year that they are applicable to.   

  

The following deadlines relating to the publishing of Admission Arrangements must be met:   
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• Publish Admissions Arrangements for September entry by 28th February the year before. 

(e.g. 28th February 2021 for September 2022 start)  

• Send Admissions Arrangements for September entry to the LA by 15th March the year 

before (e.g. 15th March 2021 for Sept 2022 start)   

  

  

All Admission Arrangements must adhere to the following:   

• Each OCL academy must follow the Admission Arrangements for their relevant LA and their 

Admissions Arrangements must reflect the specific detail of this, unless there has been a 

decision made to move away from this, signed off by the Regional Director and this has 

been clearly communicated to the LA for the purposes of their operational processing.  

• Admissions Arrangements should state the PAN for Normal Year of Entry.  

• Students already attending a Nursery provided in an OCL academy will not transfer 

automatically into the main academy. A separate application must be made to the LA for a 

place in Reception.  

• Students attending an OCL Infant academy will not transfer automatically into the junior 

academy located nearby. A separate application to the LA must be made for a place.  

• Students already attending the primary phase of an OCL all-through academy will not 

transfer automatically into the secondary phase of that academy. A separate application 

must be made to the LA for a place in Year 7.  

• Adding current Oasis students (from a different phase if appropriate) into the 

oversubscription criteria can be done, but this must be signed off by the Regional Director 

and CEO.   

  

9.2 Applying for places at OCL Sixth Forms  

Children and their parents applying for sixth form places may use the CAF, although if they are already 
on the roll they are not required to do so in order to transfer into year 12.   

  

• OCL Academies can set their own academic over subscription entry criteria for their sixth 

forms, which must be the same for both external and internal places.  

• Academy sixth form admission arrangements for external applicants must be consulted 

upon, determined and published in accordance with the same timetable as for admission 

arrangements for other entry points.  

• As with other points of entry to our academies, highest priority in oversubscription criteria 

for sixth form places must be given to looked after children and previously looked after 

children who meet the academic entry criteria.  

• Any meetings held to discuss options and courses with potential sixth form students must 

not form part of the decision process on whether to offer a place.  

  

10.0 Over subscription criteria – for primary, secondary and sixth form  

The criteria for over subscription (for primary, secondary and sixth form) must be agreed with the 

Regional Director and signed off by the CEO. The criteria will follow the following in order:   

  

- Looked After Children  

- Social/Medical Need  

- Siblings  

- Children of Staff  

- Distance from academy (sometimes presented in the Tie Break section)  
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- Catchment Area  

- Feeder Schools  

- Existing OCL student (see 9.1)  

  

Looked after children must always be given the highest priority in over subscription criteria, in line 

with Local Authority Guidance.   

  

OCL academies are fully inclusive and therefore do not employ banding or selection for entry. If this 

changes the OCL Admissions Policy will be updated accordingly.   

  

The definition of ‘sibling’ (e.g. whether this includes step siblings, foster siblings, adopted siblings 

and other children living permanently at the same address or siblings who are former pupils of the 

school) will be defined by each Local Authority.  

  

Children with an EHCP must be admitted or offered a place as a priority. See section below.   

  

The over subscription criteria relating to the staff at the academy will relate to all OCL and OCP 

staff.    

No single person is allowed to make decisions to offer or refuse places.   

  

OCL must not:   

a) place any conditions on the consideration of any application other than those in the 

oversubscription criteria published in their admission arrangements;   

b) take into account any previous schools attended, unless it is a named feeder school;   

c) give extra priority to children whose parents rank preferred schools in a particular order, 

including ‘first preference first’ arrangements;  d) introduce any new selection by ability;   

e) give priority to children on the basis of any practical or financial support parents may give to 

the school or any associated organisation, including any religious authority. The exception to this 

is where parents pay optional nursery fees to the school or school-run nursery, for additional 

hours on top of their 15-hour funded early education, where children from the school nursery 

class or school-run nursery are given priority for admission to Reception;   

f) give priority to children according to the occupational, marital, financial or educational status of 

parents applying. The exceptions to this are children of staff at the school and those eligible for 

the early years pupil premium, the pupil premium and the service premium who may be 

prioritised   

g) take account of reports from previous schools about children’s past behaviour, attendance, 

attitude or achievement, or that of any other children in the family;   

h) discriminate against or disadvantage disabled children, those with special educational 

needs, or those applying for admission outside their normal age group where an admission 

authority has agreed to this   

i) name fee-paying independent schools as feeder schools;   

j) interview children or parents. In the case of sixth form applications, a meeting may be held to 

discuss options and academic entry requirements for particular courses, but this meeting cannot 
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form part of the decision-making process on whether to offer a place. Boarding schools may 

interview children to assess their suitability for boarding;  

k) request financial contributions (either in the form of voluntary contributions, donations or 

deposits (even if refundable)) as any part of the admissions process – including for tests; or   

l) request photographs of a child for any part of the admissions process, other than as proof of 

identity when sitting a selection test.  

  

 10.1  Academies defining over subscription criteria that is different to the LAs  

  

In most cases, academies will follow the oversubscription criteria set out by their Local Authority. 

However, academies can define their own over subscription criteria as long as they have approval 

from their RD, CEO and the Director’s group, depending on the change.   

The academy must also discuss the change with their Local Authority to ensure that the new over 

subscription criteria is fair and that operationally it can be applied to applications during the Normal 

Admissions Round. The academy may need to revise their Service Level Agreement with the LA to 

capture any change in responsibility and/or process.  

Academies must consult on any changes made to their over subscription criteria. See 14.0 

Admissions Arrangements Consultation.  

  

 10.2  Additional information   

  

In some cases, admission authorities will need to ask for supplementary information forms in order 

to process applications. If they do so, they must only use supplementary forms that request 

additional information when it has a direct bearing on decisions about oversubscription criteria or 

for the purpose of selection by aptitude or ability. They must not ask, or use supplementary forms 

that ask, for any of the information prohibited by paragraph 1.9 above or for: a) any personal details 

about parents and families, such as maiden names, criminal convictions, marital, or financial status 

(including marriage certificates); b) the first language of parents or the child; c) details about 

parents’ or a child’s disabilities, special educational needs or medical conditions; d) parents to 

agree to support the ethos of the school in a practical way; e) both parents to sign the form, or for 

the child to complete the form.  

  

Admission authorities may need to ask for proof of address where it is unclear whether a child 

meets the published oversubscription criteria. In these cases, they must not ask for any evidence 

that would include any of the information detailed above. Once a place has been offered, 

admission authorities may ask for proof of birth date, but must not ask for a ‘long’ birth certificate or 

other documents which would include information about the child’s parents. In the case of 

previously looked after children, admission authorities may request a copy of the adoption order, 

child arrangements order or special guardianship order and a letter from the local authority that last 

looked after the child confirming that he or she was looked after immediately prior to that order 

being made.   

  

 10.3  Decision making on over subscription   
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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 followed a different curriculum at their previous school; d) 

information has not been received from their previous school; or e) they have missed entrance 

tests for selective places.  

  

 10.4  Withdrawing an offer or a place   

  

An admission authority must not withdraw an offer unless it has been offered in error, a parent has 

not responded within a reasonable period of time, or it is established that the offer was obtained 

through a fraudulent or intentionally misleading application. Where the parent has not responded to 

the offer, the admission authority must give the parent a further opportunity to respond and explain 

that the offer may be withdrawn if they do not. Where an offer is withdrawn on the basis of 

misleading information, the application must be considered afresh, and a right of appeal offered if 

an offer is refused.   

  

A school must not withdraw a place once a child has started at the school, except where that place 

was fraudulently obtained. In deciding whether to withdraw the place, the length of time that the 

child has been at the school must be taken into account. For example, it might be considered 

appropriate to withdraw the place if the child has been at the school for less than one term.   

  

 10.5  Waiting lists   

  

Each admission authority must maintain a clear, fair and objective waiting list until at least 31 

December of each school year of admission, stating in their arrangements that each added child 

will require the list to be ranked again in line with the published oversubscription criteria. Priority 

must not be given to children based on the date their application was received or their name was 

added to the list. Looked after children, previously looked after children, and those allocated a 

place at the school in accordance with a Fair Access Protocol, must take precedence over those on 

a waiting list.   

  

  

  

  

 10.6  Children from overseas  

  

Admission authorities must treat applications for children coming from overseas in accordance with 

European Union law or Home Office rules for non-European Economic Area nationals. Non– 

statutory guidance on this is available on the website of the Department for Education.  

  

 10.7  Infant class sizes  

  

Infant classes (those where the majority of children will reach the age of 5, 6 or 7 during the school 

year) must not contain more than 30 pupils with a single teacher.   

  

Additional children may be admitted under limited exceptional circumstances. These children will 

remain an ‘excepted pupil’. The excepted children are: a) children admitted outside the normal 

admissions round with statements of special educational needs or Education, Health and Care 

Plans specifying a school; b) looked after children and previously looked after children admitted 
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outside the normal admissions round; c) children admitted, after initial allocation of places, because 

of a procedural error made by the admission authority or local authority in the original application 

process; d) children admitted after an independent appeals panel upholds an appeal; e) children 

who move into the area outside the normal admissions round for whom there is no other available 

school within reasonable distance; f) children of UK service personnel admitted outside the normal 

admissions round; g) children whose twin or sibling from a multiple birth is admitted otherwise than 

as an excepted pupil; h) children with special educational needs who are normally taught in a 

special educational needs unit attached to the school, or registered at a special school, who attend 

some infant classes within the mainstream school   

  

11.0 Children below compulsory school age  
  

The Principal should ensure that the admission of children below compulsory school age is 

managed in line with School Admissions Code and Advice on admission of summer born children.  

  

Whilst the statutory guidance must be followed, OCL Principals must meet with parents or carers 

contemplating arranging for their child to join the Reception cohort after their fourth birthday so that 

both the benefits and concerns can be talked through.  

  

12.0 Annual Determination Process  
  

The DfE’s School Admissions Code (section 15) states that all ‘All admission authorities must 

determine (i.e. formally agree) admission arrangements every year, even if they have not changed 

from previous years and a consultation has not been required.’   

As OCL is its own Admissions Authority, the Trust is legally responsible for ensuring academies’ 

Admissions Arrangements are compliant by completing the Determination process.  

  

Principals must review and determine their Admissions Arrangements with their Regional Directors 

every year. If the academy’s Admissions Arrangements need to be amended, the academy must 

get approval from their Regional Director and depending on the changes, they may also need 

approval from the Director’s group and the OCL Board. Following approval of the changes, the 

academy must carry out a public consultation on the proposed changes. Admission arrangements 

cannot be varied in year once determined.   

  

Consultation must be for a minimum of 6 weeks and must take place between 1 October and 31 

January of the school year before those arrangements are to apply. For example: for arrangements 

which are to apply to applications in 2021 (entry in September 2022), consultation must be 

completed by 31 January 2021. This consultation period allows parents, other schools, religious 

authorities and the local community to raise any concerns.  

  

If the Principal and the Regional Director decide that the Admissions Arrangements are fit for 

purpose and no changes are required, a record of this decision (minutes of a meeting or an email) 

must be stored for audit purposes. The Admissions Arrangements document must be updated for 

the relevant year and the determination process completed. Appendix E outlines the annual 

Determination process and deadlines that must be met.  

  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1001050/School_admissions_code_2021.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1001050/School_admissions_code_2021.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/838983/Summer_born_admissions_advice_Dec_2014.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/838983/Summer_born_admissions_advice_Dec_2014.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1001050/School_admissions_code_2021.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1001050/School_admissions_code_2021.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1001050/School_admissions_code_2021.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1001050/School_admissions_code_2021.pdf
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13.0 Changes to PAN and Admissions Arrangement Consultation  

The Principal and Regional Director must review PAN as part of the annual Determination of 

Admissions Arrangements to ensure it is fit for purpose. Admission authorities must notify their 

local authority of their intention to increase or decrease the school’s PAN and reference to the 

change should be made on the school’s website. See 12.0 above.  

  

 13.1  Temporary Change to PAN / Bulge Class  
  

From time to time, the LA may request that the academy take on a bulge class. This is most likely 

due to increased demand for places and therefore will be in the Normal Year of Entry, although it 

could happen to other year groups as a result for example of a neighbouring school closing or 

making significant changes.   

  

When agreeing to any temporary changes to PAN the following must be considered:   

- Has the local demand and capacity modelling been reviewed and is the Principal confident 

that they will fill up to the Bulge Class and this will remain full throughout all the future 

years?   

- Does the building have the capacity both now and throughout all future years?  

- Has growth funding been agreed (additional funds in-year provided by the LA to 

compensate for the impact of lagged funding)? Note, even guaranteed growth funding 

(funding for a full class irrelevant of the number that arrive) will only meet the requirements 

in the first year and if the class is not full it will create funding issues for the remaining 

years.   

- Does the academy have the correct staffing levels to accommodate the change and has 

recruitment been approved where required?  

  

All temporary changes to PAN must be signed off by the Regional Director and the Regional 

Finance Manager, and approved by the CEO, based on a proposal in writing submitted by the 

Principal.   

  

 13.2  Permanent Changes to PAN  
  

If PAN is increasing due to expansion, permanent changes to PAN should only be made, once the 

Bulge Class has filtered through in all year groups.   

  

Whenever changes to Admission Arrangements are proposed, the academy must work alongside 

the LA. The decision to change PAN must be signed off by the Regional Finance Manager, 

Regional Director, CEO, OCL CSG and OCL Board, based on a proposal in writing submitted by 

the Principal.    

  

In the case of a permanent change to PAN there may need to be a submission of a Significant  

Change Business Case to the Department for Education (DfE), this will be supported by the 

Strategic Projects Team. The Strategic Projects Team will assess all cases of changes to PAN and 

advise on requirements as part of the approval process. In most instances the requirement for a 

business case is relating to a different change being made that is resulting in a reduction of PAN. If 

there is a requirement identified it is essential that the admissions consultation is carried out at the 

earlier possible opportunity after 1st Oct (Appendix F) as the consultation results forms part of the 

business case submission and as much time as possible needs to be allowed for this approval.   
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Having the correct PAN ensures sustainability and stability for the academy and it should reflect the 

local demand and capacity modelling for places. It is the Principal’s responsibility to ensure that this 

is reviewed on a yearly basis.   

  

14.0 Admissions Arrangements Consultation  

Academies must consult on their Admissions Arrangements if they are making a change to PAN 

and/or their admissions criteria or at least once every 7 years, even if there are no proposed 

changes. If there are no changes to PAN there is no requirement for sign off from OCL CSG or 

OCL Board.  

  

Please visit the School Admissions Code for further information regarding consultations.  

   

It is the Principal’s responsibility to ensure the academy completes the consultation process. 

Appendix G provides a consultation checklist and a step-by-step guide on how to carry out a 

consultation.   

  

All admission consultations must take place in accordance with the Admissions Consultation 

Timeline in Appendix F. Appendix H contains a template for a leaflet to publicise the consultation 

and Appendix I contains a template for the determination letter.   

  

15.0 Managing admissions in the Normal Year of Entry  
  

All admissions in the Normal Year of Entry will be managed by the LA and applications will be made 

on the Common Application Form (CAF) and will be managed in line with the Admissions 

Arrangements.   

  

PAN applies only to the Normal Year of Entry and all applications made to the academy until PAN is 

reached will be accepted.  

  

16.0 Managing In-Year Admissions  

  

Any parent or carer can apply for a place for their child at any time to any school outside the 

Normal Year of Entry.   

  

By 1st August every year academies must inform their LA whether they intend to be part of the local 

authority’s in-year co-ordination scheme for the following 1st September to 31st August, or whether 

they will be managing their own in-year admissions.   

  

By the same date, for academies that intend to be part of the local authority’s in-year co-ordination 

for the following academic year, they must also provide the local authority with all the information 

that the local authority is required to publish on its website, including application forms if needed.  

  

By 31st August, In-Year Admissions Arrangements must be published on the academy website and 

must set out how in-year applications will be dealt with from 1st September until 31st August for the 

relevant academic year. Appendix C is an In-Year Admissions Arrangements template for 

academies to use.  

  

https://sts.oasisit.org/adfs/ls/?wa=wsignin1.0&wtrealm=urn:federation:MicrosoftOnline&wctx=MEST%3D0%26LoginOptions%3D2%26wa%3Dwsignin1.0%26rpsnv%3D2%26ver%3D6.1.6206.0%26wp%3DMCMBI%26wreply%3Dhttps:%252F%252Foasisit.sharepoint.com/sites/oasiszone/Pages/HomePage.aspx%252FDefault.aspx%26lc%3D1033%26id%3D271345https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1001050/School_admissions_code_2021.pdf
https://sts.oasisit.org/adfs/ls/?wa=wsignin1.0&wtrealm=urn:federation:MicrosoftOnline&wctx=MEST%3D0%26LoginOptions%3D2%26wa%3Dwsignin1.0%26rpsnv%3D2%26ver%3D6.1.6206.0%26wp%3DMCMBI%26wreply%3Dhttps:%252F%252Foasisit.sharepoint.com/sites/oasiszone/Pages/HomePage.aspx%252FDefault.aspx%26lc%3D1033%26id%3D271345https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1001050/School_admissions_code_2021.pdf
https://sts.oasisit.org/adfs/ls/?wa=wsignin1.0&wtrealm=urn:federation:MicrosoftOnline&wctx=MEST%3D0%26LoginOptions%3D2%26wa%3Dwsignin1.0%26rpsnv%3D2%26ver%3D6.1.6206.0%26wp%3DMCMBI%26wreply%3Dhttps:%252F%252Foasisit.sharepoint.com/sites/oasiszone/Pages/HomePage.aspx%252FDefault.aspx%26lc%3D1033%26id%3D271345https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1001050/School_admissions_code_2021.pdf
https://sts.oasisit.org/adfs/ls/?wa=wsignin1.0&wtrealm=urn:federation:MicrosoftOnline&wctx=MEST%3D0%26LoginOptions%3D2%26wa%3Dwsignin1.0%26rpsnv%3D2%26ver%3D6.1.6206.0%26wp%3DMCMBI%26wreply%3Dhttps:%252F%252Foasisit.sharepoint.com/sites/oasiszone/Pages/HomePage.aspx%252FDefault.aspx%26lc%3D1033%26id%3D271345https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1001050/School_admissions_code_2021.pdf
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The In-Year Admissions Arrangements must set out how parents can apply for a school place, and, 

where academies 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 academy is 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.   

  

Academies must provide a hard copy of the information about in-year applications on request for 

those who do not have access to the internet.  

  

All In-Year Admissions Arrangements and processes should be reviewed on an annual basis to 

ensure they are fully up to date before being published on the academy website by the 31st August 

deadline.  

  

In most cases, the LA also manages the In-Year Admissions for academies, but it is up to the 

Principal to decide if this is the best approach.   

  

The LA must:   

• Provide information in their prospectus on how In-Year applications can be made and how 

they will be dealt with.  

• Provide a suitable application form and supplementary information where necessary for 

parents to complete.  

• Where an LA receives an in-year application for a school which manages its own in-year 

admissions, it must promptly forward the application to the relevant academy/person which 

must promptly process it in accordance with its own In-Year admission arrangements.  

• On request, provide information to a parent or carer about the places still available in all 

schools within its area and a suitable form for parents or carers to complete when applying 

for a place for their child at any school for which the LA is not the admission authority.  To 

enable the local authority to do this, academies must provide details of the number of 

places available whenever this information is requested. Academies should provide this 

information no later than two school days following receipt of a request from the local 

authority.  

  

In the case where the academy decides to manage In-Year admissions themselves, on receipt of 

an In-Year application, they must notify the LA of both the application and its outcome to allow the 

LA to keep up to date figures on the availability of places in the area.   

  

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

academy’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 of the school admissions 

code.  

  

For an In-Year application the academy must:   

• Offer a place or  

• Refuse to offer a place and offer a right of appeal.   
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Academies may refuse a place if this exceeds the Planned Capacity Number of that year group. 

Please note PAN is only a statutory requirement for the Normal Year of Entry. Even though PAN 

may be indicative of the planned capacity number for year groups other than the normal year of 

entry, this may not be the case and the academy is not obliged to offer all its places until the PAN 

has been reached. LAs will often use the PAN as the indicative number for year groups other than 

the Normal Year of Entry.   

  

However, if a school has organised itself in such a way as to only be able to cater for a lower 

number of students in those year groups without causing prejudice, the academy should inform the 

LA of their Planned Capacity Number so they are aware that any In-Year application is likely to be 

refused.   

  

If the LA is managing In-Year Admissions, the LA should consult with the academy as to whether it 

can offer a place. If this is not the case, the academy should challenge this process and ensure this 

is being followed. The NET capacity of the academy should be part of the consideration.   

  

17.0 Appeals   
  

The academy can refuse a place if it believes it can show that ‘the admission of an additional child 

will cause prejudice to the efficient education of others and the efficient use of resources.’  If a 

place is refused, the academy must inform parents or carers of their right to appeal against the 

refusal of a place.   

  

Any Appeal (whether it relates to the Normal Year of Entry or an In-Year Admission) must be 

defended by the school on the same basis i.e. that the admission of an additional child will cause 

prejudice to the efficient education of others or the efficient use of resources.      

  

When preparing an appeal that demonstrates prejudice, the academy should take account of the 

following factors:  

  

• Bottlenecks/points of congestion within school – corridors, dining hall etc.  

• Accommodation of the school – size of classrooms, science labs, dining hall, playground, 

playing fields  

• Building project – restricting accommodation? Portakabins?  

• Numbers of children with SEN or with EHCPs  

• Size of teaching groups and staffing levels •  Health and safety – science labs/ICT suites  

• Additional staff needed?  

• Staggered lunch times?  Staff on duty at lunch time  

• Additional burden on staff – record-keeping and assessment data  

  

Any admission Appeal is conducted in two parts:   

  

• Stage 1: In the first part the panel will look at the Admission Arrangements, check they are 

compliant with the law and check that they have been correctly applied to the applicant.  

The panel will also consider the school’s prejudice argument.   

• Stage 2: If the panel accept the school’s prejudice argument, they move on to the second 

stage where they will balance the disadvantage to the family of not admitting the child 

against the detriment to the school if the child were to be admitted.  The family will need to 

argue that the school is the only school for the child.  
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The Regional Director should sign off all Appeal submissions. The Principal should attend all 

appeals hearings where required or unless otherwise directed by the Regional Director.   

  

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. Admission authorities must not limit the grounds on which appeals can be made.  

  

18.0 Applicants with an EHCP Plan  
  

All children whose statement of special educational needs (SEN) or Education, Health and Care 

(EHC) plan names the school must be admitted. This is in accordance with the Education Act 2011 

and the Special Educational Needs Code of Practice.   

  

All academies where possible must meet these requirements, however, where it is not possible to 

meet the needs of the child or large numbers of children across the academy that already have 

complex needs, this must be taken into the consideration and the place rejected. This decision 

must be supported with detailed evidence as required and a collaborative approach taken to 

support the LA wherever possible to ensure the child is placed. In all cases this decision must be 

signed off by the Regional Director.   

  

It is essential that these applications are processed and reviewed by the SEND lead in the 

academy as early as possible.    

  

19.0 Working with the LA and Neighbouring Schools  
  

The academy must ensure that they have an up-to-date Service Level Agreement (SLA) with the 

LA for the management of admissions. It is the Principal’s responsibility to ensure that this is fit for 

purpose.  

  

LA admissions’ processes are different across the country. The academy should establish an 

effective working relationship with the LA admissions department, ensure that they clearly 

understand the admissions processes in detail and that they are effectively monitoring the service 

against the SLA agreement to ensure that all gaps are filled rapidly and the admissions process for 

Nursery, Reception, Year 7 and the Sixth Form is highly effective.   

  

It is the Principal’s responsibility to endeavour to ensure the academy holds effective working 

relationships will all neighbouring schools’ admissions teams and they work collaboratively on 

admissions, in every way possible.   

  

It is essential the Principal also works very closely with the LA and any school where a student is 

transitioning from to ensure that the provision of information is of good quality to support the 

transfer effectively. If there are concerns about this, it needs to be raised directly with the LA and 

the Regional Director.   

  

20.0 Nursery Admissions  
  

http://www.legislation.gov.uk/ukpga/2011/21/contents/enacted
http://www.legislation.gov.uk/ukpga/2011/21/contents/enacted
http://www.legislation.gov.uk/ukpga/2011/21/contents/enacted
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
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 20.1  Nursery Admissions Arrangements  
  

Nursery Admissions are not managed under the School Admissions Code. All academies with a 

nursery need to produce Nursery Admission Arrangements, which need to be published as a 

document. Appendix B is a template for Nursery Admissions Arrangements and includes the 

following sections:   

• About our Nursery  

• Age Range  

• Admission Number  

• Application process  

• Admissions Process  

• Waiting Lists  

• Over Subscription criteria and Tie-break  

• Process for removal of a place  

• Funding   

• Notes/Definitions  

• Application Form  

  

Nursery Admissions Arrangements do not need to include any process for appeal.   

  

Nursery Admissions Arrangements must be published and accessible on the academy website and 

available from the academy directly if requested.  

  

Nursery Admissions Arrangements should include a process for the refusal of a place and for the 

removal of a place. This is a decision that is made by the Principal based on suitability. The 

process for this should be clearly defined in the Nursery Admission Arrangements.  

  

All Nursery admissions are managed directly by the academy and not the LA. Details of the specific 

academy process should be detailed in the Nursery Admission Arrangements.   

  

We encourage all academies to liaise with their LA when producing their Nursery Admission 

Arrangements and follow any relevant guidelines, however, these arrangements are not subject to 

the same statutory requirements around consultation as with all other age ranges.  

  

Most academies will use the over subscription criteria used for the Primary Phase, although this is 

not mandatory, and variations can be made.   

  

All Nursery Admissions Arrangements should be reviewed on an annual basis to ensure they are 

fully up to date, but there is no statutory timeframes that this should be completed in.   

  

The Nursery Admissions Arrangements must be signed off by the Regional Director.   

  

  

  

 20.2  Nursery Admissions Process  
  

The academy must have a robust method of managing applications and waiting lists, in line with 

those detailed in the Nursery Admissions Arrangements (Appendix B).  
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The academy should not be providing any nursery sessions outside of those that are free and we 

receive funding or if the parents pay for additional hours. Information about funding and process for 

parents to pay should be outlined in the Nursery Admission Arrangements. Any variation to needs 

to be signed off by the Regional Director and the Regional Finance Manager.  

  

Many of our academies have a specific brand for their nurseries, this is encouraged as it supports 

engagement. Academies should liaise directly with the Comms Team if this is required or needs 

updating.   

  

Example of nursery branding:   

  

  

 

  

21.0 Compliance and Admissions Documents  
  

For primary, secondary and sixth forms, academies must have published on their websites both the 

current and following year’s Admissions Arrangements and their In-Year Admissions Arrangements 

documents. These should be in the format of links to documents rather than pages on the website.  

  

The following is a summary of the admissions documents that should be made available on your 

academy website and provided by the academy on request.  

  

Academy Type   Documents  
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Nursery  Nursery Admissions Arrangements (Appendix B)  

Please note nursery admissions arrangements are managed by 
academies and therefore do not form part of the statutory consultation 
process. However, it is best practice to publish a nursery admissions 
arrangements document on academy websites.  

   

Nursery and 

Primary/Infant  

Nursery Admissions Arrangements (Appendix B)  

Admissions Arrangements (Appendix A) Current Year  

Admissions Arrangements (Appendix A) Following Year  

In-Year Admission Arrangements (Appendix C)  

   

Primary/Infant/Junior  Admissions Arrangements (Appendix A) Current Year  

Admissions Arrangements (Appendix A) Following Year  

In-Year Admission Arrangements (Appendix C)  

   

Secondary   Admissions Arrangements (Appendix A) Current Year  

Admissions Arrangements (Appendix A) Following Year  

In-Year Admission Arrangements (Appendix C)  

   

Secondary and 

Sixth Form  

Admissions Arrangements (Appendix A) Current Year  

Admissions Arrangements (Appendix A) Following Year  

In-Year Admission Arrangements (Appendix C)  

(x2 – can have separate Documents for Secondary or Sixth Form or can 
be part of the same document – academy to determine best approach)  

   

Sixth Form  Admissions Arrangements (Appendix A) Current Year  

Admissions Arrangements (Appendix A) Following Year  

In-Year Admission Arrangements (Appendix C)  

   

All Through (nursery 

to Sixth Form)  

Nursery Admissions Arrangements (Appendix B)  

All-Through Admissions Arrangements (Appendix D) Current Year  

All-Through Admissions Arrangements (Appendix D) Following Year In-

Year Admission Arrangements (Appendix C)  

   

  

22.0 Website – Admissions Page  
  

The website must contain all the mandatory information outlined in this policy, including when and if 

the PAN decreases or increases.   

However, the website also provides an excellent opportunity to ensure that it offers advice and 

guidance relating to admissions and acts as a key element of the recruitment of new students. 

Advice to academies is that they should structure their admissions’ page in three separate 

elements:   
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See Appendix J for an example of a proposed template for the website admissions page layout.  All 

academies with a nursery and a sixth form are advised to have separate well-populated pages for 

each phase to ensure that the offer and application information is clear. This is a great opportunity to 

display any bespoke branding that the academy has created.  

  

23.0 Localised One Plan Information  
  

The roles and responsibilities in this policy are clearly defined. It is important that all the statutory 

requirements are carried out and reviewed on an annual basis. It is advised that the academy 

Development Plan contains the key information relating to admissions, including the following:   

• Names of key admissions staff  

• Details of last and next statutory consultation  

• Proposed changes temporary or permanent to PAN  

• PAN and Planned Capacity Numbers  

• Confirmation all mandatory documents in place  

• Key Priorities  

  

24.0 Data Tracking  

OCL collects data from each academy regularly to track student mobility and target support 

accordingly. OCL Director’s group and the OCL Board will review the admissions data on a termly 

basis.   

  

25.0 Sharing Good Practice  
   
 25.1  Admissions Microsoft Teams (MS Teams) Group  

The Admissions MS Teams Group is the platform for the sharing of best practice across the Trust 

and is made up of all Principals, senior leaders in charge of admissions and all admissions leads. 

To be added to the MS Teams Group please contact – Herminder.Channa@oasisuk.org   

  

  

  

Why  
Apply 

• A last opportunity to explain why the academy is the best choice for their  
child, potentially including parent quotes on how great the academy has  
been with helping their child to settle - in to their new school. 

How to  
Apply 

• A straightforward process, potentially with a diagram or timeline on how to  
apply.  

Admissions  
documents 

• Outlined in section above 



  

 

26  
OCL ADMISSIONS POLICY  
(V3.0 – February 2022)  
(Herminder Channa)  

 25.2  An effective student recruitment strategy  
  

An effective admissions strategy will include the following:  

• A member of staff whose key responsibility is admissions.  

• Does the academy have information on how the LA’s admissions’ process works that can 

be understood by local families/local families whose first language is not English?   • 

 Does the academy take families’ information when they visit the academy so that 

the person responsible for admissions can follow up on their interest?  

• A positive welcome and response from the very first and subsequent telephone and email 

contact with the academy. Is there training for administrators to support this provision and is 

there a script for this?  

• The academy having information/materials available to encourage families to consider 

sending their child to the academy for schooling? e.g. prospectus, invitation to open 

days/meet with the Principal.  

• High quality additional branding e.g. photos, videos, a banner outside the academy.   

• Considering all audiences: parents of nursery children, parents of reception-age children, 

parents of Year 4 and Year 5 students choosing a secondary school, Year 10 and 11 

choosing sixth form.  

• Having an academy strapline and establishing four to five key messages.  Changing the 

impression the local community has of the school can only happen if we are intentional 

about sharing the academy’s vision, its strengths and priorities and then repeating these 

messages everywhere.   

• Publicising the work of the Hub and ensuring that materials encouraging families in the local 

community to consider choosing the academy are available to take away.   

• Testimonials from people who have experienced the academy and the people who work 

there provide a powerful endorsement for families considering choosing you. Or people who 

you can suggest prospective parents speak to.  

• Positive feedback on Parent View.  

• Academy or Hub hosted events that encourages local families to come into the academy.  

E.g. Stay and Play, Half-term play sessions, summer fete, Christmas fairs, class 

assemblies, celebrations, subject taster days, sport and arts events, holiday activity weeks.  

• Does the academy use its website and social media channels to advertise and inform 

parents of information about the Nursery/Reception/Year 4, 5 and 6/Sixth form?  

• Does the academy website have an online form that families can fill out to sign up to 

receive news and information about upcoming events?  

• If Open evenings are in September/October, are these advertised (on websites, social 

media, hanging banners, leaflets, posters) in the June/July prior to the summer break, and 

again in the lead up to the events?  

• If the academy struggles for numbers at Open Evenings and Open Days, have you 

considered a leaflet drop to all houses in the local area? Or advertising on Facebook?  

• Are materials about nursery or primary education left at GP surgeries, libraries, and 

community centres?  Shared on relevant Facebook groups and pages?  

• Does the Principal and Year group leader from the academy visit or engage with local 

nurseries / feeder primary schools to supply information about the academy to local 

families?  

  

  

 25.3  Effective Management of In-Year admissions  
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An effective In-Year admissions strategy will include the following:  

• A positive welcome and response from the very first and subsequent telephone and email 

contact with the academy.   

• When the academy is contacted by phone or email regarding a new student during 

termtime, are contact details being logged and are the family contacted by the 

Principal/member of SLT as soon as possible?  

• Are families invited to come into the academy and meet the Principal?  Is it possible to offer 

to fill out forms with the family, making a computer available?  

• Does the academy have an In-Year induction process? e.g.  Does the new student have a 

visit from the class teacher? Is the student allocated an older student as a buddy? Is there 

an intensive EAL provision if required?  

• If there is a formal induction process, is this made clear on websites/any printed materials?  

This reassurance may make the difference in the family choosing the academy.  

• Does the website have an online form that families can use to register their interest?  The 

academy can then use the information to follow-up.  

• Does any printed material/information on the website include a recent case study from a 

parent whose child joined In-Year, advocating the induction process?  

  

 25.4  Branding / marketing materials  

  

Successfully marketing an academy involves sharing positive messages across a number of 

communication channels that encourages audiences to have a better opinion of the academy, and 

subsequently consider joining or supporting the work you do for your students.   

  

Messages will commonly fall into one of a number of categories: exceptional education / teaching / 

learning (both students and staff), extra-curricular activities, making a difference in your community, 

advertising an event or way for people to engage.    

  

This approach relies on being intentional and consistent in the creation of high-quality content.  

Reporting and celebrating what is happening at the academy will create the majority of stories, 

however there is also value from working alongside local organisations, businesses, charities and 

education establishments on projects or initiatives for students helps to create content to share with 

different audiences.  

  

High quality branding materials are key to the success of an effective admissions programme. 

Support can be secured from the Comms team with the following:  

• Making the most of social media, and targeted advertising.  

• Developing the academies’ online presence, making the most of the academy website and 

encouraging new users to access key information.  

• The development of key messages and how to share them consistently.  

• High quality branding; banners, posters, prospectuses, leaflets, merchandise, building 

branding.   

• Advice on how to develop links with local businesses, universities, charities.  

• Obtaining new materials; photoshoots, video content, graphics.  

• Templates for key admission events (e.g. letters to new students, social media graphics for 

Offer Day etc).   
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26.0 Training  

We believe that regular training and sharing of best practice is key to a successful admissions 

practice. Our National Lead for Admissions organises a range of CPD to support those responsible 

for admissions. This is generally remote training and sharing of best practice. There is a wealth of 

resources now available to support academies. Training is publicised in the national weekly 

bulletin. Colleagues should contact Herminder.Channa@oasisuk.org for more information 

regarding CPD.   

  

27.0 The Hub Council  

  

The Hub Council can support with messaging, events and other communications relating to 

admissions.   

  

28.0 Other Policies  
  

Ensure that you read this policy in conjunction with:   

  

OCL Student Equality and Inclusion Policy  

OCL Data Protection Policies  

OCL SEND Policy  

OCL Code of Conduct  

OCL Charging Policy  

OCL Complaints Policy  

  

  

  

RACI matrix  
  

“R” for anyone who is “Responsible” for a task listed in the policy, an “A” for anyone who is “Accountable”, a 

“C” for anyone who must be “Consulted” under the policy and “I” for anyone who must be “Informed” about 

aspects of the policy.  

  

Policy Element       Leadership   Academy   

  

  

  

  

  

  

  

  

  

 

 
 

   
 

 

 

OCL Admissions Policy is updated annually    A    C  A  R        
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Academy admission arrangements are reviewed annually           A  R        

Over subscription criteria are agreed        C  A  R        

Admissions consultation process is followed precisely           A  R        

In year admissions are manged effectively           A  R        

The appeals process is followed accurately           A  R        

If applicable, Nursery admission arrangements are 

published and revised annually   

        A  R        

Admissions details are up to date on academy website          A  A  R  R    

A student recruitment strategy is in place if there are 

places unfilled  

        A  A  R      

A strong, positive relationship has been formed with the 

admission department at the Local Authority   

          A  R      

                    

Appendices  
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APPENDIX A: Admission Arrangements Document Template (Primary, Secondary or Sixth Form)  

 [PLACE ACADEMY LOGO HERE]   

                                                                                                                              
Oasis Academy [name], Admission Arrangements for [year]  

Introductory statement  

Oasis Academy [name] is an academy where all young people are given the opportunity they 

deserve to make excellent progress and fulfil their full potential.  Oasis academy [name] is a fully 

inclusive [primary, secondary] academy, accepting children of all abilities, of any faith or none.   

Admission number(s)  

The school has an admission number of [number] for entry in year [the relevant age group - 

reception, year 7 or year 12].  

The school will accordingly admit this number of students if there are sufficient applications. Where 

fewer applicants than the published admission number(s) for the relevant year group are received, 

the Academy Trust will offer places at the school to all those who have applied.  

Application process  

Details of the LA Process including where to access the Common Application Form (CAF). Provide 

links where relevant.   

Arrangements for applications for places to [reception, year 7, year 12] at the Academy will be made 

in accordance with [Academy’s local authority name’s] co-ordinated admission arrangements and will 

be made on the Common Application Form provided and administered by [Academy’s local authority 

name].  

Please access the application form by visiting [Academy’s local authority name’s] website, [URL of 

local authority’s website].  
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The process of allocating places will begin after [deadline date]. You will be sent a letter or email 

from [Academy’s local authority name] on [allocation date].  

Oversubscription criteria and Tie Break  

When the school is oversubscribed, after the admission of students with an Education, Health and Care 

plan or a Statement of Special Educational Needs naming the school, priority for admission will be 

given to those children who meet the criteria set out below, in priority order:  

1. Looked after children and children who were previously looked after but immediately after 

being looked after became subject to adoption, a child arrangements order, or special 

guardianship order. This includes those children who appear to Oasis Community Learning to 

have been in state care outside of England and ceased to be in state care as a result of 

being adopted. Previously looked after children are children who were looked after but  

ceased to be so because they were adopted (or became subject to a child arrangements 

order or special guardianship order).  

2. [Oversubscription criteria]  

3. [Oversubscription criteria]  

4. [Oversubscription criteria]  

5. [Oversubscription criteria]  

6. [Other children]  

Late applications  

Details of the LA process including links where relevant  

All applications received by [Academy’s local authority name] after the deadline will be considered to be 

late applications. Late applications will be considered after those received on time. If, following 

consideration of all applicants the school is oversubscribed, parents may request that their child is 

placed on the school’s waiting list.  

If applicable - For more information on late applications, please visit [Academy’s local authority 

name’s] website [URL of local authority’s website]. Admission of children outside their normal 

age group  

Parents may request that their child is admitted outside their normal age group.  To do so parents should 

include a request with their application, specifying why admission out of normal year group is being 

requested, and the year group in which they wish their child to be allocated a place.   

[Details of academy process] When such a request is made, the academy Trust will make a decision on 

the basis of the circumstances of the case and in the best interests of the child concerned, taking into 

account the views of the Principal and any supporting evidence provided by the parent.  

In the first instance, please contact [academy email contact].  

Waiting lists  

The waiting list for Oasis Academy [name] is held and maintained by [insert academy name or 

academy’s local authority name, whichever is applicable].    
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If applicable - For more information on the waiting list, please visit [academy’s local authority name’s] 

website [URL of local authority’s website].  

Appeals  

All applicants refused a place have a right of appeal to an independent appeal panel constituted and 

operated in accordance with the School Admission Appeals Code.  

Appellants should contact [name/address of relevant contact at Academy’s local authority] by 

[appeals’ deadline date] for information on how to appeal. Information on the timetable for the 

appeals process is on [URL of local authority’s website].  

Applicants living outside the Local Authority  

Parents living outside the Local Authority, where the academy is located, should use the Common 

Application Form provided by their home Local Authority.   

  

  

Notes/Definitions Include the definitions below that are applicable to your academy’s 

oversubscription. The definitions below are examples taken from a DfE best practice example. 

Please check with your LA what their definitions are and amend your document as appropriate.  

  

Looked after children and previously looked after children  

  

i.  Looked after children are those who are in the care of a local authority or provided with 

accommodation by that authority under section 22 of the Children Act 1989.  1989 Children’s  

Act ii.  In relation to school admissions legislation a ‘looked after child’ is a child in public 

care at the time of application to a school.  Applicants can provide evidence demonstrating their 

child was previously in care to an institution acting as a Local Authority, or an organisation that 

supports the best interests of the community/child. In the case of previously looked after children, 

admission authorities may request a copy of the adoption order, child arrangements order or special 

guardianship order and a letter from the local authority that last looked after the child, confirming 

that they were looked after immediately prior to that order being made, or such evidence that 

demonstrates a child was in state care outside of England prior to being adopted.  

  

Home address:  

  

The home address is where a child normally lives.  Where a child lives with parents with shared 

parental responsibility, each for part of a week, the address where the child lives is determined using 

a joint declaration from the parents stating the pattern of residence. If a child’s residence is split 

equally between both parents, then parents will be asked to determine which residential address 

should be used for the purpose of admission to school. If no joint declaration is received where the 

residence is split equally by the closing date for applications, the home address will be taken as the 

address where the child is registered with the doctor. If the residence is not split equally between both 

parents then the address used will be the address where the child spends the majority of the school 

week.  

  

Sibling:  

  

https://urldefense.com/v3/__https:/www.legislation.gov.uk/ukpga/1989/41/contents__;!!KUxdu5-bBfnh!qwsDTzo0SYIDmV5mmViDpwJIqwtpo3yCfSJNXDnEZGtlPJV6RyzeBxZsNMTlW-gvnPmyKuw$
https://urldefense.com/v3/__https:/www.legislation.gov.uk/ukpga/1989/41/contents__;!!KUxdu5-bBfnh!qwsDTzo0SYIDmV5mmViDpwJIqwtpo3yCfSJNXDnEZGtlPJV6RyzeBxZsNMTlW-gvnPmyKuw$
https://urldefense.com/v3/__https:/www.legislation.gov.uk/ukpga/1989/41/contents__;!!KUxdu5-bBfnh!qwsDTzo0SYIDmV5mmViDpwJIqwtpo3yCfSJNXDnEZGtlPJV6RyzeBxZsNMTlW-gvnPmyKuw$


  

 

33  
OCL ADMISSIONS POLICY  
(V3.0 – February 2022)  
(Herminder Channa)  

‘Sibling’ means a natural brother or sister, a half brother or sister, a legally adopted brother or sister 

or half-brother or sister, a stepbrother or sister or other child living in the same household as part of 

the same family who, in any of these cases, will be living at the same address at the date of their 

application for a place.  

  

Free School Meals Priority:  

Those eligible for free school meals admission priority are children who:  

  

• Are currently registered as eligible for free school meals  

  

Children for whom their parents cannot provide evidence that their child is currently registered for 

free school meals but where the child or its parents receive any of the following:  

  

• Universal Credit  

• Income Support  

• income-based Jobseekers Allowance;  

• an income-related employment and support allowance;  

• support under part VI of the Immigration and Asylum Act 1999  

• Child Tax Credit (provided they are not entitled to Working Tax Credit) and have an annual 

income that, from 6 April 2011, does not exceed £16,190 (as assessed by Her Majesty's 

Revenue and Customs);  

• where a parent is entitled to the Working Tax Credit run-on (the payment someone receives 

for a further four weeks after they stop qualifying for Working Tax Credit)  

  

Medical and Social Need:  

‘Social need’ does not include a parent’s wish that a child attends the school because of a child’s 

aptitude or ability or because their friends attend the school.  ‘Medical need’ does not include mild 

medical conditions. This means that, typically, a doctor or social worker etc should write supporting 

the application on the basis that for medical or social reasons (family breakdown, bullying, abuse, 

psychological etc) the child needs to go to the school/Academy above all others because of the 

child’s particular need or, if the school wishes, the parent’s need.  
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APPENDIX B: Nursery Admission Arrangement Template  

  

[PLACE NURSERY LOGO HERE IF APPLICABLE)  [PLACE ACADEMY LOGO HERE]   

                                                                                      
Oasis Academy [name], Nursery Admission Arrangements for [year]  

About our nursery  

Oasis Academy [nursery name] is a nursery where our young people are given the care, support, 

and opportunity to develop and grow in a safe and encouraging environment, and prepare for their 

step into life at school.  Oasis Academy [nursery name] is a fully inclusive provision, accepting 

children of all abilities, of any faith or none.   

Age range  

Oasis Academy [nursery name] has classes for [as applicable] both 2-year-olds and 3-year-olds 

which your child would typically start the term after their 2nd or 3rd birthday.  

Admission number(s)  

The nursery has an admission number of [number].  

The school will accordingly admit this number of children if there are sufficient applications.   

If applicable – also enter information about morning/afternoon sessions and stipulate if places are 

available term-time only.   

Application process  

If you are a Parent or Carer and wish to apply for a place in our two-year-old and three-year-old 

Nursery at Oasis Academy [nursery name], you will need to complete our Application Form available 

on our website or from our reception. Please note that children who have a place in our nursery do not 

automatically move into our Reception classes. Parents and Carers must apply for a Reception place 

for their child via [local authority’s] admissions service.  

The closing dates for application for [insert relevant nursery intakes, i.e. September, January and 

April] are [insert deadlines].   
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The process of allocating places will begin after [this/these] date[s] and you will be sent a letter or 

email from the Academy by [date of offers].  

For more information please contact us on [academy contact information].  Application forms must 

be returned to the academy reception.  

  

  

Funding   

If applicable – For two-year olds - Depending on your circumstances, you may be eligible for free 

childcare.   

Please check your eligibility by contacting [academy local authority] at [academy’s local authority’s 

website) for further information.    

If applicable – For three-year olds.  Depending on your circumstances, you may be eligible for free 

childcare through the Nursery Education Fund (NEF).  Please visit the Government’s advice website 

https://www.gov.uk/30-hours-free-childcare for more information.    

If you believe you are eligible, please let us know when you make your application.  

Oversubscription criteria and Tie Break  

Where the number of applications for admission is greater than the published number, applications will 

be considered against the oversubscription criteria set out below, after the admission of students with 

an Education, Health and Care plan or a Statement of Special Educational Needs naming the school.    

1. Looked after children and children who were previously looked after but immediately after 

being looked after became subject to adoption, a child arrangements order, or special 

guardianship order. This includes those children who appear to Oasis Community Learning to 

have been in state care outside of England and ceased to be in state care as a result of 

being adopted. Previously looked after children are children who were looked after but 

ceased to be so because they were adopted (or became subject to a child arrangements 

order or special guardianship order).  

2. [Oversubscription criteria]  

3. [Oversubscription criteria]  

4. [Oversubscription criteria]  

5. [Oversubscription criteria]  

6. [Other children]  

Notes/Definitions Include the definitions below that are applicable to your academy’s 

oversubscription. The definitions below are examples taken from a DfE best practice example. 

Please check with your LA what their definitions are and amend your document as appropriate.  

Looked after children and previously looked after children  

  

i.  Looked after children are those who are in the care of a local authority or provided with 

accommodation by that authority under section 22 of the Children Act 1989.  1989 Children’s  

https://www.gov.uk/30-hours-free-childcare
https://www.gov.uk/30-hours-free-childcare
https://www.gov.uk/30-hours-free-childcare
https://www.gov.uk/30-hours-free-childcare
https://www.gov.uk/30-hours-free-childcare
https://www.gov.uk/30-hours-free-childcare
https://www.gov.uk/30-hours-free-childcare
https://www.gov.uk/30-hours-free-childcare
https://urldefense.com/v3/__https:/www.legislation.gov.uk/ukpga/1989/41/contents__;!!KUxdu5-bBfnh!qwsDTzo0SYIDmV5mmViDpwJIqwtpo3yCfSJNXDnEZGtlPJV6RyzeBxZsNMTlW-gvnPmyKuw$
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Act ii.  In relation to school admissions legislation a ‘looked after child’ is a child in public 

care at the time of application to a school.  Applicants can provide evidence demonstrating their 

child was previously in care to an institution acting as a Local Authority, or an organisation that 

supports the best interests of the community/child. In the case of previously looked after children, 

admission authorities may request a copy of the adoption order, child arrangements  

order or special guardianship order and a letter from the local authority that last looked after 

the child, confirming that they were looked after immediately prior to that order being made, 

or such evidence that demonstrates a child was in state care outside of England prior to 

being adopted.  

  

Home address:   

The home address is where a child normally lives.  Where a child lives with parents with shared 

parental responsibility, each for part of a week, the address where the child lives is determined using 

a joint declaration from the parents stating the pattern of residence. If a child’s residence is split 

equally between both parents, then parents will be asked to determine which residential address 

should be used for the purpose of admission to school. If no joint declaration is received where the 

residence is split equally by the closing date for applications, the home address will be taken as the 

address where the child is registered with the doctor. If the residence is not split equally between both 

parents then the address used will be the address where the child spends the majority of the school 

week.  

Sibling: ‘Sibling’ means a natural brother or sister, a half brother or sister, a legally adopted brother 

or sister or half-brother or sister, a stepbrother or sister or other child living in the same household 

as part of the same family who, in any of these cases, will be living at the same address at the date 

of their application for a place.  

Medical and Social Need:  

‘Social need’ does not include a parent’s wish that a child attends the school because of a child’s 

aptitude or ability or because their friends attend the school.  ‘Medical need’ does not include mild 

medical conditions. This means that, typically, a doctor or social worker etc should write supporting 

the application on the basis that for medical or social reasons (family breakdown, bullying, abuse, 

psychological etc) the child needs to go to the school/Academy above all others because of the 

child’s particular need or, if the school wishes, the parent’s need.  

  

  

  

  

  

  

  

  

  

https://urldefense.com/v3/__https:/www.legislation.gov.uk/ukpga/1989/41/contents__;!!KUxdu5-bBfnh!qwsDTzo0SYIDmV5mmViDpwJIqwtpo3yCfSJNXDnEZGtlPJV6RyzeBxZsNMTlW-gvnPmyKuw$
https://urldefense.com/v3/__https:/www.legislation.gov.uk/ukpga/1989/41/contents__;!!KUxdu5-bBfnh!qwsDTzo0SYIDmV5mmViDpwJIqwtpo3yCfSJNXDnEZGtlPJV6RyzeBxZsNMTlW-gvnPmyKuw$
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APPENDIX C: In-Year Admission Arrangement Template (applicable to all phases)  

  

[PLACE ACADEMY LOGO HERE]   

                                                                                                                               
  

Oasis Academy [name], In-year Admission Arrangements for [year]  

Introductory statement  

Oasis Academy [name] is an academy where all young people are given the opportunity they 

deserve to make excellent progress and fulfil their full potential.  Oasis academy [name] is a fully 

inclusive [primary, secondary] academy, accepting children of all abilities, of any faith or none.   

Application process  

We welcome initial enquiries from parents and careers who would like information regarding 

admission to the Academy in-year, and our waiting lists.   

In the first instance, please contact our office regarding admissions by [telephone number, email 

address, if applicable admissions officer’s name] or call into the reception between [times of office 

opening hours].  

Arrangements for applications for places are administered by [Academy’s local authority name], who 

you can contact by [academy’s local authority’s telephone number, email address, postal address].   

Waiting lists  

As the academic year has now begun, it may be that you will need to join Oasis Academy [name’s] 

waiting list.  The waiting list is held and maintained by [Academy’s local authority name].    

If applicable - For more information on the waiting list, please visit [Academy’s local authority 

name’s] website [URL of local authority’s website].  

Oversubscription criteria and Tie Break  

When the school is oversubscribed, after the admission of students with an Education, Health and Care 

plan or a Statement of Special Educational Needs naming the school, priority for admission will be 

given to those children who meet the criteria set out below, in priority order:  

7. Looked after children and children who were previously looked after but immediately after 

being looked after became subject to adoption, a child arrangements order, or special 

guardianship order. This includes those children who appear to Oasis Community Learning 

to have been in state care outside of England and ceased to be in state care as a result of 

being adopted. Previously looked after children are children who were looked after but 

ceased to be so because they were adopted (or became subject to a child arrangements 

order or special guardianship order).  

1. [Oversubscription criteria]  
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2. [Oversubscription criteria]  

3. [Oversubscription criteria]  

4. [Oversubscription criteria]  

5. [Other children]  

Admission of children outside their normal age group  

Parents may request that their child is admitted outside their normal age group.  To do so parents should 

include a request with their application, specifying why admission out of normal year group is being 

requested, and the year group in which they wish their child to be allocated a place.   

[Details of academy process] When such a request is made, the academy trust will make a decision on 

the basis of the circumstances of the case and in the best interests of the child concerned, taking into 

account the views of the Principal and any supporting evidence provided by the parent.  

In the first instance, please contact [academy email contact].  

Appeals  

All applicants refused a place have a right of appeal to an independent appeal panel constituted and 

operated in accordance with the School Admission Appeals Code.  

Appellants should contact [name/address of relevant contact at Academy’s local authority] for 

information on how to appeal.   

Notes/Definitions Include the definitions below that are applicable to your academy’s 

oversubscription. The definitions below are examples taken from a DfE best practice example. 

Please check with your LA what their definitions are and amend your document as appropriate.  

Looked after children and previously looked after children  

  

i.  Looked after children are those who are in the care of a local authority or provided with 

accommodation by that authority under section 22 of the Children Act 1989.  1989 Children’s  

Act ii.  In relation to school admissions legislation a ‘looked after child’ is a child in public 

care at the time of application to a school.  Applicants can provide evidence demonstrating their 

child was previously in care to an institution acting as a Local Authority, or an organisation that 

supports the best interests of the community/child. In the case of previously looked after children, 

admission authorities may request a copy of the adoption order, child arrangements order or special 

guardianship order and a letter from the local authority that last looked after the child, confirming 

that they were looked after immediately prior to that order being made, or such evidence that 

demonstrates a child was in state care outside of England prior to being adopted.  

  

Home address:  

The home address is where a child normally lives.  Where a child lives with parents with shared 

parental responsibility, each for part of a week, the address where the child lives is determined using a 

joint declaration from the parents stating the pattern of residence.   

If a child’s residence is split equally between both parents, then parents will be asked to determine 

which residential address should be used for the purpose of admission to school. If no joint 

declaration is received where the residence is split equally by the closing date for applications, the 

home address will be taken as the address where the child is registered with the doctor. If the 

https://urldefense.com/v3/__https:/www.legislation.gov.uk/ukpga/1989/41/contents__;!!KUxdu5-bBfnh!qwsDTzo0SYIDmV5mmViDpwJIqwtpo3yCfSJNXDnEZGtlPJV6RyzeBxZsNMTlW-gvnPmyKuw$
https://urldefense.com/v3/__https:/www.legislation.gov.uk/ukpga/1989/41/contents__;!!KUxdu5-bBfnh!qwsDTzo0SYIDmV5mmViDpwJIqwtpo3yCfSJNXDnEZGtlPJV6RyzeBxZsNMTlW-gvnPmyKuw$
https://urldefense.com/v3/__https:/www.legislation.gov.uk/ukpga/1989/41/contents__;!!KUxdu5-bBfnh!qwsDTzo0SYIDmV5mmViDpwJIqwtpo3yCfSJNXDnEZGtlPJV6RyzeBxZsNMTlW-gvnPmyKuw$
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residence is not split equally between both parents then the address used will be the address 

where the child spends the majority of the school week.  

Sibling: ‘Sibling’ means a natural brother or sister, a half brother or sister, a legally adopted brother 

or sister or half-brother or sister, a stepbrother or sister or other child living in the same household 

as part of the same family who, in any of these cases, will be living at the same address at the date 

of their application for a place.  

Free School Meals Priority:  

Those eligible for free school meals admission priority are children who:  

• Are currently registered as eligible for free school meals  

Children for whom their parents cannot provide evidence that their child is currently registered for free 

school meals but where the child or its parents receive any of the following:  

• Universal Credit  

• Income Support  

• income-based Jobseekers Allowance;  

• an income-related employment and support allowance;  

• support under part VI of the Immigration and Asylum Act 1999  

• Child Tax Credit (provided they are not entitled to Working Tax Credit) and have an annual 

income that, from 6 April 2011, does not exceed £16,190 (as assessed by Her Majesty's 

Revenue and Customs);  

• where a parent is entitled to the Working Tax Credit run-on (the payment someone receives 

for a further four weeks after they stop qualifying for Working Tax Credit)  

• the Guarantee element of State Pension Credit  

Parents will be required to provide evidence of eligibility with their application.  

Pupil Premium Priority:  

Those eligible for Pupil Premium admission priority are children who:  

• Are currently registered as eligible for free school meals;  

• Have been registered as eligible for free school meals at any point in the last six years    

Children for whom their parents cannot provide evidence that their child is currently registered for free 

school meals, [or has been in the past 6 years] but where the child or its parents receive any of the 

following:  

• Universal Credit  

• Income Support;  

• income-based Jobseekers Allowance;  

• an income-related employment and support allowance;  

• support under part VI of the Immigration and Asylum Act 1999  

• Child Tax Credit (provided they are not entitled to Working Tax Credit) and have an annual 

income that, from 6 April 2011, does not exceed £16,190 (as assessed by Her Majesty's 

Revenue and Customs);  
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• where a parent is entitled to the Working Tax Credit run-on (the payment someone receives 

for a further four weeks after they stop qualifying for Working Tax Credit);  

• the Guarantee element of State Pension Credit  

Parents will be required to provide evidence of eligibility with their application  

Medical and Social Need:  

‘Social need’ does not include a parent’s wish that a child attends the school because of a child’s 

aptitude or ability or because their friends attend the school.  ‘Medical need’ does not include mild 

medical conditions. This means that, typically, a doctor or social worker etc should write supporting 

the application on the basis that for medical or social reasons (family breakdown, bullying, abuse, 

psychological etc) the child needs to go to the school/Academy above all others because of the 

child’s particular need or, if the school wishes, the parent’s need.  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

APPENDIX D: Admissions Arrangements document template for all-through academies  

  

[PLACE ACADEMY LOGO HERE]   
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Oasis Academy [name], Admission Arrangements for [year]  

  

Introductory statement  

Oasis Academy [name] is an academy where all young people are given the opportunity they deserve 

to make excellent progress and fulfil their full potential.  Oasis academy [name] is a fully inclusive for 

accepting children of all abilities, of any faith or none.   

Application process for each phase  

Reception    

Provide details of the LA Process including where to access the Common Application Form (CAF). 

Provide links where relevant.  

Arrangements for applications for places at the Academy will be made in accordance with 

[Academy’s local authority name’s] co-ordinated admission arrangements and will be made on the 

Common Application Form provided and administered by [Academy’s local authority name].   

The Academy has a Published Admissions Number (PAN) of [insert number] students in Reception.  

The process of allocating places will begin after [deadline date]. You will be sent a letter or email 

from [Academy’s local authority name] on [allocation date].  

Year 7  

Provide details of the LA Process including where to access the Common Application Form (CAF). 

Provide links where relevant.  

Arrangements for applications for places at the Academy will be made in accordance with 

[Academy’s local authority name’s] co-ordinated admission arrangements and will be made on the 

Common Application Form provided and administered by [Academy’s local authority name].   

The Academy has a Published Admissions Number (PAN) of [insert number] students in Year 7. 

[Include specific details about Reception students having a place secured for them in Year 7 and if 

applicable, explain that this is not an automatic move and parents must still apply for a place at the 

secondary school through the LA] If you are unsure of the process, please check with the LA and 

amend paragraph accordingly   

If applicable add - In the event of oversubscription, and after all students applying from Year 6 have 

been accommodated, any remaining places will be offered strictly in line with the oversubscription 

criteria set to the overall size of the year group of [insert PAN].   

The process of allocating places will begin after [deadline date]. You will be sent a letter or email 

from [Academy’s local authority name] on [allocation date].  

Sixth Form  

The Academy’s Sixth Form (Year 12) provides a total of [insert number of places across two-year 

groups]. The admission number for Year 12 is [insert places] minus those students eligible to 

transfer from Oasis Academy [insert academy name] Year 11.  
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The Academy will publish academic entry criteria on its website, which will be the same for both 

external and internal applicants.  

If applicable, provide further details for your Sixth Form Admissions Arrangements.  

Oversubscription criteria and Tie Break  

Reception and Year 7  

When the school is oversubscribed, after the admission of students with an Education, Health and Care 

plan or a Statement of Special Educational Needs naming the school, priority for admission will be 

given to those children who meet the criteria set out below, in priority order:  

1. Looked after children and children who were previously looked after but immediately after 

being looked after became subject to adoption, a child arrangements order, or special 

guardianship order. This includes those children who appear to Oasis Community Learning to 

have been in state care outside of England and ceased to be in state care as a result of being 

adopted. Previously looked after children are children who were looked after but ceased to be 

so because they were adopted (or became subject to a child arrangements order or special 

guardianship order).   

2. [Oversubscription criteria]  

3. [Oversubscription criteria]  

4. [Oversubscription criteria]  

5. [Oversubscription criteria]  

6. [Other children]  

  

Sixth Form  

Where the number of external applications exceeds the number of post-16 places available and 

after the admission of students with Education, Health and Care Plans where the Academy is 

named on the plan, the criteria will be applied in the order in which they are set out below:  

1. Looked after children and children who were previously looked after but immediately after 

being looked after became subject to adoption, a child arrangements order, or special 

guardianship order. This includes those children who appear to Oasis Community Learning to 

have been in state care outside of England and ceased to be in state care as a result of being 

adopted.   

Previously looked after children are children who were looked after but ceased to be so 

because they were adopted (or became subject to a child arrangements order or special 

guardianship order).  

2. [Oversubscription criteria]  

3. [Oversubscription criteria]  

4. [Oversubscription criteria]  

5. [Oversubscription criteria]  

6. [Other children]  
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Late applications  

Details of the LA process including links where relevant  

All applications received by [Academy’s local authority name] after the deadline will be considered to be 

late applications. Late applications will be considered after those received on time. If, following 

consideration of all applicants the school is oversubscribed, parents may request that their child is 

placed on the school’s waiting list.  

If applicable - For more information on late applications, please visit [Academy’s local authority 

name’s] website [URL of local authority’s website]. Admission of children outside their normal 

age group  

Parents may request that their child is admitted outside their normal age group.  To do so parents should 

include a request with their application, specifying why admission out of normal year group is being 

requested, and the year group in which they wish their child to be allocated a place.   

[Details of academy process] When such a request is made, the academy Trust will make a decision on 

the basis of the circumstances of the case and in the best interests of the child concerned, considering 

the views of the Principal and any supporting evidence provided by the parent.  

In the first instance, please contact [academy email contact].  

Waiting lists  

Reception  

The waiting list for Oasis Academy [name] is held and maintained by [insert academy name or 

academy’s local authority name, whichever is applicable].   

If applicable - For more information on the waiting list, please visit [academy’s local authority name’s] 

website [URL of local authority’s website].  

Year 7  

The waiting list for Oasis Academy [name] is held and maintained by [insert academy name or 

academy’s local authority name, whichever is applicable].   

If applicable - For more information on the waiting list, please visit [academy’s local authority name’s] 

website [URL of local authority’s website].  

  

Sixth Form  

[Provide details of waiting lists for Sixth Form]  

Appeals  

All applicants refused a place have a right of appeal to an independent appeal panel constituted and 

operated in accordance with the School Admission Appeals Code.  

Appellants should contact [name/address of relevant contact at Academy’s local authority] by 

[appeals’ deadline date] for information on how to appeal. Information on the timetable for the 

appeals process is on [URL of local authority’s website].  
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Applicants living outside the Local Authority  

Parents living outside the Local Authority, where the academy is located, should use the Common 

Application Form provided by their home Local Authority.   

Notes/Definitions Include the definitions below that are applicable to your academy’s 

oversubscription. The definitions below are examples taken from a DfE best practice example. 

Please check with your LA what their definitions are and amend your document as appropriate.  

Looked after children and previously looked after children  

  

i.  Looked after children are those who are in the care of a local authority or provided with 

accommodation by that authority under section 22 of the Children Act 1989.  1989 Children’s  

Act ii.  In relation to school admissions legislation a ‘looked after child’ is a child in public 

care at the time of application to a school.  Applicants can provide evidence demonstrating their 

child was previously in care to an institution acting as a Local Authority, or an organisation that 

supports the best interests of the community/child. In the case of previously looked after children, 

admission authorities may request a copy of the adoption order, child arrangements order or special 

guardianship order and a letter from the local authority that last looked after the child, confirming 

that they were looked after immediately prior to that order being made, or such evidence that 

demonstrates a child was in state care outside of England prior to being adopted.  

  

Home address:  

The home address is where a child normally lives.  Where a child lives with parents with shared 

parental responsibility, each for part of a week, the address where the child lives is determined using 

a joint declaration from the parents stating the pattern of residence. If a child’s residence is split 

equally between both parents, then parents will be asked to determine which residential address 

should be used for the purpose of admission to school. If no joint declaration is received where the 

residence is split equally by the closing date for applications, the home address will be taken as the 

address where the child is registered with the doctor. If the residence is not split equally between both 

parents then the address used will be the address where the child spends the majority of the school 

week.  

  

Sibling:  

‘Sibling’ means a natural brother or sister, a half brother or sister, a legally adopted brother or sister 

or half-brother or sister, a stepbrother or sister or other child living in the same household as part of 

the same family who, in any of these cases, will be living at the same address at the date of their 

application for a place.  

Free School Meals Priority:  

Those eligible for free school meals admission priority are children who:  

• Are currently registered as eligible for free school meals  

Children for whom their parents cannot provide evidence that their child is currently registered for 

free school meals but where the child or its parents receive any of the following:  

• Universal Credit  

https://urldefense.com/v3/__https:/www.legislation.gov.uk/ukpga/1989/41/contents__;!!KUxdu5-bBfnh!qwsDTzo0SYIDmV5mmViDpwJIqwtpo3yCfSJNXDnEZGtlPJV6RyzeBxZsNMTlW-gvnPmyKuw$
https://urldefense.com/v3/__https:/www.legislation.gov.uk/ukpga/1989/41/contents__;!!KUxdu5-bBfnh!qwsDTzo0SYIDmV5mmViDpwJIqwtpo3yCfSJNXDnEZGtlPJV6RyzeBxZsNMTlW-gvnPmyKuw$
https://urldefense.com/v3/__https:/www.legislation.gov.uk/ukpga/1989/41/contents__;!!KUxdu5-bBfnh!qwsDTzo0SYIDmV5mmViDpwJIqwtpo3yCfSJNXDnEZGtlPJV6RyzeBxZsNMTlW-gvnPmyKuw$
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• Income Support  

• income-based Jobseekers Allowance;  

• an income-related employment and support allowance;  

• support under part VI of the Immigration and Asylum Act 1999  

• Child Tax Credit (provided they are not entitled to Working Tax Credit) and have an annual 

income that, from 6 April 2011, does not exceed £16,190 (as assessed by Her Majesty's 

Revenue and Customs);  

• where a parent is entitled to the Working Tax Credit run-on (the payment someone receives 

for a further four weeks after they stop qualifying for Working Tax Credit)  

• the Guarantee element of State Pension Credit  

Parents will be required to provide evidence of eligibility with their application.  

Pupil Premium Priority:  

Those eligible for Pupil Premium admission priority are children who:  

• Are currently registered as eligible for free schools meals;  

• Have been registered as eligible for free school meals at any point in the last six years    

Children for whom their parents cannot provide evidence that their child is currently registered for free 

school meals, [or has been in the past 6 years] but where the child or its parents receive any of the 

following:  

• Universal Credit  

• Income Support;  

• income-based Jobseekers Allowance;  

• an income-related employment and support allowance;  

• support under part VI of the Immigration and Asylum Act 1999  

• Child Tax Credit (provided they are not entitled to Working Tax Credit) and have an annual 

income that, from 6 April 2011, does not exceed £16,190 (as assessed by Her Majesty's 

Revenue and Customs);  

• where a parent is entitled to the Working Tax Credit run-on (the payment someone receives 

for a further four weeks after they stop qualifying for Working Tax Credit);  

• the Guarantee element of State Pension Credit  

Parents will be required to provide evidence of eligibility with their application.  

Medical and Social Need:  

‘Social need’ does not include a parent’s wish that a child attends the school because of a child’s 

aptitude or ability or because their friends attend the school.  ‘Medical need’ does not include mild 

medical conditions. This means that, typically, a doctor or social worker etc should write supporting 

the application on the basis that for medical or social reasons (family breakdown, bullying, abuse, 

psychological etc) the child needs to go to the school/Academy above all others because of the 

child’s particular need or, if the school wishes, the parent’s need.  
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APPENDIX E: Annual Determination process   
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APPENDIX F: Admissions Consultation Timeline  

  

Admissions Consultation 

Timeline  
Jul  

Aug  
Sep  Oct  Nov  Dec  Jan  Feb  Mar  April  May  June  July  Aug  Sept  

RD and Principal review 

Admissions Arrangements 

and agree if changes are 

needed or not  

   

  

                                       

Sign Off any proposed 
changes to PAN at the OCL 
CSG and OCL Board  
meeting via the Strategic 

Projects Team (Required 

only if changing PAN)  

  

  

                          

Draft full Admissions  
Arrangements documents 
using templates in  
Appendices. Arrangements 
to include changes (if 
applicable) and must be 
published on school website  
on first day of consultation, 

making sure changes are 

clear and a contact to send 

comments to.  

   

  

                                       

Minimum 6-week 

consultation, between 1 

October and 31 January of 

school year BEFORE those 

arrangements are to apply. 

e.g. For a Sept 22 start, 

consultation must start no 

later than 13 Dec 2021  

   

  

   
Please see Appendix G for 

admissions check list and step  
by step guide  

                        

Submit final Business Case 
to DfE if appropriate 
(Strategic Projects Team)  
  
See requirements in Section 

8.2  

   

  

         

  

                           

Publish arrangements on 

website (to determine)       
               

28th 

Feb                       

Send LA fully copy of 
arrangements and notify by 
letter all other admissions 
authorities and appropriate 
bodies including how and 
where to object (see  
Appendix I)  

   

  

                  
15th 

Mar                    

Deadline for any objections 

against admission 

arrangements to Schools 

Adjudicator.  
   

  

                        
15th 

May              
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Deadline for academies 
to provide LA with  
information for  
Composite Prospectus  

   

  

                               Dates Vary     

Publication of LA  
Composite Prospectus     

  
                                    

Dates 
may  
Vary  

  

APPENDIX G: Admissions Consultation Checklist and step by step guide  

The below table outlines the consultation process as detailed in the School Admissions Code.  To 

help academies understand the requirements, we have also created a guide on how to complete 

each stage of the process. All academies must consult on their Admissions Arrangements if they 

want to make changes or every 7 years, even if there are no changes needed.  

Stage  Item  Start date  End date  Relating 

documents  

Consultation  Proposed Admissions Arrangements 
document on academy website with 
PAN and proposed  

changes highlighted, with a contact to  

send comments to  

  

Note: even if your academy is not 
making any changes to PAN it is still 
required to carry out a consultation 
every 7 years  

  

ASAP   End of 

Sept  

Appendix A/D  

Consultation  

feedba 

:  

a)  

b)  

c)  

d)  

e)  

f)  

Letter/email informing the 
following parties of proposed 
changes, consultation start and 
end dates, including information 
on how to ck.  

Parents of children between 
the ages of two and eighteen 
Other persons in the relevant 
area who we think should be 
consulted and have an interest 
in the proposed admissions; All 
other admission authorities 
within the relevant area (except 
that primary schools need not 
consult secondary schools); 
Any adjoining neighbouring 
local authorities where the 
admission authority is the LA;  
and  

In the case of schools 
designated with a religious 
character, the body or person 
representing  

  

ASAP  

consultation 
start date  

between Oct  

– end of Nov  

  Appendix H  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1001050/School_admissions_code_2021.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1001050/School_admissions_code_2021.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1001050/School_admissions_code_2021.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1001050/School_admissions_code_2021.pdf
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Consultation  Consultation period – all consultations 
must run for a minimum of 6 weeks and 
end by 31st January.   

  

  31st Jan 21   N/A  

  

  

 

Consultation  Where applicable a meeting can be 
offered to all of the above and staff and 
parents. This could include separate 
meetings or a drop-in day.  

This can take place any time during the 
consultation period.  

  

  31st Jan 21  N/A  

Determination  Admissions Arrangements Document to 
be formally published on website with 
determination wording, please see 
example below:  

  

“Consultation took place between (date) 

and (date) on the proposed admission 

arrangements for (year), to (change). 
Consultation included (activities). There 

were no objections received following 
consultation and the proposed 

arrangements for (year) have now been 

formally determined by the Oasis 
Community Learning Board.”  

  

Note: This wording can only be 
uploaded to the website if there are no 
objections to the proposed Admissions 
Arrangements. If there are objections 
these will need to be discussed and 
actioned with the RD.    

  

      

Determination  Letters/emails sent to all of the above as 
well as all governing bodies for 
community and voluntary controlled 
schools in the relevant area to notify all 
parties of the determination and process 
and deadline to object.   

  

1st Feb    Appendix I  
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Determination  Send LA full copy of the Admissions 
Arrangements documents as soon as 
possible.  

  

Deadline is not until 15th March, but once 

consultation process has been 
completed, this action can be done as 
soon as possible.  

  

  15th Mar    

Decision  After (date), if you have not been notified 
of any objections taken to the school 
adjudicator, then the new Admissions 
Arrangements document can be used 
going forward.  

No action to take unless objections were 

raised with the LA.  

  15th May    

Step 1: Contact your LA to find out if they can support your academy with its consultation  

  

The level of support differs between all LAs. Some LAs offer to carry out the whole process on behalf 

of academies for a fee, others will share consultation details on the LA website or by emailing 

schools directly. Contacting your LA first could help save you valuable time and provide you with 

more channels to publicise your consultation.  

  

Step 2: Create your Admissions Arrangements document  

• Download the related documents in the admissions policy, found on the Policy Portal on 

SharePoint. In these documents, you will find editable templates to use to complete the 

academy's consultation.   

• Amend Appendix A/D (Admissions Arrangements document) so it is in line with the 

admissions process carried out by your LA.  

• You will need to refer to your LA website to check the admissions process is correct on your 

Admissions Arrangements document.  

• It is good practice to send your proposed Admissions Arrangements document to your LA to 

ask them to review the document to check for accuracy.  

• Ensure your RD reviews and signs off your Admissions Arrangements.  

  

Step 3: Create your Admissions Consultation leaflet  

  

• See Appendix H, which is a consultation leaflet that needs to be amended with specific 

details about your academy and its consultation.  

  

  

Step 4: Upload Admissions Arrangements document and Admissions Consultation leaflet to 

academy website  

• Both the Admissions Arrangements document and Admissions Consultation leaflet need to 

be uploaded to your website on your admissions page with details of how long the 

consultation period will run for, including start and end dates. It will also need to include 

information on how people can feedback.  

• See Appendix J for guidance on how to layout your page and where you can find 

information to help make these changes. Please liaise with your academy website 

champion on making changes to the Admissions Page of your website.   
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Step 5: Communicate details of consultation to relevant stakeholders   

  

• Draft an email or letter explaining that your academy is due to consult on its Admissions 

Arrangements, providing details of the consultation period and a link to your admissions 

page where people can review your Admissions Arrangements document and your  

Consultation leaflet. The information in the email or letter needs to be communicated with the 

following people:  

  

a) parents of children between the ages of two and eighteen   

b) Other persons in the relevant area who in the opinion of the admission authority have an 

interest in the proposed admissions.   

  

To meet these requirements academies need to email/send letter to:  

o Current cohort of parents, including parents of nursery children if the academy has 

one. Please note if email/letter is not the best way to communicate with your parents 

please use an alternative method, such as text – See Appendix K   

o For primaries, send email/letter to local nurseries, asking them to forward the 

information onto their parents. o For secondaries, send email/letter to local feeder 

primaries, asking them to forward the information onto their parents.  

o Advertise the consultation on your social media channels. See Appendix L  o Some 

LAs require academies to advertise more widely in the local press – please seek 

specific advice on this from your LA. If you need any help with this, contact the 

Comms Team.  

  

c) All other admission authorities within the relevant area (except that primary schools 

need not consult secondary schools). To meet this requirement academies need to 

email/ send the letter to:  

  

o For primary academies, to local primary schools. Please seek advice from LA as to 

how many schools need to be contacted.    

o For secondary academies, to secondary academies in their local area. Please seek 

advice from LA as to how many schools need to be contacted.    

  

d) Any adjoining neighbouring local authorities where the admission authority is the LA  

  

o If your academy covers two or more LAs, send each LA details of your proposed  

Admissions Arrangements and let them know that your academy is due to consult.  

  

e) In the case of schools designated with a religious character, the body or person 

representing.   

  

o This requirement is not relevant to Oasis academies as none are designated with a 

religious character.  

  

Step 6: Consultation period runs  

  

• Once you have communicated with all relevant parties outlined above, the consultation 

period must run for a minimum of 6 weeks and must end by 31st January.  
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• If there are any objections or feedback on the Admissions Arrangements this must be 

communicated to the RD and actioned appropriately. If guidance is needed on how to 

respond, please contact - Herminder.Channa@oasisuk.org   

  

Step 7: Determining the Admissions Arrangements  

  

• After the consultation period has ended the process for determining the Admissions 

Arrangements can begin.  

  

• Update your admissions page on your website with the following wording: “Consultation 

took place between (date) and (date) on the proposed admission arrangements for (year), 

to (change). Consultation included (activities). There were no objections received following 

consultation and the proposed arrangements for (year) have now been formally determined 

by the Oasis Community Learning Board.”  

  

• By 28th February the academy’s admissions arrangements must be published on the 

academy website.  

Step 8: Informing relevant parties of the determination  

  

• Amend the template letter/email (Appendix I) with information relevant to your academy.  

  

• Send the letter/email to all of the people contacted in Step 5 letting them know that the 

consultation for your academy’s Admissions Arrangements has ended and your admissions 

arrangements have been determined.  

  

Step 9: Determination documents sent to LA    

  

• Send LA full copy of the Admissions Arrangements document as soon as possible or by 15th 

March.  

  

Step 10: Decision  

  

• If you have not been notified of any objections made to the LA or the schools adjudicator, 

your new Admissions Arrangements Document can be used going forwards.  

  

Please note Appendix B and C are Admissions Arrangements documents for Nursery and In-Year 

admissions. We suggest amending these templates and uploading them to your admissions page on 

your website so that all Admissions documents are consistent in layout, making it easier for people to 

digest the information. Appendix B and C are not subject to the Admissions Arrangements 

Consultation but are additional templates provided for academies.  
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APPENDIX H: Admissions Arrangement Consultation Leaflet  

The Comms Team has created a template leaflet to support academies with publicising their 

Admissions Arrangements Consultation. Amend the Publisher template to make it relevant to your 

academy’s consultation.  The template can be downloaded from the editable documents on the 

policy portal.  Below are images of the template.  

The leaflet must be published on your academy website. We also suggest attaching it to emails 

informing relevant parties that the consultation is taking place and in particular asking local schools 

to forward the leaflet to their parents. If appropriate, the leaflet can also be printed and handed out to 

your current cohort of parents or electronically delivered via emails.  

  

 
APPENDIX I: Admissions Consultation Determination Letter Template  

[address]  

[address]  

[address]  

[address]  

  

[date]  
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Dear Head Teacher/Governing Body/Parent/Carers,   

  

Re: Determination of Admission Arrangements for [year] for Oasis Academy [name]  

  

Consultation took place between [dates] on Oasis Academy [name] proposed admission 

arrangements for [year]. The [proposed change was to /there were no changes proposed to the 

existing Admissions Arrangements].    

  

As part of the consultation, [letters/emails] were written and distributed to parents/carers, students, 

staff, local schools, local community groups, [trade unions – only applicable if academy makes 

changes that will affect staff and trade unions need to be informed, e.g. reducing PAN and making 

redundancies] and [LA] Admissions authority.  There were no objections received following 

consultation and the proposed arrangements for [year] have now been formally determined by Oasis 

Community Learning.  A copy of the admission arrangements can be found on our website at [website 

link]  

  

Following the determination of the arrangements, any objections must be made to the Schools 

Adjudicator through their website: www.gov.uk/government/publications/objection-to-

schooladmission-arrangements  

  

Objections to admission arrangements for entry in September [year] must be referred to the 

Adjudicator by [date], as stated in the School Admissions Code.   

  

Oasis is committed to serving the local children and local community and will follow the LA’s 

admissions policy, accepting students regardless of faith or ability.  

  

  

Kind regards  

    

APPENDIX J: Academy Website Admissions Page Template  

  

  

http://www.gov.uk/government/publications/objection-to-school-admission-arrangements
http://www.gov.uk/government/publications/objection-to-school-admission-arrangements
http://www.gov.uk/government/publications/objection-to-school-admission-arrangements
http://www.gov.uk/government/publications/objection-to-school-admission-arrangements
http://www.gov.uk/government/publications/objection-to-school-admission-arrangements
http://www.gov.uk/government/publications/objection-to-school-admission-arrangements
http://www.gov.uk/government/publications/objection-to-school-admission-arrangements
http://www.gov.uk/government/publications/objection-to-school-admission-arrangements
http://www.gov.uk/government/publications/objection-to-school-admission-arrangements
http://www.gov.uk/government/publications/objection-to-school-admission-arrangements
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APPENDIX K: Suggested wording for text message to parents  

Oasis Academy [name] is consulting on its admissions arrangements for 20XX/20XX. The 

consultation period runs from XXX until XXXX. Throughout the consultation you can give us your 

feedback by completing a questionnaire available from our school office or email XXXX@XXXX. To 

read the proposed admissions arrangements please visit the admissions section on our website or 
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pick up a paper copy from the school office. If you have any questions, please call the school 

office.   

  

APPENDIX L: Suggested wording for social media channels  

We are consulting on our admissions arrangements for 20XX/XX. Our consultation runs from XX to 

XX. If you want to feedback on our proposed arrangements, please visit 

www.XXXXX/admissions.org or pick up a questionnaire from the school office.  

  

APPENDIX M: Alternative view of the Admissions framework  

  

  

  

  

  

  

  

  

  

Document Control  
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