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Section 1
Introduction — Admissions to schools in Suffolk 2019/2020

Suffolk County Council is responsible for co-ordinating the admission arrangements to the
normal year of entry for all community, voluntary controlled, voluntary aided, foundation, free
schools and academies in Suffolk.

We stopped co-ordinating in-year applications in September 2015 because there is no longer
a requirement for us to do this. Parents who wish to apply for a community or voluntary
controlled school must still apply to our Admissions Team. However, parents who wish to
make an in-year application to a voluntary aided, foundation, free school or academy need to
apply to that school directly.

We are also responsible for deciding the admission arrangements for community and
voluntary controlled schools in Suffolk. During the Autumn term 2017 we consulted schools,
parents, other stakeholders and our neighbouring authorities on our proposed arrangements
and these have now been agreed.

The governing bodies/academy trusts of voluntary aided, foundation, free schools and
academies decide the admission arrangements for their own schools and they must be
agreed by 28 February 2018. These arrangements can be found at
www.suffolk.gov.uk/admissions under the 2019/2020 school year.

Any objections to these arrangements must be made to the Schools Adjudicator by 15 May
2018. Further information is available on the Schools Adjudicator's website
www.gov.uk/government/organisations/office-of-the-schools-adjudicator.

If you would like further information about these arrangements or about how to object please
contact us on 0345 600 0981 (local rate) or write to the Senior Infrastructure Officer
(Admissions and Transport), Endeavour House, 8 Russell Road, Ipswich, IP1 2BX.



Section 2

Suffolk County Council’s admissions oversubscription criteria for all
Suffolk community and voluntary controlled schools for the 2019/2020
school year

If the number of applications for a school is greater than its Published Admission Number
(PAN), we use our admissions oversubscription criteria to decide who gets a place.

Children who have an Education, Health and Care plan which names the school must
by law be offered a place at that school.

The following admissions oversubscription criteria show the order of priority for places at
community and voluntary controlled schools (and at those foundation, voluntary aided schools
and academies where they have agreed to operate the same policy as Suffolk County Council).

For applications to the normal year of entry at a school, these criteria will be applied according
to the circumstances existing by midnight at the end of the closing date.

For in-year applications, these criteria will be applied according to the circumstances existing
at the time of application.

1 Children in care (looked after children) and children who were previously in care
(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,
immediately following having been in care).

2 Sibling: where the child has a sibling in the school or a sibling has already been offered
a place at the school, and where the sibling will still be attending the school at the time
of admission but not in the sixth form. Priority will be given, where necessary, to
applications where there is the smallest age gap.

This will also apply to applications to the three-paired infant and junior schools in
Suffolk:

e Maidstone Infant and Causton Junior Schools, Felixstowe;

e Fairfield Infant and Colneis Junior Schools, Felixstowe;

e Springfield Infant and Springfield Junior Schools, Ipswich.

We will treat these applicants as siblings when the older child is already attending the
junior school or will be offered a junior school place in the normal year of entry. In
cases where the younger child is about to start in the reception year group in the infant
school and the older child is due to transfer to the paired junior school, we will treat
both applicants as siblings. Similarly, we will use the sibling criterion for an application
to a junior school if the younger child is already attending or has been offered a place
at the paired infant school.

The term ‘sibling’ includes: natural, half, step, and adopted brothers and sisters; a
child of the partner of the parent/carer; and children who are fostered into the family.
In all these cases, the child and their sibling will both be living at the same address
(that is where the child is ordinarily resident) in a single family unit. This means that
children from different family units, where those separate families are living together
at the same address, are not considered siblings under this criterion.



3 Children who are ordinarily resident in the catchment area.

Places will be allocated in the following priority order:

a) If the school is voluntary controlled, children whose parents/carers are applying
on the grounds that the child and/or the family are practising members of the
Church of England (or other church within the Worldwide Anglican
Communion). You must complete a Suffolk County Council Supplementary
Information Form (SIF). This SIF must specifically state that you and/or your
child are a practising member of the Church of England (or other church within
the Worldwide Anglican Communion), which means you and/or your child go to
an Anglican church regularly, that is to say at least once a month.

b) Children who live nearest to the school. We will measure the distance by a
straight line (‘as the crow flies’). All straight line distances are calculated
electronically by Suffolk County Council using data provided jointly by the Post
Office and Ordnance Survey. The data plots the co-ordinates of each property
and provides the address-point between which the straight line distance is
measured and reported to three decimal places. Where there is more than one
home within a single building (for example apartments) we will measure to a
single point within that building irrespective of where those homes are located.

4 Children who live outside the school’s catchment area in the same priority order as
set out in (a) and (b) above.

Notes

Children in care (looked after children)

A ‘child in care’ or a 'looked after child' is a child who is (a) in the care of a local authority, or
(b) being provided with accommodation by a local authority in the exercise of their social
services functions (see the definition in Section 22(1) of the Children Act 1989).

Children previously in care (previously looked after children)

Children previously in care (previously looked after children) includes children who were
adopted under the Adoption Act 1976 (section 12 adoption orders) and children who were
adopted under the Adoption and Children Act 2002 (section 46 adoption orders). Child
arrangements orders are defined in section 8 of the Children Act 1989, as amended by section
12 of the Children and Families Act 2014. Child arrangements orders replace residence orders
and any residence order in force prior to 22 April 2014 is deemed to be a child arrangements
order.

Religious grounds criterion

The website used to confirm membership of the Church of England is
www.churchofengland.org. For families moving to Suffolk from other countries, the website
to confirm membership of churches within the Worldwide Anglican Community is
www.anglicancommunion.org.

Distance tie-breaker

It is possible that the PAN of the school will be reached in any one of the categories set out
above. For this reason, all applications will be prioritised according to the criteria described.
Decisions will be made about the offer of places in accordance with those priorities. If it is
necessary to use a tie-breaker to distinguish between two or more applications, a distance
criterion will be used. We will give priority to the applicants who live nearest to the school as
measured by a straight line.



In the unlikely event that two applicants competing for a single place at a school live the same
distance from the school, the place will be offered to one applicant on the basis of lots drawn
by an officer of Suffolk County Council not involved with admissions.

Twins, triplets and other multiple births

If the final place available at a school is offered to a twin, triplet or other multiple birth and the
remaining sibling/s would ordinarily be refused, Suffolk County Council will offer places to the
remaining sibling/s at the same school. The law requires that this will apply even in those
primary schools where this would mean that more than 30 pupils would be admitted to an infant
class.

Waiting lists

If you apply for a school place in the normal year of entry and one or more of your preferences
are refused, your child’s name will automatically be placed on a waiting list for these schools.
Names are placed on the waiting list in the priority order set out in our admissions
oversubscription criteria.

The order of children does not remain static - as circumstances change a child’s place on the
waiting list can go up or down, for example due to withdrawals or additional applications. If you
change your address while your child is on a waiting list you must let us know. Please be aware
that this may change your child’s position on the waiting list, particularly if you move into or out
of the school’s catchment area. Written evidence of this will be required.

Having your child’s name on a waiting list will not affect your right to appeal for any of the
schools you have been refused a place at.

Late applicants will be added to any waiting lists in oversubscription priority order if their
parental preferences cannot be met.

If a place becomes available, we will offer it to a child on the waiting list for that school in priority
order. We do not offer places on the basis of the date on which names were placed on the list.

The waiting lists will cease to operate on 31 December.
Suffolk County Council does not hold waiting lists for in-year applicants.

Making another application for a place at the same school

A parent/carer can apply for a place for their child at any time to any school outside of the
normal admissions round. However, if your application for a school place is refused, we will not
determine a further application for a place in the same school in the same school year, unless
there has been a significant change in the circumstances of the parent/carer, child or school.
Such circumstances might be a house move or a place becoming available at the school.

If there is no significant change in circumstances, you can make another application for the
following school year. However, this will not normally be considered more than one term ahead
of the date when you want your child to start at the school.

Ordinarily resident

By ordinarily resident we mean the place where your child usually lives. We consider this to be
where they sleep overnight. We may need proof of this address. If you use another address to
give the impression that your child lives at a different address to where they are ordinarily
resident, such as a second home or a grandparent’s address, so that you have a higher priority
for a place at that school; we consider this to be a fraudulent application. Where a child lives
at two or more addresses, each for part of the week, the address at which the child is ordinarily
resident will be considered to be the address that the child lives at for most of the week
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(excluding weekends and school holidays). Separate evidence in writing from each parent must
be provided to confirm the child’s living arrangements at the time of application.

In cases where the child spends an equal proportion of the school week at two or more different
addresses, evidence of which is to be considered the main contact address will be required to
support the application. Agreement in writing by the parents will be required to state which
address is to be used as the ordinarily resident address. This address will then be used when
processing all school preferences expressed. It is not acceptable to use one address for one
school preference and another address for another school preference.

If we are aware of a parental dispute affecting the application, we may not be able to deal with
the application and you may need to seek independent legal advice in order to resolve the
matter.

Catchment area schools

Every community and voluntary controlled school serves an area of streets or villages.
Catchment area maps are available online at www.suffolk.gov.uk/catchmentmaps. If you
live near to a boundary line on the map please check your address against the catchment area
and/or street lists at www.suffolk.gov.uk/admissions. A list or copy of a map can also be
obtained from the Admissions Team.

Applications for a place outside the normal age group

It is expected that children will normally be educated within their chronological year group.
However, when requested to do so by the parent, admission authorities will make decisions on
the basis of the circumstances of each case and in the best interests of the child concerned in
line with the School Admissions Code (December 2014). We are awaiting further guidance or
a change to the School Admissions Code regarding this and would comply with new legislation.
This may apply when a parent wishes to delay their summer born (April to August) child entry
to full-time education in the reception year group until the following school year when they
become of statutory school age.

For community and voluntary controlled schools a request can be made in writing for a delayed
or accelerated transfer to the Admissions Team. This will need to include, where relevant, any
supporting evidence. An application for the child’s normal transfer year group should be made
at the same time. The request with a CAF1 application form must be sent to the Admissions
Team by the relevant national closing dates. Even if the request is agreed there is no guarantee
there will be a place available at the preferred school(s).

Officers at Suffolk County Council will make a decision on the request, taking into account the
views of the headteacher of the school(s) concerned. The Admissions Team will write to the
parent or carer with the outcome including the reasons for the decision. If the request is refused
the parent or carer will be given details of how to complain.

Deferred entry for the Reception Year

Parents offered a place in the Reception Year for their child have a right to defer the date
their child is admitted, or to take the place up part-time, until the child reaches compulsory
school age. Places cannot be deferred beyond the beginning of the final term of the school
year for which the offer was made.

Children reach compulsory school age on the prescribed day following their fifth birthday (or
on their fifth birthday if it falls on a prescribed day). The prescribed days are 31 August, 31
December and 31 March.



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.

Information on how to make an appeal will be provided in the letter refusing your child a
school place.

Criteria for admission to sixth form
Schools deal directly with applications for entry to their sixth forms. For entry to individual

courses, schools typically make an assessment based on an applicant’s achievements at
GCSE.



Section 3

Co-ordinated Admissions Scheme for Schools in Suffolk 2019/2020

Introduction

1.

This Scheme has been drawn up in order to ensure that all applications for the admission
of statutory aged pupils to a community school, voluntary controlled school or an Own
Admission Authority (OAA) school (which includes voluntary aided, foundation,
academies and free schools) in Suffolk are handled fairly, consistently and efficiently.

The Scheme does not apply to post 16 admissions.

The Scheme complies with all relevant legislation and with the guidance contained in the
School Admissions Code (December 2014).

Where reference is made to primary schools in this document this will be taken to mean
primary, infant, junior and middle schools. Where reference is made to secondary schools
in this document this will be taken to mean high and upper schools.

For admissions purposes, Suffolk middle schools are included in the primary admissions
timetable. This is because, at the time of application for a place at a middle school, the
children are of primary age.

The Scheme applies to all primary and secondary schools in Suffolk for the normal
admissions round. That is the community and voluntary controlled schools for which
Suffolk County Council is the admissions authority. As well as the voluntary aided,
foundation, academies and free schools for which the governing body or academy trust
is the admissions authority. These are known as Own Admission Authority (OAA) schools.

The Scheme also applies to all community and voluntary controlled schools for in-year
admissions.

Definitions
8.

Academy: A school run by the governing body or academy trust. They are the admissions
authority responsible for setting the admissions arrangements.

ADML1 (in-year application form): The in-year paper application form for foundation,
voluntary aided, free schools and academies provided by Suffolk County Council. The
school may have its own application form.

Admissions Authority: Suffolk County Council is responsible for admissions to
community and voluntary controlled schools. The governing body or academy trust is
responsible for the admissions to foundation, voluntary aided, free schools and
academies.

Admissions Team: The Local Authority staff who deal with applications.

CAF1 (normal year of entry application form): The paper application form for the
normal year of entry.

CAF2 (in-year application form): The paper application form for in-year admissions for
community and voluntary controlled schools.

Community school: Suffolk County Council runs the school and decides the admissions
arrangements.

Foundation school: A school run by the school governors. The governing body is the
admissions authority responsible for setting the admissions arrangements.

Free school: A school run by the governing body or academy trust. They are the
admissions authority responsible for setting the admissions arrangements.

Home Authority: The Local Authority in which the child lives.
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In-year applications: Applications made at different times of the year to the normal
admissions round.

Local Authority (LA): Suffolk County Council is the LA in this Scheme unless indicated
otherwise.

Maintaining Local Authority (LA): The LA in which the school is located.

Normal admissions round: The set period of time when applications and decisions are
made for children to start school full-time, or to move on to their next school, in the
following year.

Normal year of entry: The normal year of entry for full-time pupils in the age range
served by the school.

Online application: The electronic application made via the internet at
www.suffolk.gov.uk/admissions for a school place as part of the normal year of entry.
The online facility is currently not available for in-year applications or for applications
made after the closing date.

Ordinarily resident: This is the place where your child usually lives (refer to details in
paragraphs 53 and 54).

Own Admission Authority (OAA) schools: These are foundation, voluntary aided, free
schools and academies. The governing body or academy trust makes decisions on
applications.

Published Admission Number (PAN): This is the set number of places at a school in
any one year. Although the PAN applies to the year of entry, this number is normally
applied across all year groups in the school. However, there may be occasions where
this is not possible.

Parent: This is a parent of the child as defined in Section 576 of the Education Act 1996.
This includes any person who is either: (a) the natural (that is biological) parent of the
child; (b) who is not a natural parent but has parental responsibility for the child; or (c)
who lives with and has care of the child.

Supplementary Information Form (SIF): The form some admission authorities ask
parents and carers to complete when they are applying for a voluntary controlled,
voluntary aided, foundation, academy or free school. It is used to provide extra
information to help the admission authority to rank the application against the school’'s
admission oversubscription criteria.

Suffolk Parent: This is a parent of a child who lives in Suffolk (whether or not the child
attends a Suffolk school) as defined in Section 576 of the Education Act 1996. This
includes any person who is either: (a) the natural (that is biological) parent of the child;
(b) who is not a natural parent but has parental responsibility for the child; or (c) who lives
with and has care of the child.

Voluntary aided school: A school run by the school governors. The governing body
decides the admission arrangements.

Voluntary controlled school: A school with religious links. Suffolk County Council
decides the admissions arrangements.

Applications made for the normal admissions round

Information for Parents

9.

10.

Information for all parents on how to make an application is available on the county
council’s website (www.suffolk.gov.uk/admissions) no later than 12 September, in
advance of the closing date for applications for entry to school in the following September.
This information is available on paper by contacting the Admissions Team.

The LA will issue a press release in advance of the closing date for applications,
reminding parents of the need to make an application by the closing date and explaining
how to access further information and assistance.
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The role of the LA

11.

12.

13.

14.

The LA is required by law to co-ordinate and administer the admissions process for the
normal admissions round on behalf of all community and voluntary controlled schools and
OAA schools in its area. For secondary schools, this is applications received by 31
October 2018 closing date for admission in the following September. For primary schools,
this is applications received by 15 January 2019 closing date for admission in the same
year (usually September). These processes will be carried out in accordance with the
timetable and procedures as set out in Annex One for primary schools and Annex Two
for secondary schools.

The LA will ensure that a single offer of a school place is made to parents on the relevant
National Offer day. For primary school applications, all offers are made to parents on the
16 April or the next working day. For secondary school applications, all offers are made
to parents on 1 March or the next working day.

Where the LA is the admissions authority (community and voluntary controlled schools),
or where it has been agreed that the LA will manage applications for admission to the
school, it will be responsible for making the decision with respect to the offer or refusal of
a place. The Scheme does not affect the rights and duties of the governing body or
academy trust of an OAA school to set and apply its own admissions policy and
oversubscription criteria. In the case of an OAA school the LA will make it clear to parents
that it is making an offer on behalf of the governing body or academy trust (as the OAA).
In cases where the relevant admissions authority is another maintaining LA, Suffolk
County Council will make it clear that it is making the offer on behalf of that maintaining
LA.

In order to determine whether places could be made available to parents, admissions
authorities have agreed and published criteria that will be used to rank all applications
received, in the event of there being more applications than there are places available. In
the case of some OAA schools, the LA has agreed to manage their admissions
arrangements using the same oversubscription criteria as for community and voluntary
controlled schools.

Applications for a school place in the normal year of entry

15.

16.

17.

18.

All Suffolk parents seeking a place at a primary or secondary school will be required to
submit an application to the LA on which they can express up to three preferences and
give their reasons for each preference if they want to. This includes admission from a
nursery class, pre-school or children’s centre into the Reception Year.

Schools must not accept applications from parents as these must be sent directly to the
address on the application form by the parent. Proof of postage is recommended.

All preferences expressed on the application must be for existing schools (except special
schools and Pupil Referral Units) and for new schools that have been approved by the
Department for Education (DfE). Parents will be asked to place their preferences, where
they wish to apply for more than one school, in rank order (that is in the order in which
they would like their child to receive an offer of a place at the respective schools). If
parents’ separately complete different application forms for the same child the LA will
contact both parents for them to provide written agreement on the preference or
preferences made.

The LA, the admissions authority or the school cannot guarantee a place at any school

including the catchment area school. The LA recommends that parents and carers apply
for more than one school.
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19.

20.

21.

22.

23.

24.

25.

The online application or CAF1 will be used for applications to all primary and secondary
schools, including OAA schools as well as community and voluntary controlled schools.

A Supplementary Information Form (SIF) is not in itself an application form. Applications
for a school place must be made by means of the online facility or CAF1.

Where parents wish to express a preference on their application for a voluntary controlled
school on the grounds that the child and/or family are practising members of the Church
of England (or other church within the Worldwide Anglican Communion), they will need
to complete a SIF and send it to the Admissions Team. The SIF will enable the
Admissions Team to assess whether the application can be considered under the
religious grounds criterion.

Where parents wish to express a preference on their application for a voluntary aided,
foundation, free school or academy, they may also need to complete a SIF and send it
directly to the school(s) concerned. Parents will need to check the school’s individual
policy to confirm if this is a requirement. This could be if the OAA ranks applications on
the grounds of religion, children of staff or aptitude for example.

After the closing date, the LA will forward relevant details of the applications received
together with any supporting information to the governing body or academy trust of the
OAA school concerned when they are managing their own admission arrangements. The
governing body or academy trust will apply their oversubscription criteria and place the
preferences for their school in rank order. These must be returned to the LA by the date
set out in Annex One for primary schools and Annex Two for secondary schools so that
it can use the information in making the offer of a single place to parents.

Where an OAA school is using Suffolk County Council’s admissions policy and the
governing body or academy trust have agreed with the LA that the LA will process the
admissions applications on its behalf, the LA will use its published oversubscription
criteria to rank the children and send a ranked list to the school for their information. The
LA will inform the governing body or academy trust that it has done so by the dates set
out in Annexes One and Two. It will then use that information to make the offer of a single
place to parents.

All applications must be ranked in accordance with the relevant oversubscription criteria.

Applications by Suffolk parents for schools in other authorities

26.

27.

28.

29.

Applications from Suffolk parents must be made to Suffolk County Council either via
Suffolk’s online facility or on a Suffolk CAF1 by the National closing date.

Details of applications made for schools outside Suffolk will be sent to the maintaining LA
electronically and processed in accordance with the timetables set out in Annexes One
and Two. If a place is to be offered at a school outside Suffolk, the LA will inform the
parent on behalf of the maintaining LA.

If Suffolk County Council is aware that a place is to be offered by the maintaining LA at a
school with a higher ranked preference, no further consideration will be given to any lower
ranked preferences. Where this information is not available, multiple offers of a place
may occur.

Where a preference is refused, Suffolk County Council will advise parents of their

statutory right of appeal and how they can exercise it. Suffolk County Council will make it
clear that it is providing this information on behalf of the maintaining LA.
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Applications for schools in Suffolk from parents living in another authority

30.

31.

32.

If Suffolk County Council, as a maintaining LA, is notified by another LA of a parent’s
application for a place in a Suffolk primary or secondary school, Suffolk County Council
will notify the home LA of its decision to offer or refuse a place and the home LA will notify
the parent of the decision.

Neighbouring LAs will also make their Common Application Form (CAF) available to any
parent in their area who wishes to apply for a place in the normal year of entry for a school
in Suffolk which operates a different age of transfer from schools in the home LA (a middle
school where transfer occurs after Year 4, for example). The home LA will deal with the
application in the same way as it would for its own normal admissions round and pass
the application details to Suffolk County Council (as the maintaining LA) to process in
accordance with its Co-ordinated Scheme. Suffolk County Council will then advise the
home LA if a place is to be offered and the home LA will also notify the parent directly of
the outcome of the application.

Where another LA’s admissions scheme enables parents to express more than three
preferences, Suffolk County Council will offer or refuse a place to any additional
preferences by reference to the oversubscription criteria.

Meeting parental preferences

33.

34.

35.

36.

37.

The Scheme will treat the parent’s preferences equally for the purposes of determining
whether places are available and could be offered. Where a parent may be potentially
eligible for multiple offers of a place, the single offer that is made represents the highest
possible preference ranked by the parent (up to a maximum of three preferences).

If none of the parent’s preferences can be met, the LA will offer a place at the nearest
suitable school which has a place available. This will take into consideration the
availability and cost of home to school travel, in order to ensure that an offer of a school
place is made to all applicants in Suffolk. The nearest school could be an Own Admission
Authority school. The nearest school will be measured by walking distance.

If after the initial offer of a school place, a place can be offered from the waiting list, by
the end of the summer term prior to admission, for a school which was previously refused
but with a higher parental preference, any previous offer of home to school travel will
normally be withdrawn.

In all cases where a higher-ranked preference cannot be met (including applications for
an OAA school), the LA will inform the parents of the reason(s) for the refusal(s), advise
them of their right of appeal and how to make an appeal.

Where a school is oversubscribed and a place refused, the child’s name will automatically
be placed on the waiting list. The order will be determined in accordance with the
admissions oversubscription criteria, not the date on which the application is received or
added to the waiting list. Information on when the waiting list closes can be found in the
relevant school policy. For community and voluntary controlled schools and those OAA
schools following the county council policy the waiting lists close on 31 December 2019.

Notifying parents of a school place

38.

Parents who applied online will receive an email with the offer of a school place. Parents
who applied by the closing date using the CAF1 paper application form will be sent an
offer of a school place on the national offer day for admissions by second class post. The
timetables for admissions to the 2019/2020 school year are shown in Annexes One and
Two.
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39.

40.

Headteachers, other school officials and LA officers must not give parents an expectation
that their application will be successful, or tell them that their child has been given a place
at the school, before an offer of a place has been made formally under the co-ordinated
scheme.

When an offer of a place has been made under the co-ordinated scheme, it will be
assumed that the parent will accept the offer of the place unless they notify the LA within
two weeks of the date of the offer.

Second and subsequent applications

4].

42.

43.

Any second or subsequent application received before the closing date will replace the
previous application and be treated as the on-time application.

If parents or carers wish to amend preferences after the closing date, for example to apply
for a school that was not included on the previous application form, a new CAF1 will need
to be completed and sent to the Admissions Team. Any new preferences for OAA schools
operating their own policy will be forwarded to the relevant school for consideration by
the governing body or academy trust in accordance with their published policy. The new
application will replace the previous application.

This means that the parent must include any schools from the first application as
preferences on the second or subsequent application if they would like them to remain as
a live preference. If a school is no longer included on the most recent application form the
parent or carer will be agreeing they are refusing any previous offer that may have been
made for that school, or any right to appeal against a refusal for that school. The parent
or carer will also be agreeing to the child’s name being removed from any waiting list for
any school refused that is no longer included on the most recent application form. This
means the parent or carer will have a maximum of three live preferences for the normal
year of entry at any one time.

Late applications

44.

45.

46.

47.

There are three types of late applications for admission to a school’s normal year of entry
which are received either:

(a) after the closing date but before the exceptional late date;
(b) after the closing date but before the date for the offer of places; or
(c) after the date for the offer of places but before the start of the autumn term.

The LA may determine that a late application of type (a) can be processed as if it was
received by the closing date when there is a very good reason. This can only occur when
the application, reasons and evidence are received no later than the exceptional late date,
which is indicated in Annex One for primary schools and Annex Two for secondary
schools, and the LA accepts the supplied reasons and evidence.

Exceptional circumstances could be due to a house move or a significant change in the
family’s circumstances. Written evidence of this could be proof of exchange of contracts,
a signed letting/tenancy agreement confirming your new address, or for UK
Service/returning Crown Servant families’ information as described in paragraph 56. If
the parent or carer owns two properties and will be moving from one to the other, or are
moving in with a partner or family and so are unable to provide exchange of contracts or
a signed tenancy agreement, they must explain in writing and provide evidence to support
this at the time of application.

Before the child takes up a place at the new school, evidence must be provided to confirm
the new address. This could be, for example, a copy of a personal bill such as a mobile
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48.

49.

50.

51.

52.

phone, salary or wage slip, DVLA registration or driving licence, or correspondence from
HM Revenue and Customs. The evidence does not need to include financial information.

If no reasons or evidence are received by the exceptional late date, or the LA does not
accept those reasons and evidence, then the late application will be considered as type

(b).
Late applications of type (b) will be processed in the second round of admissions.

Late applications of type (c), which will have been received after the offer date, will be
processed after the second round of admissions has been completed.

In responding to late applications, the LA will make an offer of a place at the school ranked
highest by the parent, if there is a place still available at that school (making it clear, in
the case of an OAA school that the offer is being made on behalf of the governing body
or academy trust or on behalf of the maintaining LA if applicable).

For pupils due to transfer to a new phase, once all on time applications and late
applications have been processed the Admissions Team will allocate a school place to
those pupils attending a Suffolk community, voluntary controlled or OAA school for whom
no application has been made.

Ordinarily resident:

53.

54.

This is the place where your child usually lives. We consider this to be where they sleep
overnight. We may need proof of this address. If you use another address to give the
impression that your child lives at a different address to where they are ordinarily resident,
such as a second home or a grandparent’s address, so that you have a higher priority for
a place at that school; we consider this to be a fraudulent application. Where a child lives
at two or more addresses, each for part of the week, the address at which the child is
ordinarily resident will be considered to be the address that the child lives at for most of
the week (excluding weekends and school holidays). Separate evidence in writing from
each parent must be provided to confirm the child’s living arrangements at the time of
application.

In cases where the child spends an equal proportion of the school week at two or more
different addresses, evidence of which is to be considered the main contact address will
be required to support the application. Agreement in writing by the parents will be required
to state which address is to be used as the ordinarily resident address. This address will
then be used when processing all school preferences expressed. It is not acceptable to
use one address for one school preference and another address for another school
preference.

Applications made by parents who live outside Suffolk but within the UK

55.

The LA, governing body or academy trust of an OAA school may allocate places in
advance of families moving to the area from within the UK. Written evidence that they are
legally committed to a move may be required. This could be proof of exchange of
contracts for the new address or a signed letting/tenancy agreement confirming the new
address.

Children of UK Service Personnel (UK Armed Forces) and Crown Servants

56.

For families of UK service personnel (UK Armed Forces) with a confirmed posting to
Suffolk, or crown servants returning from overseas to live in Suffolk, places will be offered
in advance of the move provided the application is accompanied by:
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(@) An assignment order that declares a relocation date and a unit postal address
or quartering area address for UK 