
THE BOROUGH OF POOLE

CO-ORDINATED ADMISSION ARRANGEMENT S
FOR ADMISSIO N TO RECEPTION YEAR AND TRANSFER TO MIDDLE

SCHOOL SEPTEMB ER 2008/9

1. PROCESSFOR NORMA L ADMISSIONS ROUND TO FIRST AND
COMBINED SCHOOLS (YEAR R)

1.1 PooleLocal Authority (LA) will preparethe Boroughinformationbooklet and an
applicationform and makethem available to all parentswithin the Authority via
first, combined and primary schools. Additionally, on the Borough of Poole
website there will be information on how to apply for a school place and an
opportunity for parentsto makeanapplication on-line

1.2 The parentsof pupils who live in other LAs will need to contactPooleLA for the
common applicationform if they wish to express a preference for a school in
Poole. If parents apply for a Pooleschool on a form from a neighbouringLA, the
form will be accepted and if necessary, parentswill becontactedto ensurethatall
relevantinformation is included. Thedateof theapplicationwill beconsideredto
bewhentheoriginal form wasreceived. If a parent sendstheapplicationform to a
neighbouring authority (Bournemouth and Dorset)in error thereis an agreement
thattheauthority will recordthedate of receiptandsendit direct to PooleLA.

1.3 Parentswill beaskedto complete anapplication,which will ask themto nominate
up to threeschoolsin order of preference and give their reasonsfor applying if
theywish to do so. This form mustbereturnedto theSchoolAdmissionsTeam in
Children & Young People’s Services with any supporting evidence by the
publishedclosingdateof middayon Friday11 January 2008.

1.4 Parentsmust complete either an on-line applicationor the application form to be
consideredfor a schoolplace (in circumstanceswhere parents completethe form
for a neighbouringLA in error, this will be accepted,see1.2 above).failure to
completean applicationmay result in a parentnot beingoffered a placefor their
child.

1.5 Any applicationform received after the closing date will be consideredas late.
The co-ordinatedscheme gives priority to all applicantswho apply on time and
late applications will only be considered once all the on time applications have
beenprocessed.The LA will process all late applications on a weekly basisuntil
thebeginning of theAutumnterm.

1.6 Parentsexpressinga preferencefor voluntaryaidedor voluntarycontrolledschools
on denominational grounds must sendthe completed supporting evidence form,
which will be available from these schools,with their application form to the
SchoolAdmissionsTeamin Children& YoungPeople’sServicesby thepublished
closing date. Parents completing an on-line application form must forward
supporting evidencedirect to theLA by thepublished closingdate.



1.7 The LA will send by courier copies of the supporting evidence forms to the VA
schoolson a weeklybasis.

1.8 The LA will exchangeinformation with the otheradmission authoritieswithin the
Borough of Pooleby transferring electronically a list of all applicationsfor those
schoolsby Friday25 January 2008.

1.9 The other admission authorities will exchange information by transferring
electronically a list of the pupils in the order to be consideredwith details of the
qualifying criteria for each individual applicant to the LA no later than Friday 8
February2008.

1.10 The LA will apply the agreed equal preferencescheme for all admission
authoritiesand if a place can be offered at more than one schoolthe parentwill
receiveanoffer of a placeat their highestavailablepreference.

1.11 The LA will prepare offer and refusal letters on behalf of the other admission
authoritiesandpostto parentson Friday14 March 2008. Parentswill beinformed
in the offer letter that where a school is at or abovethe PublishedAdmission
Number(PAN) failure to accept the offer of a place by Friday 4 April 2008will
result in the LA withdrawingthe place. The placewill thenbeofferedto thenext
applicantdueto beoffered theplace accordingto thepublishedpolicy and criteria.

1.12 The admissionauthoritiesthat operatea waiting list dueto over subscriptionwill
invite the parentsto have the child’s name added to the waiting list. This
invitation will be included in the refusal letters. The waiting lists will be kept in
line with the published admissionspolicy of eachindividual admission authority.
When places become available, the place will be offered according to the
publishedpolicy andcriteriaof theindividual admissionauthority.For community
schoolsonly, parentswill be asked annually if they wish their child’s name to
remain on thewaiting list for thenext academicyear.

1.13 Wherean applicant is not offereda placeat their preferred school(s) the LA will
adviseparentsin writing of their right of appeal. Whenparentsrequestan appeal
form, they will be asked to return the form to Legal and DemocraticServices
(community schools) or the Clerk to the Governing Body (voluntary aided
schools)within 14 days.

1.14 The LA and the other admission authorities will inform each other within 3
working daysof theresult of any appeal hearings, sincethesemayhavean impact
uponanotheradmissionauthority’s allocation.

2. PROCESSFOR NORMA L ADMISSIONS ROUND TO MI DDLE SCHOOLS

2.1 The LA will prepare the Borough’s informationbookletand an applicationform.
The applications form will be distributed to all parents of children who attend
Boroughfirst schoolsduring thefirst weekof the Autumnterm. Additionally, on
theBoroughof Poolewebsitethere will informationindicatinghow to apply for a
school place and an opportunity to make an application on-line. Copiesof the



Parents’ bookletwill be available for collectionat all first andcombinedschools
by thoseparentswho wish to obtaina copy.

2.2 Theparentsof pupilswho live in otherLAs will needto contact PooleLA for the
information and the application form if they wish to expressa preference for a
school in Poole. If parents apply for a Poole school on a form from a
neighbouringLA, the form will be acceptedand if necessary, parentswill be
contactedto ensurethat all relevant information is included. The date of the
application will be considered to be when the original form was received. If a
parent sends the application form to a school or neighbouring authority
(Bournemouthand Dorset) in error there is an agreementthat the school or
authority will recordthedateof receipt andsend it directto PooleLA.

2.3 Parentswill beasked to complete an application,which will askthemto nominate
up to threeschoolsin order of preference and give their reasons for applying if
theywish to do so. This form mustbe returnedvia the child’s first school to the
School Admissions Team in Children & Young People’s Services with any
supportingevidenceby the published closing date of midday on Friday 11
January 2008. Parentswho apply on-line must send any supportingevidence to
theAdmissionsTeamby theclosingdate.

2.4 Parentsmust complete either an on-line application or the application to be
consideredfor a schoolplace (in circumstanceswhereparents completethe form
from a neighbouringLA in error, this will beaccepted,see 2.2 above). Failureto
complete an application will result in a parent being offereda school placeat the
school nearestto their homeaddressthathasplacesavailableafter all the on time
andlateapplicationshave beenallocated.

2.5 Parentsexpressing a preference for the voluntary controlled middle school on
denominationalgroundsmustsend thecompletedsupportingevidenceform which
wil l be available from either the school or the School Admissions Team in
Children& Young People’s Services by the publishedclosing date.Parentswho
apply on-line must send any supportingevidenceto the AdmissionsTeamby the
closing date.

2.6 Any application form received after the closing date will be consideredas late.
The co-ordinatedscheme gives priority to all applicantswho apply on time and
late applicationswill only be consideredonceall the on time applicationshave
been processed.TheLA will processall lateapplicationson a weeklybasisuntil
thebeginning of theAutumnterm.

2.7 The LA will apply the agreed equal preferenceschemefor all admission
authorities and if a placecan be offered at more than oneschoolthe parentwill
receiveanoffer of a placeat their highestavailablepreference.

2.8 The LA will prepare offer and refusal letters and post to parentson Friday 14
March 2008. Parentswill beinformed in theoffer lettersthat where is a school is
at or abovethe Published Admission Number (PAN) that failure to acceptthe
offer of a place by Friday 4 April 2008 will result in the LA withdrawing the



place,which will then be offered to the nextapplicantdueto be offeredthe place
according to thepublished policy and criteria.

2.9 Wherean applicant is not offereda place at their preferredschool(s) the LA will
adviseparentsin writing of their right of appeal. Whenparentsrequestanappeal
form, they will be asked to return the form to Legal and DemocraticServices
within 14 days.

2.10 The Borough of Poole admissionauthority operatesa waiting list due to over
subscription; an invitation to have the child’s nameaddedto the waiting list will
besent out with therefusal letter. Parentswill beasked annuallyif theywish their
child’s nameto remain on thewaiting list for thenextacademic year.

2.11 The admissionto year R and transfer to middle school timetable set out in
Appendix A will applyto:

• Thenormal admissionround
• Lateapplicationsreceivedbetweentheclosingdatesandtheoffer dates
• Lateapplicationsreceivedbetweentheoffer datesandthestart of term

3. IN YEAR ADMISSIONS (OUTSIDE THE NORMAL ADMI SSIONS
CYCLE)

3.1 Parentscompleting the in year application form must send any supporting
evidencewith the form to the School Admissions Team in Children & Young
People’s Services. Parents completing an on-line form must forward any
supportingevidenceto the SchoolAdmissionsTeam.



APPENDIX A

PRIMA RY SEPTEMBER 2008
TIMET ABLE FOR CO-ORDINAT ED ARRANGEMENTS

September - October 2007

� Information Booklet(Parents’Guideto Schoolsin Poole)to bemade
availablefor parentsto collect from first, primary andcombined schools.

� Thecommonapplication form to bedistributedto parentsvia first,
combinedandprimary schools.On-line applicationscan bemade.

October 2007– January 2008

� First schoolsto log all transfer to middleschoolformsas theyarriveand
sendthemto Children& YoungPeople’sServicesin thecourieron a
weeklybasis.

� YearR applicationformsshouldbesentdirect to Children& Young
People’s Servicesby parents/carers.

� LA to sendsupportingevidence formsto VA schoolson a weekly basis.

January 2008

� Closing date for applicationsby middayFriday11 January2008.

� TheSchoolAdmissionsTeamwill collect all outstandingtransferto
middleschool applicationformsfrom schoolsafter middayon Friday11
January 2008.

� LA to sendelectronically to other admissionauthorities a list of
applicationsby Friday25 January 2008.

� LA to sendfinal batch of supportingevidenceformsto VA schoolsby
Friday 25 January2008.



February 2008

� Other admissionauthorities to inform PooleLA electronicall y with a list
of applicantsin theorderto beconsideredwith therelevant policy criteria.
This informationto bereceived by Friday8 February 2008.

March - April 2008

� LA to prepareoffer andrefusalletters to bepostedon notification date
Friday14 March 2008.

� Parentsto acceptoffer of place by Friday4 April 2008.

� Parentsinformedin theoffer letterthatfailure to accept a placeby Friday
4 April 2008will resultin theLA withdrawingtheplacewheretheschool
is full to PAN or oversubscribed.

� LA to liaisewith VA schoolsto re-offer anyavailableplacesin accordance
with publishedpolicy and criteria.

� LA to re-offer any available placesin accordancewith thepublished
policy andcriteria(community schools).

April – September 2008

� Ongoingprocessingof lateapplications astheyarereceived until the
startof termin September.

� Appeals.


